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import is not successful or is only partially successful, custom error messages will be 
displayed above the I.H.4 table. 
 

4.19.7.10.5 Microsoft Project Export  

An export icon ( ) above the Performance will export the entire Performance Baseline 
table into the eCPIC Microsoft Project Database template. This function will prompt the 
user to save or open the document after selecting the icon. 

4.19.7.

4.19.

11 Performance Baseline Table Data Import 

eCPIC allows users to import performance baseline data from one performance baseline 
table to another within the same investment.  This will assist users with migrating their 
performance baseline table data when the state of their investment changes.  To import 
data from into a performance baseline table from a different table within the same 
investment: 
1. Browse to the appropriate section/subsection of the Performance Baseline you 

wish to import into. 

2. Click on “Toggle Baseline Import” 

3. Choose the Performance Baseline Table that contains the data you want to import 
into the current table 

4. Click the “Import” Button 

5. A confirmation dialog will appear, click “OK” to continue.  The data from the 
source table will have replaced the current table data 

8 Performance Baseline Change Requests (PBCR) 

As a means of providing tighter control over investment work breakdown structures and 
performance baseline table data, performance baseline change management functionality 
has been introduced into eCPIC.  This change management system will allow 
administrators to manage the number and type of updates made to the approved 
performance baseline table within eCPIC processes, allowing users to initiate change 
request prior to making baseline updates.  These updates can then be monitored, 
managed, edited, and approved by eCPIC administrators and will provide agencies with 
tighter control over the data being captured and utilized in EVM calculations as well as 
the data being submitted to OMB. 

A Performance Baseline Table Change Request (PBCR), when initiated, will create an 
independent working copy of the approved Performance Baseline table and its data, 
allowing users to make updates to data, without modifying the approved baseline.  Users 
can then submit the PBCR for approval by an eCPIC administrator.  Administrators can 
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then use the information supplied by the user in the PBCR to follow agency specific 
processes for approving baseline updates.  When the PBCR is approved, the proposed 
baseline within the PBCR will replace the data in the Performance Baseline table and will 
now be the approved baseline for the investment. 

When the Performance Baseline Table Change Request (PBCR) functionality is Active as 
configured by a system administrator, users can initiate, modify, or view a change request 
from the Performance Baseline table.  Above the Performance Baseline table, a new icon 
( ) appears when a PBCR is active as seen below.  To open the PBCR window: 
 

1. To initiate a new change request, or modify or view an existing change request, 
click the PBCR icon ( ) on the upper left corner of the Performance Baseline 
Table. 

 
2. A new window will appear containing the PBCR form 

 
 

4.19.8.1 Performance Baseline Table Change Request Workflow 

A PBCR, once created, will travel through a series of steps in its lifetime.  Each of these 
steps are monitored and tracked by eCPIC.  From certain phases, the PBCR may be 
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limited to the next possible phase.  The life of a PBCR may pass through any of the 
following phases: 
 

Status Description Available Next 
Actions 

New Change 
Request 

There is no PBCR available for this 
investment.  A new PBCR must be initiated. 

In Progress 

In Progress This PBCR is in a working state.  Users and 
Admins may update and view the PBCR. 

Submitted, Deleted 

Submitted The PBCR has been submitted to 
Administrators for approval.  Users may view 
the PBCR in a read-only state.   

Approved, Denied 
Pending Changes, 
Deleted 

Denied 
Pending 
Changes 

An Admin has returned the PBCR to the User 
for review and updates.  The PBCR may be 
resubmitted for approval. 

Submitted, Deleted 

Approved The Admin has approved the PBCR.  The 
proposed baseline was accepted and may be 
found in the Performance Baseline table as 
the approved baseline. 

No Action 
Available 

Deleted The PBCR has been deleted and is no longer 
active.  A new PBCR must be initiated for 
this investment. 

No Action 
Available 

 

4.19.8.2 Initiating a New Performance Baseline Change Request 

If no PBCR is currently open for the current investment, a new PBCR can be Initiated.  
To Initiate a new PBCR from within the PBCR from: 

1. Fill out appropriate information within the PBCR form. 

2. Click on the Initiate a New Performance Baseline Table Change Request icon 
( ) in the upper right corner of the PBCR form. 
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3. Click OK to continue and Initiate the PBCR. 

 
 

4. The PBCR has now been initiated and its status will not be set to In Progress 

 

4.19.8.3 Preparing a Performance Baseline Table Change 
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Request 

A Performance Baseline Table Change Request (PBCR) contains three (3) sections; 
General Information, Proposed Baseline, and Summary and Justification.  Each of these 
sections is broken into a tab within the PBCR form and captures the details of the PBCR. 
 

 
 

4.19.8.3.1 Performance Baseline Table Change Request Navigation 

Within the PBCR, the top navigation and header bar will be used to navigate and save 
throughout the PBCR.   

 
 
From within a PBCR the following icons will be available to perform PBCR actions: 
 

 Save Saves updates made to the current tab of the PBCR 

 Undo Will revert any changes made to the current tab of the PBCR 
since the last save point 

 Delete Deletes a PBCR.  The PBCR will no longer be available for 
updates or submission for approval. 

 Initiate Initiates a new PBCR if one does not currently exist for current 
Investment 

 Submit Submits a PBCR for approval by an Administrator 

 Deny Returns the PBCR to the user in a Denied Pending Changes 
status (Admin Only) 

 Approve Approves a PBCR (Admin Only) 
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 Excel Export Generates an Excel export of the current PBCR 
 Go Back Navigates back to the Manage PBCR page (Admin Only) 

 

4.19.8.3.2 General Information 

This General Information section of the PBCR form contains general information about 
the change request including a justification of its impact and a rationale for the change, 
and the type of change being requested along with some historical data about the life of 
the PBCR.  The following table outlines the information captured on this page: 
 

 
 

 Name of Field Description 
a Investment Name The name of the Investment for which the PBCR is being 

created.  This field is auto-populated based upon the current 
investment and is read-only. 

b Cost and Schedule 
Type 

The cost and schedule type for which the PBCR is being 
created.  There are 3 cost and schedule types: Baseline 
Comparison (II.C.), Steady State Baseline Comparison 
(III.B.), EGov Baseline Comparison (IV.C.).  The roman 
numerals after each type refer to the section in the Exhibit 
300 where the performance baseline table is found.  This 
field is auto-populated based upon the current performance 
baseline table and is read-only. 

c Project Manager The Name of the Project Manager for this Investment.  This 
field is pre-populated based upon the ‘Project Manager 
Name’  field found in Section I.A – Overview of the Exhibit 
300 process but can be updated by the user. 

d Point of Contact The Name of the Point of Contact for this Investment.  This 
field is pre-populated based upon the ‘Point of Contact’ 
field found the Initiative Definition section of an investment 
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but can be updated by the user. 
e Change Type The type of change being requested by this change request.  

This field is a pick list and is customizable by the system 
administrator.  NOTE:  This field is required prior to 
submitting a change request. 

f Status The current status of the change request.  This field is read-
only and is automatically updated as a change request 
moves through the workflow. 

g Submitted By The name of the user who last submitted this change request 
for approval.  This field is read-only and is automatically 
updated as a change request is submitted. 

h Submitted On The date and time the change request was submitted for 
approval.  This field is read-only and is automatically 
updated as a change request is submitted. 

i Approved By The name of the user who approved this change request.  
This field is read-only and is automatically updated as a 
change request is approved. 

j Approved On The date and time the change request was approved.  This 
field is read-only and is automatically updated as a change 
request is approved. 

k Overall Rationale for 
Change 

An explanation of reasoning for submitting the change 
request.  NOTE:  This field is required prior to submitting a 
change request. 

l Overall Impact of 
Change 

An explanation of the impact that submitting this change 
request will have on the current approved baseline.  NOTE:  
This field is required prior to submitting a change request. 

m Revision Comment A general purpose comment field.  Each time a PBCR 
moves through phases in its lifecycle, the revision comment 
is appended to the History to provide historical tracking and 
allow messaging between users. 

 
To view the history of a PBCR: 

1. Click on the View History link at the bottom of the form. 
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2. This will display the full history of the current PBCR 

 

4.19.8.3.3 Proposed Baseline 

The Proposed Baseline Section of the PBCR form contains the Proposed Baseline table 
which represents the proposed baseline being submitted for approval in this change 
request.  For a new PBCR this will be a copy of the approved Performance Baseline table 
from which the PBCR was initiated.  To view the Proposed Baseline Table: 

1. Click on the Proposed Baseline tab at the top of the PBCR form 
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2. This will display the Proposed Baseline Table 

 
 
The Proposed Baseline table functions similar to the Performance Baseline table.  For 
information on using the Performance Baseline table, see the Performance Baseline 
Section of the eCPIC User Guide, as the functionality and use thereof remains the 
same.  The Proposed baseline does however, contain new features to help identify and 
monitor changes to the baseline. 

4.19.8.3.4 Saving the Proposed Baseline 

Changes made to the Proposed Baseline table can be saved using either the Update 
Values button, or the PBCR Save icon ( ) found at the top of the PBCR form. 
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4.19.8.3.5 Undo Changes to the Proposed Baseline 

Changes made to the Proposed Baseline table can be undone and restored to their last 
saved state using either the Reset Values button, or the PBCR Undo icon ( ) found at 
the top of the PBCR form. 
 

 

4.19.8.3.6 Proposed Baseline Update Identification 

When using the Proposed Baseline table, all differences between the proposed baseline 
and the approved baseline will be tracked, and changes will be identified in the user 
interface.  Modified milestones may be highlighted in one of 3 colors: 

• Green – The milestone was newly added, the milestone was added as a child to a 
milestone, or the milestone was moved; meaning that this milestone no longer has 
the same parent milestone as it did in the approved baseline.  

• Yellow – Data within the milestone was modified. 
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• Red – Indicates that the milestone was deleted from the proposed baseline. 

4.19.8.3.7 Highlight All Changes 

By default, deleted milestones will not appear in the Proposed Baseline table.  Deleted 
milestones will be deleted from the table interface as they normally do in the 
Performance Baseline table.  Also, only milestones that are directly modified by the user 
will highlight in yellow.  This means that any parent milestone whose data changes 
because of a change to a child’s value will not be seen as a modification.  However, there 
is an option to include these types of modifications within the highlighting scheme.  

In the example below, the current baseline planned completion date was modified for 
milestone 1 - Planning and milestone 4.2 – Application, and therefore, these milestones 
were highlighted in yellow to indicate an update to the baseline.  Due to the dependency 
between, the current baseline planned completion date and the current baseline planned 
duration (hours), the planned duration (hours) value was also updated as it is auto-
calculated, and the cells were again highlighted in yellow.  Milestone 4.4 – CMS was 
added to the proposed baseline as a new milestone and is highlighted in green.  Notice 
however, that milestone 4 – Development does not indicate that any modifications were 
made even though the milestones value were updated based upon the updates made to 
child milestone 4.2 – Application and the addition of milestone 4.4 – CMS.  Furthermore, 
please note that milestone 5 – Testing is not seen in the example below.  This milestone 
was deleted from the proposed baseline. 

 
In order to Highlight all changes: 
 

1. Check the box labeled Highlight all changes (including deleted rows and 
values altered by rollups) 
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With the Highlight all changes option selected, notice that milestone 4 – 
Development now indicates that changes have been made as its child values were 
modified and therefore affected the data at the parent level.  Also, milestone 5 – 
Testing was deleted and is therefore is visible and is highlighted in red.  
 

 
NOTE: Even though deleted milestones appear in the proposed baseline 
when the Highlight all changes option is selected, the values are not 
included when calculating parent milestone values and Project Totals. 

In order to Un-highlight all changes: 
1. Check the box labeled Highlight all changes (including deleted rows and 

values altered by rollups) 
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The Proposed Baseline update identification is now restored to the default value. 

 
 

4.19.8.3.8 Baseline Import (Restore Approved Baseline) 

The Baseline Import functionality for the Proposed Baseline table is similar to that of the 
Performance Baseline table. For more information on using this functionality, please see 
the Performance Baseline Table Import section of this document.  For the Proposed 
Baseline table, there are some differences which will be outlined below. 

When using the Baseline Import functionality, if the import is done from the same table 
for which the PBCR was created, this will refresh the Proposed Baseline table back to the 
current approved baseline found in the Performance Baseline table.  This provides the 
user the ability to revert to the approved baseline for updates, if errors when made while 
modifying the proposed baseline.  If the import is done from a Performance Baseline 
table different from that of which the PBCR was created, the milestone data for the 
baseline table which is imported will be treated as the basis for which the PBCR is being 
compared.  Therefore, all highlights based on modifications to the baseline will compare 
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to the performance baseline table which was imported rather than the table for which the 
PBCR was generated. 

 
To Restore the Approved Baseline: 

1. Confirm the Cost and Schedule type of the PBCR by navigating to the General 
Information tab of the PBCR.  In this case, the Cost and Schedule type is Baseline 
Comparison (II.C.). 

 
2. Navigate to the Proposed Baseline table by clicking the Proposed Baseline tab 
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3. Click the Toggle Baseline Import link 

 
4. Select the appropriate table from the drop down list and click the Import button.  

In this case the appropriate table is II.C. 
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5. Click the OK button in the confirmation box 

 
6. The Proposed Baseline table is now restored to the approved baseline 
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To Migrate/Import a Performance Baseline Table (Investment Lifecycle Change) 

1. Confirm the Cost and Schedule Type of the PBCR and determine from which 
Performance Baseline table you would like to import the baseline. 

 
2. Navigate to the Proposed Baseline table by clicking the Proposed Baseline tab 
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3. Click the Toggle Baseline Import link 

 
4. Select the appropriate baseline table, in this case, II.C, and click the Import 

button. 
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5. Click OK in the confirmation box 

 
The baseline has been refreshed in the Proposed Baseline table. 

 

4.19.8.3.9 Summary and Justification 
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The Summary and Justification table is an abbreviated version of the Proposed Baseline 
and keeps a list of only the milestones that were modified and the action 
(Modify/Delete/Add/Move) that was taken on the milestone.  Furthermore, this table 
gives the user the ability to supply an Impact and Rationale for each milestone that has 
been added, modified, or deleted.  Items cannot be added or deleted from this table as all 
the data is based upon modifications made to the Proposed Baseline table.  However, an 
Impact of Change and Rationale for Change may be supplied for each milestone in order 
to justify and explain any change made in detail. 
 

 
To add an Impact of Change and/or Rationale for Change to a milestone: 

1. Click anywhere in the row containing the milestone for which you would like to 
add an Impact or Rationale. 

 
2. A popup window will appear containing a text box for each the Impact and 

Rationale, along with and OK and Cancel button 

 
3. Enter an Impact and/or Rationale into the appropriate text box 
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4. Click OK 

 
5. You will now see the Impact and Rationale populated into the appropriate row.   

 
NOTE: Due to the size of the table and the Impact of Change and Rationale 
for Change columns, the full text may not be visible; however, it is being 
properly stored. To view the full text, simply click the row. 

4.19.8.4 Excel Export of a Performance Baseline Change 
Request 

When an Excel export of a PBCR is available, an Excel export icon ( ) will be visible at 
the top of the PBCR.  The Excel export will contain 4 tabs.  Three (3) tabs will represent 
the 3 tabs found in the PBCR form; General Information, Proposed Baseline, and 
Summary and Justification.  The fourth tab will be an export of the approved baseline to 
provide a means of comparison between the proposed baseline and the currently 
approved baseline. 
 
To export a PBCR to Excel: 
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1. Click the Excel export button ( ) found in the top right corner of the PBCR. 

 
 

2. Select to Open the document or Save the document to the local computer. 
 

 
 

3. The data will now be populated within an Excel spreadsheet. 
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4.19.8.5 Submit a Performance Baseline Change Request 

Once a PBCR is complete and ready for submission, it can be submitted and sent to 
administrators for approval.  Once submitted, the PBCR will be in a read-only state and 
can no longer be modified by the user.    
To submit a PBCR: 

1. Optionally, enter a Revision Comment into the Revision Comment text box.  This 
comment will be appended to the PBCR History once the PBCR is submitted. 
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2. Click the Submit button ( ) at the top of the PBCR form 

 
3. Click OK in the confirmation box 
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4. When submitted, the PBCR will become read-only, and the Status will change to 

Submitted along with the Submitted By and Submitted On fields being 
automatically populated. 

 

4.19.8.6 Delete a Performance Baseline Change Request 

Deleting a PBCR will close the PBCR so that another can be created.  Deleting a PBCR 
is a permanent action and once deleted, this action cannot be undone.  Once a PBCR is 
deleted, another PBCR will need to be initiated for changes to the Performance Baseline 
table to be made. 
To delete a PBCR: 

1. (Optional) Enter a Revision Comment into the Revision Comment text box.  This 
comment will be appended to the PBCR History once the PBCR is deleted 
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2. Click the Delete button ( ) at the top of the PBCR form 

 
3. Click OK in the confirmation box 
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4. The PBCR will become read-only and the status will change to Cancelled 

 
 

NOTE: Deleting a PBCR cannot be undone and another PBCR will need to 
be initiated for changes to be made to the Performance Baseline table. 

4.19.8.7 View Performance Baseline Change Request History 

Each time a PBCR incurs a change of status (Approve, Deny, Delete, Submit, In 
Progress), the action is logged in the PBCR history.  The PBCR history is a mechanism to 
allow auditing of the full life of the PBCR as well as a means for users and administrators 
to pass messages back and forth to inform one another of necessary changes or the 
changes that have been made.  
To View the history of a PBCR: 

1. From the General Information tab, Click the View History link at the bottom of 
the PBCR form 
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2. The PBCR history will seen at the bottom of the PBCR form 

 

4.19.9 Earned Value Management (EVM) Reporting 

eCPIC provides users with the capability to run Earned Value metrics on investments 
within the system.  The Project Summary control provides functionality which includes 
the validation of milestone data used for the calculations, saving the state of the 
calculations as being either auto-calculated, and a free text entry mode which enables the 
ability to calculate EVM based off of user entered PV (Planned Value), EV (Earned 
Value), and AC (Actual Cost). The ability to breakout these calculations into Steady State 
and DME is also provided in eCPIC. 
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