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Creating Projects: Relating Actions to Projects

To create a project we begin in the Asset Planning module as this allows us to link our project to action items within our capital 

planning dataset.  Once linked the action will update automatically upon project completion.
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Step 1: Find the Asset where the 

completed work was performed and 

click on Elements. 

Step 2: Select the row containing the Element

& related Action you would like to complete.

Step 3: Review the Action information to ensure that 

the Action Cost and the Action Year are correct. 

>>Step 4: Click on Relate Project



Step 1: Specify how you would like to relate 

the action to a project:

Create one new project for each selected action: 

Individual projects will be created for each selected 

action. 

Works best when you want to track each action 

separately as a project.

Create one new project for all selected actions: 

One single project will be created for all selected 

actions. 

Works best when you want to track a group of 

actions in a single project.

Relate all selected actions to an existing project: 

this option will relate all selected actions to a project 

that is already created.

Use the search function to find the existing project 

you would like to relate.

Creating Projects: Relating Actions to Projects

When you click the Relate Project button a pop-up menu will appear with a number of options.  You can create a link to a new 

project or relate it to an existing project by using the search function.

Confidential & Proprietary

Step 2: Click on Relate.  Once a project is related to 

an action a project number will be created as a link 

under the “Projects” column at the action level.



Creating Projects: Not Linked to Actions

In the Project Planning module you can create projects that are not linked to an action. Once the Project is created you will still 

have the ability to link to an action(s) at a later point using the Related Actions tab.
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Step 1: Select the Project Planning 

icon from the modules listing.

Step 2: From the Projects menu click on Add 

Project.  This will take you to the Project form

where you will be asked to provide some basic 

project details.
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Project Planner Home Page

The Project Planner home page displays Project summary charts across the top and a listing of Projects below.  Similar to the 

Asset Planning home page you can use the asset tree to the left to filter down the charts & project listing to a specific asset or 

group of assets.
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The filter drop down 

provides some quick 

filtering options.  Use the 

filter button to the right to 

create a custom filter.

Columns within the grid can be

turned on or off to display any 

available project or asset details.

You can change Project assignment or 

modify values for multiple projects.  First 

select the Projects in the list and then 

select Assign or Modify Selected. 

Once the list is filtered and customized 

you can export directly to excel

>>Click on a Project # to view the Project Form

The Projects menu

allows you to search, 

filter and create 

projects.
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Reviewing & Modifying in the Project Form

The Project form displays all information related to a specific project. Once you have made changes click Save.

Confidential & Proprietary

Status fields specify 

the current stage of the 

project, scheduling and 

who it is assigned to.

Tabs across the top 

contain information 

relating to the project.

Related Actions displays all 

linked Actions from the Asset 

Planning module.  Additional 

actions can be linked here.

Send by E-Mail will send a link to the 

project to any user or email specified.

Assign budgets to your project using the 

Budget Allocation tab.  Build out your 

project estimated and actual costs using 

the Cost Items tab 

Classification fields specify the type of 

project and asset/category it belongs to.
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Completing Projects

Step 1: Find the Asset where the completed work was performed and 

click on Projects. Then click on the Project you would like to update.

Step 2: Review & Update all project fields & tabs in accordance with 

your organization’s Project Planner guidelines & process. Ensure that 

the cost & year completed are correct & accurate.

>>Step 3: Set the Status to “Completed” and 

click “Save” to begin our next section.

Once a Project has been fully completed the next step is to review & update the information in the Project form (based on actuals) 

and then update the Status field to Completed.
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Action Cycling Options

When you set the status to Completed in Project Planner and click Save you will be presented with a pop-up box with a few 

options.  These options allow you to specify how you would like the software to create the next life cycle of the action.  In most 

cases you will want to use the default selections which will use any modified values when creating the next action cycle.
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The Cycling Method gives you the 

option to create the next action cycle 

based on the current Repeat Interval or 

to create the next cycle based on the 

default template value.

The Cost Type gives you the option to 

utilize the modified value for the next 

action cost or to use the value based on 

the template.

>>To begin our next section click on the “Submit” button.
Advanced Mode allows you to make 

further modifications to the actions & next 

cycle. Useful if you forgot to change 

something in the previous steps.



Final Steps

Once you have completed a Project the software will automatically archive the original action & project and it will generate a new 

replacement action based on the cycling method selected.  Some final data management steps in Asset Planner are outlined 

below.
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Review & update the Element Description & Commentary if 

necessary (ex. If a new/different system was installed or if the 

previous commentary contained condition information clear it out).

You may want to update the attachment 

with a new picture or archive the old one. 

Alternatively you can leave the attachments 

as-is until the next assessment.

To view archived actions click on Settings and 

then click on Show Completed Actions Only.


