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Figure A-6

Main Screen Elements

The Open Project default main screen is called the Gantt chart view. At the top of the main
screen, the menu bar and standard toolbar are similar to those in Microsoft Windows 2003
programs. The order and appearance of buttons on the standard toolbar may vary, depending
on the edition you are using.

In the Open Project, if you want to select another view, click the icons on the left. If you want
to return to the Gantt chart view, click the Gantt chart button on the view baron the left of the
screen, or select view from the menu bar, and click Gantt chart.

Merging of Open Project and Project Libre Software

Open Project as merged with Project Libre, and Open Project is now being developed through
Project Libre. If you saved a file in Open Project, and you have a Project Libre software application,
your saved file will now open like Project Libre, which is an updated version of Open Project.
Figure A-7 shows the new face of Open Project. The icons on the left are now part of the top
screen. The command icons are actually found on the task bars such as file, task, resource
and view. The Project Libre application can be downloaded from http://sourceforge.net/projects/
projectlibre/. Try using the application to create activity schedules and WBS.
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ProjectLibre.
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ANSWER KEY FOR TEST YOURSELF
QUESTIONS

Chapter 1
Answers: (1)a(2)b(3)b(4)c(B)a(B)c(7)a(8)b(9)c(10)a

Chapter 2
Answers: (1)a(2)b(3)a(4)a(5)c(6)a(7)b(8)c(9)a(10)a

Chapter 3
Answers: (1) d (2)a(3)b(4)a(5)b (6)c (7)(8)d (9)a(10) b

Chapter 4
Answers: (1)a(2)d(3)a@4)c(5)a(B)b(7)a(8)b (9 a(10)c

Chapter 5
Answers: (1) a (2) ¢ (3) a (4) d (5) a (6) true (7) True (8) True (9) False; Project team — Project
manager (10) True

Chapter 6
Answers: (1)a(2)b(3)c(4)a(B)a(®B)b(7)c(8)a(9) b (10)a

Chapter 7
Answers: (1) a (2) ¢ (3) a (4) b (5) b (6) True (7) False; Project management — Change
management (8) False; Schedule management — Project milestone (9) True (10) True

Chapter 8
Answers: (1)b (2)c(3)d(4)d (5)a ()b (7)c(8)a(9)b (10)c

Chapter 9
Answers: (1) b (2) a (3) ¢ (4) d (5) c (6) True (7) False: Staff skills — Staff motivation (8) True
(9) False: Procurement illegal practices — Hiring contracts (10) True
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GLOSSARY

Assumption — External factor beyond the control of project managers that have the potential
to influence or determine the success of a project.

Benchmarking — It facilitates identification of possible projects for an organisation by comparing
and measuring policies, practices and performance against those of high-performing organisation
within a sector.

Business case — A document that justifies an intervention or initiative as a means of addressing
an issue or correcting a problem.

Change Control Board — A committee that makes decisions regarding whether or not proposed
changes to a project should be implemented.

Change request — A document that contains a call for an adjustment of a system; it states what
needs to be changed and accomplished. It is an important process in the change management
process in software development.

Checklist — A list or a template with useful to-do list tips and task management.

Communication media selection — A process of choosing the appropriate medium to
communicate a message. The medium is critical to convey the message. Choice depends on
the richness of the medium and the message. Richness is determined by the desired feedback
speed, cues, personalization and emotional content.

Communication plan — A document that provides guidelines on the project’s handling of
communication processes.

Conflict management — A set of ways to handle conflicts arising from the project team or from
among stakeholders.

Construction (of software) — The evaluation and acquisition of existing software, modification
of software, detailed specification of manual activities, integration of all elements into a whole,
and successive layer of testing of the software.

Contract —Alegally binding document where a mutual agreement is arrived at between vendor
and the buyer, where the former agrees to provide products and services and the latter agrees

to pay for these products and services upon agreed specifications.

Cost baseline — A time-phased budget that project managers use to measure and monitor
cost performance.

Cost estimate — It is based on a cost estimating process to approximate the cost of a programme,
operation, project, activity and tasks. It is one of the three activities in cost project management.

Cost management plan — A document that describes how variances cost will be managed in
the project.

Crashing — A technique for making cost and schedule trade-offs to obtain the greatest amount
of schedule compression for the least incremental costs.
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Critical path analysis or method — A project network analysis technique used to predict total
project duration.

Earned value management — A project performance measurement technique that integrates
scope, time and cost data.

Empathic listening — Also known as active listening or reflective listening. Itis a way of listening
and responding to another person to improve mutual understanding and trust. An essential
skill to settle conflict, disputes and negotiation; to receive and accurately receive the speaker’s
message and then provide the appropriate response.

Enduser — The person, group or organisation that uses a product.

Fast tracking — An effective way to shorten the duration of the project. When you fast track a
project, you re-schedule some tasks that were originally scheduled to run one after the other,
to run at the same time. You must choose from the critical path method the tasks that can be
fast tracked.

Feasibility study — It is designed to provide an overview of the primary issues related to the
proposed project to give the stakeholder a basis for deciding whether to proceed with the project
and for choosing the most desirable options.

Fishbone diagram — A problem solving technique. Also known as the Ishikawa diagram or the
cause and effect diagram, it is a technique used to analyse the cause and effect of problems
that are being solved by a project.

Gantt chart — A standard format for showing project schedule information where project activities
are listed with their corresponding start and enddates in a calendar format; also referred to as
the bar chart.

Influencer — An individual or group who, although not directly related to the acquisition or use
of the project’s output, can positively or negatively influence the course of the project because

of his/her position in the organisation or community.

Information and communication technology — Service, application and technology using
various types of equipment and software, often running over telecommunication networks.

ICT project— ICT-based solution that meets the defined service and government strategic needs.

Kick off meeting — A meeting held at the beginning of the project launch in order for stakeholders
to meet each other, review goals of the project and discuss future plans.

Lessons learned report — Written reflection by project managers and project team members
to document significant things they have learned from working on the project.

Logical framework approach —Amanagement tool that helps analyse and organize the thinking
process in building the project development phase towards the planning phase.

Logical framework matrix — A summary of the project activity design resulting from the logical
framework analysis.

Make or buy analysis — A process of decision-making on whether to create a product or service
in-house or have it done outside the organisation through outsourcing.
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Maturity model — It refers to a developmental model that aims to improve existing software
development processes. Maturity relates to the degree of formality and optimization of processes
from ad hoc or informal processes to formally defined steps to manage results metrics and
optimize processes.

Milestone (also called checkpoint) — A delivery event that marks the completion of a phase
or a set of tasks.

Monitoring — The process of checking that all plans (inputs and outputs) and quality standards
are being met; and it enables the detection and management of risks areas.

Motivation techniques — Behavioural techniques to increase motivation and willingness of
people (staff and stakeholders) to do something or meet their goals.

Net present value (NPV) — It is the value of the cost (in currency) today to the value of the same
cost (currency) in the future taking inflation and returns into account. If the NPV of a prospective
project is positive, it should be accepted but if the NPV is negative, the project should probably
be rejected because cash flows will also be negative.

Operation — The ongoing use of the system; and it includes a provision for incident reporting and
work requests to deal with error and changes in the system’s environment and in users’ needs.

Organisational change management plan — The plan that will address the project impact
(positive and negative) on the people’s behaviour in the organisation.

Ownership — A process of internalization of responsibility for a development process and its
outcomes, and therefore the willingness to invest considerable effort and resources; generally
regarded as a prerequisite for the sustainability of a development action.

Pareto diagram — A graph based on a problem solving analysis. The purpose of the diagram
is to separate the significant aspects of a problem from the trivial ones. Graphically separating
the aspects will allow the project team to make decisions on where to focus improvements.
Reducing the largest bars identified in the diagram will do more for overall improvement than
reducing the smaller ones. Analysis may involve the counting of problem occurrences and costs.

Participation — The process in which the people involved cooperate and collaborate in the
development projects and programmes. A truly participative process is likely to empower
individuals and groups through their acquisition of skills, knowledge and experience in the
process, leading to greater self-reliance.

Payback analysis — It refers to the payback period in capital budgeting; or the period of time
required for the return on an investment to repay the sum of the original investment. Short-term
payback is preferred to long-term payback.

Planning — The phase where the project environment is examined; the rationale and the
assumptions of the project are defined; and the scopes, requirements and the resource
parameters (time, cost and people), including risk are identified.

Programming — The process by which a programme of action is identified based on (national

orlocal) policies, agenda, strategies and objectives, and cross-cutting themes for consideration
in the development and planning processes of projects.
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Probability impact matrices — It is a quantification method of measuring the probability of a
risk occurring and its impact to the project. When an event is identified to probably occur in a
phase of a project activity, the risk is measured based on its likelihood to occur and its likely
impact to the project. The higher the matrix score, the higher the risk level associated with the
event that is being analysed.

Project — Transitory undertakings that use up resources, incur cost and produce deliverables
over a definite period of time, to achieve specific goals.

Project appraisal — A formal review and a management tool for quality control.
Project champion — A project advocate who will support the project all the way.

Project charter — A formal document that recognizes the existence of a project; it provides a
directive on the project’s objectives and management.

Project closure — The phase when project activities have wound down, and when deliverables,
including reports and financial obligations and disbursements, have been met and accepted
by respective stakeholders. It includes developing a list of activities for handing over the final
solutions to end users/customers, conducting the post-project review, and administrative
procedures in closing the PMO.

Project cycle management — The management activities and decision-making procedure for
the life cycle of a project, including key task, roles and responsibilities, key documents and
decision options.

Project implementation — A list of activities required to produce the deliverables that create
the solutions for the enduser/customer; the project phase where all of the project plans are
executed; and the goal of this phase is to manage the execution processes and ensure that
control mechanisms are working.

Project initiation plan — This plan includes steps involved in defining the project, recruiting
and staffing the project team, and establishing the PMO.

Project management — A set of “principles, practices and techniques applied to lead the project
teams and control project schedule, cost, and risk to deliver the results of a successful project
to the delight of stakeholders” (Chapman, 1997).

Project management methodology — Specific ways in which a project is being managed. Each
method has a set of tools and templates designed to help the project manager and provide

consistency in the process.

Project management office — It defines and maintains the standards of processes generally
related to product management within an organisation or government agency.

Project management plan — A document used to coordinate all project planning documents
and serves as a guide for project implementation and control.

Project management software — It must have the capacity to help plan, organize and manage
resource pools and develop resource estimates.

Project manager — The person responsible for managing the project and ensuring that project
objectives are met.
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Project network diagram — It explains the sequencing needed for project activities and tasks
that underpins the planning process. It is essentially a flow chart that includes all of the project
elements and how they relate to one another.

Project organisational chart — It is a chart used as a tool to show the relationship of people
and structure that govern and influence the project.

Project partnership —Arelationship in which partners have shared vision and goals, resources
and information; mutual accountability and shared decision-making; clearly defined roles and
responsibilities; mutual respect for one other; two-way communication; and complementary
expertise and experience with development that is relevant to the project.

Project phase — A broad set of related tasks.

Project portfolio management — It is the centralized management of processes, methods
and technologies used by project managers and project management offices to analyse and
collectively manage a group of current or proposed projects based on numerous characteristics.

Project review meeting — A meeting that provides an opportunity to analyse and document
project successes and difficulties, thereby providing better foundation for future project work.
Each meeting must have a set agenda and clear objectives for decision-making.

Project risk — An external event or uncertain condition that can have positive or negative effects
on the delivery of project objectives.

Project selection method — A methodical process to assess each project idea and select the
project with the highest priority. Selection is based on benefits and feasibility.

Project scope statement — A document that includes at a minimum a description of the project
including its overall objectives and justification, detailed description of all project deliverables, and
the characteristics and requirements of products and services produced as part of the project.

Project sponsor — The funder and political endorser of the project concept.
Project task — A specific activity with defined purpose.

Project website — It is developed as part of the dissemination, networking and information
sharing aspects of the project. It can be part of the communication plan and selected medium
to update project’s progress.

Quality control chart — Itis a graphic that illustrates whether products or processes are meeting
their intended specifications and if not, the degree by which they vary from the standards set.

Quality metrics — Software quality metrics can be classified into three categories: product
metrics, process metrics and project metrics. Product metrics describe the characteristics of
the product such as size, complexity, design features, performance and quality level. Process
metrics can be used to improve software development and maintenance. Project metrics describe
the project characteristics and execution. For software products intrinsic product quality and
customer satisfaction are the levels for quality measurement.

Resource histogram — A visual representation tool used by the project management team
that displays the specific amount of time a particular resource is scheduled to be worked on
over a predetermined and specific time period. It may also contain the comparative feature of
resource availability and used for comparison and contrast.
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Request for proposal or quotation — An invitation to bid for required goods and services; an
aspect of the procurement process.

Requirements analysis — In systems and software development or engineering, it determines
the needs and conditions for meeting a new or enhanced product. It takes into account possible
conflicting requirements of various stakeholders, and involves analysing, documenting, validating
and managing software and systems requirements.

Responsibility assignment matrix — A matrix that maps the work of the project as described
in the work breakdown structure to the people responsible for performing the work as described
in the organisational structure.

Return on investment — A concept referring to the resource yielding benefit to an investor. As
a performance measure, it is used to evaluate the efficiency of an investment or to compare
the efficiency of a number of different investments.

Review and evaluation — It measures the impact of the project and how it has contributed to
larger goals of government. The findings and results will serve as basis for future planning and
programming activities.

Risk management plan — A document that contains the procedures for managing risks
throughout the project life.

Risk ranking — It is a tool that considers the factors affecting the risks faced by the project and
rates risks according to high-medium-low probability of occurrences and impact to the project.

Risk register — A document that contains results of various risk management processes often
displayed in a table or spreadsheet format.

Schedule performance measurement — Performance is in accordance with the cost and
schedule performance management standards. It makes use of techniques such as the earned
value analysis to measure cost and schedule variances from the plan.

Scope creep — Deviations in the project scope; additional elements not agreed upon or
considered in the original project scope.

Scope management plan — A deliverable-oriented grouping of the work involved in a project
that defines the total scope of the project.

Scope verification technique — A document that results from the processes of defining what
is included and not included in the project.

Scope change control — A documented process that describes when and how official project
documents may be changed.

Social sustainability — The maintenance of social capital, which includes “investment and
services that create the basic framework for society; lowers the cost of working together and
facilitates cooperation; trust lower transaction costs” (Goodland).

Source selection — Itis a process that deals with the selection of a contractor through competitive

negotiation period. It comprises an invitation to bid, propose and quote; evaluation of the
responses received; selection of the most suitable sources; and award of contract or order.
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Stakeholders — Those who are affected by the project outcomes, whether negatively or positively,
and those who can affect the outcomes of a proposed intervention.

Stakeholder analysis — It is the process of identifying the individuals or groups that are likely
involved or affected by the project.

Statement of work — A formal document required for procurement that captures and defines
the work activities, deliverables and timeline a vendor must execute in performance of specified

work for a client.

Stats methods — The use of quantitative and statistical methods and analysis in project concerns
such as risks, quality management, and monitoring and forecasting.

System design — It establishes how the product is to perform the functions defined in the system
requirements statement. Its checkpoint is an agreed system design specification.

Work breakdown structure —Atool that is deliverable-oriented in the grouping of work entailed
in a project; it helps define the total scope of the project.
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UN-APCICT/ESCAP

The United Nations Asian and Pacific Training Centre for Information and Communication
Technology for Development (UN-APCICT/ESCAP) is a regional institute of the United Nations
Economic and Social Commission for Asia and the Pacific (ESCAP). UN-APCICT/ESCAP aims
to strengthen the efforts of the member countries of ESCAP to use ICT in their socio-economic
development through human and institutional capacity-building with the focus on the following
three pillars:

1. Training. To enhance the ICT knowledge and skills of policymakers and ICT professionals,

and strengthen the capacity of ICT trainers and ICT training institutions;

Research. To undertake analytical studies related to human resource development in ICT; and

3. Advisory. To provide advisory services on human resource development programmes to
ESCAP members and associate members.

N

UN-APCICT/ESCAP is located at Incheon, Republic of Korea.

http://www.unapcict.org

ESCAP

ESCAP is the regional development arm of the United Nations and serves as the main economic
and social development centre for the United Nations in Asia and the Pacific. Its mandate is to
foster cooperation between its 53 members and nine associate members. ESCAP provides the
strategic link between global and country-level programmes and issues. It supports governments
of countries in the region in consolidating regional positions and advocates regional approaches
to meeting the region’s unique socio-economic challenges in a globalizing world. The ESCAP
office is located at Bangkok, Thailand.

http://www.unescap.org
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Additional UN-APCICT/ESCAP Programmes and Resources

The Academy of ICT Essentials for Government Leaders
http://www.unapcict.org/academy

The Academy is a comprehensive ICT for development training curriculum with currently
ten modules that aims to equip policymakers with the essential knowledge and skills to fully
leverage opportunities presented by ICTs to achieve national development goals and bridge
the digital divide.

These modules are being customized with local case studies by national Academy partners to
ensure that the modules are relevant and meet the needs of policymakers in different countries.
The modules are also been translated into different languages. To ensure that the programme
stays relevant and addresses emerging trends in the ICTD, APCICT regularly revises the
modules and develops new modules.

APCICT Virtual Academy (http://e-learning.unapcict.org)

The APCICT Virtual Academy is part of the multi-channel delivery mechanism that APCICT
employs in the implementation of its flagship ICTD capacity building programme, the Academy
of ICT Essentials for Government Leaders.

The Virtual Academy allows learners to access online courses designed to enhance their
knowledge in a number of key areas of ICTD including utilizing the potential of ICTs for reaching
out to remote communities, increasing access to information, improving delivery of services,
promoting lifelong learning, and ultimately, bridging the digital divide and achieving the MDGs.

All APCICT Virtual Academy courses are characterized by easy-to-follow virtual lectures and
quizzes, and users are rewarded with APCICT’s certificate of participation upon successful
completion of the courses. All Academy modules in English and localized versions in Bahasa
and Russian are available via the Internet. In addition, plans for more content development and
further localization are underway.

e-Collaborative Hub (http://www.unapcict.org/ecohub)

The e-Collaborative Hub (e-Co Hub) is APCICT’s dedicated online platform for knowledge
sharing on ICTD. It aims to enhance the learning and training experience by providing easy
access to relevant resources, and by making available an interactive space for sharing best
practices and lessons on ICTD. e-Co Hub provides:

* Aresources portal and knowledge sharing network for ICTD

» Easy access to resources by module

*  Opportunities to engage in online discussions and become part of the e-Co Hub’s online
community of practice that serves to share and expand the knowledge base of ICTD
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