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INTRODUCING: TEAMDYNAMIX

TeamDynamix is a project and portfolio management (PPM) software solution specifically tailored to
accommodate the needs of Higher Education, with a simple yet powerful web-based interface, that is platform
neutral. This allows users to submit and keep track of project requests. TeamDynamix builds on a familiar
project request framework, but delivers significant enhancements to the project request, approval, tracking, and
reporting processes.

TEAMDYNAMIX Clients can:
e Request Projects
e  Track Project Status
e Serve as Project Resources
e Contribute to the Project Feed

GETTING STARTED

TERMS AND DEFINITIONS

Project:

A project is a requested activity or operation that has a distinct beginning and end and clearly defined scope and
resources. A project is unique in that it requires a specific set of operations designed to accomplish a singular
goal.

Project Request:
A Project Request is a request for a project that will be evaluated, and will eventually (if approved) be converted

to a project.

Project Life Cycle:
A project requires a Project Life Cycle which is a collection of project phases that define:

e  What work will be performed in each phase

e  What deliverables will be produced and when

e Whoisinvolved in each phase

e How management controls and approves work produced in each phase

Project Categorization:
Projects are measured by person hours (labor hours). Projects are categorized as:

o Small: Greater than 40 person hours and less than 1 month
e Medium: Greater than 1 month and less than 3 months

e large: Greater than 3 months and less than 9 months

e Mega: Greater than 9 months

Project Issues and Risks:
Identifying issues and risk is your way to ensure quality in the project. All project team members are encouraged
to use this tool to communicate issues and risks with the team.
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TEAMDYNAMIX INTERFACE

PROJECT REQUEST

TeamDynamix Clients will access a Project Request form from the IT Project Services webpage, and from within
the TeamDynamix application. To submit a request from the IT Project Services webpage:

1. Navigate to the IT Project Services webpage: http://www.american.edu/oit/projects.

2. Click the desired Service Link, for example: Project Request for Office of Information Technology (OIT).

» Office of Information Technology

* GET CONNECTED

IT PROJECT SERVICES

OIT provides project management services to support the campus project i

ALl A ortfolios. » more
AU Accounts - -

E-mail Service Links

FAQs .4 Project Request for Office of the President (PRES
Get Help Now

cofrmare B Project Request for Academic Affirs (AA)

Viired & VVireless Project Request for Campus Life (OCL

» TECHNOLOGY SERVICES L4 Profect Request for Development & Alumni Relations (DAR)

Project Request for Finance & Treasurer (OFT,
» PROJECTS

-4 Project Request for General Counsel (OGC) & Human Resources (HR})
> IT SECURITY -4 |Project Request for Office of Information Technology (OIT
. I Project Request for University Communications & Marketing (UCM
» TRAINING & AV/ARENESS

3. Complete the request form. Required fields marked by a red asterisk (*) cannot be empty and must be
filled out in the form. Once the form is complete, click the MARK COMPLETE button.
4. Once all fields are marked complete click REVIEW AND SUBMIT.

Business 'Cie_/

" General
~ University Strategic Goals

~" Files

| 3 Review and Submit |

5. You can can view the status of your projects from the Related Links section by clicking the VIEW MY
PROJECT REQUESTS link.

Related Links

View My Project Requests

View My Projects
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CLIENT INTERFACE

You can access the TeamDynamix client interface from: https://american.teamdynamix.com/.

Teal!l ﬂ;v v ,-j m j ¥ The Leader in Higher Education ITSM and PPM Software Search Q ‘ SIG N_IN

PRODUCTS SERVICES SUPPORT CAREERS CONTACT US

.
Al

1. Click the SIGN IN link in the upper right corner of the page.
2. Click the CLIENT PORTAL icon and, then, enter your American University login credentials.

SUPPORT CORBMUMITY

Sign-In to TeamDynamix

() N &

Users Client Portal Administrators

The Client Portal will open to the Home page. You'll see Popular Services, and a link My Recent Services. You
will also see links to any Tasks you have been assigned to as a Resource on project, and also a link to any Issues
you may have raised.

Home Projects Services Knowledge Base News Contacts Calendar Questions

# Edit Content

Popular Services f - B My Tasks 4 0%
Project Request for Office of Information Technology (OIT) Mo Items
Project Request for Office of the President (PRES)
My Issues E
Project Request for General Counsel (OGC) and Human Resources (HR)
No Items
My Recent Services - JE I

Project Request for General Counsel (OGC) and Human Resources (HR)
Project Request for Campus Life (OCL)

Project Request for Development & Alumni Relations (DAR)

Project Request for Office of the President (PRES)

Project Request for Finance & Treasurer (OFT)
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You can create a request directly from the Home page. To create a request:

1. Select the desired PROJECT REQUEST link.
2. After receiving approval from your manager to proceed, click on the REQUEST SERVICE button.

Home Projects Services Knowledge Base News Contacts Calendar Questions
Project Requests My Favorite Services My Recent Services

search services Q

Service Catalog / Project Request for Office of Information Technology [OIT) / Project Request for Office of Information Technology (OIT)

Project Request for Office of Information Technology (

Please click on the "REQUEST THIS" button above to request a project. ® Request Service
Not sure if this is what you want? Call Sharjil Hasan at 202-885-2626.
Please make sure your manager has approved this request submission before requesting
# Add to Favorites
3. Complete the New Project Technology Request form.

this.
4. You can also access the Project Request forms by clicking on the SERVICE CATALOG tab.

Home Projects Services Knowledge Base News Contacts Calendar Questions

Project Requests My Faforite Services My Recent Services

Service Catalog

Categories (8)

Project Request for Office of the President Project Request for Academic Affairs (AA)

(PRES)
~ Rroiggifequen-for Carmaus LR (QK L. o gProjoghRasunstior Devolpahanl St cumnar

APPROVED PROIJECT LIST

You will see a list of projects on your approved projects on the Projects Tab. If you are not a requestor or a
resource, you will not see the project listed here.

Hom 2 Projects Services Knowledge Base News Contacts Calendar Questions

Projects (1)
i

Name % Status Starts Ends Type

226~ Email Assessment - Analysis and Planning 95% [] Green Mon 3/3/14 Wed 12/31/14 Paortfolio - Office of Information Technology




The Project Icons indicate the status of the project:
Blue bar — project has not yet been given an status

information:
° Details Home Projects Services Knowledge Base News Contacts Calendar Questions
e Feed : - i
7226- Email Assessment - Analysis and Planning 0 95 %
e Announcements
. Details  Feed Announcements Briefcase  Calendar  Contacts  Issues Links Plans
e Briefcase —_—
*  Calendar
° ContaCts MINew Items [ Status Changes VIEdits M Comments
e Issues
. Jessica Weaver

L] LlnkS File / EmailQuestions-PeerSchools.docx
° Pla ns Added 3 new file.

P‘. s e n "--\“’-M-‘-.v _"\ ..... PPRPPED ol W W N % S 'M-M«A—»n‘."\x J\ 7 N RSP

Green Square — project is on track

— project is at risk with corrective actions in place

TeamDynamix Client User Guide

Red circle — project is at risk, but no successful corrective actions are in place

VIEW THE PROJECT

Click on the Project Name to view project information. There are nine tabs you can click to view project

PROJECT FEED

The project will open and display the Project Feed. The Project Feed automatically tracks all Status Changes,
Edits, Comments, and Likes for the project. It also tracks replies to emails generated by the feed. Most feed
items are system generated, however, you can also contribute directly to the Feed.

N

Click the Project Name in the navigation pane of the Project Desktop.
Click FEED.
Click COMMENT to contribute directly to the FEED. Select the Team Members you wish to notify by

email.

You can select LIKE for any entries in the FEED.

Project Feed

¥ Edits ¥ Status Changes ¥/ Comments

All

Alex Myce (Project Manager)

Andrew El-Kadi

Alex Nyce

added Thomas Mguyen to the project by approving a resource request.
an hourago

Comment Like
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PROJECT DETAILS

The DETAILS tab provides detailed information about the project.

Home Projects Services Knowledge Base News Contacts Calendar Questions

7226- Email Assessment - Analysis and Planning

Details Feed Announcements Briefcase Calendar Contacts Issues Links Plans
Status

I

s i

(] Green [Project is on track]
95% complete, updated on Tue 11/18/14 12:26 PM by Sharjil Hasan
Meeting scheduled with Kamalika to review cost estimates on Thursday, 11/20 11-12p.

Meeting scheduled with Dave and team to review assessment report on Monday, 11/24 2-3:30p.
Conference call scheduled with CDWG and the 0365 integration partner,

PROJECT ANNOUNCEMENTS

The ANNOUNCEMENTS tab displays announcements posted by the project team members, and allows you
to post your own announcements. To post an announcement:

1. Click the NEW button.
2. Add information to the required fields, denoted with a red asterisk.
3. Click SAVE.

PROJECT BRIEFCASE

The BRIEFCASE is the central repository for project documents. The Briefcase allows you to upload documents
and to save multiple revisions of a document when you use the Check Out/Check In feature. You can also notify
team members that a document has been added to the briefcase.

% Briefcase 5 toms
4+ New Folder
search briefcase Q
Mame Modified By Modified Recent Files
B Analysis Sharjil Hasan Wed 11/12/14 11:05 AM EmailQuestions-PeerSchools.docx
B Project Deliverables Sharjil Hasan Tue 11/11/14 4:08 PM AU system_costs111114.xlsx
B Project Templates Sharjil Hasan Tue 9/16/14 11:15 AM Email Assessment Presentation 11-11-2014 JSW.ppix
B Reference Materials Sharjil Hasan Tue 9/16/14 11:24 AM IDM 4 Stagel.vsd
m Vendor Quotes Sharjil Hasan Fri 10/31/14 11:43 AM IDM 4 Stage3.vsd
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To upload a folder to the BRIEFCASE:
1. Click the folder name.
2. Click the ADD FILES button.

3. Browse to select the file to upload.

You can choose to notify team members and that a document was uploaded.

File(s) Added Successfully

Would you like to notify users about this new Document?

Mo Yes

PROJECT CALENDAR

The CALENDAR allows you to see scheduled project information sorted by day, week, or month.

Details Feed  Announcements  Briefcase  Calendar  Contacts Issues Links  Plans

Today
o 0 Tuesday, Nov 18, 2014+

0 nNov [v|2014)v] ©

Su Mo Tu We Th

% 27
E
9 10
16 17
2

28

4 5 6
1 12 13
18/ 19 20
25 26 27

29 30 31

12 3 4 35 6

Day Week Manth

PROJECT CONTACTS

The CONTACTS tab displays contact information for each project member.

Details Feed  Announcements  Briefcase  Calendar  Contacts Issues  Links  Plans
Search |contacts
Category Created By
Created | from -|to Modified |from

Name Email Phone Company

Laurie Ambach ambach@american.edu w: 2028852238 American University

Denis Cofer deofer@american.edu w: 202-885-1128 American University

Michael Grinnell grinnell@american.edu w: 2028852491 American University

Title
Sr. Directaor, Enterprise Applications & Analysis
Telecommunications Analyst

Director, Systems Engineering Services
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PROJECT TEAMS

1. Click the Project Name in the Navigation Pane of the Project Desktop.
2. Click TEAM.
3. Click the team member’s NAME to see the details of the project they are working on, their assignments,
and their accomplishments on the project. You can comment or update information from this window.
March April May June July August September October November December January February March April May bl
Start Date End Date Durati Priority Est Hrs Act Hrs % Rem. Hrs Predecessors Resources
nt System Selection (I Tue 4/1/2014  Fri5/15/2015 279 days [l None 1070.00  505.00 69 % 336.00
¢ iendations & Insightst Tue 4/1/2014 Wed 5/14/2014  32days || None 40.00 40.00 100% 0.00 Terry Fernandez [100%];
2 1dscape Tue 4/1/2014 Fri 9/19/2014 121 day: [ None 20.00 10.00 100 % 0.00 Steve Kelly [0%]; Terry Fernandez [0%];
Tue 4/1/2014 Mon 9/22/2014 122 days [l None 95.00 80.00 100 % 0.00 Jacqueline Palumbao [0%]; Kelvin Wilson [0%)
4 ;onRFP Mon §/22/2014 Mon 9/25/2014 6days [l Mone 1.00 1.00 100 % 0.00 Terry Fernandez [100%];
5 P & Provide Feedback Mon9/22/2014 Mon 9/29/2014 6days [l Mone 36.00 0.00 100 % 0.00 Cathy Hubbs [13%]; Eric Weakland [13%]; Ja

PROJECT ISSUES AND RISKS

Identifying issues and risks is your way to ensure quality in the project. All project team members are
encouraged to use this tool to communicate issues and risks with the team. Note that you can use an existing
category, or add one into TeamDynamix for use on this project only. Identified Issues and Risks can be viewed by
clicking the ISSUES tab.

Details

Feed  Announcements Briefcase  Calendar  Contacts  Issues Links Plans

v} Category Title Responsible Modified Priority Status
64700 Action Items Add way to track meeting time Sharjil Hasan Wed 10/22/14 6:15 PM Medium Closed
65726 Action Items Esna - Product/Solution Discovery Call Sharjil Hasan Thu 9/11/14 1:17 PM Low Cpen
65724 Action Items Google Apps - GADS Research Joni Snyder Thu 9/11/14 1243 PM Low Open
1. To create a new issue, click the ISSUES link on the Project navigation pane.
2. Click NEW.
3. Enter a brief description in the Title field, and a detailed description in the Description field.
4. Select ISSUE for the Category. Note: you can use an existing category, or add one into TeamDynamix for

use on this project only.

New Issue

Title®

Resource availability

Category*

Issues v 4

Priority™
WMedium/Low [v]

Status*
Open  [v]| [JAlert me when this Issue is closed

Description

Primary resource is needed on another project.
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5. Complete all the required fields denoted with a red asterisk.
6. Click the SAVE button; you’ll receive a confirmation message.
7. To create a new Risk, follow the steps above, but select RISK for the category.

Title®

Training space

Category™

Risks ﬂ +

Priority™
Medium/Low ﬂ

PROJECT LINKS

The LINKS tab is a repository for all links related to the project.

Details  Feed  Announcements  Briefcase  Calendar  Contacts Issues  Links  Plans
Search
Category - Created By -
Created |from -|to Modified  from -|to
D Category Title Link Creator Created Modified
6914 Template General PMO SharePoint Site View Shanil Hasan Mon 8/11/14 3:09 PM Mon 8/11/14 3:09 PM
6915 Template General PMO Templates Site Sharjil Hasan Mon 8/11/14 3:09 PM Mon 8/11/14 3:09 PM

PROJECT PLANS

The PLANS tab allows you to review project tasks and milestones.

Details Feed  Announcements Briefcase  Calendar Contacts Issues Links  Plans

Name Tasks™ Pct Created By Starts Ends Created

Email Migration Assessment - Analysis and Planning (Project ID 7226) 44 Tasks 0.0%  Sharjil Hasan Tue 2/25/14 Fri 10/31/14 Mon 8/11/14 3:09 PM

1. Click the project name to expand the plan. The plan will display in list view.

Details ~ List  Gantt
Icons Title Starts Ends Base End Var I::: % Predecessors Resources

1 « » Project Initiation Thu 3/13/14 Thu 5/15/14 0.00 100 %

1O > Project Planning and Analysis Wed 3/19/14 Fri 10/31/14 0.00 8%

10 Present Recommendation Report to Sr. Mgmt Wed 10/22/14 Wed 10/22/14 000 0% Sharjil Hasan (100 %);

2 0 » Project Execution Tue 2/25/14 Wed 2/26/14 0.00 0%

56 O > Project Closing Tue 2/25/14 Wed 2/26/14 0.00 0%

61 Q Weekly Project Meetings Wed 10/8/14 \Wed 10/8/14 000 0% Sharjil Hasan (33.33 %); Michael Grinnell (3...
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2. Drill down to display tasks and milestones.

Details  List ~ Gantt
Icons Title Starts Ends Base End Var ::: % Predecessors Resources
1 v > Project Initiation Thu 3/13/14  Thu 5/15/14 0.00 100 %
11 o 4 Project Planning and Analysis Wed 3/19/14 Fri 10/31/14 0.00 86%
12 + Planning Thu 3/20/14  Tue 4/22/14 0.00
[N Identify Project Tasks and Resources Thu 3/20/14  Wed 4/2/14 0.00 100% Sharjil Hasan (100 %);
1“ e Develop Project Plan Thud/3/14  Tue4/22/14 0.00 100% Sharjil Hasan (100 %);
15 O > Analysis Wed 3/19/14 Fri 10/31/14 0.00 84%
210 Present Recommendation Report to Sr. Mgmt Wed 10/22/14 Wed 10/22/14 000 0% Sharjil Hasan (100 %);
2 0O 4 Project Execution Tue2/25/14 Wed 2/26/14 0.00 0%
2 O > Design Tue2/25/14 Wed 2/26/14 0.00 0%
28 O » Development Tue2/25/14 Wed 2/26/14 0.00 0%
34 Q » User Testing Tue2/25/14 Wed 2/26/14 0.00 0%
2 O » Performance / Load Testing Tue 2/25/14 Wed 2/26/14 0.00 0%
3. You can also view the plan in Gantt chart format.
Details List ﬂ
Icons Title Starts March "14 April "14 May 14
1 v Projecntston T 371 [
2 v Initiate Project Request Thu 3/1 .
3 v Submit IT Project Request Form Thu 3/1 [ |
4 v Assemble Project Team Fri 3/14 I
5 W Define Project Team Fri 3/14, [ |
6 Develop Project Charter Thu 5/1 —
I v Prepare Project Charter Thu 5/1, | ]
8 W Approve Project Charter Thu 571! [ ]
3 v Project Kickoff Tue 3/1 I
0 v Schedule Project Kickoff Meeting Tue 3714 [ |
o] Project Planning and Analysis Wed 3/ P —
12 v Planning Thu 3/2 —
13 v Identify Project Tasks and Resources Thu 3/2( ]
14 Develop Project Plan Thu 473 I
15 QO Analysis Wed 3/,
16 Current System Analysis and Documentation Wed 3/1

CREATE A COMMUNITY ACCOUNT

It is recommended that you set up your Community Account before working with the interface. The Community

page contains valuable information including update notes and videos and webinars.

1. Click the COMMUNITY link.

The Leader in Higher Education ITSM and PPM Software & SIGN-IN

TeamDynamix

COMMUNITY

PRODUCTS SERVICES ABOUT SUPPORT CAREERS CONTACT US

2. Click REGISTER NOW.

3. Complete the required form fields and SAVE the form.

4. The REGISTRATION CONFIRMATION screen will display and an email will be sent to your AU email
address.

5. Click the link in the e-mail to complete the ACTIVATION PROCESS.

10
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6. Click the BACK button in your browser several times to return to the TEAMDYNAMIX HOME PAGE.

Tem Q SignIn

The Leader in Higher Education PPM and ITSM Software

HOME VIDEOS ARTICLES EVENTS DOWNLOADS FORUMS CONNECTIONS GROUPS

Registration Successful!

You have successfully registered your account with TeamDynamix Community. An activation link
has been sent to your email address (jpalum@american.edu). Once you activate your account,

you will be able to log in.

GETTING HELP

Please contact the OFFICE OF INFORMATION TECHNOLOGY HELP DESK:

help@american.edu

202-885-2550

AskAmericanUHelp

11
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