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To register the project in the Ipmp software, first its

general information is entered.

General information includes time information,

responsibility, financial and other settings.

It is also possible for the project manager to make
settings on the "Project Settings" page, and to add sections
to record more information and settings to the relevant
general information (how to do these settings is described

(n the "Project Settings" user manual).

It should be noted that some information will need to be
edited during the project implementation (such as the

project status).
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Access

Access to this page is first possible for the
system administrator user and then for users who
are either project managers or have a role that has
"project administrator” or "general information"

access in that project.

Users In Project Roles Project Access

Project Access

el General

»  General documents

> Scope
> Cost
> Time

> Resources

»  Stakholders

»  Miscellaneous
»  Risks & Issues

Project administration

Project Info
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How to complete the general information?

As mentioned, first the system administrator defines some general information of

the project.

In this case, entering some information is required, and completing other fields can
be done by a system administrator or other people with access, including the project

admin (who is chosen by the project manager).

Also, some fields are displayed after the initial definition of the project and in the

editing mode of the general information.

Figure 1 shows the overview of the general information in editing mode by the

system administrator.
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Some fields such as "Project Admin" can only be filled by the system

administrator user, and other users do not have access to edit them.

As shown, this form has two tabs in the project editing mode:
1-General information

This tab has three main sections (basic information, responsibilities, and financial)
and has another section called custom fields (This section is custom and can be
defined if needed).

After defining the project, the name of the project will be inserted in the upper part
of this page.
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1-1-Basic information

This section includes fields for registering the basic information:

Project Public | rsched docurmnts
Title: * ‘0TaskMasler: ‘ ‘ o
Contract of Project: | Please Select... v ‘e Conbai ‘ ‘ 0
Vi
fonttact Ho ‘ 9 Supervisor: ‘ ‘
f V) Q
Project Type: * Please Select... v ‘ or ‘ ‘
_ : PL10)
Project Status: * Please Select .. v e
— Contract Subject: ‘ ‘ 0
Organization Unit: v | 4
7 ) Project Location: @
Country: ‘ Please Select .. v ‘
Geographical Latitude: | 35.714202 Longitude:
Location
514030279 | Omep |
Fig. 2

1. Fill project’s title in this field. The title of the project must be unique - if it is repeated,
an error message will be opened when registering - and it is better to summarize it in 9
words (As mentioned, this filed must be entered, its insertion and editing are only
available to the user is the system administrator).

2. In field No. 2, select the main contract of the project that the project will start with.




Y
IPMP

General Information User Manual

In project contract field, select the contract between project

executor and client.

It should be noted that the payment amounts registered on this
contract are considered receipts of the project, in other words, by
recording the payments on this contract, the actual cash-in of the

project is determined.

while other project contracts are considered contracts with sub-
contractors and the payments recorded on them are considered as

actual cash-out.

3. Fill this field by contract No according to the contract selected in part 2 (it will be
completed automatically by clicking on the save button).

4. In field No. 4, select the type of project among the available options (Creating the
project type is done in the project types section, the method of doing it, is mentioned
in the user manual on its page) (This field is required to enter).

5. Infield No. 5, select the project status among the available options (creating the project
status is done in the project status types section, the method of doing it, is mentioned
in the user manual on its page) (This field is required to enter).

6. Fill this field by name of the project's organizational unit.
7. Fill this field by name of the client's company or person.
8. Fill this field by name of the natural or legal person of the contractor.

9. Fill this field by name of the project supervisor.
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10. Fill this field by name of the consultant.

11. Fill this field by subject of the contract.

12.Fill this field by project location, select the location of the project according to the
information.

13. Fill this field by longitude and latitude of the project location. If you are connected to
the Internet, you can specify the intended location on the map.

1-2- Time information (editing mode)

This section is added in editing mode by the system administrator or project admin.

Time Informations
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Fig. 3
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Default mode

By default, on the "Project Settings" page, the option to display dates in the general

information is disabled. In this case, only fields number 1 to 5 are displayed.

—

. In this field, select the project date type between Hijri and Gregorian.
2. In this field, enter the considered hours per day of the project.

3. In this field, enter the considered days per week of the project.

4. In this field, enter the considered days per month of the project.

5. In this field, select show type of activities time among the available options. The
time unit selected in this section is used as a default for displaying in diagrams

such as the S-curve of the project.

“The show date part in project information" activated mode

If the project manager has activated the option to display dates in general
information of project on the "Project Settings" page, fields No. 6 to 12 will be added

to this part:
6) In this field, enter the date of the contract that selected in the previous section.
7) In this field, enter the plan start date of the project.
8) In this field, enter the actual start date of the project.
9) In this field, enter the forecast end date of the project.
10) In this field, enter the contract effect date of the project.
11) In this field, enter the plan end date of the project.

12) In this field, enter the actual end date of the project.




Y
IPMP

General Information User Manual

1-3-Responsibilities

Currently, this section has one field.

Project Admin: * Please Select... v

Fig. 4
In this section, during defining the project in the software, the system administrator
must choose the project admin of this project among the users who have the (system)

role of Project Manager.
* Access to fill and edit this field is only available to the system administrator user.
1-4-financial

Currently, this section has a field that must be completed during project definition.

Financial

Project Default Currency Type: * ‘ Please Select... -

Fig. 5

In this part, select the project default currency between Dollars and Euros.
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1-5- Custom fields

This part can be seen if the system administrator has defined the organization's

required custom fields on the "Dynamic Fields " page.

Another Deftails

Client Org. : O

Custom Field 2 : | ‘
Operation Orq. : O

Custom Field 1 :

Fig. 6

As mentioned, if the organization needs fields in the general information of the
projects that are not included in the introduced sections, it is possible that the required
fields can be defined by the system administrator on the "Dynamic Fields " page. It
should be noted that it is possible to define different types of fields (menu, text, etc.) in

the dynamic fields page, which is explained in its user manual.

The defined fields can be seen in Figure 6.

Finally, click on to save entered information in the software.




2-Attachment

In this tab, attach the necessary documents of the project.
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l Project Publ'rcl Attached documents I

BZEHSH

Title Y; Get the |atest version i Generator Y; Vers... YI Type 7; Receiver Docum... Y‘ Creatio... Yi

‘Cretnr

Y tastiodii. Y| LastModifier ||

Click on to open

the following figure and
attach the necessary

documents in the software.

First fill the fields and
then click on  seafie..  to
upload the document and
click on to save the

changes.

Fig. 7
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Fig. 8




