@ Job Aid Completing the project plan

Overview

This Job Aid defines the steps to follow for finalizing the project plan. This Job Aid is based on the assumption that
a new project, complete with the appropriate support details, has been created in Project IQ and that the project
schedule has been defined in Project for the web.

The following are four (4) core actions required for finalizing the project plan. These need not be sequential actions
and you may skip some based on your project delivery requirements.

N

Validate Key Dates and Deliverables
Define the Financial forecast
Advance the project to the next stage
Add the project to Microsoft Teams

Validate Key Dates and Deliverables

°
a

Project for the web — Grid or Timeline view

Project Manager

Project 1Q — Key Dates and Deliverables tabs

1. UPDATE KEY DATES

a.

Open the Key Dates tab for the project and compare the approved dates to the current Project for the web
schedule. If the approved Key Date is different than project schedule, select the pencil icon (or double click the Key

Date card).
MNew course outline o f

Course cutline modified to be all inclusive Edit

5 May 4, 2020

Update the Date to reflect the current schedule.
Add any additional details in the Description field to better describe the new key date.
Set the Status as appropriate based on how much the date has changed from the original expectation.

New course outline
Save @ Save&Close [i] Delete (O Refresh 1@ Share [ Email a Link

New course outline
Key Date

General Related

Name * New course outline

Date 04-May-20 |o
Description Course outline modified to be all inclusive o

Not set

On track Q

At risk

High risk
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@ Job Aid Completing the project plan

2. UPDATE DELIVERABLES

a.  Open the Deliverables tab for the project and compare the approved dates to the current Project for the web
schedule. If the approved Deliverable date is different than the project schedule, select the Deliverable row

b. Click Edit (or double click the Deliverable name).

v | Name Category Assigned To v Due Date

I omp\slicn Certifeate Other Doug Brown & 24-Apr-20

Deliverables for Project o lil Delete Deliverable

Status Reason

Not Started

¢.  Update the Due Date to reflect the current schedule.

d. Add any additional details in the Progress Update field to better describe the status of the deliverable.

Deliverable Project

General Related

Training Completion Certifcate Driver awareness training refresh

Name *  Training Completion Certifcate Category Other
Description - Assigned To £ Doug Brown
o Due Date 24-Apr-20 C L]
Progress Update Status Not Started
Define the financial forecast
& Project Manager ﬁ Project 1Q - Financials tab
1. CREATE THE PROJECT FORECAST
a. Click the Financials tab.
b. Click +New Cost.
Composite track engineering study Active  --- Albert Connell
Project Status | Portfolio | Program | Project Manager

Major Project @
Active for 10 days Planning (10 D) Execution Closing
Details Key Dates Deliverables  Tasks  Status Updates  Issues  Risks Do
t5 Timeline [E] Key dates Z700m e Month () Refresh -+ Neo

Years 202072021
Meonths Jul Aug Sep Oct Nov Dec Jan
Budget
v $50K $3K $20K $12.5K $14.5K
o Forecast
$0
Actual
v $0
Variance

c. Complete the New Cost form. The Name and Financial Category are mandatory.
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IED Job Aid Completing the project plan

d. Click the Generate Transactions button.

New Cost X

() Please complete all required fields and ensure at least cne valid transactior

Name *

Financial Category *

‘ Look for Financial Category.. click to show available options ‘

Department
\ d

Note

Transactions
Only transactions with  date and a value will be sayed,

©

- Add Transaction

£ Generate Transactions

Date

Forecast

Actual Note

EENE

[E

| w

Total:

$0.00

Cancel

e. Enter the Amount to distribute and the forecast Start date and Number of months

f. Next, click Generate to have the forecast spread across the desired dates.

the two dates below.

Generate Transactions

Amount to distribute

X

Enter a value to distribute evenly between monthly transactions between

| $ 65000 |

Start date

| Tua Sep 01 2020 e |

Number of months

| 4 months |
(- 2 =y

g. Edit any individual monthly amount to contour the forecast.
h. Click + Add Transaction to add additional months to the forecast.

i.  Enter the Date and Forecast.

Transactions
Only transactions with a date and a value will be saved.

[+ 2 ’ + Add Transaction ‘
Date Forecast Actual Note
’ 01-Sep-20 ]9” $ 16250 H|$ H ‘ @
’O1—Oct-20 ] 522} ’ $ 16250 $ H ‘ i
’O1—Nov-20 ] H ’ $ 16250 H $ H ‘ ]
’O1—Dec—20 } 2] ’ $ 16250 H $ H ‘ ]
| K i) | | @
Total: $65,000.00 $0.00

©2020 Sensei Project Solutions, Inc All rights reserved




@ Job Aid ‘ Completing the project plan

Advance the project to the next stage

- Project Manager ﬁ Project 1Q

1. ADVANCE THE PROJECT

a. Click on the current stage, which is identifiable by the red dot/red circle icon.
Validate that you have completed all the checklist items.
Next click Next Stage to advance the project.

n Pla D)

Active for 10 days B X

" Detail scope and *
schedule completed?
9 " Project setup in M5~ *

Teams completed?

Complete

~ Target Finish Date *  30-Nov-20

o Next Stage )

Create a Microsoft Teams Channel for the project

- Project Manager ﬁ Sensei 1Q

1. SETUP TEAMS

a.  Open Microsoft Teams and, select the Sensei 1Q app from the navigation pane on the left.
Ensure you are on the Projects tab.

c.  Select the Teams icon for your new project. This will create the appropriate Team and Channel and then open it in
Teams.

Microsoft Teams

. )
IQ) Sensei lQ 10 Central About

pProjects =} Portfolios  Propasals

me

Name 7
- @Ele AA Tenznt Renewal R300

& O & Annual employee update meeting

@O F B Application SaaS Migration

Assess the Current Ground Toxicity
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