PD-Trak Technical Overview and Guidelines
Overview

PD-Trak is a Visual Basic (VBA) application built on Microsoft Office.  It consists of a number of Excel, Word and MS Project files in a structured set of Windows folders.  The application is integrated through the VBA code which reads and writes information to files within the system thereby automating the process of data handling and report generation.  

The application is generally placed on an existing file server which is accessible to the user group (employees that are involved with the creation and execution of projects that are managed within PD-Trak).
OS and Application Compatibility

The OS requirements for the server and client machines are not specific to PD-Trak, but must support MS Office operating requirements including Visual Basic for Applications.  In most cases this does not require any changes to the existing IT infrastructure. An unzipping utility is required for installation.

All client machines accessing PD-Trak files should have Office 2002 or later (Excel and Windows) installed with the latest Service Packs and updates.  Note: the specified service pack upgrades must be installed for correct operation.  If the MS Project integration functionality will be used, PD-Trak requires Project 2000 or later.
The macro security level in Excel and Project must be set to either medium or low on all user machines for PD-Trak to function.  When set to medium, the user will be prompted to activate the macros in the workbook every time the file is opened.  When set to low, these prompts are avoided.  The decision to use low vs. medium is generally made based on the level of virus protection that the client has implemented.  The use of a strong, independent anti-virus system with Excel macro security set to low is recommended.  To change macro security levels, open the application and then click on Tools>Macro>Security.

File Storage Capacity

The PD-Trak application requires approximately 60MB of disk space. The majority of disk space requirements will be dictated by the number of projects being managed and the volume of documentation associated with each project.  This can vary from a few MB per project to 100MB or more depending on the project documentation requirements of your company.  
PD-Trak Folder and File Structure

The application expects that certain files will be located in a particular folder.  It relies on relative path names to a file or folder/file.  If these files are moved or deleted, the application will not function correctly and will either generate a message to that effect or generate a VB error.  This top-level folder structure within the PD-Trak folder is shown below.
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A Project File in the PD-Trak system is a folder that contains a Project File.xls file, a navigational page that gives team members access to the tools and documents that are built into the project file, along with a predefined set of files and folders designed to help the team manage their project.  The Project File.xls and PF1.xls files contain absolute or full pathname links to the main PD-Trak application in order to pass data to the various files for portfolio management, performance monitoring and resource planning.  If these files are moved to a different location, these links are broken.  There are administrative functions in the top level PD-Trak.xls workbook to re-establish those links to the project files.  This can be done by the projects administrator.
Path Name Considerations

PD-Trak maintains pathnames of the various project files as the means to link to and update information.  When PD-Trak is first installed, it will display the pathname that it has detected.  This may be a pathname using a mapped drive.  A mapped drive may be used if all users will have that mapping set up on their machines, but a safer method is to use a full network pathname.  
A second consideration is how far down in the server file structure that PD-Trak is located.  Since PD-Trak relies on an internal folder and file structure, adding multiple higher level folders and longer folder names has on occasion resulted in exceeding MS Windows 256 character limit to pathnames.  We recommend placing PD-Trak at a higher level in the server folder structure and keeping folder names short.  Normally, the PD-Trak application is placed in a folder named “PD-Trak”.  Avoid using version numbers and dates in your folder name for PD-Trak as this will complicate the process of implementing system upgrades.
Establishing Folder Permissions

Normally, the PD-Trak application is placed in a folder named “PD-Trak”.   All users of PD-Trak should be given both read and write permissions to this folder for the application to work correctly.
Archiving Project File Data

There is a procedure for archiving project file data both and at the end of each phase prior to a gate review and upon completing or canceling a project when ready access is no longer needed to the project file data.  This archiving procedure can be performed by the project manager or by the designated projects administrator.  The procedure is described in a PD-Trak Reference Guide.
Back-Up Considerations

The PD-Trak folder can be backed up in its entirety.  While it is recommended that all product development projects and their related documents should be stored within the Project Files folder in the PD-Trak folder, it is possible for project files to be located on other servers and computers and linked into the main PD-Trak application.  If this is done, back-up procedures need to take this into account.  The Organization should establish guidelines for where project files can be maintained to address this issue.

Backup procedures should follow the organization’s established norm but generally back-ups should be done on a daily basis.  
In the event of recovery, the files should be recovered to the same server and folder location since PD-Trak relies on an established path name to maintain linkage for updating data within its file structure.

Disaster Recovery

In the event of disaster necessitating use of PD-Trak on a new server, this can most easily be done by giving the server the same name, establishing the same folder structure, and placing the PD-Trak folder in this same place within this higher-level folder structure so that the pathnames linking PD-Trak together are intact.  This is important since PD-Trak relies on an established path name to maintain linkage for updating data within its file structure.

If this can’t be done, recover the PD-Trak folder to a server and use the 'Update install path' function on the Administration Functions page (default page for level 4 user) to remap the install path to the PD-Trak files.

Upgrading to New Releases

The procedure to upgrade to a new release will vary depending upon the current release that is being used, the changes involved with the new release, and the degree of modification to some of the various PD-Trak tools and templates.  During the upgrade process your existing PD-Trak installation will be duplicated – you can keep the old system as long as you wish as a backup system.  
The upgrade process should be scheduled for a period when no-one is accessing the system.  To prepare for the upgrade, please check that your network drive has sufficient space to hold the duplicate system.  We may ask that you send portions of your PD-Trak folder to us to do some preliminary work or independent project file conversion prior to the upgrade on your server.  Shortly before the time of the upgrade (1 hour or so), rename the top level PD-Trak folder to “PD-Trak old”.  Note: if anyone in your organization has one or more PD-Trak files open you will get an error message.  If this occurs, you will need to close these files so you can successfully rename the folder.
We will then need to access your server using a remote terminal application (e.g. Citrix, Webex or similar tool) or working with you onsite.  The period of time the application will be unavailable will vary depending on the nature of the upgrade (typically a few hours).  With many of our upgrades, existing project files do not need to be converted unless there is an interest in any added functionality within the project file.
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