@ Job Aid | Collaborating on projects

Overview

This Job Aid defines the steps for team members to follow for collaborating on projects in Sensei IQ. This includes both
tasks and artifacts, such as issues, risks, decisions, changes, lessons learned, and documents.

Based on organizational policies and your project's specific requirements, you may not use all these project artifacts on
your project.

There are eight (8) collaboration entity job aids available to help you deliver your project.

Project collaboration in Teams
Updating project tasks

Manage project issues

Manage project risks

Track project decisions

Record and manage change requests
Maintain project documents

Capture lessons learned

N AW =

Project collaboration in Teams

& Team Member ﬁ Microsoft Teams

1. ACCESS A PROJECT 1Q TEAM/CHANNEL

a. Find and open the project team and channel in Microsoft Teams.

Microsoft Teams

b. Use standard Teams functionality, such as Posts, Files, Wiki, etc., to collaborate with other team members.
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AA Tenant Renewo Posts Files Wiki Tasks

_2 Kenneth Steiness 3/4 6:35 PM
Steve, welcome to the tean

Dates on this project and |

;:-\‘ Steve Caseley 3/5 &
[ Thanks. Happy to i
a more thorough r

¢ Reply

c. Leverage Project 1Q tabs to connect with other project artifacts maintained in Project 1Q.

AA Tenant Renewal R300 Posts  Files Wio Project IQ Risks Project 1Q Report

Updating project tasks

@ Team Member &9 Work 1Q - Insights

1. IDENTIFY AND UPDATE CURRENT WORK ASSIGNMENTS

a. Ensure you are in Work 1Q, select Insights, and ensure you are on the My Work page.

Ii  PowerApps | SenseilQ for Project

- O My Work

® Recent ~
Active Deliverables Active |
% Pinned ~
Sensei 1Q
i@ Home

Assignments by Progress

Work
l|47 nsights n

@ Deliverables
Tasks
@ Issues
@ Risks

b. Review the tasks in the 1-Current area on the report, with a focus on the Red and Yellow tasks as these are already
late, or currently due.
c.  Click on the link button to open the task detail in the appropriate scheduling tool.

Planning Window > Project > Assignment KPI Link
a
= 1-Current
E 2021 Customer Support
General Test Team Support O Q
[ eCommerce Upgrade v2
Define Ap, 0 Q
Determine Pr @ IQ
Draft prelimin & Q
=] eCommerce Upgrade vAN
Determine Project Scope o @ ]Q
[E] Electronic Asset Tracking System o
Backlog grooming O 1
5] Employee Satisfaction Survey
Review feedback comments and update survey 1
=] Expand all revenue fields
QA O m
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d. As appropriate, update the details to maintain the task's current status. Specifically, you should track your current
progress by updating either the % complete or the effort completed and effort fields. You should also review
and update as needed the Finish date to accurately reflect when you believe you can complete this task.

Design studies
Project Task
General Resources Dependencies  Child Tasks  Related
Narne " Design studies
Category
Notes
Start 141872021 &
Finish T 3/1/2021
Due Date
Effort (Hours) 500.00
Effort Campleted
(Hours) 27500
Percent Complete 55
@ .
e Team Member Work 1Q - Insights

1. IDENTIFY AND UPDATE CURRENT ISSUES ASSIGNED TO YOU

a. Ensure you are in Work 1Q, select Insights, and ensure you are on the Issues page.

i Power Apps | SenseilQ for Project

o @ @ lssues

® Recent v

% Pinned v Issues by Priority

Sensei 1Q

@ Home

Work g

Al Insights Medium High

@ Deliverables

Tasks

@ Risks

b. Review the issues on the report, with a focus on the Red ones as these are already late, or currently due.
c.  Click on the link button to open the issue details.

sue Link

Toding tasks undersstimatad

Oeployment Logistics tasks underestimated 0| @
Ejﬂ Backaorder
Efist

Lpro

7
s
g @ |¢

@

system documentation insufficient

@

8

LR R R R RN

d. Update any field, as required.
e. Click Save & Close.
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o G e | 4 New T Delete O Refresh % Share 50 Emaita Link
Preliminary hardware design delayed AA Tenant Renewal R300
ssue Progam | Projec
Details
Narme " Preliminary hardware design delayed Description
Assigned To A Albert Connell
st Active
o Category Resource
Due Dats =

Manage project Risks

@ Team Member ﬂ Work IQ - Insights

1. IDENTIFY AND UPDATE CURRENT RISKS ASSIGNED TO YOU

a. Ensure you are in Work 1Q, select Insights, and ensure you are on the Risks page.

i Power Apps
0w @ O Risks
©® Recent v
% G o Risk Matrix
@ Business Process @ Management Escalation @ Other @Resource @ Schedule @ Technology
Sensei IQ
1@ Home
4 . [ ] °
g
= o o
4l Insights g
2 2 L]
© Deliverabl S
Tasks °
® lIssues 0
O i 0 1 2 3 4
Likelihood
Decisions

b. Review the risks on the report, with a focus on the Red ones as these are already late, or currently due.
c.  Click on the link button to open the risk details.

KPI [Risk Link
hd
Additional Funding not available @
Currency conversion fluctuations @

@

Delagel Hardware Design may be delayed 0|

ECH ¢ Volatility

@

@

Funds may not be available to complete project

&

Invalid data from old tenant databasess

A XX X R R

@

Network Protocol Communication Exchange could incur further delays

d. Update any field, as required.
e. Click Save & Close.
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B e  SwesCose |+ hew [ Dolete O feesn o She 05 EmaisUnk
Eevelcpel creativity to perform necessary development activity : AA Tanant Renewal R300 | --- o
sk Porlic | Program | Prejet Bencit
Details
Mame * Develaper creativity to perform necessary development activity ipt
assigned To R Bret prinz
Staus Closed Witigation Plan
Ca Technology
Likeliheod " Rare
ger Descript
Comsequence Minor
Cost $5,000.00
o Date

Track project Decisions

@

e Team Member &9 Work 1Q - Insights

1. IDENTIFY AND UPDATE CURRENT ISSUES ASSIGNED TO YOU

a. Ensure you are in Work 1Q, select Insights, and ensure you are on the Decisions page.

i Power Apps

& ©| 3= Decisions

© Recent ~
2 Pinned v Decisions by Priority
Low

Sensei 1Q
@ Home
Work
A Insights o

Medium High

@ Deliverables
Tasks
@ lssues
O Risks

b. Review the decisions on the report, with a focus on the Red ones as these are already late, or currently due.
c.  Click on the link button to open the decision details.

KPI | Decision Link

@ | Activated User Licenses for all users e

’ oa‘.a centers in each region o @

@ | Double the license quantity

@ | Leveraging Azure DevOps for Tracking all Development Efforts

d. Update any field, as required.
e. C(lick Save & Close.
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5 olg SavefClose | + New [ Delete () Refresh 1 Share [ Emaila Uink
Hold quarterly project review meetings with management AA Tenant Renews I R300
Decision ‘ o | P
Details

Name Hold ing: @D

Descriptior

10-Apr-20 5
o -

prerty righ T T R tretpring

Ous Dat 10-Apr20 &

Categs Business Process.

Record and

manage Change Requests

& Team Member ﬂ Work 1Q - Insights

1. IDENTIFY AND UPDATE CURRENT CHANGE REQUESTS ASSIGNED TO YOU
a. Ensure you are in Work 1Q, select Insights, and ensure you are on the Change Requests page.

:  Power Apps | Sensei IQ for Project

o @ & Change Requests

(© Recent v

P o Change Requests by Duration and Work Effort Change

® Other @Resource ®Schedule ®Scope ® Technology @Vendor

Sensei 1Q '\E L]

i@ Home % »

A Insights o é

@ Deliverables % 20K

=

Tasks %

©  Issues Z i nam - a .

O Risks 0 50 100 150 200

Duration Change (Days)

b. Review the change requests on the report, with a focus on the Red ones as these are already late, or currently due.
c.  Click on the link button to open the change request details.

Change Request

Add another country

KPI
4
¢
4
’

L 2

Do not retrofit noise control to existing plant

Link

@

)

)

&

@

d. Update any field, as required.
e. Click Save & Close.
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New (I Delete

O Retresh 1 Share B Emaita Uk

Add new feature to extract data recards based on record creation date.

. - AA Tenant Renewal R300
Forticia | Progiam | Proje

Change Request
Details
Name Ouiaton Sstimate
Description
Driven By vende Resouree Imperts
Implementation Dote 14.Jan 20 )
. Impact on Other
Category Resource pact on Othes
Progects
Priority vigh wedum Low Ascumptions
R eddie Mason
Work Effort Estimiat Appraved / Rejected
By
Uor Ffert Deta Aporoved | Rejected
Date
Gue Date 153m.20
Status New

Capture Lessons Learned

)
& Team Member

ﬂ Project IQ — Lessons tab

1. CREATE NEW LESSON LEARNED

a. Ensure you have the appropriate project open in Project 1Q.

b. Click the Lessons tab.

@ Deliverables Description This project will update the AA Tenant Renewal system that helps
schedule and manage Mega-force workgroups which develops new
icated ¢ for the US ive industry. This
Work description is open-ended, and needs some fleshing out before you
can design and code. Part of your job during the first few weeks is
Tasks L o .
to determine just what this piece of software is supposed to do.
@ _Issues
c. Click +New Lesson Learned.
AA Tenant Renewal R300 Active Casso
Project Status Portfolio  Program|
[ O
Active for 10 months Planning Execution (7 Mo)
Detalls KeyDates Deliverables Tasks StatusUpdates Issues Risks Decisions Changes Lessons Financials Benefits Goals Documents

Power Apps

Sensei IQ for Project

Summary

& Name
£z Key Dates

| New Project [ OpeninProject  [i] Delete Project

& Open in Teams

& Ope

Planning

Details Key Dates Deliverables  Tasks  Status Updates Issues Risks Decisions @

= ¢ Save @ Save & Close
H
(& e AA Tenant Renewal R300
@© Recent ~s | Project
% Pinned v I
Active for 10 months
Leadership
Al Insights

AA Tenant Renewal R300

Business Case

Problem Statement|

Lessons Learned for Project

V| Name 1 v

Long meetings can be counter productive

Teams working across multiple time zones adds to project complexity

Created By

OSSUS Service

Long mestings can be counter productive

o }- New Lesson Learned

Category T~

Business Process

Business Process

d. Fill'in the Name field. This field is mandatory, and it should be clear and concise to help users identify the
Lesson Learned in screens, reports, and dashboards.

e. Provide additional details in the remaining fields.

f. Click Save and Close.
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Quick Create: Lesson Learned %
o Name R—
Category —
Status Active

Observation -

o Recommendation -

Lesson Learned -

Action Taken -

o Saveand Cloke Cancel

2. UPDATE LESSONS LEARNED

a. Ensure you have the appropriate project open in Project 1Q.

b. Click the Lessons tab.

IQ for Project

¢ Save @ Save & Close -+ NewProject [ OpeninProject [i] Delste Project W OpeninTeams @ Ope

@ e AA Tenant Renewal R300

® Recent ~  Project

% Pinned VA Major Project °
Active for 10 months Planning

Leadership Details Key Dates Deliverables Tasks Status Updates Issues Risks Decisions o-

A Insights

o Summary Business Case
B Problem Statement

o & Name AA Tenant Renewal R300

7] Key Dates

©  Deliverables Description This project will update the AA Tenant Renewal system that helps
schedule and manage Mega-force workgroups which develops new

icated ¢ for the US ive industry. This
e description is open-ended, and needs some fleshing out before you
can design and code. Part of your job during the first few weeks is
Tesks to determine just what this piece of software is supposed to do.
@ _Issues

c. Select the Lesson Learned to be updated from the list.

AA Tenant Renewal R300 Active - Casso
Project Status Portfolio | Prograi

Major Projct & ©
Active for 10 months Planning Execution (7 Mo)

Details Key Dates Deliverables Tasks ~Status Updates Issues Risks Decisions Changes Lessons Financials Benefits Goals Documents

Lessons Learned for Project | New Lesson Learned
V| Name T Created By Category T
ol Long mestings can be counter productive 0S5US Service Business Process
Teams working across multiple time zones adds to project complexity Bill Collett Business Process
Key projects resources are in demand by many PMs during the same time periods Bill Collett Resource
Project team consistency ensures greater success to a project Bill Collett Resource

d. Update any field, as required.
e. Click Save & Close.
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« | B e &' Save 8 Close New O Delete (D Refvesh 1 Share 0 Emaila Link

Long meetings can be counter productive AA Tenant Renewal R300
Lesson Leared Program  Project
Details.

Name " Long meetings can be counter productive Oseruat

Category Business Process

Recommendation

Lesson Learned

Action Taken

Manage Project Documents

e Team Member ﬁ Project IQ — Documents tab

1. UPLOAD NEW DOCUMENTS

a. Ensure you have the appropriate project open in Project 1Q.

b. Click the Documents tab.

i PowerApps | so

= < B save &' Save & Close Mew Project (& OpeninProject  [il Delete Project  # OpeninTeams @ Open in SharePoint () Refresh  BJ Process L3
A Home
- AA Tenant Renewal R300 A
@ Recent ws  Project £
 Pinned O
Active for 10 ma Planning Execution (7 Mo)
Leadership Details Key Dates  Deliverables Tasks  Status Updates Issues Risks Decisions Changes Lessons Financials  Benefits o
il Insights
Summary Business Case
|= projecs o
& Name * A Tenant Renewal 300 Problem Statement Megaforce tenants need to be integrated into
[0 ey Dates our corporate environment for use by all
© Deliverables Description This project will update the AA Tenant Renewal system that helps Product desonitraton,
schedule and manage Mega-force workgroups which develops new
fabricated components for the US automtive industry. This

e description is open-ended, and needs some fleshing aut before you
@l can design and code. Part of your job during the first few weeks is

asks to determine just what this piece of software is supposd to do.
© lssues
@ o Business Benefits Common operations for all groups and

ks

c. Click +Upload.

AA Tenant Renewal R300

Project

Major Project °—
Active for 10 months Planning

Details  Key Dates Deliverables Tasks  Status Updates Issues Risks Decisions  Ch:

Project Documents

| = ’
[Pr| T Uplozd | B Openin Sharepoint () Refresh  EE Showas List

o
A Managers Guide to Evaluating AA Tenant Renewal R300 Business
Citizen Participation.pdf Case.docx
Kenneth Steiness Albert Connell
O e @ L e

d. Browse and select the new document to be added to the project repository.

e. Alternatively, you can click on Open in SharePoint to edit the document in native SharePoint. This gives you
more document management functionality, including working with folders and creating new documents from
scratch.
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AA Tenant Renewal R300
Project
Major Project Q
Active for 10 months Planning
Details Key Dates Deliverables Tasks Status Updates Issues Risks Decisions Ch:
Project Documents
o
A Managers Guide to Evaluating AA Tenant Renewal R300 Business
Citizen Participation.pdf Case.docx
Kenneth Steiness Albert Connell
Craated: Feb 12, 2020 216 AV Created: Nov 17, 2020 10:14 AM

2. VIEW OR UPDATE EXISTING DOCUMENTS
a. Ensure you have the appropriate project open in Project 1Q.

b. Click the Documents tab.

Power Apps
= < Save @' Save & Close New Project (& OpeninProject  [i] Delete Project W OpeninTeams @ Openin SharePoint () Refresh B Process L4
@ Home
- AA Tenant Renewal R300 A
® Recent v Project 5
= Pinned Major Project . O
Planning Execution (7 Mo)
Leadership Details Key Dates Deliverables Tasks  Status Updates Issues Risks Decisions Changes Lessons Financials  Benefits o
Al Insights
Summary Business Case
8 Name * AA Tonant Renewal R300 Problem Statemant Megaforce tenants need to be integrated into
[ KeyDates our corporate environment for use by all
® Deliverables Description This project will update the AA Tenant Renewal system that helps Proict clesionitraton,
schedule and manage Mega-force workgroups which develops new
fabricated components for the US automtive industry. This
e description is open-ended, and needs some fleshing out before you
B ek can design and code. Part of your job during the first few weeks is
s to determine just what this piece of software is supposd to do.
© Issues
Business Ben Commen operations for all groups and
D Risks

c. Click on the appropriate document/tile to open it.

AA Tenant Renewal R300

Project

Mafor Prjct o ©
Active for 10 months Planning Execution (7 Mo)

Details KeyDates Deliverables Tasks StatusUpdates Issues Risks Decisions Changes Lessons Financials Benefits Goals
Project Documents

Search P | T Upload & OpeninSharePoint () Refresh BB Show as List

=1} 1]

©

A Managers Guide to Evaluating AA Tenant Renewal R300 Business Case Study of Employment.pdf
Citizen Participation.pdf Case.docx

Kenneth
Crested

MedPartner office expansion.xisx Network Terrain Data Sheet.pdf Project Charter.docx

Kenneth Steinesz
020 M Created: Feb 13,2020 21

Connell

4 Jun 15, 2020 2

d. Alternatively, you can click on Open in SharePoint to edit the document in native SharePoint. This gives you

more document management functionality, including working with folders and creating new documents from
scratch.
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AA Tenant Renewal R300

Project

Major Project
e for 10 months Planning

Act
Details Key Dates Deliverables Tasks Status Updates Issues Risks Decisions Ch

Project Documents

() Refresh B Show as List

AA Tenant Renewal R300 Business
Case.docx

Albert Connell
Created: Nov 17, 2020 10:14 AM

A Managers Guide to Evaluating
Citizen Participation.pdf

Kenneth Steiness
Created: Feb 13, 2020 2:16 AM
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