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1. Introduction
The purpose of this guide is to help you get started as you begin evaluating and using Genius Project.
This guide has been designed to insure that you understand the added value of Genius Project
Portfolio Management solutions, and to save you time when reviewing each of its functionalities.
We encourage you to use the Genius tutorials to learn more about the product and how to use it.

2. The Genius User interface
Genius project interface is made up of several navigation components:
1.
2.
3.
4.
5.
6.
7.
8.
9.

The Project filter box
Genius Live! Indicator
Avatar & personal menu
Other environments (databases) access
Module menu bar
The search bar
Contextual Navigation menu
The bookmark menu
The welcome page
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2.1 Guided Navigation, the welcome page
Genius Project’s Welcome page guides users through the various Genius Project modules by offering
a selection of shortcut icons to each.

By clicking on an icon, the user will be directed to the associated tab which also has a subset of
shortcut icons to each of the actions they can perform within the selected module.
Once users eventually become more comfortable navigating through the different Genius Project
modules and no longer need the assistance of the shortcut icons, they can simply disable them by
placing a check next to “Do not display homepage next time” found below the group of icons

Another way to toggle the Welcome page icons on or off is by using the [Personal settings] menu :
“Display all homepages” or “Hide all homepages”.
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2.1.1 The Module Menu Bar
Genius Project’s user interface is profile driven. Users will be granted access to a set of modules,
views, charts and dashboards based on the profile they have been associated to.
The module menu bar allows users to easily navigate between modules. The active module will
always be displayed in red.

2.1.2 Contextual Navigation menu
The title for the contextual navigation menu will always be that of the active module. The options of the
contextual navigation bar allow users to access and create the information stored in the active module
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2.2 PROJECT FILTER
By default Genius Project is in “multi-project” mode, displaying all of the information in the selected
view related to all of the projects that a user has access to. However, users can filter the contents of a
view down to a single project or to a list of projects based on specified criteria by using the features on
the “Project Filter Bar”.
Genius Project includes two pre-defined filters “All” for all of the projects that a user has access to and
“My Projects” for quick access to all of the projects a user is a member of or assigned to, regardless of
their role on the project.

2.2.1 Filter down to as single Project
It is possible to work in “mono-project” mode by filtering down to a single project. As a result all views
will only display information pertaining to the specified project.
Enter the desired project’s name in the filter field. The search assistance will automatically display all
project names containing the same characters. Select your project from the list.

Genius Project will automatically revert to “mono project” mode and the filter field will display the name
of the active or selected project.

To select a different project, enter its name in the filter field. Click on the “All projects” to once again
display all of the projects.
Note: The options on the module menu bar and contextual navigation menu may be different in mono
and multi projects mode.
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2.2.2 Creating a new Project Filter
Users can define their own personal filters to be used whenever needed. To create a new filter click on
the “New filter” link

A dialog box will open where to define the new filter’s parameters.
One filtering option can be simply used to select a list of projects to include.



The list on the left dispays all of the projects the user has acces to



The list on the right includes on the projects selected for the filter



Add or remove projects from the list on ther right using the arrows between the two lists



Enter the new filter’s name in the field in the bottom right hand corner of the dialog box and save it
for future/ repeated use.
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A second type of filter is one based on specific criteria.



One by one define the selection criteria, for example the project type is not equal to “Marketing”



Click “Add” to add each new selection criteria



The completed list is the defined criteria for the filter. Only projects matching all of the citeria will
be included in the filter results.



Enter the new filter’s name in the field in the bottom right hand corner of the dialog box and save it
for future/ repeated use.

Once the new filter has been saved it will appear in the list of available filters. The active filter will
always be displayed in red.

To change the filter simply click on the drop down list and select the desired one.
2.2.3 Erase or modify a personal filter
Each user can update or erase its personal filters. To do so click on the “My new filter” drop down link
and select “Edit”
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3. Define Resources
3.1 Creating New Resources
Every person to be included in a project must be defined as a resource. Resources can be created
directly from the [Resources] module.
To create a new resource:


Navigate to the [Resources] module



Click on the “Resources list” view and select “Human resource”



From the content window click on the [Create] menu and select “Resource”

A new resource document will open; begin by specifying what Profile to apply to this new user as well
as what type of Resource they are.
Continue filling in the rest of the information you need to capture. Be aware that certain fields are
mandatory such as the ‘Main Profile’, ‘Last name’, ‘User name’ and ‘External ID’.
If you want to keep track of a resource’s competencies, you can select from the list of ‘Skills’.
Do not forget to assign and confirm the resource`s password.
Once all of the fields have been filled on the Profile tab you can advance to the remaining tabs.
The Destinations tab is defines where the resource will be Published; the ‘Addresses’ section is where
you can enter professional as well as private address information.
If you select a [Company] The available options for location and address are directly related to what
has been selected for the [Company] field.

3.2 Resource e-mail notification setting. RResResource Email
notification setting
Next you can set the [Distribution] tab. A distribution profile can be defined for each resource and will
specify which modified or newly created document type will trigger an automatic e-mail notification to
the user.
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Please note that this distribution profile is a default one and can be updated for each project.
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3.3 Define Resource Availability
In the [Availability] tab, you will specify the percentage of the resource's time that they are available to
work on projects. You can also specify which days of the week the resource is available to work on
projects.

3.4 Define resource cost and invoicing rate
Resources can be assigned a single internal and external rate for all of the work they do or,
organizations can benefit from Genius Project’s multi-rates management. By enabling this feature,
companies can bill out their resources based on the type of work they do on a per project basis as
opposed to just the type of resource that they are. Rates can also be inherited from a default list of
rates for the company they belong to.

Important note: rates can also be defined on a per project basis as well as per individual customer.
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4. Creating the First Project
To create a new project, navigate to the Projects tab, click on the New Project shortcut icon and the
Project Creation Wizard will open.

Or form one of the view, select the option [Create->Project] form the action bar menu

The project wizard will open
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1

2

3

The project wizard is made up of the following elements:


A navigation bar indicating the steps (1)



Navigation buttons to move forward or backwards during the process (2)



Content window to input the data for the active step (3)

Note: It is also possible to advance or move back by clicking directly on the next step in the navigation
bar. It is not however possible to skip a step if its fields are not complete
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4.1 Fill the [General] tab:
The project wizard opens to the [General] tab. This section holds the most general and basic
information about the project.
Note: All required fields are marked with an “*”.
Project Template

Select one of the available project templates. Leave the field blank if not
using a project template

Project Name*

Enter the “Detailed” name of the project. This field is mandatory and must
be unique.

Code

Enter the code that identifies the project. This field is Mandatory and must
be unique. The project code field is either editable or automatically
computed.

Status*

Select the current project status.

Planning mode

This field only appears if a template has been selected in the “Template”
field. It is used to specify whether Genius Project needs to calculate
project dates ahead based on a set start date or backwards, based on a
set end date.

Start date*/End date

If a project template was not selected in the “Template” field above, enter
the intended project start date. If a project template was selected in the
“Template” field above, enter the start or end date, depending on the
selection made in the “Planning mode” field.

Currency

The currency of the project.

Billing mode

Billing mode of the project. Possible options are: Not billable / Fixed price /
Time & material

Track tasks physical
progress

Whether or not to track physical progress for the project

Earned value
calculation method

This field is only displayed if “Track physical progress” is set to “yes”.
Users can specify how they would like to calculate earned value; based on
physical progress or work progress

Objectives

Enter a brief description of the project objectives

Once all of the fields have been completed, click “Next” or “Categorization” on the Navigation bar.
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4.2 Fill the [Categorization] tab
Here you will find one text field (Sponsor) and up to 14 single or multi-value classification fields,
depending on your setup. These classification groups are very helpful for reporting purposes. Only 4
of them are static fields in Genius Project: Sub-project of, Type, Customer and priority.

Sub-project of

Select the parent project if there is one.

Type

Select the type of project. The list of available options is defined in the setup

Customer

Select the customer associated to the project (if there is one). If the customer
name is missing from the list. Press the “Add” button. A dialogue box will open
to add a new customer name.

Priority

Select the priority of the project. The list of available options is defined in the
setup

Others

All other classification fields are dependent on the setup, i.e. “Services”,
“Business units”, etc.

Once the classification fields have been completed, click “Budget” on the navigation bar or “Next” to
advance to the next step. If do not want to enter any classification details at this time you can advance
directly to the “Budget” step, unless some fields have been set as mandatory by the application
administrator.
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4.3 Fill the [Budget] tab
The budget screen is where the financial resources allocated to the project are defined as well as its
external rates if the project is billable.
A project budget can be detailed or not. If the budget is not detailed the user can simply enter the total
anticipated workload split across internal and external labour. It is also possible to enter the internal
and external/ billable costs associated to the workload as well as other non-labor related project
expenses.
If the budget is detailed, it is then possible to define the costs and billing targets with more finesse,
depending on budget axes defined in the application settings. For more information see "Work with
detailed budget."

Detailed

Internal
Labor

External
Labor

Specify whether the budget is detailed or not. If it is not detailed, the
screen remains as is. If it is detailed, a grid appears to enter in the
budget details.
Days

Budgeted workload for internal resources

Budget

Budgeted costs of internal resources

Billing

Budget billable amount for internal labor costs

Margin

Expected margin on internal labor “Billing-Budget”

Days

Budgeted workload for external resources

Budget

Budgeted costs of external resources

Billing

Budget billable amount for external labor costs

Margin

Expected margin on external labor “Billing-Budget”
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Investments
& Expenses

Total

Budget

Budgeted amount of non-labor costs

Billing

Budgeted billable amount for non-labor costs

Margin

Expected margin on non-labor costs “Billing-Budget”

Days

Total budgeted workload

Budget

Total budgeted costs

Billing

Total budgeted billable amount

Margin

Total expected margin

Once the budget has been entered, click “Team” or “Next” on the navigation bar to advance to the
next step. If you do not want to enter budget information at this time, you can advance immediately to
the next step.
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4.4 Fill the [Team] tab
Now it is time to define your project team. This section is used to select the project participants and
identify their role in the project. Genius Project proposes a predefined team structure with predefined
groups and roles.
Note: The following form appears only if no project template has been selected. If a project template
has been selected, a different form appears where it is possible to replace the resources inherited
from the template by resources of your choice. Once the project has been created, the form as shown
here under can then be seen in the “Project Description”.

Project leader

By default, the resource creating the project, but this value may be
changed. This field is mandatory.

Project leader
substitute(s)

The substitute(s) have the same rights as the actual project leader,
meaning that the substitutes may create the documents and execute
exactly the same processes as the actual project leader.

Customer representative

Can be used to reflect the internal resource that deals with the
customer directly.

Project Steering
Committee

The group that drives the project and constantly monitors its
progress. The Project Steering Committee is the key body to oversee
the week-to-week progress of the project. It owns the business case.

Internal project team

The list of the people involved in the project that are part of your
payroll, meaning that they are considered your resources, not
resources you have to buy from another organization or department.

External project team

The list of the people involved in the project that are NOT part of your
payroll, meaning that they are NOT considered as your resources.
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They are resources you have to buy from another organization or
department, as contractors or external consultants.
Stakeholder

Group of resources not belonging to the project but who should be
informed of the project’s progress. These resources MUST be
defined as “Resources” in the system in order to have access to the
project information.

Once the project team has been defined, click “Critical success factors” or “Next” to advance to the
next step. If you will not be selecting the project team at this time you can advance immediately to the
next step.
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4.5 Fill the [Critical success factors] tab
The critical success factors section allows you to define how important and aligned the project is with
your business and strategy.
This section is divided into 2 parts. The first section is not configurable and contains essential metrics
that exist across all projects, they are: budget, ROI (return on investment), forecasted workload and
risk factor. The second section is configurable and can capture up to 10 distinct criteria used to qualify
the importance of the project to the organization. The combination of the values will calculate the
project score and reflect its importance.

Budget & ROI

Project ranking

Budget

The expected budget for the project. Defined in the budget
section

ROI

Enter expected return on investment for the project

Workload

The expected project workload.. Defined in the budget section

Risk

The risk doing the project may have to the organization

Critical
success
factors “1 to
10”

Enter values according to critical success factors defined by
your administrator. See Define critical success factors and
project ranking calculation in the setup section.

Once the critical success factors have been entered, click “Summary” or “Next” on the navigation bar
to advance to the next step.
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4.6 Check the [Summary] tab
This tab offers a quick summary of all the data entered using the wizard prior to creating the project. At
this stage it is still possible to revisit any of the tabs to make necessary changes. Simply click on the
“Next” or “Previous” buttons or directly on the name of the tab you would like to edit on the navigation
bar.

Click “Done” to create the new project, or “Cancel” to abort project creation.
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Once the project has been created, Genius Project automatically opens its “Project Description” form,
which can be completed if necessary.

In addition to the project description, Genius Project has also created the associated budget and Gantt
chart for the project.
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4.7 Planning the Project
Project Plans or Gantt charts, are an essential part of every project. They allow project managers to
simply list out the various project tasks, phases and deliverables and plan the timelines and
assignments for each.
To access the Gantt chart, click the “Plan” link in the “Project Description” form.

Note: Plans are also accessible from the view contextual menu [Task &Plan->Plans-Gantt] in the
[Project Module].
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4.7.1 Genius planner the Gantt chart
Using Genius planner is very easy. For people who like Microsoft project, you can set your Gantt chart
to have the Microsoft look & feel.

You will find many icons in Genius Planner. The first icon will create a new task (as will the ‘Insert’
key). The second one will delete the selected task.

The last two icons will indent tasks to create steps (phases), sub-steps, and so on. We will look at the
other icons later.

4.7.1.1 Task Duration
To define the duration of each task, enter it in the table or drag & drop the task directly in the chart. A
task with a null duration will automatically become a deliverable.

4.7.1.2 Task Constraints
Once you have created your steps and tasks, you can define links or dependencies between them.
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Click on the link icon and then drag & drop it between the tasks and/or deliverables you would like to
link together.

Various types of links can be defined; it is also possible to define delays for the dependant tasks or
deliverables by clicking on the ‘lag’ icon and entering the time lag.

4.7.1.3 Allocate Resources Directly in the Gantt Chart
Now it is time to assign resources to the task. Select a task and double click on the “resource”
column”. The task properties dialog box appears displaying the resource allocation tab.

Select the different resources you want to assign to each task and specify the workload for each. Don’t
forget to assign some tasks to yourself.

Prior to assigning resources you might want to check first if they are available to do the work.
Click on this icon in the resource allocation dialog box, the selected resource’s workload chart will be
displayed in the window below.
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The workload for each project is color coded and will give you a clear picture of the selected
resource’s workload and their time split across the different projects.

If you have forgotten to include a resource in your project team when filling out the project description,
this is not a problem.

The insert new resource icon allows you to add resources to your project at any time.
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4.7.1.4 Displaying Critical Path Displaying Critical Path
Click on the critical path icon and Genius Planner will display
your project’s critical path.

4.8 Updating Your Project
Once you have finished your plan, save it. Saving the plan the first time will automatically save the
initial base line. You can re-save the initial baseline once again later, using a specific menu option.
Now that all of the steps have been defined, the deliverables, tasks and assignment documents will all
be available in the different Genius Project Portfolio Management System views.
To complete your testing, please make sure that you have assigned tasks to you and your team. If you
haven’t, then please re-edit the plan and make sure that some tasks are assigned to you.
Next time you open the plan, Genius Project will automatically retrieve actual data (actual start date,
actual end dates and actual progress) and it will be automatically uploaded in the Gantt.
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5. Filling out Timesheets
There are different ways to update task and project statuses. The more formal way is by using
“Timesheets”.
Genius Project offers multiple ways for users to access and update their timesheets. use the [My
timesheets/ New timesheet] action link in the contextual navigation menu.

You can also create a timesheet by navigating to the [Timesheet] tab [Timesheets/ All] view from the
contextual navigation menu and use the [Create.->Blank timesheet] option of the action bar menu to
create a new timesheet for the current week.
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Currently the timesheet is empty; other options allow you to generate pre-filled timesheets. You can
even have the system automatically create a prefilled timesheet for all resources at the beginning of
each new week.

Since the current timesheet is empty we will select the task we want to report time for. To do so, click
on the
icon. A dialog box will open listing all of the projects and tasks that have been assigned to;
select the ones you want to report time against.
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Now you can enter the amount of hours you have spent on each task for each day of the week.

The last five columns allow you to capture additional information.



Check

to specify if your work is completed.



Check

to add comments to your time entry, using the “Comments” dialogue box.



Use



The



Check
checkbox if you want the system to automatically retrieve this task line in your next
week’s timesheet.

column, to request additional time.
column allows users to define the time type. For example, regular, overtime, etc…

Depending on the user setup, once the timesheet is completed, it can be submitted for approval.
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Please note that as a manager you have access to other views in the «Timesheet» module to see the
details of all reported time.

5.1 Shortcut to Filling out Timesheets
Another way to fill out your timesheet is the following. From the [My workspace] tab
view [My assignments].

©
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This view lists all of your upcoming assignments.

Select one of your assignments and click on the “stopwatch” icon
you can enter your time spent working on the selected task.

a dialogue box will open where

This will automatically create your timesheet for the current week if it doesn’t already exist, and will fill
it in.
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5.2 Updating Task Progress and Status without Using Timesheets
If you do not want to use the timesheet you can change assignment status and progress directly in the
assignment document itself.
In the [My workspace] tab
, select the view [My assignments]. Select one of your assignments
and edit it, and open it in “Edit” mode.

Pressing the icon
to each.

next to “Actual” and “Remaining” opens a dialog box to add hours respectively

Please note that the Action “Action=> Complete”

Genius Project will mark the task as completed and do the math for you
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6. Creating Tasks without Using the Gantt Chart
You can also create tasks outside of the Gantt chart.
To create a new task:


From the [Projects] tab navigate to the “Task & plans” view



click on “New task” in the contextual navigation menu

Note: A new task can also be created using the “Create” button on the action bar and selecting “Task”

The system will prompt you to specify the project and phase the task is for.

The Task form will open and along with other task information, task name, start and end dates can be
entered from here.
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6.1 Assigning Resources
You can assign the task to resources by clicking on the '+' icon in the “Resources” section.
Then select the resources you would like to assign the task to.



By clicking on the
icon, a row will be added to the resource table which will allow you to
assign one or more resources to the task.



For each selected resource, enter the planned workload in the “Planned” column.

You can attach documents to your task if necessary. Then save and close the task document. Please
note that the next time you open the plan (Gantt chart) the newly created task will have been added to
it. You will now have to use the Gantt chart to make any changes to or reschedule the task.
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7. Managing non-Labor Costs with Cost Documents
Now let’s see how Genius can manage 'non labor costs'. Cost documents are created to manage all
non labor costs. To create a new cost:


From the [Projects] tab navigate to the “Costs & budgets” view in the contextual navigation
menu



Click “New cost”

Note: A new Cost can also be created using the “Create” button on the action menu bar and
selecting “Cost”
The system will prompt you to specify which project and phase the cost is for.

Next you have to enter the cost information. Assign a « Title » to the cost, for example « Server » if
you have to buy a new server for your project. Then select the project and step the cost document
belongs to.
Enter the « Cost type ». For example 'material’, please note that the type list depends on the
categories you have used to build your budget. Define the planned amount, the currency and the
planned date.
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You have « planned » your purchase. To indicate whether you will be invoicing your customer for this
cost, you can select one of the options from the ‘Billing mode’ drop down list. Then specify the amount
you will invoice as well as the billing date. Please note that you can define a workflow to manage cost
documents for example, purchase request approvals.
As the project progresses and the purchase occurs, you will be able to enter the actual amount spent
(what you really paid for it). Clicking the «update» button will automatically fill in the actual amount with
the same figures as in the planned, as well as the actual date with today’s date. You can always
change those values and for example enter 2’000 USD as the actual amount if you have received an
additional discount.

Once you have invoiced your customer, you can change the «Billable» status to «Billed».
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7.1 Tracking Project Costs
To track project costs, remain on the [Projects] tab and in the contextual navigation menu choose
[Cost & Budget -> Costs tracking by phase] view.
You can browse project costs and see reports for each of your projects for 'Planned Cost', 'Actual
cost', 'Estimated at completion' and so on. As you can see, the views are built with task and cost
documents to give you a true understanding of the project cost.

By clicking on the Genius chart icon, you can display cost information using easy to read pre-defined
and customizable colored charts.

If more than one chart is available from the current view, the system will display the list of available
charts, double click to select the one you would like to display.
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8. Project tracking
There are many views and reports available to track your projects. Navigate to the [Project] tab, and
click on [Progress status] in the contextual navigation menu to have an overview of project tracking
views.
Review monthly progress overviews using the [Progress status -> Overview] view and see high level
indicators about each project’s status.

You will see the current status for the Budget, Problems, Risks, and Issues, Delayed tasks and
Deliverables. These indicators are computed monthly, and the system stores the history at the end of
each month in order to have an easy visual understanding of the project trend over the months. The
current month displays the current status. A background agent updates the indicators daily
By clicking the «Update» Menu `you can select the project and month you want to update or create
the monthly indicators, called «Project overview».
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By clicking on one of the indicators in the view, the project overview opens. Many indicators and
indexes are available for budget, workload as well as earned value analysis. Please refer to the help
file to learn more about «Project overviews».

Many of the Project Tracking views are based on the « Project overviews ».
Graphical displays of data are a nice way to get a quick glance at a project's status. A series of charts
are available for each of the different views. Select a document in the view; the details of the selected
document will be the parameters for the chart, for example, the selected project. Click on the « chart »
icon in the menu bar and a pop up window with a list of predefined charts will open. Select the one you
would like to display.

All charts are predefined in the application set up. You can define and configure your own charts as
well as customize the existing ones.
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9. Create an Issue Report
Genius also allows you to report project issues. To create a new Issue report:


Navigate to the [Issues & change requests] tab



Click “New issue” in the left hand contextual navigation menu



The “Document Creation” dialog box will open where you can select the Project and Phase the
new issue applies to



Click “OK” to validate the selections and the Issue report form will open

In the description section, you can enter related tasks and risks. Enter all of the information you need
to capture.
In the planned impact section, enter the impact in days and cost followed by the consequences.
A default escalation Workflow will be proposed.

To change the issue status, just click on the corresponding button, for instance, below the “Submit for
review” button. Please note that the default workflow can be easily configured in the set up.
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The [Issues & Change requests] module allows for tracking and managing project issues and change
requests
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10. Working with Documents
Genius supports the management of all project related documents. To begin, navigate to the
[Documents] tab .

Once on the [Documents] tab you can select from the shortcut icons on its Welcome page to begin
creating new documents and/ or viewing existing document.
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10.1 Create a new document
To create any document to append to your project, click on the ‘New document’ shortcut icon. This
allows you to create other documents, in addition to the standard ones included with the software.
These documents can include your own document templates (Please refer to the Genius Project
tutorial guides to learn how to create documents from templates).

You will be prompted to specify what type of document you would like to create, whether you would
like to use a specific document template and which project and phase this document is for.

Another way to create new documents is by navigating to the [Document] and selects the option “New
document” in the contextual navigation menu.

Please note that from any of the selected views you can click on the [Create-Other Documents] menu
option of the action menu bar, to create a new document.
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10.2 Document management functionalities


Document versions can be tracked using the Edit/version menu option.



Click on the attach icon
in any document to attach files. If there already are files
attached to the document, the total amount of attached files will be displayed on the top left
hand corner of the icon.



The link icon
allows you to link documents together. If there already are links present,
the total amount of links will be displayed on the top left hand corner of the icon.
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10.3 Share and distribute document
The distribution
icon allows you to trigger the automatic distribution of documents via email
notification to a specified list.

10.4 Document access rights
The security tab

allows you to assign special access rights for the document.
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10.5 Finding a Document
Genius Project allows you to store all project related documents. There are several views on the
“Document” tab designed to look at project documents.
The “All” documents view, shows all documents sorted by various criteria
The different “Approval & review” views shows all documents currently part of a workflow, review,
approval process or other, sorted by various criteria.

©

|

Page 49 / 62

Genius Project Beginners' Guide

Users can perform two types of searches in Genius Project; one is a simple key word search and the
other can include multiple searching criteria.

Users can enter keywords or phrases into the search box at the top right hand corner of the screen.
To execute a keyword search:


Enter the keyword or phrase in the search field



Click on the search icon



The results will be displayed in the content screen.



Once the results are displayed user scan refine their search even further by defining even more
criteria. See below “Advanced multi-criteria search” in the Genius Project help.

or hit “Enter” to initiate the search

Note: Keyword searches are “full text” searches, the engine will search for the keyword or phrase in
all of the data as well as all attached documents.
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11. Portfolio
In this manual we will only explain how the Portfolio module will help you have a global overview of
your project status, from different perspectives, according to the portfolio hierarchies defined in your
system. However, the Genius Project portfolio module can do much more, such as help you make the
right choices and increase productivity and ROI with the right strategic mix of projects. Manage the
project pipeline and prioritize projects according to strategic alignment and constraints. Base your
decisions on accurate information. Define your own key performance indicators (KPI), access
information through visual charts and reports and get e-mail alerts for critical decision factors.

11.1.1 Consolidated Budget at Portfolio Level
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11.1.2 Portfolio Cost Tracking Dashboard

Please not that all dashboards are configurable and new ones can be easily added.
11.1.3 Portfolio Progress Tracking Dashboard
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11.2 Multi-Project Gantt chart
The multi-project Gantt chart view allows you to consolidate individual project Gantt charts into one
single master Gantt.
11.2.1 Global Gantt chart
Create a new global Gantt chart by navigating to the [Portfolio] tab and selecting the option [ Multiproject Gantt->Global Gantt] option of the contextual navigation menu.

A Gantt charts will be computed automatically, displaying the status of all on-going projects.
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11.2.2 Detailed multi-project Gantt chart
Create a new detailed multi-project Gantt chart, by navigating to the [Portfolio] tab and selecting the
option [ Multi-project Gantt->New detailled Gantt] option of the contextual navigation menu

Simply select which projects to include (by list or criteria, or portfolio) and what information you would
like to display, for example 'tasks' and/or 'deliverables'

All projects meeting the selected criteria will appear in the Gantt chart.
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11.3 Resource Demand Management
Genius Project allows you to check the global resource workload demand by consolidating all project
resource allocations, as well as predefined unavailability such as vacation, training etc…
Capacity planning views are available to check capacity according to different organization axes, like
resource type, in flat views:

or in graphical views:
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12. My Work Tab & Genius Live!
Finally, a resource can track what he or she has to accomplish for the specific projects they are
assigned to. All of this information is displayed on the « my workspace
access by clicking on its shortcut icon from the homepage Welcome screen

» tab which you can

Please note that the team member interface usually contains just the “My workspace”
“Documents “ tabs.

&

On the « My Workspace
» tab, you will see items assigned to you such as To-dos, Tasks,
Approval requests and Pending questions.

Users can also access their timesheets, expenses and documents directly from this tab.
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12.1 GENIUS LIVE! SOCIAL COLLABORATION
What is Genius Live! ? Genius Live! is the Genius Project social collaboration platform. Genius Live! is
a single place to:


View updates and take action



View project history and pending requests



View active and historical documents



View the activities of others

With Genius Live! Genius Project users will discover a whole new way to collaborate:


With no need to search, the information will find you



Minimize the use of the navigation menu



Social collaboration PPM platform based on Web 2.0 standard



Learn to collaborate in less than 5 minutes

Genius Live is available at three different levels :


Personal, includes all actions, notifications and communications sent to you.



Project, includes all actions, notifications and communications sent to you regarding a project.



Record, includes all actions, notifications and communications sent to you regarding a
particular record
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12.1.1 Navigating Genius Live
Genius Live’s navigation is very intuitive. All navigation elements are displayed in a single window
listing the communication stream for all of the different types of messages.
It is possible to filter the list of messages using the options at the top of the Genius Live window; they
are described below:
Filter by message type



Display
questions

comments



Display notifications



Displays alerts



Displays actions requests

(notes)

and

To select any one of the elements simply click on
the icon:


is equal to
If none of the options are selected Genius behaves
as if all of them are selected
Filter “Unread”

“Unread” displays unread documents only
“All” displays all read and unread messages

Filtre temporel

Displays all messages create within the last 24hrs
Displays all messages created within the last 48
hours
Displays all of the messages created within the last
7 days
Displays the complete history of all messages
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It is possible to combine the different filters as you like. Next to the type icons, there are two other
icons available:



to refersh the list of elements displayed in Genius Live
If any new messages have been sent since the last time the Genius Live
window was refreshed, a red square with a number in it will diplsay; the number
corresponding to the number of new messages.

Messages are displayed in the message window in the order they were received with the most recent
at the top.
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12.2 Managing Workflow Sequence
Genius Project allows you to define workflows for any kind of document. This means that custom
approval and revision cycles can be managed directly within the application.
To change the workflow status of a document, open the document in “Edit” mode then click on the
corresponding button to change the status

A dialog box will open prompting you to confirm or define who will be in charge of the document in the
next status and/or enter a remark.

Workflow actions can also be taken directly from Genius Live!

As well from a grid view
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13. Contact information
GENIUS INSIDE SA - HEADQUARTERS

GENIUSINSIDE Softwares Inc.

17, Rue de Genève

147 St Paul West, suite 240

CH-1003 Lausanne

Montréal, Québec

Tel: Switzerland

H2Y 1Z5, Canada

Phone : +41 (0)21 310 7000

Tel: + 1 514 659 4909/ +1 866 877 4364

Fax : +41 (0)21 310 7001

Fax: +1 914 470 1997

E-mail: sales_europe@geniusinside.com

E-mail: sales_ca@geniusinside.com

GENIUS INSIDE AG

GENIUS INSIDE Inc.

Niederlassung Deutschland

445 Park Avenue

Bregenzer Straße 73

New York City, NY

D-88131 Lindau (Bodensee)

10022, United States

Tel: +49 (0)8382 274 4510

Tel: +1 866 877 4364

Fax: +49 (0)8382 274 4511

Fax: +1 914 470 1997

Email : sales_de@geniusinside.com

E-mail: sales_us@geniusinside.com
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