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Project and Task Management Module

The Project and Task Management tool is available in the full version of SysAid and

in the full version 30-day trial. This module is not available in the free version.
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This feature, has been designed for task and project management, and allows

members of staff to:

e Track progress

o Track resource usage (personnel)

o Allocate time wisely

o Keep record of all activities and perform a search on them

« Store relevant documentation

o Review and record all versions of the project (A version numbering system
operates providing the user with a review of changes made to the project

over time).

With Project and Task Management, one can focus upon improving time
management, track expended resources and oversee the successful completion of
project deliverables. User-specific customization is available in Project and Task
Management. The Project and Task Management interface simply lets you
manage multiple-projects, add file attachments and input detailed information on
project milestones and on personnel.

Working in the task interface you can easily build step by step your project, by
detailing all tasks necessary you come closer to fulfilling the project’s goals. All

service requests associated with a project can be reviewed.

You do not need a large project in order to use the Project and Task Management
module. You may just want to plan one task or schedule recurrent tasks; SysAid
easily helps you do it.
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PROJECTS

Creating a project
A project is a clearly defined undertaking with a timeframe, a goal, and steps to
achieve this goal. A project is comprised of tasks. Examples of projects are to

create an application, test a system, or install and integrate new software.

1. Projects can be listed and created on the Project List page.

2. Go to Tasks/Projects in the sidebar. The Project List screen will open
(Figure 1).
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3. You can create a new project by clicking the New E] icon. A new window

called General Details will open.
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New Project

Tasks | | General Details | Description  Tasks | History | Gantt | Notification | Related Items |
; |
Activities
Title [
Motifications
I [| Goegory [Please select a category. (]
fﬁ Status IPIanneil V‘
Stait Time | | =T
End Tiime l I

Howrs

Raw Estimation

Manager Folga 7 User general details  [EELCEH EEE
Requested Group |m7
Total Task Estimation 0
Calculated Progress 0%
[ Gic | Cancel §Uiinoly |

1. It is recommended to fill in as many fields as possible in this form. In
the example above we have completed all the fields. When you will
first open the General Details page you will be assigned a Project #
number, which will appear at the top of the page. Once you have saved
the General Details page and subsequently returned to the General

Details page, the title of the project will appear next to the project

number.
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Table 1: Contents of the General Details Page for a Project

Field Description

Title Main project title

Category* The list of project categories should be set by the administrator in
Customized Lists (Go to Preferences> Customize-> Customized
Lists> List. In the dropdown menu select Project Category. Add a
number in the key box and project category names in the caption
box).

Status* The list detailing the Project Status should be set by the
administrator in Customized Lists (Go to Preferences-> Customize—>
Customized Lists=> List. In the dropdown list select Project Status.
Add a number in the key box and project status names in the

caption box).

Start Time Click on the calendar icon and select a start date

End Time Click on the calendar icon and select an end date

Raw Est An estimate of the number of hours the project should take.
Manager The manager in charge of the project

Requested Group The group that has requested the project

Total task estimation This field contains a calculation of the total estimation of the

project based on the estimations of all tasks- as filled in manually

by the administrator in each task related to that project.

Calculated Progress This field is calculated according to the summery of the progress
fields in all the tasks of the project. The calculation for a project
with tasks i to n is the sum of each task estimation in hours
multiplied by that task progress in percentage and divided by the

sum of the estimation for all the tasks:

Yi-n(task estimation * task progress)

2 i-n Estimation

*Project Category and Project Status should be customized in the Customized Lists tab.

4. Click Ok to save.
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Adding Notes, File Attachments and Version Numbers

Throughout the duration of the project you can add a supplemental description,
write notes to yourself and add important attachments to the project. Click on
the Description tab, located next to General Details. Add text or file
attachments, click Apply to save. If you have added notes or a new description
these will be automatically time stamped by SysAid. As you change and update
the project SysAid gives a version nhumber so that you can see all changes that
were made to the Description and the General Details tab. These are viewable

in the History tab. In the History tab click on project changed link to view the

details.

Overview of How to Add Customized Fields to Any Task or Project Page.

The Tasks/Projects portal contains an extensive selection of add-in fields which

can be fully customized to meet your project needs.

1. First choose where you would like to add the new field in the Project or
Task interface. Consider whether you require a text field; numeric field; a
drop-down list, or a notes section to be added. The possibilities are detailed
in Table 2 below under Field Type column. Choose a new name for this
field.

2. Now go to Preferences - Customize > Translate.

3. In the Translate page, click to download the translate file. To edit
the Translate file as a text file, you may use Notepad or a similar
program.

4. Open the file to edit it. To look for the field name that now needs to
be edited, press Ctrl + F and enter the field name as it appears in the
SysAid dropdown list. For instance, you might want to change the
name of the field: project.cust_list1(which appears on the left) to
create a field that is useful for your purposes, let us say, "Project

Level". A field such as this may specify the different levels

SysAid Task/Project Guide 6.5. 6
6 Hamasger St . Tel (Israel): +972 3 533 3675 Toll Free center (U.S): 800-686-7047
P.0.BOX 1010, Or-Yehuda, Fax (Israel): +972 3 761 7205 Tel (U.S): +1 617 275 5562

60223. ISRAEL E-mail: inffo@ilient.com Fax (U.S): +1 617 507 2559



Aid

Keep IT Simple

determined for your projects. See the table below for the exact
default field names in the Translate file.
Note that in case you wish to add a customized field which is a list field,

you will need to go through some more steps, which are described later.

c File Edit ‘iew Format Project Tools Options Window Help -8 X
A HA &R | ) BB 2 8 8. 88y Tefies =

0 m syzaid_text_en_US.utfS.properties * [ReadOnly] |

| 50

1 1 g 1
project.requested=Requested Group
project.manager=Manager
project.assigned. group=Assigned Group
rroject.list=Froject List
project.new=New Project
project.duplicate=Duplicate Froject
project.print.projects=Print selected projects
project.delete.projects=Delete selected projects (Purge
project.select=Select Project

project.gantt=Gantt

project.cust listl=Project Level

project.cust listZ=Project Custom List Z

project.cust textl=Project Custom Text 1
project.cust:text2=Project Custom Text 2

project.cust notes=Project Custom Notes
project.cust:intlzProject ClEE e T L

project.cust intZ=Froject Custom Int 2
project.cust:datelzProject Custom Date 1

project.cust datez=Project Custom Date 2

|}!

project.category=Category
project.title=Title ¥

5. Type your new field name on the right, after the equals sign (=), (for
example, "Project Level") instead of the default name (for example,
project.cust_int1).

6. Save the file in an easily accessible location on your computer, for
instance, on your desktop.

7. Now, from the Translate page in SysAid, upload the file you have just

edited.
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8. Go to the page where you want the field to appear and click on the

I‘ i
Customize icon.

9. A pop screen will open, called Desigh Form. In the box called Available
Fields you will now see the newly named field. Select it. Click on the arrow

button to move it to the Visible Fields box.

Design form

Tab: !ﬁeneml [bemiI5V|

R e

Tab caption: _$reSnurce__.g!_atﬁtringl_{_'_BFj

Visible

Available fields : Visible fields
Project Custom Date ' | Titie

Project Custom Date 2 Category
Project Custom Int 1 Status

Project Custom Int 2 Start Time
Project Custom List 2 End Time
F"|nje¢t Custom Motes |R-‘|W Estimation
Project Custom Text | |Manager
Project Custom Text2 = Requested Group
Project L evel =

| Tasks v |

Default value:
View only

Required

Note that you can choose that the field will be of a view-only type, and the user
will not be able to edit it.
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Page:
Page caption:

Visible

Available fields

Design form

ey ' i
| General Details ¥

Visible fields

Actions f\_l ITitIe

Assigned Group | Category
Attachmenis | Btatus

Company | Start Time
Description = (End Time

Gantt |Raw Estimation
History (Manager

Links [Requestad Group
Hotes

Hogification Title w

Default value:

View only

Required

ow e

10. Click Save. This new field will now appear in the page.

Adding a Customized List to a Project or Task Page

1. After completing steps 1-4 described above, go to Customized Lists. This
tab is located next to the Translate tab.

2. In the drop-down List select the newly created list field. The Key and
Caption boxes will be empty. You should start coding your list.

3. In the key box you should use a numeric figure. Add the text description in

the caption box. Click Add to save this line entry.
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4. You can adopt any numerical coding sequence (1, 2, 3, 4, 5or 10, 11, 12,
13, 14), the only rule is that you cannot use the same number twice as this
causes the entry to be overwritten and do not use decimal point or commas.

5. Once you have added all entries to the list, click Save.

6. Finally go to the page where you want to add the list. Click on the

e
Customize icon K.

7. A pop screen will open, called Design Form. In the box called Available
Fields you will now see the newly named list field. Select it. Click on the
arrow button to move it to the Visible Fields box.

8. Click Save. This new list field will now be updated and appear in the page.

Table 2: Names of the Project and Task Fields for Customization

Field name in the Translate page Field Type
Project
project.cust_list1 Creates a drop-down list (text or

numeric)
project.cust_list2 Creates a drop-down list (text or

numeric)
project.cust_text1 Adds text field only
project.cust_text2 Adds text field only
project.cust_notes Adds a note box
project.cust_int1 Adds a numeric field only
project.cust_int2 Adds a numeric field only
Tasks
task.cust_Llist1 Creates a drop-down list (text or

numeric)
task.cust_list2 Creates a drop-down list (text or

numeric)
task.cust_text1 Adds a text field only
task.cust_text2 Adds a text field only
task.cust_notes Adds a note box
task.cust_int1 Adds a numeric field only
task.cust_int2 Adds a numeric field only

SysAid Task/Project Guide 6.5. 10

6 Hamasger St . Tel (Israel): +972 3 533 3675 Toll Free center (U.S): 800-686-7047
P.0.BOX 1010, Or-Yehuda, Fax (Israel): +972 3 761 7205 Tel (U.S): +1 617 275 5562

60223. ISRAEL E-mail: inffo@ilient.com Fax (U.S): +1 617 507 2559



Aid

" Keep IT Simple

Add Customized Fields to Project, Task or Activities List Page
1. To see the new customized fields in any list page (Project, Task or

Activities) go to the list page you want the field to appear.

2. Click on the Customize icon . The Customize List pop up screen will
appear.

3. In the box called Available Fields you will now see the newly named list
field. Select it. Click on the arrow button to move it to the Visible Fields
box.

4. Click Save. This new field will now appear in the list page.

Duplicate Project

An option to duplicate a project (similar to the option of duplicating a service
request) simply by clicking a Duplicate icon is available from within a specific
project.

Go to Tasks and Projects - Projects page.

Click to open the project you wish to duplicate.

Click the Duplicate icon at the top bar
The project with all its tasks is duplicated. An example for a project you might
want to duplicate can be - tasks that should be preformed when a new employee

joins your IT team (from a template you have created for this purpose).

SysAid Task/Project Guide 6.5. 11

6 Hamasger St . Tel (Israel): +972 3 533 3675 Toll Free center (U.S): 800-686-7047
P.0.BOX 1010, Or-Yehuda, Fax (Israel): +972 3 761 7205 Tel (U.S): +1 617 275 5562
60223. ISRAEL E-mail: inffo@ilient.com Fax (U.S): +1 617 507 2559



“Aid

" Keep IT Simple

TASKS

Viewing Current Tasks and Adding New Tasks
The success of every project is dependent upon the successful completion of a

series of tasks. A task is a specific operation, usually one of many that comprise a
project. Thus, tasks form smaller parts of a project. They are the steps necessary
to complete the project.

A task will usually be assigned to a single individual. Different employees can work
on their prospective tasks independently and concurrently.

Not all tasks belong to a project. A task may be a one off activity, for example to

install Adware or be recurrent at designated intervals.

Click Tasks on the left menu to reach you tasks list. Note that you can display a

gantt chart of all the tasks in the list, by clicking the Tasks and Projects icon

at the top bar. The tasks that are grouped by categories will be displayed in
groups.

Account cidb  User ariel o

Eé TasksProjects ¥ | S

Projects

Project; Category: Status: : Use
| | | AN v| [ an v/ [an
Activities. - e I |
Nitificatans Task List - Records 1 -5 of 5 -
| #= | Tide Praject Category | Status Start Time | End Time | Estimation | Progress | Total Task time |
= | 1 Sample Task A1 Sample Project A Test Mot started 03i02/2009 03/24/2009 2 Hours 10 % 0o:00
ﬁ ™= 2 Sample Task A2 Sample Project & Test Mot started 03/04/2009 032772009 S Hours 20% a0:00
l 3 takt Mew Project? Test In prograss 03111;2008 03/31/2008 3 Hours 10 % a0:00
(il 4 task2 Mew Project2 Test In progress 03i02/2009 03192009 5 Hours 20 % 00:00
= [ task3 Mew Project2 Test In progress 03i05/2009 03/26/2009 4 Hours 16 % 00:00
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To enter a task that belongs to a project, go to Tasks/Project >Projects. Click on
your project; to view your task, click on the Task tab, next to the Description tab

where you can view and manage all your tasks for each project.

To create a new task, click on the New icon E], under Tasks. A General Details
page will open. Specify your task by filling out the form. It is recommended to add

as many details as possible, as this information will help you managing the task in

the future.

V65,01 Accountcmdb Useroge MR =2 ®
=

v
| Projects |
| ' New Task
| R | VGF-'nE"al betéils i Description _Llsi Activities | History ..Notification Related Items  Business Impact
E Holifications | .
| | Title
,\é Project [Seleat Ploig_cj‘}
Category Please select a category. ¥
Status Not staited n|
Start Time |20-08-2000 | =
End Time [ | =
Estimation ot
%
Progiess "' ‘
1 Attachment none MNH
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Table 3: Contents of the General Details Page for a Task

Field Description

Title Task title

Project Name of the project the task is part of

Category* The list of task categories should be set by the administrator in
Customized Lists (Go to Preferences-> Customize—>Customized
Lists> List. In the dropdown list select Project Category. Add a
number in the key box and project category names in the caption
box).

Status* The list detailing the Project Status should be set by the
administrator in Customized Lists (Go to Preferences - Customize
->Customized Lists > Project Category. Add Task Status names in
the caption box).

Start Time Click on the calendar icon to select a start date

End Time Click on the calendar icon to select an end date

Est (hrs) Hours you estimate that this task will take.

Progress (%) The % of progress accomplished on this specific task. This field

should be added if you want to take advantage of viewing your
tasks via a gantt chart.

*Project Category and Project Status should be customized in Customized Lists tab.

View Tasks in a Gantt

To view graphically all of your tasks and timelines for a certain project go to the
Gantt tab.

1. Go to Tasks/Projects = Projects, click on a project. One of the tabs
contains the Gantt.

2. If you do not see anything make sure that you entered dates for the Start
and End time fields and a value for the Progress (%) field for each of
your tasks. In the Gantt, the green color relates to the percentage of
progress you have already made. The grey part relates to the time
needed to complete the task. This calculation is automatically made by

SysAid based upon the Progress field.
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3. To print the Gantt, right click on your mouse, and select Print Picture.

It is impossible at the moment to print the Gantt using the Print icon

at the top of that page.

v6.0.01 Accountcmdb  User

(T e T T | |
B Teseproecs v O 0T >
T Project #1 (Migrate Exchange Server to new version)
5

T
Tasks General Details | Description | Tasks | History i Gantt | Notification

Activities

Notifications Project# 1 Migrate Exchange Server to new version
( From 23-03-2009 - 26-03-2009

Task 23-03-2009 24-03-2009 25-03-2009
S0%

Backup current settings

0%

Perform the upgrade

0%

Perform tests '

Business Impact

Under this tab you can choose to attach a Cl to tasks. SysAid can displays the
business impact of each task. Click the ‘Change’ button to choose a CI to attach to
the task, and define the Cl relations. To learn more about the advantages you can

gain from defining relations in your CMDB, please consult the CMDB Guide.

History and Version Numbers

The History function is an automated feature of SysAid. Whenever you change
any information of the project in General Details or in the Description tab
SysAid time stamps this change, records the change and gives it a version
number. Click on the History tab, the most recent changes appear at the top of
the History table, in descending order. In the History tab click on project
changed to view the details.
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Schedule Recurring Notifications

SysAid enables creating either automatic or manual recurring notifications,
correlated to a task, or to a number of tasks which form a project. The recurring
notification can be sent either on a single occasion, or on a daily/weekly/monthly
basis. The recurring notification can be useful in two main cases: When Building a
template for a recurring project - for example, the IT tasks procedure for a new
employee. In this case you can configure that the different tasks in your project
will always launch the sending of a certain notification, either by email, SMS, or by
opening a new SR. In the case of a new employee, for instance, you can determine
that whenever a new employee is added, SysAid will open an automatic service
request with a list of all the different tasks that should be performed (preparing a
new PC, telephone, cubical, etc.). You can also set different notifications for
different tasks: for instance, “Connect a Telephone for a New Employee”

notification can be sent to the logistic administrator in your organization.

To launch all tasks of your recurring project immediately, go to: Tasks and
Projects - Projects - your recurring project - Notification. Note that in the
case you are scheduling a notification for a recurring project, the name you insert
for the different tasks are important, because they will appear as the title of the
SMS/Email/SR which will be sent automatically. From here you can launch all the

tasks related to this project at once, with the titles you have entered.
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ysAid

=]
TasksProjecis ¥

- W5 Eee—
Project #7 (example)

| Tasks General Details | Description | History | Gantt | Tasks | Notification

Notification Title Ere)«rr]p\g

| Motifications

send notifications for all tasks

| Activities ‘
1 Actions

z

At times, an individual task should be performed regularly on certain occasions,

and you wish to remind the person in charge. In this case, you can also schedule

the notification. For instance, you may want to send an email notification to the IT

team leader to go over the end of year checklist. You can simply schedule, for the

end of December each year an email notification regarding the end-of-year

checklist task.

To create a recurring event, please set a suitable notification first.
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TasksProjects ¥

| Frojects i e =
| Task Notification New

| Tasks | T
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Go to Tasks/Projects - Notifications> Click the New icon E], and fill in the
notification suitable for your recurring task.

Then, go back to Tasks/Projects>Tasks, and click the New icon EI to create
a new recurring task. Under the Notifications tab of this task, choose your
preferences for the recurring incident. Select the notification you have prepared
from the dropdown menu. You can choose to send the notification once at the

present moment, by clicking the button Send once; now.
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Navigating to Tasks - Three Options

1. One can view all tasks associated with a project by selecting Tasks/Projects
from the sidebar; then select a project from the project list, and finally select the
Tasks tab.

2. An alternative way of viewing task information is by clicking on Tasks/Projects;
then click on Task from the sidebar menu. This opens the Tasks List page. All tasks
for all projects are listed here. From here, if you click on a task, the General
Details page of that task will open. In this interface you have the addition of the

User Tab. You can add users to the Task list by using the Add Users button. Note
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that you can display a Gantt chart of all the tasks in the Task List, by clicking the

Tasks and Projects icon at the top bar. The tasks that are grouped by

categories will be displayed in groups.
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3. Finally you can access Tasks by clicking on Tasks/Projects, and then clicking on

the plus = image. All tasks associated with that project will be listed.
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Calculating Total Activity Time on a Project

In the Task List page, the table has a column called Total activity time. The total
activity time enables you, as a project leader or project manager, to know how
many hours each administrator, including you yourself, worked on the project. This
information can be used for billing purposes or just for administrative review. To

view the activity time:

1. Go the specific task. Click on Tasks/Projects > Tasks. The Task List
page will open.

2. Once you have completed working on the task, and have hours to
report, click on the task you want to report hours for. Click on the
Activities tab. The name of the task you will report your hours for
will feature at the top of the page.

3. Select the username for the person who completed that task in the
User: field, with the Browse button.

4. Enter a Start Time and an End Time.

5. Provide a description of the work undertaken.

6. Finally click Add. This information will move to the table under the

Activities tab, positioned below.

Overview of Activity Time by User

SysAid lets you view the activity time on projects by a single user or by all

users.

1. Go to Tasks/Projects sidebar - Activities. In the column heading
called User you can click to see the tasks performed by users in
alphabetical order.

2. Click on Show All at the bottom of the page to view all the users.

3. If you want to view a specific user immediately, and you know their

exact username, click on the Filter icon.
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4. In the dropdown menu called Choose an Element, select User.

5. In the blank box type the exact name of the user (exact spelling
required).

6. Now click Create This Filter button.

7. SysAid will open a page listing of all the activities performed by that
user.

8. Click on one of the activities in the list and a Task page will open.
Here you will see listed all users that have worked on that particular
task.

Customizing the Project Pages

A task that belongs to a certain project can be configured to appear in the Project
List page. This allows users to easily navigate from a project to its tasks, and to
easily create new tasks in a project. You can show a task that belongs to a certain

project by selecting to view the Tasks field when customizing the project form.

1. Go to Tasks/Projects

I‘ i
2. Click on the Customize icon .

3. A Customize List screen will open. You can move fields from the Available
Columns to Visible Columns by using the arrow button. For example you can add
Tasks, to the Visible Columns so that you will be able to see all the Tasks in the

Project List page without always having to move to the Task tab.

4. In the Save as option at the bottom of the screen you can save this as a new
view or retain it as the default view. To learn more about creating different views,
please read section 8 in the SysAid User Manual:

http://ilient.com/down/SysaidUserManual.pdf
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5. Finally click the Save button.

The above customization can also be performed on the Task page whenever you

I‘ i
can see the Customize icon and on any other page that displays this icon.
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