IED Job Aid Understanding Portfolio/Program status

Overview

This Job Aid defines the steps to follow for tracking progress on an active portfolio or program. This Job Aid is
based on the assumption that a portfolio (or program), complete with the appropriate support details, has been
created in Portfolio IQ and that programs and/or projects have been associated with it to deliver the results expected
by the stakeholders.

The following are four (4) core actions required for understanding portfolio/program status. These are not
sequential actions, and you may skip some based on your requirements.

Understanding progress

Validating key dates

Setting Program KPIs and composing status narratives
Adjusting the portfolio/program
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Understanding progress

°

e Portfolio / Program Manager é@ Portfolio 1Q - Insights — Portfolio/Program Overview

1. REVIEW PORTFOLIO LEADERSHIP INSIGHTS REPORTS

a. Select the Portfolio (or Program) Overview report from Portfolio Leadership Insights.

. &= Portfolio Overview ® . e e e .
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b. Right-mouse click on the appropriate Portfolio (or Program).
c. Select Drill-through — Portfolio (or Program) Status.
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Q) Job Aid

Understanding Portfolio/Program status

d. Review the Overview sub-page to understand the KPIs for all sub-programs and sub-projects and their impact on

the Portfolio (or Program).

@ Portfolio Status:
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2020 IT Portfolio

DirectRisks  Related Risks  Related Issues
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e. Review the Details sub-page to understand the status of all Portfolio (or Program) support items and their impact

on the Portfolio (or Program).
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f. Review the Tracking sub-page to understand the status of support items for all sub-programs and sub-projects
and their impact on the Portfolio (or Program).

@© Portfolio Status:
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IED Job Aid Understanding Portfolio/Program status

g. Review the Financials page to understand the overall financial picture of the Portfolio (or Program) based on the
rollup of the financials from all the sub-projects.

@ Portfolio Status: 2020 IT Portfolio © .9, .00
Link  Sponsor Location Department Effort  DirectRisks  Related Risks  Related Issues get EAC
S 4 3 3
Estimate at Completion Portfolio Budget and Cost
Dubrina Currency Exchan. @Forecast @Actusl @Budget
som
Cassowary Mobile A
AA Tenant Renewal R300 soom
Budge cmcon () s March April May June luly August Sept
$2.62M Actual and Forecast Costs - Category
Year 2020
EAC Project > Category > Subcategory March  Ap May  June July  August September October November December Jar}
= AA Tenant Renewal R300 $106800  $181000 $204,500  $144,800 $9,500 $59,000 $0 $25,600 $10,500 $66,€
$1€
‘ Opex $1€
o Capex 1500 $80000  $79.000 $7,50 $55,000 $20000 $4500  §
Hardware $40,000 $7,500 $20,000 $4,500 §
Software $39,000
= Opex $125,500 $2,000 X $0 $5,600 $6,000 $€
""""" Labor $114,500 $2,000 $4,000 $0 $5,600 $6,000 11
Other $32,000 $28,000 $11,000 30
Total $44800  $254900  $475800  $217,750 $0734  $6023  $1234  $26834  $734 14l

h. Return to the Portfolio (or Program) Overview report and right-mouse click on the appropriate Portfolio (or
Program).
Select Drill-through — Project Milestones.
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j. Review the Sub Project Milestones sub-page to understand the status of all the project milestones and their
impact on the Portfolio (or Program).

@ Sub Project Milestones |« 0
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Validating key dates

@

Portfolio IQ — Key Dates tab
@m Portfolio / Program Manager ﬁ

Portfolio Leadership Insights
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@ Job Aid Understanding Portfolio/Program status

1. UPDATE KEY DATES
a.  Open the Key Dates tab for the current portfolio (or program) and compare the approved dates to the current
Leadership insights status report. If the approved Key Date is different than report, select the pencil icon (or double
click the Key Date card).
Mew course outline o f
Course cutline modified to be all inclusive IEd_'tI
Bl May 4, 2020
b. Update the Date to reflect the current report.
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 0] Delete (D Refresh 12 Share  [F) Email a Link

New course outline
Key Date

General Related

Name " New course outline
Date 04-May-20 |Q
Description Course outline modified to be all inclusive

At risk

Not set
On track Q

At risk

High risk

Done

Setting Program KPIs and status

narratives

composing

- .
e Program Manager ﬁ Portfolio IQ - Status Updates
1. SET KPIS AND RECORD STATUS NARRATIVE
a. Open the Status Updates tab for the current program and click + New Status Update.
Business Strategy
Program
Global Consumer Expansion ~ Connie Campaign ~ Active
Portfalio Sponsor Status
De.. Strategic.. Key.. Proj.. Status U..  Stakeh.. Iss... A Group Memb:
Status Updates for Program o :
| Status L | Project KPl Deliverable... “ | Schedule KPI ~ | Financials .. “~| Work KPI Issue
25-Apr-20 @ OnTr. @ OnTr. ® OnTr.. @ OnT.. @ OnTr.. @
18-Apr-20 @ OnTr.. ® OnTr. @ OnTr.. @ OnT.. @ OnTr. @
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IED Job Aid Understanding Portfolio/Program status

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

period end date.
Define the overall program status. Set the Program KPI and provide a clear and concise narrative to describe

the current status of the program.

New Status Update

KPI Status

General

o Status Date * 12-Jun-20 &

B Created By

B Crested On

T

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

information requirements.

New Status Update

Adjusting the portfolio / program

& Portfolio / Program Manager ﬁ Portfolio 1Q — Programs/Projects tab

1. ADD A NEW SUPPORTING PROGRAM OR PROJECT

a. Select the Programs/Projects tab.
b. Select Add Existing Program or Add Existing Project as appropriate.

2020 IT Portfolio Albert (
Sponsor

Portfolio

Details  Strategic Goals xo Programs/Projects | Stakeholders Risks Decisions Changes Constraints Assumptions Benefits Documents
Programs for Portfolio t Newo Bl Add Existing Progfam |
Finish Date T Status n

v Name % Complete Spansor v Department Start Date
Cassowary Product Developmer [l Fred Sample Marketing 29-Mar-20 30-Dec-20} Active
Coffee Improvement Pregram [ N Bob Melvin Operations 31-Mar-20 28-Jan-21 Active
Projects for Portfolio Y B . 7
v Neme Project Type Project Manager % Complete Sponsor v Department Finish Date 1 |
@  Annual employes update meeting Major Project Chris Thomas [ Jerry Colangelo Corporate
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IED Job Aid Understanding Portfolio/Program status

c. Search for and select the appropriate program (or project) from the list.

Lookup Records

Select record

0

Look for records

Recent records All recordg

\C g

lz] Business Strategy

lz] Coffee Improvement Program

New Record

2. REMOVE A SUPPORTING PROGRAM OR PROJECT

a.
b.

Select the Program/Project tab.
Select the Program (or Project) you wish to delete from the list.

2020 IT Portfolio
Portfolio
Details  Strategic Goals Keo Stakeholders  Risks Decisions Changes Constraints Assumptions  Benefits Documentg
Programs for Portfolic
v Name v % Complete Sponsor Department Start Date
Cassowary Product Developmer [l Fred Sample Marketing 29-Mar-20
Coffee Improvement Program IR Bob Melvin Operations 31-Mar-20
Projects for Portfolio
v Name Project Type Project Manager % Complete Sponsor v
ol @  Annual employee update meeting Major Project Chris Thomas [ ] Jerry Colangelo
Driver awareness training refresh Major Project Connie Campaign [ | Bob Brenly
@  Recydling Improvement Project Major Project Chris Thomas [ | Bob Melvin

c.  After confirming this is the correct record, select the header drop down.

d. Click X to remove the association to a Portfolio (or Program).

Active = 2020 IT Portfolio = --- Chrj 5|

Status Portfolio Program Prayj ” ~
Status Active
Portfolio o " 2020 1T Portfalio X 4

G Program -

& Project Manager * 8 Chris Thomas
Sponsor £ Jerry Colangelo
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