
Planner Topic Process 
 
When you are designated as a Planner, your first priority is to plan your 
topic.  To start a new topic, point your mouse to the “File” menu, and select 
the “New Topic” option. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the “New Topic” 
option to create a Planning 

Topic 



The first page you will come to as a Planner outlines the requirements for 
creating a new planning topic.  The Checklist details the information needed 
for each topic.  Below the Checklist is a detailed description of each item on 
the Checklist.  After you have read all of the required information, then you 
may check the required checkbox, and proceed to create your planning topic. 
 

 

 
 
 
 
 
 
 

New Topic Checklist 

Checklist detailed 
descriptions 

Check the checkbox and 
click “Proceed to Topic 
Creation” to continue 



1.  Adding the Planning Topic 
 
The first required element, the Planning Topic, is the beginning of the 
planning process.  After entering the Planning topic, and an optional 
description, you can either save and go to the next step, or save and continue 
later if you wish. 
 

 
 
The same directions apply to the Decision Question and its description. 

 

Enter in the Topic Title and 
optional Title Description 

You now can save and 
continue, or save for a later 

time 

Enter in the Decision 
Question and optional 

Decision Question 
description 

You now can save and continue, 
or save for a later time 



2.  Adding Topic Alternatives 
 
The next step is to create Alternatives, or choices, to your Planning topic.  
To add an Alternative, either click the “Add Alternative” button at the 
bottom, or click the “Brainstorm Alternatives” button to start a brainstorm 
session (discussed later). 
 

 
 
Complete the Alternative addition just like the Planning Topic and the 
Planning Topic Decision Question steps before it.  Enter in the Alternative 
Title and its description, and then click the “Insert Alternative” button 
below. 
 

 
 
 

Click to Add an Alternative 

Enter in the Alternative and 
optional Alternative 

description 

Click to Insert an Alternative 



 
If you chose to brainstorm ideas for the alternatives you will be presented 
with the following screen: 
 

 
 
Here you will be provided with the topic information entered so far, and will 
enter in a description for the brainstorm, as well as the time allotted for 
generating ideas, and scoring ideas. After you have entered this information, 
press the “Proceed to Assign Users” button to assign the users who will 
generate the ideas for the alternatives. *NOTE: If you choose to brainstorm 
ideas you will still be allowed to enter alternatives yourself, but you will not 
be able to continue to the next step until the brainstorm has ended. 
 
 
 
 
 
 
 
 
 
 
 
 

Select allotted time for idea 
generation and scoring 

Enter Brainstorm description 

Continue to assign users to 
the brainstorm 



 
 
Here you will be adding the users who will generate the ideas for the topic 
alternatives. There are two methods for adding users to the brainstorm. The 
first is by using the drop-down list to select the name of a user who is 
already in the system. The second is by manually entering information for a 
new user (see page for required fields). Both of these methods will add the 
user with the role of Brainstormer. After you add a user, a list providing the 
users associated with the topic will be refreshed at the top of the page. You 
can choose to remove a person from their role on this page as well. 
 
You may also choose to e-mail a notification to the assigned users. The e-
mail will inform the user of the topic number and role they have been 
assigned. 
 
 

Click here to delete a 
brainstormer 

Add a brainstormer 

Start Idea Generation phase 

Send E-mail notifications to 
brainstormers 



Once the brainstorm is complete, you will have the opportunity to review the 
ideas that have been generated and add them as alternatives for the topic.  
 

 
 
Some common statistical calculations are provided to help aid your decision. 
To add an idea as an alternative, simply press the “Add to Alternatives” 
button. If you wish to edit the name or description of a newly added idea, 
you can still do so by following the “Edit” link on your home page. 
 
 
 
 
 
 
 
 
 
 

Add idea to alternatives list 

Idea already added to 
alternatives list 

Statistic calculations 



After you have inserted an Alternative, you can see that you still cannot 
move to the next step.  This is because each Planning topic requires at least 
two Alternatives for every Decision Question.  Click the “Add Alternative” 
button to add another Alternative. 
 

 
 
After adding the second Alternative, you can see that the options to continue 
are present.  If you wish to add additional information for each alternative, 
you may click on the “Add Image” or “Add Document” link to the right of 
each Alternative.  This will open a new page to add the information. 
 

 
 

Click to Add an Alternative 

Click to Add an Image 

Click to Add a 
document 

Links to associated Images and 
Documents will be listed here 

Either Add another Alternative, Save and 
continue, or save to continue later 



After choosing to add an Alternative Image, a page loads with information 
on how to do so.  Simply name the image you wish to upload, and click the 
“Browse” button to search for an image that meets the upload specifications.  
After finding the image, click the “Upload Image” to load it onto the 
website. 
 

 
 
The same applies for uploading an Alternative Document. 
 

 
 
 
 
 
 
 

Image Specifications 

Document Specifications 

Specify an Image Name 

Browse for an Image 

Click to Upload an Image 

Click to Upload an Image 

Browse for an Image 

Specify an Image Name 



3.  Adding Topic Criteria 
 
After adding the Planning Alternatives, and each Alternative’s additional 
information, it is time to specify the Criteria that each Alternative will be 
scored on.  To being adding Criteria, click the “Add Criteria” button. 
 

 
 
Each Criterion has an associated Title, Description (optional), Importance 
Weight, and Anchors for the best and worst outcomes and their associated 
descriptions.  Complete the information, and click the “Insert Criteria” 
button to continue and add the Criteria. 
 

 

Click to Add a Criteria 

Enter Criterion 
Information 

Click to Insert a Criterion 



After adding a Criterion, you may notice that the option to continue is again 
not present.  Like the Alternatives step, each Planning Topic requires that 
there be at least two Criteria.  Continue and add another Criterion. 
 

 
 
After specifying another Criterion, you can now proceed to the next step, or 
save your progress and continue later. 
 

 
 

Click to update Scoring Scale 

Click to add another Criterion 

Update Importance weight here 

Add another Criterion, save 
and continue, or save and 

continue at a later point of time 



4.  Adding Topic Users 
 
Now that all of your Topic Planning is complete, you must specify the users 
that are going to help you in the Decision Process.  There are two ways to do 
this.  First is to add already existing users.  These users are listed in the 
combo boxes; with the role they are to play listed in the second combo box.  
The other way is to fill out the “Add User” form fields. 
 
After either choosing or creating a user for a particular role, click the “Add 
User to Topic” button to add that user to your topic.  This button will also 
refresh the page, and show an updated list of users associated with the topic. 
 

 
 
 
 

Either specify an already 
existing user and their role, or 
fill out the form field to add a 

new user and their role 

Click to add the user 

Click to continue later 

Click to e-mail topic 
assignment to all users except 

brainstomers 



You may also choose to e-mail a notification to the users informing them of 
the topic number and role they have been assigned to for the current topic. 
By clicking the “E-mail Notification” button, you will send an e-mail to 
everyone listed at the top of the page excluding those with the Brainstormer 
role (because the brainstorm is over and they will have already received an 
e-mail). 
 
Each Topic requires at least one Analyst, exactly one Decision Maker, and 
optionally one or many Observers.  When all of the Topic Users have been 
added, click the “Save and Complete Topic” button to end the topic 
planning, and proceed to the final steps taken in preparing a Topic for the 
decision making process. 
 

 

Click to delete an assigned user 

Click to continue on to 
completing the topic 



 
5.  Completing the Planning Process 
 
You are now nearly done planning the Topic you have created.  Your newly 
updated home page shows the new Topic and a list to “View”, “Edit”, or 
“Continue” with the Topic Planning process.  Viewing the Topic will 
present the Topic information just as the other roles will view it. 
 

 
 
 
Clicking on the “Edit” option presents a list of elements to change if you 
wish.  Clicking on one of the options will bring up a form similar to the one 
you filled out for each topic when you created the topic. 
 

Click these links to View, Edit, 
or Continue the Topic 



 
 
 
Clicking on the “Continue” button will bring up a dialogue asking you if you 
want to complete the topic.  This page gives you the option to edit the topic 
if you wish.  Clicking on the “Complete” button will make the Planning 
Topic available to the Analysts, and thus will no longer be accessible to you 
as the Planner.  Be very sure all of the information you wish to enter is 
correct before choosing to complete the Planning Topic. 
 

 
 
 
Upon completing the Planning Topic, you will be redirected to your home 
page.  You can see that the Topic is only available for you to view.  At this 
point your role in the decision process is over, and it is now turned over to 
the other roles to process and complete this topic. 

Click links to proceed to edit 
that particular Topic Element 

Click links to proceed to edit 
that particular Topic Element 

Click link to complete the 
Topic 



 
Congratulations!  You have finished the Planner role in the Planning 
Decision Support System. 
 

 


