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Section	5	

Create	and	Manage	a	CFPP	Project	Profile	

5.1 Process	Overview		
An	agency	must	complete	and	submit	a	Project	Profile	for	any	IT	project	that	exceeds	$250,000	in	development	and	implementation	
costs.	A	project	profile	may	also	be	required	if	IOT	selects	a	project	for	advanced	review	as	an	outcome	of	IOT/IDOA	review	of	an	
agency's	Operating	Plan.	For	each	selected	project,	a	state	agency	is	required	to	complete	and	submit	the	information	specified	in	the	
CFPP	portal	prior	to	procuring	project	resources	that	exceed	$75,000.		
	
The	Project	Profile	review	process	works	in	concert	with	agency	project	management	practices.	An	IOT	review	will	trigger	action	
limited	to	projects	or	procurements	where	additional	information	is	needed	or	where	a	stipulation	or	condition	for	a	future	project	
management	and	reporting	action	will	need	to	be	coordinated	with	IOT	or	IDOA.	
	

Ø Note:	After	filing	the	Project	Profile	with	IOT,	if	no	additional	information	is	requested	within	30	days,	an	agency	
may	proceed	on	project	activities,	including	procurement	of	IT	goods	and	services	exceeding	$75,000,	subject	to	
applicable	policies	and	procedures.	

	

5.2	 Project	Profile	Review	Scope	
IOT	coordinates	with	the	submitting	agency	to	conduct	its	review	of	a	Project	Profile.	The	review	is	focused	on	an	assessment	of	the	
project’s	alignment	with	statewide	strategies	that	strengthen	delivery	of	IT	services.	IOT’s	assessment	is	to	ensure	that	the	project		

• is	aligned	with,	and	delivers	business	outcomes,	that	support	agency	and	statewide	goals	
• is	aligned	with,	and	adopts	enterprise	IT	shared	solutions	where	applicable	
• leverages	opportunities	to	minimize	duplicative	activities	across	the	enterprise	through	shared	resources	within	and	across	

state	agencies	
• resources	are	sufficiently	analyzed	to	strengthen	aggregate	sourcing	opportunities	across	the	state	
• has	been	initially	evaluated	for	risk,	complexity,	and	alignment	with	statewide	business	and	technology	priorities	
• is	managed	by	governance	processes	that	are	consistent	with	its	risk,	complexity	and	priority	 	
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5.3	 Project	Profile	Review	Process	
The	Project	Profile	review	process	is	illustrated	in	Figure	2.	
	

	
	

Figure	2.	Project	Profile	Review	Process	

Step	 Description	
1. Agency	prepares	a	Project	Profile	for	each	project	that	will	exceed	$250,000	or	has	been	selected	by	IOT/IDOA	based	on	its	

complexity	or	level	of	risk.	
2. The	Project	Profile	should	be	reviewed	and	approved	by	agency	executive	management.	
3. Agency	submits	agency-approved	Project	Profile	to	IOT	Project	Success	Center	for	review.	
4. IOT	Project	Success	Center	conducts	initial	review	for	completeness.	
5. IOT	Project	Success	Center	determines	whether	either	or	both	of	the	following	conditions	are	present:	

a. Enterprise	or	IOT	Infrastructure	Services	are	applicable	to	the	project.		
b. Procurement	support	that	may	entail	a	formal	RFP	review	prior	to	issuance	

Ø If	determination	of	Step	5	is	Yes,	IOT	Project	Success	Center	routes	Project	Profile	to	either	(or	both)	the	affected	IOT	
business	unit	or	IDOA	Procurement.	See	Step	6.	

Ø If	determination	of	Step	5	is	No,	IOT	Project	Success	Center	assesses	project	risk	to	determine	if	project	is	a	
candidate	for	monitoring	and	the	reporting	requirements	for	ongoing	project	review	activities.	See	Step	8.	

IT Project Profile

Agency

Is a 
Procurement 
Required?

No Implement 
• Project-potential risk or 

complexity present OR 
strategic OR > $250,000

AgencyIOT

Implement

Manage

Agency

Review 
IT Project Profile

ManageReview

Implement

Report

IOT

Agency
IDOA

Yes

Advanced Review Required
• Submit IT Project Profile



	

CFPP	Portal	Reference	Guide	|	v1.0	

	
3	

6. IOT	Business	Unit	representative	and/or	IDOA	Procurement	representative	conduct(s)	a	review	of	the	Project	Profile	to	
determine	requirements	for	planning	enterprise	support	or	procurement	actions.	These	activities	may	involve	outreach	to	the	
agency's	project	lead.	

7. IOT	Business	Unit	representative	and/or	IDOA	Procurement	representative	submit(s)	a	recommendation	to	the	IOT	Project	
Success	Center	for	managing	project	outcomes	or	activities	that	affect	the	enterprise.	This	may	include	a	stipulation	that	the	
project	provides	additional	information	as	an	outcome	of	project	planning	activities.	

8. IOT	Project	Success	Center	notifies	the	agency	of	any	stipulations	related	to	project	and	procurement	planning	functions	or	
project	reporting	activities.	

	
Once	a	Project	Profile	receives	approval	the	agency	can	proceed	with	planned	project	activities	according	to	the	conditions	of	
approval.	For	example,	if	the	project	requires	a	procurement	that	is	flagged	for	an	advanced	review,	a	Procurement	Profile	should	be	
submitted	to	IDOA	prior	to	initiating	the	procurement.	Refer	to	Section	6	for	more	information	on	preparing	and	submitting	a	
Procurement	Profile.	
	

Ø Note:	If	a	determination	has	been	made	to	utilize	the	state’s	Managed	Service	Provider	(MSP)	contract,	much	of	the	
information	that	is	required	in	the	MSP	Request	for	Project	Services	is	contained	in	the	Project	Profile.	This	
information	is	pre-populated	within	the	Procurement	Profile,	thus	facilitating	an	agency’s	submission	of	the	
required	information	for	IDOA’s	advanced	review	of	the	procurement.	

	

5.4	 CFPP	Project	Profile	Features	
This	section	provides	screen	shots	of	the	CFPP	Project	Profile	and	describes	the	steps	to	create,	manage,	and	submit	a	Project	Profile.	
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5.4.1	 Collaborate	on	a	Project	Profile	
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Steps	

1. Click	on	the	link	to	the	Operating	Plan	Line	Item.	
2. Toggle	the	Show	Feed/Hide	Feed	button	to	display	the	

Chatter	discussion	thread	and	type	request	to	Agency	User	
to	Create	a	Project	Profile.		

Notes	

1. If	IOT	status	requires	an	action,	in	this	case,	advanced	review	
through	a	Project	Profile,	a	system-generated	email	will	
notify	the	agency.	In	addition	to	an	email	notification,	the	
Operating	Plan	Line	Item	status	is	displayed	under	the	Status	
column	on	the	Operating	Plan	page.		

2. The	Chatter	widget	on	the	Operating	Plan	Line	Item	page	can	
be	used	to	assign	follow-up	action	on	the	activity.	

3. All	Chatter	messages	shared	will	generate	an	email	to	the	
agency	user	mentioned	in	the	message.	
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5.4.2	 Create	a	New	Project	Profile	
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Steps	

1. Click	on	New	Project	Profile	button.	

Notes	

1. Operating	Plan	Line	Item	status	and	explanation	of	status	is	
displayed	on	the	Operating	Plan	Line	Item	page.		

2. IOT/IDOA	review	information	and	comments	appear	in	the	
IOT/IDOA	Review	Information	block.	
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5.4.3	 Enter	New	Project	Profile	Information	
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Steps	

1. Enter	information	in	new	fields	related	to	the	Project	Profile.	
2. Click	on	the	Save	button.	

Notes	

1. IMPORTANT:	The	New	Project	Profile	page	displays	only	the	
new	fields	for	the	project.	After	the	New	Project	Profile	page	
is	saved,	the	additional	Operating	Plan	Line	Item	fields	will	
pre-populate	the	Project	Profile	and	will	allow	editing	to	
enable	the	user	to	update	project	information.	

2. The	Project	Profile	number	is	associated	with	the	Operating	
Plan	Line	Item	and	is	appended	to	the	line	item	numbering	
sequence.	
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5.4.4	 Review	and	Edit	Project	Profile	
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Steps	

1. Click	the	Edit	button	to	update	the	Project	Profile.	

Notes	

1. Project	Profile	is	saved.		
2. Operating	Plan	Line	Item	fields	are	pre-populated	and	able	to	

be	edited.	
3. New	Project	Profile	fields	are	displayed	and	able	to	be	edited.	
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5.4.5	 Copy	Activity	Resources	
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Steps	

1. Click	on	the	Copy	Activity	Resources	button.	

Notes	

1. Newly	created	Project	Profile	will	not	include	an	Activity	
Resource.	
	
IMPORTANT:	Activity	Resources	related	to	the	Operating	
Plan	Line	Item	should	be	copied	from	that	record	to	be	
included	in	the	Project	Profile.	Once	copied	to	the	Project	
Profile,	an	Activity	Resource	can	be	updated	or	deleted.	New	
Activity	Resources	can	be	added	to	the	Project	Profile.	
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5.4.6	 Edit	Activity	Resource	
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Steps	

1. Click	on	the	Project	Resource	ID	to	modify	the	Activity	
Resource.	

2. Edit	information	in	the	Activity	Resource.	
3. Click	on	the	Save	button.	

Notes	

1. Activity	Resources	copied	from	the	Operating	Plan	Line	Item.	
The	record	will	reflect	a	new	number	according	to	the	
numbering	sequence.		

2. New	Activity	Resources	can	be	added	to	the	Project	Profile.	
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5.4.7	 Create	a	Project	Risk,	Complexity	and	Priority	Assessment	
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Steps	

1. Click	on	the	New	Risk	Assessment	button.	
2. Complete	the	questions	that	assess	the	project’s	alignment	

with	agency	business	and	statewide	priorities.	

Notes	

1. The	Risk	Assessment	page	enables	the	user	to	complete	a	
self-assessment	of	project	risk,	complexity	and	priority.		
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5.4.8	 Complete	Risk	Assessment	
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Steps	

1. Complete	the	questions	that	assess	the	project’s	risk	and	
complexity	factors.	

2. Click	on	the	Save	button.	

Notes	

1. Each	question	or	self-assessment	factor	provides	a	drop-
down	list	that	contains	four	options	to	select	from.	
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5.4.9	 Review	and	Edit	the	Risk	Assessment	
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Steps	

1. Click	the	Edit	button	to	update	the	Risk	Assessment.	

Notes	

1. Project	Profile	Risk	Assessment	can	be	reviewed	and	edited	if	
needed.	

2. Project	Risk,	Complexity	and	Priority	score.	
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5.4.10	 Collaborate	on	Agency	Approval	of	the	Project	Profile	
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Steps	

1. Toggle	the	Show	Feed/Hide	Feed	button	to	display	the	
Chatter	discussion	thread.	

2. Create	the	message	with	@mention	to	display	the	system	
users	and	select	a	specific	user	name.		

3. Click	on	the	Share	button	when	complete.	

Notes	

1. Ensure	Project	Profile	record	is	saved	prior	to	posting	a	
message	in	Chatter.	

2. Project	Profile	elements	include	Risk	Assessment	and	Activity	
Resources.	

3. Note	that	the	Owner	of	the	Project	Profile	is	the	individual	
who	is	responsible	for	submitting	the	Project	Profile	and	
coordinating	information	exchange	with	IOT	and	IDOA.		
	
IMPORTANT:	Only	the	Agency	Lead	can	change	the	Owner	of	
the	Project	Profile.	Ownership	can	be	assigned	prior	to	or	
after	the	creation	of	the	Project	Profile,	however,	ownership	
must	be	assigned	prior	to	submitting	the	Project	Profile	to	
IOT.	Only	the	assigned	Owner	can	submit	the	Project	Profile	
to	IOT.	
	

4. Chatter	can	provide	a	means	for	the	agency	project	lead	to	
communicate	and	obtain	approval	on	the	Project	Profile.	The	
Project	Profile	discussion	thread	retains	a	record	of	the	
internal	agency	discussion	thread.	
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5.4.11	 Change	the	Owner	of	the	Project	Profile	
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Steps	

1. Select	the	Change	link	adjacent	to	the	Owner.	
2. Enter	or	search	the	Agency	User	name	in	the	Lookup	field.	
3. Click	on	the	Save	button	when	complete.	

Notes	

1. Only	the	Agency	Lead	can	change	Owner	of	the	Project	
Profile	and	only	the	assigned	Owner	can	submit	the	Project	
Profile	to	IOT.	
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5.4.12	 Submit	the	Project	Profile	to	IOT	for	Review	
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Steps	

1. Click	on	the	Submit	button.	
	

Notes	

1. Only	the	Owner	can	submit	the	Project	Profile.	
2. Upon	submission,	the	Draft	status	changes	to	Review	status.	
3. The	Project	Profile	Submitted	Date	is	displayed	in	the	Project	

Profile	Detail	block.	
4. After	submitting	the	Project	Profile	a	system-generated	email	

notifies	the	Owner	that	the	Project	Profile	has	been	
submitted	and	that	IOT	will	conduct	its	review	within	a	30-
day	review	period	from	the	date	submitted.		

	 	

	


