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1 Introduction

1.1 General Information

BenQ mobile uses Primavera as the project management tool for work package planning. The main target is to improve the ability to meet the increased time to market demands by improving project management and execution - with other words to make projects more predictable.

Further objectives:
· Get transparency for running projects in one database 

· Common process for work package planning

· Communication and alignment between involved parties

· Resource management

· Regularly tracking of project progress

All projects in R&D with an approved cost account have to be planned in Primavera.
1.2 Scope of this Document

The scope of this document is to describe the concept on work package planning with Primavera (Tools: see chapter 9) to be used in BenQ Mobile. Detailed information is to be found in more specific guidelines.

All information, guidelines and hints are placed on the Primavera Homepage:
http://mybenq.siemens.com/Primavera/
Feedback and questions can be addressed to the Planning Office:

primavera_support@benq.com.
2 Time to Market Management (TTM)

When defining the concept for how to use Primavera, it is very important to focus on the time to market needs in the company.

The planning in Primavera should be in accordance with the frames from existing processes ICO, MEP, MEV, MEC etc. All details should not be included in Primavera. In order to keep a good overview of the project status with minimum of effort it is important to avoid a too high detail level. It is essential to find the best compromise, where you have the most important work packages and their interrelations with other parties included.

2.1 Work Package Planning

The work in the projects is organized in defined working tasks called work packages, which are linked together. The result is a plan where the project work packages are mapped together in a network to clarify if the agreed milestones can be reached in time.

Interactions between the involved parties can in this way be reflected in the plan and it is possible to show the critical path. Maximum attention at the activities in the critical path gives the best chance to speed up our deliverables.

In order to pay maximum attention to the time-to-market aspect a special methodology for tracking the actual project status at dedicated control milestones is followed. The current status of a project is tracked at the detail level. The overall status from the detail levels is always reflected to the control milestones at the top of the project.
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The reported agreed target milestone dates in the project are assigned to the control milestones as fixed dates (constraint dates).

The dates at the detailed work packages will be changed more dynamically and reflects the calculated status from last update cycle. 
The positive or negative float at the control milestones shows the overall status from the detailed planning, with the agreed target milestone dates (= official milestone dates) as reference.
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In order to track the progress in the plan it is recommended to compare with a baseline. The baseline is a copy of the plan from an earlier status e.g. when the M1 milestone was declared, see also section 3.3.

2.2 Grouping of Projects 

The projects in Primavera are grouped in different project types according to the terminology used in the organization:

· Product projects: Projects which end up as products for the customer (included on the roadmap)

· Platform projects: Development of a new platform, which can be the basis of more than one product or platform project
· Component/predevelopment projects: SW or HW projects that make part-deliverables for the platform and product projects

· TI projects: Technology innovation projects

· Basic projects: Basic work, where a planning title is set up in PMC as a basic project

· Templates: Standard Primavera project plans are stored to be used as templates when setting up the project plan

· Department non productive work: Registration of absence and Administration/Training for Timesheets users can be done in this section only visible to the department manager.
Figure 1shows an overview of how the deliverables are linked between project types:
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Figure 1 - Linking of deliverables between project types
Figure 2shows how project types are grouped in an Enterprise Structure (EPS) in the Primavera tool.
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Figure 2 - Enterprise structure (EPS)
2.3 Platform and Product Projects

For platform and product projects the detailed Primavera planning is separated in part projects for SW, HW (LPD, RF, EA, BB), MD, ST, QM and Production. The PL-T has his/her own project (PL-T Master Plan), where the first top down planning can be done. When the detailed planning in the part projects is done and interlinked, the status of the part projects are reflected in a bottom up section in the PL-T Master Plan and shows the current status.
2.3.1 SW Planning

Most of the software development work is planned as components in separate Primavera plans. The deliverables from the component projects are linked to the platform projects where feature integration is planned. The integrated features are delivered to the product projects.
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2.3.2 HW Planning
The hardware project plan for products and platforms is organized according to the layout cycles. When a prototype is available the evaluation can be done and the next layout can be prepared for the Tape Out of the next PCB layout etc.

The results from predevelopment are taken into account when creating the layout.
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2.3.3 MD Planning

The industrial design and tool construction for product projects are included. In the MD plan it is important also to plan for the prototype deliverables (SLA, Soft tool, FOT, 3rd OT parts).
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2.3.4 ST Planning

The test activities for the System Test department are included for each SW and HW release.
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2.3.5 Production Planning

Prototypes are delivered from the production for evaluation during the development phases. The planning of the prototype runs for the project is included in the Production plan.
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2.4 Predevelopment and Component Projects
The predevelopment and component work is planned in separate Primavera projects with own control milestones (I and C milestones).

2.5 Technology Innovation Projects (TI)

The TI projects are planned in this section.

2.6 Basic Projects Planning

In PMC some planning titles for Basic projects are defined. The Primavera planning in these projects is placed in this section for basic projects. Work package planning is normally not relevant here, planning and tracking is only relevant at high level activities. This work is only included in Primavera in order to have a complete picture of resource load, both for where the hours are spent and additionally to get the complete picture of available resource capacity. 

2.7 Department Non Productive Work
Department projects can optionally in Primavera be used for non project related work. The definition of this work follows the definitions from BA for Absence and Administration/training. Flextime can be booked in this section too.

It is not requested to plan the department non productive work projects. The only purpose is to be able to include this information in the users Timesheets and to be a help for the Timesheets Approval Managers to see the reason for e.g. missing booked hours on a specific day. The use of Department projects is decided by individual departments. If decided to use department projects, the department has to organize the maintenance internally.
The department projects are kept confidential and are only visible for the department manager and maybe an appointed supporter.

3 Work Package Planning
This section describes how to breakdown, how to plan, and how to assign resources to the work to be done in a project.
3.1 Work Breakdown Structure

The Work Breakdown Structure (WBS) is a grouping of work packages and milestones to be accomplished to complete the project and to meet the target for the project in question.

Each project is broken down into the Work Breakdown Structure. In general the Work Breakdown Structure is the same for all projects.

The Work Breakdown Structure is divided into 3 main elements

1. Control Milestones,

2. Ongoing Activities, and

3. Detail Activities
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Figure 3 - Project Structure - Example
3.1.1 Control Milestones
Control milestones are the main project milestones used for tracking of the project. For every project these milestones are placed in a dedicated Work Breakdown Structure element called “Control Milestones”.

Two types of control milestones are used:

· Fixed control milestones have the agreed target dates (official milestone dates) assigned as constraint dates.

· Floating control milestones are control milestones in part projects linked to the fixed control milestones in the main project. This is used only when a project is organized with a main project and part projects

To identify control milestones an activity code is assigned. The code value (Fixed/Floating) is used to sort out control milestones and to decide how the milestones are represented in the Gantt chart:

· Fixed control milestones are shown as a triangle at the target date and the end of the float bar is showing the actual calculated date.

· Floating control milestones are shown as a diamond at the actual calculated date and the end of the float bar shows the target date.
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3.1.2 Ongoing Activities
Ongoing activities are work packages with no need for detailed planning with regard to duration and dates. They are typically used for budgeting and collecting of effort (hours). The durations of ongoing activities depend on the predecessor and successor (recommended having only one predecessor and one successor). Ongoing activities cannot delay the plan and have no direct influence on the project schedule.
Ongoing activities may contain:

· activities running during the whole project duration or a part of the project’s duration, e.g. project management and meetings
· phase activities, see sections 3.2.2 and 3.2.3 for details
3.1.3 Detail Activities
This Work Breakdown Structure element of the project plan contains the detailed work packages and working milestones.

The focus is to include the work packages resulting in deliverables in the project plan.

Working milestones do display specific targets of the project-internal work-flow. Working milestones are included only when this is of value for the project in question. Working milestones may be grouped in separate Work Breakdown Structure elements under “Detail Activities”.
3.2 Project Plan Preparation
This chapter includes how to plan the activities needed to reach the project’s targets and to plan the resources to carry out the work included.
3.2.1 Project Plan

The project plan is the basis for the planning and tracking of the project and reflects the agreements between the involved parties on how to achieve the required targets.

The project plan includes:

· Activities

· The work packages at the lowest level of the Work Breakdown Structure. An activity contains detailed information about the work to be carried out

· Activity duration

· The amount of calendar days from starting to finishing an activity

· Activity relationships

· The interactivity dependencies between activities.

· Milestones (see section 3.1.1)

· fixed and floating control milestones

· working milestones

· Effort (hours)

· The amount of time in hours needed to accomplish the activity in question.

· Resource assignments

· The assignment of resources to process the activities.
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Figure 4 - Project Plan - Example

The activity name must be formulated to express the result, which is reached after the activity has been finished. It must be absolutely clear, where resources give feedback in timesheets and what the successors can expect.
3.2.2 Activity Planning

During activity planning the duration, the relationships between the activities, and the effort (hours) are specified resulting in a network of activities. The activity network determines the dates of the project including the finish date for the project in all (see 3.2.4). An additional breakdown of activities into smaller units may be done by use of steps. Steps are a sort of to-do-list, and have no duration or effort. Specific required dates imposed to the project are included by use of fixed control milestones (see 3.1.1).

The activities planned shall help the project manager to keep control of the project plan and the progress. Be aware of the fact that too many activities may decrease the overview and increase the time needed for project plan maintenance.

The recommended duration for a work package is 1 to 3 weeks.
The resulting project plan is checked for compliance with the agreed target dates. The plan is adjusted until agreed deliveries are achieved at the agreed target dates. If it is not possible to achieve the agreed targets the involved parties have to be contacted.

3.2.3 Resource Planning

To manage the resource load it is necessary to assign resources to the projects.
A resource may be a “Rough Planning Resource” or a “Named Resource”.
· A “Rough Planning Resource” is a group of resources, e.g. a department.
· A “Named Resource” is an individual person or may in specific situations be a group of consultants. See Figure 5.

External consultant resources are not assigned.


[image: image15]
Figure 5 - Rough Planning and Named Resources
For long term planning rough planning resources are assigned. At the subsequent short term planning for at least the next phase of the project and minimum 2 months in advance, the rough planning resources are replaced with named resources. The assignment of named resources to activities is necessary for budgeting of named resource effort (hours) and collection of actual hours spent via Timesheets.

Figure 6 illustrates the placing of the phase activities and the detail activities in the Work Breakdown Structure.
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Figure 6 - Planning with phase activities and detailed activities
Resources are requested to be planned at phase activities.

Optionally resources may be planned and tracked at the detailed activities instead of phase activities.

If feedback from the resources with regard to Expected Finish Dates, Actual Start, and Actual Finish Dates is needed then the named resources must be assigned to the detailed activities. Booking of actual spent hours can still be done at phase activities. Booking of hours is only allowed at detail level if also the hours are budgeted at the detail level. 

During resource planning the estimated effort (hours) for the activity in question is distributed to the resources according to the availability agreed with the line management. To reduce complexity resources are assigned with equally distributed load throughout the activity’s duration.

It is recommended to check the overall assignment of a resource as the resource may be assigned to other projects, too, and to check whether the workload for the resources (hours/day) is realistic.

Resources are distributed between resources employed by BenQ mobile and resources employed as internal consultants.

3.2.4 Project Plan Calculation

A project plan is calculated by Primavera on the basis of the following preconditions:

· Last updated expected finish dates for activities in progress
· activity durations for not started activities
· activity relationships
According to the Time to Market Management (section 2) the involved parties (project manager, etc,) must always be in control of the project status. The Primavera tool shall not automatically change durations and effort for the activities included when calculating the project plan. 
After the calculation by the Primavera tool the project plan shows the resulting dates, based on the above mentioned preconditions.

The calculation of a project plan takes global holidays for the individual locations into account, but not resource’s planned absence. Resources planned absence (see section 7.4 regarding resource calendars) is visible in the resource usage profile showing the resource’s availability.

3.3 Baselines
A baseline is a copy of a project plan at a given state. This copy provides a reference against which a project's progress and performance can be tracked.
Two types of baselines are in use:

1. A “Master Baseline” is stored when the project planning has been completed and whenever a major milestone has been achieved. Master Baselines are kept throughout the whole project.

2. An “Update Baseline” is optionally stored as a reference for comparison whenever the project plan has been updated in connection with the regular updates described in section 4. It is recommended to replace an Update Baseline with the subsequent Update Baseline.
3.4 Project Planning Lifecycle
During the entire project lifecycle from the first to the last milestone the project team maintains the project plan. Figure 7 shows the main planning activities during project planning for product and platform projects and for component and predevelopment projects (the last one is also applicable for other projects) respectively.
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Figure 7 - Main planning activities for product and platform projects
3.5 Project Plan Quality
To secure that the project plan has a certain standard to give reliable data, formal quality checks of prepared project plans are done at defined milestones. The quality check of the plan includes several items during the planning phase e.g.

· All relevant work packages prepared

· Relation to other part projects made and agreed

· Duration of activities checked

· Project plan scheduled

· Identified critical milestones and activities
· Resources assigned and overload checked

Several standard layouts and reports are prepared and are available in Primavera to be able to check the quality of the project plan.

Note: In addition a formal Q-Gate planning check for product projects has to be passed at defined milestones. The Product Status Review (PSR) board review all major product milestones and upcoming platforms according to the result of the Q-Gate.

4 Tracking
The value of the project plan depends at any time on the feedback on status and progress of activities from the resources, and the subsequent update of the plan by the project manager.
4.1 Progress Feedback
Progress feedback has to be given by the resources via Primavera Timesheets.
Named resources assigned to phase activities report activity effort (hours). Whenever the named resource is e.g. a group of consultants, an internal person is to be appointed to report activity effort (hours) on behalf of the group in question (see 3.2.3).
The option to assign named resources to Detail Activities provides the opportunity to have feedback on the activity dates in addition to the reporting of activity effort (hours). Then the detailed activities may have a primary resource assigned, who is responsible for reporting the activity dates. The primary resource is one of the assigned resources appointed by the project manager. Please refer to section 6.1.2 for details about the primary resource responsibilities. If no primary resource is appointed to a detailed activity the project manager is responsible for reporting the activity dates into the project plan in Primavera.
	Feedback
	Explanation
	By whom

	
	
	Via Timesheets
	Via Project Management

	Actual hours
	Hours spent this period on the activity by the assigned resources
	Named Resource
	

	Remaining hours
	Hours remaining for completion by individual assigned resources. Entered only in case of major change
	Named Resource
	

	Actual start date
	The actual date the work on the activity was started
	Primary Resource (or when named resources start to book hours)
	Project Manager

	Actual finish date
	The actual date the work on the activity was finished
	Primary Resource
	Project Manager

	Expected
finish date
	As soon as a work package has been started the expected finish date must be entered
	Primary Resource
	Project Manager

	Steps
	As soon as a step has been finished the step must be marked finished.
	Primary Resource
	Project Manager


Table 1 – Progress Feedback
4.2 Update Cycle
The project plan in Primavera is updated weekly by the project manager.
The progress feedback from the resources is collected by use of Primavera Timesheets (please refer to section 4.1). The update cycle includes the following steps:

· Resources fill in and submit timesheets

· Plausibility check and approval of the timesheets by the Timesheet Approval Manager
· The project manager selects the Data Date (starting date for the remaining project to be re-calculated) and applies actual hours from the timesheets to the project plan.
· Schedule (re-calculation) of the project plan by the project manager based on the applied actual hours, actual start and finish dates, and the Expected Finish Date.
· Schedule of the whole product-/platform project by the project team (on Monday 12:00 noon)
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Figure 8, Weekly update cycle
Actual hours are applied to the project plan at the Data Date, which is the first day of the subsequent update cycle (Friday morning 00:00). The data date indicates the time to which effort (hours) feedback is included in the schedule.

4.2.1 Analyses

Whenever the project has been updated and scheduled as described above the resulting project plan has to be analyzed to disclose changes compared to the previous project plan. Changes may indicate situations which causes a delay of agreed dates.
The analysis should include:

· comparison with the baseline from the previous update cycle (see section 3.3 for further details about baselines)

· check dates for agreed targets for delays

· analyze critical activities

· analyze critical paths

· check whether activities in progress have valid expected finish dates

· check whether start or finish dates are overdue

· analyze whether resource load is realistic at resource and group level.

Critical activities are defined by the total float in the project network. An activity with a total float value less than or equal to -0,1 day is a critical activity. A critical activity causes a delay of the project’s end day or other agreed dates with a constraint which is not achieved.

The critical path is a series of activities that determines a project's completion time. The duration of the activities on the critical path controls the duration of the entire project; a delay to any of these activities will delay the finish date of the entire project. 

4.2.2 Re-Planning

The project plan must be adjusted according to the changes in the plan disclosed by the analysis. The adjusted plan shall fulfill the agreed target dates. If changes to the agreed target dates should be unavoidable, this must be communicated and discussed with the involved parties.
5 Templates
This chapter describes the project templates which are the basis for set-up and planning of new projects.

5.1 Why and what is a Template

To ease and standardizes set-up of new projects several predefined project templates are prepared. Templates include the relevant work package for the development activities. All necessary codes, calendars etc. enable the user to use standard layouts and reports etc.

5.2 Who are Responsible for the Templates
The templates are prepared and maintained by the groups for which they are relevant, coordinated and supported by the Planning Office. The person who is responsible for the templates can be found at the homepage.

5.3 Template Maintenance

During process improvements, change of organization or update of processes or on improvements the templates are updated. Formal checks of the templates are done before release. To track the changes in templates the template responsible persons describes what has been changed in the notebook “Template version history” and the version number for the template are shifted accordingly.

5.4 Which Templates are Available

The templates are arranged in the following groups:

· Product Projects
· Platform Projects

· Component Development

· Predevelopment

· Basic Projects
· Technology and Innovation

· Accessory Device

· Non Productive Work
A complete product project includes more than one part project in Primavera. The product templates are linked together if deliverables to or from the project exists. In the development flow chart prepared for product projects an overview of the established links can be found.

5.5 From Template to Project Templates

When ever a project manager want to set up a new project in Primavera the project manager uses the “New project request” sheet. Planning office copies the project to the relevant place in Primavera. The relevant start date, calendars, responsible managers etc. for the project in question is set and the project is scheduled before it is released to the project team. 

6 Responsibilities and Rights
The chapter describes responsibilities and security profiles (rights) when working with the projects.

6.1 Involved Parties

6.1.1 Project Manager Responsible

Every project in Primavera does have a “Project Manager Responsible” assigned. The project manager is responsible to plan the project, adjust duration, delete or add tasks and agree with Line Management which resources can be assigned etc. During the entire project life cycle the project manager secures that the project plan shows the real project situation.
6.1.2 Resource

The resources do the planned work according to the project plan. The resource reports actual hours spent, starts activities by booking on the tasks and keeps his/her remaining effort updated. If the resource is assigned as primary resource for an activity he/she mark steps finished, starts and finishes the activity and keeps the expected finish date updated.
6.1.3 Line Manager

The Line Manager is responsible for the resource pool and secures, that the relevant resources are available for the projects.

6.1.4 Timesheet Approval Manager

The Timesheet Approval Manager does plausibility checks and approvals of timesheets from resources.
6.1.5 Planning Coordinator

The planning coordinator supports the project team during the project planning and execution phases and prepares quality check of the project at the agreed project check timeline.
6.1.6 Business Administration

The Business Administration (BA) provides project cost account and at some locations transfers the actual hours from Primavera Timesheets to the BA system.
6.2 Rights in Projects

To secure that a project is not modified, scheduled etc. by mistake security profiles are used e.g.

	Security Profile
	Rights

	Project Manager Responsible
	Write/edit; make link relations between part projects and schedule project.

	Project Manager
	Write/edit; make link relations between part projects and schedule project.

	Project Linkings
	Allowed to link between projects.

	View project data
	Are able to view the contents of the defined projects.

	Planner
	Planning Coordinator is able to write/edit, make link between part projects and platform- or component projects, and schedule the supported projects.

	…
	


Note: To make it very clear who is responsible for a specific project the security profile “Project Manager Responsible” is always given to only one person, i.e. if the plan is not updated this will be addressed to this person.
The rights are managed via the Organizational Breakdown Structure (OBS) in Primavera. The structure of the OBS is as the Enterprise Projects Structure (EPS).

7 General Settings

The following chapter describes some general settings in Primavera Project Management, which are needed to fulfill the concept.

7.1 User Preferences
User Preferences are user defined settings in the Project Management tool. It is important to follow the recommended settings, to get comparable information e.g. in reports and Layouts.
7.2 Project settings
The following default settings are set for all projects:

· Duration Type is used by Primavera to calculate duration and effort for activities and is set to “Fixed Duration & Units”, see section 3.2.4
· Activity Type is set to “Task Dependent”, because the Global calendar has to be used for scheduling, see section 3.2.4.
· Calendar is set to the Global calendar for the location where the main part of the resources come from
7.3 Codes

Codes are attributes, which can be used for sorting, filtering, grouping and reporting. In Primavera Project Management it is possible to assign codes to projects, activities and resources. The following codes are defined:

· Project codes

· Planning coordinator, Generation, Global line, ICM Project, Platform, Project type
· Activity codes 
· Connector, MS-Behavior, MS-Type, Project Phase, Board Type, Layout Cycle, Variant, SW_Integration Point, HotTopic, Buffer Type
· Resource codes 

· Location, Department, SAP Account, Employee type, Rough Planning, Non billing
7.4 Calendars

Two different types of calendars are used in Primavera Project Management:
· Global calendar. For each location there is a Global calendar and this calendar is updated with all non working days for the location. In addition a 7 day per week Global Calendar exists to be used for non labor resources. 
· Resource calendar. The resource calendar inherits the non working days from the “parent” global calendar and can be used to plan absence and holiday for the resource. The use of resource calendars is optional and has to be decided by individual departments. If decided to use resource calendars, the department has to organize the maintenance internally.
7.5 Jobservice

Job Service is used to regularly run specific jobs on the database. The following jobs are set up:
· Summarize: These jobs runs every night and create summarized values for all Projects under the EPS-node BenQ mobile. These values can be accessed when the projects are closed. 
· Apply actual hours: These jobs run every night and apply actual hours to all “Pre M0”-,
“After S4”-, “Department non productive work”- and “Basic Global” projects.
· Schedule: These jobs run every week and schedule the project mentioned under the “Apply Actuals” job.
8 Reporting

Information from Primavera Project Management can be shown in Reports and/or Layouts. The following chapter describes the possibilities.

8.1 Reporting Possibilities

A defined number of standard reports and layouts are available in Primavera Project Management. A standard report or layout is a predefined way to get information from Primavera Project Management and they are created on the basis of requests from users. The idea behind this is that not every user in Primavera Project Management should make their own reports, but instead have a common way to get information using these standards.

8.1.1 Reports

A report is a way to monitor specific information from Primavera Project Management for the involved parties. In the report area of Primavera Project Management it is possible to run standard reports or create new reports (selected users have the rights to create global reports). The reports can be viewed or printed in different ways (e.g. paper, HTML, text).

8.1.2 Layouts

A Layout is an “online” report where the information is displayed on the computer screen in the exact way that is wanted or needed. Layout can be used in 4 different windows in Primavera Project Management (Project, WBS, Activity and Assignment view) and can be printed.

8.1.3 Tracking View

The Tracking view is a way to get information from all projects in one view. Tracking view is working with summarized data (summarized by Job Service every night) and it is therefore possible to get e.g. a resource overview for all projects in the database without opening the projects.
9 Tools

The following chapter will give an overview of the environment and used applications. 
9.1 Used Applications

The Primavera Project Management module is a multiproject planning and control tool, built on an Oracle Server. The Project Management module is used in conjunction with Timesheets and MyPrimavera and is working on one database. The Primavera Environment is supported 24 hours 7 days a week.
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Figure 9 – Tool environment

9.1.1 Primavera Project Management
The application Primavera Project management is used for planning and controlling of the projects. A user account for the tool is requested with the request sheet on the BenQ Primavera homepage.

9.1.2 Timesheets

Timesheets are used for collection of actual hours and feedback from the primary resources about expected finish-, actual start and actual finish date. A user account for the tool can be requested with the request sheet on the BenQ Primavera homepage.

9.1.3 MyPrimavera

MyPrimavera is used by some Timesheet Approval Managers for approval of timesheets.
9.1.4 Citrix

Citrix is a terminal server used for accessing Primavera Project Management. Therefore all Primavera Project Management users need an account. How to require a user account for the tool is described on the BenQ Primavera homepage.
9.1.5 PMC
PMC is the tool used for future roadmap planning (incl. cost planning) and budgeting. From the 0-milestone (C0, M0 etc.) the projects will be planned in Primavera Project Management and the planned effort and dates can be transferred to PMC. 

9.1.6 External Reporting Tool

External report tools (e.g. in Excel or Access) can get access to the database through ODBC or similar.

10 Support

In the following chapter the support organization and training options is described.

10.1 Support Organization

The Primavera Support is organized in a level 1 support (Local support) and a level 2 support (Planning Office) (see Figure 10).
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Figure 10 – Support organisation
The responsibility for each level is described below:

· Local Project and Line Support (level 1)

Local support is placed on each location and is normally the first entry for the users. They are doing the planning support and coaching for the users. They will in addition give some training. 

· Planning Office (level 2)

The Planning Office is placed in Aalborg and is doing the Local Support here. In addition they are responsible for the Concept development, Primavera Hotline, Database administration, tool settings, Project setup, Trainings and User administration for Primavera applications.

For each Product project a planning coordinator is appointed to enable and coach the dedicated team regarding all planning issues. The same can be done for other projects.
10.2 Trainings

Trainings in tools and concept for all involved persons using Primavera applications are offered by the Support organization. Local Supporters or a person from the Planning Office with a good knowledge about the tool and the concept will give the trainings. 

10.3 Primavera Support
The following “contact points” can be used to get more information or answers about the tool and the concept:

· Local Supporters: E-mails and phone numbers for the local supporters can be found at the BenQ Primavera Homepage (see below)

· Hotline (Primavera Support):
· Phone: +45 72 19 58 88 (opening hours from 8 am – 5 pm CET, outside the opening hours SBS hotline will take over)

· E-mail:
Primavera_support@benq.com
· BenQ Primavera Homepage: http://mybenq.siemens.com/Primavera
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