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Training Guide 

 

1. Project Server URL 

https://epm.qu.edu.qa/PWA/default.aspx 

 

2. Home Screen 

Once you click on the above URL the following home screen will be shown. 

 

 

3. Projects Center 

Project Center is the view where the project manager will see all his/her created 

projects after the approval process.  

 

https://epm.qu.edu.qa/PWA/default.aspx
https://epm.qu.edu.qa/PWA/default.aspx
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3.1 Inside the Project: 

Click on any of the project the following pages will be shown. 

3.1.1 Project Details: 

Project details is the area where project manager can change the created fields 

throughout the project. 
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3.1.2 Schedule: 

Project schedule is the project plan of the project which can be updated from the 

Microsoft Project Professional as well as through the browser. 
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3.1.3 Project Dashboard: 

The project dashboard will provide the current status of the project including schedule 

and cost information and overall project health. 

 

 

3.1.4 Weekly Status Report: 

Project managers have to update the stakeholders regarding the status of the project, 

what are actions for the next period and others. To do so the PM will need to submit 

his/her weekly status report as shown below. EPM automatically notifies the project 

manager.  
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4. Business Case Workflow Approvals 

Click on the Business Case link from the top menu. Fill the fields and press Send Case 

button.  
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Once it is submitted the following message will be shown. Press OK in it.  

 

 

 

 

 

 

 

 

 

 

4.1 PMO Approval Process (Step 1) 

Here in this level PMO can do the following things: 

1. Schedule Business Case Presentation 

 Email will be sent to the initiator for the Presentation. 

2. Approve: 

 Request will be approved. 

3. Reject: 

 Request will completely be rejected. 

4. Return for Clarification: 

 From this option the form will be enabled to the initiator and can be 

submitted again after required changes are done. 

5. Assign BC to Director: 

 If PMO selects Director name from the dropdown and selects approve from 

the options so the request will be redirected to the Director and will wait 

until the director’s action. 

The following section will show the director view and actions. 
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4.2 Login as Director  

As a director, the following screen will appear to you.  

 

 

 

Click on the Business Case Approval link from the top. 
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Click on Pending for Director Approval: 

 

 

 

Here in this level Director can do the following things: 

1. Schedule Business Case Presentation 

 Email will be sent to the initiator for the Presentation. 

2. Approve: 

 Request will be approved and moved towards PMO for final approval.  

3. Reject: 

 Request will completely be rejected. 

4. Return for Clarification: 

 From this option the form will be enabled to the initiator and can be 

submitted again after required changes are made. 
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4.3 PMO Approval Process (Step 2) 

Here in this level PMO can do the following things: 

1. Schedule Business Case Presentation 

1.1. Email will be sent to the initiator for the Presentation. 

2. Approve: 

2.1. Request will be approved. 

3. Reject: 

3.1. Request will completely be rejected. 

4. Return for Clarification: 

4.1. From this option the form will be enabled to the initiator and can be 

submitted again after required changes are made. 

 

 

4.4  Creation of the Project: 

Once the request is approved it will be shown in the Approved section of PMO 

view. But still the project will not be created. When suitable PMO will create the 

project and the requestor will be notified. 

After the creation of the project from the Business Case. The project will be shown 

in the Project Center as shown below. 
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5. Software/Hardware Request 

To initiate the Software/Hardware request user need to click the 

Software/Hardware link from the top menu.  

In software/hardware form user can initiate two types of requests. 

1. Equipment/License 

2. Document Review.  

 

 

 

5.1 Equipment/License: 

In the Equipment/License type and after all the approvals, a record will be created in 

the document library where the nominated Focal point can add the multiple 

attachment. This record will be visible to the approved focal point person.  

 

As a requestor you will need to click on the Software/Hardware link from the top 

menu. Fill the fields and press Send Request button.  
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After pressing the Send Request button, the following message will be shown. 

Press OK to remove.  

The request is pending with PMO. Software/Hardware requests will follow the same 

approval hierarchy.  

 

 

 

5.1.1 PMO Approval Process (Step 1) 

Here in this level PMO can do the following things: 

1. Schedule Case Presentation 

 Email will be sent to the initiator for the Presentation. 

2. Approve: 

 Request will be approved. 

3. Reject: 

 Request will completely be rejected. 

4. Return for Clarification: 

 From this option the form will be enabled to the initiator and can be 

submitted again after required changes are made. 

5. Assign Request to Director: 

 If PMO selects Director name from the dropdown menu and selects 

approve from the options, the request will be redirected to the Director 

and will wait until the director’s action. 

 

The following section will show the director view and actions. 
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5.1.2 Login as Director  

As a director, the following screen will appear to you. 
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After clicking on the Pending for Director Approval link the following screen will 

be shown. 

 

 

Here in this level Director can do the following things: 

1. Schedule Case Presentation 

 Email will be sent to the initiator for the Presentation. 

2. Approve: 

 Request will be approved and move towards PMO for final approval.  

3. Reject: 

 Request will completely be rejected. 

4. Return for Clarification: 

 From this option the form will be enabled to the initiator and can be 

submitted again after required changes are made. 
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5.1.3 PMO Approval Process (Step 2) 

Here in this level PMO can do the following things: 

1. Schedule Business Case Presentation 

 Email will be sent to the initiator for the Presentation. 

2. Approve: 

 Request will be approved. 

3. Reject: 

 Request will completely be rejected 

4. Return for Clarification: 

 From this option the form will be enabled to the initiator and can be 

submitted again after required changes are made. 
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5.1.4 Folder Creation in Library: 

Once the request is approved it will be shown in the Approved section of the PMO 

view. But still the folder will not be created. When suitable PMO will create the 

folder in the document library and the requestor will be notified. 

 

5.1.5 Library Links: 

Request site documents will be shown at the left bar of EPM page. 
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5.2 Document Review: 

In the Document Review type, the approval hierarchy is same as Software/hardware. 

The little difference is the last step. In this process a request can be assigned to the 

selected users (reviewers). 
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5.2.1 PMO Document Review Process (Step 1) 

Here in this level PMO can do the following things: 

1. Schedule Case Presentation 

 Email will be sent to the initiator for the Presentation. 

2. Approve: 

 Request will be approved. 

3. Reject: 

 Request will completely be rejected. 

4. Return for Clarification: 

 From this option the form will be enabled to the initiator and can be 

submitted again after required changes are made. 

5. Assign Request to Director: 

 If PMO selects Director name from the dropdown menu and selects 

approve from the options, the request will be redirected to the Director 

and will wait until the director’s action. 

 

The following section will show the director view and actions. 
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5.2.2 Login as Director  
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Here in this level Director can do the following things: 

1. Schedule Case Presentation 

 Email will be sent to the initiator for the Presentation. 

2. Approve: 

 Request will be approved and moved towards PMO for final approval.  

3. Reject: 

 Request will completely be rejected. 

4. Return for Clarification: 

 From this option the form will be enabled to the initiator and can be 

submitted again after required changes are made. 

 

 

5.2.3 PMO Document Review Process (Step 2) 

Once request is approved, PMO can assign resources for review by assigning 

resources in Reviews section of the PMO view. 

 

 

5.2.4 Login as a Reviewer  

Login as a reviewer and click to the Document Review link from the top menu. 
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Click to the Details link the following screen will be shown.  

 

 

 

5.2.5 Review the comments: 

To see the reviewed comments by the reviewers. PMO need to login and click to 

Software/Hardware Approval link. 

 

 

5.2.6    PMO Document Review Process (Step 3) 

PMO can see the comments given by the reviewers. This is not the limit, PMO can 

assigned more reviewers as well.  


