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About this Manual

The MPM Globals manual describes how to create components called “globals” that are
used across all projects. The components include:

Global sets

Calendars

Elements of cost

Burdens and burden templates

Resources and rates

Spread curves used to generate baseline estimates and estimates to complete
Users and their access privileges

Chapter Skeleton

In writing each of the chapters in the Globals and Projects manuals, we used the
following chapter skeleton as a guideline.

Introduction to the chapter

Accessing the application window

Orientation to the application window

Creating the objects managed by the application (for example, calendars)
Field descriptions for those applications that have a large number of fields
Maintaining the objects (for example, editing, moving, copying and pasting)
Changing the display (for example, filtering, expanding and collapsing items,
displaying and hiding fields)

m Recommended reports

This general skeleton should help you locate similar information in the chapters.
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If you Need Assistance

If you need assistance installing, implementing, or using MPM, Deltek makes a wealth of
information and expertise readily available to you.

Customer Services

For over 20 years, Deltek has maintained close relationships with client firms, helping
with their problems, listening to their needs, and getting to know their individual business
environments. A full range of customer services has grown out of this close contact,
including the following:

Extensive self-support options through the Customer Care Connect Web portal.
Phone and email support from Customer Care analysts

Technical services

Consulting services

Custom programming

Classroom, on-site, and Web-based training

Find out more about these and other services from the Customer Care Connect
site.

Customer Care Connect Site

The Deltek Customer Care Connect site is a support Web portal for Deltek customers
who purchase an Ongoing Support Plan (OSP).

The following are some of the many options that the Customer Care Connect site
provides:

m Download the latest versions of your Deltek products

m Search Deltek’s knowledge base

Display or download product information, such as release notes, user guides,
technical information, and white papers

Submit a support case and check on its progress
Transfer requested files to a Customer Care analyst
Use Quick Chat to submit a question to a Customer Care analyst online

Ask questions, exchange ideas, and share knowledge with other Deltek
customers through the Deltek Connect Customer Forums

m  Subscribe to Deltek communications about your products and services
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m Receive alerts of new Deltek releases and hot fixes

For more information regarding Deltek Customer Care Connect, refer to the
online help available from the web site.

Access Customer Care Connect
To access the Customer Care Connect site, complete the following steps:

1. Go to https://deltek.custhelp.com.

2. Enter your Customer Care Connect Username and Password.

3. Click Log In.

If you forget your username or password, you can click the Account Assistance
button on the login screen for help.

Additional Documentation

The following table lists the additional Deltek documentation available for this release.
Except where noted, all the user guides listed in this table are available for download
from the Deltek Customer Care Connect site.

Document Name Description
MPM Installation This guide describes the system requirements as well as how
Guide to install MPM, Data Warehouse and OLAP.

MPM Projects Guide This guide describes how to set up and manage projects in
MPM, define Work Breakdown Structures, establish
baselines, track project milestones, replan projects, and
report and analyze data.

MPM Standard Reports | This guide describes, and provides examples of, standard
Guide reports available in MPM.
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Document Name Description

Online Help You can access complete online Help in any of the
following ways:

m Click Menu Manager Help » Deltek MPM Help
Topics
m Press F1 from within the MPM product

= Click the Help button on one of the MPM dialog
boxes
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1.1 Introduction to Global IDs

Before creating a project in MPM, you must specify a broad range of information for
the project including:
m A fiscal and holiday calendar
A holiday calendar
Elements of cost table
Resource and burden codes
Resource and burden rate tables
Burden templates

In MPM, you create global files that contain this information. A set of global files is
defined by a global file ID, description, and path. After defining global files, you

assign them to projects using the Project Maintenance window. The relationship is
shown in Figure A.

s Global Maintenance

ISi[=] E3
File Edit %iew Fomat Tool: Help
| sl el
Global 1D | Description | Path -
1 » JOEFAULT |GLOBAL FILES AREA L4 P
2 |MEWAIR  MEWAIR CHNEW IR
3 |SVIEBL3 SVIBL3 C:HSVIBLS
4 ( wan GLOBAL FILES FOR ¥20 C:20
5

Pioject Maintenance

o

File Edit “iew Fomat Tools Help

~

s | Bl Sl E
3 Project IDI Program Hame Contract Start | Contract Complete Path Global ID |~
10 9 |x20 20+ WVEHICLE PROJECT 1-Jan95 27-Dec-93 20 —
Bj_ E10  |#204FTE Ch208FT DEFAULT _I
11

12
13
14
15
16
17
18

e
I,

Figure A. Global IDs are assigned to projects.
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Terminology: Global Set and Global ID

A global set is the group of files that defines calendars, rate tables, etc. Each global
set is assigned a unique global ID. When you want to assign a global set to a project,
you use the global ID. Global set is a term used in the commands under the Edit
menu in Global Maintenance when the menu items affect the global files. For
example, the command Delete Global Set will delete the row from the grid as well as
all the global files located in the path specified for the global set.

Multiple Global Sets, Multiple Projects

You can create an unlimited number of global sets, and you can assign the same
global ID to an unlimited number of projects. You can share global sets as long as the
projects use the same calendar. If projects will be using different calendars, each
project will require its own global set. Each global set must reside in its own
directory or path.

Default Global Set

MPM contains a Default global set that references a default calendar, but does not
contain any other information. The Default global set is located in the same directory
as the MPM executable. The Default global set cannot be moved or deleted.

Ensuring Consistency in Global Sets

Many MPM customers delegate global set creation to one individual, and give only
that individual access to Global Maintenance. This helps to ensure consistency in the
calendars, templates, etc. assigned to projects.

A global ID is assigned to a project at the time the project is created. The global ID is
selected from a drop-down list. The user defining the project can select a global 1D
from this list without having access to Global Maintenance.
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1.2 Accessing the Global Maintenance Window

To access the Global Maintenance window, click the Globals tab in Menu Manager
and do one of the following:

m Double-click the Global Maintenance icon as shown in Figure A.
m  Open the File|Globals menu and choose Global Maintenance.

hWinMPM - Menu Manager _ O] x]

File View Toals

Globals | Praojects I Utilities I Reparts I Imports I E=parts I

0 & v £ @

Calendars Elements Of  Resources Burden Spread Curves
Cost and Burdens  Templates
Global Maintenance = =13
Fie Edit “iew Fomat Tools Help
Ll sz
—— Global ID | Description | Path ﬂ
1 » |DEFAULT [GLOBAL FILES ARE& C:4MPM
2 |MEWAIR  NEWAIR CuMPMANEWAIR
3 |SVIBL3  SVIBL3 C4MPMASYIBL3
4 [x20 GLOBAL FILES FOR =20 CHMPMY20
5
[
7
8
3
10 hd|
M 2
| 4

Figure A. To access Global Maintenance, double-click the Global
Maintenance icon.
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1.3 Orientation to the Global Maintenance Window

The Global Maintenance window is a grid with three columns. Each row with data
represents a global set. The three columns uniquely identify each global set:

m Global ID (required)
m Description (optional)
m Path (required)

'+ Global Maintenance _[O] x|
File Edt View Fomat Toolz Help
51
Global ID Description | Path ﬂ
1 » |DEFAULT |GLOBAL FILES AREA C:AMPM
L NEWAIR  NEWAIR CAMPMUNEWAIR
L SVIBLY  SVIBL3 C:MPMASVIBLI
4 X0 GLOBAL FILES FOR %20 C:MPR 20
5 |
6 |
T
—
"o
10 j
AT i
| 4

Figure A. Global Maintenance window

Windows Conventions

The Global Maintenance window conforms to the standard Windows conventions.
You can size it, minimize and restore it. Use the horizontal and vertical scroll bars to
pan across the display.

Order

When adding global sets, they are listed in the order in which they are added. When
you access Global Maintenance again, the sets are sorted and displayed
alphanumerically by global set.
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Displaying and Hiding Columns

As with other MPM windows, you can display and hide columns using the Column
Hide command under the Format menu.

Changing Column Widths

You can change the width of the columns by dragging the vertical line between the
column headings, or by choosing Column Width from the Format menu. The latter
gives you the option of using the Best Fit option to have MPM automatically adjust
the width of the columns.

Printing and Previewing

As with other MPM windows, you can preview and print a tabular report of the
Global Maintenance display using the Print Preview and Print commands under the
File menu.
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1.4 Creating a Global Set

When you create a global set, you specify a:

m Global ID name (required)
m Description (optional)
m Path (required)

The global IDs and paths must be unique for each global set. MPM checks for
uniqueness and notifies you if you try to enter a duplicate ID or path.

s Global Maintenance - (O] ]
File Edit “iew Fomat Tool: Help
8| SR Bl
Global ID | Description | Path =]
4 DEFAULT |GLOBAL FILES AREL C:AMPr _I
5 [x20 GLOBAL FILES FOR »20 CAPROJECTS_98%<20
6 Standard | Standard Globals |E'\MF’M
7
= Choose Directory x|
q Folder: I {3 Project_98 j £ fe ==
10 FE naineing
1 Software
12
17
Al
|
Cancel

Figure A. Global ID and Path are required fields.

Path Conventions

You can use Universal Naming Conventions (UNC) for the path of global or project
files. You can also use UNC when saving exports or reports to a file or for the
location of an import file.

The following information is excerpted from the Microsoft Developers Network:

You can access a file on a shared network resource by entering the file's location
in UNC format, or by browsing Network Neighborhood. To specify a file using
UNC format, use the following syntax:

\\computername\sharename\path\filename
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For example, to access a file named Report.xls in the Current\Month folder on a
share named Documents on a computer named Sales, you would use the
following syntax:

\\sales\documents\current\month\report.xls

The file system uses the backslash (\) character to separate directory names and the
file name when forming a path.

m Use a period (.) to separate the base file name from the extension in a
directory name or file name.

m Do not use device names, such as aux, con, Iptl, and prn, as file names or
directory names.

m Do not assume case sensitivity. Consider names such as OSCAR, Oscar, and
oscar to be the same.

m Do not use the following characters in directory names or file names because
they are reserved:

Symbol Name Symbol Symbol Name Symbol
Less Than < Backslash \
Greater Than > Forward Slash /
Colon : Quotation Mark “
Pipe |

Backward slashes (\) are used as element dividers in paths (dividing the file name
from the path to it, or directories from one another in a path). You cannot use
them in file or directory names. They may be required as part of volume names
(for example, C:\).

For additional information about UNC Path Support, please refer to
msdn.Microsoft.com.
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Procedure

To create a global set:

1.

Place the cursor in the first empty Global ID field and enter a global ID.

The ID must be unique and can be up to eight characters long. The name
cannot contain spaces or special characters.

To accept the ID, press Tab.

MPM moves the cursor to the Description field and enters the default path
as shown in Figure A.

Enter a description.

The description is optional. It can be up to 20 characters long, including
blanks.

Enter a path by typing it in or clicking the button at the right end of the Path
field.

If you clicked on the button, MPM displays the Choose Directory dialog box
shown in Figure A.

Select a folder and click OK.
To save the settings, do one of the following:

m Click the Save button EI in the Toolbar.

m From the File menu, choose Save.
m Press Ctrl+S.

Inserting a Global Set

To insert a global set:

1.

Select the row where you want to insert the global set and do one of the
following:

m  Press the Insert key.
m  Open the Edit menu and select Insert Global Set.
MPM inserts a blank row above the row you selected.

Enter the required information.
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1.5 Maintaining Global Sets

You can copy, paste, and insert entire global sets. You can also copy and paste cells
on the Global Maintenance grid. By copying and pasting a global set, you also copy
and paste all the information in the global files (calendar, templates, etc.). This is an
easy way to create a new global set that needs only minor modifications from an
existing global set, or to create a quick backup of your global files.

Copying and Pasting Global Sets
To copy and paste a global set:
1. Select a row and do one of the following:
m Click the Copy button in the Toolbar.

m From the Edit menu, choose Copy Global Set.
2. Select an empty row and do one of the following:

m Click the Paste button E&

m From the Edit menu, choose Paste Global Set.
MPM displays the dialog box shown in Figure A.

in the Toolbar.

Copy Global Set
Global ID: INew_lD j
Path: Ic hewproj Erowse |

oK I Cancel | Help |

Figure A. Enter a global ID and select a path.
Enter a global ID.
4. Select a path, or type in a new path.

To accept the settings and close the dialog box, click OK.

Deleting Cells and Global Sets

You can delete cells and global sets. If you delete the contents of a required cell,
MPM displays <Required> in the cell. You can delete one or more cells at a time, but
you can delete only one global set at a time.
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If you delete a global 1D, MPM puts the row into edit mode and turns the text blue.
You can delete a global ID only if it is not assigned to a project. You cannot delete
the DEFAULT global ID.

To delete one or more cells:

1.

3.

Select the cell(s) you want to delete.

To select more than one cell, hold down the left mouse button and drag
across the cells.

To delete the cell(s), do one of the following:

m From the Edit menu, choose Delete Cell(s).
m Press the Delete key.
Depending on the options set, MPM may ask you to confirm the delete.

If required, confirm the delete by choosing Yes.

To delete a global set:

1.

3.

Select the global set by clicking the row number.
MPM highlights the entire row.
To delete the global set, do one of the following:

m From the Edit menu, choose Delete Global Set.

m Press the Delete key.

MPM will ask you to confirm the delete. If the global ID is assigned to one
or more projects, you will not be able to delete it.

Confirm the delete by choosing Yes.

Sub-Topics

Details on maintaining global IDs are covered in the following sub-topics:
1.5.1 Changing the Path for a Global Set
1.5.2 Recovering Global Sets
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1.5 Maintaining Global Sets
1.5.1 Changing the Path for a Global Set

You can change the path for a global set by entering a new path in the Path field.
When you enter a new path, MPM runs a number of checks to make sure the move
can be executed. The checks performed are summarized below.

If:

Then MPM displays the following message:

Path has been changed on an
existing project

Move Global Set from xxx to yyy?

The original path does not
exist, or no global files exist at
the original path,

The current path X:AXXXAXXXX' for the ‘XXX’
Global Set does not exist; therefore, a move cannot be
performed. Do you want to change the current path to
the new path “X:\XXXXAXXXX"?

Any global files are in use and
not available for moving

The operation cannot be performed because the Global
Set is currently in use.

Global ID is assigned to a
project

The operation cannot be performed because the Global
Set is in use by one or more Projects.

New path does not exist

The specified directory path x:\yyyy\zzz does not exist.
Do you wish to create it?

Adequate disk space does not
exist at the new path

Insufficient disk space at x:\yyyy\zzz.
Space required: NN,NNN
Space Available: N,NNN

Only a drive letter is entered
for the new path

Root directory files are not supported.
(You cannot store global files in the root directory.)

Drive specified is not
available or invalid

Invalid disk drive.
(You may want to check the network mapping of the
drive.)

Directory entered is invalid

Invalid directory name.
(You must use DOS naming conventions.)

To change the path for a global set, you must have the appropriate security rights.
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Procedure

To change the path for a global set:
1. Enter the directory name in the Path field.
2. Save the change.

If MPM successfully completes all the checks, it performs the change and
moves all global files to the new path.

If MPM encounters a problem, it displays one of the messages shown on the
previous page.
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1.5 Maintaining Global Sets
1.5.2 Recovering Global Sets

It is possible for one or more of the files that make up a global set to become
corrupted. When this happens, you need to run the recover utility. The recover utility
attempts to reset the database indexes and correct any internal file errors.

SVIIBL - Recover Files
— Glabal File

Burden Templates
EOQC Codes

Rezource Codes
Rezource Rates

MOTE: Backup all global files prior to recaver. Also,
please ensure there iz adequate disk zpace befare
starting the recover process.

Ok, I Cancel | Help |

Figure A. You can recover global
files that have been corrupted.

The files that can be recovered are:

Burden Template
EOC Codes
Fiscal Calendar
Holiday Calendar
Resource Codes
Resource Rates

Before You Begin

Before you begin the recovery process, be sure all users are logged out of MPM. This
will prevent a user from accessing the files while you are running the recovery.
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Procedure
To recover global files:
1. Select the Global ID that is corrupted.
2. From the Tools menu, select Recover Files.
MPM displays the Recover Files dialog box shown in Figure A.
3. Select the files you want to recover and click OK.

You can use the Shift+Click and Ctrl+Click combinations to select two or
more files.

4. To start the recovery process, click OK.
MPM asks you to confirm the recovery operation.
5. To continue with the recovery, click Yes.
MPM executes the recovery, displaying an hour glass during the process.

If there are files that could not be recovered, MPM displays the following
message:

Data records from the following files cannot be recovered: “Xxxx’,
‘yyyyy’. Files may have to be recovered from backup.

If any of the global files included in the Global ID are unrecoverable, then all
files in the Global ID must be restored from a full backup
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1.6 Recovering System Files

The Recover Files command under the Tools menu can recover project and global
files, however it cannot recover the following system files:

m PROJ.DAT (Project List)
m GLOBAL.DAT (Global List)
s MPMUSERS.DAT (User List)

To recover the system files, you must use the Recover System Files utility. The
utility is independent of MPM and you run it from the Start|Run menu. The utility

file is named MPM621.EXE and is located in the MPM program directory, usually
DELTEKMPM.

Running the Utility
To run the Recover System Files utility:

1. From the Start|Run menu, run the MPM621.EXE file. The file should be located
in the MPM program directory, usually DELTEKMPM.

2. Select the file you want to recover and click OK. A message is displayed
indicating whether the recovery was successful.
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2.1 Overview of Calendars

MPM’s Calendar window is a visual tool for specifying fiscal synchronization, nonworking
days (holidays), and Equivalent Person Month Hours for a global set. Using the Calendar
window, you can view and edit an existing calendar, or establish a new calendar. Before
defining a calendar, you must create the global set to which it will be assigned.

Accounting Calendar

For most project operations, MPM requires an accounting calendar. If you do not require
customized fiscal months, your calendar can be the same as the standard calendar.

Synchronizing Fiscal Months

The fiscal calendar is used to synchronize calendar month planning to fiscal (accounting)
months. Synchronizing fiscal months:

m Provides consistency of budget vs. actual cost comparisons. Budgets are planned for
the same time period that actual costs are accumulated.

m  Normalizes timephased estimate (budget) data to your fiscal months when automatic
estimating and distribution features are used.

Starting days for fiscal months are marked with red boxes on the calendar.

Equivalent Person Month Hours

You can specify the actual number of working hours available in each fiscal month using the
Equivalent Person Month Hours grid. Fill Right and Fill Down commands speed data entry in
the grid.

Planning and Cost Collection Cycle

MPM provides for a fiscal month planning and cost collection cycle. This does not preclude
detail planning, project statusing, or actual cost accumulation from occurring on a day-to-day
basis or as frequently as desired.
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Figure A. MPM Calendar
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2.2 Accessing the Calendar Window

To access the Calendar window:
1. Choose the Calendar icon on the Globals tab of the Menu Manager.
MPM displays the Calendar Open dialog box shown in Figure A.

2 WinMPM - Menu Manager _ (O] x|
Fie “iew Toolzs Help

E |

Globals |F'm|ects| Lllllltlesl Hepnrtsl Impnrtsl Expnrtsl

o L B L =

Global Elements Of  Resources Buriden Spread Curves

Maintenance | ozt and Burdens Templates
Calendar Open x|

Globa
’7 20 - GLOBAL FILES FOR %20
oK. I Cancel | Help |

Figure A. To access the calendar, choose the Calendar icon.

2. Choose a Global File calendar you want to modify.
You can also work with MPM’s Default Calendar.
3. Click OK.
MPM displays the Calendar window shown in Figure B.
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Figure B. MPM Calendar
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2.3 Orientation to the Calendar Window

The Calendar window includes a Fiscal calendar, Holiday list, and Equivalent Person Month
Hours (EQPM Hours ) grid. MPM uses these for reports, scheduling, and calculations. The
Calendar supports up to a 50-year contract duration and up to 300 holidays.

Fiscal Calendar Holiday List

Separator bars N\
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Figure A. The Calendar window is divided into a fiscal calendar, holiday list,
and Equivalent Person Month Hours grid.

Once the Calendar window is open, you can open additional calendars by selecting Open
from the File menu.

The Fiscal Calendar Pane

Use the fiscal calendar pane to synchronize calendar month planning to fiscal (accounting)
months. The fiscal calendar pane always displays 12 months regardless of the size of the
pane. The calendar supports a 50 year contract duration. The start date of each fiscal month is
outlined in red. Holiday dates are shaded gray.
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The Holiday List

The Holiday list shows the holidays defined for the calendar. You can define up to 300
holidays for a calendar.

The EQPM Hours Grid

The Equivalent Person Month Hours grid specifies the number of work hours available in
each month defined in the fiscal calendar. Fill right and fill down commands speed entry of
hours in the grid.

Changing the Display

Use the separator bars between panes to show more or less of any pane in the Calendar
window. Use the vertical and horizontal scroll bars to navigate to earlier or later dates.

Previewing and Printing

You can preview and print tabular reports of the Holiday list and EQPM Hours Grid using the
Print Preview &l and Print @l buttons in the Toolbar. You can select holidays for printing
and previewing. If you select one or more cells in the Equivalent Person Month Hours grid,

MPM prints the entire row or rows represented by the selection. Print Preview is discussed at
length in the Getting Started manual.
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2.4 Creating, Changing, and Saving Calendars

When you create a new calendar for a global set, you define:

m Start and end dates for the calendar
m Holidays (optional)
m Equivalent Person Month Hours (optional)

Before you can create a calendar, you must have defined at least one global set. A calendar
can be assigned to only one global set, and a global set can have only one calendar.

While you are setting up the calendar, you also choose settings in the Weekly Data
Information section of the Calendar Setup dialog box. Although most organizations calculate
earned value on a monthly basis, MPM enables you to post on a weekly basis. The Weekly
Data Information settings affect the posting of weekly earned value data.

When you first open a new calendar, it defaults to the standard MPM calendar:

m Fiscal months begin on the first of the month.
m No holidays are specified.
m The Equivalent Person Month Hours are all zero.

We recommend that the calendar be defined to encompass a period beginning at least one
year before the projected early start date and ending at least one year after the projected latest
finish date to accommaodate potential project schedule fluctuations.

Weekly Data Information

m  Use Whole Weeks: If the project calendar uses a fiscal month calendar or a 4-4-5
calendar, the first day of the fiscal month does not necessarily begin on the first day of
the calendar month or end on the last day of the calendar month. However, a week
will always consist of seven days and begin on the same day of the week and end on
the same day of the week. For example, using a fiscal calendar, Week 1 of January
might start on Sunday, December 30" and end on Saturday, January 5" and it consists
of seven days. All succeeding fiscal weeks will begin on Sunday and end on
Saturday. Also, the month fiscal end will be on a Saturday.

m Use Partial Weeks: If the project uses calendar months, a month always begins on
the first day of the month and ends on the last day of the month. With this type of
calendar, you can have partial weeks. The week start day is selected and all weeks
begin on that day. For example, if the week start day is Sunday and the first day of
the calendar month is on Wednesday, Week 1 will consist of Wednesday through
Saturday, a partial week of four days. Week 2 then begins on Sunday and goes
through Saturday, a week of seven days. With this method, there can be partial weeks
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at the beginning and end of the month, depending upon which day of the week the
first day of the month occurs.

m Week Starts On: If your project calendar uses partial weeks, then it is necessary to
specify a start day of the week. All weeks begin on the same day.

m Hours per Day: It is necessary to specify the number of hours in your normal work
day only if your project is using the resource work calendar.
Creating a Calendar
To create a calendar for a global set:

1. If the Calendar window is not open, select the Calendar icon from the Globals tab in
the Menu Manager window.

If the Calendar window is already open, do one of the following:

m Click the Open button E"l in the Toolbar.

m From the File menu, choose Open.
Whichever procedure you used above, MPM Blobal
displays the Calendar Open dialog box shown in ?':E‘:"BL':'E"ﬂ'L e

FIgUI’e A QK I Cancel | Help |

Figure A. Select a global set.
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2. Select a global set from the drop-down list box
and click OK.

MPM closes the dialog box and displays the
Calendar window. If this is the first time you
have accessed the calendar, MPM displays the
Calendar Setup dialog box shown in Figure B.

Ealendar Setup
- Calendar Range
First Fiseal Month: - [Jan 00

Last Fiscal Manth: [Dec 05

= Wweekly Diata Information

3. Enter the first and last fiscal months for the Al et

project. The valid date formats are: i

- mmmyy (mayg 6) - yymmm (96may) Week staits on: ISunday ;I

= mm myyyy (j an 1999) = mm _yy (0 1_00) :;L'Il;r::pirﬁ:faluesis ah average used only for

= mmlyyyy (01/2001) el U
4. Select whole weeks or partial weeks for the : _

prOJeCt Ok I Cancel | Help |

5. If partial weeks are selected for the project, select Fi%“re Bk-l Egtetr t,“? Ca'e?dar range
a start day for the week from the list box. and weekly data information.

6. If the project is using the Resource Work Calendar, enter the hours per day of the
workday. If the project is using the EQP Calendar, this value is calculated at
processing time based on the Equivalent Person Month Hours entered.

7. To accept the settings and close the dialog box, click OK.
The calendar displays dates ranging from one month prior to the first fiscal month
(with no fiscal red square in that month) through the last fiscal month you specify.
Changing the Start and End Dates
To change the start and end dates for a calendar:
1. From the File menu, select Setup.
MPM displays the Calendar Setup dialog box shown in Figure B.
2. Make the changes and click OK.

The calendar displays the calendar range of one month prior to the first fiscal month
(with no fiscal start red square in that month) through the last fiscal month you
specified.
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Saving Calendar Information

When you close the Calendar window, MPM prompts you to confirm the save. To save the
current calendar while you are working, open the File menu and select Save.

After creating a calendar you can:

m Establish Fiscal Months
m Establish Holidays
m Establish EQPM hours
These topics are covered in the subtopics that follow.
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2.4 Creating, Changing, and Saving Calendars
2.4.1 Establishing Fiscal Months

Fiscal months are defined for accounting purposes. They are often used to even out the
number of days included in each quarter of the year. For example, many companies are on 4-
4-5 quarters where the three months in each quarter have 4 weeks, 4 weeks, and 5 weeks.
You define the beginning of each fiscal month by dragging the red squares to the appropriate
dates. In Figure A, several fiscal start dates are highlighted.
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Help
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Figure A. Red squares around dates indicate fiscal month starts.

Procedure

To set a start date for a fiscal month, select a red box and drag it to the appropriate date.
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Fiscal Month Restrictions

You cannot have less than two weeks or more than eight weeks in a month. If you attempt to
enter a date closer than two weeks to the previous month’s fiscal start, or farther than eight
weeks from the previous month’s fiscal start, MPM gives an error message. However, there
can be two fiscal start dates in a calendar month, depending on the way your calendar is set
up. You can tell which month a red square refers to by placing the mouse pointer over the red
square to display the pop-up label.

Last Fiscal Start Date

The last fiscal start date identified by a red square serves as both the start date and end date of
the last fiscal month. This creates an empty month marking the end date for the calendar.
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2.4 Creating, Changing, and Saving Calendars
2.4.2 Identifying Holidays

Holidays are indicated on the fiscal calendar by gray squares, and listed in the Holidays pane.
You can schedule and identify up to 300 holidays on a calendar.

Holidays are automatically sorted by date in the Holiday list regardless of the order in which
they were entered.

Click to mark_a MPM adds a matching
date as a holiday \ /_entry in the holiday list
T AN | Halidays |
S M T W T F\5 Dafe | — =
3 3 -: ale escription j
55 7 18 13 [0 111 4-Jul-97 INDEPENDENCE DY
12 [13 [14 [15 [16 [17 |18 24-Hve-97 THANKSGIVING

19 |20 |21 |22 |23 |24 |25

5t 157 138 139 (30 51 28-[fec-37 CHRISTMAS

4-Jul-38 INDEPENDEMCE DAY

k4 arch 1333

S M T W T F 5§ _I
112 |13 |4 |5 |B
7B |8 1011 [z 13
14 15 16 |17 (18 19 |20
21|22 |23 |24 |25 |26 |27

28 |28 |30 |3 -
= 3

Figure A. Click to mark a date as a holiday.
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Procedure
To establish a holiday:
1. Do one of the following:

m Click on a date in the Fiscal calendar.

MPM shades the area around the date indicating that it is a holiday, and adds a
matching entry in the Date column of the Holidays list.

m Enter a date directly in the Date field of the Holiday grid.
2. If desired, enter a description in the Holiday grid.

3. To save the calendar, click the Save button E in the Toolbar.

Deleting Holidays
To delete a holiday, do one of the following:
m Click on the holiday’s grayed date in the Fiscal Calendar.

m Click on the date in Holiday grid and press the Delete key.

Both actions return the date to the normal color and remove it from the Holiday list in the
Holiday grid.
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2.4 Creating, Changing, and Saving Calendars
2.4.3 Entering Equivalent Person Month Hours

You use the Equivalent Person Month Hours grid to enter the number of person hours in each
month. MPM's calculation of equivalent persons and person months during estimating and on
reports is affected by whether you enter values in these cells or leave them blank.

Equivalent Perzan bonth Hours |

Jan | Feb I Mar I Apr I May | Jun I Jul I Aug I Sep I Dct I Mov
1996 160.00 160.00 200.00 160.00 160.00 200.00 160.00 160.00 200.00 160.00 1E
1997, 1BD.D§ 160.00 200.00 160,00 160.00 200.00 160.00 160.00 200.00 160.00 1€
1998 160.00 160.00 200.00 160.00 160.00 200.00 160.00 160.00 200.00 160.00 1E
1999 160.00 160.00

Figure A. Equivalent Person Month Hours grid

Format

Values entered in these cells may range from zero through 9999.99. You can format the
number of decimal places displayed using the options under the Format menu. The selected
format displays a v' next to the number example.

Choosing a Method for Calculating Equivalent Persons

MPM can calculate equivalent persons using the data you enter in the Equivalent Person
Month Hours grid, or a default formula.

Project Maintenance =13
File Edit “iew Fomat Tool: Help

|wanw

Project 1D I Program Name Path | Global ID I Calendar I Fee [:alculalin;l
10 <20 K20 VEHICLE PROJECT | C:AMPH'2<20 w20 >R _|
E11  |#204FTE C:AMPRV<206FT | DHEEES

ork
EGPM Houwrs

i

Figure B. MPM can calculate equivalent persons using the data
you enter in the Equivalent Person Month Hours grid, or a default
formula.

If your company requires that you use a specific company standard to calculate equivalent
person month hours, enter the data in the Equivalent Person Month Hours grid for each fiscal
month and choose EQPM Hours from the Calendar column in the Project Maintenance
window shown in Figure A.

If you want MPM to use its default formula to calculate equivalent person months, choose
Resource Work from the Calendar column in the Project Maintenance window. When you



MPM Globals 35

choose this option, MPM ignores values entered in the Equivalent Person Month Hours grid
during the estimating phase of your project. MPM's calculation is based upon the Resource
Work Calendar (i.e., the number of hours per day and days per week for the resource),
Holiday calendar, and Fiscal calendar defined in the Resources and Burdens window.

Person Months Used in Reports

If you want person-month calculations included in the Manpower Detail, Manpower
Summary, and CPR Format 4 reports, you must input EQPM hours for each month on the
Fiscal Calendar. MPM calculates Equivalent Person Month Hours for these reports based on
the equivalent person hours entered on the Fiscal Calendar.

The Calendar selection (Resource Work or EQPM Hours) in the Project Maintenance
window has no impact on the report calculations. If all months in the calendar are zero,
Equivalent Person Month Hours are not shown when you generate Resource Detail,
Manpower Summary, and CPR Format 4 Reports.

Using Fill Down and Fill Right to Enter EQPMs

You can easily populate the EQPM Hours Grid by filling down and right. To use the Fill
feature:

1. Enter the number of hours in the top or left cell of the area to be filled.

2. Select the cells to be filled down or right by dragging the mouse from the first to the
last cell in the series.

3. From the Edit menu, select Fill Down or Fill Right to fill the number across a row or
down a column.
Deleting EQPM Information
To delete EQPM hours, select a cell or cells and do one of the following:

m  Press the Delete key.
m From the Edit menu, choose Delete Cell(s).
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2.5 Recommended Reports

There are several standard MPM reports that you can use to review calendar information. The

reports are listed below. For information on the reports, see the MPM Standard Reports
manual.

Accounting Calendar
Resource Detail
Manpower Summary
CPR Format 4 Reports
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3.1 Introduction to Elements of Cost

Elements of cost is one of four components that define the pricing structure (estimating/
budgeting/burdening) of your company. The four components are:

m Elements of cost (EOC) including classes of cost (COC)

m Burden and fee codes, descriptions, and rates

m Burden templates

m Resource codes, descriptions, and rates
How the four elements relate is shown in Figure A.

Burden/Fee
Rates

]

Burden
Templates

]

Elements of Cost ————> Resource Rates ——— Rate Tables

Figure A. The combination of the four
components is used to build rate tables.

EOC and COC Categories
MPM supports up to 13 categories of EOCs. Three categories are predefined:

m Labor
m  Material
m  Other Direct Costs

You can define your own EOCs, and delete the predefined EOCs if they do not meet your
needs. A fourth EOC added by many MPM users is Subcontractor. You can use this EOC
to track subcontractor costs.

You can define up to 13 COCs for each EOC. For the Labor EOC, you might add COCs
such as Administration, Engineering, and Manufacturing. You could also add COCs for
each subcontractor.

Where EOCs and COCs are Used

EOCs and COCs are assigned to resources using the Resources tab on the Resources and
Burdens window shown in Figure B.
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¥+ %20 - Resources and Burdens [Resources]

|- (O] =]

File Edit “iew Format Took Help
=E| Sz [ = &l vlgl
Fiesources | Burdens I
Hesoulcel Description ICDCIEDCI Burden T I HoulsJDa_vI Da_vsfweek" Jun S?I Jul 97 I -~
1 » |ADMIN ADMINISTRAT ADM L ENG 8.00 5 15.21 1521
2 AIOMIC AVIONICS DIV SC3 |5 SUB 0.00 =1 93.59 9359
3 CPT COMPUTER TICFT (O goc 8.00 5
4 Cibd DATA MANAGI ENG (L ENG 8.00 5 28.08 28.08
5 EMGE EMGIMEER EMG 'L EMG a.00 5| 2925 2325
b ENGHM EMGIMEER MF MFG L MFG 8.00 5 25.74 2574
5
T e o o (N _>|_|
| 4
Figure B. EOCs and COCs are assigned to resources.
Impact of Save Confirmations Option on

Procedures

As the name implies, the Save Confirmations option
(Options command under the Tools menu) will
prompt you for each change you make to an EOC or
COC. If you are entering a large number of EOCs
and COCs, you may want to turn this option off to

speed data entry.

Special Guidelines

Whenever you make changes to an EOC after
estimating, you must run the Rebuild Rollup
function to ensure that the rollup data and the detail

data are in sync.

General | Integrated F’Ianningl GDD I Securityl

— Save Confirmation:

" Prompt before saving modifizations

r~ Process Confirnation
" Automaticaloly start processes

@ Prompt belore starting processes

ok I Cancel | Help |

Figure C. Confirmation options
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3.2 Accessing the Elements of Cost Window

To access the Elements of Cost window:

1. Do one of the following:
m  Choose the Elements of Cost icon on the Globals tab of the Menu Manager.
m From the File menu, select Globals|Elements of Cost.
MPM displays the Elements of Cost Open dialog box shown in Figure A.

hWinMPM - Menu Manager 9 =] B3
File View Toolz Help
Globalz |F'|0|ects| Utilties | Reports | Imparts | Exports |
..... : - s
(4] ©
EE
Global Calendars Resources Burden Spread Curves
Maintenance andBurdens  Templates
Elements of Cost Dpen
Glob.
’7 l 0BAL FILES FOR X20

Ok I Cancel | Help |

Figure A. To access the Elements of Cost window, double-click the
Elements of Cost icon.

2. Choose a global set from the drop-down list box.
You can also work with MPM’s Default global set.
3. Click OK.
MPM displays the EOC window shown in Figure B.
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~+ X20 - Elements of Cost
File Edt “iew Format Tools Help

Slul SlR| +[ =[]~ =

J[=] B3

Description

2 ADM ADMIMISTRATION LABOR

3 CTR COMTROLLERS'S LABOR

4 ENG EMGINEERING LAEOR

5 MFG MAMUFACTURING LAEOR

6 G QUALITY LAEOR

0 _ _

[:] CPT COMPUTER

9 FDM FER DIEM

10 L TRAVEL

11

12 501 WIDGET MFG. CO.

13 sc2 GLOBAL SOFTWARE
<L

Figure B. The Elements of Cost window
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3.3 Orientation to the EOC Window

The Element of Cost (EOC) window displays information about the elements of cost
(EOCs) and classes of cost (COCs). The entries are listed alphabetically by EOC code.

The EOCs are displayed in rows with a gray background. The COCs assigned to an EOC
are displayed in the rows beneath the EOC. The COCs have a white background.

=+ %20 - Elements of Cost _ O] x|
File Edt “iew Fomat Toaols Help

S|E] S|+ == =

1
2

ADM ADMINISTRATION LaBOR
3 CTR CONTROLLERS'S LABOR
4 ENG EMGINEERING LABOR
5 MFG MEMUFACTURING LABOR

@|~|@

Huik HIGH WALLIE MATERIAL

11 CFPT COMPUTER
12 POk PER DIEM

15 5C1 WIDGET MFG. CO.

16 5C2 TURBIME EMGINE CO

17 SC3 INTERIY. AVIONICS

18 H
A 1
\ 4

Figure A. The Elements of Cost window

Standard Windows Features
The Elements of Cost window has the standard Windows features. You can:

m Size, minimize, and restore the window.
m Scroll the display using the horizontal and vertical scroll bars.

m Change the width of the columns by clicking and dragging the dividers between
the headings.

Display and Hide Columns

You can display and hide the columns using the Column Hide feature under the Format
menu.
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Changing the Width of the Columns

You can change the width of the columns manually by dragging the vertical line between
the column headings, or by using the Column Width command under the Format menu.
The Best Fit option in the Column Width dialog box automatically sizes the columns.

Hiding and Displaying COCs

You can hide and display all COCs, or the COCs for a specific EOC. To hide and display
the COCs, use the Toolbar buttons or the commands under the Tools menu. The buttons
and commands are described below.

Button Command Description
il Show COC(s) Shows COC:s for all selected EOCs
;] Hide COC(s) Hides COC:s for all selected EOCs
3] Show All COCs  Shows all COCs regardless of selection
ll Hide All COCs Hides all COCs regardless of selection

Printing and Previewing

As with other MPM windows, you can preview and print a tabular report of the Elements
of Cost window using the Print Preview and Print commands under the File menu.

For a complete explanation of the print and preview features, see the Getting Started
manual.
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3.4 Adding an EOC

MPM supports up to 13 categories of elements of cost (EOCs). Three categories are
predefined:

m Labor (L)
m  Material (M)
m  Other Direct Costs (O)

You can define your own EOCs, and delete the predefined EOCs if they do not meet your
needs. MPM lists the EOCs in alphabetical order. You should put some thought into the
EOCs you add. After an EOC has been assigned to one or more resources and included in
estimates, it is difficult to remove.

You can designate an EOC as Labor by placing a check mark in the Labor column. If a
Labor EOC is assigned to a resource, the values will be reported in hours. All other
resources are reported as units.

When you add or change an EOC, MPM puts the EOC and all of its COCs in edit mode
and turns the text blue.

=+ X20 - Elements of Cost M= E
File Edit iew Fomat Tools Help
| SR +[=]*]~]
enc| coc | Description | Labor B
2 ADM ADMINISTRATION LABOR |
3 CTR COMTROLLERS'S LABOR
4 ENG ENGINEERING LABOR
5 MFG MANUFACTURIMG LABOR
6 QA QUALITY LABOR

PDM FEFR DIEM
10 TvL TR&VEL

o

12
13

14 LI

K1 o
[ Y

Figure A. To add an EOC, type a letter for the EOC
code in the first empty row.
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Procedure
To add an EOC:

1.

Place the cursor in the EOC field below the last COC element as shown in
Figure A.

Enter a single character to represent the EOC.

EOC codes are restricted to a single character.

Tab to the Description field and enter a description.

The description can be up to 20 characters long. This field is optional.

If the EOC represents labor, place a check mark in the Labor field by doing one
of the following:

m  With the cursor in the field, press the space bar.

m Position the mouse over the field and click the mouse button.

If you do not correctly identify the Labor EOCs, a number of reports will display
incorrect Labor values.

To save the new EOC, do one of the following:

m Click on another row.
m From the File menu, choose Save.
m Press Ctrl+S.

If the Save Confirmation option is on, you will be prompted to confirm the save.
Otherwise, MPM immediately executes the save.
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3.5 Adding COCs

After adding an EOC, you can define up to 13 classes of cost (COCs) for the EOC. COCs
provide more detail in the MPM reports, and can be used as a criteria for exporting data.

COCs are optional.

You designate COCs using three-letter codes. COC descriptions are optional. COCs are
displayed under their EOC. The COC rows have a white background. The EOC rows
have a gray background.

=+ ¥20 - Elements of Cost =] E3
Fie Edit Yiew Fomat Tools Help

2@ SR +|=[+]~| =

Description

2 ADM ADMINISTRATION LABOR
3 CTR COMTROLLERS'S LABOR
4 ENG ENGINEERING LABOR

5 MFG MANUFACTURING LABOR
[ QA GQUALITY LABOR

8 CPT COMPUTER

9 PDM FER DIEM

Figure A. You can define up to 13 Classes of Cost
(COCs) for each EOC.

Procedure
To enter COCs for an EOC:
1. Select the EOC.
2. Do one of the following:

m  Press the Insert key.
m From the Edit menu, select Insert COC.
MPM displays the word <Required> in the COC field as shown in Figure A.

3. Enter up to a three-letter code for the COC.
The code must be unique across all EOCs in all global sets.
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4. Enter a description.

The description can be up to 20 characters long and can include blanks. This field
is optional.

Leave the Labor column blank. This column is only active for EOCs.
Save the COC by doing one of the following:

m  Click on another row.
m  From the File menu, choose Save.
m  Press Ctrl+S.

If the Save Confirmation option is on, you will be prompted to confirm the save.
Otherwise, MPM immediately executes the save.



48 Chapter 3: Defining Elements of Cost

3.6 Maintaining EOCs and COCs

You can edit an entry in the EOC grid by clicking the appropriate field and typing in the
new information.

You can delete EOCs and COCs. When you delete an EOC, MPM removes all COCs
associated with the EOC. When you delete a COC, the EOC is not removed.

You can delete individual cells in the EOC grid, or you can delete entire rows.

Editing EOC and COC Information
To edit EOC and COC information:
1. Click the field you want to edit.
2. Type in the new information.
3. Save the EOC and COC information by doing one of the following:

m Click on another row.
m From the File menu, choose Save.
m Press Ctrl+S.

Before Deleting EOCs

When you delete an EOC, all COCs under the EOC are deleted as well. If an EOC has
been assigned to one or more resources, and the resources have been used in estimates,
you must do the following before deleting the EOC.

1. Check all projects to see if the EOC has been assigned to one or more of the
WBS elements.

To check the projects, use the MPM Actuals application on the Projects tab in
Menu Manager. Make sure EOC is selected as the starting view.

2. If the EOC you wish to delete has been assigned to a WBS element, assign a
different EOC to that element.

3. Check to see if the EOC has been assigned to one or more resources.

To check the resources, use the MPM Resources and Burdens application on the
Globals tab in Menu Manager. Make sure EOC is selected as the starting view.

4. |f the EOC has been assigned to one or more resources, you must do all of the
following:

a. Assign a different EOC to the resources.
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b. For any project using the resource, reprice the entire Baseline and Estimate
to Complete (ETC).

c. For any project that has Budget Cost of Work Performed (BCWP),
recalculate the BCWP.
Deleting EOCs

Please read the section titled Before Deleting EOCs on the previous page before
beginning this procedure. To delete an EOC:

1. Select the EOC row by clicking on the row number in the left column.
You can select more than one EOC by dragging down the row number column.
2. Do one of the following:

m Press the Delete key.
m From the Edit menu, select Delete EOC(s).
MPM asks you to confirm the delete.

3. To confirm the delete, click Yes.

Deleting COCs

If a COC is assigned to a resource or project, you must assign a different COC to the
resource or project before deleting it. To assign a different COC, go to the Resources and
Burdens application in Globals.

To delete a COC:
1. Select the COC row by clicking on the row number in the left column.
You can select more than one COC by dragging down the row number column.
2. Do one of the following:

m Press the Delete key.
m From the Edit menu, select Delete EOC(s).
MPM asks you to confirm the delete.

3. To confirm the delete, click Yes.
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3.7 Recommended Reports

There is a standard MPM report that you can use to review Element of Cost information
called Element of Cost/Class. For information on the report, see the MPM Standard
Reports manual.
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4.1 Introduction to Defining Burdens

Resources are divided into two main categories:

m Direct costs that are applied to only one specific WBS element

m Indirect costs that can be applied to more than one resource on a pro rata basis
In MPM, you use the Burdens application to specify the indirect costs, or burdens. You
can specify four types of burden costs:
Overhead (OH)
General & Administrative (G&A)
Cost of Money (COM)
Fee (profit)

You use the burdens to build burden templates (see Figure A), then assign the burden
templates to resources. When a resource is used, the burden template assigned to the
resource determines how the burdens are applied. For example, an engineer will have a
basic hourly rate based on the engineer’s annual salary. But the engineer will also have a
burden rate based on Overhead, General & Administrative, and Cost of Money.

The burden rates can be adjusted for each month of a project. The burden rates are stored
in tables. You can define as many different rate tables for a project as required.

' ¢ ¥20 - Resources and Burdens [Burdens] _ O] x|
File Edit “iew Fomat Toolz Help
=\ Sl =l &l w2l

Resources EBurdens |

Burden I Description Burden Ty|Dec 97|Jan Sﬂﬂ
1 é COM COST OF MOMEY Cost of Money 1 1L
2 0 EMG. OWERHEAD Overhead 126 ALe
3 |FOH FRINGES OWERHEAD Overhead 13 j1e
e R0 AR ol b e 4r
4
File Edity “iew Fomat Tools

Help

EMG. OYERHEAD
GEM. & ADMIN
COST OF MOMEY

EMNG. OWERHEAD
FRINGES OVERHEAD

Overhead
General and &dministration | Total Burdened
Cost OF Money Total Cost

Frime Dollars

Overhead
Overhead

Frime Daollare

Frevious Subtotal

o

Figure A. After you define a burden, you can add it to a burden template.
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How Burdens Are Related to Other Pricing Elements

Burdens are one of the four components that define the pricing structure (estimating/
budgeting/burdening) of your company. The four components are:

m Elements of cost (EOC) including classes of cost (COC)

m Burdens and fee codes, descriptions, and rates

m Burden templates

m Resource codes, descriptions, and rates

Burden/Fee Rates

Burden Templates

Elements of Cost Resource Rates Rate Tables

Figure B. The combination of the four components is used
to build rate tables.
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4.2 Accessing the Resources and Burdens Window

You work with burdens using the Burdens view (tab) in the Resources and Burdens
window. When you access the Resources and Burdens window, you must select a global
ID, a starting rate table and the starting view. You can also filter the items downloaded by
resource, Class of Cost (COC), and Element of Cost (EOC). You can open multiple
Resources and Burden windows, but each must represent a different global set.

Filtering the Display

You can apply filters to resources when you access a global I1D. The filters tell MPM
which resources to load. If you want to change the resources loaded, you must close and

reopen the global ID.

After you have opened the resources window for a global ID, you can further filter the
resources displayed using the filter options available from the Tools menu.

7 WinHPH - Menu Manager _[O]x]
File ‘iew Tools Help
Globals | Prajects | Utilties | Reports | Imports | Expons |
& g
(s 2 B’ &
Global Calendars  Elements Of i Burden  Spread Curves
Maintenance: Cost CUEVEENE  Templates
Resources and Burdens Open
~ Globat Riesource Filering
INZU - GLOBAL FILES FOR %20 ﬂ Resource
-~ Starting Flate Table Llass of Cost j'
[<Nore> ]| | Eement of Cost 2
Starting Vi
[  Besources  Burdens |
0K | cancel | Hep |

Figure A. To access Burdens, double-click the

Resources and Burdens icon.

Procedure

To access the Resources and Burdens window:

1. From the Menu Manager window, do one of the following:

m Double-click the Resources and Burdens icon.
m From the File menu, select Globals|Resources and Burdens.
MPM displays the Resources and Burdens Open dialog box shown in Figure A.
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Select a global ID from the drop-down list box.

Select a starting rate table from the drop-down list box.

If you do not want to display the rate table figures initially, or if a rate table does

not yet exist, select the <None> option.

Ignore the Resource Filtering fields. They affect only the items displayed in
the Resources tab of the Resources and Burdens window. For information on the
Resources tab, see Chapter 6: Defining Resources.

Select Burdens as the starting view.

To accept the selections and open the Burdens window, click OK.

MPM displays the Resources and Burdens window shown in Figure B.

';-:_ X20 - Resources and Burdens [Burdens] - |EI|1|

File Edit WYiew Format Tools Help

FH| @k s ma|

S v 8l

Fesources Burdens |
Buldenl Description | Burden || Apr 10 | May 1l]| Jun 1l]| Jul 10 |Aug 1l]| Se;ﬂ
1 COm GEMERAL COM Cost of M 0.01 0.01 0.01 0.01 0.01
2 |COMIL COM -INPLANT LABOR Cost of M 0.0z 0.0z 0.0z 0.0z 0.0z
3 |COMM  COM - MATERIAL Cost of M 0.01 0.01 0.01 0.01 0.01
4 |COMOL COM -OUTPLANT LABOR  Cost of M 0.07 0.07 0.07 0.07 0.07
5 |EOH EMGIMEERING OVERHEAD Overhead|| 170,80 170.80 170,80 170.80 17080 10
6 |[FOH FRINGES OVERHEAD Overhead) 18.50 1850 1880 1850 1850
7 |FRINGE LABOR FRINGE O/H Overhead) 45,60 4571 4583 4594 4805
8 IGEA GEMERAL & ADMIN Gen and 4 2736 2743 27RO 27BE 2R3 _ill
K i | K B E

4

Figure B. The Resources and Burdens window
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4.3 Orientation to the Resources and Burdens Window

The Resources and Burdens window displays information about the resources and
burdens defined for a global ID. To select one of the two views, click either the
Resources or Burdens tab. In the Burdens view, each row represents a burden. The
burdens are initially listed alphabetically by burden code. The left pane displays burden
information, the right pane displays rate information.

Rate table Separator bar

¥ %20 - Resources and Burdens [Burdens|

File Edit “iew Format Tools

Help
|sE/aR]s e " / Hlxvéls
Resources Burdens | /
Burden|  Description | Burden Type Jul 97 | Aug 97| Sep 97| Dct 97 |[Nov 97| Dec 97| Jan 98| F~
1 v [coM |cOSTOFMONEY | Costof Money 110 110 140 110 110 110 1000
2 [EOH  ENG.OVERHEAD Overhead 12634 12634 12634 12634 12534 12534 10.00
3 [FOH  FRINGES OVERHEAD | Overhead 1300 1300 1300 1300 1300 1300 10.00
4 |GEA GEM. % ADMIN. Gien and Admin 1688 1688 1683 1688 1688 1685 10.00
5 [Ia0H  INT&ACT OVERHEAD |Overhead 1000 1000 1000 1600 1695 17.95  19.03
6 |LF LABOR FEE 508 512 j053 1122 11.89
7 |Mar  maTERIL over | DUrden T N LT
8 [MF  LABOR FEE information 508 51z | MOMMEON Beol s sm
9 [MOH  MATERIAL OVERAERD vemess 15793 15793 1BTORTEIOT 15703 157.93 1B4.35
10 |0DC  ODCHANDLING Overhead 541 541 541 581 &M 541 547
11 |00H  QUALITY OVERHEAD | Overhead 14586 14586 14585 145.86 14585 14586 149.46
12 [sF SUBCON. FEE Fee 350 350 350 350 360 350 30
13 [SUB  SUBCON. HANDLING | Overhead 541 541 541 5841 &M 541 547
14
15
16
i of
i |1 L »
| 7

Figure A. The Resources and Burdens window displays burden
information on the left and rate information on the right.
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Standard Windows Features

The Resources and Burdens window has the standard Windows features. You can:

Size, minimize, and restore the window.
Scroll the display using the horizontal and vertical scroll bars.

Change the width of the columns by clicking on the dividers in the headings and
dragging.

Hide columns using the Column Hide feature under the Tools menu.

Change the size of the descriptive and rate panes by dragging the separator bar.

Printing and Previewing

You can preview and print tabular reports listing the burden information using the Print
@l and Print Preview &l buttons in the Toolbar.

Erom IJ an 98 _I:l

Thiough  |Dct 339 =

oK. I Cancel | Help |

Figure B. Print Preview options.

When you print or preview a burden report, you can use the Print Preview dialog box
shown in Figure B to specify if rates are to be included in the report, and the range of
dates to include. If you select one or more rows in the grid, MPM prints only those rows.
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4.4 Creating and Inserting New Burden Codes

You can define an unlimited number of burden codes for each global set. You must
assign each burden code to one of four burden types:

Overhead (OH)

m  General & Administrative (G&A)

m Cost of Money (COM)

Fee (profit)

After entering the descriptive information for a burden code, you enter the rate table
information. Entering rate table information is described in the next topic.

*+ K20 - Resources and Burdens [Burdens] O] x|
File Edit Yiew Fomat Toolz: Help
Z|d| &R % [E(@| = xlwlel =
Resouces Burdens |
Burden I Description Burden Type Jan 94' Feb 94' Mar 94' Apr 94ﬂ
1 |[COM CO5T OF MONEY Cost of Money oo 0.01 oo 0.0
2 |EOH ENG. OVERHEAD Overhead 112 1.12 112 1.1
3 |FOH FRINGES O%ERHEAD Overhead 012 012 012 0.1:
4 |GEA GEN. & ADMIN. General and Administrative 015 015 015 01t
5 [la0H INT & ACT OWERHEAD Overhead 13000 130.00 130.00 130.0¢
B |MAT MATERIAL OWERHEAD Overhead 0.0s 0.05 0os 0.0¢
7 |MF MATERIAL FEE Fee 0.04 0.04 004 0.0
8 [MOH MFG. OYERHEAD Overhead 1.40 1.40 1.40 1.4(
9 |O0DC ODC HAMDLING Overhead 0.0 0.05 0.o0s 0.0¢
10 |Q00H QUALITY OWERHEAD Overhead 1.23 1.23 1.23 1.2
11 |[5F SUBCON. FEE Fee 0.03 0.03 003 0.0
12 [5UE SUBCON. HANDLING Overhead 0.0 0.05 0.o0s 0.0¢
13» |LF LABOR FEE <Rienuired:
14
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Bl | KX C
| 4

Figure A. You can define an unlimited number of burden codes for
each global set.
Creating a New Burden Code
To create a new burden code:
1. Select the first empty Burden field and enter a burden code.

The code can be up to 10 characters long. When sorting, the sort function is case
sensitive, so you should standardize on how you use upper and lower case letters.
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2. Enter a description.
The description can be up to 20 characters long. This field is optional.
Select a burden type from the drop-down list box.

4. To save the burden code, do one of the following:

m Click on another row.

m From the File menu, choose Save.

m Press Ctrl+S.

If the Save Confirmation option is on, you will be prompted to confirm the save.

Otherwise, MPM immediately executes the save without a prompt.
Inserting a New Burden Code
You can insert a new burden above an existing burden code.
To insert a new burden code:
1. Select an existing burden code and do one of the following:

m Press the Insert key.
m From the Edit menu, choose Insert Burden.
MPM inserts a new row above the existing code and highlights the text in blue.

2. Enter the required information as described above.
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4.5 Entering Rate Table Information

After entering the burden descriptive information, you enter the rate information in the
right pane of the Resources and Burdens window. The rates are stored in a rate table that
you identify. You can define any number of rate tables and assign them to one or more
global IDs.

The dates displayed in the rate pane are based on the dates defined for the global set you
selected when you opened the Resources and Burdens window. Rates are displayed in
expanded form. For example, 15% is displayed as 15.00.
Defining a New Rate Table
To define a new rate table:

1. From the File menu, select New Rate Table.

MPM displays the New Rate Table dialog box shown in Figure A.

MNew Rate Table x|
i Mew Rate Table
IBUDI
—LCopy from Rate Table————————————
|<Nona> j
0Ok I Cancel | Help |

Figure A. Creating a new
rate table

2. Enter up to a three-character code for the rate table.

3. To copy rates from an existing rate table, select the rate table to copy from in the
Copy drop-down list box.

4. To create the table and close the dialog box, click OK.

MPM creates the new table, fills in rate values if you copied rates, and displays
the name of the new rate table in the Rate Table field in the Toolbar.
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Deleting a Rate Table

Use caution when deleting rate tables. MPM does not prevent you from deleting a rate
table that is being used by one or more projects. Before deleting a rate table, you should
check to see if it is assigned to resources or burdens in your projects.

To delete a rate table:
1. From the File menu, select Delete Rate Table.
MPM displays the Delete Rate Table dialog box shown in Figure B.

Delete Rate Table

Hate Table
{ -
ak I Cancel | Help |

Figure B. Deleting a rate table

2. Select the rate table from the drop-down list box and click OK.
MPM displays the confirmation dialog box shown in Figure C.

Reszources and Burdens

The Rate T able you are about to delete may be in uge by one or mare projects. ou may access Project
@ aintenance for a complete list of projects which are using the 20" global zet. Are you sure you want o

delete selected Rate Table?
] we |

Figure C. You must confirm deleting a rate table.

3. To confirm the delete, choose Yes.

Entering Rates
There are several ways you can enter rates in the cells:

m  Manually by selecting a cell and typing in a rate
m Enter an initial rate in a cell and use the Fill Right function to copy the rate
m Enter an initial rate in a cell and use the Escalate Rate function to fill the selected
cells
The different methods are described in the sub-topics that follow.



62 Chapter 4: Defining Burdens

4.5 Entering Rate Table Information

4.5.1 Entering Rates Manually and with Fill Right

You can enter rates in each cell manually for a burden, or you can enter the first rate and
use the Fill Right function to fill in the remaining cells.

You cannot fill down on the Burden Rate grid.

Entering Rates Manually
To enter rates manually:
1. Place the cursor in the appropriate cell and type in a rate.
Enter rates as a whole number. For example, enter 15% as 15.
2. To save the entry, do one of the following:

m Click on another row.

m From the File menu, select Save.

m Press Ctrl+S.

If the Save Confirmations option is on, MPM displays the dialog box shown in
Figure A. To confirm the save, click Yes.

@ Do pou want to save changes ta the Burden?

Nao | Cancel |

Figure A. Confirm the entry.

Entering Rates with the Fill Right Function

You can use the Fill Right function to replicate a rate across one or more months for one
or more burdens.

0Oct 97 | Nov 97| Dec 97| Jan 98 | Feb 98 | Mar 98 | Apr 98 | May 98 | Jun 98 | Jul 98 |
1688 1688 1688 1733 1739 1233 1733 1733 1739 17.39

mxx | | | [
NN N N I N I N N N
541

541 541 5.52 5.52 5.52 5.52 5.52 5.52 5.52

£ s can £ an £z c a1 coar cecn aan 4 an

Figure B. You can fill right one or more cells.
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To enter rates using the Fill Right function:
1. Enter the rate(s) to be duplicated in the appropriate cell(s) in the rate table.
2. Select the rate(s) and all adjacent cells you want to fill.
3. Do one of the following:

m Press Ctrl-R.
m From the Edit menu, select Fill Right.

MPM fills the selected cells with the contents of the first cell. If only one row
was selected, MPM leaves the row in edit mode with the text highlighted blue.
To exit edit mode, press the Escape key.
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4.5 Entering Rate Table Information
4.5.2 Entering Rates with the Escalate Rates Function

On projects that last longer than a year, it is likely that burden rates will increase over the
life of a project due to inflation and other factors. The Escalation Rate function in MPM
can automatically calculate rate escalation across any specific time period. You can also
de-escalate rates by entering a negative annual percent.

Ezcalate Rates x|
~ Escalate
Base Amount I'I 2 Annual Percent I'I 0
— Date Fange

FEram IJan 93 Through IJan 93

i Quarterly i Semidnnually  © Annualy

— Precizsion

Mumber of Decimal Places |2
ok I Cancel | Help |

Figure A. You can use the Escalate Rates
feature to enter escalated rates.

Effects of Step Settings

When you escalate rates, you can specify if MPM should escalate the rates in monthly,
guarterly, semi-annually, or annual steps. Monthly causes the rates to change each month,
Quarterly causes the rates to change every three months, etc. The months are figured
from the month entered in the From field in the Escalate Rates dialog box. Figure B
illustrates the result of using the four different step options. In each case, the base amount
was 10 and the annual percent was 100.

Resources Eurdens |

Monthly N []3an 98| Feb 98 | Mar 98 Apr 98 | May 98| Jun 98] Jul 98 | Aug 98| Sep 98| Dct 98 |Nov 98| Dec 98] Jan 93
Quarter| T 00 106 112 118 126 134 141 150 189 168 178 189 200
Uanerit = 00100 00 18 N8 19 141 141 141 168 168 168 200

S emi-Annualy——2 00 100 0 100 00 oo 141 141 141 141 141 141 200
4 00 100 100 100 100 100 100 100 100 100 100 100 200

_~

Figure B. Effects of different step settings on escalated rates.

Arnnually
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Procedure

To escalate rates:

1.

Select an entire row by clicking the row number in the first column, or select a
range of cells.

You can escalate values for only one burden at a time. The dates of the first and
last cells selected will be entered automatically in the From and Through fields in
the Escalate Rates dialog box.

Display the Escalate Rates dialog box by doing one of the following:
m Click the Escalate Rates button &"'l in the Toolbar.

m From the Tools menu, select Escalate Rates.
m Press Ctrl+E.
Enter the base amount as you want it to appear in the cell.

This value will be entered in the cell identified in the From field of the dialog
box.

Enter the annual percent.

Enter this amount as a whole number. For example, enter 15% as 15, not .15. If
you enter an annual percent of zero, MPM will fill the same base amount in all
cells. The result is the same as using the Fill Right feature.

If necessary, change the dates specified in the From and Through fields.

Select the step for incrementing the rates: Monthly, Quarterly, Semi-Annually, or
Annually.

Enter a Precision of 1 to 8.

This represents the number of decimal places used to calculate the escalated rate,
not the number of decimals displayed in the grid.

To execute the escalation, click OK.

MPM calculates the values and fills in the grid.
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4.6 Maintaining Burden Codes

You can edit an entry in the description and rate panes or completely replace it. You can
copy and paste the Description, Burden Type fields, and the rate information from one
burden code to another. The Copy|Paste functions can be used within one global ID, or
across different global IDs.

You can delete burdens. If the burden is assigned to one or more burden templates, MPM
displays a warning message asking you to confirm the delete. When you delete a burden,
it is removed from all burden templates as well.

Editing Burden Information

To edit burden information:

1. How you begin depends on whether you want to replace the contents of a cell or
edit the contents:

m To replace the information in a cell, click the cell.

m To edit the information in a cell, double-click the cell.
2. Type in the new information.
3. To save the information, do one of the following:

m Click on another row.

m From the File menu, choose Save.

m Press Ctrl+S.

If the Save Confirmation option is on, you will be prompted to confirm the save.

Otherwise, MPM immediately executes the save without a prompt.
Copying and Pasting Burden Information

You can copy and paste any range of cells. However, the range of cells you highlight for
pasting must match the range of cells you highlighted for copying.
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¥ < X20 - Resources and Burdens [Burdens] =] E3
File Edit “iew Fomat Tools Help

56| SR 3 |s|m|[; = | vley =

Resources Burdens |

Burden I Description Apr 97 May 97 | Jun 97 I Jul 97 I Aug 97 I Sep ﬂ
1 |COM  COSTOF MONEY ooMo 0oto ooiig 000 oo o
2 |EOH  |ENG. OVERHEAD 12634 12634 12634 1263 1288 1.
3 |FOH  FRINGES OVERHEAD 01300 01300 01300 01300 0130 0
4 |Gt4  GEN. % ADMIN. 01638 01688 01688 01688 04688 O
§ |IbOH  |INT&ACT OVERHEAD || 1504900 150.4300 150.4300 150.4900 1504300 150.
6 |IF LABOR FEE
7 »|MAT | MATERIAL OVERHEAD oost oo EEH IR oo o
8 |mF MATERIAL FEE oo+ DT EE oo o
9 |MOH  |MFG. OVERHEAD . 15733 15793 15793 15793 1.
10 |0DC  |ODCHANDLING 00S% 0053 00541 0050 O
11_|80H | QUALITY OVERHEAD 14235 14235 14586 14586 1.
12 |sF SUBCOM. FEE nosHl oost]  oos4]  oosmso o
13 [SUB |SUBCON. HANDLING 00414 0044 oosd 0osa o
14

- i K1 = o

Figure A. You can copy and paste ranges of cells.

f

N

Deleting Burdens

Use caution when deleting burdens. You can delete burdens even if they are used in one
or more projects. To delete a burden from the Resources and Burdens window:

1. Select the burden row by clicking on the row number in the left column.
You can select more than one burden by dragging down the row number column.
2. Do one of the following:

m  Press the Delete key.
m From the Edit menu, select Delete Burden(s).
MPM displays the warning message shown in Figure B.

The Burden(s] you are about ta delete may be in use by one or more projects. You may access Project
@ Maintenance for a complete list of prajects which are using the 20" global set. Are you sure pou want ta
delete selected Burden(s]?

Figure B. Confirm the delete.

3. To confirm the deletion, choose Yes.
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4.7 Changing the Display

You can change the display using the standard MPM controls. The controls are described
briefly in this topic. For more information, see the Getting Started manual.

Filtering the Display

You can filter the burdens displayed by specifying a text string. The text string can be
applied to any combination of the fields. To display all burden codes, select the All Data
option from the Tools|Filter menu.

To filter the display:

1. Do one of the following:

m Click the Filter button %f|in the Toolbar and choose an option from the
dialog box displayed.

m From the Tools menu, select the Filter command and select an option from
the submenu.

MPM displays the Filter dialog box shown in Figure A.

.....

Burden Type
Description

Burden Code Contains:
K| [ =
E— 0K I Cancel | Help |

Figure A. Enter a text string for the filter.
2. Enter a text string that will be used as the filter criteria.

MPM ignores upper and lower case letters when it searches for the text string. It
also must find the entire string.
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Sorting the Display

Initially MPM lists the burdens in alphabetical Sort [X]
order by Burden code. It sorts the list each time i
you open the Resources and Burdens window,
incorporating any new burdens you may have

& fscending

" Descending

—Then By
added I j & fscending
You can sort the burdens using the Sort command (- Descering
under the Tools menu. You can use up to three [ ThenB
criteria in a sort, each ascending or descending. | o O e

€0 Descending

MPM saves the last sort criteria. To return the list
to its default order, choose the Reset button in the O | cance | Besst | Hep
Sort dialog box.

Figure B. Sorting burdens.
Changing the Width of the Columns

You can change the width of the columns manually by dragging the vertical line between
the column headings, or by using the Column Width command under the Format menu.
The latter also gives you access to the Best Fit option that automatically adjusts the width
of the column to fit the largest entry in the column.

Formatting the Data

You can select the number of decimal places displayed in the rate grid by choosing an
option from the Format menu. You can choose between zero and eight decimal places.
MPM performs calculations using eight decimal places regardless of the number of
decimal places you set for display.

Hiding and Displaying Columns

You can hide and display the columns in the descriptive pane of the Resources and
Burdens window using the Column Hide feature under the Format menu. To select or
deselect an item in the Column Hide dialog box, click or Shift+Click the desired column.
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5.1 Introduction to Defining Burden Templates

Burden templates are used to group the indirect costs you defined in the burden codes
into a single entity that makes up the burdening structure for a given resource or
department. You can assign up to 10 burden codes to each burden template. Burden codes
can specify four types of burden costs:

m Overhead (OH)

m  General & Administrative (Gen and Admin)
m Cost of Money (COM)

m Fee (profit)

After defining a burden template, you can assign the template to one or more resources.
Any change you make to a burden template is automatically propagated to all resources
using the burden template. However, the values being generated from the burden
template are not updated until the WBS estimate using the template is updated by saving
or exporting and importing. Values are also updated by running reprice on the baseline,
ETC, or actuals for that WBS estimate.

If all resources in a department use the same burdening structure, you can assign a burden
template at the department level rather than at the individual resource level using the
Organizational Breakdown Structure (OBS) window in MPM. For information on
assigning templates to a department, see Chapter 3: Creating the Organizational
Breakdown Structure (OBS) in the MPM Projects manual.

How Burden Templates Relate to Other Pricing Elements

Burden templates are one of four components that define the pricing structure
(estimating/ budgeting) of your company. The four components are:
Elements of cost (EOC) including classes of cost (COC)
Burdens, fee codes, descriptions, and rates
Burden templates

m Resource codes, descriptions, and rates
The relationship between the four elements is shown in Figure A.

Burdens templates are made up of one or more burdens. After you create a burden
template, you can assign it to one or more resources. This process is shown in Figure B.
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Elements of Cost

Burden/Fee
Rates

Burden
Templates

Resource Rates [—— Rate Tables

Figure A. The combination of the four components is used to build

rate tables.

¥ ®20 - Resources and Burdens [Burdens]
Fie Edit View Format Tool: Help

- (O] %]

=|d| 2= [Bup = xlwlsl
Resources Burdens |
| Burden I Description Burden T;ﬂJun B?IJul Q?IAug Qﬂ
1 wfcomy  |cosT OF MoNEY Cost of Maney 1 1
2 ||EOH EMG. OYERHEAD Overhead 126 126 1
3 FOH ::;XZU - orrden Templates
4 Fle Edit Wiew Tacks Help
5
b
q I- I - Description
ENG. DWVERHEAD Overhead Prime Dollars
7 FRINGES OVERHEAD Overhead Previous Subtotal
8 GEN. & ADMIM. General and Administration | Total Burdened
9 COST OF MOMEY Cost Of Money Total Cost
10
n File Edt ¥iew Fomat Tools Help
12 = y i
L =|E] sl el ww o &2y =
4
_I_I Resouces | Burdens I
R | Desciiption |cOC|EOC| Burden Templ 0Oct 97| Nov 97| Dec 97|Jan 981~
1 » |ADMIN EMNG 15 15 15 18
2 [AVIONIC  AVIOMICS DIVISC3 S 94 34 94 97
3 |CPT COMPUTER TICPT |0 ODC 12 12 12 12
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-
I Ja |1 I ’
| 4

Figure B. Burden templates include one or more burdens. In turn, burden

templates are assigned to reso

urces.
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5.2 Accessing the Burdens Templates Window

When you access the Burden Templates window, you select a global ID. You can open
multiple Burden Templates windows, but each must represent a different global ID.

#n WinMPM - Menu Manager O] x|
File “iew Tools
2,
Globals | Projects | Utiities | Reports | Imports | Exports |
o &
0 & ®8
Global Calendars Elements OF  Fesources Spread Curves
Maintenance Cost and Burdens  RIENELH
Burden Templates Open [x]

| ak I Cancel | Help |

Figure A. To access the Burden Templates window, double-
click the Burden Templates icon in Menu Manager.

Procedure
To access the Burden Templates window:
1. From the Menu Manager window, do one of the following:

m Double-click the Burden Templates icon.
m From the File menu, select Globals|Burden Templates.
MPM displays the Burden Templates Open dialog box shown in Figure A.

2. Selecta global ID from the drop-down list box.
3. To accept the selection and open the Burden Templates window, click OK.

MPM displays the Burden Templates window shown in Figure B.
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.

%20 - Burden Templates
File Edit “iew Format Tool: Help

ElEI@I&I +|-|+‘|__|

=13

Template ID | Burden Code

1

2 EOH ENG. OWERHEAD

3 G GEM. & ADMIN.

4 COmM COST OF MONEY

5

] EOH ENG. OWERHEAD

7 FOH FRINGES OYERHEAD
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9 ComM COST OF MONEY

10 LF L&BOR FEE

11 | : 4

12 MAT MATERIAL OWERHEAD
13 ComM COST OF MONEY

14 MF MATERIAL FEE

Overhead
General and Administration
Cost OF Money

Overhead

Overhead

General and Administration
Cost Of Money

Fee

Overhead
Cost Of Money

Fee

Prirne Dollars
Tatal Burdened
Total Cost

Prirne Dollars

Presviouz Subtatal
Total Burdened
Total Cost

Total Cost

Prirne Dollars
Total Cost
Total Cost

i

Figure B. The Burden Templates window
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5.3 Orientation to the Burden Templates Window

The Burden Templates window displays information about the burden templates defined
for a global ID. Each template row is highlighted with a gray background. The burden
codes assigned to each template are displayed in the rows below the template ID.

- [Of %]

:_',XZI] - Burden Templates

File Edit “iew Format Toolz Help

36| @R +|=|%|~] =

Template ID | Burden Code

(1]

-

COr

-]

EOH
FOH
GtA

—~

-]

w

ComM
10 LF

13 ComM
14 MF

Description

GEN. & ADMIM.
COST OF MOMEY

ENG. OVERHEAD
FRIMGES OWVERHEAD
GEM. & ADMIM.
COST OF MOMEY
L&BOR FEE

COST OF MOMEY
MaTERIAL FEE

General and Administration | Total Burdened

Overhead
Overhead

Gieneral and Administration | Total Burdened

Cost Of Money
Fee

Cost Of Money
Fee

Prime Dallars

Fresvious Subtatal

Total Cost
Total Cost

Total Cost

Total Cost

Ad
7

Figure A. Burden templates are highlighted in gray. Burden codes are
nested under each template.

Why the Burden Code Order is Important

Templates and the burden codes under each template are listed in the order you enter
them. MPM applies burdens against a resource in the same order as they are listed in a
template, so the order of the burdens is important.

Standard Windows Features
The Burden Templates window has the standard Windows features. You can:
m Size, minimize, and restore the window.

m Scroll the display using the horizontal and vertical scroll bars.

m Change the width of the columns by clicking on the dividers in the headings and
dragging.
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Display and Hide Columns

You can display and hide the columns using the Column Hide feature under the Tools
menul.

Changing the Width of the Columns

You can change the width of the columns manually by dragging the border between the
column headings, or by using the Column Width command under the View menu. The
Best Fit option in the Column Width dialog box automatically sizes the columns.

Hiding and Displaying Burden Codes

You can hide and display all burden codes, or the burden codes for a specific template.
To hide and display the burden codes, you can use the Toolbar buttons, or the commands
under the Tools menu. The buttons and commands are described below.

Button Command Description
il Show Burden Code(s) Shows burden codes for all selected templates
;| Hide Burden Code(s) Hides burden codes for all selected templates

3| Show All Burden Codes  Shows all burden codes regardless of selection
3| Hide All Burden Codes Hides all burden codes regardless of selection

Printing and Previewing

You can preview and print tabular reports of the burden template information using the
Print %l and Print Preview &l buttons in the Toolbar. Print Preview is discussed at

length in the Getting Started manual.
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5.4 Creating a Burden Template

A burden template consists of a template ID and one or more assigned burden codes. You
can define as many templates as you need, and each template can be assigned up to ten
burden codes.

;’,XZI] - Burden Templates _ O] x|
File Edt “iew Fomat Tools Help
S|E| Sl +]=[*]~|
T | 1D I Burden Code I Description I Type I Apply To ;I
27 COM COST OF MONEY Coszt Of Money Total Cost

28 LF L&BOR FEE

E]l GEM. & ADMIN General and Administration | Tatal Burdened —I
32 COM COST OF MONEY Cost Of Money Total Cost
Total C

33 SF SUBCOM. FEE

35 | LtBOR FEE Fee <Required>

40 4|
4

Figure A. You assign one or more burden codes to a template ID.

Calculating Fee by WBS Element or Resource

In MPM, you have the option of calculating fee (profit) by WBS element or by resource.
You make this choice when you define a project in the Project Maintenance window
shown in Figure B. You can select Resource or WBS from the Fee Calculation field.

If you elect to calculate fee by resource, MPM calculates fees based on the rate tables
defined for resources and, by extension, the burdens assigned to the resources (see
Figure B). To calculate fee by resource, you must include Fee burden code(s) in a burden

template. In Figure A, a Labor Fee burden code is being added to the General burden
template.

If you elect to calculate fee by WBS, MPM calculates fees based on the Fee % assigned
to the WBS elements as shown in Figure B. You should not include Fee burden codes in
a burden template used to calculate fee by WBS.

Whenever possible, you should calculate fees by WBS. This gives you the ability to
define different fee structures for each project.
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Figure B. You have the option of calculating fee (profit) by resource or WBS

element.

Sub-Topics

Detailed information on creating burden templates is presented in the following

sub-topics:

5.4.1 Procedure for Creating a New Burden Template
5.4.2 Burden Template Example and Terminology
5.4.3 Burden Code Order Affects Calculation
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5.4 Creating a Burden Template
5.4.1 Procedure for Creating a New Burden Template

The procedure for creating a burden template is described below.

e %20 - Burden Templates O] x|
File Edt “iew Format Tools Help
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3 Gl GEM. & ADMIN. General and Administration | Total Burdened —I
32 COM COST OF MONEY Cost OF Money Tatal Cost

33 SF SUBCOM. FEE Fee Total Cost

34 |

35 | L4B0OR FEE Fee <Required>

36
17
g
a9
40

hd|
4
Figure A. You assign one or more burden codes to a template ID.

Creating a New Template ID
To create a new burden template ID:

1. Select the first blank row on the Burden Templates grid with a blank Template
ID field.

2. Enter atemplate ID.
The ID can be up to 20 characters long.

3. Enter a description for the burden template.
The description can be up to 40 characters long.

Adding Burden Codes
To add a burden code to a burden template:
1. Do one of the following:

m Select a blank Burden Code field under the Template ID.
m Select the Template ID and choose Insert Burden Code from the Edit menu.
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m Select an existing burden code and choose Insert Burden Code from the Edit
menu. MPM will insert a blank line before the selected burden code.

2. Select a burden code from the Burden Code drop-down list box.

MPM automatically fills in the Description and Type fields with information
from the burden code definition you created in Resources and Burdens.

Select a burden rate from the Apply To drop-down list box.

The options are described in the table below.

Option

Description

Hours/Units

Used only when overhead rate is expressed as a dollar rate per
hour and not as a percent.

Prime Dollars

Dollar per hour rate for labor, material, and other direct costs.

Previous Subtotal

Applies percent to the last value totaled excluding COM and Fee.
Example: prime dollars + overhead = subtotal. Percent would be
applied to the subtotal.

Previous Previous
Subtotal

Applies percent to the next to last value totaled excluding COM
and Fee (See example after point 4).

Previous Burden
Amount

Applies percent to the last calculated burden amount.

Previous Previous
Burden Amount

Applies percent to the next to last calculated burden amount (See
example after point 4).

Total Burdened

Applies percent to total burdened amount (prime + overhead).
Excludes COM and G&A, and will only apply to the previous
overhead. If you have more than one overhead, apply the Previous
Burden Amount option above before applying this option.

Total Cost

Applies percent to COM and Fee calculations only. May not be
used for burden types.

4. Save the burden template by doing one of the following:

m Click on another row.
m From the File menu, choose Save.

m Press Ctrl+S.

If the Save Confirmation option is on, you will be prompted to confirm the save.
Otherwise, MPM immediately saves the changes without prompting you.
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Example: Previous Previous Burden and Previous Previous Subtotal

The below example depicts the calculations that would be performed for Previous
Previous Burden and Previous Previous Subtotal. Prime is $10 and all OH burden rates
are 150%.

Burden | Applied Against Calculation Burden Amount

OH1 Prime Dollars $10.00 x 150% =%$15.00

OH2 | Previous Burden Amount $15.0W $22.50

OH3 Previous Previous Burden Amount $15.§0 x 150% | $22.50

OH4 Previous Subtotal $70.00 x 150% | $105.00
(10+15+22.50+22.50)

OH5 Previous Previous Subtotal $70.00 x 150% | $105.00
(10+15+22.50+22.50)

Total burden: | $270.00

m  OH3 Previous Previous Burden Amount will use the OH1 value.
o So Previous Burden Amount is $15.00 * 150% = $22.50

m  OH5 Previous Previous Subtotal will be total of
Prime + OH1 + OH2 + OH3.

0 So Previous Previous Subtotal is $70.00 * 150% = $105.00
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5.4 Creating a Burden Template
5.4.2 Burden Template Example and Terminology

MPM applies burdens against a resource in the same order as they are listed in the

template. This means the order of the burden codes affects the result.

In the example below, we create a burden template for an engineering resource using a
basic rate of $10.00 (prime dollars) and the burden template described below.

Burden Template

Assume the burden template has the following entries:

Burden Code | Description Rate
OH1 Overhead #1 150%
G&A General & Administrative | 15%
COM1 Cost of Money #1 3%
FEE1 Fee #1 10%

Calculations

Based on the order of the burden codes in the template, MPM performs the following
calculations. Basic formulas are displayed in bold type.

Step | Calculation

1 Resource rate x Hours = Prime (given at $10.00)
Overhead rate x Prime = Overhead (given at 150%b)
Prime + (Overhead) = Total Burdened

Prime + (Overhead rate x Prime) = Total Burdened
$10.00 + (150% x $10) = $25

2 G&A rate x Total Burden = G&A (given at 15%)

Total Burdened + (G&A) = Total Cost

Total Burdened + (G&A rate x Total Burdened ) = Total Cost
$25 + (15% x $25) = $28.75
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Step | Calculation

3 COM rate x Total Cost = COM (given at 3%)
Total Cost + (COM) = Total Dollars

Total Cost + (COM rate x Total Cost) = Total Dollars
$28.75 + (3% x $28.75) = $29.61

4 Fee rate x Total Cost = Fee (given at 10%0)

Total Dollars + (Fee) = Total Price

Total Dollars + (Fee rate x Total Cost) = Total Price
$29.61 + (10% x $28.75) = $32.49

Standard Hour
Hour

Prime dollars

Overhead dollars

Gen & Admin
(General & Administrative)

Total Burdened dollars

Total Cost dollars
COM (Cost of Money)

Total Dollars
Fee

Total Price

Terminology Used in Burden Codes

Industrial Engineering Standard Hour
Equivalent terms: resource hour, man hour

The direct cost of each resource. Equivalent terms:
direct dollars, prime + personal burden, direct +
related payroll expense. (Resource rate x Hours)

Costs incurred in the operation of a business which
cannot be directly related to the individual products or
services being produced.

Expenses incurred in the management and
administration of a company and allocated in whole or
in part to a contract.

Prime dollars + Overhead dollars. Equivalent terms:
G&A base amount, inventory cost.

Total Burdened dollars + G&A dollars.

A form of indirect cost incurred by investing capital in
facilities employed on government contracts.

Total Cost dollars + Cost of Money dollars.
A payment for professional services.

Total Dollars + fee.
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5.4 Creating a Burden Template

5.4.3 Burden Code Order Affects Calculation

Templates and the burden codes under each template are listed in the order you enter
them. MPM applies burdens against a resource in the same order as they are listed in a
template, so the order of the burdens is important. The order affects the total dollar
amount chargeable against a resource.

In examples A and B below, the same burdens are applied against a resource but in two
different sequences. In the examples, Prime Dollars = $10.00 and all burdens = 150%.

Example A: Correct Sequence

Burden Applied Against Calculation Burden Amount
OH1 Prime Dollars $10.00 x 150% $15.00
OH2 Previous Burden Amount | $15.00 x 150% $22.50
OH3 Prime Dollars $10.00 x 150% $15.00
OH4 Previous Subtotal $52.50 x 150% $78.75
(Prime $ + all burdens)
Total burden: $131.25
Example B: Incorrect Sequence
Burden Applied Against Calculation Burden Amount
OH4 Previous Total $10.00 x 150% $15.00
OH2 Previous Burden Amount | $15.00 x 150% $22.50
OH1 Prime Dollars $10.00 x 150% $15.00
OH4 Prime Dollars $10.00 x 150% $15.00
Total burden: $67.50
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5.5 Deleting Burden Codes and Templates

You can delete burden codes and burden templates. MPM does not prevent you from
deleting a burden template that is assigned to a resource, OBS department, or project.
When you delete a template, MPM displays a warning message asking you to confirm the
delete.

_:, X20 - Burden Templates — O] x|
Fie Edit Yiew Fomat Toolz Help
S|H| S == =
ENG. OVERHEAD Overhead Prime Dolars
GEN. & ADMIN. General and Administration | Total Burdened
COST OF MONEY Cost Of Money Total Cost
NI HEEFI
ENG. OVERH
FOH FRIMGES OVERHEAD Overhead Presvious Subtatal
[3fuh GFEM & AQIM Gieneral and Administration | T atal Burdened
Burden Templates [ x|
The Template[s] you are about ta delete may be in use by one or more resource, OBS departments, or projects.
Are you sure you want ko delete the selected Template(z]?

Ye: G Ha | Help |

Figure A. You can delete burden codes and templates.

Deleting Burden Codes
To delete one or more burden codes:
1. Select the burden code(s) you want to delete.
To delete more than one burden code, drag the cursor across the row numbers.
2. Do one of the following:

m Press the Delete key.
m From the Edit menu, select Delete Burden Code(s).
If the confirmation option is on, MPM asks you to confirm the delete.

3. To confirm the delete, choose Yes.
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Deleting a Burden Template
To delete a burden template:
1. Select the burden template(s) you want to delete.
To select more than one template, drag the cursor across the row numbers.
2. Do one of the following:

m Press the Delete key.
m From the Edit menu, select Delete Burden Code(s).

MPM displays the warning message shown in Figure A. If you delete a template
that is assigned to a resource, OBS department, etc., you will need to assign a
new template.

3. To confirm the delete, choose Yes.
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5.6 Recommended Reports

The Burden Template Report is a standard MPM report that you can use to review burden
template information. For information on the report, see the MPM Standard Reports
manual.
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6.1 Introduction to Defining Resources

Resources are divided into two main categories:

m Direct costs that are applied to only one specific WBS element
m Indirect costs that can be applied to more than one resource on a pro rata basis

In MPM, you use the Resources application to specify the direct costs. You provide
descriptive information about a resource, then assign rates to the resource over the life of
the project. You can use the Escalate Rate function in MPM to automatically calculate
escalated rates.

You assign resources to estimates to calculate the cost of a project. If you make a change
to the resource definition, the change ripples through all estimates where the resource has
been assigned.

¥ ¥20 - Resources and Burdens [Resources] M =] E3
File Edit “iew Format Tool: Help
=|H| SR E | & 78y

Fesources | Burdens I

Hesoulcel Description ICUCIEDC' Burden T I I Hours}'DayI Days/week "Jun Q?IJuI Q?IAug Q?I Sep Q?IDct B?ﬂ

1 ¢ |ADMIN ADMINISTRAT ADM L ENG .00 5 15 15 15 15 1t

2 |AVIOMIC  AVIDMICS DI SC3 S SUB 0.00 5 94 94 94 94 9

3 CPT COMPUTER TICPT O opC 8.00 B 12 12 12 12 1.

4 |DM DATA MAMAGI ENG L ENG .00 5 28 28 28 28 2

5 |[EMGE EMGIMEER  |ENG L ENG 8.00 5 29 29 29 29 2

B |ENGHM EMGIMEER MF MFG L MFG .00 5 26 26 26 26 2

7 |ENGO EMGIMEER QL Q& L 04 a.00 B 23 23 23 23 zZ

8 |HBC HYBRID COMF HVM 1 MAT 0.00 5 -
"o T IEE S ITYVN [YIVYY Al - _’I_I

[ 4

Figure A. Resources specify direct costs.

How Resources Are Related to Other Pricing Elements

Resources are one of four components that define the pricing structure (estimating/
budgeting) of your company. The four components:

Elements of cost (EOC) and classes of cost (COC)

Burdens

Burden templates

Resource codes, descriptions, and rates
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Elements of Cost

Burden/Fee
Rates

Burden
Templates

Resource Rates

Rate Tables

Figure B. The combination of the four components is used to

build rate tables.
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6.2 Accessing the Resources and Burdens Window

When you access the Resources window, you select the global ID, a starting rate table,
and the starting view. You can also filter the items downloaded by resource, Class of
Cost (COC), and Element of Cost (EOC). You can open multiple Resource windows, but
each must represent a different global set.

&7 WinMPM - Menu Manager =10l =]
File Wiew Toolz Help

Globals | Frojects | Utiities | Feports | Imports | Exports |

...... & Vo]
Global Calendars Elernents Of Burden Spread Curves
Maintenance Cost Templates
Resources and Burdens Open | x|
-~ Global Resource Filtering
IXZD - GLOBAL FILES FOR %20 j Resource ENG

— Starting Rate T able Class of Cost EMG - ENGINEERING LABOR

[suD =1 || Element of Cast [L - LoBOR =l

* Resouces " Burdens

ak. I Cancel | Help |

" Starting Vi

Figure A. To access Resources, double-click the Resources and
Burdens icon.

Filtering the Display

You can apply filters to resources when you access a global ID. The filters tell MPM
which resources to load. If you want to change the resources loaded, you must close and
reopen the global ID.

After you have opened the resources display for a global 1D, you can further filter the
resources displayed using the filter options available from the Tools menu.

Procedure
To access the Resources window:
1. From the Menu Manager window, do one of the following:

m Double-click the Resources and Burdens icon.
m From the File menu, select Globals|Resources and Burdens.
MPM displays the Resources and Burdens Open dialog box shown in Figure A.
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Select a Globals set from the drop-down list box.
Select a starting rate table from the drop-down list box.

If you do not want to display the rate table figures initially, or if a rate table does
not yet exist, select the <None> option.

To filter the display, do one or more of the following:

m Enter a resource code in the Resource field.

This field is case sensitive, so be specific when using upper and lower case
letters.

m Select a class of cost (COC) or element of cost (EOC), but not both.

If you select a COC, MPM automatically fills in the corresponding EOC. You
can select an EOC without selecting a COC.

If you select <Empty> for a COC, MPM searches for resources that do not
have a COC specified.

The filter selections are additive. To be loaded, resources must meet all filter
criteria you specify.

Select Resources as the starting view.

To accept the selections and open the Resources window, click OK.
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6.3 Orientation to the Resources Window

The Resources window displays information about the resources defined for a global set.
The left pane displays descriptive information, the right pane displays rate information.
Initially, the entries are listed alphabetically by the Resource code displayed in the first
column.

Rate table Separator bar
Resources | Burdens |
Hesuulcel Description |CDC|EDCI Burden T . | Huuls!Da_vI DaysMeek" Jun BTI Jul 97 IAug S?I Sep S?Iﬂ

1 b JaDMIN [ADMINISTRATADM L ENG 200 1521 1821 1521 1521

2 [avioMIC  AVIOMICS DVIADM L SUB 000 9359 9359 9359 9359

3 |cPT COMPUTER TICTR L ODC 200 1200 1200 1200 1200

4 oM DATAMAMAGIENG L ENG 200 2008 2808 2808 2808

5 |[ENGE ENGIMEER ENG L ENG 200 292F 2008 oaoe g5

6 |ENGM ENGIMEER MFMFG L MFs | Descriptive || am 5.7 Rate 25,74

7 |enco ENGINEEROL 04 L ga | information || s 234 information | 2340

8 HBLC HYBRID COMF HVM M MAT e 0.00 EEE—

9 [HsG HOUSINGS Lyt M MAT non

10 |MTL MATERIAL  LvM M MAT 200

11 |ooc OTHER DIREC 0 ooc 200

12 |FDIEM PERDIEM | FDM O ODC 000

13 |PM PROGRAM M& ADM L MAT 200 /10 /IO /IO 3510

14 |SREE SEMIORENGINENG L ENG 200 2691 2691 &9 L
EIN o ;IJ

\ v

Figure A. The Resources window displays descriptive and rate
information.

The Resources window has the standard Windows features. You can:

m Size, minimize, and restore the window.
m Scroll the display using the horizontal and vertical scroll bars.

m Change the width of the columns by clicking on the dividers between the headings
and dragging.

m Hide and display columns using the Column Hide feature under the Tools menu.
m Change the size of the descriptive and rate panes by dragging the separator bar.
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Going to Start of Data

In projects that span several years, you can locate the first data entry for a resource by
doing one of the following:

m Press Ctrl-G.
m From the Edit menu, select Go to Resource Start.

Printing and Previewing

You can preview and print tabular reports of the resource information using the Print @I
and Print Preview &l buttons in the Toolbar.

Print Preview x|

Through IDct 2] _I?
ok I Cancel | Help |

Figure B. Print Preview
options.

When you print or preview a resource report, you can use the Print Preview dialog box
shown in Figure B to specify if rates are included in the report, and the range of dates
included. If you select one or more rows in the grid, MPM prints only those rows. Print
Preview is discussed at length in the Getting Started manual.
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6.4 Creating a New Resource

When you create a new resource, you specify its class of cost (COC) or element of cost
(EOC), a burden template, the number of hours the resource works a day, and the number
of days the resource works a week. If the resource is not labor, you can set the Hours/Day
and Days/Week field to zero. You can define an unlimited number of resources for each
global set.

After entering the descriptive information for a resource, you enter the rate table
information. Entering rate table information is described in the next topic.

*£ ®20 - Resources and Burdens [Resources] _ O] x|
File Edit “iew Fomat Toaols Help
=d| g ] = &l vlgl e

Resources | Burdens I

Hesoulcel Description I CDEIEDEI Burden T | Hnursta_vI Days/week "Jan SBIFeh SBI Mar SBIAﬂ

2 |AVIONIC  AVIONICS DIV ADM L SUB 0.00 S| 12000 1200 1200

3 |CPT COMPUTERTICTR L ujlng a.00 5| 12000 1200 1200

4 DM DATA MANAGI ENG L ENG 4.00 S| 12000 1200 1200

5 » |<Required: <Req 8.00 2

6 ENGE EMGIMEER ENG L ENG 8.00 5 3042 3042 3042

7 |ENGM ENGINEER MF MFG L MFG 4.00 S| 2677 2677 26TV

8 |ENGD EMGINEER QL Q& L QA 8.00 Bl 2433 2433 2433

ot P FroN FO P L. = _>IJ

| %

Figure A. You can insert a new resource anywhere in the grid.

Procedure
To create a new resource:
1. To initiate the process, do one of the following:

m  Select the first blank Resource field.
m From the Edit menu, choose Insert Resource.
m Press the Insert key.

2. Enter a resource code in the Resource field.

The code can be up to 10 characters long. When sorting, the sort function is case
sensitive, so you should standardize on how you use upper and lower case letters.

3. Enter a description.

The description can be up to 20 characters long. This field is optional.
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Select a COC or EOC from the drop-down lists.
If you select a COC, MPM automatically fills in the corresponding EOC.

Select a burden template from the drop-down list box in the Burden Template
field as shown in Figure B.

*< DEFAULT - Resources and Burdens [Resources] M =] B3
File Edit “iew Format Tool: Help

(e S T = ) P Hilk v ¢

Resources | Eurdens |

Resuulcel Description |CDC|EI]C| Burden Template ||| Jan l][llﬂ

1 b [SVIONIC  Avionics Division  5C3 | [SUB E
2 lceT Camputer Time |PPT - Admin. Dept. Burden

X ENG - Enginesiing Burden
3 |ENGE Engineer MAT - Material Burden

EMGH Erai Miq. |MFG - Manufacturing Burden
ng!neer E 0D - Other Direct Cost Burden
ENGO Engineer Qual. (94 - Quality Assurancs Burden

HEC Hybiid Compone SUB - Subcontiactor Burden

-

e

£

\ 4
Figure B. Selecting a burden template

If the resource is labor, enter the number of hours a day the resource is available.
The number must be between one and 24.

If the resource is labor, enter the number of days a week the resource is available.
The number must be between one and seven.

To save the resource, do one of the following:

m Click on another row.
m From the File menu, choose Save.
m Press Ctrl+S.

If the Save Confirmation option is on, you will be prompted to confirm the save.
Otherwise, MPM immediately executes the save without a prompt.
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6.5 Entering Rate Table Information

After entering the descriptive information for a resource, enter the rate information using
the right pane of the Resources window. The rates are stored in a rate table that you
identify. You can define any number of rate tables and assign them to one or more global
sets. Before you can enter rate table information, you must have created a rate table that
you select from the Rate Table field in the Toolbar. To create and delete rate tables, see

sub-topic 6.5.1 Defining and Deleting Rate Tables.

Rate Table

¥ ¥20 - Besources and Burdens [Resources]

File Edit “iew Fomat Tool: Help

=|E] Sl & es[@] oo \

o &vls

Resources

Burdens |

Resuulcel Description II:I]I:'EIJCI Burden

10

ADMIN
AIONIC
CPT

AL

(]

-

-l

Dk

EMGE
EMGM
EMGO

ADMINISTRAT ADM
AVIONICS DIV SC3
COMPUTER TI CPT
DATA MAMNAGI ENG
ENGINEER  ENG
ENGINEER MF MFG
ENGIMEER QL G4

=

5
1]
L
L
L
L

ENG
SUB
opc
ENG
ENG
MFG
QA

15.21]

359
1200
28.08
2925
2874
2340

|

K|

15.21
9353
1200
28.08
23.25
2874
2340

15.21
3359
12.00
28.08
23.25
25.74
23,40

[

Jun 97 |Jul 97| Aug 97| Sep 97|0ct aﬂ

15.21
9353
1200
28.08
23.25
2874
2340

152
35
12t
280
29
iy
pric

i

Z

Figure A. Before you can enter rates, you must select a
rate table from the Rate Table field in the Toolbar.

Dates

The dates displayed in the rate pane are based on the dates defined for the global set you
selected when you opened the Resources window. Rates are expressed as dollars and

cents using decimal notation.
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Entering Rates
There are several ways you can enter rates in the cells:
m Selecting a cell and typing in a rate
m Entering an initial rate in a cell and using the Fill Right function
m Entering an initial rate in a cell and using the Escalate Rate function
The different methods for entering rates are described in the following sub-topics:
6.5.2 Entering Rates Manually and with Fill Right

6.5.3 Entering Rates with the Escalate Rates Function
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6.5 Entering Rate Table Information

6.5.1 Defining and Deleting Rate Tables

Before you can enter rate table information for resources, you must have created one or
more rate tables. The rate table information is stored in the tables. After creating the rate
tables, you can select them from the Rate Table field in the Toolbar.

Rate Table

¥ X20 - Resources and Burdens [R 2sources]

File Edit “iew Fomat Took Help

=|E| S #5=[E| s\ = &g
Resources | Burdens |
Resource | Description |COC|EDC| Burded]Jun 97 |Jul 97| Aug 97| Sep 97| Dt aﬂ
1 r[eoMN aDMINSTRATaDM L EMG  |[1521 | 1521 1521 1521 153
2 [aMONIC  AVIONICSDMISC3 5 SUB 9359 9359 9353 9359 9af
3 |cPr COMPUTERTICFT 0 |ODC 1200 1200 1200 1200 120
4 o DATAMENAGIENG L |ENG 808 2808 2808 2808 280
5 |[EnGE ENGINEER |ENG L |ENG 2925 2925 2925 2925 79:
6 |[ENGM  ENGIMEER MFMFG L MFG B74 BT B B 5
7 [ENGOD  ENGINEERGLDA L GA 2340 2340 2340 2340 23:
v
o T T - LIJ
\ 4

Figure A. Before you can enter rates, you must select a
rate table from the Rate Table field in the Toolbar.
Defining a New Rate Table
To define a new rate table:
1. From the File menu, select New Rate Table.
MPM displays the New Rate Table dialog box shown in Figure B.

Mew Rate Table

—Mew Rate Table
IETC

—LCopy fram Rate T able

-
oK. I Cancel | Help |

Figure B. Creating a new rate table

2. Enter up to a three character name for the rate table.
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3. To base the new rate table on an existing table, select the existing table from the

Copy drop-down list box.

4. To create the table, click OK.

Deleting a Rate Table

You should use caution when deleting a rate table. MPM does not check to see if the rate
table is currently being used by a project. If you delete the rate table that is displayed in
the Rate Table field in the Toolbar of the Resources and Burdens windows, MPM
changes the filter to <None>.

To delete a rate table:

1.

From the File menu, choose Delete Rate Table.
MPM displays the Delete Rate Table dialog box shown in Figure C.

Delete Rate Table

Bate Table
( -
ak. I Cancel | Help |

Figure C. Select a table to delete.
Select the table you want to delete.

MPM displays the warning message shown in Figure D.

Reszources and Burdens

The Rate T able you are about to delete may be in uge by one or mare projects. You may access Project
@ aintenance for a complete list of projects which are using the 20" global zet. Are you sure you want ko

delete selected Rate Table?
] w |

Figure D. Use caution when deleting a rate table.

To confirm the delete, choose Yes.
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6.5 Entering Rate Table Information

6.5.2 Entering Rates Manually and with Fill Right

You can enter rates in each cell manually for a resource, or you can enter the first rate
and use the Fill Right function to fill in the remaining cells.

e X20 - Resources and Burdens [Resources] =] B3
Fle Edit “iew Famat Tools Help
== =) [rup = & w8 =
Resources I Burdens I
Resource | Description |COC|EDC| Burded| Jun 97| Jul 97| Aug 97| Sep 97 |0ct sﬂ
1 » |ADMIN ADMIMNISTRAT ADM L ENG 15.21] 1821 1821 1521 151
2 |AVIONIC  AMVIONICSDIVISCI (5 SUB 9359 9353 9359 9353 93f
3 |CFT COMPUTER TICPT O  0ODC 12000 1200 1200 1200 120
4 |DM DATAMAMAGIENG L ENG 28.08 2808 2808 2808 280
5 |[ENGE EMGINEER |ENG L ENG 29.25 2925 2925 2925 29:
B |ENGM EMGIMEER MFMFG L MFG 2574 2674 2574 2674 25
7 |ENGO ENGINEER QL & L 04 2340 2340 2340 2340 23

| 4

Figure A. Enter rates in dollars and cents.

al

Entering Rates Manually
To enter rates manually:
1. Select a rate table from the Rate Table field in the Toolbar.
2. Place the cursor in a cell and type in a rate.
Enter rates as dollars and cents in decimal notation.
3. To save the entry, do one of the following:

m Click on another row.
m From the File menu, select Save.
m Press Ctrl+S.

If the Save Confirmations option is on, MPM displays a dialog box asking you to
confirm the save. Otherwise, MPM saves the entry immediately.



MPM Globals 103

Entering Rates with the Fill Right Function

You can use the Fill Right function to replicate a rate across part or all months for a
resource. You can Fill Right for more than one resource at a time. You cannot fill down
in the rate grid.

e X20 - Resources and Burdens [Resources] =] B3
Fle Edit “iew Famat Tools Help
Resources I Burdens I
R | Description [cOC|EDC| Jun 97 |Jul 97 | Aug 97| Sep 97 |Dct sﬂ
1 [ADMIN ADMINISTRATADM L |ENG 1521 1521 1821 1521 152
2 [avioMIC  aVIONICSDIVISCZ |5 SUB 9359 9359 9359 9359 93F
3 »|CPT COMPUTER TICPT [0 | 0DC 2. or] NG [
4 oM DATA MAMAGIENG L ENG 2808 2808 2808 2808 280
5 |[ENGE EMGIMEER ENG L ENG 2925 2925 2925 2925 29%
6 [ENGM EMGIMEER MFMFG L MFG 2574 2574 2574 2574 25
7 |[enGn ENGINEEROLO& L 04 2340 2340 2340 2340 23
ot T YT - - _>l_|
| 4

Figure B. You can use the Fill Right feature to enter rates.
To enter rates using the Fill Right function:
1. Select a rate table from the Rate Table field in the Toolbar.
2. Select the cell(s) with the value(s) you want to replicate and the target cells.
3. Do one of the following:
m Press Ctrl+R.

m From the Edit menu, select Fill Right.

MPM enters the values. If you filled right for only one row, MPM leaves the row
in edit mode, highlighted in blue. If you filled right for more than one row, MPM
returns the cursor to the upper left cell of the selection area.
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6.5 Entering Rate Table Information
6.5.3 Entering Rates with the Escalate Rates Function

On projects that last longer than a year, it is likely that resource rates will increase over
the life of a project due to inflation and other factors. The Escalation Rate function in
MPM can automatically calculate rate escalation across any specific time period. You can
also de-escalate rates by entering a negative annual percent.

Ezcalate Rates x|
~ Escalate
Base Amount I'I 200 Annual Percent I'I 0
— Date Fange
FEram IJ an 98 Through IJ an 93
—Step
i+ paonthly i Quarterly i Semidnnually  © Annualy
— Precizsion
Mumber of Decimal Places |2
ok I Cancel | Help |

Figure A. You can use the Escalate
Rates feature to enter rates.

Effects of Step Settings

When you escalate rates, you can specify if MPM should escalate the rates in monthly,
guarterly, semi-annually, or annual steps. Monthly causes the rates to change each month,
Quarterly causes the rates to change every three months, etc. The months are counted off
starting with the month entered in the From field in the Escalate Rates dialog box.

Figure B illustrates the result of using the four different step options. In each case, the
base amount is 12 and the annual percent is 10.

Resources Burdens |
b arthly N [19an 98 |Feb 98] Mar 98| Apr 98| May 98 | Jun 98| Jul 98| Aug 98| Sep 98| 0ot 98| Mov 98| Dec 98|Jan 03]
E!uarterly—\: 1 1200 1210 1219 1229 1233 1249 1259 1269 1279 1289 1239 1310 1320
2 1200 1200 1200 1229 1229 1229 1259 1259 1259 1289 1289 1289 1320
S emi-tnnually —=2 1200 1200 1200 1200 1200 1200 1259 1259 1250 1259 1259 1259 1320
P 1200 1200 1200 1200 1200 1200 1200 1200 1200 1200 1200 1200 1320
Annually

Figure B. Effects of different step settings on rates.
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Procedure

To escalate rates:

1.

If you want, select an entire row by clicking the row number in the first column,
or select a range of cells.

You can escalate values for only one resource at a time.
Display the Escalate Rates dialog box by doing one of the following:
m Click the Escalate Rates button g% | in the Toolbar.

m From the Tools menu, select Escalate Rates.
m Press Ctrl+E.

If you selected cells, the dates of the first and last cells selected will
automatically be filled in for the From and Through fields.

Enter the base amount as you want it to appear in the grid.

This value will be entered in the date (column) designated in the From field in
the dialog box. Enter only numbers.

Enter the annual percent.

Enter this amount as a whole number. For example, enter 15% as 15, not .15. If
you enter an annual percent of zero, MPM will fill the same base amount in all
cells. This has the same effect as using the Fill Right feature.

If necessary, change the dates specified in the From and Through fields.

Select the step for incrementing the rates: Monthly, Quarterly, Semi-Annually, or
Annually.

Enter a Precision of 1 to 8.

This represents the number of decimal places used to calculate the escalated rate.
It does not affect the number of decimal places used to display the rates in the
grid.

To execute the escalation, click OK.
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6.6 Maintaining Resources

You can edit an entry in the description and rate panes by clicking the appropriate field or
cell and typing in the new information. You can copy and paste the description fields and
the rate information from one resource to another. The copy/paste functions can be use
within one global set, or across different global sets.

You can delete resources. If the resource is assigned to one or more estimates, MPM
displays a warning message asking you to confirm the delete.
Editing Resource Information
To edit resource information:
1. Click the field or cell you want to edit.
2. Type in the new information.
3. To save the information, do one of the following:

m Click on another row.

m From the File menu, choose Save.

m Press Ctrl+S.

If the Save Confirmation option is on, you will be prompted to confirm the save.

Otherwise, MPM immediately executes the save without a prompt.
Copying and Pasting Resource Information
You can copy and paste any range of cells. However, the configuration of the copy and
paste ranges of cells must match exactly.
Deleting Resources

Use caution when deleting resources. You can delete resources even if they are used in
one or more projects. To delete a resource from the Resources window:

1. Select a resource row by clicking on the row number in the left column.

You can select more than one resource by dragging down the row number
column.
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2. Do one of the following:

m Press the Delete key.
m From the Edit menu, select Delete Resource(s).
MPM displays the warning message shown in Figure A.

Reszources and Burdens

The Resource pou are about to rename may be in uze by one or more projectz. You may access Project
@ aintenance for a complete list of projects which are using the 20" global zet. Are you sure you want o
rename this Resouce’?

Figure A. Confirm the delete.

3. To confirm the delete, choose Yes.
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6.7 Changing the Display

You can change the display using the standard MPM controls. The controls are described
briefly in this topic. For more information, see the Getting Started manual.

Changing the Width of the Columns

You can change the width of the columns manually by dragging the borders between the
column headings, or by using the Column Width command under the Format menu. The
latter also gives you access to the Best Fit option that automatically adjusts the width of
the column.

Formatting the Data

You can select the number of decimal places displayed in
the rate grid by choosing an option from the Format menu. Flo Edt Viow ERLEY Took Hep

- . = 01.235
You can choose between zero and eight decimal places. =] 8| 11236 =
. . . . Resources v 2123457
MPM retains eight decimal place accuracy for calculations - 3 1234 568 —
H 1 = Tll 1.234 5679 Ji
regardless of the number of decimal places displayed. 2 [ovioni 4 12T 12
3 E';T & 1234567330 E
Hiding and Displaying Columns 5 [enee | g imusgmoz b
. . . - N 5 ENGM Column 'width. T
You can hide and display the columns in the descriptive 7_|ENSD | Cotmniie. 2
pane of the Resources window using the Column Hide |
feature under the Format menu. To select or deselect and Figure A. Data format
item in the Column Hide dialog box, click or Shift+Click
the desired column.

i~ Colum

Filtering the Display

You can filter the resources displayed by specifying a text r“
string. The text string can be applied to any combination of Daysrwiosk
the fields. To display all resource codes, select the All Data

option from the Tools|Filter menu.

To filter the display: [ ok | st | e |
1. Do one of the following:

Figure B. Hiding columns

m Click the Filter button §f|in the Toolbar and
choose an option from the dialog box displayed.
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m From the Tools menu, select the Filter command and select an option from
the sub-menu.

MPM displays the Filter dialog box shown in Figure C.

Resource Code Beging With
Resource Code Containg

COC Equals:
-
ak. I Cancel | Help |

Figure C. Enter a text string for the filter.
2. Enter a text string that will be used as the filter criteria.
MPM ignores upper and lower case letters when it searches for the text string. It
also must find the entire string.

Sorting the Display

Initially MPM lists the resources in alphabetical Sort [X]
order by resource code. It sorts the list each time & soconing
you open the Resources and Burdens application, - Deccord
- . Descending
incorporating any new resources you may have o
added. o
j & fscending

You can sort the resources using the Sort ® P
command under the Tools menu. You can use up [ Then By
to three criteria in a sort, each ascending or | | e

. . . £ Descending
descending. MPM saves the last sort criteria you
specify. To return the list to its default order, 0K | cacd | Besst | Hep

choose the Reset button in the Sort dialog box.

Figure D. Sorting burdens.
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6.8 Recommended Reports

The Resources and Burdens report is a standard MPM report that you can use to review
resource information. For detailed information on the report, see the MPM Standard
Reports manual.
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7.1 Introduction to Defining Spread Curves

The Autospread function in MPM’s Integrated Planning quickly and easily distributes a
resource estimate over a task duration. Simply select a range of dates and choose a spread
curve. Spread curves can be used to enter baseline estimates and estimates to complete
(ETCs) in Integrated Planning.

[~| Spread Curves _[alx]
Eile Edit “iew Fomat Tools Help
H sl lw
Curve ID | Curve Mame | Factor 1 | Factor 2 | Factor3 | Factor4 | Factor5 | Factor6 | Factor7 | Factor8 | Factor9 | Factor 10 | Total Factor ﬂ
1 LINEAR: 10 10 10 10 0 0 10 10 10 0 100
2»p |BELLCURVE 3 0 £ 65 50 £l &5 ® 1l 3 438
EE FRLOAD #1 Ell = 0 15 i i 10 10 10 i 150
4 s FRLOAD #2 El] 0 E 20 15 15 15 15 15 15 185
5 |5 BKALOAD #1 10 10 10 10 10 10 15 20 5 £l 150
6 |6 BKLOAD #2 15 15 15 15 15 15 El = £l ) 185
7|7 DEL PEAK 5 10 15 10 5 5 10 15 10 5 a0
3 |e EARLY PEAK 5 15 = 20 i 5 5 5 100
3 |a LATE PEAK 5 5 5 5 5 10 20 £ 100
1010 TRAPEZOID 5 10 15 15 15 15 15 15 120
1
12
13 F
/] B
\ %

Figure A. MPM has 10 predefined spread curves.

Ten Data Points Define Spread Curves

Spread curves are defined by a sequence of 10 data points or factors. Each factor
represents a relative weight. The total of all factors can add up to 100, but this is not a
requirement.

Predefined Spread Curves

MPM has predefined the 10 most commonly used spread curves. The predefined curves
cannot be changed or deleted, however they can serve as a foundation for creating custom
curves.

Custom Spread Curves

If one of the 10 predefined spread curves does not meet your needs, you can define
custom curves. You create a custom spread curve by entering a curve ID and the 10
factors that define the curve.
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Spread Curve Graphs

You can display a thumbnail graph of a spread curve by clicking the Spread Curve Graph
button !l in the Toolbar. The Bell Curve graph is shown in Figure A.

Accessing the Spread Curves Window
To access the Spread Curves window:
1. From the Menu Manager window, do one of the following:

m Double-click the Spread Curves icon.
m From the File menu, select Globals|Spread Curves.
MPM displays the Spread Curves window.

ﬁWinMPM - Menu Manager =] B3
Fie “iew Tools Help

Globak | Projects | Ui

o]
To e

iesl Hepurlsl Impurlsl Expurlsl

O 5 B
§ +
w iy
Global Calendars  Elements Of  Resources Burden el
M aintenance Cost and Burdens  Templates

[~/Spread Curves = =] 3

File Edit “iew Format Toolz: Help

L Sl

Curve 1D I Curve Name I Factor 1 I Factor 2 I Factor 3 I Factor 4 I Factor 5 I Facl(ﬂ

1|l LINEAR 10 10 10 10 10
A EELL CURYE k=) 20 35 ES a0
3 |2 FR-LOAD #1 a0 25 20 15 10
4 |4 FR-LOAD #2 20 a0 25 20 15
5 |5 EK-LOAD #1 1a 10 10 1a 10
6 |B EE-LOAD #2 15 15 15 18 15
i |7 DEL PEAK 5 10 15 10 5
8 |8 EARLY PEAK L} 15 25 20 10
9 |8 LATE PEAK L} B ] 5 ]
10 (10 TRAPEZOID 5 10 15 15 15
11 =

4 3

| /

Figure B. To access the Spread Curves window, double-click the Spread
Curves icon on the Globals tab in Menu Manager.
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7.2 Orientation to the Spread Curves Window

The Spread Curves window displays in a grid the data used to generate each curve. Each
curve is defined by 10 data points labeled Factor 1 through Factor 10 on the grid. The
Total Factor field is read-only and displays the total for Factors 1 through 10.

[~ Spread Curves _[O]x]
Eile Edt Yiew Fomat Tools Help
G| S5 [a
Curve ID | Cuive Name | Factor1 | Factor 2 | Factor 3 | Factor 4 | Factor 5 | Factor6 | Factor 7 | Factor8 | Factord | Factor 10 | Total Factor iI
1 LINEAR 0 10 10 10 10 10 10 10 10 10 100)
232 |BELLCURVE 3 El ® &5 0 0 65 £ 0 3 434
EE FRALOAD #1 £l £ 20 15 10 10 10 10 10 10 150)
4 |4 FRLOAD #2 ) £l = El 15 15 15 15 15 15 15|
5 |5 BK-LOAD #1 10 10 10 10 10 10 15 20 E 0 150)
G BKLDAD #2 15 15 15 15 15 15 Ell = Ell 0 18|
7| DBL FEAK 5 10 15 10 5 5 10 15 10 5 Ell
8 |8 EARLY PEAK 5 15 = El 10 5 5 5 100)
3 |s LATE FEAK 5 5 5 5 5 10 0 £ 100)
1010 TRAPEZOID 5 10 15 15 15 15 15 15 120)
11
12
13 ﬁl
Al B
I 4

Figure A. Each row represents a spread curve.

Predefined Spread Curves

The first 10 rows represent the predefined spread curves. You cannot edit or copy these
rows. They are always displayed at the top of the grid with a gray background.

You should take a few minutes to familiarize yourself with the 10 curves by reviewing
the factors and graphs.

You can view the graph of a spread curve by selecting a row and doing one of the
following:

m Click the Spread Curve button !l in the Toolbar.
m From the View menu, select Spread Curve Graph.
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Standard Windows Features
The Spread Curves window has the standard Windows features. You can:

m Size, minimize, and restore the window.
m Scroll the display using the horizontal and vertical scroll bars (pop-up locators).

m Change the width of the columns by clicking and dragging the dividers between
the headings.

m Hide and display columns using the Column Hide feature under the Tools menu.

Order

Initially, spread curves are displayed in the order you enter them on the grid. Each time
you open the Spread Curve window, MPM sorts the spread curves alphanumerically on
the Curve ID field.

Previewing and Printing

As with other MPM windows, you can preview and print a tabular report of the Spread
Curve display using the Print and Print Preview buttons %l&l in the Toolbar or the

Print Preview and Print commands under the File menu. For a complete explanation of
the print and preview features, see the Getting Started manual.
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7.3 Creating a Custom Spread Curve

You create a custom spread curve by entering the 10 data points that shape the curve. The
data points are proportional to one another, and can total more than 100. For a spread
curve definition to be valid, it must have at least one non-zero factor.

You can delete custom spread curves, but not the predefined spread curves. The fact that
a spread curve has been applied to an estimate does not prevent the spread curve from
being deleted. The spread curve is applied to data, but is not associated with the data after
the calculations are complete.

[~ Spread Curves M [=1E3
Fle Edi View Fomat Tooks Help
o 83w
Curve ID | CurveName | Factor1 | Factor2 | Factor3 | Factor4 | Factor5 | Factor 6 |Factor 7| Factor B | Factor8 | Factor 10 | Total Facter ﬂ
11 LINEAR 10 10 10 10 10 10 10 10 10 10 100]
2 |2 BELL CURVE 5 20 5 65 £l a0 &5 ® 20 g 430
3 |3 FR-LOAD #1 £ % 0 15 10 10 10 10 10 10 150)
4|4 FR-LOAD #2 2 i i 15 15 15 15 15 15 165
5 |5 BK-LOAD #1 10 - 10 10 15 £l % El 150)
6 |5 BK-LOAD #2 15 15 15 2 % £l 0 165
7 |7 DBL PEAK 5 5 5 10 15 10 g a0
8 [o EARLY PEAK 5 10 5 5 5 5 g 100)
9 |a LATE PEAK 5 5 10 2 % 15 g 100)
10|10 TRAPEZAID 5 15 15 15 15 10 g 120
1|11 Custom 1 10 9 g 7 0 0 [ 0 0 i 3
12
13 [=]

3

5

RN

Figure A. You can create a custom curve.

As you create a curve, you may find it useful to display the spread curve graph as shown
in Figure A. The graph is updated automatically as you enter and change the factors. In
Figure A, only the first four factors have been entered. This is reflected in the graph.
Procedure

To create a custom spread curve:

1. Place the cursor in the first blank Curve ID field and enter a unique three
character ID for the curve.

The characters can be letters or numbers.
2. Enter a name for the curve.

The name can be up to 10 characters long. This field is optional. However, in
Integrated Planning the name is displayed along with a visual representation of
the curve, so we recommend entering a name.

3. Enter Factors 1 through 10.
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Each factor must be a whole number between zero and 99.

Saving Spread Curve Data

MPM saves the data for all spread curves at the same time. If you close the Spread
Curves window without saving, you will be prompted to save the data. To save the data,
do one of the following:

m Click the Save button E in the Toolbar.
m From the File menu, select Save.

m Press Ctrl+S.
Inserting a Spread Curve

You can insert a spread curve between two custom spread curves, but not between the
predefined curves. To insert a spread curve:

1. Place the cursor on the row where you want to insert the new spread curve and do
one of the following:

m  Press the Insert key.
m From the Edit menu, choose Insert Spread Curves.

MPM inserts a blank row before the selected row, and enters <Required> in the
Curve ID field.

2. Enter the information for the spread curve.

Deleting a Spread Curve
You can delete one or more spread curves at the same time. To delete a spread curve:

1. Select the spread curve or curves(s). To select more than one spread curve, drag
the cursor down the row number column.

2. Do one of the following:

m Press the Delete key.
m From the Edit menu, choose Delete Spread Curves.
MPM prompts you to confirm the delete.

3. To confirm the delete, choose Yes.
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7.4 Impact of Task Duration on Spread Curves

The duration of a task being estimated determines how much of the task will be allocated
to each month when MPM applies a spread curve. The curves are sensitive to the number
of days in each month. As a result, the same spread curve applied to the same amount of
work spread over two different time periods can produce two different curves.

Figure A illustrates this point. An amount of work equal to 100 units was spread over six
months and three months. The Front Load #1 spread curve shown in Figure B was
applied in both cases. The resulting graphs of the highlighted data in Figure A are shown
in Figure C.

E ¥20 - Integrated Planning [Bazeline] =13
File Edit “iew Format Tool: Help

= H| él@kl %ll IF‘rime 'l Elil |& % |V|%ll +|—|"¢|‘-|

Baseline | ETC I Milestanes |

WES ID | Resource | Description Jan 95|Feb 95| Mar 95| Apr 95| May 95 | Jun 95| 4|
g DM DATA MANAGER 5192
9 0DCt OTHER DIRECT COSTS 8,000

10 Tw TECH WRITER 4110

13 apc OTHER DIRECT COSTS

16 EMGE EMGIMEER 23 26 12 10 13 1a
17 EMGE EMGIMEER a1 23 21 0 1] 0
18 ENGE EMGIMEER QLAL.

19 MTL MATERIAL

20 SREE SEMIOR ENGIMEER

21 EMGE EMGIMEER

N N

[ Y

Figure A. The same spread curve applied to two different time spans
can produce different curves.



MPM Globals 119

3 - Spread Curves

Figure B. Front Load #1
Spread Curve.

60

50 -

40 1

30

20 A

10

Figure C. A graph of the highlighted
numbers in Figure A.
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7.5 Recommended Reports

The Spread Curve Report is a standard MPM report that you can use to review spread
curve information. For detailed information on the report, see the MPM Standard Reports
manual.
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8.1 Introduction to Security Access

Use MPM’s security features to control user access to:

m  Applications within the product
m Editing features for each project
m  WBS elements for each project

You can customize access for each user, or use the Equivalent User feature to assign the
same access privileges to many users with a single selection from a drop-down list box.

Application Access
You can control access to the following applications in MPM:

m  Globals. Users with Globals privileges have access to all applications on the
Globals tab in the Menu Manager. If users do not have access to Globals, the
Globals tab will not be displayed in Menu Manager. Also, all report, import, and
export icons related to Globals will be removed.

m Report Edit. Users with Report Edit privileges can modify reports. Without this
access, users can run the reports to which they have been granted access, but not
modify them in the report viewer.

m Spread Curve. Users with Spread Curve privileges can create custom spread
curves. A user without this access can apply spread curves to baseline estimates
and ETCs, but cannot create custom spread curves.

Project Feature Access

When you assign users access to a project, you can determine what types of edits they
can perform by restricting their access to project edit features. The features are generally
available from the menu items in the various project windows. You can tailor the features
for each user within each project.

WBS Leg Access
A user’s access to a project can be restricted to one or more legs of the WBS hierarchy.

Authorization Levels

When you add users to the MPM system, you can assign them one of three authorization
levels:

m System Administrator. A user with system administrator authorization has
access to all applications, projects, edit features, and globals.
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m Project Administrator. A user with project administrator authorization has
access to all features of assigned projects. Project administrators can also add user
to, and delete users from, projects they administer.

m  User. A user with user authorization has only those privileges assigned to them
by a system administrator or project administrator.

Only system administrators and project administrators have access to the Security
application.

Feature Equiv

Using the Feature and WBS Equiv fields allows you to assign the access rights of one
user to one or many other users. Instead of having to repeat the steps for setting up users
with the same access rights, you can set one user up with generic or standard rights to a
project then select that User’s ID in the Feature Equiv and WBS Equiv field.

Passwords

Passwords control access to the MPM application. When you create a user, the user is
automatically assigned a default password of PASSWORD. The first time the user logs
into MPM using the password of PASSWORD, they will receive a prompt requesting
them to change their password. If the user forgets his password, the SYSADMIN, and
only the SYSADMIN, can reset the password to PASSWORD using the Reset Password
command under the Tools menu in the Security window. A user other than the
SYSADMIN, even though he is assigned the System Admin authority level, cannot reset
passwords.

The password for the SYSADMIN user cannot be easily reset. If the system
administrator changes the default SYSADMIN password, and forgets the new
password, you can reset the SYSADMIN password to the default password by
deleting the MPMUSERS.DAT file. However, this deletes all user information from
the MPM database. If the SYSADMIN password has been lost, contact Deltek
Customer Care for assistance.

When changing the default password, you must enter the old password in upper case
letters. You can enter new passwords in upper and/or lower case letters.
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Password Expiration
The System Administrator has the ability to:

specify the number of days before the password expires
specify the number of changes allowed before password reuse
specify the minimum password length

set the number of login attempts and number of days before a User ID becomes
invalid

For a new user, or for a user who has had their password reset by the SYSADMIN, the
password will need to be changed on their first login regardless of the expiration setting.
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8.2 Accessing the Security Window

You access the Security window from the Globals tab in the Menu Manager window.

ﬁ WinMPM - Menu Manager !EE
File Edit View Tools Help
Py
Global: |F'|Uiects| Uli\itiesl File Cunversiunl Heuurtsl Impmlsl Expurlsl Intarfacesl
= & pra |
: e e
Global Calendars Elements of Resources and Burden Spread Curves
Maintenance Cost Burdens Templates
t Security M=l E3
File Edit View Format Tools Help
HORIE V[ + =~
User ID I Project IDI Feature Equiv I WBS Equiv | Auth Lvl Hame IPhoneI Glohalsﬂ
1 » [SYS5ADMIN System Admin SYSTEM ADMINISTRATOR v
2 |norights Uszer
3 Juser User
4 =20
5
b
7
8
= -
4 I I 3
| 4

Figure A. To access the Security window, double-click the Security icon on the
Globals tab in the Menu Manager window.
Procedure
To access the Security window:
1. From the Menu Manager window, select the Globals tab.
2. From the Globals tab, do one of the following:

m Double-click the Security icon.
m From the File menu, select Globals|Security.

MPM displays the Security Open dialog shown in Figure B.



MPM Globals 127

—Users ~ Project:
STSADMIN Al E8520B N
CPR3
512526
SYIBL3
SvllBLS
®20
#3
" Select &l
* Selecting Users Only displays the selected user(s) with all assigned
projects.
* Selecting Projects Only displays all users that are azzsigned the selected
project(z)
* Selecting Users and Projects displays all selected user(s] and the
selected project(s). if assigned

‘ [~ &dd Mew Users- Displays a blank screen

Cancel |

Help |

Figure B. The Security Open Dialog.

3. Use the pick lists in the Security Open dialog to open the subset of security data

you need to work with.

To select non-contiguous names/projects, select the first entry, then hold down
the Ctrl key and select the other names/projects that you want.

To select a contiguous list of names/projects, select the first entry, then hold
down the Shift key and select the last name/project that you want.

m Users Pick List:

o If you don’t make any selection, then all data is downloaded.

o If one or more names are selected then just those names and their
associated projects are downloaded.
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m Projects Pick List
o If you don’t make any selection, then all data is downloaded.

o If one or more projects are selected, then just those projects and the
corresponding users that have access to those projects are downloaded.

m Select All - Place a check in this box if you wish to select all users.

m  Add New Users - Place a check in this box if you want to open a blank
security screen so that you can add new users.

Note: If you have a Named User license, the number of users that can be
added into the system is specified in your MPM License.

See MPM Installation: MPM License Types in the MPM Installation
Guide for a detailed explanation of each license type.

Standard Windows Features
The Security window has the standard Windows features. You can:

m Size, minimize, and restore the window.
m Scroll the display using the horizontal and vertical scroll bars.
For more information on these features, see the Getting Started manual.

User and Project Rows

In the Security window, users are displayed in rows with gray backgrounds. Projects
assigned to each user are displayed in rows under the user. The project rows have white
backgrounds.

Authorization Level Determines Users and Projects Listed

Your authorization level determines what users and projects are listed in the Security
window. If your authorization level is System Administrator, all users and projects are
listed.

If your authorization level is Project Administrator, only users with Project Administrator
and User authorization levels are listed. System administrators are not listed. Under each
user, only projects you have access to are displayed, regardless of the user’s access.
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Previewing and Printing
As with other MPM windows, you can preview and print a tabular report of the Security

display using the Print and Print Preview buttons @l&l in the Toolbar or the Print and
Print Preview commands under the File menu. For a complete explanation of the print
and preview features, see the Getting Started manual.
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8.3 Security Field Descriptions

The fields in the Security window apply to either the user rows or project rows. User
rows have a gray background. Project rows have a white background. The fields are
described below. The abbreviation n/a indicates a field is not active for a row.

for a user: System Administrator,
Project Administrator, or User.
Required.

Field In a User Row In a Project Row
User # A sequential number assigned by n/a
MPM. When you first open the
view, this field is hidden. This is a
read-only field.

User ID A unigue name you assign to each n/a

user. The name can be up to eight
characters. Required.

Project ID n/a The drop-down list box in this field
lists all projects defined in MPM.
You use the field to assign users
access to projects. Required.

Feature Equiv n/a The drop-down list box in this field
lists all users with an authorization
of User currently assigned to the
same project. You use this field to
assign a set of project features
associated with another user.
Optional.

WBS Equiv n/a The drop-down list box in this field
lists all users with an authorization
of User currently assigned to the
same project. You use this field to
assign access to a set of WBS
elements associated with another
user. Optional.

Auth Lvl Used to select the authorization level n/a
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Field

User Row Description

Project Row Description

Name

Used to enter the name of the user.
This is a free form field up to 20
characters. Optional.

n/a

Phone

Used to enter the phone number of
the user. This is a free form field up
to 15 characters. Optional.

n/a

Globals

When checked, this field gives the
user access to the applications
located on the Globals tab in the
Menu Manager window. Optional.

n/a

Report Edit

When checked, the user can edit
reports in the Report Viewer.
Optional.

n/a

Spread Curves

When checked, the user can create
custom spread curves to be applied
to baseline estimates and ETCs.
Optional.

n/a

OLAP Process

When checked, the user will have
access to OLAP cube processing.

n/a

Last Changed nla Displays the date the security
information for the project was last
changed. This is a read-only field.

Changed by n/a Displays the name of the user that

last changed the security information
for a project. This is a read-only
field.
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8.4 Setting the Security Options

When you add a project under a user, you can give the user access to any combination of
project editing features within MPM. You can do this manually after you have added a
project by selecting Project Features from the Tools menu. MPM displays the Project
Features dialog box shown in Figure A where you can make your selections. Or you can
have MPM automatically display the Project Features dialog box every time you add a

project.

Project Features x|

— Project Feature:

SR E ntire Project

- [w| Change Password

- [ Project Maintenance

- [w] Organizational Breakdown Structure
- [w] Contract Ling Item T able
[#- ] Work Breakdown Structure
- W Integrated Planning

(- ¥ Actuals

- [l Program Log

- [ Graphic Drill Down

- v Imports

[ ¥ Exparts

- W Interfaces

- || Feports Headers

- v Reports

ok I Cancel | Help

Figure A. Project Features.

Procedure

To have MPM automatically display the Project Features dialog box (See Figure B):

1.

From the Security window, open the Tools menu and select Options. MPM
displays the Options dialog box shown in Figure B.

Select the Security tab.

Select the Automatic option. If you select the Manual option, MPM will not
display the Project Features dialog box. You will need to open the dialog box
manually.

To save the setting and close the dialog box, choose OK.
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Dptions
Genelall Infaimation  Security | |ntegrated P\anmngl GDD I

Display Project Features Dialog
& Automatic

" Manual

oK I Cancel I Help I

Figure B. Project Features
dialog box
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8.4 Setting the Security Options
8.4.1 Password/Login Settings

The System Administrator has the ability to set all passwords to expire after a certain
number of days, after which all users have to reset their MPM passwords.

Procedure
1. From the Security window, open the Tools menu and select Password/Login
Settings.
MPM displays the Password/Login Settings dialog box shown in Figure A.
( Security M =] B3
File Edit Wiew Format | Tools Help
& Project Features, .. CErHF
M ‘WES Restrichions, ., -
User ID | Proj Fiter: Al Data N Auth Lvl I Hame |Phnne| Elnhalxl Report Edill Spread Cﬂ
1 » [SYSADMIN tem Admin $rSTEM ADMINISTRATOR v v v
El e Reset Password o
3 Juser Lo . |jse|
4 W g— Password,/Login Settings
5 Shiow Froject{s) -~ Password
Hide Project{sy
13 Show &)l Project(s) ™ Limit to one password change per day
7 . .
8 Hide &l Froject(s) Doays before password expires (0 - 365]; 1)
opkions. ..
3 Humber of changes allowed before password reuss (0 121 [0 =
4 I L3
| Minimum pazsword length [1 - 8): 1 v
- Login
Number of Login attempts allowed [0 - 6] 0
Doays before User |D becomes inactive [0 - 365) a
oK I Cancel I Help |

Figure A. Password/Login Settings dialog box.

2. The following fields can be set:

m Limit to one password change per day. If left unchecked, a user may
change their password as often as they wish within any given day. When this
option is checked, a user may only change their password once in any given
day.

m The Days before password expires box defaults to zero, which means that
the function is inactive (i.e., there is no password expiration set). Type in any
number between 1 and 365 to indicate how many days should elapse before
the password will expire.
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0 The elapsed time occurs from when the user’s password was last
changed. The expiration interval resets the moment the password is
reset by the user.

o For anew user, or for a user who has had their password reset by the
System Administrator, the password will need to be changed on their
first login regardless of the expiration setting.

0 When a password expires, a dialog box will appear giving notice to
the user that it is time to change their password. If the user selects
No, they are logged out of MPM. If the user selects Yes, the Change
Password dialog box opens (see Figure B).

Change Password [ x]
OWpassword, [
New password
Vet new passnord [
Pisssmords cannot be “password”
Passwords cannot be blark
0K | Cemcel | Hep |

Figure B. Change Password
dialog box.

m  Number of changes allowed before password reuse (0-12). If left as zero, a
user may change from their current password to a new password and then
back to the previous password whenever a password change is required. If set
to a number between 1 and 12, a user will need to use a new password each
time they change for X number of times before reverting back to one of their
previous passwords.

®  Minimum password length is the minimum length a password can be. A
password length of 1-8 characters can be set. The default is 1.

B Number of Login attempts allowed (1-8) defaults to zero which means that
there is no limit to the number of times a user may try to log in.
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Examples where the number of login attempts is set to three:

0 Case 1: A user tries to log in three times with an incorrect user id.
On the fourth attempt, an error message displays and the user is
directed back to the Menu Manager without a login. To refresh the
system, the user exits MPM and reopens it to create a new session.

0 Case 2: A user tries to log in three times with a correct user id but an
incorrect password. On the fourth attempt, an error message displays
directing the user to contact the System Administrator. The System
Administrator will need to reset the user’s password before the user
is able to log in again. As soon as the user logs in correctly, the
Login Retries is reset to zero.

B Days before User 1D becomes inactive (0-365). This is the total number of
days since the last login before a user’s account becomes inactive. The default
is zero which means that a User 1D will never become inactive. When a User
ID does becomes inactive, the user will not be able to login at all. The System
Administrator will need to reset the user’s password before the user can log in
again. (See Section 8.6 ““Changing Passwords™).
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8.4 Setting the Security Options
8.4.2 Setting the Login Banner

The System Administrator has the ability to display a text banner prior to allowing a user
into the main MPM screen. This banner could be used to display information such as
copyright or security notices, conditions and responsibilities of using the software, or
global announcements.

Once enabled, the banner will display every time the user logs in. Selecting OK will take
the user to the main MPM screen. Selecting Cancel will close MPM and return the user to
their desktop.

Procedure

1. From the Security window, open the Tools menu and select Login Banner.
2. Check the Enable Login Banner box to activate the banner.

3. Type atext title into the Title Bar Label field. This field allows a maximum of 36
characters.

4. Type your banner information into the Banner Description field. This field is
limited to 100 lines with 78 characters per line.

£ Security =] E3
File Edt View Format | Tools Help
n ‘ é @‘ ‘ E & | Project Features... ChHHE
_ ‘MBS Hestrictions. .. (]
UserID_|Proi - L LAuth Ly Name | Phone | Giobals | Heuil
1_» [575ADMIN tem Admin STSTEM ADMINISTRATOR v
2 narights Reset Password e
PasswordfLogin Settings. ..
3 fuser : ser
Login Banner... r
4 %20

Shay Fraject(s) ogoonee K

Hide Project(s)

1]

]

B Enable Logn Banner

T s Label
[Terns and Cenditions

Show Al Projecti(s)
Hide: All Projeck{s)

~

@

Optians.. Warmes Drscrigion

by ertering my login information, | hereby accept the following terms and =
conditions:

3

intended

wities af inaividua
F their rity,
ch mo

This perty of thiz corporationforganization, and
o users enly. ALL activit iuidu,

a9
ederal

..... i . vity 4 3 a o stat
may be provided to law enforcement officials fer further o)

[T | Cancel | [ | Vs

Figure A. Login Banner title bar and description fields.

5. The next time you log into MPM, you will see the banner directly after entering
your password and before you get to the Menu Manager (See Figure B).
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Terms and Conditions

By entering my login information, I hereby accept the following terms and =]
conditions:

This system is the property of this corporation/organization, and is intended
for the use of authorized users only. All activities of individuals using this
computing system with or without authority, or in excess of their authority,
may be monitored and recorded by system personnel. If any such menitoring
reveals evidence of criminal activity and is in violation of state and federal
1aw, such evidence may be provided te law enforcement officials for further
legal action by this Corporation’s/organization's Information Protection
group.

L]

Figure B. Example of Login Banner view on startup.
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8.5 Adding a User

In the Security window, each user is represented by a row with a gray background. You
can add up to 300 users. When you add users to MPM, you can give them access to
features that apply to all projects. After adding a user, you can assign the user access
rights to individual projects. Assigning projects to a user is described in section 8.7.
Giving Users Access to Projects.

Note: The number of users that can be added into the system is specified in your MPM
License.

( Security _[Of x]

File Edit View Fomat Took: Help

B alR| 15| v +[=%~| &

Project ID Feature Equiv | WBS Equiv | Auth Lvl Phone | Global: | Report Edit | Spread Curves ;I

Figure A. Each user is represented by a row with a gray background.

Procedure
To add a user:
1. Place the cursor in the User ID field in the first blank row.
2. Entera User ID.
The User ID can be up to eight characters. Do not include spaces.
3. Select an Authorization level:

m System Administrator. A user with system administrator authorization has
access to all MPM’s features for all globals and projects.

m Project Administrator. A user with project administrator authorization has
access to all features of assigned projects. Project administrators can also add
users to, and delete users from, project they administer.

m User. A user with User authorization has only those privileges assigned to
them by a system administrator or project administrator.
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4. (Optional) If you wish, enter the user’s name and phone number.
These are both free-form fields.
5. Check the functional areas of MPM that you want the user to have access to:

m Globals. A user with Globals privileges has access to all applications on the
Globals tab in the Menu Manager window. A user without this access will
not be able to select the Globals tab.

m Report Edit. A user with Report Edit privileges can modify the data
displayed in a report. Without this access, users can run reports they have
access to, but not modify them in the Report Viewer.

m Spread Curve. A user with Spread Curve privileges can create custom
spread curves. Users without this access can apply spread curves to baseline
estimates and ETCs to which they have been granted access, but cannot
create custom spread curves.

m OLAP Process. A user with OLAP Process privileges can process OLAP
cubes.

If you assigned the user a System Administrator authorization level, all three
functional areas are automatically checked.

6. Save the user information by doing one of the following:

m Select another row.
m From the File menu, choose Save.
m Press Ctrl+S.
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8.6 Changing and Resetting a Password

Changing a Password

When you create a new user, MPM automatically assigns the user a default password of
PASSWORD. For a new user, or for a user who has had their password reset by the
SYSADMIN, the password will have to be changed on their first login regardless of the
expiration setting. Only the user can change his or her password.

To change a password:

1. From the Menu Manager window, click Tools » Change Password.
Enter your old password.
Enter your new password.

Enter your new password again to verify that you entered it correctly.

o > wN

To confirm the change, choose Yes.

3 WinMPM - Menu Manager =] 3
File Edit View | Tools Hel

ad Curves

Maintenance Old pa.

New password l—
Veily new passnort [T

Passwords cannat be 'password'!

Passwords cannat be blank.

[ y

Figure A. Users can change their passwords.
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Resetting a User’s Password

If a user forgets his password, the SYSADMIN, and only the SYSADMIN, can reset the
password to PASSWORD. A user other than the SYSADMIN, even though he is
assigned the System Admin authority level, cannot reset passwords.

To reset a user’s password to PASSWORD:
1. From the Tools menu in the Security window, select Reset Password.
MPM asks you to confirm the reset.
2. To confirm the reset, choose Yes.

Note: The number of changes allowed before a user may reuse the same password is set
by the SYSADMIN in the Password|Login Settings dialog box.
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8.7 Giving Users Access to Projects

After you have added a user to the Security grid, you can assign one or more projects to
the user. By default, when you assign a project to a user, the user has access to all
features and WBS elements associated with the project. However, you can control the
user’s access to every MPM feature that can be applied to a project, and to every WBS
element in a project.

{ Security =10i x|
File Edit ‘iew Format Tools Help
|F [ SR[EX T+ =%~
| User ID I Project 1D I Feature Equiv | ‘WBS Equiv Auth Lvl I Hame Phone I Globals Report Edit | Spread Curves I EILAFﬂ

1  |ohn User v v v

2 DEMO

3 ®20

4 |SYSADMIN System Admin  STYSTEM ADMINISTRA v v v

5 |Saly User v

3 32DATA

\ 4

Figure A. After you have added a user to the Security grid, you can assign one or
more projects to the user.

System administrators automatically have access to all projects and, therefore, you cannot
assign projects to a system administrator.
Equivalent Users

If many users will have the same access privileges to a project, you can create Equivalent
Users that define access to features and WBS elements. You can then assign the
Equivalent User Rights to others using the Feature Equiv and WBS Equiv fields.
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Sub-Topics

This topic covers the basic steps required to assign a project to a user. Information on
restricting access to features and WBS elements is covered in the following sub-topics:

8.7.1 Restricting Access to Project Features
8.7.2 Restricting Access to WBS Elements

Using Equivalent Users to assign access privileges is described in topic 8.7.3 Restricting
Access Using Equivalent Users.

Procedure
To give a user access to a project:
1. Select a user and do one of the following:

m Press the Insert key.
m From the Edit menu, select Insert Project.
MPM inserts a blank row below the user row and displays <Required> in the
Project ID field.
2. Select a project from the drop-down list.

If the Automatic Project Features option is set, MPM displays the Project
Features dialog box. For information on restricting project features, see topic
8.7.1 Restricting Access to Project Features.

For now, click the OK button. This gives the user access to all privileges.
3. To save the project entry, do one of the following:

m Click on another row.
m Press Ctrl+S.
m From the File menu, choose Save.
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8.7 Giving Users Access to Projects
8.7.1 Restricting Access to Project Features

When you first assign a project to a user, the user has access to all project features. As a
result, the user can perform all operations on a project such as editing WBS information
and changing estimates. You can restrict a user’s access to any part of a project, and
consequently limit what he is able to view and change.

You restrict access to the project features using the Project Features dialog box shown in
Figure A, or by assigning a Feature Equivalent user to the project. For information on
using Feature Equivalent users, see topic 8.7.3 Restricting Access Using Equivalent
Users.

g': Security = =] B3

File Edit “iew Fomat Toolz Help
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- L] Work Breakdown Structure
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E stimate to Complete

Resource BOEs

- [ Summary BOE s
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1 Plan Milestones

o [] Status Milestones =
(- L] Actuals

- [] Program Lag

- [] Graphic Drrill Down ;I

11 Lrnmecka

aK I Cancel | Help |

Figure A. You can restrict access to all features for each
project.




MPM Globals 147

Procedure
To restrict a user’s access to project features:

1. Select a project and do one of the following:

m Click the Project Features button in the Toolbar.
m From the Tools menu, select Project Features.
MPM displays the Project Features dialog box shown in Figure A.

2. Select the features you want the user to have access to.

The Project Features dialog box works in the same way as other hierarchy dialog
boxes in MPM.

Items preceded by a & sign can be expanded by clicking on the & sign.

Items preceded by a = sign can be collapsed by clicking on the = sign.

Only items with check marks are selected.

If a collapsed item is selected, its children are included in the selection.

If an expanded item is selected, its children are not automatically included.
They must be selected individually.

If you do not select any items in the Project Features dialog box, the user
will have access to all features.

3. To save the selections, choose OK.
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8.7 Giving Users Access to Projects

8.7.2 Restricting Access to WBS Elements

When you first assign a project to a user, the user has access to all WBS elements in the
project. In large projects, this may represent a large amount of information that can take
some time to display and process. To speed processing, you can limit a user’s view of the
WABS structure to only the elements he needs to see.

You can restrict access to the WBS elements using the WBS Restrictions dialog box
shown in Figure A, or by assigning a WBS Equivalent User to the project. For
information on using WBS Equivalent Users, see topic 8.7.3 Restricting Access Using
Equivalent Users.

¢ Security _ O] x|

File Edit “iew Fomat Tools Help

B SR B8 7] =]~
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3% - Engineering Development kModel
- W] 4% - Test Vehicle
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ﬂ_l - [ 6. - Data Management
- [ 7.% - Installation and Integration

-

Ok I Cancel | Help |

Figure A. You can restrict access to WBS elements.
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Procedure
To limit access to WBS elements:

1. Select a project and do one of the following:

m Click the WBS Restrictions button ﬁl in the Toolbar.
m From the Tools menu, select WBS Restrictions.
MPM displays the WBS Restrictions dialog box shown in Figure A.

2. Select the WBS elements you want the user to have access to.

The WBS Restrictions dialog box works in the same way as other hierarchy
dialog boxes in MPM.

Items preceded by a & sign can be expanded by clicking on the & sign.
Items preceded by a = sign can be collapsed by clicking on the = sign.
Only items with check marks are selected.

If a collapsed item is selected, its children are included in the selection.

If an expanded item is selected, its children are not automatically included.
They must be selected individually.

If you do not select any items in the WBS Restrictions dialog box, the
user will have access to all WBS elements.

3. To save the selections, choose OK.
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8.7 Giving Users Access to Projects
8.7.3 Restricting Access Using Equivalent Users

If you want to give the same access privileges to a number of users, you can use
Equivalent Users to speed the process. After you assign project features and WBS
elements to a user, you can select the user in the Feature Equiv and WBS Equiv fields.
The target user then shares the same access privileges as the Equivalent user.

An Equivalent User is no different than any other user. You create them the same way
and assign access privileges the same way. However, an Equivalent User must be
assigned a User authorization level. Generally, an Equivalent User’s distinguishing
feature is its name. For example, you might use the name of a project or department.

( Security = =] 3

File Edit “iew Format Toolz Help

| sl w8 7]+ =] =
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Figure A. Assigning Feature and WBS equivalents
is a fast way to restrict user access.

Special Guidelines

m  When you assign a Feature or WBS Equivalent to a project, it overrides any other
access restrictions.
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Using Feature Equivalents
To apply a Feature Equivalent to a project:
1. Select the project.
2. From the Feature Equivalent drop-down list box, select a user.
Only users currently assigned to the same project with an authorization level of
User will be listed.
Using WBS Equivalents
To apply a WBS Equivalent to a project:
1. Select the project.
2. From the WBS Equivalent drop-down list box, select a user.

Note only users currently assigned to the same project with an authorization level
of User will be listed.
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8.8 Maintaining Security Assignments

As a system administrator or project administrator, you may be responsible for updating
project information, deleting projects and users, and resetting passwords. Your
authorization level will determine the extent of your maintenance privileges.

Deleting Projects

Both system and project administrators can delete projects.

If you are a system administrator, you can delete projects assigned to any project
administrator or user. If you are a project administrator, you can delete only projects to
which you have been granted access. Deleting a project removes a user’s access to that
project.

To delete a project:
1. Select the project row by clicking on the row number.
You can select more than one user by dragging down the row numbers.
2. Do one of the following:

m Press the Delete key.
m From the Edit menu, select Delete Project(s).
MPM prompts you to confirm the delete.

3. To confirm the delete, choose Yes.

Deleting Users

Only system administrators can delete users. When you delete a user, MPM deletes the
projects listed under the user. You cannot delete a user if the user is currently logged in to
MPM, or if the user is being used as an Equivalent User. The default SYSADMIN user
cannot be deleted.

To delete a user:
1. Select the user row by clicking on the row number.

You can select more than one project by dragging down the row numbers.
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2. Do one of the following:

m Press the Delete key.
m From the Edit menu, select Delete User(s).
MPM prompts you to confirm the delete.

3. To confirm the delete, choose Yes.

Deleting Cells
You can delete one or more cells in a row.
To delete cell(s):

1. Select the cells by dragging across them with the mouse.

2. Do one of the following:

m Press the Delete key.
m From the Edit menu, select Delete Cell(s).
If prompted, confirm the delete.
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8.9 Changing the Security Window Display
There are a number of different ways you can change the display.

Filtering the Display

You can filter the users and projects displayed by specifying a text string. The text string
can be applied to any combination of the fields. To display all users and projects, select
the All Data option from the Tools|Filter menu.

To filter the display:

1. Do one of the following:

m Click the Filter button %f|in the Toolbar and choose an option from the
dialog box displayed.

m From the Tools menu, select the Filter command and select an option from
the submenu.

MPM displays the Filter dialog box shown in Figure A.

Filter %]
— Filter
&ll Data -
Authority Lewel _I
Changed by
Feature Eiuivalence
Uszer D
"WEBS Equivalence
Filter | x|
Praject ID Contains:
[#IRPLEX =
oK. I Cancel | Help |

Figure A. Enter a text string for the filter.
2. Enter a text string that will be used as the filter criteria and click OK.
MPM ignores upper and lower case letters when it searches for the text string. It
must find the entire string.
Display and Hide Columns

You can display and hide the columns using the Column Hide feature under the Format
menu.
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Changing the Width of the Columns

You can change the width of the columns manually by dragging the vertical bar between
the column headings, or by using the Column Width command under the Format menu.
The Best Fit option in the Column Width dialog box automatically sizes the columns. For
information on these features, see the Getting Started manual.

Hiding and Displaying Projects

You can hide and display all projects, or the projects for a specific user. To hide and
display the projects, you can use the Toolbar buttons, or the commands under the Tools
menu. The buttons and commands are described below.

Button Command Description
il Show Project(s) Shows projects for all selected users
;] Hide Project(s) Hides project(s) for all selected users

3] Show All Projects Shows all projects regardless of selection
3] Hide All Projects Hides all projects regardless of selection

Printing and Previewing

As with other MPM windows, you can preview and print a tabular report of the Security
window using the Print Preview and Print commands under the File menu.

For a complete explanation of the print and preview features, see the Getting Started
manual.
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9

Maintaining the MPM Software

9.1 Introduction to Maintaining the MPM Software

9.2 Backing Up MPM Project Data.............ccccevvvvvennennnn.
9.3 Recovering Data.........cccoooveeviiiiiiiiiii e
9.4 Comparing Detail Data..............cooeeeeeeeieee
9.5 Checking File Version Numbers...................ooeee.
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9.1 Introduction to Maintaining the MPM Software

Your company may be using MPM to track major projects costing millions of dollars. It
is important that you maintain the software and consistently back up the data. MPM
provides several tools to assist you including:

m A data recovery tool
m A report that lets you check the validity of summary data
m File version number control

Each of these is described in the following topics:
9.1 Introduction to Maintaining the MPM Software
9.2 Backing Up MPM Project Data
9.3 Recovering Data
9.4 Comparing Detail Data
9.5 Checking File Version Numbers
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9.2 Backing Up MPM Project Data

You should arrange a systematic backup procedure for MPM project data. We
recommend daily and weekly backups.

Even though your organization may have a system-wide backup procedure that is
administered by a LAN or system administrator, individual users should always maintain
a backup of their current project data.

Deltek recommends that you keep one full backup onsite and one full backup offsite.

All MPM users should be logged out of MPM during a backup session to ensure all files
are backed up. If a backup is performed while some files are open, those files will be
excluded from the backup.

Backups are especially important when running functions such as Project Date Shift,
Estimate Adjust, and Estimating. If you should have a failure part way through these
operations, the database would be corrupted and you would have to restore the data from
a backup.

See Backing Up MPM Files in the MPM Getting Started Guide for more
information on backing up project, global, system and user files.
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9.3 Recovering Data

MPM provides a data file recovery feature that can X
repair files whose indexes become corrupt. If the data et e -
- - - Ll esCcnplon 'y
file recovery feature does not fix the problem, you will Egii\‘sf;fEstiEnate
need to restore all project files from a backup. CLIN
Regardless of the recovery process, be sure all users o
are logged off MPM before beginning the recovery. fhe e
Follup Detai
Follup Heac_ler_
What Happens During a Recovery gl
J22 =
When you run the Recover Files function, MPM NIDTE B k"""" o .
- - L Dackup all project nles pnor (o recover, Also,
creates a temporary file for each file you select as e i e el ik el
fOI IOWS starting the recover process.

Recoverable Project Data Files

Apportioned Estimates

Audit Trail Documentation
Audit Trail Description

Basis of Estimate
BCWP

CLIN

Header

Log

Milestones

OBS

Rollup Header
Rollup Detail
Task Description
WBS Thresholds
WBS

WBS Leg Security
Weekly Data

projnameZ.APP

projnameG.ATX
projnameC.AUD

projnameE.BOE
projnamel.BWP
projnameR.CLN
projnameT.HED
projnameQ.LOG
projnameA.MIL
projnameB.OBS
projnameU.RRH
projnameW.RRD
projnameD.WTD
projnameX.WTH
projnameP.WBS
projnameN.USR
projnameF.WRD

8] 4 | Cancel | Help |

Figure A. You can recover one
or more files whose indexes
have become corrupted.
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Global Files
Burden Templates TEMPLATE.LIB
EOC Codes EOCCODES.LIB
Fiscal Calendar CALENDAR.FSC
Holiday Calendar CALENDAR.HOL
Resource Codes RESOURCE.LIB
Resource Rates RATE.LIB

During the recovery process, MPM first copies your designated files to a temporary file
MPM*.TMP). The original file is retained intact while the temporary file is updated.

If for any reason the processing is aborted without completing, you can correct the error
condition (for example, lack of disk space) and begin the recovery again. If the recovery
is successful, MPM copies the temporary file back to the original file and then deletes the
temporary file. MPM does this for each file.

To recover corrupted Project or Global data files:
1. From the Menu Manager window:

a. Project data files — select the Projects tab and open the Project
Maintenance window.

b. Global data files — select the Globals tab and open the Global
Maintenance window.

2. From the Tools menu, select Recover Files.
MPM displays the Recover Files dialog box.
3. Select the file(s) you want to recover from the File selection list box.
To select more than one file, use the Shift+Click and Ctrl+Click combinations.

4. To begin the recovery process, choose OK.
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Recovering System Files

The Recover Files command under the Tools menu can recover project and global files
only. It cannot recover the following system files:

m  PROJ.DAT (Project List)

m  GLOBAL.DAT (Global List)

s  MPMUSERS.DAT (User List)

To recover the system files, you must use the Recover System Files utility (i.e., the
MPM621.EXE file). The utility is independent of MPM and you run it from the Start|Run
menu. Before you begin the recovery process, be sure to back up the system files and
ensure that you have enough disk space available for the recovered files.

1. Click the Start button and select Run.

2. In the Open box, type the drive, directory, and filename of the Recover System Files
utility (for example, C:\DeltekMPM\MPM621.EXE).

MPM displays the Recover System Files dialog box (See Figure A).

‘wi'- Recover System Files

— System File
The fallawing systen files can be recovered:
% Project List - PROJ.DAT
" Global List - GLOBAL DAT
7 User List - MPMUSERS. DAT
MOTE: Backup all system files [Proj.dat, Global.dat, Mpmusers.dat]

prior bo recover. Also, please ensure there is adequate disk space
before starting the recower process.

QK I Cancel | Help |

Figure A. Recovery System Files.

3. Click the Option button for the file you want to recover. You can recover only one
file at a time.

4. To start the recovery process, click OK.

Upon completion of the recovery process, a message is displayed indicating whether the
recovery was successful or unsuccessful.

m |f the recovery is successful, the message indicates the location of the recovered
file.

m If the recovery is unsuccessful, the message indicates the reason for the failure
(for example, file locked, file corrupted, lack of disk space).

Repeat this process for each system file you wish to recover.
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9.4 Comparing Detail Data

There is a report that lets you compare detail data with EOC rollup and Summary rollup
data. The report helps you verify that all estimate and actuals data for a project are in
sync.

When you run the report, MPM compares BCWS, ACWP, and ETC values stored in the
detail records with the values stored in the EOC or Summary rollup records.

hW’inMPM - Menu Manager _[O] ]
File ‘View Tool: Help
[

Globalsl F’roiectsl Utiities = Reports Ilmpoltsl EHportsI

& & & & & &°

Accounting  Appartioned Basis of Burden and  CLIN/SOWA.. CPR1

Calendar Estimates Estimate Fee
CPR 2 CPR 3 CPR 4 C35R Conftract Line

Items

Q @ [ (=] =l
B Report Conditioning

EstAccnunt DD 1861 File Edit “iew Tools Help
-—j—gl Sl &lm@| [oo =@ 2] =]*]=]
E—
Q Filter
Compare i

Dietail and
Fallup

Criteria

Repart Type Element of Cast Rollup
ent of Cost Bollup
urarmary R allup

Output Filename
-
o | ;I_I
\ 4

Figure A. You can choose to run the Compare Detail and Rollup report
against EOCs or summaries.
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Procedure

The procedure for running the report is described briefly below. For a more complete
discussion of using report conditioning, see Chapter 15: Reports in the MPM Projects
manual.

1. Select the Report tab in the Menu Manager window.

2. Select the Compare Detail and Rollup report.

MPM displays the Report Conditioning dialog box shown in Figure A.
Select a project.

Select the report type, either Element of Cost Rollup or Summary Rollup.
Select the output format.

Select the output file name if appropriate.

N oo g b~ w

To run the report, click the Run button ﬁl in the Toolbar.
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9.5 Checking File Version Numbers

As you download updated files, you may want to check the dates on the files and the
version numbers. You can do this directly from the Menu Manager window using the

Details view shown in Figure A.

2 WinMPM - Menu Manager _ O] x|
File “iew Tools Help
Globals | Frojects | Utiities | Reports | Imports | Exports |
Applet | odule | Date - Time | “Wersion |
C:AMPMYMPMELOEB. MFL 08/18/1997 00:45  2.0.165
CiMPMAMPRMCAL MFL 084181957 00:24 20211 BETA
& lements Of Cost CiMPMWMPHEDCMFL 08/18/1957 00:28 20176
E Resowces and Burd...  C:hMPMWMPMBATE MFL 0581813597 01:28 20137
g Burden Templates CyMPMYMPMBRD MFL 058/18/1397 00:32 20175
Spread Curves CAMPMYMPRMSPRDMFL 08/18/19597 00:56 20162

4

Figure A. The Details view of the Menu Manager window
shows you date, time, and version information about each file.

To switch to the Details view, do one of the following:

m Click the Details button
m From the View menu, select Details.

in the Toolbar.
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Index

A

Accessing
Burden Templates window, 74
Calendar window, 22
Elements of Cost window, 40
Global Maintenance window, 4
Resources and Burdens window, 54, 92
Security window, 126
Spread Curves window, 113
Adding
Classes of Cost (COCs), 46
Elements of Cost (EOCs), 44
users, 140
Auth Lvl field description, Security window, 130
Authorization levels
project administrator, 122
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user, 122
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Backing up MPM project data, 160
Burden code order, how it affects calculations, 85
Burden codes
copying and pasting, 66
creating and inserting, 58
deleting, 86
editing, 66
entering rate table information, 60
manually, 62
using Escalate Rates function, 64
using Fill Right, 62
Burden templates
burden code order, how it affects calculations,
85
creating, 78, 80
deleting, 86
example and terminology, 83
Fee type burden codes, including, 78

introduction, 72
previewing, 77
printing, 77
recommended reports, 88
Burden Templates window
accessing, 74
orientation, 76
Burdens
deleting, 67
introduction, 52

C

Calculations, how affected by burden code order,
85
Calendar window
accessing, 22
orientation, 24
Calendars
creating, changing, saving, 26
Equivalent person month hours, entering, 34
holidays, entering, 32
overview, 20
recommended reports, 36
weekly data information, 26
Changed By field description, Security window,
131
Changing passwords, 142
Classes of Cost (COCs)
adding, 46
deleting, 49
editing, 48
showing and hiding, 43
Copying and pasting
burden codes, 66
global sets, 11
resources, 106
Creating
burden codes, 58
burden templates, 78, 80
calendars, 26
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custom spread curves, 116
global sets, 8
resources, 96

D

Data, recovering, 161
Days before password expires, 134
Default global set, description, 3
Deleting
burden codes, 86
burden templates, 86
burdens, 67
Classes of Cost (COCs), 49
Elements of Cost (EOCs), 48
global sets, 11
holidays, 33
projects, 152
rate tables, 61
resources, 106
users, 152
Detail data, comparing with EOC rollup and
Summary rollup data, 165

E

Editing
burden codes, 66
Classes of Cost (COCs), 48
Elements of Cost (EOCs), 48
resources, 106
Elements of Cost (EOCs)
adding, 44
deleting, 48
editing, 48
introduction, 38
limitations, 38
previewing, 43
printing, 43
recommended reports, 50
Elements of Cost window
accessing, 40
orientation, 42
Entering rate table information
for burdens, 60
manually
burdens, 62

resources, 102
using Escalate Rates function
burdens, 64
resources, 104
using Fill Right
burdens, 62
resources, 103
Equivalent person month hours
entering, 34
using to calculate equivalent persons, 34
Equivalent persons, calculating using Equivalent
Person Month Hours, 34
Equivalent users, using to restrict access to
features and WBS elements, 150
Escalate Rates function
using to enter burden rates, 64
using to enter resource rates, 104

F

Feature Equiv field description, Security window,
130
Fees, calculating by WBS element or resource, 78
Field descriptions, Security window, 130
Fiscal months
establishing, 30
restrictions, 31
synchronizing, 20

G

Global Maintenance window
accessing, 4
orientation, 6
Global sets
copying and pasting, 11
creating, 8
deleting, 11
path, changing, 13
previewing, 7
printing, 7
recovering, 15
Globals field description, Security window, 131
Globals, security access privileges, 122
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H

Holidays
deleting, 33
entering, 32

L

Last Changed field description, Security window,

131
Limit one password change, 134, 135
Login attempts, 135
Login Banner

setting, 138

M

Minimum password length, 135
MPM project data, backing up, 160

N

Name field description, Security window, 131
Number of Login attempts, 135

O

Orientation
Burden Templates window, 76
Calendar window, 24
Elements of Cost window, 42
Global Maintenance window, 6
Resources and Burdens window, 56
Resources window, 94
Spread Curves window, 114

P

Password expiration, 135
Password Settings, 134
Password/Login Settings, Login Settings, 134
Passwords
changing, 142
Expiration, 124
Expire, 134
Expiring, 124
Minimum length, 135

resetting, 123
Resetting, 143
setting, 123
Path, changing for global sets, 13
Phone field description, Security window, 131
Predefined spread curves, 114
Previewing
burden templates, 77
Elements of Cost (EOCs), 43
global sets, 7
resources, 95
Printing
burden templates, 77
Elements of Cost (EOCs), 43
global sets, 7
resources, 95
Project administrator authorization level, 122
Project features, restricting access to, 146

Project ID field description, Security window, 130

Projects
deleting, 152
giving users access to, 144

R

Rate tables
deleting, 61
entering information
for burdens, 60
for resources, 98
manually
burdens, 62
resources, 102
using Escalate Rates function
burdens, 64
resources, 104
using Fill Right
burdens, 62
resources, 103
Recommended reports
burden templates, 88
calendars, 36
Elements of Cost (EOCs), 50
resources, 110
spread curves, 120
Recovering
global sets, 15
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Recovering data, 161
Report Edit

field description, Security window, 131

security access privileges, 122
Reset passwords, 143
Resources
copying and pasting, 106
creating, 96
deleting, 106
editing, 106
entering rate table information, 98
manually, 102
using Escalate Rates function, 104
using Fill Right, 103
introduction, 90
previewing, 95
printing, 95
recommended reports, 110
Resources and Burdens window
accessing, 54, 92
orientation, 56
Resources window
orientation, 94
Restricting access to
project features, 146
WBS elements, 148

S

Saving
calendars, 26
Security access
authorization levels, 122
introduction, 122
privileges
globals, 122
repord edit, 122
spread curves, 122
Security options, setting, 132
Security window

accessing, 126
field descriptions, 130
Setting security options, 132
setting the Login Banner, 138
Spread curves
creating custom, 116
introduction, 112
predefined, 114
recommended reports, 120
security access privileges, 122
Spread Curves field description, Security window,
131
Spread Curves window
accessing, 113
orientation, 114
Spread curves, impact of task duration on, 118
Synchronizing fiscal months, 20
System administrator authorization level, 122

T

Task duration, impact on spread curves, 118

U

User # field description, Security window, 130
User authorization levels, descriptions, 122
User ID field description, Security window, 130
Users

adding, 140

deleting, 152

w

WBS elements, restricting access to, 148
WBS Equiv field description, Security window, 130
Weekly

weekly data information, 26



	Deltek MPM 3.4  Globals Manual
	About this Manual
	If you Need Assistance

	1 Creating and Maintaining Global Sets
	1.1  Introduction to Global IDs
	1.2  Accessing the Global Maintenance Window
	1.3  Orientation to the Global Maintenance Window
	1.4  Creating a Global Set
	1.5  Maintaining Global Sets
	1.5.1  Changing the Path for a Global Set
	1.5.2  Recovering Global Sets

	1.6  Recovering System Files

	2 Defining Calendars
	2.1  Overview of Calendars
	2.2  Accessing the Calendar Window
	2.3  Orientation to the Calendar Window
	2.4  Creating, Changing, and Saving Calendars
	2.4.1  Establishing Fiscal Months
	2.4.2  Identifying Holidays
	2.4.3  Entering Equivalent Person Month Hours

	2.5  Recommended Reports

	3 Defining Elements of Cost
	3.1  Introduction to Elements of Cost
	3.2  Accessing the Elements of Cost Window
	3.3  Orientation to the EOC Window
	3.4  Adding an EOC
	3.5  Adding COCs
	3.6  Maintaining EOCs and COCs
	3.7  Recommended Reports

	4 Defining Burdens
	4.1  Introduction to Defining Burdens
	4.2  Accessing the Resources and Burdens Window
	4.3  Orientation to the Resources and Burdens Window
	4.4  Creating and Inserting New Burden Codes
	4.5  Entering Rate Table Information
	4.5.1  Entering Rates Manually and with Fill Right
	4.5.2  Entering Rates with the Escalate Rates Function

	4.6  Maintaining Burden Codes
	4.7  Changing the Display

	5 Defining Burden Templates
	5.1  Introduction to Defining Burden Templates
	5.2  Accessing the Burdens Templates Window
	5.3  Orientation to the Burden Templates Window
	5.4  Creating a Burden Template
	5.4.1  Procedure for Creating a New Burden Template
	5.4.2  Burden Template Example and Terminology
	5.4.3  Burden Code Order Affects Calculation

	5.5  Deleting Burden Codes and Templates
	5.6  Recommended Reports

	6 Defining Resources
	6.1  Introduction to Defining Resources
	6.3  Orientation to the Resources Window
	6.4  Creating a New Resource
	6.5  Entering Rate Table Information
	6.5.1  Defining and Deleting Rate Tables
	6.5.2  Entering Rates Manually and with Fill Right
	6.5.3  Entering Rates with the Escalate Rates Function

	6.6  Maintaining Resources
	6.7  Changing the Display
	6.8  Recommended Reports

	7 Defining Spread Curves
	7.1  Introduction to Defining Spread Curves
	7.2  Orientation to the Spread Curves Window
	7.3  Creating a Custom Spread Curve
	7.4  Impact of Task Duration on Spread Curves
	7.5  Recommended Reports

	8 Controlling Security Access to MPM
	8.1  Introduction to Security Access
	8.2  Accessing the Security Window
	8.3  Security Field Descriptions
	8.4  Setting the Security Options
	8.4.1  Password/Login Settings
	8.4.2  Setting the Login Banner

	8.6  Changing and Resetting a Password
	8.7  Giving Users Access to Projects
	8.7.1  Restricting Access to Project Features
	8.7.2  Restricting Access to WBS Elements
	8.7.3  Restricting Access Using Equivalent Users

	8.8  Maintaining Security Assignments
	8.9  Changing the Security Window Display

	9 Maintaining the MPM Software
	9.1  Introduction to Maintaining the MPM Software
	9.2  Backing Up MPM Project Data
	9.3  Recovering Data
	9.4  Comparing Detail Data
	9.5  Checking File Version Numbers

	Index

