IED Job Aid Tracking project progress

Overview

This Job Aid defines the steps to follow for tracking progress on an active project. This Job Aid is based on the
assumption that a new project, complete with the appropriate support details, has been created in Project 1Q and
that the project schedule has been defined in Project for the web.

The following are six (6) core actions required for finalizing the project plan. These are not sequential actions, and
you may skip some based on your project delivery requirements.

Update schedule in Project for the web
Validate key dates and deliverables
Monitor project dates and artifacts
Update project costs

Set KPIs and compose status narratives
View and verify project status report
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Update schedule in Project for the web

& Project Manager ﬂ Project for the web — Project to be updated is open

1. TRACK TASK PROGRESS

a. Mark tasks as complete by clicking in the circle, in any view: Grid, Board, or Timeline.

AA Tenant Renewal R300 Grid  Board  Timeline
Apr 6, 2020 - Aug 27, 2021

<2 o

Jun7 Jun 14
.

7 Improvement Target Areas Identification Complete

b. Drag and drop a task to the Completed column in the Board/Progress view.

i 1027 04 -
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Q) Job Aid

Tracking project progress

c.  Ensure the % complete column is visible in the Grid view, and enter the updated % complete directly in the

column.

AA Tenant Renewal R300

Grid Board Timeline

 Identify Target Areas for Improvement

@ Apr 6,2020 - Aug 27, 2021 —
N2 Name % complete
- - e
7 @ B — 100%
LER ) Reviewcurrentinfrestructurs Complete — 100%

Review hardware - software environment o

29

Review communications environment

d. Inany view, click the i icon to open the task details pane and enter the updated status in the % complete field.

Identify Target Areas for Improvement

O Review hardware - software
environment

P04

Add a note...

Start Finish

‘ 06/11/2020 ‘ ‘ 06/18/2020

Duration % Complete

© -

‘ 6days

Bucket

‘\T V‘

e. Ensure the Effort completed and Effort remaining columns are visible in the Grid view, and enter the updated
actual and remaining effort directly in the columns. Updating Effort completed will automatically update Effort
remaining based on the total Effort for the task. Updating Effort remaining will automatically update the total Effort.

= AA Tenant Renewal R300 Grid Board Timeline
@ Apr 6, 2020 - Aug 27, 2021 _—
v Name Vv Finish Effort remaining Effort completed ™
8 O Define system requirements 6/22/2020 166.4 hours 89.6 hours
19w O Define target performance metrics 7/8/2020 384 hours 0 hours
20 O System Requirements and Target Performance Complete 7/8/2020
2 O v Review Current Market Solution Vendors 8/19/2020 960 hours 0 hours
2 QO Hardware vendors 7/16/2020 °| 192 hours 0 hours |
s O Software vendors 7/23/2020 160 hours 0 hours

f. Click the i icon, in any view, to open the task details pane and enter and enter the updated actual and
remaining effort directly in the appropriate fields. Updating Effort completed will automatically update Effort
remaining based on the total Effort for the task. Updating Effort remaining will automatically update the total Effort.

Identify Target Areas for Improvement

O Review communications environment

A HBOL

Add anote..

Start Finish

06/17/2020 ‘ 06/22/2020 ‘
Duration % Complete

(o o \
Bucket

‘ T v ‘

 Effort

Complete: Remaining Total
‘ 0 hours I+ |gs hours ‘ = ‘ 96 hours
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IED Job Aid Tracking project progress

2. MARK MILESTONES AS COMPLETE

a. Review the project schedule and update any project milestones that were completed in the current status period.
Mark milestones as complete by clicking in the circle, in any view: Grid, Board, or Timeline.

e |
= AATenant Renewal R300 Grid Board  Timeline
@ Apr6 2020- Aug27, 2021
v Apr 19 Apr26
1 (O vAATenant Renewal R300
©  FrojectStant
O vscope
[ B 8
) Secure coreresotrces w2 .
ol (o] Scope Complete >

3. RESCHEDULE INCOMPLETE WORK IN THE PAST

a. Inthe Timeline view, search for light blue Gantt bars to the left of the current date.

~ AATenant Renewal R300 Grid Board Timeline
G Apr62020-Awg 27,2021
v

5w o ~

4 O v Identify Target Areas for Improvement

O O O C

b. Drag the timeline bar to reschedule this work to begin (continue) no earlier than the current date.

Identify Target Areas for Improvement

(O Review hardware - software
environment

L &L

Add a note...

Start m
o ‘ 06/01/2020 ‘ 06/05/2020

Validate key dates and deliverables

. ] Project 1Q — Key Dates and Deliverables tabs
@ Project Manager

Project for the web - Project to be updated is open

1. UPDATE KEY DATES

a.  Open the Key Dates tab for the current 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 &

- . e e
Course cutline modified to be all inclusive Edit

5 May 4, 2020
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@ Job Aid Tracking project progress

b. Update the Date to reflect the current schedule.
c.  Add any additional details in the Description field to better describe the new key date.
d. 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 (D Refresh 1@ Share [ Email a Link

New course outline
Key Date

General Related

Name “ New course outline

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

Status At risk

Not set
On track 0
At risk

High risk

Done

2. UPDATE DELIVERABLES

a.  Open the Deliverables tab for the current 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).

Deliverables for Project o & Hdit fil Delete Deliverable

v | Name Category Assigned To v Due Date Status Reason

I omp\slicn Gtttz Other By o @ 24-Apr-20 Not Started

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

d. Add any additional details in the Description and Progress Update fields to better describe the deliverable
status.

Training Completion Certifcate Driver awareness training refresh
Deliverable Project

General Related

Name *  Training Completion Certifcate Category Other

Description Assigned To S Doug Brown

o Due Date 24-Apr-20 C

Progress Update
g P Status Not Started

Monitor project dates and support items

°

e Project Manager &9 Project 1Q - Insights — All Projects
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Q) Job Aid

1. REVIEW PROJECT PERFORMANCE

a. Right mouse click on the current project and

Tracking project progress

click Drill through and then select Project Status.

b

& All Projects

Projects by Progress

KP

Project KPI

®©

Application Saas Migration

b. Click on the Tracking radio button.

@© Project Status:

Project kP

Scheduled Finish Key Dates

KPI K
27-Aug-21 ;
— o
arget Finish P
04-Dec-20 @ or
@ sy Performanc
Late Tasks @ sof fined
o
L
Issues
. KPI Issue
L 4
Effort Completed 6
1,018 5
Hours o
Effort Remaining O
8,896 O
o

Hours

9688 5

k Date

> 27-Mar-20

07-Apr-20

k Due Date

T-May-20

AA Tenant Renewal R300
Go to Project e B -
v ® > ¢ > 0
Deliverables Risks
g Al Link Due Date A
* * 08-Jun-20
O & * 11-lun-20
O < @ 24-Apr20
O O
O O
O O
o © '
@ Apr @)
KPI A kel .
@ - @ ® s
* @ O 4
L 4 @ O 4
@) @ O 4
@) @ O
QO Consider add @ (@]
@) @ O
[©) @ Y@ i

c. Review each section of this report to identify late dates and artifacts. The default sort in each list is by KPI ensuring
the troubled items are visible at the top of the list.
d. Click the link icon to access the details of an item in order to take corrective actions and rectify project delivery

challenges.

®© Project Status:

Project kP Project Link P

EES

Bret Prinz

Key Dates

Scheduled

27-Aug-21

=
)

0609000

Issues

s
*
Effort Completed 8
1,018 O
Hours 3
Effort Remai @)
8,896 QO Preliminary har
. O Resources being

Hours

@ @

AA Tenant Renewal R300 O .0 .9 @
Gotoproert o Issue: Risks " S e jork
v () > & (] ¢ @ > @ » +

27-Mar-20
07-Apr-20

Deliverables

nk Due Date »
> 08-Jun-20
> 11-un-20
> 24-Apr-20

&8 6 8

® 8 @

@

07-May-20

Hold quarterly pr

dd unplanned ident

@ @

Update project costs

@ Project Manager

ﬁ Project 1Q - Financials tab
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Q) Job Aid

Tracking project progress

RECORD ACTUALS AND UPDATE PROJECT FORECASTS

a.

b.

C.

Open the Financials tab for the current project.

Select the Forecast card for the month you are updating actual costs.

d.

AA Tenant Renewal R300
Project
Active - Cassowary Product Development  Bret Prinz
Status | Portfolio | Program Project Manager
Major Project 9 @
Active for 4 months < Planning Execution (47 D) Closing
Details KeyDates Deliverables Tasks Status Updates Issues  Financials
&3 Timeline Key dates Z0OM e} Month () Refresh —+ New Budget -+ New Cost
Years
Montns Jun Jul Aug sep oct
o Budget
$229.4K $32K $32K $12K $12K $62K
o Forecast
$765.6K < $528.3K $52.3K $71.5K $11.5K $16K
o Actual
$699.4K. < $514K $88K o $0
o Variance
-$536.2K
Cost for Period: September 2020 x
Search 0|+ Newcost
Date Forecast Actual [Transaction Note Budget Variance
$3,500.00 $0.00 $8,000.00 $4,500.00
30 Sep 2020E | § 1000 s
20 Sep 20207 | s 00 s
20 Sep 2020f S 1000 s
Opex $8,00000 5000 $400000  -$4000.00
& Labor 30 Sep 2020 | § 6000 H
7 Tavel 30 5ep 20207 | s 2000 s
Totals: $11,500.00 $0.00 $12,000.00 $500.00

Review and update any remaining forecast values to align to the project schedule.

nnnnnnn

Set KPIs and compose status narratives

°
a

Project Manager

ﬁ Project 1Q - Status Updates

1.

a.

SET KPIS AND RECORD STATUS NARRATIVE

Open the Status Updates tab for the current project and click + New Status Update.

AA Tenant Renewal R300

Status Updates for Project

Project
Active - Cassowary Product Development
Status Portfolio  Program

v ’ o—@
Active for 4 months Planning

Details  Key Dates Deliverables  Tasks  Status Updates Issues Risks Decisions

Bret Prinz

Project Manager

Execution (47 D) Closing

o £ New Status Update

ct Solutions, Inc All rights reserved.
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Q) Job Aid

Tracking project progress

b. Create a new project status update for the current period. Ensure the Status Date is set to reflect the status period

end date.

current status of the project.

KPI Status

General

New Status Update

o Status Date

* 12-Jun-20

B Created By

B Created On

T

Define the overall project status. Set the Project KPI and provide a clear and concise narrative to describe the

d. Set the KPI and provide a status narrative for the other relevant status areas based on your project stakeholders'’

information requirements.

New Status Update

View and verify project status report
ﬁ Project IQ

- Project Manager

1. REVIEW AND VERIFY THE PROJECT 1Q STATUS REPORT

a. Select Run Report from the command bar. Select the appropriate style of status report from the list.

€] Save @ Save&Close -+ NewProject @ Openin Project @ OpeninTeams @ Open in ShareP

AA Tenant Renewal R300

Project

Major Project

Active for 4 months

Details Key Dates Deliverables  Tasks

oint () Refresh B Process 12 Share [ Email a Link Run Report

Run on Selected Records

ctiv}
Statu] Status Report (Word-PDF)

Status Updates  Issues  Risks

Execution (47 D)

Decisions ~ Change Requests  Lessons Learned  Financials ~ Documents

Closing
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Q) Job Aid

Tracking project progress

b. Review the project status report and validate that the status report delivers the appropriate message to the project
stakeholders. If changes are needed, return to Project IQ and/or Project for the web to ensure that the status report

is accurate and consistent with the project’s status.

O © w v B. &

5-Jun-2020

. ProjectiQ PROJECT STATUS REPORT

AA Tenant Renewal R300

Sponsor Curent Stage % Complete
Bob Melvin Execution 9%
Schedule Risks ssues

14 < ot2r > >l

Project Dates & Work

06-Apr-2020 04-Dec-2020 27-Aug-2021

9,914 8,622

1,292

2. REVIEW AND VERIFY THE INSIGHTS STATUS REPORT

a. From Project 1Q Insights, All Projects report, right mouse click on the current project, click Drill through,
and then select Project Status.

& All Projects ®

Projects by Progress

gh * PROJECT STATUS

P —— N

b. Review the three pages (Overview, Details, and Tracking) and validate that the status report delivers the appropriate
message to the project stakeholders. If changes are needed, return to Project IQ and/or Project for the web to
ensure that the status report is accurate and consistent with the project’s status.

ject KPI

Troubled

19-Aug-20

® Project Status: Email campaign to increase rider's awareness @»|..

duled Finish

Completed Milestones
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