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1. GETTING STARTED

The caBIG Management Portal (caMP) has been provided as a tool to promote the use of best
practices for project management across our contracts. Through a centrally managed repository
for standardized project and resource data, caMP provides project teams with convenient access
to business-critical information through its Web interface. By providing powerful Web-based
collaboration, analysis, and reporting tools, caMP enables entire project teams—including team
members, resource managers, and executives—to stay informed, up-to-date, and on track.

It is our hope that caMP provides you with a useful tool for tracking your project tasks and
reporting your progress to the Work Space Leads.

1.1  FEATURES

1.1.1 Easy Access to Document Templates

The caMP provides users with a convenient list of clickable document templates in the left-hand
panel of the main screens. Examples of the document templates provided here include:

Monthly WSWG Report Lessons Learned

SOW Deliverables Test Plans, Scripts, Checklists
Action Log Peer Reviews

Project Management Plans Risk Matrix
Requirements/RTM/SRS Configuration Management
Use Cases Communications Tools
Design Documents (SDD) Various Installable Viewers
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1.1.2 Web Based User Interface

With caMP, project team members and Work Space Leads can quickly view, analyze, and
update project information without installing any required software on their computers
except a java plug-in. With just a Web browser, each user has access to tools to manage
project work in a single, consolidated location.

1.1.3 Personalized “My Home Page”

The My Home Page provides each portal user with a customized home page that provides
them with functionality filtered on their user account. For example, users can see a filtered
list of their action items and the tasks that they are assigned.

1.2 LOGGING INTO CAMP

1.2.1 Accessing caMP

caMP requires the use of a user name and password to authenticate the user before allowing
access to the site. Once you have been issued a caMP account and password, you will want
to open a web browser (preferably Internet Explorer 5.0 or higher) and enter the URL
https://camp.bah.com. You will immediately be prompted to enter your account information
and click “OK”.

I
File Edit ‘Wiew Favorites Tools  Help |-
gmiack - = - @) at | Qhzearch (3] Favorites EMedia £ | S~ ¥ &
address [{&] httpssjjcamp,bah.com =] @ |L|an »
Google - I j‘ o search weh = | Fi) H [Ehsite popups allowed EAH&E" | Fdoptions 2

’ =

@ Action canceled

Internet Explorer was unable to link to the Web page yvou
requested. The page might be temporarily unavailable,

Enter Network Password 2lx|
Flease try the fallawing: ? Please type your uzer name and password.
& Click the Refresh button, or try again late Site: camp.bah.com

& If you have visited this page previously and
wiew what has been stored on vour compute
and then click Work Offline,

® Forinformation about offline browsing with 1
Explarer, click the Help menu, and then clic
and Index,

Fealm camp.bah.com

Uszer Mame I

Pazzword I

™ Bave ibis password in vour password fisk

Internet Explorer ok I Cancel

Upon successfully logging into caMP, the first time a user enters the site, they will be
prompted to download a java JRE plug-in that will automatically install on their machine.
This plug-in is necessary in order for the file browser to operate properly as it is controlled
by a java applet. Please follow the prompts and allow the JRE to download and install
otherwise you will not have access to the document templates.

[Add screen shots of the java download prompts.]
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Once the java plug-in is installed, you may be prompted a second time to enter your account
information. Please enter the user name and password again and click “Yes” in order to load
the menu in the left panel of the screen. Please note that this second login can be eliminated
in the future by checking the “Save this password in your password list” option in the first
login screen.

‘J Welcome to caMP - Microsoft Internet Explorer provided by AT&T WorldNet & =1

File Edit ‘iew Favorites Tools  Help |-
saBack v = - @ at | @Search (] Favorites @Media @ | %' ==k .&
Address Iﬁj https:fframp, bah.com j a0 | Links **

Google~ | > osearchwed « | 3 || Bhste popups alowed  fElutoril | options 2

. File Browser | My Home Page | caMP Home
CER,

Q I | Ham Irtan
Sel oject

Inkeqrative Cancer Res: =

caBIG Strategic Vision Participant List
.,g) MR Password Needed - Networking %] |zations and individuals ErmEn Ermiey Lk
— to leverag ble the redefinition of:
Firewall camphahcomifid 242 207177 Project List
* Ther .
T Realm: camp.bah.com Mews List
* 29 Scheme basic
« Thei research enterprise Role List
This will £ Ve R || | earch data that meet Master Task List
ocommon
Pasgward: | | Milestone Surnrmary
fes ko
News
caBIo
Eliminate Redundant Login & Optimize Java Applet Performance
wie have found that the issue of logging in twice to OMP may be solved by
installing the latest JRE plug-in. The installation file can be downloaded
here: JRE v1.4.2 05, From this link, select to download the J25E wv1.4.2_05
JRE, click Accept and then select the Windows Installation, Multi-language oo
download. After installing the plug-in, when vou login to OMP in IE, if vou
check the option to save the password in your passward list you should
only have to login once. (Crested on 8/12/2004) |
-

1.3 MAIN TOOL BAR

1.3.1 caMP Home

The main toolbar in the top frame of the website contains two links to return to the main
home page. You may click on either the caBIG logo on the left side of the top banner or on
the “caMP Home” link in the upper right corner.

File Browser | My Home Page | (caMP Home

ancer Biomedical

Sl ]
Booz| flen | Hamiton

1.3.2 Link to National Cancer Institute

For your convenience, a link to the NCI website has been placed in the right side of the
toolbar banner. Clicking this link will open a new browser window displaying
http://cabig.nci.nih.gov/.
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File Browser | My Home Page | caMP Home

Booz| Mlen| Hamiiton

1.3.3 File Browser & My Home Page

The other two links in the main toolbar banner will take you to two of the caMP modules that
will be covered later in this manual.

14  LIST TOOL BAR

Another standard tool bar that is found in this application is the list tool bar, which is
available on every main list of data.

1.4.1 Navigation Buttons

Much like the browser’s forward and back buttons, the left and right arrow icons represent
navigational buttons to return to the previously viewed screen.

&> onE®"

1.4.2 Stop Button
The stop button can be used to halt the loading of a list page.

« » (@ Gl

1.4.3 Refresh Button

The refresh button will reload the contents of the list page in the bottom frame. This might
be used to check for new data that was stored in the database after the page was loaded.

« » @() Ll

1.4.4 Export to Excel Button

The icon that represents the Microsoft Excel application will export the data in the list page
to an excel spreadsheet. This is very useful for sorting and filtering the data using the built-in
excel functionality.

« | €3 <>3f|

1.4.5 Export to Word Button

The icon that represents the Microsoft Word application will export the data in the list page
to a Word table. This is useful for printing out the data to a report in a table format.
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1.5 MAJOR FUNCTIONALITY

1.5.1 File Browser

In the left panel of caMP, you will find a series of documents that can be downloaded and
used as a template for your project documentation. You can open the documents by double-
clicking on them, which will open the document in a new browser window. From that
window you can choose File from the browser menu and then Save As to store the document
on your hard drive. We encourage you to use these documents whenever applicable and to
contact us at caBIG_Team(@bah.com in the event that you don’t find a document you need.

File Browser | My Home Page | caMP Home

incer Biomedical

n| Hamliton TR

ITUTE

caBIG Strategic Vision Participant List

{_ 1 File Broveser -

| caBlG Monthly WSWG Report tem | Provide cancer research infrastructure via a virtual web of interconnected organizations and individuals Eemen Eemten L
|—E] caBIG SoW Deliverables.doc to leverage the combined strengths of Cancer Centers and investigators and enable the redefinition of: bt Lict
) roject Lis
& EaBIG—AEth—L?g—_TemplatE'XIS & The methodology of cancer research
&l caBlG_Communications_ Plan_Ter X K [fens LAl
&l caBla_Configuration Managemenl ¢ The delivery of patient care
B caBlG_Deployment Plan.doc s The interaction and relationship of the patient/participant with the biomedical research enterprise Role List

&) caBlG_Lessons_Learned_Templat
BIG_N N A_ttL T - I tpl This will be achieved through the sharing of cancer research tools and cancer research data that mest Master Tazk List
Bl caBlG_Notes_AttLog_Templatel., common needs,

&l caBlia_Praj_tgt_Plan template. dc Milestone Surnrnary
=] caBlG_PR_Requirements_Checklis
(8] caBla_PR_Test_Checklist.doc
&l caBla_Reqts_ Mgt_Plan.doc
&l caBlG_Req_spec_Temp.doc MNews
=] caBlG_Risk_Matrix_Template.doc
&l caBla_RTM_Temp.doc

&l caBlia_SE_sDD_Checkist.doc

8 cablG_SE_SRS_Checklist,doc

] caBIG_SE_Test_Management_Chw_

caBIG

Eliminate Redundant Login & Optimize Java Applet Performance

|—E) caBlG_SE_Test_Plan_Temp.doc We have found that the issue of logging in twice to OMP may be solved by

| caBlG_SE_UAT_Checklist.daoc installing the latest JRE plug-in. The installation file can be downloaded

| caBlG_SE_Unit_Test_Checklist.do here: JRE v1.4.2 05, From this link, select to download the J25E v1.4.2_05

| B caBlG_Staffing_ Plan_Template.d IRE, click Accept and then select the Windows Installation, Multi-language b
| B caBlG_sw_Des_Description_Temp download, After installing the plug-in, when you login to OMP in IE, if you

check the option to save the password in your password list you should
anly have to lagin ance. (Created on 8/12/2004)

&) caBla_Sw_Req_Doc_Temp.doc vI

D) ~ET" Tack Ceviek Tose dee
| T
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amp.bah.com/repository/caBIG_SE_SDD_Checklist.doc - Microsoft Internet Explorer provided by AT&T WorldNet Seryi

& =151
File Edit View Insert Format Tools Table ‘Work  Firm Styles  Firm Addresses GoTo  Favorites  Help ﬁ

Hew b @Search [5e] Favarites @Media @ ‘ ﬁ %v S =t @ ¥ &
Cpen... Chrl+O
Save Chlts Iepuswturw‘caEIG_SE_SDD_Checinst.duc j Go |Links £
| v| ¥ 5earch Web v| @ ||55ite popups allowed Eﬁ\utoFill ‘ EOptions v ]
L&)
Page Setup... e B RES oo - BO @81 ne -@|
Prink. .. Chrl+P ol = ’;1 g| — == ||I|'!'é'
Send

Diwder||E||E||E||E||

| Font Harvey Balls | @ | ﬂ | Spot Color Table Fix ‘ Full Color Table Fix | Borders and Shading.. .

Impart and Expart. ..

LA \ 2 I I R b A N
Properties i = : : : : : : : : : : H
‘work OFfline
Close
lcaBlG SE SOFTWARE DESIGN DESCRIPTION CHECKLIST
_ Section I: General Information
. Name:
B Date:
. Project Name:
- Baseline Name/Yersion:
N Section lI: Software Design Description (SDD) Checklist
: # Evaluation Criteria Yes | No | N/A
_ Preliminary Design
1. | Are all requirements identified in the SOD? E
EE:—I(I ) o b ' o ) C T »
JD[akaCoj fukoshapes ~ N w [ O 4|&-£-&-E E.e|

Saves this document as a file,

The File Browser is accessible from each of the main screens and also by clicking on the File
Browser option in the top menu. In the File Browser, documents can be double-clicked to
display their contents in the right panel of the screen.

File Browser | My Home Page | caMP Home

Informatics Grid

caBIG ; cancer Biomedical

3

| File Browser

IDeedigky|)RRE |2 o

|:||»|@|E|1T 100% -@|

Bl caBlG Monthly WSWi& Report tamplate.dc_ - _ —
B caBli SowW Deliverables.doc J Heading 1,9,1 ~ Arial v 4. | B I U ‘ = =
B caBlG_Action_Log_Template.xis JTltIe Page | TOC ‘ Divider | Hexk Divider | [*] [=] =] F | | Fant Harvey Balls | £ | -~ | Spot Colar Table Fix | Full Color Table Fix

&l caBlG_Communications_ Plan_Templake.d
&l caBla_Configuration Management Flan,de AT
&l caBla_Deployment Plan.doc

&l caBlG_Lessons_Learned_Templatel.doc
=] caBlG_Motes_attLog_Templatel.doc
8] caBla_Proj_Mgt_Plan template.doc
&l caBla_PR_Requirements_Checklist. doc
=] caBlG_PR_Test_Checklist.doc

&l caBla_Reqts_ Mgt_Plan.doc

:.él E::E—EZﬁ—;ﬁ;ﬁ:ﬁpﬁ; o : [TEST DOCUMENT PEER REVIEW CHECKLIST
&l caBlG_RTM_Temp.doc

8] caBla_SE_SDD_Checklist.doc i
Bl caBlia_SE_SRS_Checklist.doc .

=] caBlG_SE_Test_Management_Checklist.d - DOCUMENT CHANGE HISTORY
(8] caBla_SE_Test_Plan_Temp.dac i
&l caBla_SE_UAT_Checklist.doc . ‘

(R

B caBlG_SE_Unk_Test_Checklist.doc Version Number Date Description

&l caBlG_staffing_ Plan_Template.doc i
&l caBla_Sw_Des_Description_Temp.doc . [ 10 April 2004 Draft
&l caBlG_sw_Req_Doc_Temp.doc
8] caBlG_Test_Script_Temp.doc b
8] caBla_Use_Case_Template.doc

B excelviewer.exe

&l pdfviewer.exe = =4
‘I'z'------“-““":-"-" e | _,l_l JDLaW' 3 4 | agtoshapes = ™. w [ O 4 | &'i'&'f

O w4
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1.5.2 Project List

Although there are several links in the Utilities menu on the home page of caMP, only one
will contain any information, the Project List. The rest of the links on this page are intended
for the use of the Work Space Leads to perform administrative functionality.

Patticipant List

Cancer Center List

Mews List

RPole List
Master Task List

Milestone Surnrmary

You may click on the Project List to display a list of the project(s) that you are a member of.
For your convenience an email link is also provided that will allow you to easily send an
email to all of the members of the project.

= = = File Browser | My Home Page | caMP Home
ncer Biomedical

Booz| Alen | Hemiton (EP\
INSTITUTE

«» Q@ E=

| Name Dascription Email List [=]
Intagrative Cancer Research (ICR) Integrative Cancar Research (ICR) B

Click to send email to project team

Clicking on the email link will open another small window with a list of all the email
addresses for the entire project team.
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a https://camp.bah.com/list/emailList.asp?store - | Ellﬂ

Email List h |:I

goler-brittain_louisei@bah.com; warmus@chio mskocorg: bader@chiomzkoc.org;
sander@chio.mckoc.org; lashi@chio.mskeoc.org;

[«
/4

|&] Done I_ I_ E |4 Inkernet

Clicking on this list will open your email and start a new message with these email addresses
as the recipients.

ik New Message =10 x|
J File Edit ‘Wiew Insert  Format  Tools  Message Help |
S % @& -8 v *
Send ik Copy  Paste  Undo Check  Spelling
To:  |goler-brittain_lovise@bah, com; varmus@chio, mskoo,org;
bader@cbio.mskcc.org; sanderi@chio. mckee.org;
lashi@chio, mskce,arg;
[GER e |
Subiject: |

i— 5T ¥

1.5.3 caBIG Strategic Vision and News

Directly on the main home page of caMP you will find caBIG’s strategic vision posted at the
top of the screen. Below this you will find news items that have been entered by the Booz
Allen Work Space Leads. These news items include announcements that the Work Space
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Leads or caMP administrators want to share with all the project teams. They may provide
instructions and tips for using the application or announcements of current events.

File Browser | My Home Page | caMP Home

[ Fie 6 2aBIG Strategic Vision oarticinant List
ile Browser -
| caBIG Monthly WSWis Repart tem | Provide cancer research infrastructure via a virtual web of interconnected organizations and individuals EemEen Eemien e
| caBlG S0W Deliverables.doc to leverage the cormbined strengths of Cancer Centers and investigators and enable the redefinition of:
Bl caBla_Action_Log_Template, xls foacbis
- _-00_empate. » The methodalogy of cancer research
&l caBlia_Communications_ Plan_Ter s (s

=] caBlG_Configuration Managemenl # The delivery of patient care

8] caBla_Deployment Plan.doc » The interaction and relationship of the patient/participant with the biomedical research enterprise
&l caBli_Lessons_Learned_Templat
&l caBlG_Maotes_attLog_Templatel.:
&l caBlG_Proj_Mat_Plan template, do
&l caBla_PR_Requirements_Checklic
&l caBlG_PR_Test_Checklist.doc
8] caBla_Reqts_ Mgt_Plan.doc
8] caBla_Req_Spec_Temp.doc
&l caBlia_Risk_Matrix_Template.doc
8] caBlG_RTM_Temp.doc

=] caBlG_SE_SDD_Checklist,doc

&l caBla_SE_SRS_Checklist,doc

&l caBlG_SE_Test_Management_Ch

Role List

This will be achieved through the sharing of cancer research tools and cancer research data that meet Master Task List

ormrmon needs,

Milestone Surnrnary

caBIG

Eliminate Redundant Login & Optimize Java Applet Performance

| caBIG_SE_Test_Plan_Temp.doc we have found that the issue of logging in twice to OMP may be solved by
B caBlG_SE_UAT_Checklist.dac installing the latest JRE plug-in. The installation file can be downloaded
B caBIG_SE_Unit_Test_Checklist.do here: JRE v1.4.2 05, From this link, select to download the J25E v1.4.2_05
|5 caBlG_staffing_ Plan_Template.d IRE, click Accept and then select the Windows Installation, Multi-language -
|—E) caBlG_Sw_Des_Description_Temp download. After installing the plug-in, when you login to OMP in IE, if you
B caBlG_Sw_Req_Doc_Temp.dac check the option to save the password in your password list you should
ISl BT Tk Seviek Toene Ao h only have to login once, (Created on 3/12/2004)
2 =

1.5.4 Project Home Page

The Project Home Page is where you will do the majority of your work. It can be accessed
by selecting the project you are working on from the drop down list in the top left corner of
the main screen and clicking the “Go” button. The Project Home Page and its links will be
covered in detail in a later section of this manual.

ct P ct
Inkegrative Cancer Res: -

1.5.5 My Home Page

The My Home Page is very similar to the Project Home Page except that the links on this
page display data that is specific to you as an individual. You may be the owner of the
record or in the case of tasks, you may be the resource assigned to the task. This page can be
accessed by clicking the My Home Page menu option in the top banner. This page will also
be covered in detail in another section of the manual.

caBIG

' INSTITUTE
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1.5.6 Submitting a Change Request

A configuration change request (CCR) can be submitted to caMP for the purpose of
suggesting a change to the way something currently works, requesting a new requirement, or
identifying a defect.

Simply click on the “Submit a caMP Change Request” link in the bottom of the main caMP
screen, the Project Home Page, or the My Home Page.

‘ P change request | ContactUs
en Harniltan, All righ ed,

A pop-up window will open containing a form for entering information about the change
request.

; https://camp.bah.com, - ||:|| ﬂ
=
- =
Description
[
Submitted By ISm'rth,Ju:uhn TI
=
Impact
=]
Type | =
Save | Cancel |
kel
|;E| ADC: Change Reguest I_ I_ E |ﬂ Inkernet 5

Description — Please enter an explanation of what you are requesting. Please use as much
detail as possible. In the event of a defect report, please list the basic steps to recreate the
problem you are citing.

Submitted By — This field should default to your name since you are the one entering the
CCR. We may need to contact the submitter to discuss the request or to obtain further details
about the request.

Impact — Please let us know how this problem or lack of functionality is affecting you in

your daily work using caMP. We may use this information to weigh the priority of the
change or to understand when the issue is encountered.
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Type — Please select whether this is a Defect Report or Requirement Change.

Type |

Defeu:t Feport
Requirement Change

Submit your request by clicking “Save.” Note that when a CCR is submitted, an email
notification is automatically sent to the caMP Team at caBIG_Team(@bah.com.

1.5.7 Email Support

You can contact the caMP Team by sending an email to caBIG_Team@bah.com. In
addition, a link to send an email can be found at the bottom of the caMP Main page, Project
Home Page, and My Home Page. Email should be used for general questions, requests to
add new projects or users to the system, requests to add or modify data that is maintained by
the Work Space Leads, etc. In general, email can be sent for anything that doesn’t fit into the
category of a change request. It can also be used to request assistance in troubleshooting a
specific problem you are encountering in caMP. Please refer to this user manual to find the
answers to your questions before seeking additional help.

Simply click on the “Contact Us” link in the bottom of the main caMP screen, Project Home
Page, or My Home Page.

Submit a caMP change request | Contact Us

Allen Harilton, All right= 1 cccived,

The resulting email will be set up for delivery to caBIG_Team(@bah.com, providing a blank
text area for you to type your request.
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File E%J Wiews  Imsert  Format  Tools  Message  Help |

J|Send§£%ﬂﬁvv

Uk Copy  Paste  Undo Check  Spelling
[GFR To: !caBIGTeam@bah.cnm

R o I

Subject: I

b

i LT ¥

x|

1.6 PROJECT HOME PAGE

1.6.1 Accessing the Project Home Page

The Project Home Page is where you will do the majority of your work. It can be accessed
by selecting the project you are working on from the drop down list in the top left corner of
the main screen and clicking the “Go” button.

Selact Project

Inkeqrative Cancer Rese =

1.6.2 Project Description

The caMP Project Home displays the name of the project and a brief description of the
project. This information can only be modified by the Work Space Leads, using the “Change
Project Description” link in the menu. For all other users this link opens a read-only version
of the project description.
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|Ej EDIT: Project/Cancer Center - If changes are required, please contact the administrator, E |ﬂ Internet

1.6.3 Action Items

The Project Home Page also contains a list of the action items that have been assigned to a
project. The action items appear in descending order by their start date so that the newest
action items are at the top of the list. The action items can be edited by clicking on the
“Edit...” link beside the action item or the link containing the Action Item number. Action
items will display in the list until 14 days after the close date that is entered for the
completion of the action item.

. - . ] 3 File Browser | My Home Page | caMP Home
caB'G i:formatks Grid e Eooz| Mlen | Hamiton IR

INSTITUTE

roject orme to the project home page

Integrative Cancer Rest_» =l

Integrative Cancer Research (ICR) change Project
= . Description
Integrative Cancer Research (ICR)

| " File Browser =
&l caBla Monthly WSWG Report tem
&l caBlG SoW Deliverables.doc

&l caBlG_Action_Log_Template, xls
&l caBla_Communications_ Plan_Ter
&l caBlG_Configuration Managemenl : . . .
|1 capta_peployment Plan.doc fiction Items / Click either place to edit
8] caBla_Lessons_Learned_Templat Action Item 216 14

Bl caBlia_Motes_attLog_Templatel.: Source: Team Meeting

=] caBlG_Proj_Maot_Plan template, do
&l caBlG_PR_Requirements_Checklis
&l caBla_PR_Test_Checklist.doc
&l caBlG_Reqrs_ Mgt_Plan.doc
&l caBlG_Req_Spec_Temp.doc
(8] caBla_Risk_Matrix_Template.doc
&l caBla_RTM_Temp.doc

B cablG_SE_SDD_Checklist.doc

8] caBla_SE_SRS_Checklist.doc

&l caBla_SE_Test_Management_Che
B caBlG_SE_Test_Flan_Temp.doc
& cablG_SE_UAT_Checklist.doc
&l caBla_SE_Unit_Test_Checklist.do
&l caBlG_staffing_ Plan_Template.d ||
=] caBlG_sw_Des_Description_Temp
8] caBlia_Sw _Req_Doc_Temp.doc -

El ~-pTr Terk Covimk Torem Ame
T | » =l

Milestone Surnrary

Contact List

Action Ttern List

Rizk Matriz

Tazk List

Prepare an agenda and schedule a kiclk-off meeting. (Created on 8/9/2004) _Edit...

Another means for accessing the project’s action items is the “Action Item List” link from
the Team Services menu. The Team Services menu options along with the procedure to edit
an action item will be covered in a later section.
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1.6.4 Team Services Menu
The Team Services menu consists of six links to caMP functionality.

Change Project
Cescription

Milestone Surnrnary

Contack List
Action Ttern List
Risk Matrix

Task List

Each of these menu options is covered below in detail.

1.6.5 Change Project Description

This functionality is available only for the Work Space Leads. For all other users, the link
displays a read-only version of the project information. See Section 1.6.2 Project
Description.

1.6.6 Milestone Summary

The Milestone Summary displays all the major milestone tasks associated with the project.
The Milestone Summary list is one of the modules you will use most often in caMP to
manage your work. Each milestone includes the milestone name, application name and
version, projected start and end dates, description of the milestone task, and whether or not
the milestone end date should be fixed. The deliverable that is associated with the milestone
should be specified in the description field. For each milestone there is also a series of fields
displayed to track the status of the milestone. These fields include indicators and dates for
Milestone Submitted, Milestone Approved, Milestone Invoice Submitted, Milestone Invoice
Approved, and Milestone Invoice Paid.

The major milestones are entered by the Work Space Leads and are editable by the project
team members so that they may enter the status of the deliverable and a link to the
deliverable itself, if possible. The center is also responsible for checking off the “Milestone
Submitted” checkbox to indicate to the Work Space Leads that they have completed the
deliverable and it is ready for review. They should also check off the “Milestone Invoice
Submitted” and enter the date when the invoice is submitted. Typically the invoice would be
submitted after the Work Space Lead has reviewed the deliverable and marked the
“Milestone Approved” checkbox and date.
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Clicking on the “Edit Milestone” icon to the left of the milestone will open a pop-up window,
displaying all the current information about that milestone.
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Some fields are read-only such as the record identifier, project, milestone name, application,
version, start date, and fixed end date. The Work Space Lead enters these fields when the
milestone is created. The fields that should be modified as you make progress on the
deliverable are described below.

Description — you may want to update the description to include any additional information
about the task. You may also want to include a link to the deliverable, if appropriate. In
order to create a link, users will need to enter the appropriate html tags to display a link in the

milestone list. You may copy and paste the following text into the description field to create
a link that will display in the list.
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<a href="javascript:openDialog(‘http://www.google.com',650,650)">EXAMPLE
LINK</a>

End Date — as you work on the milestone you may need to update the end date.

Milestone Submitted — check this box when the deliverable is completed and you are ready
to submit it to the Work Space Leads for review. The current date will automatically be used
for the submission date. This will signal the Work Space Leads to begin reviewing the
deliverable.

Milestone Invoice Submitted — check this box when you are submitting the invoice for the
deliverable. Typically, this should take place after the milestone has been approved.

Milestone Invoice Submitted Date — when you indicate that the invoice has been submitted,
please include the date it was submitted. If the box is checked there should be a date
indicated and visa versa, otherwise an error will display and the record will not save until it is
corrected.

1.6.7 Contact List

The contact list provides users with a list of all the projects’ team members. For each team
member some basic information is provided including the cancer center they belong to, their
email address (made into a link to automatically send email), primary and secondary
telephone numbers, and their role on the project

Team members can only be added to or removed from the project by a Work Space Lead and
member information cannot be modified by anyone other than a Work Space Lead.

File Browser | My Home Page | caMP Home

ATIONAL
Booz| dlen | Hamliton I < __TC[.JETR[

« » | @ ]
A B
- L . Primary Additional |
Parlicipant Full Nam2 Cancer Center Description Email | Telephone Number | Telephone Numbers Role Active
Bader, Gary Memnarial Sloan-Kettering Cancer Center Pj;gg;-;;gh bader@chioumskec.arg B, POC True
Goler-Brittain, Lovise 'j;g';';;::" goler-brittain_louise@bah.com 240-314-5E6S B Work Space Lead True
Lash, Alex Memorizl Sloan-Kettering Cancer Center 'kcfi:’;x" lash@cbio mskee.org E, POC True
Sander, Chris Memnarial Sloan-Kettering Cancer Center Pj;gg;-;;gh sander@chio mckec.org B, POC True
Varmus, Harald Memorial Sloan-Kettering Cancer Center 'j;g-;-;;::" varmus@chio.mskec.org B Cancer Certer Work Lead  True
[
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1.6.8 Action Iltem List

The action item list contains action items that have been assigned to members of the project
team. The information that is provided for each action item includes an ID number, the
source from which the action item was generated, a brief description of the action to be
taken, the project resource assigned to the action, an estimated level of effort (LOE, in
hours), and projected start and end dates

Additional data that would probably be entered by the person assigned to the action item
include the Actual Level of Effort (LOE, in hours), the Status Resolution, and the Date
Closed. These fields can be accessed by clicking on the edit icon to the left of the action
item.

File Browser | My Home Page | caMP Home

« » | @ )
|| ActionTtemID | Source | Description Assigned To | Estimated LOE | Actual LOE | Start Date | End Date | Status Resolution | Date Closed | = |
IEEs Team Mesting  Prepare an agenda and schedule 2 kick-off mesting. Gary Bader 4 532004 /13f2004

lick to edit the action item

=

When you click the edit icon next to an action item, a pop-up window opens displaying the
data for the action item in text fields. Some of the fields are not editable, including the
project name, source, description, resource assigned, and estimated LOE. However the rest
of the fields may be edited to reflect the status of the action item. As an action is worked, the
assigned resource should enter the effort expended, in hours. The start and end dates should
be adjusted to indicate the time span during which the action was being worked. And finally,
when the action is completed, a Status Resolution should be entered to describe the details of
what was done and a Date Closed should be entered. Note that action items will remain in
the list until 14 days after the date closed.
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1.6.9 Risk Matrix

The risk matrix contains any risks that the Work Space Leads have noted may be a concern
to the project. The risks are read-only to all other users and are provided to assist the project
in identifying and managing project risks. Wherever possible, a mitigation strategy is also
identified for each risk in the matrix. The information provided for each risk includes an ID
number, the risk area, brief description of the risk, its consequence, the probability that the
risk will occur, the severity of the impact, the status, a mitigation, the estimate level of effort
involved in mitigating the risk, the date identified and the projected start and end dates for
the risk.
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1.6.10 Task List

The task list is another module you will use frequently in caMP. It lists all the specific tasks
for the project and the project team member that is assigned to each task. These tasks are set
up by the Work Space Leads but can be modified by the project team in order to report the
status. The information for each task includes the Milestone Task that it falls under, the task
category, detailed description of the task, estimated level of effort (LOE, in hours), the
resource assigned to the task, an a projected start date. There is a field for the end date but
this will usually be empty until the resource assigned completes the task and enters the date.
In addition there are two fields available for tracking the progress of the task completion.
These are “Submitted”, “Submit Date”, “Approved”, and “Approved Date.” Each of these
fields is described below in more detail.
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Use of General Contractor pravided online toals far tracking of project
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Project Comnunications Plan
The Cancer Center Project Task Lead will plan regular (and when
Task 1.2 ICR - Froject needed ad hoc) communications to share project information, Sand
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The Cancer Center Project Task Lead will plan regular (and when
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| Developrment w1 o e9RMEN L king day of each month, Artifact: Manthly Status Report. arol
Task 2.4: ICR - Proect Task 2.1 - Risk Managernent Matrix: Identify the potential risks in the
2 Pathweay Tools A'cl‘.’e.f. praject and document the plan For managing these risks, Artifact: Risk |10 Smith, John |#/9/2004 False False
| Development v TC R Management Matrix
) ;:::ja;UT;(D:E Project Task 2,10 — Execute Test Approach Artifact; Cornpleted Test Activity " Lashy #lex | 10202004 False False
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N Development w1.0 (=) for this Praject for their appraval, Artifact: Test Approach docurnent
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The project team members can modify each task by clicking on the “Edit Task” icon to the
left of the task. When you click the “Edit Task” icon, a pop-up window opens and displays
the current data for the task.

addEditForm.asp?sk 10| x|
Milestone % ITask 1.2 - Integrative Cancer Research (ICR) - ICR - Pathweay Tools Deve
Task IF‘rl:uject Management LI
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Resource Assigned [Lash, slex =l
Start Date [r130r2004 =

End Date | EI

Task Submitted I

Savel Cancel |

4| | b
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Some task fields are read-only such as the record identifier, milestone, task category,
estimated LOE, and resource assigned. The fields that can be modified are described below:

Task Description — the task description may be modified to include a greater level of detail
about the task or to provide a link to any relevant information associated with the task. In
order to create a link, users will need to enter the appropriate html tags to display a link in the
task list. The following link example can be copied and pasted in the task description:

<a href="javascript:openDialog('http://www.google.com',650,650)">EXAMPLE</a>
Actual LOE — the level of effort, in hours, expended on the task

Start Date — the start date may be modified to reflect a more accurate date when work began
on the task

End Date — upon completion of the task, the end date should be entered. Note: This is very
important, as the end date will be used to indicate to the Work Space Leads that the task is
complete. The Work Space Leads may choose to review the information entered in the task
description and verify that the task has been successfully completed. When all of the tasks
under a particular milestone are marked complete, please be sure to update the milestone
itself from the Milestone Summary list (see section above on Milestone Summary). This will
signal the Work Space Leads to review the deliverable associated with the milestone and
verify that all the sub-tasks have been successfully completed.

Submitted — the submitted checkbox should be checked off when the task is complete and
ready for possible review by the Work Space Leads. The current date and time will
automatically be entered when the “Submitted” box is checked. This will signify the Work
Space Leads that the task is complete.

Note: When all tasks within a given Milestone are completed and marked “Submitted”, you
will probably want to return to the Milestone Summary page to edit the specific milestone
(enter an end date and mark the “Milestone Submitted” checkbox). See Section 1.6.6
Milestone Summary for details.

1.7 MY HOME PAGE

1.7.1 Accessing the My Home Page

The My Home Page is very similar to the Project Home Page except that the data displayed
in the lists is specific to you. Everything that doesn’t belong to you will be filtered out of the
list so that you can focus just on those items that you are responsible for. To visit the My
Home Page, click on the link in the top tool bar menu.
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1.7.2 Viewing Your Data

You can view your contact data by clicking the “Edit...” link next to your name. This
information is entered and maintained by the Work Space Leads. Please contact them at
caBIG_Team@bah.com if any of your information is incorrect.
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1.7.3 My Action Items

The action items that are specifically assigned to you are listed on your home page in the
center of the screen. The same list of action items can be accessed from the link to “My
Action Items” in the My Services menu. Clicking that link brings you to a list of your action
items similar to that seen on the project home page. Each action item can be modified to
manage the status of the action. This functionality is identical to that covered in the previous
section dealing with the Project Home Page action items.

File Browser | My Home Page | caMP Home

Booz| Alen | Hamliton
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Project Name LDE LOE

1.7.4 My Task List

The task list from the My Home Page is a list of just those tasks for which you are the
assigned resource. The data provided is identical to the list on the Project Home Page and
each task can be modified in the same manner as described in that section of the manual.

The only difference with this list is that any tasks that have been submitted over 14 days ago
will not appear on the list. This was done in an effort to just show the tasks that the user still
has remaining. If it is necessary to modify the task data, including unchecking the
“Submitted” checkbox, this can be done from the project home page link. See Section 1.6.10
Task List for more details.
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1.7.5 My Change Request List

The last link in the menu on My Home Page is the My Change Request List. This provides a
list of any change requests you’ve entered for the caMP system. A change request may be
entered to provide feedback about the caMP system, suggest enhancements to the
application, or identify a problem. Please see the previous section of the manual on
“Submitting a CCR.”

2. Requesting More Information and Providing Feedback

To obtain more information about caMP and for assistance in using the website please send
email to caBig_Team(@bah.com.

To provide feedback about the system or suggest improvements to the application please
enter a CCR (change request). Please email caBig_Team(@bah.com to report any potential
problems or issues you encounter while using caMP.
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