CASMIS User Guide

Program Management Module

4.1 Brain Book Explorer

The Brain Book was designed to help define, collect, organize, store, retrieve, report, control, and manage program performance effectively and efficiently.   This section of the User Guide provides instructions for all users on utilizing the Brain Book Explorer.

4.1.1 Selecting Your Program or Project

PM Brain Book allows you to quickly drill down to your important information by limiting chapter views to your program.  Once you have selected your program or project, it will become the PM Brain Book default until you change it.  Selecting a program or project is accomplished from the PM Brain Book Home page. 

4.1.1.1 Program Drop Down Box

[image: image1.png]JE= CASMIS - [Brain Book Home for project F16 Aircraft System - basss] L=100>]
File View BrainBook Help

Self Service Brain Book Home for project F16 Aircraft System
Py —
[F16 Aircraft System M E
4] Table of Contents. Find Recycle
= @ Desciton
o T oier i TyG=R] Dot e T SwpenseDate [Showbate [ Compte [
T3 Lo boloaistion Fefomacco | [P SBO04FIB Raa ot 1104198 1020198 Mo
) Related Progiams
) Curent Dessipton
&4 Diecion
I, MOASMOUS/LOAS
T Frogam Dieeie Letes ' Brain Book Document Indes Card M=
) sTaR
B e I
0 Ps Tope: [

S A—— P |

0 4DM |- Suspense.

0, pHD Date: 7 471072000 ]| Show [ 3 /1072000 %] [ Complte
0 conops
@ or R |

o s Atibutes: [Atibute Nor]
- Contiacts Dowblewcick  [Name/Desei| 2527 25 25 20 a1 1
0, Pe-Awad Documerts onavse  [DateoiSign 2 3 4 5 6 7 8
0 PR toedt Dosunenth] 8 A0 11 12 13 14 15
0 Convact hsigned | © 17 1818 2 21 2

Finsncial 23 2 5 % 27 B M
Schedule Complete 39 1 2 3 4 5 &

Peromance/Techrica [ o roday: 107271500 [
o
0 AP <cPevious | Newss | swe | oo |
3 Known Obsclescence/Shartage
03, sk Divers
03, P/CS Technical sk Assessment Filss
Lot
whatls -
Ve of Moctngs/Tips
Fiepars
Bicings
oou Gened Corespondence

CASMIS Setup Selt Assessmert Checkists _';I
| D

Secuit

| [ioznsss |,

iStart| Rinbos - Microsoft Dul.. | 37 Mictosoft Word - CAS... | [&]Mictosoft PowerPoint. | BECNN - Casto alowing..| SZCASMIS - [Brain Book..| [N g3R#<E BER D 232pM




The first time you sign on to PM Brain Book, your organization’s top-level program will be selected.  If you are not directly supporting this level of the organization, you will need to select your program or project.  This is done from the Program Drop Down box found in the PM Brain Book Tree View.  Click on the drop down button to view the organization’s WBS structure and select your program or project.  The Tree View will automatically close after you have made your selection.  PM Brain Book will open this program or project next time you use CASMIS, but you may change the program or project as often as is necessary.  Contact your CASMIS PM Administrator if you are unable to add, edit, or delete CASMIS Index Cards and suspenses or open Brain Book Extensions.  Access to index cards and extensions is set at the CASMIS project level to protect your sensitive program documents.

4.1.1.1.1 Program Hot List

PM Brain Book will create a Program Hot List for you after you have changed the default top-level program.  The Hot List consists of all of the programs and projects that you have used in the last 90 days.  This allows you to jump between several programs very quickly without having to scroll through the entire WBS structure.  The Hot List will be at the top of your Program Drop Down Box in the PM Brain Book Tree View.

4.1.2 Brain Book Work Area

PM Brain Book serves as a depository for your important program information and simplifies managing, controlling, and retrieving documents and information.  Click on the PM Brain Book Chapter or Sub-chapter where the information you need is stored to generate a list of the selected chapter’s CASMIS Index Cards in the Brain Book Work Area. In addition, PM Brain Work area contains two Quick Command icons that are useful tools with the Index Cards.

4.1.2.1 PM Brain Book Quick Command Icons

The PM Brain Book Work Area contains two Quick Command icons — the Find icon and the Recycle Bin icon.  The Find Quick Command allows you to search for CASMIS Index Cards by file name, date, and attribute value.  The Recycle Bin icon opens the Restore and Purge dialog box from where deleted index cards can be restored or permanently erased.

4.1.2.1.1 PM Brain Book Find Icon
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The Find Icon opens the Find Document Index Card dialog box.  It allows you to enter search criteria such as names, attributes, dates, or other criteria to search for a CASMIS Index Card.  Check the Include Archived Index Card to include archived CASMIS Index Cards in your search criteria.  Items that meet the search criteria will be displayed in the Find Document Index Card dialog box.  Open an item by double clicking on it.

4.1.2.1.2 PM Brain Book Recycle Icon

[image: image3.png]FE CASMIS - [Brain Book Home for project F16 Aircraft System - basss]
Fle View BianBook Help

PhiM

EI2al | Brain Book Home for project F16 Aircraft System

[FTE Aircrat System ST ﬁ
EsY Curent Desciption i

=1 E3

=i Direcin

1 MOAS/MOUSLOAS Type [ Document Name

[ SuspenseDate | ShonDate | Complete |

Program Dicive Laters
o
0 sanp
o s
) AP
) Program Miesons Decison
0 0M
0 P
) conoPs
0 or
o s
g Corvsets
0 Preward Documerts
0 cran
0 Contsct

Fnancisl
Schedue
Pettomance/Techrica
o Fisk
0 e
) Krown Dbsclescence/Shotge
0 Fisk Divers
) P/ES Techricl Pk Assessment Fies
Logisis
hatifs
Mides of Mestngs/Tis
Repots
Bifngs
General Coespordence
Selssessment Checkits
Miscelaneous
Suspenses
Acorym Lis
o0 Futwe Needs |

CASMIS Setup -
Secuy | 2

Add new Suspenses inder card

Hide archived indes cardls)

Show completed susperses

R Start| 2jinbo - Microsaft Outl

2 Vit 095, | o P, SO - Cash slowin. || ZZCAoMTS - Bramn || N GEIPAL

[ioznsss |,
EERe D o




Clicking on the Recycle Bin icon opens the PM Brain Book Restore and Purge dialog box.  The Recycle Bin holds all of PM Brain Book’s deleted CASMIS Index Cards until they are purged.  The purpose of the Recycle Bin is to prevent index cards from being accidentally deleted and to allow for restoration of previously deleted index cards.  Permanently delete a CASMIS Index Card by selecting it in the Restore and Purge dialog box and click on the Purge button.  Items that have been purged from PM Brain Book cannot be restored.  Restore a CASMIS Index Card by selecting it in the Restore and Purge dialog box and clicking on the Restore button.  Restoring a CASMIS Index Card moves it from the recycle bin to its original folder.

4.1.3 CASMIS Index Cards

PM Brain Book uses CASMIS Index Cards to help you manage the content of its chapters and sub-chapters.  The information found on CASMIS Index Cards will vary depending on what chapter is selected and what type of document it represents.  Open an index card by double clicking on it in the PM Brain Book Work Area.  A CASMIS Index Card typically contains high-level information such as who prepared it, the date it was signed, and other crucial program information. 
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4.1.3.1 Adding a CASMIS Index Card

CASMIS Index Cards help you manage your program or project effectively by creating an easy to use and understand indexing system.  You can create a CASMIS Index Card for any document that is important to you and your project.  Add a new CASMIS Index Card by right clicking on the PM Brain Book Chapter or Sub-chapter where the document should be located and selecting Add Index Card from the drop down menu to open the Brain Book Index Card dialog box.  Complete the Name, Path, Suspenses, and Attribute Values for the CASMIS Index Card.  The Path, Suspense, and Attribute Values are not required to save an index card, however a path is required to link to a program document. Not including attribute values limits the index card’s use for other team members.
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4.1.3.1.1 Creating A CASMIS Index Card Document Link

PM Brain Book lets you create links to the documents that are important to your program or project.  Document links are established when PM Brain Book Index Cards are added or edited.  Create a link by opening the appropriate CASMIS Index Card and entering the file location of the document or browse to find the right Path. 
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4.1.3.1.2 Saving a CASMIS Index Card without a Document Path
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PM Brain Book will allow you to save a CASMIS Index Card without entering a Path, however, this means that you will not be able to open the document that the index card references from within CASMIS.  CASMIS will warn you that there is no associated document and ask if you wish to save the document anyway.  Select No to return to the Brain Book Index Card dialog box to enter or browse for a path.  Select Yes to save the index card without a document link.  You can return later to enter a path by editing the CASMIS Index Card.

4.1.3.2 Editing a CASMIS Index Card’s Attribute Value
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CASMIS Index Card Attributes allow you to add information about an index card.  Attributes may either be free-text or a drop down box that contains a list of values.  Attribute values are entered in the Edit Attribute Value dialog box.  Open the Edit Attribute Value dialog box by double clicking on any of the Attribute fields in an open index card.  Add or edit comments in the free-text area of the dialog box or select the appropriate Attribute from the drop down list and select OK.

4.1.3.3 Archiving a CASMIS Index Card

Archiving CASMIS Index Cards removes them from the Brain Book Work Area and makes navigation easier by reducing screen clutter.  Archiving a CASMIS Index Card does not delete it.  An archived index card is stored in a special Brain Book folder until it is unarchived or deleted.  Archive an index card by right clicking on it in the PM Brain Book Work Area and selecting Archive from the drop down menu.  

4.1.3.4 Unarchiving a CASMIS Index Card

Unarchiving a CASMIS Index Card moves it from the archive folder back to its original PM Brain Book Chapter or Sub-chapter.  The Show Archived command will only be available in the Brain Book Toolbar when a chapter or sub-chapter contains an archived index card.  Unarchive an index card by right clicking on it and selecting Unarchive from the drop down menu.

4.1.3.5 Delete a CASMIS Index Card
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Deleting a CASMIS Index Card moves it from the current Brain Book Chapter or Sub-chapter to the CASMIS Recycle Bin, from where it may be restored or permanently purged from CASMIS.  Delete a CASMIS Index Card by right clicking on it and selecting Delete from the drop down menu. 

4.1.3.6 Editing a CASMIS Index Card

Occasionally, it may be necessary to edit an existing CASMIS Index Card to update a program status, note amendments, or other changes.  Edit a CASMIS Index Card by right clicking on the Brain Book Work Area and selecting Edit from the drop down menu to open the Brain Book Index Card.  Make the required changes to the Name, Path, Suspense, or Attribute fields and select Save and Close to save changes.

4.1.4 Opening A CASMIS Index Card Document Link
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PM Brain Book will automatically open a document associated with a CASMIS Index Card if your desktop computer has access to the drive where the document is stored and has the software to run the program.  Open a document associated with an index card by clicking on the Open button to the right of the Path field.

4.1.5 PM Brain Book Suspenses

PM Brain Book has the ability to track Brain Book Index Card Suspenses and warn you when they are due through the Brain Book Suspense Chapter.  The Suspense Chapter is a special chapter that contains date sensitive CASMIS Index Cards.  Any CASMIS Index Card, regardless of where it is stored, that has had its Suspense fields completed will also be shown in the Suspense Chapter.  Index cards can also be directly added to the Suspense Chapter; however, the Suspense fields are required.

4.1.5.1 Creating PM Brain Book Suspenses 

PM Brain Book can keep track of your program documents by adding a Suspense date.  For instance, if a document needs to be frequently updated, Brain Book can remind you that it is time to update it.  Add a Suspense to an index card by selecting a Suspense and or Show Date (optional) using the CASMIS Date Picker Calendar.  The calendar is opened by clicking on the drop down button to the right of the date field.  Today’s date can be selected by simply clicking in the Date check box.  The Suspense is set once the Date field has been selected and the check box toggle is checked.  It can be viewed and edited from either the PM Brain Book’s Suspense Chapter or the chapter where it was created.  Suspenses can also be suppressed until a future date to avoid cluttering the Suspense Chapter screen by selecting a Show date.  The Show date can be set for any date between today’s date and the date of the suspense.  The suspense will be visible in current suspenses on the Show date.  Suppressed suspenses can be viewed and edited by selecting the Show All Suspenses option.  For instance, a suspense that is ten months from now can be suppressed for nine months and shown in the Suspense Chapter for the last month.
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Creating Suspenses Not Associated with a PM Brain Book Chapter Document

PM Brain Book allows you to create a suspense that is not associated with a program document, such as an employee’s annual performance review.  The purpose of PM Brain Book’s Suspense Chapter is to act as a storage area for reminders and ticklers to help keep you and your program on track.  Creating a PM Brain Book Suspense Chapter index card is like creating any other CASMIS Index Card.  Add a new suspense by selecting the Suspense Chapter, right clicking, and select Add New Suspense from the drop down menu.  Complete the Name, Path, Suspense, and Attribute Value fields of the Brain Book Index Card.  The Name and Suspense Date are required fields.  A Suspense Index Card can only be viewed in the Suspense Chapter.

4.1.5.3 PM Brain Book Suspense Types

PM Brain Book labels Suspenses as either current, completed, archived, or unarchived to avoid screen clutter and make navigating easier.  Understanding what each of these categories means will make searching for and working with your PM Brain Book Suspenses easier.

4.1.5.3.1 PM Brain Book - Current Suspenses
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A PM Brain Book Current Suspense is any Suspense with a Suspense date equal to or less than today’s date.  Any Suspense with a Show Date that is greater than today will not show in PM Brain Book’s Suspense Chapter, but is still considered current.  Current Suspenses that have been archived will only be shown in Current Suspenses if the Show Archived option has been selected.

4.1.5.3.2 PM Brain Book - Completed Suspenses

A Completed Suspense is any Suspense which has its complete/incomplete toggle switch checked in the complete position.  Completed suspenses will only be visible in the Suspense Chapter if the Show Completed option is selected.  All completed CASMIS Index Cards are visible if the Show All and Show Archived options have been set.

4.1.5.3.2.1 Marking a PM Brain Book Suspense Complete
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Toggle the complete/incomplete status by checking or unchecking the Complete check box.  A Completed Suspense will remain in current Suspenses if the Suspense date is less than today’s date.  Completed suspenses with a date greater than today’s date will become visible on the Suspense or Show Date.  Archiving a completed suspense will prevent it from showing in Current Suspense unless Show Archived is selected.  

4.1.5.3.3 PM Brain Book – Archived Suspenses

A PM Brain Book Suspense can be archived regardless of its complete / incomplete status.  An Archived Suspense or index card is not visible in its original chapter or the Suspense Chapter unless the Show Archived option is selected.

4.1.5.3.3.1 Archiving a PM Brain Book Suspense

Archiving a Suspense removes it from the Current Suspenses view unless the Show Archived option is selected.  Archive a Suspense by right clicking on it and selecting Archive from the drop down menu.

4.1.5.3.4 PM Brain Book – Unarchived Suspenses

An Unarchived Suspense is any suspense that has not been Archived, regardless of its complete/incomplete status.  Unarchived suspenses include current, future, and completed suspenses.  All unarchived suspenses can be viewed by selecting Show All Suspenses.

4.1.5.3.4.1 Unarchiving a Suspense

Unarchive a Suspense by right clicking on it and selecting Unarchive from the drop down menu.  Unarchiving will move the Suspense back to the Suspense Chapter as either a Current or Complete Suspense.  It will be shown in the Work Area depending on the chapter’s toggle settings and the Suspense and Show dates.

4.1.5.3.5 Information Drilling Options in the PM Brain Book Suspense Chapter 

PM Brain Book’s Suspense Chapter allows you to drill for suspense information by categories to make searching faster and easier.  The Suspense Chapter can be sorted by Current, Completed, and Archived Suspenses.  

4.1.5.3.5.1   Drilling for Current Suspenses
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PM Brain Book’s Suspense Chapter allows you to sort and search for different types of Suspenses.  One of the most common types of sorting is by Current Suspenses.  A Current Suspense is any unarchived Suspense that has a Suspense or Show Date. This allows managers to see Suspenses which have come due or are about to come due and not yet completed.  View current Suspenses by right clicking on the Suspense Chapter and selecting Show Current Suspenses from the drop down menu.  Note that this is a toggle between Show and Hide Archived Suspenses.

4.1.5.3.5.2   Drilling for Completed Suspenses
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PM Brain Book also allows you to search for Completed Suspenses.  A Completed Suspense is any Suspense that has been assigned a Suspense or Show Date and the complete/incomplete toggle switch is marked Complete.  Archived Suspenses will not be displayed unless the Show Archived option has also been set.  View Completed Suspenses by right clicking on the Suspense Chapter and selecting Show Completed Suspenses.  Note that this is a toggle between Complete and Current Suspenses.

4.1.5.3.5.3  Drilling for Archived Suspenses
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Archived Suspenses are not displayed in the Brain Book Work Area unless the Show Archived toggle is set.  Archiving Suspenses hides Suspenses and helps avoid screen clutter and makes searching for Current Suspense easier.  View Archived Suspenses by right clicking on the Suspense Chapter and selecting Show Archived from the drop down menu.  Note that this is a toggle between Archived and Unarchived Suspenses.

4.1.5.4 Brain Book Extensions

CASMIS Brain Book Extensions are a series of 11 special report windows, located in the PM Brain Book Tree View, that allow program and financial managers to retrieve current financial, schedule, and program status.  The Program Brain Book Extensions also play an important role in the development of PEO/DAC presentations using the Presentation Workbench application and FM.  Access to individual extensions is restricted by program or project assignments and role assignments.  Contact your organization’s PM or Security [image: image17.png]Overall Status Assessment for F-16C/D Program Projectsxx
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Administrator if you require access to the Brain Book Extensions for your program or project. 

4.1.5.4.1 Research and Development Key Parameters

The Research and Development (R&D) Key Parameters Extension allows you to make program entries for program or project performance, cost, schedule, and other business areas in order to ensure that program information is being recorded accurately.  This extension is also used as input for the CASMIS Presentation Workbench application.  Open the R&D Key Parameters Extension by double clicking on the R&D Key Parameters Extension in the PM Brain Book Tree View.  Select the type of Parameter you wish to view from the Parameter drop down list; selections are limited to All, Performance, Cost, Schedule, and Other.  Add a new R&D Key Parameter item by clicking in the first cell of the last row of the R&D grid.  Select Performance, Cost, Schedule, or Other from the cell drop down list and complete the free text Parameter Description, Threshold/Balance, Actual, and Variance columns.  The Entry Date and Entry By cells are automatically populated by CASMIS.  Edit a Parameter item by selecting it in the R&D grid and make any required changes to the Parameter, Parameter Description, Threshold/Balance, Actual, and Variance cells.  Delete a Parameter item by right clicking in one of its cells in the R&D grid and selecting Delete from the drop down menu.  A Parameter item deleted in error cannot be restored; it must be re-entered as a new Parameter item.  Infrequently used or old Parameter items can be archived to hide them from view, but still save them for historical purposes.  Archive a Parameter item by right clicking in one of its cells in the R&D grid and selecting Archive from the drop down menu.  An archived Parameter is either hidden or shown.  When shown, an archived Parameter item is highlighted in yellow.  Toggle between showing and hiding archived Parameter items by right clicking and selecting either Hide Archived or Show Archived.  Unarchive an archived parameter by right clicking in one of its cells in the R&D grid and selecting Unarchive from the drop down menu.  Parameter items may also be re-ordered to suit your programs or projects requirements.  Reorder like parameters by selecting the appropriate parameter and selecting either the Up or Down button.  Note that only the order of like [image: image18.png]ogram Manager's Assessment for FMM Hardcore Testing [-[oIx]
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parameters may be changed.  The order of Parameter Types may not be changed and is set to Performance, Cost, Schedule, and Other.

4.1.5.4.2 Sustainment Metrics
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The Sustainment Metrics Extension allows you to record subjective status of the seven standard Fleet Sustainment Metrics and compare actual performance against standards in order to ensure that program standards are being achieved.  This extension is also used as input for the CASMIS Presentation Workbench application.  Open the Sustainment Metrics Extension by double clicking on the Sustainment Metrics Extension in the PM Brain Book Tree View.  Choose the Grade metrics for a performance period by selecting a month and year using the CASMIS Date Picker Calendar.  Record performance by right clicking in the appropriate Sustainment grid and select Green, Yellow, or Red, and Improving, Deteriorating, or Holding from the drop down menu.  Performance can also be recorded by selecting the G, Y, or R and the I, D, and H keys on your desktop keyboard.  Clear the content of a cell by right clicking in the cell and selecting Clear Cell from the drop down menu.  Clearing a cell does not affect any other cells in the Sustainment grid. The Sustainment Metrics Extension also allows you to record the actual metric performance for NMCS, CANN, 8‑Hour Fix Rate, NMCM, and TNMCM rates.  Enter actual data by selecting the appropriate cell and entering the actual performance for the selected month (25.2 = 25.2%).  Set Command rates for the Std % Column by selecting the appropriate cell and entering the standard.  Once the standards have been entered, they can be brought forward to the next month by selecting the Apply Std % button in the Sustainment Metrics window.  Infrequently used or Standard items can be archived to hide them from view, but still save them for historical purposes.  Archive a Standard item by right clicking in one of its cells in the Sustainment grid and selecting Archive from the drop down menu.  An archived Sustainment item is either hidden or shown.  When shown, an archived Standard item is highlighted in yellow.  Toggle between showing and hiding archived Standard items by right clicking and selecting either Hide Archived or Show Archived.  Unarchive an archived Sustainment item by right clicking in one of its cells in the grid and selecting Unarchive from the drop down menu.

4.1.5.4.3 Essential Employment Capabilities

The Essential Employment Capabilities Extension allows you to record the grade for up to nine essential employment capabilities and for reliability and maintainability.  This extensin is also used as input for the CASMIS Presentation Workbench application.  Open the Essential Employment Capabilities Extension by double clicking on the Essential Employment Capabilities Extension in the PM Brain Book Tree View.  Choose the Grade capabilities for a performance period by selecting a month and year using the CASMIS Date Picker Calendar.  CASMIS requires that you record entries in the Development, Production, and Sustainment columns for each capability and Reliability and Maintainability for flight hours between unscheduled maintenance (MFHBUM), maintenance man‑hours per flying hour (MMH/FH) and Production Surveillance Report (PSR).  Record ratings by right clicking in the appropriate Capabilities grid cell and select Green, Yellow, or Red, and Improving, Deteriorating, or Holding from the drop down menu.  Ratings can also be recorded by selecting the G, Y, or R and the I, D, or H keys on your desktop keyboard.  Clear the content of a cell by right clicking in the cell and selecting Clear Cell from the drop down menu.  Clearing a cell does not affect any other cells in the Capabilities grid.  Infrequently used or Capability items can be archived to hide them from view, but still save them for historical purposes.  Archive a Capability item by right clicking in one of its cells in the Capabilities grid and selecting Archive from the drop down menu.  An archived Capabilities item is either hidden or shown.  When shown, an archived Capabilities item is highlighted in yellow.  Toggle between showing and hiding archived Capabilities items by right clicking and selecting either Hide Archived or Show Archived.  Unarchive an archived Capabilities item by right clicking in one of its cells in the grid and selecting Unarchive from the drop down menu.
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4.1.5.4.4 Key Issues

The Key Issues Extension allows program mangers to record Key issues for his or her program and pass that information to the CASMIS Presentation Workbench application for use in PEO/DAC and other custom presentations.  Open the Key Issues Extension by double clicking on the Key Issues Extension in the PM Brain Book Tree View.  The Key Issues window will show All Cost, Schedule, Performance, and any other business issues that should be reported.  Select the type of Issue you wish to view from the Issue drop down list; selections are limited to All, Cost, Schedule, Performance, and Other.  Add a new issue by right clicking in the Issue grid and selecting Add Issue from the drop down list to add a blank row to the Issue grid.  Select Performance, Cost, Schedule, or Other from the cell drop down list and complete the free text Description, Proposed Action, and Disposition cells and use the CASMIS Date Picker Calendar to select the Estimated Get Well Date and Closed As of Date in the new row.  The Entry Date and Entry Made By fields are automatically populated by CASMIS.  Add a sub-bullet to an existing issue by right clicking on [image: image21.png]CASMIS - [Brain Book Home for project 5.0 - FMM Hardcore Tes!
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the issue in the Issue grid and selecting Add Sub Bullet.  Complete the free text Description cells in the new row.  All other Issue grid cells are locked.  Edit an Issue by right clicking in the appropriate field in the Issue grid and make required changes.  Delete an Issue by right clicking in the Issue grid and selecting Delete from the drop down menu.  Deleting a parent-level issue in the Issue hierarchy will also delete any subordinate Issues.  Issues deleted in error cannot be restored; they must be re-entered as new Issues.  Infrequently used Issues can be archived to hide them from view, but still save them for historical purposes.  Archive an Issue by right clicking in one of its cells in the Capabilities grid and selecting Archive from the drop down menu.  An archived Issue is either hidden or shown.  When shown, an archived Issue is highlighted in yellow.  Toggle between showing and hiding archived Issues by right clicking and selecting either Hide Archived or Show Archived.  Reorder same-level Issues by selecting the appropriate Issue and selecting either the Up or Down button.  Note that only the order of same-level issues may be changed and that changing higher or parent level Issues automatically moves all subordinate Issues.  The order of Issues is set to Performance, Cost, Schedule, and Other and may not be changed. Unarchive an archived Key Issue by right clicking in one of its cells in the grid and selecting Unarchive from the drop down menu.

4.1.5.4.5 Overall Status Assessment

The Overall Status Assessment Extension allows users to enter the overall status for a program and is used to complete the Program or Project Quad Chart in a PEO/DAC presentation prepared by the Presentation Workbench application.  Open the Overall Status Extension by double clicking on the Overall Status Extension in the PM Brain Book Tree View.  Grade Overall Status for a performance period by selecting a month and year using the CASMIS Date Picker Calendar.  Record status by right clicking in the appropriate Assessment grid cell and select Green, Yellow, or Red, and Improving, Deteriorating, or Holding from the drop down menu.  Selecting the G, Y, or R and the I, D, or H keys on your desktop keyboard can also record the Overall Assessment ratings.  Clear the content of a cell by right clicking in the cell and selecting Clear Cell from the drop down menu.  Clearing a cell does not affect any other cells in the Assessment grid.  Edit an Assessment rating by clearing the cell and re-entering the appropriate rating by right clicking and selecting Green, Yellow, or Red, and Improving, Deteriorating, or Holding from the drop down menu.  Assessments cannot be deleted.  Infrequently used or old Assessment items can be archived to hide them from view, but still save them for historical purposes.  Archive an Assessment item by right clicking in one of its cells in the Assessment grid and selecting Archive from the drop down menu.  An archived Assessment item is either hidden or shown.  When shown, an archived Assessment item is highlighted in yellow.  Toggle between showing and hiding archived Assessment items by right clicking and selecting either Hide Archived or Show Archived.  Unarchive an archived Assessment item by right clicking in one of its cells in the grid and selecting Unarchive from the drop down menu.
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Program Manager’s Assessment

The Program Manager’s Assessment Extension allows a program manager to record a program or project level assessment and is used to complete the PEO/DAC presentation prepared by the Presentation Workbench application.  Open the Program Manager’s Assessment Extension by double clicking on the Program Manager’s Assessment Extension in the PM Brain Book Tree View.  Grade Overall Status for a performance period by selecting a month and year using the CASMIS Date Picker Calendar.  Record status by right clicking in the appropriate Assessment grid cell and select Green, Yellow, or Red, and Improving, Deteriorating, or Holding from the drop down menu.  Overall selecting the G, Y, or R and the I, D, and H keys on your desktop keyboard can also record Assessment ratings.  Clear the content of a cell by right clicking in the cell and selecting Clear Cell from the drop down menu.  Clearing a cell does not affect any other cells in the Assessment grid.  Edit an Assessment rating by clearing the cell and re-entering the appropriate rating by right clicking and selecting Green, Yellow, or Red, and Improving, Deteriorating, or Holding from the drop down menu.  Assessments cannot be deleted.  Infrequently used or old Assessment items can be archived to hide them from view, but still save them for historical purposes.  Archive an Assessment item by right clicking in one of its cells in the Assessment grid and selecting Archive from the drop down menu.  An archived Assessment item is either hidden or shown.  When shown, an archived Assessment item is highlighted in yellow.  Toggle between showing and hiding archived Assessment items by right clicking and selecting either Hide Archived or Show Archived.  Unarchive an archived Assessment item by right clicking in one [image: image23.png]Imparing wil delete al of the curent actvitesinthe schecll. Are you sure you would ke t continue?




of its cells in the grid and selecting Unarchive from the drop down menu.

4.1.5.4.7 Schedule

The Schedule Extension allows you to create or import a Microsoft Project project schedule and include selected project or program schedule items in the PEO/DAC presentation created using the Presentation Workbench application.  Open the Schedule Extension by double clicking on the Schedule Extension in the PM Brain Book Tree View.  The Schedule Extension contains two Schedule tabs: an FM Schedule Tab and a Microsoft Project Schedule.  The FM Schedule is used to build the PEO/DAC presentation Schedule Slide and the Microsoft Project Schedule displays a filtered Microsoft Project Schedule file.  Checking the Flag 20 indicator in the appropriate schedule tasks allows CASMIS to import that activity data into the FM Schedule Tab grid.

4.1.5.4.7.1 Schedule Grid Abbreviation Definition Table

The Schedule tab grid contains the following column headers: Activity, Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, Thr. End, % Comp, Quad, Key Param., APB Param., Key Date, and Milestone.  The table below defines the abbreviation for each column header.

	FM Schedule Grid Abbreviations

	Abbreviation
	Definition

	Activity
	Activity

	Obj. Start
	Objective Start

	Obj. End
	Objective End 

	Est. Start
	Estimated Start

	Est. End
	Estimated End 

	Act. Start
	Actual Start 

	Act. End
	Actual End 

	Thr. Start
	Threshold Start

	Thr. End
	Threshold End

	% Comp
	Percent Complete

	Quad
	Include in Quad Chart

	Key Param
	Key Parameter

	APB Param
	APB Parameter

	Key Date
	Key Date

	Milestone
	Milestone


4.1.5.4.7.2 Schedule Grid Cell Fill method Table

The Schedule tab grid contains the following column headers: Activity, Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, Thr. End, % Comp, Quad, Key Param., APB Param, Key Date, and Milestone.  The table below indicates the fill method for each cell beneath the column header

	Schedule Grid Cell Fill Method

	Type of Cell
	Schedule Grid Fill Method

	Activity
	Free Text

	Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, and Thr. End
	CASMIS Date Picker Calendar

	% Comp
	Whole number between 0 and 100

	Quad, Key Param., APB Param, and Milestone.
	Yes or No drop down list

	Key Date
	None, Start, End, Both drop down list

	
	


4.1.5.4.7.3 Microsoft Project  and FM Schedule Grid Relationship Table

The Brain Book Schedule Extension FM Schedule grid and some Microsoft Project Schedule files will have different header columns.  The Table below identifies the differences in naming conventions.

	MS Project Task Field
	FM Schedule Grid Field
	FM Schedule Grid Abbreviated Name

	Name
	Activity 
	Activity

	Baseline Start
	Objective Start 
	Obj. Start

	Baseline Finish
	Objective End 
	Obj. End

	Start
	Estimated Start 
	Est. Start

	Finish
	Estimated End 
	Est. End

	Actual Start
	Actual Start 
	Act. Start

	Actual Finish
	Actual End 
	Act. End

	% Complete
	% Complete 
	% Comp

	Start 1
	Threshold Start
	Thr. Start

	Finish 1
	Threshold End
	Thr. End

	Flag 4
	Key Parameter
	Key Param.

	Flag 5
	APB Parameter
	APB Param.

	Text 2
	Key Date Flag
	Key Date

	Flag 19
	Include in Quad
	Quad

	Mark Task as Milestone
	Milestone
	Milestone


4.1.5.4.7.4 Completing a Project Schedule without Microsoft project 

Microsoft Project is not required to add a schedule using the PM Brain Book Schedule Extension.  Enter a program or project schedule by selecting the appropriate cell in the Schedule Tab of the Schedule Extension and entering the appropriate Activity Name, use the CASMIS Date Picker Calendar to complete date sensitive fields, and select the appropriate toggles for the Quad, Key Param., APB Param., Key Date, and Milestone cells.  The following are required for a PEO/DAC presentation and should have their Quad indicator in the Yes position: Activity, Obj. Start, Obj. End, Est. Start, Est. End, Act. Start, Act. End, Thr. Start, Thr. End, and % Comp.  If their Quad indicator is set to No, the activity will not be available to add in the PEO/DAC presentation created by the Presentation Workbench application.
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4.1.5.4.7.5 Importing a Project Schedule using Microsoft project 

The Brain Book Schedule Extension will allow you to import a Microsoft Project Schedule to populate the FM Schedule grid.  Select the Import button in the FM Schedule tab to open the Open Project File dialog box and select the location and file you wish to import and click on Open.  Note, importing a Microsoft Project Schedule will overwrite any existing data in the Schedule grid and that making changes to the Schedule grid does not affect the original Microsoft Project file.

4.1.5.4.7.6  Deleting, Clearing, and Reordering the Schedule Grid Activities

The PM Brain Book Schedule Extension allows you to delete old or erroneous entries, clear cell values, and re-order scheduled activities.  Delete a scheduled activity by right clicking in the row of the activity in the Schedule grid and selecting Delete Schedule from the drop down menu.  Clear a cell of all previous entries by selecting the cell in the Schedule grid and selecting Clear Cell from the drop down menu.  Reorder activities by selecting the row of the appropriate activity and click on either the Move Up or Move Down buttons.  Note that deleting, clearing, and reordering cells in the Schedule grid does not affect its associated Microsoft Project  file.
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Opening a filtered Microsoft Project File in the Brain Book Schedule Extension

The Brain Book Schedule Extension will allow you to open a filtered Microsoft Project file.  Open a file by selecting the MS Project Schedule tab and click on the Open button.  Select the Microsoft Project file to open from the Open file dialog box.  The file will be filtered so that in those items with the Flag 20 indicator in the Yes position will be displayed.  The purpose of opening the filtered schedule through CASMIS is to allow program managers to monitor those activities that he or she has determined are critical to achieving program or project objectives.  Changes made to this schedule are written to the Microsoft Project file and do not affect entries made in the FM Schedule Tab.  The Microsoft Project file must be imported for changes to affect the FM Schedule grid.  Note that in some cases a Microsoft Project file may have embedded links to other files.  CASMIS will open and minimize a Microsoft Project file that contains links.  View the file by selecting MS Project from your Windows task Bar.  Microsoft Project will have opened a dialog box asking if changes made to this file should affect linked files.  If changes should affect all linked files select Yes and CASMIS will maximize the Microsoft Project file.  If changes should not affect linked files select No and CASMIS will maximize the Microsoft Project file.
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4.1.5.4.8 Team Membership

The Team Membership Extension allows program managers to retrieve a report that lists IPT members, their organizational symbol, telephone number, their IPT allocation, and the actual amount of time in hours and percent that they have charged to the program or project in the preceding month and 12 months.  Retrieve a Team Membership report by double clicking on the Team Membership Extension in the PM Brain Book Tree View.  The Team Membership default is to prepare the Team Membership report for today’s date.  Select a new date by using the CASMIS Date Picker Calendar to change the Entries As Of fields and click on the Refresh button.  Print the report by selecting the Print icon to send the report to your default printer or select a new printer from the Printer dialog box.
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4.1.5.4.9 Engineering and Contracting Change Proposals
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The ECP/CCP Extension allows organizations to enter and calculate how long it takes to board and complete an ECP/CCP.  Open the ECP/CCP Extension by double clicking on the ECP/CCP Extension in the PM Brain Book Tree View.  Add a new ECP/CCP by selecting the last row in the ECP/CCP grid and completing the ECP/CCP Description, Number, Start Date, Expected Board Date, Expected Completion Date, Actual Board Date, Actual Completion Date, Disposition, Owner, Status, and Include in Calculation field.  The Description field is a free text field that can be used to identify the ECP/CCP name.  The Number field is the ECP/CCPs number.  The Expected Board Date, Expected Completion Date, Actual Board Date, and Actual Completion Dates are populated using the CASMIS Date Picker Calendar.  The Disposition, Owner, and Status have unique drop down values: valid selections for Disposition include Accepted or Rejected, the Owner drop down includes a list of all organizational team members, and the Status drop down is limited to Review, Open, and Completed.  The Include in Calculation check box indicates whether this ECP/CCP should be included in the Metrics Calculation grid located beneath the ECP/CCP grid.  The Metrics Calculation grid calculates how long it takes on an average from the start of an ECP/CCP to actually board and to complete it.  The metrics calculation only includes ECCP/CCP activity for the start date day range selected in the Between and And fields.  Use the CASMIS Date Picker Calendar to complete these fields.  ECP/CCP entries that are made in error can be deleted.  Delete an ECP/CP by [image: image29.png]FE CASMI
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right clicking in its row in the ECP/CCP grid and selecting Delete from the drop down menu.

4.1.5.4.10 Obligation and Expenditure Summary
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The Obligation and Expenditure Summary Extension allows a program manager to retrieve obligations and expenditures against his or her program or project by fiscal year (FY), appropriation (APPN), and program element code (PEC). Open the Obligation and Expenditure Summary Extension by double clicking on the Obligation and Expenditure Summary Extension in the PM Brain Book Tree View.  Generate a summary by selecting the appropriate APPN/FY combination and select a year to run the summary from the Run for Fiscal Year drop down list.  Select the Refresh button to search the CASMIS database and generate a summary.  This process may take several seconds to several minutes depending on your APPN/FY selection and your desktop computer.  The Summary will show by month the cumulative Forecast and the Actual obligations and expenditures.  In addition, it shows the cumulative Total Obligation and Expenditure percentages along with the OSD standard and calculates the absolute difference and percentage difference of cumulative figures.  Print the report by selecting the Print icon to send the report to your default printer or select a new printer from the Printer dialog box.

4.1.5.4.11 Budget Summary

The Budget Summary Extension shows the required, approved, and any differences for the selected LLFC over the life of the appropriation.  The report format includes the selected year, the prior and future two years, and cumulative prior and out years, and total.  Open the Budget Summary Extension by double clicking on the Budget Summary Extension in the PM Brain Book Tree View.  Generate a Budget Summary by selecting the appropriate LLFCs and use the CASMIS Date Picker Calendar to select the year for the center column of the report from the Report Column Based on field.  It may take several seconds to several minutes depending on your LLFC selections and your desktop computer.  Print the report by selecting the Print icon to send the report to your default printer or select a new printer from the Printer dialog box.
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