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OVERVIEW

The following document summarizes some of the more common activities performed
by management within the TeamDynamix application. This training guide is meant to
be a supplement to the on-site training provided by the TeamDynamix implementation
consultant and other resources available within the TeamDynamix Knowledge Base
located at
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CREATING PROJECT REQUESTS

There is a distinction between a project request and a project in TeamDynamix.
Project requests are potential projects that are being evaluated and will eventually (if
approved) graduate into a project. Projects, on the other hand, are active efforts that
are created once a request has been approved or created directly for situations when
the project work does not need to go through the approval process. Whether you
create a project request or a project initially likely depends on business processes that
have been established within your organization or institution.

A project request can be created either via the Service Catalog in the Client Portal or
from the Portfolio Planning application.

E Desktop My Work  Admin [T Tickets  Assets/Cls  Portfolio Planning Projects / Workspaces  Analysis  File Cabinet  Finance
(1) y, Al G [ m e H (&)
Desktop Admin Analysis Assets/Cls Briefcase Calendar Change Client Portal Community
Management

& . % (-] S A ? 9 »

Contacts CRM Document File Cabinet Finance Human Resources IT Tickets Knowledge Base My Work
Workflows

N % (@& A & ® L 6 0

News People Portfolio Planning Project Templates Projects / Questions Resource Services Time & Expenses

Workspaces Management

Generally speaking, your customers will submit project requests via the Client Portal
whereas internal, licensed TeamDynamix users may leverage the Portfolio Planning
application. It may be wise to direct all project requests (even
departmental/internally-related requests) through the Client Portal so that the
appropriate data fields are captured and workflow processes are followed. Once a
project request is submitted, it is within the Portfolio Planning application that project
requests will be managed throughout the evaluation process.
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Use the following steps to create a new project request for evaluation from within the
Portfolio Planning application:

1. A new project request can be created within Portfolio Planning by clicking the
"New Project Request" button. This will provide a General Business Case form

(located within the TeamDynamix Client Portal) that can be completed to begin
a project request.

E Desktop Projects Portfolio Planning ~ x  Tickets Admin My Waork Resource Management

o Refresh 4 Edit Portfolio Defktop 4= MNew

Project Request

Desktop Report pproval

]
x

Project Requests

2. The General section must be completed. Once saved, you can navigate to other
sections of the business case that have been enabled. You can simply save the
business case by clicking the "Save" button. If you are finished, you identify the
section as complete, by clicking “"Mark Complete”. All sections will need to be
marked complete before the business case can be submitted.
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Team X7Y T 1W search services, kb and questions Q

Home  Projects/Workspaces Services Knowledge Base  News  Calendar  Questions  Reporis

Project Requests  Ticket Requests My Favorite My Recent My Approvals  Services A-Z  Categories  Permissions  Search

General

General

+Help =Help

Project Name * @

Requested Start @

from

Requested End ©

Sponsor ©@

Start typing Q| =

Account/Department * @

Start typing Q| =

3. Once all sections have been completed (as indicated by having all green check
marks), the project request can be submitted for review.
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search services, kb and questions Q

& Aaron Crane

Reports

Project Requests Ticket Requests

My Favorite My Recent My Approvals Services A-Z

Services /| Project Requests / Active Directory Upgrade

Categories Permissions Search

Active Directory Upgrade Not Submitted
il Business Case I = Submit & Print
« General Information .
General Information Requestor
«" Benefits
1D: 252122
+ Aftach Documents - Remim GrmE
« Stakeholders Account/Department ‘ é acrane@teamdynamix.com
Office of Information Technology (OIT) i
Service
Project Requests / | want to submit a project idea for Finance
Priority Sponsor
Medium
Time Frame @ Jason Carpenter
Sun 11/13/16 - Fri 11/25/16 b % T capenter@teamdynamix.com
-
Created
Mon 11/9/15 4:02 PM
Evaluator

Use the following steps to create a new project request for evaluation from within the
Client Portal:

1. Navigate to the Client Portal by selecting the application from the menu. This
icon will direct you to the Client Portal which is a separate web site.
Alternatively, you can navigate directly to the Client Portal by going to

and selecting Sign-In > Client
Portal. Once in the Client Portal, a project request can be initiated by selecting a
service within the catalog that is configured to create a project request.
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Home T Projects Waorkspaces Services Knowledge Base News Calendar Questions Reports

Project Requests Ticket Requests My Favorite My Recent My Approvals Services A-Z Categories Permissions Search

Service Catalog /' Project Request / Project Requests

Project Requests

1. Basic Project Information -
a. MName of requestor (Required field.)
b. Project contact name. (Name of the individual that will be making decisions and coordinating this
project within your department) (Required field.)
c. Requesting department (Department Name)(Regquired field.)
d. The campus address of the requestor (Required field.)
e. Requestor's phone number (Required field.)
T Requestor's fax number (Required field.)
g. The building and room number in which the work is required (Required field.)
h Available project funds (Amount identified and allocated by the depariment or college for this

project request) (Required field.)

2. The initial form displayed must be filled out and then either saved or "marked
complete". It is then that other sections of the request are made available,
depending on how TeamDynamix is configured. All sections will need to be
marked complete before the business case can be submitted.
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Home I Projects Workspaces Services Knowledge Base News Calendar Questions Reports

Project Requests Ticket Requests My Favorite My Recent My Approvals Services A-Z Categories Permissions Search

Service Catalog / Project Request / Project Requests

Project Requests

Mark Complete

=+ Expand All Help = Collapse All Help

Mandated =

Mot Mandated v
Priority* =

Medium v

Project Name™ ¥

Implement new ITSM solution

Sponsor Name* <

Jason Carpenter % Q x
Acct/Dept* ¥
Office of Information Technolegy (OIT) # Q x

Requested Start =
07/10/2016

Requested End +
10/22/2016
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Home m Projects Workspaces Services Knowledge Base News Calendar Questions Reporis
Project Requests Ticket Requests My Favorite My Recent My Approvals Services A-Z Categories Permissions Search

Services | Project Requests /| Implement new ITSM solution / General Information

Implement new ITSM solution Not Submitted
Mark Complete
Il Business Case + Expand AllHelp = Callapse All Help
O General Information Mandated =
O Attach Documents Not Mandated v
Q Criteria Priority” @
< Review and Submit Medium v

Project Name* =

Implement new ITSM solution

Sponsor Name* =

Jason Carpenter Q x
Acct/Dept” =
Office of Information Technology (OIT) Q x

Requested Start ~
07/10/2016

Requested End =
10/22/2016

3. Following the submission of the request, its status can be tracked in the Client
Portal via the Services > Project Request link. It is important to note that
the project request will only remain in this view while the request is
being evaluated. Assuming the request is approved and converted to a
project, the request will no longer appear in this area. It will then
appear under the main "Projects” menu. Please note, however,
depending on visibility settings or project membership, the project may
not be visible to all users.
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Project Requests Ticket Requests My Favorite My Recent
[ Pt |
D
Acct/Dept Q x
Status .
b Request Acct/Dept
245362 Implement new ITSM Office of Information Technology
solution (om
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Knowledge Base News Calendar Questions Reports
My Approvals Services A-Z Categories Permissions Search
Search
Service(s) Q x
L Show only requests where I am the requestor
Service Reviewer Status

Project Request / Project Marcus Demas - Client Services
Requests Demo

Submitted

Modified

Mon 7/6/15 &13 PM
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REVIEWING A PROJECT REQUEST

Once a project request has been submitted, there are two possible paths it may take
towards being reviewed. The request will either go to an Evaluator, who must review
the request and then select a workflow for the request to follow. Or, the request will
bypass the Evaluator and enter directly into a workflow process. The route that the
project request follows is determined by the project type and configured in TDAdmin.

The following example shows a project type configured to go to an evaluator.

Software Implementation

General Time Types Expense Accounts Groups Attributes

Category™

Projects ¥

Mame®

Software Implementation

Description

Evaluator®

Client Services Demo

Options
¥ |5 Active
Motify evaluator of new projects or requests?

ssign project requests to workflow

L

By contrast, if a project has a workflow specified, it will bypass the evaluator and
enter directly into a workflow for review.
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Assign project requests to workflow

Strategic Projects ¥

By assigning a workflow to project requests of this type, the system will automatically put all project requests into the
workflow and move them to the first step. If you leave the dropdown blank, all project requests of this type will get
routed to the Evaluator for workflow assignment.

Evaluating Project Requests

If you are responsible for evaluating a project request, you will receive an email
notification with a link. Clicking the TDNext link within the email message will take you
to the project request within Portfolio Planning. Additionally, it should be noted that
you can always find project requests of which you are responsible for reviewing by
going the Application Menu > Portfolio Planning > Awaiting My Workflow Assignment.

Many applications within TeamDynamix use a search layout similar to the one found in
Portfolio Planning. The views found within the left-hand frame beneath "Project
Requests" are standard searches (e.g. Approved, Pending My Approval). If for some
reason you cannot find a project request, click on the parent "Project
Requests" link to view all requests. Additionally, you can configure the search
screen with specific values and then click "Save Search" to create a custom search. It
will also appear as a child within the "Project Requests" parent link.

E Deskiop Projects Portfolio Planning ~ x  Tickets Admin My Work Resource Management

Z Refresh  # Edit Portfolio Desktop  + New

) e | smeseon | showcrn | [
Desktop

Project Requests (9)

Approved
Declined
1D Name Acct/Dept Type Evaluator Requestor Score Status Worlkflow Modified
Pending My Appraval
. \ . Office of Information Classroom - Marcus Demas - Client - Project Request and Fri 4/3/15
Awaiting My Workflow A: it 227 sk Upgrades Jason Carps - 3 cline
watting Wy Workiow Assignmen 27802 Desk Upgrad Technolagy (OIT) upgrades ason Carpenter Senvices Dema 7320 Declined Review Process 11:19 AM
Standard Reports - . . . - - .
yoag7y  oervice Catalog Project  Office of Information - Marcus Demas - Client Marcus Demas - Client . Fri 10/3/14
Requests Matrix ZEIB e Technology (OIT) FlE =t gsprs Services Demo SCOURhoR e 422 PM
Top Scored Requests by for A 5 5. / 5 s-C 11741
P 1 230619 Re;ad, for Reporting Office of I’nforma.tlcn Project Request tvla-lc., De'na: Client [ﬂa_\c., De'na: Client 7350 Requirements Reporting Ready Test F.” .WO. 17/14
Capacity Planner Test Technology (QIT) Services Demo Services Demo Gathering 331PM
P Classroom - Marcus Demas - Client Thu 2/5/15
23 £ c SOGAm E!
235416 dfg Academic Advising i Jason Carpenter Services Demo 30,00 Not Submitted 10:38 AM
16/
230678 Scoring Simulation Cafeteria Classroom Jason Carpenter Aaren Crane CS 4528 Submitted Mon 46113
9 upgrades 11:55 AM
Implement Office of Information Marcus Demas - Client n = = c Project Request and Thu 10/9/14
2. = A rane 4 w
TN TeamDynamix PPM Technology (QIT) Pl Services Demo aron Lrans & i bR Review Process 6:48 AM
nt Software W 5 W 29/
241384 Enrellme ('Crt 2 Enrollment Services Software Client Services Demao Client Services Demo 30,00 Submitted ‘efM s
Implementation Implementation 1:33PM
TeamDynamix
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Use the "Filter" button on the right-hand side of the screen to find specific requests.
For example, two common searches might be to find requests in a particular stage of
the workflow. The "status" field would be used for this type of search.

E Desktop Admin Portfolio Planning - = Analysis Assets/Cls Finance File Cabinet

< Refresh ¢ Edit Portfolio Desktop 4 New

Desktop

Project Requests

. p \ Standard Fields  Custom Fields ut
Project Requests (15)
Apereed ) General
My Approval Page Size
waiting My Warkflow Assignment 5 v
Standard Reports
mit] Search
Options
Project Request Reparts 235416 Academic Advising Classroom upgrades 30.00 Not Submit§ Only show requests Ready for Reporting
Project Requests In Workflow —

Requirements Gathering

[Select all
Not Submitted

Alternatively, it might be necessary to find all requests where your user account is
responsible for a step in the workflow. This could be accomplished by clicking on the

"Pending My Approval" link in the left-hand navigation frame or my searching with the
"Workflow Step Responsible" field.

E Desktop Admin Portfolio Planning ~ x  Analysis Assets/Cls Finance File Cabinet

T Refresh 4 Edit Portfolio Desktop 4 New

Deskiop =3
Project R 5 Requestor
roject Requests - 1Y
Project Requests (15) Q x
Approved
Dedined Evaluator
Pending My Approval Q x
Awaiting My Workflow Assignment !
Stakeholders
Standard Reports eholders
Requests Matrix Q x
Top Scored Requests Workflow Step Resp
Capacity Planner Q x
Project Request Reports 235416 Academic Advising Classroom upgrades 3
Portfalio(s)
Project Reguests In Warkflaw artfoliofs)
ades Q x
- en| Priority
TeamDynamix
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To evaluate a project request and submit it to a workflow for review, follow the steps

below:

1. Click on Awaiting My Workflow Assignment within Portfolio Planning.
2. Open a project request business case window by clicking on the name of the

project request.

E Desktop Projects Portfolio Planning ~ % Tickets Admin My Waork Resource Management

= Refresh 4 Edit Portfolio Desktop 4 New

Desktop
Project Requests .
. Project Requests (1)
pprove
Declined
1D MName Acct/Dept Type Evaluator

- A A
3 nt Software Imple io ice W entati Client Services Del
Awalting My Workflow Assignm... 241384 Enrollment Software Implementation [ Enrollment Services  Software Implementation  Client Services Demo

Standard Reports

Requests Matrix
Top Scored Requests

Capacity Planner

3. Each section on the left-hand side of the business case is available for review. A
section does not have to be marked "Complete" in order to submit it to a
workflow. However, if the section is edited and does not need further review
throughout the entire review process, it can be marked as complete to indicate

it has been finalized.
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Il Business Case

" General Information

Not Submitted

+ Strategic Goals

+ Related Processes

Enrollment Software Implementation

ID: 241439

General Information

O Risks
O Benefits Account/Department R t
Enroliment Services eques or
+ Attach Documents
Type Client Services
O Expenses Projects / Software Implementation Demo
R . noreply@teamdynami
© Review and Submit Priority ‘com
< Feed Medium
& Read By Created
Wed 4/29/15 441 PM Evaluator

Time Frame

Wed 4/29/15 - Fri 8/12/15 Client Services

Demo

noreply@teamdynami
x.com

4. Once the evaluation is complete, click the Action button on the Business Case
view and select "Assign To Workflow". Select the appropriate workflow for the
project request.

Business Case
Assign To Workflow

Assign this project request to 2

+ General Information project request workflow. Su b mltted
proJ:eCt Charter Request ID: 241439
Assign Request to Workflow
Workflow® B
This will remove the request from any current workflow and start the
selected workflow. If the same workflow is selected, the workflow will
be restarted.
Assign to Workflow Cancel
TeamDynamix
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If you are responsible for reviewing a project request within a workflow step, you will
receive an email notification with a link. Clicking the TDNext link within the email
message will take you to the project request within Portfolio Planning. Additionally, it
should be noted that you can always find project requests of which you are
responsible for reviewing by going to Application Menu - Portfolio Planning - Pending

My Approval.

To evaluate a project request that is in workflow, follow the steps below:

1. Click on Pending My Approval within Portfolio Planning

Z Refresh 4 Edit Portfolio Desktop 4 New

Desktop

Project Requests

Project Requests (1)

Approved
Declined
D Name Acct/Dept
Pending My Approval
- nt Software
Awaiting My Workflow Assignment 241439 Enreliment 'FT\'a“ Enro.llment
Implementation Services

Standard Reports .
Requests Matrix
Top Scored Requests

Capacity Planner

Type Eval Request Score Status
Software Client Services Client Services N Initial

) 30.00 )
Implementation Demo Demo Review

2. Click on the Project Request name to open the business case window. The
business case details view will show which workflow and step the request is in.

I T T

|l Business Case
+ General Information

Strategic Goals Request ID: 241430

Systems Affected .
General Information

Related Processes

Risks Account/Department
Enrollment Services
Benefits
Type
Projects / Software Implementation
Expenses Briority
Time Accounts Medium
Created

v

v

v

v

v

+ Attach Documents

®]

@]

O Resources
Wed 4/29/15 441 PM

Q Criteria

Time Frame

O Stakeholders Wed 4/29/15 - Fri 5/12/15

O Task Plan
& Read By
Step  Name Responsibility
1 Initial Review Client Services Demo
2 Requirements Gathering Enterprise User 1
3 Financial Review Enterprise User 1

Enrollment Software Implementation

In Workflow

Completed By Client Services Demo on Wed 4/29/15 4:44 PM

Requestor

Client Services Demo

noreply@teamdynamix.com
Ll 5

Evaluator

Client Services Demo

noreply@teamdynamix.com

started Wed 4/29/15 6:22 PM (today)

Started Completed

Wed 4/29/15 6:22 PM (Client Services Demo)

TeamDynamix
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Review the sections on the left-hand side of the business case window. You can
mark the section as complete if it requires no further review.

To move the request through the stages of the workflow process, click the
Action button found on the business case view. The items that appear when
clicking the Action button are based on the permissions set at the workflow
step.

O & 4 4 & <& < <«

. Print
Business Case L

Assign To Workflow )
Mark as "Submitted" plementat|on In Workflow

General Information
Strategic Goals

Reject - Return to Requestor
Systems Affected

Reject - Decline Request Completed By Client Services Demo on Wed 4/29/15 4:44 PM
Related Processes

Forward Request
Risks Requestor

Approve Step
Benefits . .

Approve Request Client Services Demo
Attach Documents Projects | Bortvare Implementation noreply@teamdynamix.com
Expenses Priority

TeamDynamix
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The workflow step actions that can be performed on a request are as follows. Please
note, it is important to remember that all actions may not be present depending on
permissions and based on how the workflow is configured.

Assign to Workflow - Assign this request to a project request workflow. A
request can be submitted to a new workflow from an existing workflow in the
case that it was mis-assigned or now needs to go down a different path.

Mark as "Submitted" - Return the request to the submitted state. In other
words, the request will be as it was immediately after being submitted by the
Requestor.

Reject — Return to Requestor — Return the project request to the Requestor.
This will send the project request back to the "Not Submitted" state and
notify the Requestor that it needs further revision before it can move
through the workflow.

Reject — Return to Previous Step — Return the project request to the previous
step in the workflow. This will send the project request back to the prior step
and it will again be pending approval of the resource assigned to that step.

Reject — Decline Request - This will mark the request as rejected. The
Requestor will be notified and the request will be moved to the "Declined"
area of the Portfolio Planning application.

Forward Request - This allows the request to be forwarded to any other
Portfolio Planning user. The recipient will receive a notification and the
request will be found in that user's Pending My Approval view of the Portfolio
Planning application. It is important to note that the project request does not
have to wait for the recipient of a forwarded request. The original resource
assigned to the step can continue in the workflow process.

Approve Step - This approves the current step in the project request
workflow and moves the request to the next step in the process.

Approve Request — This approves the project request outright. The
Requestor will receive a notification that the request has been approved and
the request will be moved to the Approved section of the Portfolio Planning
application. It is important to note that it is still a project request at this
point and is ready to be staffed, which will convert the request to a project.

TeamDynamix
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As a request moves through the workflow, its status and placement in the workflow
will be highlighted as seen in the example below:

(W) Business Case

O General Information

O Strategic Goals
O Systems Affected
QO Related Processes
O Risks

O Benefits

O Attach Documents

QO Expenses

Step ff Name

1 Initial Review

Requirements
Gathering

3 Financial Review
4 Feasability Review

5 Executive Review

T T BT

Strategic Projects

Responsibility

Marcus Demas - Client Services
Demo

Enterprise User 1

Enterprise User 1
Enterprise User 3

Enterprise User 7

started Mon 4/6/15 3:24 PM (67 work days ago)

Started Completed

Mon 4/6/15 3:24 PM (Aaron Crane  Wed 5/6/15 10:49 AM (Aaron
Cs) Crane C5)

Wed 5/6/15 10:49 AM (Aaron
Crane C5)

TeamDynamix
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CONVERTING PROJECT REQUESTS TO PROJECTS

Once a project request has been approved, you will find it in the "Approved" view
within Portfolio Planning. It is still a project request at this point and the next step is
to convert it to a project. The process of converting a project request to a project
happens when the project is "staffed." Essentially, you are looking for the availability
of resources, determining the start and end of the project and assigning those
resources to the functional roles that were added during the request process. To staff
a project request and convert it to a project, follow the steps below:

1. From Portfolio Planning, click on "Approved" to view all project requests that are
ready for conversion to a project. This will show a list of all approved project
requests that have gone through a workflow process.

E Desktop Projects Portfolio Planning - % Tickets Admin My Work Resource Management

Z Refresh 4 Edit Portfolio Desktop 4 New

Project Requests (1)

Desktop

Project Requests

Approved
Declined
1D Name Acct/Dept Type Evaluator Requestor Score Status
Pending My Approval
Enrollment Software Enrollment Software -

Awaiting My Workflow Assi t Client Services Dei Client Services De 30. 2
waiting My Workflow Assignmen 241439 |mplementation Services Implementation ent Services Demo ent Services Demo 30,00 Approved

2. Click on the name of a project request and then click on the business case view.
You will begin the staffing process by clicking the Action button and selecting
"Staff".

() Business Case m

Assign To Workflow
Mark as "Submitted” mplementatlon Approved
« Strategic Goals

" Systems Affected

ernerdl inrormation Completed By Client Services Demo on Wed 4/29/15 4:44 PM

" General Information

+ Related Processes

Account/Department

v Risks Requestor

Enrollment Services

TeamDynamix
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3. During the staffing process, you will have the option to set key parameters of
the project:

a.

Project Start and End Date - By default this will be the start and end date
that was set on the project request. You can adjust this date range as
necessary. Note: This date range will be the range from which your
resources availability will be viewed.

Portfolios - If this project should be added to any Portfolios, you can do so
from here.

Time & Expense Approval - Time and expenses submitted against a
project can follow two paths for approval. First, it can be approved by the
manager of the project. Alternatively, it can be approved by the user
specified as the "Reports To" user within a resource's profile. This value is
set within the "Users" section of TDAdmin.

. Options - There are additional options about updating the start and end

dates, adding members to contact lists and notification options. These are
covered in more detail in the Project Administration section.

. Template - You can specify a project template during the conversion

process to a project. It is important to note that you can also apply
a template after the project has been created by selecting the
Actions menu from the Project Details view. Templates allow you to
include a starter project plan (task schedule), set of issue categories,
briefcase structure with documents and more.

- Next

Business Case
General Information Start Date®  End Date®
Strategic Goals 04/29/2015 06/12/2015
Systems Affected e iy

Portfolio(s)
Related Processes Start typing Q
Risks _ .

Time and Expense Approval
Benefits Time and expenses should be approved by the project manager.

L) - c -+ e s the indi < er
Attach Documents Time and expenses should be approved by the individual's manager.
Expenses Active
) #| The project will be active

Time Accounts P

Options
Resources P

Update the start date, end date, and estimated hours based on the projects task plan(s). ig)
Lriteria #| Add all new project members to the project contact list,
) ¥| Notify me when the assigned hours for plans exceed the scheduled hours for this project.

Stakeholders o ) ) )

#| Notify me when the estimated hours for plans exceed the estimated hours for this project.
Task Plan )

Project Template
Feed

TeamDynamix
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4. Next you will add actual resources to the project by replacing the functional
roles that were specified during the project request process with actual
individuals. It is important to note that a resource can only be added to
one functional role. You cannot add the same resource to multiple
functional roles. Click on the search icon to browse a list of users that are able
to fulfill the role. Additionally, you will need to select one user to be the
manager of the project.

3 Next
Business Case BN

1w
« General Infermation Role Hours Rate Cost Person Start End Manager
v Strategic Goals Enterprise Servers System Admin 100 $30.00 $3,000.00 Q Mon o
% 4/27/15 6/12/15
' Systems Affected
L - - Q Mon Fri
+ Related Procasses Database Administrator 30 $30.00  $900.0 4/27/15 6/12/15
«" Risks
Communications, Marketing, & Training SR PO Q Maon Fri
Analyst 75.01 $30.00 $2250.30 /27715 6/12/15
+ Benefits nalys % 127/ 112/

5. You will be able to view the availability of a resource when you click the search
icon. It is also important to note that users that have the specified role as either
primary or secondary will display in the availability lookup.

Search Functional Role | Database Administrator M
Date From |4/26/2015 To |6/7/2015 Resource Pool(s) Q X
Interval @ Months Weeks User Type Both '® Employees MNeon Employees

Include users whose capacity is not managed

Resource Pri Func Role Resource Pool Reports To Apr 15 May 15 Jun 15
Enterpnise User 3 Database Administrator Applications Team™ Enterprise User 3 -3.20 5040 52.80

Enterprise User 4 Database Administrator Infrastructure Team Enterprise User 4 120,00 168.00 176.00

6. Once you add the resources to the project and click next, the project will be
created. A notification will go to the project manager. It is important to note
that the project may be inactive depending on if the active box was
checked/unchecked. It is the responsibility of the project manager to
prepare the project for kick-off and then activate the project.

TeamDynamix
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ll Business Case
General Information v Project Created Successfully
Strategic Goals

Systems Affected

What do you want to do now?

Related Processes

« An email notification has been sent to the project manager
informing him/her that the project has been created. If you chose to
Benefits create an inactive project, the project manager will have to activate

the project from the project management console.
Attach Documents

v
v
v
v
+ Risks
v
v
O

Expenses . Close this window

TeamDynamix
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Once the project request has been staffed, it will no longer appear in the Portfolio
Planning application. It will now be administered from the Projects/Workspaces
application by the resource that was specified as the manager of the project.

E Desktop My Work Admin IT Tickets Assets/Cls Portfolio Planning Projects / Workspaces ~ = analysis File Cabinet Finance

< Refresh # Edit Projects/Workspaces Deskiop + New Q Search

IManage Projects/Workspa cesl

Manage Projects/Workspaces (7)

Reports
Proij \ I
rojects/Workspaces Search @® Active O Inactive O Both O Projects O Workspaces @ Both
x
. [1v] Name PCT Comp  Status Health Status Date Type Acct/Dept Active
) Accounting System Software Integrat...
Build a new widget 247975 Accounting System Software 5% InProcess [ Green = Tue2/23/16831 Classroom upgrades College of Math & Science Yes
Integration AM
) Campus-Wide SAML Authentication ...
220619 Build a new widget 0% New Yellow = Tue 2/23/16 8:32 Project Request Office of Information Technology | Yes
() Drupal Upgrade o o o
Freedonia Software Installation
. 232338 Campus-Wide SAML Authentication 25% InProcess =[] Green = Tue2/23/168:30 Classroom upgrades Office of Information Technology | Yes
) Implement TeamDynamix ITSM Rollout AM ©m
L) Implement TeamDynamix PPM
228641  Implement TeamDynamix [TSM 10% InProcess | [J Green | Mon 2/29/16 7:11 Software Office of Information Technology = Yes
[0 Operations Workspace PM Implementation (om
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Manager Training Supplement

It is worth noting that, in some cases, you may need to directly create a new project.
Assuming your user account has the permissions to "Add Projects”, you can
accomplish this from the Projects/Workspaces application in TDNext. Note: By directly
creating a new project, you will bypass the project request process and a new, active
project will exist as soon as the required information is populated.

Use the following steps to create a new project:

1. In TDNext, open the Projects/Workspaces application via the application menu

or a tab

2. Click new and a dropdown list will appear, click Project.

m Desktop My Work Admin

IT Tickets Assets/Cls Portfolio Planning Projects / Workspaces ~ = Analysis

& Refresh # Edit Projects/Workspaces Desktop

Desktop

Manage Projects/Workspaces
Reports

Projects/Workspaces

x

Build a new widget

Drupal Upgrade
Freedonia Software Installation

Implement TeamDynamix [TSM

Accounting Systemn Software Integrat..,

Campus-Wide SAML Authentication ...

Man:

Search

1D

247975
229619

232538

+ MNew Q, search

Workspace

lssue Workspaces (7)

Event

Survey ® Active O Inactive O Both

Survey Question

Report PCT Comp  Status Health Status Date
Accounting System Software 5% In Process Green  Tue 2/23/168:31
Integration AM
Build a new widget 0% MNew Yellow = Tue 2/23/16 8:32

AM

Campus-Wide SAML Authentication 25% In Process ) Green  Tue2/23/168:30
Rollout AM

File Cabinet Finance

Type

Classroom upgrades

Praject Request

Classroom upgrades

O Projects O Workspaces @ Both

Acct/Dept

College of Math & Science
Office of Information Technology
(0IT)

Office of Information Technology

(0IT)
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PROJECT MANAGEMENT AND ADMINISTRATION

It is the project manager's responsibility to maintain the project through its life cycle.
Primarily, this will include managing the project settings, editing, and maintaining
resources, updating the project status and closing the project at its completion.

There are several settings found within the Project on the Administration - General
section. Several of these settings are worth noting as they may be key to the
management of the project.

e Activate/Deactivate — Within the Actions menu of a project (accessible from the
Project Details > Action button), a project's active status can be toggled. If a
project is active, all members of the project will be able to see it from the
Project application and from the Client Portal. If the project is Inactive, only the
project manager will have access to the project. Setting a project to inactive
essentially prevents work from being done on the project. It also specifically
disallows time and expenses from being added to the project.

e The Start and End Date on the General section of a project indicates the start
and end date of the project and the "window" in which resource scheduling
takes place. Any time allocated to a resource for the project will fall between
the start and end dates listed on the project.

Task Plan
Milestones

Components

Description =

Workflows

This is the description of what the project involves.
Feed
Status Chart

Baselines

e T&E Approval specifies how time and expenses submitted against the project
are approved. If set to be approved by the project manager, all time and
expenses (once submitted) will go to the project manager for approval.
Otherwise, time and expenses will go to each resources manager as indicated
within the user's profile > Reports To.
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e The Client Portal Visibility settings control whether or not a project can be
viewed within the Client Portal. The Client Portal is the site where non-licensed
users of TeamDynamix, such as Stakeholders, Sponsors, Functional Users, and
the like can view the project. A project can be set to varying levels of Client
Portal visibility. To modify this setting one must be a manager of the project.

Open the Manage section within the Project, go to General Information, scroll to
locate Client Portal Visibility. The three options are seen in the in image below:

o Project visible to all users, even those that are not logged in - If
this is selected the project is publicly visible and does not require
authentication to be viewed. Anyone with the link to the Client Portal can
view the project, even Internet users outside of the institution.

o Project visible only to logged in users - If this is selected, a user
must authenticate to the Client Portal before the project can be viewed.

o Project visibile only to logged in users who are on the project (as
a resource) or listed as a stakeholder on the project - If this is
selected, a user must be part of the project in some capacity, either as a
resource or as a stakeholder, to view the project within the Client Portal.

E Desktop Admin Projects ~+ x Partfolio Planning

T Refresh & Edit Projects Desktop 4 New  Q, Search  #¥ Settings

Desktop Project Details “
Manage Projects -
Manage Projects I General Information I
. " Client Portal Visibility
Reports Project Charter
— Project Phase This project will be visible to all users, even those that are not logged in.

This project will only be visible to logged in users.

O Campus Time Accounts

AML Authentication Ro.. ® This project will anly be visible to logged in users who are on the project or are listed as stakeholders,

© Enroliment Software Implementation Resources
-— nt Te y! TSM and Ex A v
Implement TeamDynamix [TSM Criteria Time and Expense Approval
== Private Team @ Time and expenses should be approved by the project manager.

Stakeholders

= Request Semvice 2 ® Time and expenses should be approved by the individual's manager.

Task Plan
= Sample Project Name
Milestones Update Task Method
Manage
® Users set % complete when updating tasks.
Team Components
Users set remaining hours when updating tasks.
Feed Workflows
Announcements Feed Resource Management =
® Manage By Project
Briefcase y ge By Froj
Status Chart Manage By Plan
Calendar

Bacalinas
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e There are two Resource Management options available on a project. This setting
determines how the project's estimated work time is deducted from a resource's
overall capacity.

o The first option, Manage By Project, indicates that the resource time
will be deducted based on the values entered on the Resource Section of
the Project. More specifically, when you added resources to a project, you
set the number of hours this resource was allocated to the project. Those
are the specific hours that will be deducted from the resource's capacity.

o Alternatively, Manage By Plan will deduct hours from a resource's
availability based on the hours estimated on tasks the resource is
assigned within the project plan.

Typically, Manage By Project is for situations when a detailed project
plan is not needed or for project managers who do not create a detailed
project plan with estimated work efforts. Additionally, it is very common
to start a project as Manage By Project and then switch to Manage By
Plan once a detailed WBS (Work Breakdown Structure) has been
established.

One final note, if Manage By Project is selected, in the Options area,
the checkbox “Allow project-level time entry” needs to be selected as
well.
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Project Details

General Information

Project Charter

Project Phase

Strategic Goals
Risks

Benefits
Expenses
Time Accounts
Resources
Criteria
Stakeholders
Task Plan
Milestones
Components
Workflows
Feed

Status Chart

Baselines

Save # Expand All Help == Collapse All Help

Time and Expense Approval

' Time and expenses should be approved by the project manager.

'® Time and expenses should be approved by the individual's manager.

Update Task Method =

'®) Users set % complete when updating tasks.

'~ Users set remaining hours when updating tasks.

Resource Management

'® Manage By Project

'~ Manage By Plan

Resource Schedule Editing =

' Allow rescurce pool managers to edit schedules
' Allow rescurce poel managers to request schedule changes but require project managers to approve edits
'® Do not allow resource pool managers to edit schedules

Options =

O Update the start date, end date, and estimated hours based on the projects plan(s).

¥ Add all new project members to the project contact list.

O Allow project-level time entry.

|2| Motify me when the assigned hours for plans exceed the scheduled hours for this project.
|2| Motify me when the estimated hours for plans exceed the estimated hours for this project.
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To add resources to a project, the resource must be added to the "Resource" section
of the Project Details window. It is important to note that only resources that are
added to the project will be available within the plan manager for task assignments on
project plans. Also, a resource will only be available for the date range that falls
between the start and end dates indicated on the Project Details > General section.
To add a resource to a project, follow the steps below:

1. From the Resources section of the project, click the Actions > Add Resources

button.

Project Details
General Information | Add Resources All Resource Requests Resource Report
Strategic Goals Remaove Resources quested Role Pool Status Approver BillRate Apr15 May15 Jun 15
Risks Change Manager Req Sch Req Sch Req Sch
Benafits Shift Schedules rticipant Current $0.00

= UEmo CIent FaruTipant rarticipant Current £50.00
Expenses

- Team

Time Accounts Demeo Team Member Member Team Member Current £50.00
Resources Demo Technician Technician Technician Current £50.00
Criteria

Stakeholders

Task Plan
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2. You can click Search to view all available resources or filter resources by name,
primary role, resource pool, and employee status.

Project Details = 19 Resource(s)

General Information

Add Resources (step 10 2)

Strategic Goals

Name Like '® Employees '~ Mon Employees '/ Both

Risks ) .

Primary Role |Start typing... Q x Resource Pool |Start typing... Q x
Benefits

! Include users whose capacity is not managed

Expenses . . Client . . ~

) Demo Client+Reporting MNone Demo Client+Repaorting 120.00

Requestor
Time Accounts
Computer . =

! Dei jec
Resources | Demo Project Manager Operator Mone Demao Project Manager 110.18
Criteria IJ Demo Project Manager+Reporting Product Nene Demo Project Manager+Reporting 119.16

K Manager
Stakeholders
- Student -

Il Demo Student Technician Technici MNone Demo Student Technician 120.00

Task Plan Eehmician
) ) Team :

Milestones ) Demo Team Member+Reporting Member Nene Demo Team Member+Reperting 40.80
Components ) Demo Technician+Reporting Technician MNone Demo Technician+Reporting 120.00
Workflows [ Email Service Participant MNone Email Service 120.00
Feed Admissions Anplications

Il Enterprise User 1 Systemns TPP N Enterprise User 1 3.20
Status Chart Developer =am
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3. Select a resource by clicking on the resource's name and then create a schedule
for the resource. You will notice the resource's availability for the time frame of
the project.

Project Detais BTN T TN

General Information 1
Create a Schedule for Demo Project Manager (step 2 of 2)
Strategic Goals Project Enrollment Software Implementation Project Dates: Wed 4/29/15 - Tue 9/1/15
Risks Motification W Notify resources that they have been added
Interval ® Manths Weeks
Benefits
Description
Expenses
Time Accounts
Resources Changing schedule interval will not preserve the date ranges in which you've configured hours. The total number of

hours entered will be spread across the complete project date range when the interval is changed.

Criteria
Resources can only be notified of being added if they do not require resource approval. If a resource requires resource
Stakeholders approval, they can be notified of being added by the resource pool approver during the approval process.
Task Plan Schedule can be edited either in terms of hours or percent of capacity. Use % to allocate percent of resource’s capacity
(e.g. 50 %).
Milestones
Components Apr 2015 May 2015 Jun 2015 Jul 2015 Aug 2015 Sep 2015 Total
Workflows Capacity 120,00 188.00 176.00 184.00 168.00 176.00 992.00
Available 110.18 158.62 166.18 173.73 158.62 166.18 933,51
Feed
Schedule 0.00 0.00 0.00 0.00 0.00 0.00 000
Status Chart
Remaining 110.18 158.62 166.18 173.73 158.62 166.18 933.51

4. Finish adding the resource to the project by clicking the Save button. If the
resource requires approval, it is important to note that the resource will not be
officially added to the project until the resource manager approves the resource
request.
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In addition to adding resources, from time-to-time resources may need to be pulled
off a project. To remove a resource from a project, follow the steps below:

1. From the Resources section of a project, click the Remove Resource button.

Project Details sl

General Information | Add Resourcas All Resource Requests Resource Report
Strategic Goals guested Role Pool Status Approver BillRate Apri15 May15 Jun 15
Risks Change Manager Req Sch Req Sch Req Sch
Benefits Shift Schadules rticipant Current $0.00

=TS e Farucipant rarticipant Current $50.00
Expenses

D Ti M Team Team Member Current £50.00
) emo Team Member e .

Time Accounts Member
Resnurces Dema Technician Technician Technician Current £50.00
Criteria

Stakeholders

2. Select the resource to remove and also select a resource to delegate project
resources to. When a resource is removed, any tasks that resource owns in a
project plan will be reassigned to the "Delegate To" resource.

Project Detail L soe J Concel ]

General Information

Remove Resource(s)

Strategic Goals

Risks Remove/Delegate”™
) Demeo Client

Benefits

Expenses Delegate To

Demo Team Member

Time Accounts

Resources Action

N Remove person and delete all associated materials
Criteria

® Remove person and delegate associated materials to another person

Stakeholders
This operation may take a few moments,

Task Plan

3. Select whether or not to associate the materials to the new resource. Then,
click the Remove Resource button. If you choose to delegate the materials,
project documents, issues, contacts, etc. will be delegated to the new resource.
Otherwise, these items will be deleted. Note: Project tasks will not be deleted
and will always be delegated to the new resource.

TeamDynamix

Page 34



Manager Training Supplement

One of the most important tasks a project manager must perform are regular updates
to the project's status and closing out projects when they are completed or canceled.
Many of the Analysis reports depend on the project status being regularly updated.
Additionally, project managers will receive an email notification on a regular basis
(depending on a global configuration setting) to update the status of any open and
active projects. To update the status of a project and to close a project, follow the

steps below:

1. From the Projects/Workspaces Application, click on Manage Projects and select
the name of a project to open the Project Details window.

E Desktop

Projects ~ x Portfolio Planning Tickets Admin My Work Resource Management

< Refresh 4 Edit Projects Desktop 4 Mew  Q Search % Settings

Desktop [ searcn |
Manage Projects .
: Manage Projects (3)
Reports
:'I'C_iE'CTS Search || Show Both '® Active ' Inactive
0O Campus-Wide SAML Authentication Ro...
== Enrollment Software Implementation L b= Rereemy SEie SEIEREE Type
= Private Team @ 232538 E’Fﬂ':;"“ SAML Authentication 15% [OJGreen  Tue4/28/15417PM  Project Request
== Strategic Project
0% = No Status SR
Implementation
Wed 9/17/14 4:
227808 Strategic Project 0% = Mo Status I;;:d 17114 4112 Project Request

2. From the Project Details view, click the Update Status button. When updating
the status, the following must be provided:

Status - Describes the “state” of which the project is in. By default, status
values are “"New”, “In Process”, and “On Hold”. However, the
TeamDynamix Administrator may have customized these values so that
they are tailored to the institution’s processes.

Health - Either Red, Yellow, or Green

Overall Percent Complete - This value is determined by the project
manager. It is not a calculated value based on tasks/issues completed.
Information on tasks, issues and hours is provided so that the project
manager can make and educated estimate on percent complete.
Comments - This should be a summary from the project manager on the
current state of the project. This information also shows in several
Analysis reports.
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Actions Update Status Refresh

Project Details
General Information

Strategic Goals Project ID: 241419

Risks
Benefits Status
Expenses = No Status [No Status]

0% complete, updated Wed 4/29/15 3:00 PM
Time Accounts

Resources
R [ DR AT TSP

Enrollment Software Implementation

@ https://clientservices.teamdynamix.com/TDNext/Apps/Projects/ TeamManagement/Project StatusUpdate. aspx?PID= c8UFE0Qo4CE

== No Status

Enrollment Software Implementation

Project ID: 241419

MNew Status®

In Process

Health
Red

Percent Complete®

4513

Comments

The project has some significant risks/issues identified and a strategy meeting has been scheduled
to discuss overall direction.

Maotification

Motify

MNotify Other People
Start typing...

[ssues

Open
1/1 (100%)

Postponed
0

Tasks

Completed
0

Overdue
474 (1003%)

Delayed
0

Actual Hours

Tasks
0.00

Project-Level

In Process

In Process
0

Closed
0

In Process
0

Not Started
0

Milestones
0/0 (0%)

Issues
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Closing a project is similar to updating. In fact, you should always perform one last
update on a project before closing it so that the last status is captured in historical
reports. After performing the status update, click the Actions button and select Close.

Project Details
General Information
Strategic Goals
Risks

Benefits

Expenses

Time Accounts
Resources

Criteria

T I T T

Deactivate

_ ware Implementation OGreen
Apply a Project Template

Acd Baseline

Copy

Close

45% complete, updated Thu 4/30/15 4:27 PM by Client Services Demo

Changed status from No Status to Green,
Changed percent complete from 0% to 45%.
This project is on track.

There are three steps to complete when closing a project:

1. Contribute briefcase files to the File Cabinet. The File Cabinet is a document
repository that is accessible once the project is closed. Team Members and
other users that were not part of the project will have access to the project
briefcase. It is important to note that the briefcase can be accessed via Analysis
once the project is closed out. Adding files to the File Cabinet is a few step

process.

- The first step in contributing files to the File Cabinet is by visiting the briefcase.

E Deskiop Projects ~ = Portfolio Planning Tickets Admin My Work Resource Management

Z Refresh & Edit Projects Desktop 4 New Q Search & Settings

Desktop
Manage Projects
Reports
Projects
0O Campus-Wide SAML Authentication Ro...

== Enrollment Software Implementation
Manage

Team

Project Details m

General Information Close P ro_l eCt

Strategic Goals Contribute files to the File Cabinet

Risks You should add any necessary items from this project to the File Cabinet before closing it. Adding files to the File Cabinet will allow users to access information

stored in this project at a later time, even after the project is closed. Click the "Go To Briefcase" link below to add files to the File Cabinet.

Benefits
Expenses

Time Accounts Close unfinished items

- Second navigate to the appropriate file that should be added, then select it.
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search briefcase Q Advanced Search 9 a D @ 2 @ @ T = E‘ 1 File(s)

Size Created By Modified By Modified

(5] My Checked Out Files

I:_l] My Files
(5] Recent Files

Client Services Demo  Thu 4/30/15 4:32 A

1 KB  Client Services Demo

|| Project Documents

- In the last step, navigate to the Actions button and select to Add to File Cabinet.

Iz Project Charter Document.docx

General Security Read By Revisions Attributes
Move
Copy \ Project Decuments \ Preject Charter Document.docx
Rename

Add to File Cabinet

Forward
Delete
Flag

Check Qut
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2. Close any open issues and tasks. This is an optional step allowing the project
manager to bulk close all open issues and/or tasks associated with the project.

Project Details

General Information Contribute files to the File Cabinet

You should add any necessary items from this project to the File Cabinet before closing it Adding file:

Strategic Goals stored in this project at a later time, even after the project is closed. Click the "Go To Briefcase” link be

Risks Go To Briefcase
Benefits
xpenses Close unfinished items

Time Accounts ssues (0 unfinished)

Tasks (1 unfinished)

Resources

* All resource requests will be cancelled.
* All resource schedules will be changed to end today.
* All tickets associated with unfinished tasks will be reverted.

Criteria

Stakeholders

3. Chose the project close status. You will have the option of leaving the project
active so that time and expenses can still be logged against the project. Also,
you can set the close status to indicate if expectations will missed, met, or
exceeded in addition to making a comment.

Project Details

General Information

Choose the closed project status

Strategic Goals

Risks Active

Benefits ® Active: This will allow users an this Project to continue to report time and expenses on this Project.
') Inactive: This will disallow users to add time and expenses on this Project.

Expenses

Status™

Time Accounts

Completed - Met Expectations

Resources
Percent Complete®

Criteria
100

Stakeholders

Comments*®

Task Plan

This project has met expectations and is complete,

Milestones

Components
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CREATING PROJECT TASKS

The Project's Plan section provides the ability to create a schedule of tasks (Waterfall)
or a Card Wall in order to represent the activities that must be completed as part of
the project. These tasks can be assigned resources on the project and will then show
on each resource's list of assignments. To add a plan to a project, click on “Plans”
within a specific project and then “"New” to choose between a “Waterfall” type of plan
or a “Card Wall”.

E Desktop Projects ~ x

= Refresh ¢ Edit Projects Desktop 41

Desktop

Manage Projects

Reports

Projects

O Campus-Wide SAML Authentication ...

Details
Team
Feed
Announcements
Briefcase
Calendar
Contacts
Issues

Links

Plans

Mew Plan
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A
=
i

New Plan

MName*

Type* =
)M Card Wall ®) & Waterfall

Description

Do you want to create this plan from anything?
) Use a Plan from an existing Project Template
OTeamD'ynamix .TDPlan File

) Microsoft Project XML

(®) No (Create an empty Plan)

Do you want to check this plan out now?

OYes ®Ng
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The TeamDynamix Card Wall tool can be used to define lists of tasks in certain
“states”, such as "New”, “"In-Process”, and "Completed”. Tasks can be moved, via
drag-and-drop, from one list to another to indicate progress. Although a Card Wall is
more traditionally used in Agile-type projects, a Card Wall can be created within
TeamDynamix and used for any type of project.

New Plan

MName*®

Type® =
® @ Card Wall O =5 Waterfall

Description

TeamDynamix
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Once the card wall has been established, the default lists will display. The default lists
are setup in the TeamDynamix Administration console. A new list can be created by
clicking the “Add a List” option within the card wall.

Add List

Title

Ready for Review

Description

Percent Complete

75 B | %

When a card is moved into the list, the percent complete will be updated with this value it
specified

status Type
In Process B
Status

Active

Save Cancel
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Additionally, cards can be created within a list to represent the tasks for the project.
Project Team Members can then drag the card from one list to another to represent
the progress being made on each task. Multiple resources can be assigned as
Responsible to a card wall task. Edits to any task can be made by clicking the pencil
icon, including the start and end, setting priority, and adding estimate hours or points.

Edit Card
Card ID: 1608590

Card  Feed(8)  Work(0)  Attachments (0)

Title

Define Service Categories

Description

Estimated Hours % Complete Remaining Hours
0 > > 0
story Points Value Points
0 < 0

Responsible

. Aaron Crane CS %

Save Cancel

TeamDynamix

Page 44



Manager Training Supplement

Moving a card from one list to another via dragging and dropping will change the
percentage complete to correspond with the list’s setting.

Service Catalog Definition ¢

New (3) Y 4 In Process (0) Y 4 Completer

Define Service Categories 4
+ Add aCa

of - | [ 0% J

Define Services and Service #

owners

ol - [ 0%

Hold Service Catalog Focus

Groups

o - | [ 0%
+ Add a Card

TeamDynamix
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To create a Waterfall plan, select "*Waterfall” as the option after clicking "New”
beneath the plans section of a project. The plan must be given a name as well as
deciding if a blank plan is to be created or if a plan should be created from a different
source, such as a template or Microsoft Project file.

New Plan

Mame*

Type* =
M Card Wall ® & Waterfall

Description

Do you want to create this plan from anything?
) Use a Plan from an existing Project Template

) TeamDynamix .TDPlan File

) Micrasoft Project XML

®) No (Create an empty Plan)

Do you want to check this plan out now?

®ves O No

Once the plan has been established, tasks can be created within and then modified
according to your project's schedule. It is important to note that the plan works in a
"Check In/Check Out" fashion and must be checked out in order to edit. Once checked
out, simply type in task row to create a new task. In addition, more advanced
capabilities are also possible within the plan manager. For example, a plan can have a
baseline added to it at any point of the process. A baseline can be applied to both the
entire plan or down to the task level. As seen in the screenshots, to add a baseline
visit the List or Gantt tab and select Baseline.
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Gantt Details Fead Calendar Priority Resources Custom View Backups Tickets Burndown

e ¥ Save R Checkin L Export = | = Collapse - | B3 Copy | X Delete b Move Dow  Backgrofind -
ave - .
o Undo Checkout £ Options %, Paste | 2 Dutdent 5 Indent Baseline LlclShdentascinau &
Manass visw Clipboard Plan / Iteration » Unbaseline Search
Resources (5)
lung, 2015 July, 2015 August, 2015 September, 2015 October, 2015
g Wiew Resource Time Off [+]
Title Start Date End Date Durati Est Hrs Act Hrs % Rem. Hrs Resources
O Sample Project Template (Plan Summary) Thu 7/9/20: Tue 10/6/2 64 days 0.00 0.00 0% 0.00
1 First Task Thu 7/9/20: Tue 10/6/2 64 d 0.00 0.00 0% 0.00  DemoClient [100%); | DomC Srudent.. et
o irst Tas| u . Tue ays. : X X emo Client [ 1; 0.00 Assigned Hours Timeof
2 o Second Task Thu 7/9/20: Fri7/10/2C 2 days 0.00 0.00 0% 0.00 0.00 Hours...
3 Third Task Thu 7/9/20: Fri7/10/2¢ 24 0.00 0.00 0% 0.00
o ird Tas u7/5/ ri7/10f ays Demo Team... Profile
’ - 0.00 0.00 Assigned Hours Time off
0.00 Hours...
Demo Technician Frofile
0.00 Assigned Hours Time off
0.00 Hours...
Training User C5 Frofile
0.00 Assigned Hours Time off
0.00 Hours...
Al MIRELEIENE Resources (5)

A list of the active baselines can be found by following the steps below. In this same
interactive dropdown a user is also able to set and also clear baselines if desired.

Gantt Details Feed Calendar Priority Resources Custom View Backups Tickets Burndown @

T2 Refresh @ Print - 4 Expand ~ | )% Cut + Insert 4 Move Up Milestone ~ % éFareground - o
s v Save & Checkin &, Export ~ | = Collapse - [3 Copy X Delete Q, Move D i Assign <n Background -
ave d . -
@5 Undo Checkout  £¥ Options % Paste  ZE Outdent 5= Indent Task , boner [ inclufle hidden tasks in results
Manage View Clipboard Plan / Iteration » Set , e Search
Clear Resources (5) 2
June, 2015 July, 2015 August, 2015 September, 2| r
¥ Baseline 1 View Resource Time Off [+]
Sample Project Template Baseline 2
Baseline 3
Title Start Date End Date Durati EstHrs  ActHrs %
Baseline 4
O Sample Project Template (Plan Summary) Thu 7/9/20! Tue 10/2 64 days 0.00 0.00 0% Baseline 5
i . . h ) d % - i o0%l: Demo Student... profile
o First Tas Thu 7/9/20: Tue 10/682 64 days 0.00 000 0O Baseline 6 mo Client [100%]; 0.00 Assigned Hours Timeof
2 =} Second Task Thu 7/9/20: Fri 7/108C 2 days 0.00 0.00 0% Baseline 7 0.00 Hours...
o u7/9/ ri 7/ ays Baseline 8 Demo Team... -
4 o <New Task> Thu 7/9/207 Fri 7/108C 2 days 0.00 0.00 0% Baseline 9 0.00 Assigned Hours Time off
- Baseline 10 0.00 Hours...

Demo Technician Profile
0.00 Assigned Hours Time off

0.00 Hours...

Training User CS$ profile
0.00 Assigned Hours Time off
0.00 Hours...

Plans (1) REGITH )

In the plan there may be key dates, deadlines, or possible needed equipment delivery.
Mark these milestones by selecting Milestone on either the List or Gantt tab.
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Gantt Details Feed

& Print -

T} Refresh 4 Expand -

Calendar

% Cut

Priority

+ Insert f

Resources

Custom View

Backups

A Foreground ~

Tickets

Burndown

CERED Find: Next
s  Save & Check in &, Export = | =l Collapse ~ | 53 Copy =~ X Delete b Move Dowi rle e Rt i Background -
ave . i
¥y Undo Checkout  £¥ Options #, Paste | = Outdent 5 Indent Sets te curently' selected tasks as milestones. [ude hidden tasks in results
Manage View Clipboard Search
Resources (5) L
June, 2015 July, 2015 August, 2015 September, 2015 October, 2015
View Resource Time Off [#]
Title Start Date End Date Durati EstHrs  ActHrs % Rem. Hrs Resources
0O Sample Project Template (Plan Summary) Thu 7/9/20: Tue 10/6/2 64 days 0.00 0.00 0% 0.00
N ) « h B d % . - Demo Student... profile
o First Tas Thu 7/9/20: Tue 10/6/2 64 days 0.00 000 0 0.00 Demo Client [100%]; 0.00 Assigned Hours Time of
2 [u] Second Task Thu 7/9/20: Fri7/10/2C 2 days 0.00 0.00 0% 0.00 0.00 Hours...
3 Third Task Thu 7/9/207 Fri7/10/2C 2 days 0.00 0.00 0% 0.00
[u] 19/ 10/ ¥ Demo Team... prafile
- - 0.00 0.00 Assigned Hours Time off
0.00 Hours...
Demo Technician profil
0.00 Assigned Hours Time off
0.00 Hours...
Training User C$ prafile
0.00 Assigned Hours Time off
0.00 Hours...
<] +1| Plans (1) QRERIEEE]

The project plan can be separated into categories, if desired. Doing so requires parent
and child relationships to be created between tasks. To create a relationship, right
click on an existing task and select to add a new child task. This will then make the
clicked on task the parent of the just created task.

m List I |#l Task Details... ldar  Priority  Resources  Custom View  Backups  Tickets  Burndown @ |
| I T2 Refresh 5 Cut Text t | 4 Insert 4 MoveUp 4 Milestone = = % A Foreground - L I:l
aye ¥ 53VE & Check 53 Copy Text py | X Delete 4} Move Down M Baseline = i3 Assion 4 Background -
{35 Undo Checkout [, Paste ste | ¥ Outdent £E Indent = Story ~ +Hl Start Sooner [ Include hidden tasks in results
Manage [0 |hsert Task rd Tasks List Style Search
Add New Child Task Resources (5) *
lune, 2015 August, 2015 September, 2015 October, 2015
Delete Task View Resource Time Off [$]
Move Up N
Move Down R
Title Start Date End Date Durati EstHrs  ActHrs % Rem. Hrs Resources
Outdent
O Sample d Thu 7/9/20: Tue 10/6/2 64 days 0.00 0.00 0% 0.00
1 O First ent Thu 7/9/20: Tue 10/6/2 64 d 0.00 0.00 0% 0.00  Demo Client [100%] Demo Student... - ¢ofe
irs u ! Tue lays ’ . 1 emo Clien H )
Add External Predecessor... v 0.00 Assigned Hours Time of
2 o Seco Baseline Thu 7/9/20: Fri7/10/20 2 days 0.00 0.00 0% 0.00 0.00 Hours...
o Unbaseline Thu 7/9/200 Fri7/10/20 2 days 0.00 0.00 0% 0.00 Demo Team... -
4 o < Milestone Thu 7/9/20: Fri7/10/2C 2 days 0.00 0.00 0% 0.00 0.00 Assigned Hours Time off
. 0.00 0.00 Hours...
Split into resource subtasks
B Make this Start Sooner Demo Technician  Frofle
0.00 Assigned Hours Time off

0.00 Hours...

Training User C5
0.00 Assigned Hours
0.00 Hours...

Frofile

Time Off

Plans (1) QELIIA ] |

To view all tasks, or to collapse to the parent categories only, use the Expand and

Collapse functions outlined below.
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Gantt Details Feed Calendar  Priority  Resources Custom View Backups  Tickets Burndown
) Refresh @ Print - % cut  + Insert 4 MoveUp 4 Milestone ™ = %~ A Foreground - | |:|
cave ¥ S2ve & Checkin X, Export - 3 Copy X Delete - Move Down I Baseline = & Assign »n Background - - :
{F9 Undo Checkout &% Options i, Paste Outdent £E Indent = story™  +l Start Sooner O include hidden tasks in results
Manage View Clipboard Tasks List Style search
Resources (5)
June, 2015 July, 2015 August, 2015 September, 2015 October, 2015
View Resource Time Off [+]
Title Start Date End Date Durati EstHrs  ActHrs % Rem. Hrs Resources
0O Sample Project Template (Plan Summary) Thu 7/9/20: Tue 10/6/2 64 days 0.00 0.00 0% 0.00
1 First Task Thu 7/9/20: Tue 10/6/2 &4 d. 0.00 0.00 0% 0.00 D Client [100%)] Demo Student... e
o irst Tas| u 7/9/20: Tue 10/6/: ays L . X ema Client [ 1; 0.00 Assigned Hours Time of
2 o Second Task Thu 7/9/20: Fri7/10/2C 2 days 0.00 0.00 0% 0.00 0.00 Hours...
3 4 Parent Thu 7/9/200 Fri7/10/2C 2 d 0.00 000 0% 0.00
o rem u 719 i 7/0f ays Demo Team... profile
4 a 4 Child Thu 7/9/20: Fri 7/10/2C 2 days 0.00 0.00 0% 0.00 0.00 Assigned Hours Time off
5 o 4 Child 2 Brhw 7/9/20: Fri7/10/2¢ 2 days 0.00 0.00 0% 0.00 0.00 Hours..
6 o Child 3 Thu 7/9/20: Fri7/10/2C 2 days 0.00 0.00 0% 0.00 Demo Technician profile
. 0.00 0.00 Assigned Hours Time off
0.00 Hours...
Training User CS Profile
0.00 Assigned Hours Time off
0.00 Hours...
4] [+]| Plans (1) EEIIEEYE)]
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ASSIGNING WORK TO RESOURCES

Assigning work to resources is the most critical task a project manager can perform.
This will keep users engaged with the application and provide the data that is crucial
to reporting. Most resources will monitor the My Work application for the tasks they
are assigned. It is up to the project and resource managers to assign tasks and tickets
(service requests, incidents, etc.) to the resource so that he knows what work to
complete.

Tasks, Issues, Tickets, and Ticket Tasks are all items that can be assigned to a
resource. Tasks and Issues are assighed from the within the Projects/Workspaces
Application. Tickets are assigned within the Ticket Application. To assign Tasks and
Issues to a user, follow the steps below:

1. In TDNext, open the Projects/Workspaces Application and find the appropriate
project beneath the Projects node.
2. Open the project plan by clicking on the Plans link and then click the Waterfall

or Card Wall plan. If you do not already have a project plan, click the New
button to create one.

Desktop
Manage Projects
Reports
Projects
0O Campus-Wide SAML Authentication Ro...
== Enrollment Software Implementation
Manage
Team
Feed
Announcements
Briefcase
Calendar
Contacts
Issues
Links
== Private Team 0'

== Strategic Project

3. To assign a resource to a task within a Waterfall plan, simply drag the resource
from the Resources pane onto the task row within the Resources column.
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Save

1

T2 Refresh
&) Check Out

@ Print -

Manage

Agpril, 2015

art Date
ed 4/29/2015
ed 4/29/2015

Gantt Details Feed Calendar Priority Resources Custom View Backups Tickets Burndown
& Export - | @ Expand ~ | 4 Cut | ppg; Next | |Prev
4% options | = Collapse ~ | 123 Copy
. [ include hidden tasks in results
&, Paste
View Clipboard Search
Resources (4) 1
WMay, 2015 June, 2015 July, 2015 August, 2015 September, 2015
View Resource Time Off [$]
sofvvare.._| Client Services Demo srofie
End Dat Durati Priori EstH Act Hi % Rem. Hi Pred Re: 0.00 Assigned Hours Time off
te urati riority irs ct Hrs m. Hrs. redecessors sources 0.00 Hours Overallocated
Mon 5/11/2015  9days [l] None 0.00 000 0% 0.00
N N ~ Demo Client * Profile
Mon 5/11/2015  9days [l] None 0.00 000 0% 0.00 Client Services Demo [100%]; 0.00 Assigned Hours -
0.00 Hours Overallocated
Demo Team Member profile
0.00 Assigned Hours Time off
0.00 Hours Overallocated
Demo Technician profile
0.00 Assigned Hours Time off

0.00 Hours Overallocated

+ | Plans (1) Resources l‘

If using a Card Wall plan, edit the task and enter a resource’s name in the
Responsible field. Multiple resources can be added to a Card Wall task.

Edit Card

Card ID: 1808590

Card Feed (12)

Title

Define Service Categories

Description

Work (0)

Attachments (0)

Save Cancel

Estimated Hours % Complete Remaining Hours
0 S 0 S Y 0 =
Start End Story Points Value Points
] S 0 S
Responsible
||
Priority Color

4. Once the plan is saved after assigning a resource to a task, the task will appear
in the users "My Assignments" view within the My Work application.
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5. There are a couple options for creating issues against a project. Issues can be
created from the Project folder within the Projects/Workspaces Application.
Issues can also be created from within the project plan. Finally, users can
create issues from the My Work application.

6. To create an issue from the Projects/Workspaces Application, expand the
project folder and then expand the Issues link. Click "New" to create an issue.

E Desktop  Projects ~ % Portfolio Planning Tickets Admin My Work Resource Management
Desktop

: T Refresh & Edit Projects Desktop 4+ New  Q Search & Settings
Manage Projects

Projects Manage Projects
0 Campus-Wide SAML Authenticatic | S S U e S (0)
Reports
== Enrollment Software Implementati
Projects
Manage )
O Campus-Wide SAML Authentication...
Team
E == Enrollment Software Implementation
sed
Announcements Manage
Briefcase Team
Calendar Fzed
Contacts Announcements
Links
Calendar
Plans
Contacts
== Private Team ﬁ
Issues

== Strategic Project

7. Issues created from within the project plan are linked to a task. To create an
issue from a particular project plan task, double-click the task row to open the
task details. Then, click on the Issues section of the task details window.

Gantt Details Eeed calen Task Details - Software Implementation : User Account Setup

: - 0
resh & Bxport Bpand = | % ct || User Account Setup 0 %
eck Out #¥ Options | = Collapse - E3 copy Task 1670147
[ 16701
it -
G, paste Task Feed Relationships Resources (1) Wark Alerts Time Types
Manage Wiew Clipboard
=]

April, 2015 May, 2015
Enrollment Software Implementation Title Responsible Status Priority Category
Software... s . ) R
This First Issue on This Project Unassigned Cpen Low Software
| lcons | Title
(m] Software Implementation (f
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8. Any user can create an issue from the My Work application. The "New Issue"
icon appears in the menu bar.

E Desktop Projects

Partfolio Planning Tickets Admin My Work ~ % Resource Management

= Refresh  # Edit My Profile < New Evenf]

My Managed Projects (3)

My Approvals (0)

My Assignments (1)

My Work (0)

My Accomplishments (0)
My Time Card

My Schedule

My Feed

My Briefcase

My Managed Projects (3)

Search || ‘ ') Both '® Active ' Inactive
Name % Status
Campus-Wide SAML Authentication Rollout 15% [ Green

Tue 4/28/15 417 PM

Update Team Feed Plans Issues Briefcase Calendar Contacts

Enroliment Software Implementation 45% [ Green
Thu 4/30/15 4:27 PM

Update Team Feed Plans Issues Briefcase  Calendar Contacts

Dates

Tue 12/16/14 - Sun 12/31/

Links

Wed 4/29/15 - Tue 9/1/13

Links
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Tickets and Ticket Tasks (sub-tasks within a ticket) are also work items that can be
assigned to users. Typically, when a ticket is created it will go to a group or an
individual for review. If the ticket is going to a group for review, it is likely that all
users are monitoring for tickets similar to a queuing scenario. Any of the users
monitoring those ticket groups will likely "Take" the ticket and be responsible for its
completion. If a specific individual is responsible for reviewing a specific ticket type or
types, that individual is likely going to evaluate the ticket and then assign
responsibility. To assign responsibility of a ticket, follow the steps below:

9. Open a ticket for which you are responsible for reviewing by clicking on the
ticket name.

E Desktop Projects Partfolio Planning Tickets ~ % Admin My Work Resource Management

Z Refresh & Edit Tickets Desktop 4 New Incident 4 New &} Settings
Groups Awaiting My Review (1)

Tickets
Group By... ¥ | Show Hide =
Assigned To Me

Awaiting My Review 1D itle Classification Requestor Acct/Dept Type Category Type Status Priority Reviewer

Awaiting My Approval

Enroliment Client Enrollment Software Client
Awaiting Approval 716639 Software Incident Services Cervices Tickets Installation New Medium  Services
Installation Demo Request Demo

Incidents

10. Click the Action button and select "Assign"

Desktop

) Comment .
Groups riew (1)
_ Update
ickets
Assigned To Me
Awaiting My Review Create Problem Classification Requestor Acct/Dept Type Category Type Status Priority
Awaiting My Approval Create Change Client Enrollment Software
@it Incident Services B Tickets Installation New  Medium
Awaiting Approval T
Create Release Demo Request
Incidents
Broblems Associate Assets/Cls
Changes Associate KB Article
Releases

Service Requests

Standard Reports
Ticket Aging

Ticket Performance

11. Browse or start typing to add an individual or group as the New Responsibility
and then select "Assign Resource”. Only one person or one group can be
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assigned responsibility of a ticket. However, you can create sub-tasks called
ticket tasks on a ticket if other steps need to be completed as part of the overall
ticket. Click the "Add" beneath the Tasks section of a ticket to create a new
ticket task.

Save

Assign Tickets

General

Mew Responsibility

Chmed FLarm e
Start typing...

Comments

Options

Motify the resource of assignment

If "Mew Responsibility” is left blank, this will unassign the tickets.
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USING THE BACKLOG MANAGER

The Backlog Manager allows project managers to view their backlog in TDNext, organize it
with an intuitive drag-and-drop interface within their browser, and pull groups of items
from the backlog into sprints. Both the backlog and individual sprints will be represented
as Card Walls on one or more projects in TeamDynamix. The Backlog Manager also allows
assigning resources to cards with a drag-and-drop interface.

The Backlog Manager is accessed in TDNext and is available to anyone who can access the
Projects/Workspaces application. Within Projects/Workspaces, click Backlog Manager in
the left navigation menu to launch the Backlog Manager in a new tab.

TeamDynamix
E Desktop T Tickets Facilities Assets Athletics Assets Projects / Workspaces » =

 Refresh # Edit Projects/Workspaces Desktop + New Q, Search

F Y

Desktop

Tasks Summary Chart
Backlog_ Manager

Manage Projects/Workspaces

In the Backlog Manager, click Add Card Wall or Add an existing Card Wall to open the Add
Card Walls to Backlog window.

Backlog Manager | M Add Card Wall

Mo Card Walls have been selected.

Add an existing Card Wallfic get started.
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In the Add Card Walls to Backlog window, select the card walls that you want to include.
You can use the Search to filter by project name or plan name. When you've selected the

ones you want, click Add.

Add Card Walls to Backlog

Project Name

CS - Implementation

Enterprize
' IT Operations
] IT Operations
v IT Operations

Sales Development

Plan Name
Example Cardwall
00 - cardwall testing
Backlog

Sprint 1

Sprint 2

dup test plan

The card walls you selected will load. After you arrange the card walls in the order that
you want, you can bookmark the page to automatically load that set of card walls next

time you use the backlog manager.

TeamDynamix

Page 57



Manager Training Supplement

This section describes how to work with and understand the Card Walls in the Backlog
Manager. The card wall will display as shown in the screenshot below:

1 2 3 4
4 |T Operations /Backlog % 0 5 6 .

7 8 9 10

4 Backlog - New (Lst) &4 0 11

Drop cards here to assign them to this list 12

4 Backlog - Ready sty 4 0

Drop cards here to assign them to this list

The name of the project. Click to open the project in a new tab.

The name of the card wall. Click to open the card wall in a new tab.

Click the X to remove this card wall from the Backlog Manager

The number of cards in this card wall

Click anywhere in the title bar to collapse the card wall. Drag anywhere in this area

to rearrange the order of the card walls.

6. The top right will show the estimated hours and total story points for cards in this
card wall.

7. Click the arrow to collapse one of the lists in the card wall.

8. The name of a list in the card wall.

9. Click the + to add a card to this list or convert a ticket to a card.

10. The number of cards in the list.

11. Click in the whitespace to drag lists and rearrange them within a card wall. A list
cannot move to another card wall.

12. This area will show the cards in this list, or say "Drop cards here to assign them to

this list." Cards at the top of the list in the card wall will display at the top in

Backlog Manager.

Nhhe
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Each list in the card wall can include 0 or more cards, which will display as follows:

4 |T Operations /Backlog % 2 12.00 Est Hours a
4 Backlog - New sty 4 2

1 2 3 4 5 6 7 8 9

= TestCard 0 s €@ @

Test Card 2 .

» Backlog - Ready sty 4 0

The card's Color.

The card's Priority

The Subtask indicator. Clicking this will open the card to the Subtasks tab.
The card's Title. Clicking this will open the card to the Details tab.

The card's Tags.

The responsible resource(s).

The card's estimated hours.

The card's Percent Complete.

The card's Story Points.

WONOUTRWNE

Cards can be moved around the backlog manager by dragging them between lists, either
within the same card wall or across multiple. You can also move them using the arrow
buttons at the top of the page.
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The Resources Sidebar allows viewing the resources on the card walls that are open and
assigning them to cards as needed. Each resource tile in the sidebar includes the
resource's total assigned cards, estimated hours, and story points. Click the Calendar icon
to view the resource's schedule report.

M Add Card Wall v A Search Q Filter = - % =
Resources "®
4 |T Operations /Backlog x 2 12.00 Est Hours B -
14

Search Q 8

4 Backlog - New sty 4 2 E

Drag and drop a resource onto a card row to

= Test Card B 1200 £t Hours m B assign the resource to that card. -
Add resources to cards, keeping existin o'
Test Card 2 & (-] ping EHEng g
resources, =
® Reassign cards to the new resource, removing
4 Backlog - Ready wsy 4+ 0 others from the card.
Drop cards here to assign them to this list B Andrew Graf &
S J 1 card 12.00 Est Hours B Points
& Chris Neiger =
4 |T Operations /Sprint1 % 0 . 1 Cerd 0.00 Est Hours . Points
& Matt Eland
4 New (U + 0

0 Cards 0.00 Est Hours

Firam carde harn to aecicm Hhoee o thic lick

Once open, you can click on a card to highlight its resources or click on a resource to
highlight their cards. You can also drag a resource tile onto a card to assign the resource,
according to the assignment options at the top of the sidebar.

The Resources sidebar is also available when viewing a card wall.
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The Totals sidebar summarizes the totals for each card wall in the backlog manager. This
sidebar is also included in the card wall view, where it summarizes by list. The sidebar

only includes cards in active lists.

Totals

This is the running total of cards, assignments, and
story points across all active lists in Card Wall that

are currently loaded in Backlog Manager.

Backlog

2 Cards

Sprint 1

0 cards

Sprint 2

0 cards

Totals

2 Cards

12,00 Est Hours

(.00 Est Hours

(.00 Est Hours

12.00 Est Hours

B Paints

. Faints

. Paints

B Paints

)
15}
w
=]
=
=
[}
15}
(]
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