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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:

Enables Project Requestors to submit and track requests

Allows Portfolio Managers to review requests, and assign and monitor resources
Includes functionality to automate processes by prepopulating forms and allowing the creation of
workflows

Automates status reports

Strategic service enabler

Option to automate survey requests upon project closure

Centralized project documents repository

Secure, hosted environment

Community support

Browser agnostic

Adheres to the latest ITIL/ITSM methodology which is the current industry standard
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GETTING STARTED

Please register for access to TeamDynamix using the steps below:

l. Go to https://american.teamdynamix.com/
Il. Click on the Client Portal button (center of the page)
IE TeamDynamix Sign-ln -~ x Iait=c B o
&= [ ] https://american.teamdynamix.com kg E . a ‘I P e I
it Apps [ Facebook (3) () MSOD Cohort 67 - G [JFY MSOD Cohort 67 GD: (&) DC Scribe Tribe - Cor () MyBootcamp Online [ iDoneThisitl [l IT Project Services - » [ Other bookmarks
Tea_l'n The Leader in Higher Education ITSM and PPM Software Search Q & SIGN-IN
HOME PRODUCTS SERVICES ABOUT SUPPORT COMMUNITY CAREERS CONTACT US

Sign-In to TeamDynamix

To login, you can also visit the unique web address assigned to your institution by TeamDynamix (e.g. brown.teamdynamix.com)

5CE 0 ﬁg

Users Client Portal Administrators

https://american.teamdynamix.com/TDClient/Home/

M. Enter your AU login credentials (username and password) and click on Continue. For the username,
simply use your AU username WITHOUT the ‘@american.edu.’

B3 AU Prod 1dP x Vattec}

- o X
&« cH https://idp.american.edu/idp/profile/SAML2/Redirect/SSO?execution=e2s1 Q -~ PB3 99 mos=
it Apps [ Facebook (3) (@ MSOD Cohort 67 - G [ MSOD Cohort 67 GO« () DC Scribe Tribe - Con () MyBootcamp Online iDoneThis!!! B IT Project Services - | » [ Other bookmarks
N o - g . e <
p . Y. 7 1
e
g 50 ” A BORA, TR
. 3 o e
\ ‘ i ‘
A MER T — W | AMERICAN UNIVERSITY
B = ““\~¥-\ J " ) S bj WASHINGTON oc
— Login to TeamDynamix
USERNAME 73
» @american.edu
PASSWORD -
o B
e ;
» Reset an expired or forgotten password et £
» Need assistance? Contact the IT Help Desk Y 3 e
——— (e
~ 2 A 0
i e 14 s
. > { - .
(@) g Niig - T S D)
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V. Upon successful login, your TeamDynamix account will be created and you will see the TeamDynamix
Client Portal page.
B American University Hom Matt=c) - o
= C #® https://american.teamdynamix.com/TDClient/Home/Default.aspx?ToUr 2fTDClient%2fHome%2f . E a ~l [>+] o=
5% Apps [ Facebook (3) (&) MSOD Cohort 67 - G- [ MSOD Cohort 67 GD: (2 DC Scribe Tribe - Con () MyBootcamp Online [ iDoneThisti! [ IT Project Services - » Other bookmarks
AMERICAN UNIVERSITY a & Matteo Becchi
Home Projects/Workspaces Services Knowledge Base News Calendar Questions
# Edit Content
Weekly Calendar ox Announcements ox

No Items

No Items

m o B ® ¢S ) =

V. Once you have successfully logged in, let a representative of the PMO know so they can update your TD
account to assign you the correct permissions as well as allow access to the Projects application in
TeamDynamix.

Note: Once your TD account is fully provisioned, you will use the Users button to log into the system (not
the Client Portal)

Users

TEAMDYNAMIX 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:
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*  What work will be performed in each phase
*  What deliverables will be produced and when
*  Whois involved in each phase

* How management controls and approves work produced in each phase

Project Categorization:
Projects are measured by person hours (labor hours). Projects are categorized as:
*  Small: Greater than 40 person hours and less than 1 month
*  Medium: Greater than 1 month and less than 3 months
* Large: Greater than 3 months and less than 9 months
* 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.

TEAMDYNAMIX TIME TRACKING

TeamDynamix tracks both Operational and Project time. An Operational Workspace has been setup for each
team within OIT. The Operational Workspace allows the Resource Manager to set the individual team member's
schedule and availability. Each OIT member can track hours worked on operational tasks in the Operational
Workspace. TeamDynamix also tracks overall project time including time spent on project tasks. While

TeamDynamix is not a time management system, you are required to report time spent on all tasks related to a
project.

PROJECT ELEMENTS

All TeamDynamix projects should include the following Project Deliverables:
* Project Deliverables
e Charter
* Plan
* Risk/Issues Log
* Business Case if applicable
* Requirements document if applicable
* Implementation plan if applicable
* Lessons learned
* Testing Plans
*  UAT Sign off
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The images below highlights the items required and recommended for each project, depending on project size:

Project Deliverables by Phase

Project Phases >
Project Initiation Project Planning Project Execution Praject Closing
Large Project IT Project Request
Deliverables = Project Charter Update as necessary Update as necessary
Project Plan Update as necessary
Project Requirements Update as necessary
(Greater than Risks and Issues Log Update as necessary
3 months of effort) Testing Plan
Lessons Learned
Project Sign Off
Status Reports = = >

IT Project Request: http://www.american.edu/oit/projects/IT-Project-Request-Form.cfm

All Document Templates are located at the following URL:
https://myau.american.edu/dept/Treasurer/OIT/PMO/Templates/Documents/Large Projects/

Project Charter: AU_Project Charter_Template.docx

Project Plan: AU_Project Plan_Template Excel.xlsx
Project Requirements: AU_Requirements_Template.xls

Risks and Issues Log: AU_Risk_and Issue Log Template.xlsx
Status Reports: AU_Status_Report_Template.docx

Testing Plan: AU_Testing Plan_Template.xlsx

Lessons Learned: AU_Project_Lessons_Learned_Template.ppt
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Project Deliverables by Phase

Project Phases -
Project Initiation

Project Planning

Project Execution

Project Closing

Large Project IT Project Request

Deliverables = Project Charter

(Greater than

3 months of effort)

Medium Project IT Project Request
Project Charter

Deliverables -

(1to 3 months
of effort)

Small Project IT Project Request Form

Deliverables—>

(40 hours to 1 month
of effort)

Update as necessary
Project Plan

Project Requirements
Risks and Issues Log

Status Reports =
Update as necessary
Project Plan

Project Requirements
Risks and Issues Log

Status Reports -

Project Requirements

Status Reports 2

Update as necessary

Testing Plan

_)

Update as necessary

Testing Plan

>

Lessons Learned

Project Sign Off
9

Lessons Learned
Project Sign Off
=

Project Sign Off
S

____________________________________________________________4
TEAMDYNAMIX USERS

There are four defined TeamDynamix User Groups at American University.

1. TEAMDYNAMIX Clients
* Request Projects
* Track Project Status
* Serve as Project Resources

¢ Contribute to Project Feed
2. TEAMDYNAMIX Team Members:

* Update Work
* Update Assignments
*  Track Project Status

*  Contribute to Project Feed

3. TEAMDYNAMIX Project Managers:



Manage Projects
Update Projects
Add and delete tasks and resources

Change name, start date end date
Provide weekly status updates

TEAMDYNAMIX Portfolio Managers:

All Project Manager Functions
Create a New Portfolio

Conduct Capacity Planning

Create Portfolio Reports

TeamDynamix Project Manager Guide

10
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TEAMDYNAMIX INTERFACE

TEAMDYNAMIX INTERFACE

TeamDynamix Clients will access their request form from the SERVICE link on the IT Project Services webpage
at: http://www.american.edu/oit/projects. Click on the link for the appropriate portfolio your project request

belongs to. For the purposes of this training you will click on the link labeled: Project Request for Office of
Information Technology (OIT).

TeamDynamix users will access the interface from: https://american.teamdynamix.com/.

1. Click the Users icon and, then, enter your American University login credentials.

Team The Leader in Higher Education ITSM and PPM Software

Q & SIGN-IN

PRODUCTS SERVICES

SUPPORT CONTACT US

Sign-In to TeamDynamix

visit the unique web address assigned to your institution by TeamDynamix (e.g. brown.teamdynamix.com),

£0% 0 Qg

Users Client Portal

Administrators

Next, you'll need to configure your Project Desktop and settings.

1. Click the blue APPLICATIONS MENU button, in the upper left corner of your screen.

n University

Desktop Projects / Workspaces

=ffesh # Edit Desktop + New Desk

2. Click on the PROJECTS application.

11
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American University

E Desktop Projects / Workspaces

A

Desktop

&

Contacts

My Work

i

3. Click the Edit Projects Desktop link.

sl

Analysis

.

CRM

A\

News

O

My Work Analysis

-

Assets/Cls

4

Document
Workflows

People

L g

Portfelio Planning

Briefcase

3

Downloads

@®

Portfolio Planning

O]

American University

Desktop

Manage Projects/Workspaces

Reports

Projects/Workspaces

Coll SQL - Computed Columns

Resource Management CRM News

TeamDynamix Project Manager Guide

&0

Peaple Downloads

=3 0

Calendar Client Portal

= S

File Cabinet

i

Project Templ.

Projects /

Workspaces

?

Portfolio Planning Resource Manage

New Q Search

Announcements

Tasks Summary Chart

¢ Chat

@

Community

& Mat

v

Knowledge Base

»)

Questions

Expand Projects and Workspaces in the Available Content pane (left side of screen).

5. Drag and drop Announcements to the Column 1 pane.
6. Click SAVE.

12
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TDProjects Desktop

Details Content
Edit Layout Column 1 Column 2 Column 3
1 Projects / Warkspaces / General Projects / Warkspaces / Tasks Projects / Workspaces / General
Announcements Tasks Summary Chart My Projects/Warkspaces Feed
2 3

ilable Content

"~ Projects / Workspaces

Projects / Workspaces / Fil

Tietcase

Projects / Workspaces / Files
My Checked Out Files

Projects / Workspaces / Files
My Pending Approvals

After making changes to your content, you will need to hit the refrest

button in the application to see the changes

SYSTEM SETTINGS SETUP

1. Click your name link in the upper right of the screen and select
VIEW MY PROFILE from the Jacaueline Palumbp v dropdown selections.

View My Profile

Edit My Profile

Change My Password

2. You can edit your profile, but please note that you should keep your work email for both the Primary
and Alert/Notification email settings.

TEAMDYNAMIX DESKTOP SETUP

You will need to set up a NEW DESKTOP in TeamDynamix.

1. Click the Edit Desktop or New Desktop buttons to create your customized Desktop.
2.

€« C' | 8 https: american.teamdynamix.com/TDNext/Home/Desktop/Default.aspx

American University

Desktop Pro&cts / Workspaces My Work Briefcase Time & Expenses File Cabinet

# Edit ll—sﬁ«\t: p + New [Jesktop & Print

13
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3. Enter a name for your Desktop, then click the SAVE button. You’ll now need to add TD content widgets

to your Desktop.

Save

New Degitop

Name’

Deskiop 1

Expand TD PROJECTS in the Available Content column.

5. Drag & Drop PROJECTS / TASKS to Columnl, and TASKS SUMMARY CHART to Column 2.

Click SAVE.
General Content
Available Content Column 1 Column 2
My Tasks
TDProjects / General TDProjects / Tasks
x Projects Tasks Summary Chart
TDProjects / Tasks

VIEWING YOUR ASSIGNED PROJECTS

You will see a list of projects on your Project Desktop for which you are a resource. If you are not a resource,

you will not see the project listed here.

2 - B -

0 - Pagew Sefety~ Tock~ v
American University

) esktop + kop £ M kops @ Print
Projects 8 x

O

2% o

O

0% o,.;

30% g1y,

dent Planning wdeo

My Assignmenf ts

The Project Icons indicate the status of the project:

* Blue bar — project has not yet been given an status

14



Green Square — project is on track

— project is at risk with corrective actions in place

TeamDynamix Project Manager Guide

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

B oo

U) Refresh & Edit Projects Desktop  + Ne|

Desktop
Manage Projects
Reports
Projects
== 2014 Operational Project
== 9999 - My Test Project
== Private Team @
O Student Planning Video
O TeamDynamix Software Implementation

TeamDynamix Training Project

15
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TD WORKFLOW

Submit Project Request from american.edu/oit/projects

| Reviews Requestin TeamDynamix

| Conduct Feasibility and Preliminary Resource Availability Assessments

| Approves Request in TeamDynamix

| Add Request to Proper Porfolio Year

| Classifies Project as Large, Medium or Small

| Projectis based on Priority and Resources

||

‘ Changes Project Status to "In Progress"

| Assigns PM

16
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Legend: (JProcess [ JEvent (] TeamDynamix Activity [ ) Deliverable

Project Request Approved and PM Assigned

c rmmm.
o 1  submits Resource Requests in
g D page
= L
e | |
E 5 | DraftProject Charter, Upload
) to TD Briefcase
a 1
3 mwmmmJ
1
Define Project Requirements,
4 Post 1o TD Briefcase I

Project Planning

=
=]
per
=
o
]
®
w
7
]
=]
[
o

r
Conduct Lessons Learned

feedback gathering session,
post PPT to TD Briefcase

Post project updates via Update Status in TD

1
m‘mﬂmw

11 transfer to iSupport | Risk

.

g Register if still open
g 1
) #
o Mark all Project Plan Tasks as |
- 100% complete and Update |
4 12 Status in TeamDynamix as
=) "Closed”
-
[+

Y

Post all Required Deliverables
13 oo Prol b
|

14 {mmmhm

17
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PROJECT SUBMISSION

Project Managers will access the request form through the SERVICES link on the Project Management Office
home page: www.american.edu/oit/projects

1 - Submit Project Request

Review Users Guides,
FAQ’s and other Helpful
Information in the Related
Links section of this web

T oma-a Page.

[ Teambynamix Versi._ » Other b

Go to www.american.edu/oit/projects and click on the
appropriate portfolio to enter your new project request.

www.american.edu /ot

<k (3) @ MSOD Cohon 67 - [ MSOD Coha (67 G (@) DC Seribe Tribe - Co. () MyBootecamp Online = iDoneThist! B8 1T Project Services - _

LOG IN v

AMERICAN WINIVERSITY )
W A S H I N GRT O N, DC

ADMISSIONS Ci i RESEARCH UNIVERSITY LIFE ALUMNI

» Office of Informat on Technology

OIT HOME » RELATED LINKS
T PROJECT SERVICES

» GET CONNECTED
I0IT provides project management services to support the campus project
* TECHNOLOGY SERVICES

» PROJECTS

» IT SECURITY

* TRAINING & AWARENESS

* BOLICIES raject Request for Genaral Counsel (OGC) & Human Resource:
+ PUBLICATIONS

* ABOUT OIT

1. Select “Users”

Team The Leader in Higher Education TTSM and PAM Software Search Q & SIGNIN

HOME PRODUCTS SERVICES ABOUT SUPPORT COMMUNITY CAREERS CONTACT Us

Sign-In to TeamDynamix

To login, you can alse visit the unique web address assigned to your institution by TeamDynamix (e.g. brown.teamdynamix.com).

¥ 0 o

Users Client Portal Administrators

2. Loginto TeamDynamix Using your AU credentials

18
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ot Overview | Office ¢ X / NAU Prod IdP x \

i https://idp.american.edu/idp/profile/SAML2/Redirect/SSO;jsessionid=ung4t8pjsk58mixsegcrrprt?execution=e1s1

© MSOD Cohort 67 -... [ MSOD Cohort 67 G... (@) DC Scribe Tribe - Co... ({) MyBootcamp Online * iDoneThis!!! [ IT Project Services - ... [T TeamDynamix Versi...

Ly
L6 EEryd

!Ad | AMERICAN UNIVERSITY

IWASNINGTON.DC

Log in to TeamDynamix

USERNAME

) @american.edu

PASSWORD

LOGIN

) Reset an exnired or foraotten nassword

Fill in the details of your project request; fields with a * are required.

Q & Matteo Becchi

Services Knowledge News Calendar Questions

Project Requests  Ticket Requests My Favarite  MyRecent My Approvals  ServicesAZ  Search

@ of Inforr

Sorvi 1 Technology (OIT)

talog | Project Request for Office of Information Technology (OIT) / Project Request fo

Project Request for Office of Information Technology
(OIT)

Project Name @ *

Project Name
|

Acct/Dept " @

specify under which department in ion this project falls

Start typing Q| =

Sponsor Name * @

‘owns” the project on bahalf of the organization. The parson that has overall responsibility

ject o begir

Matteo Becchi x Q x

Department Manager © *

Director level {or aby > will approve the project request

19
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a Enter your project name and Save:

ces, kb and questions Q & Matteo Becchi
Home Projects/Workspaces ~ Services  Knowledge Base News  Calendar  Questions
Project Requests Ticket Requests My Favorite My Recent My Approvals Services A-Z Search

Services /| Project Requests / Test for End to End Training / General

Test for End to End Training Not Submitted
Il Business Case + Help = Help
+ General

Project Name @ *

O University Strategic Geals Project Name

O Files
[Test for End to End Training
% Review and Submit
Acct/Dept* ©

Used to specify under which department in your organization this project falls

QIT - Enterprise Systems

Q x
Sponsor Name * @
Whoever "owns” the project on behalf of the organization. The person that has overall responsibility for a project and can authorize work
on the project to begin
b Attach files as appropriate
EH AwJ\ELBIE‘I‘\If EIN[: { search se s, kb and questions Q & Matteo Becchi

Home Projects/\Workspaces Services Knowledge Base News Calendar Questions

Services | Project Requests /| Test for End to End Training / Files

Test for End to End Training Not Submitted

|l Business Case O Mark Incomplete

+ General
« University Strategic Goals —1
(E<] B2.pptx
+ Files 2/17/2016 1:35:25 PM Matteo Becchi
= Review and Submit 2352 KB

"x_:\ TD End to End Project Lifecycle Training.xIsx
e~ 2/17/2016 1:35:15 PM Matteo Becchi

11 KB

Attach any files you think would be useful in the evaluation of this project request. Examples would be an additional business case
document or a customer feedback form.

1. Once the form is complete, click the MARK COMPLETE button.
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Business Case | Mark Complete F [ print |

@iceneat Technology Project Request

© University Strategic Goals gy clicking on the "Technology Project Request” above, you will be taken to the page to request the service/project.

=
O Files Category
53 Review and Submit Project Request for Office of Information Technology (OIT)

Project Name:

ping. Q x
Sponsor Name’
Jacqueline Palumbo * Q x

4, Review your project request information for accuracy and completeness, then click on Submit

Eﬂ AMERICAN UNIVERSITY
WASHINGTON. DC

search services, kb and questions Q & Matteo Becchi

Home Projects/Workspaces Services Knowledge Base News Calendar Questions
Project Requests Ticket Requests My Favorite My Recent My Approvals Services A-Z Search

Services /| Project Requests / Test for End to End Training

Test for End to End Training Not Submitted
Il Business Case
v o General Requestor

+ University Strategic Goals

' ID: 256110 .
+ Files Matteo Becchi

< Review and Submit Account/Department becchi@american.edu

OIT - Enterprise Systems

Service

Project Request for Office of Information Technology (OIT) / Project Request
for Office of Information Technology (OIT)
Sponsor
Priority
Should Do

Matteo Becchi
Time Frame 7 4 becchi@american.edu

Business CV

v General
v University Strategic Goals

+ Files

» Review and Submit

Complete the Submit process by clicking OK ono the warning message that appears:
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X

x.com/TDClient/Requests/ProjectRequests/ProjectBusinessCase.aspx?S=0&RID=YCg5a-nnlk

0D Cohort 67 G... . . % Dject Services - ...
american.teamdynamix.com says:

- This action will mark this project request as Submitted. At this point the tb and questions
request will move into the review stage and will no longer be editable. Do I

you want to continue?

| oK ‘ Cancel

My Favorite

:nd to End Training

id Training

£ mimomam | DAmii~

The system will confirm that your request was submitted successfully:

Home Projects/Workspaces Services Knowledge Base News Calendar Questions

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

@Request Submitted Successfully!

What do you want to do now?

View the request you just submitted
View the service catalog
View other requests

Note: the Portfolio Manager will receive a notification informing them of this new request. The
expected turnaround time for the Portfolio Manager to review and contact the requestor is generally 5
business days after the request has been submitted.

1. The client can view the status of their projects from the RELATED LINKS section by clicking the View My
Project Requests link on the website
(https://american.teamdynamix.com/TDClient/Requests/ProjectRequests/ ).
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Related Links
View My Project Requests

View My Project Portfolio

Frequently Asked Questions

»  What is TeamDynamix?

You can return to this page to check on the status of your request (see top right corner “In Workflow”):

Home Projects/Workspaces Services Knowledge Base News Calendar -
Project Requests Ticket Requesis My Favorite My Recent My Approvals Services A-Z

Search

Services / Project Requests / Test for End to End Training

Test for End to End Training In Workflow

General Not Reviewed

ID: 256110

Account/Department
OIT - Enterprise Systems

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

Priority
Should Do

Time Frame
None specified

Created
Wed 2/17/16 1:33 PM

Project Request Status ranges as follows:

1. Not Submitted

2. Submitted

3. In Workflow

Initial Request Review

Size & Effort Estimation
Budget Review

Process Owner Review
Portfolio Manager Approval
Portfolio Owner Review

i. Final PMO Review
4. Approved
5. Declined

Sm 0 o0 T

Stakeholder/Process Owner |dentification

Determine/Validate Project Requirements and Scope
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FULFILLING YOUR OBLIGATIONS AS A PORTFOLIO MANAGER

Receive E-mail Notification

Review new Request in TD
Conduct Feasibility and Preliminary Resource Availability Assessments

Approve Project Request in TD

TeamDynamix Request Workflow Assignment (Access Review)

Hosein Nahidian <notify@teamdynamixapp.com>
Monday, September 19, 2016 at 4:30 PM

To: Sharjil Hasan

You are responsible for the current step ("Initial Request Review") in this project request's workflow.

Project Request Details

Project
Access Review

Acct/Dept
OIT - Enterprise Systems TeamDynamix Request Submitted (Access Review)
Type Hosein Nahidian <notify@teamdynamixapp.com>
General / Portfolio - Office of Information Technology @ Monday, ?,Emer"berm‘ 2016 3t 4:30 PM
To: Sharjil Hasan
Description
Deployment of NetlQ Access Review to allow data custodians auditing and self service capability
for granting and reviewing i permissi
Workil Hosein Nahidian submitted this project request on Mon 9/19/16 4:30 PM Eastern Daylight Time. It
orkflow

was automatically assigned to the "OIT Project Approval Workflow" workflow.

OIT Project Approval Workflow

Workflow Step Project Request Details
Initial Request Review R
Project
Created Access Review
Mon 9/19/16 4:28 PM Eastern Daylight Time by Hosein Nahidian
Acct/Dept
Evaluator QOIT - Enterprise Systems
Sharjil Hasan
Type
Time Frame General / Portfolio - Office of Information Technology
None Specified
Description
Budget Deployment of NetlQ Access Review to allow data custodians auditing and self service capability
$0.00 for granting and revi g i permi
TDNext TDNext
https://american.teamdynamix.com/TDNext/Apps/Portfolios/ProjectExplorer.aspx? hitps:/american.teamdynamix.com/TDNext/Apps/Portfolios/ProjectExplorer.aspx?
RID=|~WDWuDLB6e_ RID=I~WDWuDLB6c

Notification of Request Submitted Assigned to Workflow
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New Feature: Ability to Track Time Spent on Project Requests (TD v 9.4)

In previous versions, it was reported that considerable time was spent vetting out project requests and
until 9.4 have not had the ability to track that time directly on the request. This problem has been
addressed with project request time entry (special thanks to the team at Boston College for their
contributions assisting in this redesign). Project request time entry works exactly like project time entry,
so users will already know how to use it. You will also easily be able to see how much time was spent
on the project request phase separately to the time spent once it becomes a project.

TeamDynamix 0 O Chat
m Desktop Portfolio Planning Projects / Workspaces Time & Expenses ~ x  Tickets Analysis Briefcase People Calendar My Wor
& Refresh

Time Entry

Submitted Time Add Time Entr}/

Pending Time (24 ]
Project/Workspace Time Issue Time Ticket Time Time Off

Expense Entry
Project/Workspace *

Pending Expenses ‘ 9.3 - project request collaboration - request from tdpp

Time Off Calendar

Time Type @ *

Software Development
This Week: Not Submitted

Mon Tue Fri Sat
Billable 0.0 822 8/23 8/26 8/27
MNon-Billable 0.0 - 0.0 . ~ -
Total 0.0

Last Week: Not Submitted

Billable 0.0
MNon-Billable 0.0
Total 0.0

Cancel

PROJECT APPROVAL

Project Approval by Portfolio Manager

Project requests should be discussed with the Portfolio Owner, and with the requestors, to discuss the scope of
work. Once the Portfolio Owner has approved the request, the Portfolio Manager can track their project
requests within the Portfolio Planning component of TeamDynamix.
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Project Review and Approval for Portfolio Managers

The Portfolio Manager should use the following steps to evaluate a project request that has workflow:

1. Click on PENDING MY APPROVAL within Portfolio Planning.

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.

3. Review the sections on the left side of the Business Case window. You can mark the section as complete
if it requires no further review.

4. Any section marked with an asterisk must be reviewed and marked complete. Any section with a "lock"
icon cannot be edited during this stage of the review process.

ACTIVATING A PROJECT

To activate the project, follow the steps below:

1. Go to MY WORK application.
2. Click on the MY MANAGED PROJECTS in the left navigation menu.
3. Select the INACTIVE option and click on the SEARCH icon.

American University

m Desktop My Work ~ x  Projects / Workspaces Analysis Admin File Cabinet

< Refrest # Edit My Profile + New Event + New Issue
My Managed Projects @)
My Approvals o My Managed Projects (9)

My Assignments [ 29] search Active @ Inactive Both

4. Click on the project that needs to be active. The Project Details window will display.

5. In the Project Details window, click the ACTIONS icon and select ACTIVATE. The project is now
activated.

a

Project Details s

General Activate

Apply a Project Template
University Strategic Goals g ) P

Add Baseline
Risks Copy
Files Status
a Go to My Work application
b Click on 'My Managed Projects' in the left navigation menu

26



TeamDynamix Project Manager Guide

C Select the 'Inactive' option and click on the 'Search' icon

American University

m Desktop MyWork - x  Projects / Workspaces Analysis Admin

+ New Event

Search

2 Refresh & Edit My Profile + New Issue

My Managed Projects @
My Approvals

My Assignments €@  search

File Cabinet

o My Managed Projects (9)

T Active @ Inactive () Both

36°F & 0 ¢ Chat & Sharjil Hasan

4. Click on the project that needs to be activated. The Project Details window will be displayed.

2 Project Explorer - 256110: Test for End to End Training - Internet Explorer

- o A
& https.//american.teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectExplorer.aspx?PID=Y¥CgSa-nnlkw
Project Details Actions  JUpCat= Satls [ Pt |
General . .

Test for End to End Training New
University Strategic Goals

Project ID: 256110
Risks
Files Status
Expenses
New (New)

Time Types 0% complete, updated Mon 2/22/16 9:59 AM by Sharjil Hasan
Role Forecasts The project Test for End to End Training has been activated.
Resources
Score Card

General
Stakeholders

Acct/Dept
Plans

OIT - Enterprise Systems Manager(s)
Components
Workflows Service Matteo Becchi

Project Request for Office of Information Technology (OIT) / Project Request for Office of SN e
Feed Information Technology (OIT) el . ‘ :M .

£ rimary Manager

Status Chart Type
Baselines General / Portfolio - Office of Information Technology

Health Sponsor

. . . . ' . ' 1 . 1
d 5. In the Project Details window, click the 'Actions' icon and select 'Activate.' The
project is now activated.
ece
& al

Project Details

General

University Strategic Goals
Risks

Files

Update Status

Activate
Apply a Project Template +
Add Baseline

Copy
Status

5. Add request to proper Portfolio Year ("current" for this exercise)
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Within your project, click the General tab, scroll down to Portfolio(s) and click on the Search icon

E https

&

American University

ER oo proeces
T Refresh o Edit Proje
Desktop

Manage Projects/Workspace
Reports

Projects/Workspaces

Coll SQL - Computed Columns

Coll SQL - Data Extract - Mail
Coll SQL - Data Extract - OCL [

Coll SQL - Data Extract - Rave

Coll 5QL wtract - Starki

Coll QL - HR ocess
Coll SQL - Payroll Envision Auc
Colleague Security Class Redes

Colleagua SQL Server Migratia

Il Develop framewiork for Agile

O Ferill
M Matteo - Card Wall
= Matteo's Operaticnal Time 20

smerican teami @ hitps://ame

- Project Explorer - 253687: Colleague Security Class Re... - Internet Explorer

Project Details

General
Additional Project Information
Project Budget
Scoping & Level of Effart Estima

University Strategic Goals
Risks
Expenses
Time Types
Role Forecasts
Resources
Score Card
Stakeholders
Plans
Compenents
Workflows
Feed

Status Chart

Baselines

can teamdynamix.com/TDN;

eamManagement

+ Expand All Help

General

Project Name * @

Folleague Security

Sponsor + @

Kamalika Sandell

Acct/Dept * @

OIT - Enterprise Systems

Service @

ject Request for Office of Information Technology (OIT) / Project Request for Office of Information
e (AT

Type + @

General / Partfolio - Office of Information Technalogy

Portfolio(s) @
15-16 OIT

Classification @

Priority * @

Should Do

=]

= Collapse All Help

x
Q x
Q x
Q x
Q x
Q x

v

%

a2 Chat

Created By

& Matteo Becchi

Created

E

Anita Brown

Mattea
Becehi

Matt Alshab

Fii 7718114
10:21 AM

10:33 AM

Fri 6/5/15 4:28
PM

Tue 7/8/14

502 PM

Fri 8/28/15

BAT AM

Tue 10/20/15
11:19 AM

Thy 6/26/14

Type * L)

General / Portfolio - Office of Information Technology

Portfolio(s) @

15-16 OIT

Classification @

™M

Select the portfolio(s) to which your project belongs to by selecting the appropriate check box on the
left side, then click on the Insert Checked button, and then click on Save in the prior screen
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=] https://american.teamdynamix.com/TDNext/Apps/0/Shared/PortfolioLookupMulti?Key=QvFWi90Mivs_&AC= - Internet Explorer

@ https://american.teamdynamix.com/TDNext/Apps/0/Shared/PortfolioLookupMulti?Key = QvFWi90Mivs_&AC=acb_taluPortfolio&Selected =1345,

Search

O

O

O 0O 0OO0ODOOoOoOoooDooao

]

Insert Checked

|
D Name Description
761 13-14 Academic Affairs
758 13-14 Development and Alumni Relations Portfolio to track closeout of projects from 13-14 portfolio year.
Closeout
759 13-14 Office of Campus Life Closeout
760 13-14 Office of Finance and Treasurer Closeout
676 14-15 Academic Affairs
743 14-15 Development and Alumni Relations
744 14-15 Human Resources
745 14-15 Office of Campus Life
651 14-15 Office of Information Technology
742 14-15 OFT
1089  15-16 Academic Affairs
1280 15-16 DAR
1291 15-16 OCL
1281 15-16 OFT

(2 Project Explorer - 253687: Colleague Security Class Re... - Internet Explorer

@ https://american.teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectExplorer.aspx?PID=aqDIb1aA94A_

Project Details

General

General

Additional Project Information

Project Budget

Project Name * @

Scoping & Level of Effort Estima

University Strategic Goals

Risks
Expenses
Time Types
Role Forecasts
Resources
Score Card
Stakeholders
Plans
Components
Workflows
Feed

Status Chart

Baselines

Colleague Security Class Redesign (Role Based)

Sponsor + [

Kamalika Sandell =

Acct/Dept * (2]
OIT - Enterprise Systems x

Service @

Manager
Randy Saba

Matt Alshab

Matt Alshab

Matt Alshab

Randy Saba

Matt Alshab

Matt Alshab

Matt Alshab

Sharjil Hasan

Matt Alshab

Randy Saba

Matt Alshab

Matt Alshab

Matt Alshab

<+ Expand All Help

- a
38 Portfolio(s)
Projects Requests
4 0
1 o
0 o
0 0
40 0
13 1
6 o
13 o
61 0
27 o
34 0
13 o
21 0
43 o
- [m]

= Collapse All Help

Project Request for Office of Information Technology (OIT) / Project Request for Office of Information

Tarhmalasm: (OUT

Type * (7]

General / Portfolio - Office of Information Technology =

Portfolio(s) e
15-16 OIT =  Colleague SQL Server Migration x |

Classification ©

Priority * @
Should Do

Q x
Q x
Q x
Q x
Q %
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(2 Project Explorer - 253687: Colleague Security Class Re... - Internet Explorer

© https://american.teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectE
ch d

Praject Details Rnges savel

e General

Additional Project Information
Project Budget Project Name * @
Scoping & Level of Effort Estima .
Colleague Security Class Redesign (Role Based)
University Strategic Goals

Risks Sponsor 4+ ]
Expenses Kamalika Sandell
6. Project is Scheduled based on Priority and Resources

Further down on the general tab, select the project start and end dates as appropriate
considering your portfolio priorities of demand and supply, and then Save

= Project Explorer - 253687: Colleague Security Class Re... - Internet Explorer

m] x
& https://american.teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectExplorer.aspx?PID=aqDlb1aA%4A_ a
R . # Expand All Help = Collapse All Help
Project Details
seivite ~
General . 2 . . . .
Project Request for Office of Information Technology (OIT) / Project Request for Office of Information Q x
. Tarhmalam, (AT
Additional Project Information
Project Budget Type * (2]
Scoping & Level of Effort Est - g
coping & Level of Eflort Estima General / Portfolio - Office of Information Technology Q =
University Strategic Goals
fisks Portfolio(s) @
15-16 QIT Colleague SQL Server Migration x®
Expenses gue SQ 9 Q
Time Types Classification @
Role Forecasts v
Resources
Priority * @
Score Card
Should Do [
Stakeholders
Plans Start Date * @ End Date * @ Duration
522 weekdays
Components U4/'O1/201l3 04/03/2017
Workflows O |Apr Vl 2015 VI o
Feed Su Mo Tu We Th Fr
e the latest end date of the schedules and pending schedules (Sat 4/8/17).
Status Chart 230 3 D 2 3 4
i 5 6 7 8 9 10 1
Baselines
12 13 14 15 16 17 18
sian-provided, security class structure leveraging a role-based security model.
19 20 21 22 23 24 25
26 27 28 29 30 1 2
v
< >

7. Classifies Project as Large // Medium // Small

Scroll down to the very bottom of the General tab to select the project size
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() Project Explorer - 253687: Colleague Security Class Re... - Internet Explorer - m]

& https://american.teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectExplorer.aspx?PID=aqDIb1aA94A

. e Changes saved. * Expand All Help = Collapse All Help
Project Details 9

r— Approved Budget Year @

Additional Project Information
Project Budget

Baseline Portfolio @
Scoping & Level of Effort Estima

University Strategic Goals

Risks Portfolio Year @
Expenses M
Time Types
P Rank Order @
Role Forecasts
Resources
Score Card . .
Scoping & Level of Effort Estimates
Stakeholders
Plans Assumptions
Components
Workflows
Feed
Status Chart Project Size @
Baselines
Mega
Large
Medium
Small
< >

Changes Project Status to "In Progress"

From your Project Details tab, click on the Update Status button

() Project Explorer - 253687: Colleague Security Class Re... - Internet Explorer - o X

hgement/ProjectExplorer.aspx?PID=aqDIb1aA94A_

urity Class Redesign (Role...

E https://american.teamdynamix.com/TDNext/App

Actions Update Status

Project Details

General

Colleadu

Project ID: 253687

University Strategic Goals

 Risks
Expenses Status
Time Types

Role Forecasts In Process (In Process)

5% complete, updated Wed 6/22/16 12:15 AM by TeamDynamix System Administrator

Resources
Changed health from Green - On track to Yellow - At risk with corrective actions.

Score Card This project was automatically moved to Yellow health because it had not been updated in 15 working days.
Stakeholders
Plans

General
Components
Workflows Acct/Dept

OIT - Enterprise Systems Manager(s)
Feed

Service

Status Chart

Project Request for Office of Information Technology (OIT) / Project Matteo Becchi

Baselines Request for Office of Information Technology (OIT) becchi@ . d
ecchi@american.edu

Type Primary Manager

General / Portfolio - Office of Information Technology
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Select “In Process” from the New Status pull-down menu (top of the screen), adjust health and %
complete as appropriate, and add in any comments, and notifications you deem necessary to
announce the activation of your project:

_ Update Project Status - 253687: Colleague Security Class Re... - Internet Explorer - O %

& https://american.teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectStatusUpdate.aspx?PID=aqDIb1aA94A_

a
:
Colleague Security Class Redesign (Role Based)

Project ID: 253687

Issues
New
On Hold Open
12/13 (92.31
Yellow ﬂ %)
Percent Complete Closed
1/13 (7.69 %,
5 | % /13 ( )
Comments
Tasks
Completed
32/205 (15.61%)
In Process
40/205 (19.51%)
Overdue
41/205 (20%)
Notification Not Started

85/205 (41.46%)

Notify Other People Delayed v

9. Assigns PM

From the Resources tab, select Add Resources from the Actions button (top of your screen)
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{2 Project Explorer - 253687: Colleague Security Class Re... - Internet Explorer - o x
I https://american.teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectExplorer.aspx?PID=aqDIb1aA4A_ a
Prject Detals

General Add Resources All Resource Requests  Resource Report
. B R Remove Resources
University Strategic Goals

Change Manager Primary Role  Requested Role  Pool Status  Approver BillRate  Apr 15 May 1! A
Risks
Shift Schedules
Req Sch Req S
Expenses
Tirme Types [ Alec Dhuse InfoSec InfoSec Information  Current $0.00
Engineer Enginear Security
Role Forecasts .
[ Andy Squires System System Enterprise Current $0.00
Resources Administrator  Administrator Infrastructure
(App) (App)
Score Card
. roject roject Manager  Enterprise urren X
Brad Bice Proj Project M Enterpri Current $0.00
Stakeholders Manager Infrastructure
Plans [ crystal Price Project Project Manager ~ Student Current $0.00
Manager Information
Components Systems
Workflows O Debra Gonski System System Enterprise Current 5000
Feed Administrator  Administrator Infrastructure
(App) (App)
Status Chart .
. roject roject Manager  Information urren X
Eric Weakland Praject Project M Informat Current 50.00
Baselines Manager Security
ri roject roject Manager urren 1
Laurie Ambach Proj Project Manag Current $0.00
Manager v
< >
Budgeted Scheduled Remaining
Currency $0.00 $0.00 $0.00
Hours 000 1,918.05 191805

Type any portion of the name of the PM you want to assign your project to, and click on Search; select
your resource, and then click on the Next button.

() Project Explorer - 253687: Colleague Security Class Re... - Internet Explorer - o X

@ https://american.teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectExplorer.aspx?PID=agDlb1aA94A ]
1 Resource(s)

General

Add Resources (step 1 of 2)

University Strategic Goals

Risks Name il ® Employees O Non Employees O Both
Expenses

Pri. Role Start typing... Q x Resource Start typing... Q =
Time Types pool

Role Forecasts
[Jinclude users whose capacity is not managed

Resources
Score Card When resources are added to the project, their bill rates will also be copied over. These project-level bill rates will not be
automatically updated by any future changes to resource bill rates.
Stakeholders
Plans
Resource Pri Func Role Resource Pool ReportsTo Jul16 Aug16 Sep16 Oct16 Nov16 Dec16 Jan17 Fe
Components
Workflows Filemon Palero | Project Architect* Joni Snyder | 39.10 | 156.00 | 154.00 | 147.00 154.00 | 154.00
Manager
Feed

Status Chart

* resource assignment requires approval

Baselines

: < >
https://american [eamdynamlx com/TDNext/Apps/Projects/TeamManagement/Sch...

33



TeamDynamix Project Manager Guide

Request time for your resource as appropriate for your project (bottom of the window), and then click
on the Save button.

{2 Project Explorer - 253687: Colleague Security Class Re... - Internet Explorer - D x
® https://american teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectExplorer.aspx?PID=aqDlb1aA%4A a
General Create a Schedule for Filemon Palero (step 2 of 2)
University Strategic Goals
Risk Project: Colleague Security Class Redesign (Role Project Dates: Wed 4/1/15 - Mon 4/3/17

sks Based)
Expenses

Unscheduled -1918.05

Time Types Hours:

Role Forecasts

Description
Resources
Score Card
Stakeholders
Notify resources that they have been added
Plans
Components N
* One or more selected resource requires assignment approval
Workflows
Feed
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
Status Chart complete project date range when the interval is changed.
Baselines Resources can only be notified of being added if they do not requiire resource approval. If a resource requires resource approval, they can be notified of being
added by the resource pool approver during the approval pracess.
Schedule can be edited either in terms of hours or percent of capacity. Use % to allocate percent of resource’s capacity {e.g. 50 %)
®Months  OWeeks
Jul 2016 Aug 2016 Sep 2016 Oct 2016 Nov 2016 Dec 2016 Jan 2017 Feb 2017 Mar 201
Capacity 147.00 161.00 154,00 147.00 154,00 154.00 154,00 140,00 161.0
Available 39.10 156.00 154.00 147.00 154.00 154.00 154.00 140.00 161.0
Schedule
000 0.00 0.00 0.00 0.00 0.00 0.00 000 000 &

** Once the resource's manager approves your resource request you will see that resource's name
appear in the Resource tab of your project, with a Role of Project Manager. **
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FULFILLING YOUR OBLIGATIONS AS A PROJECT MANAGER

SETTING UP THE OPERATIONAL WORKSPACE

The Operational Workspace is used to set an individual’s schedule by specifying hours or percent of a resource's
capacity that will be allocated for production support. This will reduce a resource's capacity available for

projects by the number of hours or percent specified. It is essential for the Operational Workspace to be set up
prior to assigning resources or tasks to a project.

1. Go to the Workspaces Application.
2. Click on MANAGE WORKSPACES in the left navigation pane.

E Desktop ~ Workspaces ~ x  Projects My Work Portfolio Planning

© Refresh " Edit Workspaces Desktop 4 New Workspace

k:
Manage workspaces Manage Workspaces (10)

" - ” e Search
Apps Management - Operations 14-15 Search

Admin Analysis People Resource Management
+ New Issue  Q Search

Workspaces

Show (_)Both (&) Active () Inactive
Business Intelligence and Analytics (BI Workspace Name Active Created By
Customer Service and Support (CSS) - i’ . .

Apps Management - Operations 14-15 Yes Sharjil Hasan
Information Security - Operations 14-15

Business Intelligence and Analytics (BIA) - Operations 14-15

Yes Sharjil Hasan
3. Click the Workspace you would like to edit.
4. In the selected Workspace pop-up window click the MEMBERS tab.
e 0 0 Workspace Members - Project Management Office (... o
Project Management Office (PMO) - Operations 14-15 ictius
Workspace ID: 226492
Details General Members Workflows Time Accounts Ticket Types
Search Latest Scheduled Date
Resource Pool Q X Page Size | 30 v
) Next Users () Client Users (=) Both
Group By... v
Member Client Scheduled Title Resource Pool Company Added Status
Ann Parambil  No Project Manager Project Management Office  American University ~ Mon 8/25/14 1:07 PM Active
[[J Matteo Becchi  No IT Project Manager Project Management Office  American University ~ Mon 8/25/14 1:08 PM Active
& SharjilHasan* No Director, Project Management Office  Project Management Office  American University = Mon 8/25/14 12:55PM  Active

5. Select the individual whose schedule you want to edit by selecting the checkbox in front of the name.
6. Click the ACTIONS button and select SET SCHEDULE.
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Details General
Refresh
Add People
Remove People
Change Owner
Set Schedule

View Schedule

‘duled Title

Members

rs () Client Users (s) Both

7. Specify the time as Hours or as a Percent of Resource’s Capacity.

Set Schedule for Sharijil Hasan

Enter time as
(®)Hours
Percent of Resource’s Capacity

Resource(s)

Sep14 Oct14 Nov14 Dec14

Edit Schedule

Jan15 Feb15 Mar15 Apr15 May15

Jun15 Jul15  Aug1s

8. Click SAVE.

APPLYING A TEMPLATE TO THE PROJECT

During the conversion process to a project, you can specify a Project Template. It is important to note that you
can only apply a template at this time in the project process. Once the project has been created, you cannot go
back and apply a template. Templates allow you to include a started project plan, set of issue categories,
briefcase structure with documents and more. OIT has two sets of Project Templates: one for large projects,

and one for small/medium projects. To apply a template to a project:

1. Click PROJECT DETAILS in the navigation pane.
2. Click ACTIONS, and, then, select APPLY A PROJECT TEMPLATE.

+ New Q Search

Project Details
General
University Strategic Goals
Risks
Expenses

Time Types

MyWork  Briefcase  Workspaces

T T BT T

Deactivate

Apply a Project Template
Add Baseline

Close

Acct/Dept
OIT - IT Customer Service

Training Project

3. Click the SEARCH button. Select the OIT Project Template. You can also deselect any parts of the Project

Template that you do not wish to use, for example the Plans.
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Project Template *

CIT Project Template Q X

Select the parts of the Project Template to apply
[ pians

M Contacts

Briefcase

[W1ssues

[V Links

DRAFT PROJECT CHARTER, UPLOAD TO TD BRIEFCASE

1. Where can you find blank versions of the Project Charter?
Option 1: Sharepoint Site, Project Charter Template — Large Projects
https://myau.american.edu/dept/OIT/PMO/Templates/default.aspx

SharePoint

Newsfeed OneDrive  Sites
BROWSE | FILES  LIBRARY ) SHe

lj‘ myAU OIT Project Office

PORTAL

Tim Richards - PM materials - Project Charters o

Search this site

Click the MSWord
Project Sites ® new document or drag files here document link and
Project -?ﬁce All Documents  Templates == Find a file el save the document
SharePoint Migration to your desktop.

Libraries v D Name Modified Modified By Document Type
Site Pages Count=2
Shared Documents High Risk Service Asset Network Segmentation Project s September 5, 2013 Tim Richards
Project Deliverables @5 PPM Project Charter - Version 1.1 (Final) s September 5, 2013 Sharjil Hasan Knowledge Base
Lessons Leamed A% PPM BP Map for current Project Review Process - 6-27 ... September 5, 2013 [ Tim Richards

Closed Projects 2013 §&  Project Charter Template - Light - September 5,2013 ) Tim Richards

Project D ent: - - -
oject Documents = - . September5,2013 [ Tim Richards Knowledge Base

Option 2: In the briefcase of newly formed project. This is your best option.
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American University

m Desktop Projects / Workspaces ~ x My Work

& Refresh

Desktop

Manage Projects/Warkspaces
Reports

Projects/Workspaces

Search

0 Multi-factor Authentication (MFA} In...

Manage
Team
Feed

Announcements

# Edit Projects/Workspaces Desktop

x

+ New
search briefcase Q

(5 My Checked Out Files

5 My Files

) Recent Files

Folders
[ Notes
[Z2 Project Documents

4 [ Project Templates

Q, Search

Adv. Search

I || Large Projects

=2 Small_Medium Projects

| Briefcase

Calendar

Contacts

Issues

Links

Plans

+ New

ke

ke

£ Refresh

& Security

@ AU_Implementation_Plan_Template xisx /

& Download Folder

.

@ Al_Project_Charter_Template.docx

b=

[

&) AU_Project Lessons_Learned_Template.ppt
) AU_Requirements_Templateads
@ All_Testing_PLan_Templatexls

E5f] AU_UAT Sign Off.doc

=== Folder Actions

Size

26 KB

54 KB

234 KB

46 KB

56 KB

42KB

Created By
Sharjil Hasan
Sharjil Hasan
Sharjil Hasan
Sharjil Hasan
Sharjil Hasan

Sharjil Hasan

=0 ¢ Chat

Modified By
Sharjil Hasan
Sharjil Hasan
Sharjil Hasan
Sharjil Hasan
Sharjil Hasan

Sharjil Hasan

To add files, drag and drop them anywhere on the screen.

American University

m Desktop  Projects / Workspaces ~ = ny work

& Refresh

Desktop

Manage Projects/Workspaces
Reports

Projects/Workspaces

Search »

O Multi-factor Authentication (MFA) Im...

Manage

Team

Feed
Announcements
Briefcase
Calendar
Contacts

Issues

Links

Plans

# Edit Projects/Workspaces Desktop

+ New

riefcase Q

5] My Checked Out Files

5] My Files

5 Recent Files Click the download
button to retrieve

Folders document
[Z5 Notes
|2 Project Documents
4 [ Project Templates
[ Large Projects

(= Small_Medium Projects

Q Search

Adv. Search

A4

+ New

& Security £3 Refresh
L Name
.‘. @ AU_Implementation_Plan_Template xlsx
A
.‘. AU_Project_Lessons_Learned_Template.ppt
.". @ AU_Requirements_Templatexds
.". @ AU_Testing PLan_Template.xls
& ] AU_UAT Sign_Off.doc

* Download Folder

=== Folder Actions.

Size

26 KB

234KB

46 KB

56 KB

42 KB

Created By

Sharjil Hasan

Sharjil Hasan

Sharjil Hasan
Sharjil Hasan
Sharjil Hasan

Sharjil Hasan

=0 ¢ Chat

Modified By

Sharjil Hasan

Sharjil Hasan
Sharjil Hasan
Sharjil Hasan

Sharjil Hasan

To add files, drag and drop them anywhere on the screen.

Open or Save a blank version of
document to your desktop

/\

O Network Segmentation Phas|

Test for End to End Training

Do you want to open or save AU_Project_Charter_Template.docx (53.0 KB) from american.teamdynamix.com?

| Open H Save "H Cancel x
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Project Charter Table of Contents
The Table of Contents lists all the
templatized sections that are
required for each charter.

Table of Contents

O I L P 3
Z:  FDLES AND RESPOMSIBILITIES ovioosccerteseseoresesoesttesbeee b bosb bbb bh e b EbF bbb E bR R R R R EE B EFEEEE R EEER R EEE R R B a
3. MILESTOMES AND DELIVERABLES ..cooicoorooioossoontorsesttesb o bt bbb S bbb S EEEEE bR EE B FFEE bR EEE R EEE R EES 3
4. PROJECT CHARTER ACCEPTAMCE ..o s s s s e pesss s s s s e s s 3
5. DOCUMENT MANAGEMENT ... s e s s s s s s s s s s s s s s s 3
5.1.  WVERSION CONTROL.......crrcri s s s s s e s s s s s s s s b s s e 3
u2s  DISTRIBUTIOM ot siis s rsrs s s b s b b 0 D L B B L L LR P LR R R 3
5.3. DOCUMENT MAME AND LOCATION... ... s s e s s s s s s 3
B BB TV E S I A R Y ittt b b b b b b b L A L L A AL LA b 3
6.1. PROJECT GOALS AND OBIECTIVES ..o v s s e s bbb s s s s i s s 3
6.2, PROJECT RATIOMELE ... s e e et e o s s et ee s e e s e ens 3
6.3. IMIPACT STATEMIENT ... e s s e et e o s e s s s s s st ee s e e s e e ees 3
. [ SO 3
L T o L 0 0 L S 3
L T T L 3
L Ly L . 3
6.8. PROJECT CRITICAL SUCCESS CRITERIA ..o s s ssss e s s s s i s s 3
6.9. BUDGET AND RESOIRCES ..o e iosiss s b b bbb s b 6 b S R b LR b R 3
7. DOCUMENTATION RETENTION JOPTIONAL] ...ooooviiiiiite it s et st st sas s s bt s s bbb e bt a

Each section of the blank charter template will have an explanation of its required contents

1. Introduction

The Project Charter defines the scope, objectives, and overall approach for the work to be completed. It
i a critical element for initiating, planning, executing, controlling, and assessing the project. It should be
the single point of reference on the project for project goals and objectives, scope, organization,
estimates, work plan, and budget. In addition, it serves as a contract between the Project Team and the
Project Sponsors, stating what will be delivered according to the budget, time constraints, risks,
resources, and standards agreed upon for the project. Changes to scope will affect constraints such as
time, cost, etc.
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6.1. Project Goals and Objectives

Project Goals and Objectives identify the most significant reasons for performing a project. Goals
should describe improvements this project is expected to accomplish along with who will benefit
from these improvements. This section should explain what various benefactors will be able to
accomplish due to the project.

Check box or Link to university’s strategic goals and objectives
Pilot Projects....

6.2. Project Rationale

Describe the reasons for undertaking this project.

* |sthe project linked to the university's overall strategic plan and/or open audit issue?

* How will this request have an impact on students? How will it improve services to students,
student retention, etc.?
How will this request have an impact on staff productivity or innovation?

* How will this project result in improvements to the working environment, workflow
improvement, etc.?

*  What is the volume of data affected?

4. Once you have completed the Project Charter, you will need to upload the file to the Project Briefcase.

Select the file folder in the Briefcase that the
document is to be uploaded to and click “New”.

aces ¥ ® My Work

Desktop + MNew Q, Search

search b Q Adv. Search + MNew Fa Security S Refresh * Download Folder === Folder Actions
(5 My Checked Out Files C Y Size Created By
(5 My Files 1 device.pdf 827 KB

. - L File From Computer
ecent Files
b & DUQ Bulk Upload Template.csv 0 KB

= Al
2 New File - Internet Explorer E@g

| https://american teamdynamix.com, TDNext/Apps/Projects/Briefcase/FileNew.aspx?fid=d43e780d-11 @ ‘

In the pop up window, select

Add File(s) the file(s) or folder to be
uploaded from your desktop.

Select Files *

Browse.. | No file chosen

A maximum of 200 MB of content can be uploaded at one time.

B Motification

Comments @
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-
= New File - Internet Explorer Elﬁu
| https://american.teamdynamix.com,TDNext/Apps/Projects/Briefcase/FileNew.aspxid=d43e780d-11 E|

A
Add File(s)
Select Files * @
fl
Browse... I TD End to End Project Lifecycle Training - Overview.xlsx l
|
A maximum of 200 MB of content can be uploaded at one time.
l| Description 12}
i
A description of the file or folders contents can be |
placed in this area. I
Il
Il
Notification
Il
vi
Comments @
T e e i)
You can choose to notify team
members that a document was
uploaded.

Notification

[] [Select all]
[] Anthony
[] Homer

[] Nahlah

[] Sharjil
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5. Upload the file to the Project Briefcase

( & Mew File - Intemnet Explorer SHACE X 1
‘E https --emeri-:an.teamdynamix.(om-TDI-lExt-—|:\:_=-F'rc:_ie-:t:--El'ief-:e:e-FiIEHE.'.-.3_'-|:x7fi:|=:I4357.':'.":|—11 &
- . Once a file is uploaded,
Click Upload to publish file(s) ~ -

. TeamDynamix clients can

or folder to the briefcase . ]
Add FI|€(S) view, download and edit

the file.

Select Files * @

Browse... TD End to End Project Lifecycle Training - Overview.xlsx

A maximum of 200 MB of content can be uploaded at one time.

Description e

Motification

Comments @

HOLD THE PROJECT KICK-OFF MEETING

Basics of the kick-off meeting
Who

What

How

When

How

vV bV

Once you have held your kick-off meeting please be sure to upload your kick-off documentation into the TD
Project Briefcase.

ADDING A RESOURCE TO THE PROJECT

A Project does not have a status in TeamDynamix unless at least one resource has been assigned to it. To add a
resource 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 assignment. 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. If there is a resource conflict
the Project Manager will need to assign an alternate resource or consider a time shift for the project.

1. Click MANAGE PROJECTS / WORKSPACES
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2. Click the PROJECT NAME.
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American University

m Desktop  Projects / Workspaces ~ * Wiy Work

Z Refresh & Edit Projects/Workspaces Desktop + New Q search
A AR —
Manage Projects/Workspaces .
— Manage Projects/Workspaces (2)
Projects/Workspaces Search ® Active O Inactive O Both O Projects O Workspaces ® Both
Search x
D Name PCTComp Status  Health  StatusDate Type Acct/Dept
O Multi-factor Authentication (MFA) Im...
) Network Segmentation Phase 2 255904  Multi-factor Authentication 60% InProcess (] Green  Tue4/5/16 Portfolio - Office of OT - Enterprise
(MFA) Implementation 1022 AM Information Technology ~ Systems
3. Click the project name to open the Project Details window.

American University

m Desktop  Projects / Workspaces -~ x My Work

Z Refresh # Edit Projects/Workspaces Desktop + New Q Search
Deskiop

Manage Projects/Workspaces

Reports
Projects/Workspaces Search
Search *
0] Name

O Multi-factor Authentication (MFA) Im...

2558 Multi-factor Authentication
——% (MFA) Implementation

O Network Segmentation Phase 2

Manage Projects/Workspaces (2)

® Active O Inactive O Both

PCT Comp  Status Health Status Date
60% InProcess (] Green Tue4/5/16
10:22 AM

4. Click the arrow next to the project name to view the sub-headings

Desktop

Manage Projects/Workspaces

Reports

Projects/Workspaces

5. In the sub-headin

Desktop

Manage Projects/Workspaces
Reports

Projects/Workspaces

x

Search

[ Multi-factor Authentication (MFA) Im

Project Details

General

University Strategic Goals
Risks

Expenses

w  Time Types

O Projects O Workspaces ® Both

Type Acct/Dept
Portfolio - Office of OIT - Enterprise
Information Technology | Systems

0 P Role Forecasts

Team e Resources
Feed

Score Card
Announcements

Stakeholders
Briefcase
Calendar Plans
Contacts Components
Issues Workflows
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6. Click Action then ADD RESOURCE.

-
(2 Project Explorer - 255004: Multi-factor Authentication... - Internet Explorer - ‘ .
htty american.teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectExplorer.aspx?PID= kitBTsmulDQ_
Project Details ;m HEl=l]
General All Resource Requests
Remove Resources
University Strategic Goals
Change Manager imary Role ~ Requested Role  Pool Status  Approver BillRate  Feb 16
Risks .
. Shift Schedules
Req Sch
Expenses
Time Types O Project Project Manager ~ Project Current $0.00
Manager Management
Role Forecasts Oifcs
Resources O InfoSec InfoSec Information | Current $0.00
Engineer Engineer Security
Score Card
System System Engineer  Systems Current $0.00 0.08
O y: ys g v
Stakeholders Engineer {SES) Engineering
(SES) Services
Plans
O Project Project Manager ~ Project Current $0.00
Compenents Manager Management
Offi
Workflows -
Feed 0.08
Status Chart
Baselines
<
Budgeted Scheduled
Currency $000 $0.00
Hours 0.00 20429

Resource Report

Mar 16

Req Sch

4,00

10.00

14.00

>
Remaining
§0.00

-204.29

7. Click SEARCH to view all available resources or FILTER resources by name, primary role, resource pool

and employee status.

-
(2 Project Explorer - 255904: Multi-factor Authentication... - Intemet Explorer - ‘-— [E=E
https.//american.teamdynamix.com/TDNext/Apps/Projects/TesmManagement/ProjectExplorer.aspx?PID=kitBTsmulDO._ ]
Project Details % [ 20 I =
[l
General
Add Resources (step 10f2)
University Strategic Goals
Risks Name | ® Employees O Non Employees O Both
Expenses
. Pri. Role Start typing... Q| x Resource Start typing... Q =
|| Time Types
Pool
fl
Role Forecasts H
[include users whose capacity is not managed
Resources
Score Card When resources are added to the project, their bill rates will also be copied over. These project-level bill rates will not be
automatically updated by any future changes to resource bill rates.
| Stakeholders
|| Plans
| Components
Ll
Workflows
Ll
Feed |
Status Chart
Baselines H
L

44



You can “Filter” to find a resource by name, primary role, resource pool or employee status.

(2 Project Explorer - 255904: Multi-factor Authentication... - Internet Explarer
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TeamDynamix Project Manager Guide

)

&

Project Details

General

: University Strategic Goals

Risks
Expenses
Time Types
Role Forecasts
Resources
Score Card
Stakeholders
Plans
Compenents
Workflows
Feed

Status Chart

Baselines

Add Resources (step 1 of 2)

tyler I ® Employees O Non Employees OBDthl

Pri. Role Start typing... Q =

Oinclude users whose capacity is not managed

Start typing... Q @ x

When resources are added to the project, their bill rates will also be copied over. These project-level bill rates will not be

automatically updated by any future changes to resource bill rates.

L=

D

Search

Role
B Developer

Business System Analyst

Desktop Support Analyst

IDM Administrator

InfaSec Engineer

TTS Developer

Network Architect

Network Engineer

T@&g

merican teameynamix.com/TONext/Apps/0/Shared/FRoleL ookupMulti aspx?AC=ach taluFunctionalRoleSelected= E\
27 Role(s) ~

Created Members

Wed 3/19/14 3:42 PM 8

Wed 3/19/14 3:40 PM 5

Cemmunication / Documentation Wed 3/19/14 3:41 PM 1

Wed 3/19/14 3:40 PM 0

Wed 3/19/14 3:40 PM 2

Wed 3/19/14 3:44 PM 2

Wed 3/19/14 3:42 PM 5

Wed 7/9/14 9:24 AM 1

Wed 3/19/14 3:42 PM 1

Wed 3/19/14 3:43 PM 12

Wed 3/19/14 345 PM 2

O
O
O
O
O
[0  Help Desk Analyst
O
O
O
O
O
O

Notes Developer

ﬂ OIT Traner

[  Oracle DBA

[ | Participant

Wed 3/19/14 3:41 PM

Wed 10/30/13 3:08 PM

295
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9. Click “NEXT” and you will notice that your resource has been populated after the search. You will notice
the resource's availability for the time frame of the project.

-
(2 Project Explorer - 255904: Multi-factor Authentication.. - Internet Explorer ) b (oo e

https://american.teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectExplorer.aspx?PID=kitB7smulDQ_

General

Risks
Expenses

Time Types

Resources
Score Card
Stakeholders
Plans
Components
Workflows
Feed

Status Chart

Baselines

Project Details

University Strategic Goals

Role Forecasts

Add Resources (step 10 2)

MName barron ® Employees O Non Employees O Both
Pri. Role OIT Trainer x Q x Resource Start typing... Q ®
Pool

include users whase capacity is not managed

When resources are added to the project, their bill rates will also be copied over. These project-level bill rates will not be
automatically updated by any future changes to resource bill rates.

Resource Pri Func Role Resource Pool Reports To Apr 16 May 16 Jun 16 Total
e 0 S3%

* resource assignment requires approval

10. Select a resource by clicking the resource's name and then create a schedule for the resource. Check the

box to “Notify resource that they have been added” and then click “Save” to add the resource.

46



TeamDynamix Project Manager Guide

@ Project Explorer - 255904: Multi-factor Authentication... - Internet Explorer
o,

https://american teamdynamix.com/TDMNext/Apps/Projects/TeamManagement/ProjectExplorer.aspx?PID = kitB7smulDQ_ ﬂ|

Project Details
General
University Strategic Goals
Risks
Expenses
Time Types
Role Forecasts
Resources
Score Card
Stakeholders
Plans
Components
Workflows
Feed

Status Chart

Baselines

-

Create a Schedule for Suzanne Barron (step 2 of 2)

Project: Multi-factor Authentication (MFA)
Implementation

Project Dates: Mon 2/15/16 - Fri 6/17/16

Unscheduled -204.29

Hours:

Description

Notify resources that they have been added

™ One or more selected resource requires assignment approval.

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.

Resources can only be notified of being added if they do not require resource approval. If a resource requires resource approval, they
can be natified of being added by the resource pool approver during the approval process.

Schedule can be edited either in terms of hours or percent of capacity. Use % to allocate percent of resource’s capacity (e.g. 50 %).

®Months O Weeks

Anr 2016 Alase 2016 Lun 2016 Tatal

@ Project Explorer - 255904: Multi-factor Authentication... - Internet Explorer

. =l

iy
https://american teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectExplorer.aspx?PID=kitB7smulDQ_ E\

Project Details /
|

General

i University Strategic Goals

Risks
Expenses
Time Types
Role Forecasts
Resources
Score Card
Stakeholders
Plans
Components
Workflows
Feed

Status Chart

Baselines

=3 =8 3 A

Description

Notify resources that they have been added l

* One or more selected resource requires assignment approval.

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.

Resources can only be notified of being added if they do nat require resource approval. If a resource requires resource approval, they
«can be notified of being added by the resource pool approver during the approval process.

Schedule can be edited either in terms of hours or percent of capacity. Use % to allocate percent of resource's capacity (e.g. 50 %),

®Months O Weeks

Apr 2016 May 2016 Jun 2016 Total

Capacity 147.00 15400 15400 45500

Available 147.00 154,00 154,00 455,00

Schedul 0.00
creuE 0.00 0.00 0.00

Remaining 147.00 154.00 154.00 455.00

11. In addition to adding resources, occasionally resources may need to be pulled off a project. To remove a
resource from a project:

* Select the REMOVE RESOURCE button.
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* Select the resource to remove and also select a resource to delegate project resource to. When a
resource is removed, any tasks that resource owns in a project plan will be reassigned to the
Delegate To resource.

* 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. It is important to
note that project tasks will not be deleted and will always be delegated to the new resource.

Remove Person

Delegate To
Jacqueline Palumbo v
Action

Remove person and delete all associated materials

®' Remove person and delegate associated materials to another person

This operation may take a few moments.

[ Remove
ADDING NON-OIT STAFF TO A PROJECT

Clients (non-OIT member AU Staff) will need to have a Client account created before they can be added to a
project in TeamDynamix. You will need to obtain the person’s name, email address, phone number and the
project role and submit the request to the OIT Help Desk so that access may be granted to the project
application. Once their account is created, add them to the project. Client users will need to follow the steps
below to access TeamDynamix:

Go to https://american.teamdynamix.com
Click SIGN IN.
Click CLIENT PORTAL.

P w N

Log into TeamDynamix using your AU credentials.

ADDING A CONTRACTOR AND/OR VENDOR TO A PROJECT

A contractor and/or vendor will need to have a Client account created before they can be added to a project in
TeamDynamix. You will need to obtain the person’s name, email address, phone number and the project role
and submit the request to the OIT Help Desk so that access may be granted to the project application. Once
their account is created, add them to the project, then have them follow the steps above.
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DEFINE PROJECT REQUIREMENTS, POST TO TD BRIEFCASE

As one of the first steps in project planning phase, project requirements must be defined and added to TD

project documents.

Project requirements document is required for all size of project from small to large, as one of the main project

deliverables.

A template can be found and downloaded from project briefcase.

American University & File Detail - AU_Requirements_Template.xls - Internet Explorer = &@]=]
(IR rttps:/americen teamdynernixcom/ TONext/Apps/Projects/Bricfcose/FileDet aspTID=2310178 @]
m Desktop  Projects/Workspaces ~ *  MyWork  Briefcase  Time & Expenses  File Cabinet
CRefresh o Edit Projects pacesDesktop  #New  Q Search I@ AU_Requirements_Template.xls
Adv. Search New Security
x|~ a + & y General Security Read By Revisions Attributes
Colleague SQL Server Migration P.. &
. ] My Checked Qut Files &% Name
IDM Phase 2
- ) My Files ) AU Implementation Plan. T esx
v & AU Implementation_Plan_Templatexis AU_Requirements_Templatexis
Manage ) Recent Files .
] AU_Project Charter Template.doc
e & ) AU_Project Charter Template.dos cire
Feed Folders & AU Project Lessons Learned Template ppt 46 KB
Announcements Box Documentation 3
& T AUReg ts Templateads Status
Project Files
Briefease & AU Testing_PLan Templateas Available
Cotendar 4 [ Project Templates
Contcs 4 & Documentation & @) AU_UAT Sign_Offdoc Flagged
This item is not flagged.
Feses Paola Documentation Toa
Linke project Deliverable Revision
o Large Projects 1
ans
O Retire Novell File Servers Small Medium Projects Workflow
Manage Not assigned to Workflow Assign To Workflow
Team Created
Feed Thu 3/19/15 11:36 AM By Michael Grinne
Last Modified
Announcements
> Thu 3/19/15 11:36 AM By Michael Grinne v

Accordingly, after gathering the project requirements with the project team, it can be uploaded to briefcase as

part of the project deliverables documents, by clicking on NEW button and choosing “file from my computer”

and upload the completed requirements document.

American University

m Desktop  Projects / Workspaces = % My Work

Z Refresh

# Edit Projects/Workspaces Desktop + New Q sea

Briefcase

rch

Time & Expenses  File Cabj

2 New File - Internet Explorer

=[BRS |seinvand

@ https://american.teamdynamix.com/TDNext/Apps/Projects/Briefcase/ FileNew.aspifi

Briefcase A~ Q Adv. Search & Security Add Fl |e(S) 1file
Calendar

) My Checked Out Files & MNome Select Files * @ o~
Contacts.

1 My Files & @ nowiie] | Browse.. I
Issues

) Recent Files
tirke A maximum of 200 MB of content can be uploaded at one time.
Plans Folders

O Retire Novell File Servers

Manage Praject Files

Team 4[] Project Templates

Feed 4[5 Documentation Comments ©
Anncuncements Paola Documentation

Briefcase project Deliverable

Calendar Large Projects

Contacts Small_Medium Projects

Issues

Links

Box Documentation

Notification
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ADDING A PROJECT PLAN, MANAGING TASKS, TIMELINES AND DEPENDENCIES

Develop Project Plan in TD, tasks, resources, timelines and dependencies

Once a project request has been approved by the Portfolio Owner you will find it under PROJECTS on the
TeamDynamix Desktop. A sample plan will be applied to the Project, unless you deselected this option. You can
choose to update the sample plan, delete the plan and start over by creating a new plan, or import a Microsoft
Project XML file to use as the project plan.

The process of converting a project request to a project includes updating the project plan, looking for the
availability of resources, determining project dates, and assigning resources to the project.

1. Click on the Project name to open the Project Details window from the Desktop. You will see the default
settings that created by the Portfolio Owner.

@ Project Explorer - 229318: SharePoint 2013 Training Pr... - Internet Explorer = [®@][=]

| htps://american teamdynamix.com/TDNex

[ e | A
SharePoint 2013 Training Project

Project ID: 229318

pps/Projects/TeamManagement/ProjectExplorer.aspx?PID=066DfbdYkio_ a8

Project Details
General
= No Status

University Strategic Goals

Risks

General
Expenses
Ti T Acct/Dept
Ll e OIT - IT Customer Service Manager(s)
Resources I .
S Jacqueline Palumbo
Score Card Project Request for Office of Information Technology (OIT) / Project Request for

jpalum@american.edu

Office of Information Technology (OIT)
Stakeholders

Type
Plans General / Portfolio - Office of Information Technology
Components Portfolio(s) Sponsor
Workflows = 14-15 Office of Information Technology (Sharjil Hasan)

Jacqueline Palumbo

Feed

Description o -
Status Chart Create documentation, training courses, video guides, and endures reference for

SharePoint 2013
Baselines

Priority
Should Do

Status

= No Status [No Status]

0% complete, updated on Tue 10/14/14 4:42 PM by Sharjil Hasan

Converted Project Request with status of Requested to Project with status of No
Status.

2. You can also access this information by taking the following steps:

a. Click on the PROJECTS tab.
b. Click on Manage
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American University

E Desktop  Projects ~ % My Work Briefcase
< Refresh ¢ Edit Projects Desktop ¥ New Q Search

Desktop Project Details

Manage Projects General

Reports University Strategic Goals Project ID: 229318
Projects Ri
isks
_ ) . General
== Business Intelligence and Analytics Trai...
Expenses
== CommonSpot v.9 Upgrade Training Pr... Acct/Dept
== OIT Tech Expo 2015 Time Types OIT - IT Customer Service M anager(s)
= OIT Training You TubgfChannel Resolitces Service e
== Private Team €@ Score Card Project Request for Office of Information Technology (OIT) / Project Request for jpalum@
Office of Information Technology (OIT)
0O Select an IT Se Management Solut..  Stakeholders
== SharePoint 28 Training Project Type
Plans General / Portfolio - Office of Information Technology
Manage
- Components Portfolio(s) Sponsor
eam
Warkflow: = 14-15 Office of Information Technology (Sharjil Hasan)

Workspaces

T T T T

SharePoint 2013 Training Project

64°F [CA] O CH
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3. Click PLANS, then click theSAMPLE PLAN.

General Plans (1)

University Strategic Goals

Risks Title Tasks® Starts Ends Created By Created Published EstHrs Act. Hrs
Expenses Sample Project Plan - Name & 64 Wed Thu Sharjil Tue 10/14/14 4:42
Project ID 10/15/14 10/16/14 Hasan PM
Time Types o o
Resources
SeoraiCard Task count does not include parent tasks.
Stakeholders
Plans

4. Click CHECK OUTto edit the plan.

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

‘ U) Refresh & Export ~ '+ Expand ~ % Cut Find: ‘ INext| |Prev|
i1 18 | Check Out ¥ Options = Collapse ~ | 133 copy —_——————— ——
Save & Print - | paete [ Include hidden tasks in results
a4
Manage View Clipboard Search
— Plans (1) 7
lember October ember December January February March April May June July August I:I Q
i +
e |
|
WBS Icons Title Start Date End Date Durati Priority Est Hrs Act Hrs
o Sample Project Plan - Name & Project ID (P Wed 10/15/2014 Thu 10/16/2014 2days [l None 0.00 0.00|
1 1 =] i Project Initiation Wed 10/15/2014 Thu 10/16/2014 2days [l None 0.00 0.0C

5. Click directly in a field to edit the sample text.

WBS Icons Title Start Date End Date Durati Priority
00 Sharepoint 2013 Training Project (Plan Sum Mon 10/13/2014 Mon 7/27/2015 192 days [l None
1 1, (] 4 Project Definition Mon 10/13/2014 Mon 11/10/201: 21days [l None
2|11 v | ‘ Mon 10/13/2014 Mon 10/13/201:  1day [l None
4 12 I Develop Project Charter Wed 11/5/2014 Mon 11/10/201: 4 days [l None
§ 2 Project Planning and Analysis Tue 11/11/2014 Tue 1/20/2015  39days [l None

6. Click onEXPANDon theRibbonto view all project details.

Gantt Nataile Faad Calendar Prionty Resources Custom View

| QRefresh 3 Export + | 4 Expand - | Fin: | Next rev
y o Check Out £¥ Opt = Collapse ~ 3 ¢
“ b Check & Options 3 COPY [ Include hidden tasks in results
= Print A Past
Manage View Clipboard Search

7. You can also click directly in the plan to view the project details.
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Plans List Gantt Details Feed Calendar Priority Resources Custom View Backups Tickets Burndown
ﬂ ) Refresh @ Print ~ # Expand ~ | ¥ Cut + Insert 4F MoveUp 4 Milestone = = % - Find: ‘ ”HNex
Save v Save & Checkin % Export ™ = Collapse - 53 Copy = X Delete 4 Move Down M Baseline~ i} Assian ’ ——
B e e A i inr
@9 Undo Checkout £ Options ) Paste | £F Outdent = Indent = Story ¥ +Hl Start Sooner [ Include hidden tasks in resuits
Manage View Clipboard Tasks List Search
2015
{ember October November December January February March April May June July August

SharePoint 2013 Training Project

WBS Icons Title Start Date End Date Durati Priority Est Hrs Act Hrs

o Sharepoint Training Project (Plan Summary Wed 10/15/2014 Thu 10/16/2014 2days [l None 0.00 0.0¢

1 1 (m] 4 Project Initiation Wed 10/15/2014 Thu 10/16/2014 2days [l None 0.00 0.0¢

_ 2 1.1 o I Initiate Project Request Wed 10/15/2014 Thu 10/16/2014 2days [l None 0.00 0.0C
5 1.2 (u] i Assemble Project Team Wed 10/15/2014 Thu 10/16/2014 2days [l None 0.00 0.0¢
E: 13 (m] I Develop Project Charter Wed 10/15/2014 Thu 10/16/2014 2days [l None 0.00 0.0¢
© 1.4 (u] I Project Kickoff Wed 10/15/2014 Thu 10/16/2014 2days [l None 0.00 0.0¢
z 2 (u] 4 Project Planning and Analysis Wed 10/15/2014 Thu 10/16/2014 2days [l None 0.00 0.0C
13 2.1 o ) Wed 10/15/2014 Thu 10/16/2014 2days [l None 0.00 0.0C

8. Use the Insert, Delete, and Move Up and Move Down buttons to customize the project plan, or
rightclick for a full menu of options.

Sharepoint 2013 Training Project @ Task Details...
WBS Icons Title Update... End Date Durati Priority
o0 Sharepoint 2013 Traini Comment... 2 Mon 7/27/2015 192 day: [l None
1 1 u] 4 Project Definitigy = CUtTEX 4 Mon 11/10/201: 21days [l None
2| 11 & Copy.Text 4 Mon 10/13/201:  1day [Hl None
s | AR | o Paste 4 Mon 10/13/201.  1day [l None
s 1.2 IEAL Tk Mon 11/10/201: 4 days [l None
Add New Child Task
5 124 * Finalize P1 Mon 11/10/201: 4 days [l None
s 5 X Delete Task
s 2 4 Project Plannin Tue 1/20/2015  39days [l None
1 4 Moveup
7 2.1 I Develop Proj Sun 11/23/2014 9days [l None
& Move Down
10 2.2 4 Develop Trai Tue 1/20/2015  30days [l None
Outdent
i 221 Determin Fri 11/28/2014 2 days None
: Indent H1/28/ v W
- 2.2.2 Prepare T Sun 1/4/2015 17 days [ None
Add External Predecessor...
5 223 Develop & i Tue 1/20/2015  11days [l None
ase
“ 3 o I Project Executio| Unbiaseline Sun 11/30/2014 29days [l None
a7 4 (m] 4 Project Closing Milstone .| ™on 7/27/2015 189 day: [l None
& :
41 o Split into resource subtasks Fi- 80/ 17] 3008 : days . =
a 4.2 (o] Make this Start Sooner Fri 10/17/2014 2days [l None

9. Once you are done editing the Project Plan, click SAVE & CHECK IN.

10. The Project Tasks will display. The Project Task Icons display the status of the task:
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+ Task is 100% complete.

() Task is started,

© Taskis overdue.

& Taskis a milestone,
Task is delayed because it has a predecessor that is overdue,
Task has an attachment.

¢ Task has an issue associated with it.

11. You can click the GANTT tab on the Ribbon to view the plan in Gantt chart format.

IMPORTING A PROJECT PLAN

You can easily import a project plan from an existing Project Template, TeamDynamix file, or a Microsoft Project
XML file. Follow the steps below to import a project plan. See screen shots below.
1. For your project, click on Plans from the left navigation menu.
2. Click NEW in the menu tab.
3. Inthe New Plan window, under the “Do you want to create this plan from anything?” section,
select one of the following:
o Use a plan from an existing Project Template
e TeamDynamix .TDPlan File
e  Microsoft Project XML

0@ <« EN| american.teamdynamix.com
American University

E Desktop My Work Projects / Workspaces ~ x

i Refresh # Edit Projects/Workspaces De

Projects/Workspaces m

x
(0 Apps Management - Operations... P | ans (1 )

_| AVST Unified Messaging Implem...

+ New Q, Search

D Title Type Starts Ends Created By
Manage

Team 1835203 | AVST Voicemail Deployment Project = Waterfall  Wed Wed Sharj

Plan - 9215 83116 Hasan
Feed
Announcements
Briefcase
Calendar Task count does not include parent tasks.
Contacts

Issues

e

Plans
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american.teamdynamix.com

Description

Type * @
M Card Wall @ = Waterfall

Do you want to create this plan from anything?
) Use a plan from an existing Project Template
TeamDynamix .TDPlan File
Microsoft Project XML

© No (Create an empty plan)

Do you want to check this plan out now?
O Yes () No

EXPORTING A PROJECT PLAN

You can export a project plan by clicking EXPORT on the List tab and selecting one of the options.

Gantt Details Feed Calendar Priority Resources Custom View Backups Tickets Burndown
U2 Refresh [ EXPOREE] + Expand - | cut Find: Next | |Prev
S | Check Out Export snapshot as .tdplan opy ) )
S @ Print ~ g [ Include hidden tasks in results
& Export to Excel aste
MBnSes| = export to Project XML Oa:?é _Search
[tember October November December January February March April May June
SharePoint 2013 Training Project
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USING WINDOWS PLAN MANAGER (VS. WEB PLAN MANAGER)

You can Install the Windows Plan Manager from the Downloads App within TD:

I TeamDynamix Version 9 x

« c o0

@ hty

[ Search

it Apps [ Facebook (3) (@ MSOD Cohort 67 -

American University

()

Desktop

People

My Work

ahel

Analysis

4

Document
Workflows

@*

Portfolio Planning

Resource Management

american.teamdynamix.com

I MSOD Cohort 67 GL

Projects / Workspaces

-

Assets/Cls

¥

L~
Downloads

-

Project Templates

@ DC Scribe Tribe - Cc

Analysis

BN
Briefcase

File Cabinet

Projects /
Workspaces

Portfolio Planning ~ CRM

™

Calendar

S

Finance

)

Questions

News  People

U

Client Portal

v

Knowledge Base

i

Resource
Management

Downloads » *

QK

© MyBootcamp Online [ iDoneThis!t! B IT Project Services -

File Cabinet

Q

Community

My Work

O]

Services

iMatteo} a

PDBA9 o

» Other bookmarks

& Matteo Becchi

&

Contacts

N

News

®

Tickets

O ?

Time & Expenses Help

Once installed, be sure to update the TDNext URL with the proper AU path:

& TeamDynamix Version 9 x '\ [fi] Search X Mele
& T TeamDynamix Windows Plan Manager - New Plan - o X P 49 0
List Gantt  Calendar  Priority  Re » Other bookmarks
& 0 O Chat & Matteo Becchi

‘ile Cabinet

An : —_—
E o Get
o | Team

Welcome to Windows Plan Manager

New Plal

Since this is your first time running this application, please verify that the
connection settings listed below are correct. These values can be chang
from the options screen.

] & oNextun

mDyna| https://american.teamdynamix.com/TDNext/

(® sign Out
! Give Feedback Q Open a .tdplan file from your computer
M i You can save the changes to your computer
| or to TeamDynamix
1<
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Alternatively, you can view and manage your project plan using the Web Plan Manager:

Enhanced Web Plan Manager in TD v. 9.4

Version 9.4 TD PPM removes the dependence on Silverlight for managing project plans. This
version phases out Silverlight and launches a new version of Web Plan Manager, written using
HTML5 and JavaScript. Project users now have Card Wall, Web Plan Manager, and Windows
Plan Manager in their toolbox for managing projects. The new Web Plan Manager can be used
from any browser on a Mac or PC and runs up to 40% faster than the Silverlight Plan Manager.

Standard Project Testing / Scr... % GetaLink m | Search Q

@ Colapse Al ~ | = Gantt |~ R Feed |~
~
WBS Status Title Oct 11 2015 Oct 18 2015 -
T w T F ) 5 M T w T F 5 5 M

0 screenshots . |

27 841 V4 Provide default feedback filters on initial page lo |

28 842 (@] Provide default feedback filters on initial page lo. |

29 843 Provide default feedback filters on initial page log !

30 85 4 Add permission helpers for briefcase actions _-

31 8541 O Add permission helpers for briefcase actions - Sy !

32 852 Add permission helpers for briefcase actions - D L,-ii

33 853 Add permission helpers for briefcase actions - Tgl 5 ]

34 86 4 Disable request validation on all Project General/ -

35 861 O 4 Disable request validation on all Project Gen _—-'

36 8611 (@] Audit HTML encoding is properly applied in _——| |

37 8612 Disable request validation on all applicable

38 862 Disable request validation on all Project General L,.

39 87 I:I 4 Add selectable/filterable &quot;Benefits&quot; to| -
4 »
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ASSIGNING RESOURCES TO A TASK

1. Use the Horizontal Scroll Bar to scroll to the far right portion of the Project Plan screen.
2. Click the RESOURCES tab to display all the resources assigned to the project.

3. Dragand drop the Resource in the appropriate task. Multiple resources can be assigned to the same
task.

Jacqueline Palumbo Suzanne Barron

Feed Working On Assignments
Pamula Tyler

T Refresh
OIT Trainer

Suzanne Barron

< B SharePoint 2013 Training Project / File / Introduction to Sharepoint2010 (1).docx
tzatie Lanon Checked in version 2.
OIT Trainer

2 hours ago

Comment Like

4. Double-click the resource name to add or remove a resource to the task or to adjust percentages.

Suzanne Barron [100%]; v
Manage Resources...

[] Jacqueline Palumbo

Suzanne Barron

You can also change the % assignment of any task to resources using the “% Assigned” slider bar within the task
details screen, “Resources” tab:
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+New - o Save&Checkin ¥ O Task Details - Project Plan: Session 1 o x
= 1" 'D Undo Cheek Out
2 Rafresh & Pin Session 1 0%

Status Title ~B

0e Project Plan Task Relationships (1) Resources (1) Work Alerts Issues Time Types
o * Create Training Content (S g »,15-gistribute resource assignments & FPrint
o Group all Training Content (f 00%]
TR Plan Training Schedule with|  Name : Date Assigned Is Au'ignnd % Assigned Est. Hours ¢ [100%]
w v Draft and Send Communical ~ Matteo Becchi Thu 5/26/2016 L] ' 0% 000 §if [100%)
°© O » Send Calendar Invites for | /Ann Farambi

» Review / Validate the 3 Cla  Anthony Wallace

(o] 4 Deliver Training

(o) 4 Team Member Training 5
i le) Session 1 Sharjil Hasan 00%]:
J Session 2 Sheila Hosseinvand %]; Anthc
® L3 Session 3 %); Anthe
n QO Session 4
2 O Session 5
s O Session 6
u Q Session 7 Total o0
=l O session & This task is 100 % assigned
& » PM Training Sessions T B/ 287 2T TURTT 267207 Ty NonE IO E OB FRT PN -

CREATING 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. Note that you can add an existing category, or
add one into TeamDynamix for use on this project only.

Definitions:

A risk is a potential problem that needs a mitigation strategy to avoid impacting a project’s success. A
risk is an uncertainty with some degree of likeliness to happen.

An issue is a function associated with a project that may impede continuation and adversely affect the

project. An issue is something real, something that has already been encountered and must be dealt
with.

1. To create a new issue click on ISSUES on the Project navigation pane.
2. Click on PROJECTS/WORKSPACES, then select your project from the left hand side.
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American University

E Desktop Projects / Workspaces ~

o

« Refresh # Edit Projects/Workspaces Deskiop
Manage Projects/Workspaces (6)

Desktop
Manage Projects/Workspaces
Reports
Projects/Workspaces
Search x

[T Digital Marketing Recruiter Initiatives

[C] Operational Reports

Private Tearm €

Recruiter Training

0O00d

SPExS Modular Masters

Test for End to End Training

UCM Digital Marketing Project: Mew ...

O

Choose Issues

Click NEW.

Enter a brief description in the Title field, and detailed description in the Description field.

Project Management Office (PMQ) - ..,

Shorelight MAP Application Intergrati...

Undergraduate Recruiter Implermenta...

Search

ID

255155

257734

257737

257708

257712

TeamDynamix Project Manager Guide

File Cabinet EBriefcase My Woaork

+ Mew Q Search

Mame

Digital Marketing Recruiter Initiatives

Operational Reports

Recruiter Training

Shorelight MAP Application Intergration

in Recruiter

SPExS Modular Masters

Assets/Cls

@ Active © 1
PCT Comp = Status
0% In Process
0% In Process
30% In Process
95% In Process
75% In Process

Select ISSUE for the Category. Note: you can add an existing category, or add one into TeamDynamix for

use on this project only.
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New Issue

Title*

Resource availability

Category*
Issues [v]+

Priority*
Medium/Low V]

Status*
Open  [V| [l Alert me when this Issue is closed

Description

Primary resource is needed on another project.

7. Complete all the required fields denoted with a red asterisk.

8. Click the SAVE button; you’ll receive a confirmation.

9. To create a new Risk,

follow the steps above, but select RISK for the Category.

Save

New Issue

Title*

Training space

Category*
Risks [v] +

Priority™
Medium/Low [V|

10. You can also move an existing issue from your current project to another project

Elua-l'\-nl Frehl Test aues - Coapgle Chaoime

[l Amenican beamdynamibLoom

Bt Fapte ATl et

Flapged
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Move Issue - 97955: Test Issues - Google Chrome — O X

@ https://american.teamdynamix.com/TDNext/Apps/Projects/Issues/IssueMove.aspx?TID @

-
Save Cancel

Move Issue
Issue ID: 97955 Aa

Created Sun 9/18/16 11:13 AM

Project/Workspace *

Title *

Test Issues

Estimated Hours

0

Status *

Open v

Start Date Due Date

09/21/2016 09/21/2016

Priority *

Low

Category *
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WORKING WITH PROJECT TEAMS

1. Click on 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 what they are working on, their assignments, and
their accomplishments on this project. You have the ability to comment or update information from this
window.

Plans List Gantt Details Feed Calendar Priority  Resources Custom View Backups  Tickets  Burndown

T) Refresh & Export~ | # Expand ~ Cut ' Find: Next | Prev
= la Check Out 'ﬁ- Options = Collapse ~ | 33 Copy

@ Print -

Manage

[ Include hidden tasks in results

March April May June July August September October November December January February March April Ma

ay
Select an IT Service Management Solution for American University

IT Service Management System Selection

Start Date End Date Durati Priority Est Hrs Act Hrs % Rem. Hrs Predecessors Resources
nt System Selection (I Tue 4/1/2014 Fri 5/15/2015 279days [l None 1070.00 505.00 ﬁ% 336.00

+ \endations & Insights * Tue 4/1/2014 Wed 5/14/2014 32days [l None 40.00 40.00 LO% 0.00 Terry Fernandez [100%];

2 dscape Tue 4/1/2014 Fri 9/19/2014 121 day: [l None 20.00 10.00 LO‘/;: 0.00 Steve Kelly [0%]; Terry Fernandez [0%];

3 Tue 4/1/2014 Mon 9/22/2014 122 day: [l None 95.00 80.00 100 % 0.00 Jacqueline Palumbo [0%]; Kelvin Wilson [0%
4 :onRFP Mon 9/22/2014 Mon 9/29/2014 6days [l None 1.00 1.00 ﬂ 0.00 Terry Fernandez [100%];

P & Provide Feedback Mon 9/22/2014 Mon 9/29/2014 6days [l None 36.00 0.00 100 % 0.00 Cathy Hubbs [13%]; Eric Weakland [13%]; Ja
& ) PCDto Publish RFP  Sun 9/28/2014  Tue 9/30/2014 2days [l None 2.00 2.00 100% 0.00 Terry Fernandez [100%];

7 of Intent to Bid Wed 10/1/2014 Mon 10/6/2014 4 days None 1.00 1.00 LO%_ 0.00 Terry Fernandez [100%];

8 dor Questions Mon 10/6/2014 Mon 10/13/2014 6days [l None 28.00 28.00 100 % 0.00 Terry Fernandez [100%];

CREATING PROJECT ANNOUNCEMENTS

Use the Project Announcement feature to communicate with Team Members.

1. Click ANNOUNCEMENTS, then NEW ANNOUNCEMENT in the navigation pane of the Project Desktop.
2. Click the Project Name in the navigation pane of the Project Desktop.

3. Type a Title for the announcement, then select the project(s). You can choose an expiration date for the
announcement.

4. |If you select NOTIFY ALL, every project member will be notified. Therefore, it is recommended that users
add this view to the Projects Desktop.

USING THE PROJECT BRIEFCASE

The Project Briefcase is the central repository for project documents. You can access all documents in the
TeamDynamix Briefcase by clicking on the BRIEFCASE tab. The Briefcase allows you upload and save multiple
revisions of a document. You can also notify team members that a document has been added to the briefcase.
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American University

=

search briefcase Q

Projects

/| My Checked Out Files
[ My Files

5] Recent Files

My Work | Briefcase ~ x IWotkspaces
Advanced Sea

You can access the Briefcase for a specific project by clicking on the Briefcase link under the Project name.

American University

E Desktop Projects ~ x My Work

Z Refresh ¢ Edit Projects Desktop # New Q Search

Briefcase

Projects ALl

== Business Intelligence and Analytics...

') My Checked Out Files
== CommonSpot v.0 Upgrade Training...

L) My Files
== OIT Tech Expo 2015 -

: L) Recent Files
== OIT Training You Tube Channel =7
== Private Team @ o

O Select an IT Service Management S... - | Project Templates
= SharePoint 2013 Training Project

Manage

Team

Feed

nnouncements
Briefcase

Workspaces

®H a

Q| Advanced Search

£. 65°F

1. Click on the ADD NEW button,
project folder.

®

, to upload and name a new folder, or, you can open an existing

New Q Search

search briefcase Q

) My Checked Out Files

Advanced Search ® IE E&] £

=

W

2. Click the SINGLE or MULTIPLE upload buttons,

them.

You can also drag and drop the files to move

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

Clan

[Tpamula Tyler

Select users that you would like to notify

DJacqueline Palumbo

[Jsuzanne Barron

Enter Optional Email Comments
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4. Team members will not be able to publish a file after it is uploaded. Once a file is uploaded,
TeamDynamix clients can view the file.

UPLOADING A DOCUMENT

1. Open Briefcase Tab: The Briefcase allows users to store project documents in Team
Dynamix.

American University

m Desktop Projects / Workspaces File Cabinet Retource Managermant Project Templates Briefcase ~ x My Wiork

2. Select add new.

| Q Adv. Search + New i Security

3. Select the project name from the left navigation pane. Create a folder to store all
uploaded documents.

4 Test for End to End Training
New Folder
Project Request Files

Project Templates
4. Click on upload to select a file stored on your computer.

upload

Add File(s)

Select Files * @

Browse

A maximum of 200 MB of content can be uploaded at one time.

5. The document uploaded will be stored in the designated folder for other team members
to access the contents.

65



TeamDynamix Project Manager Guide

L Name Size  Created By Modified By Modified
& {81] Required Project Deliverables.pptx 940KB  Matteo Becchi Matteo Becchi Wed 5/11/16 223 PM

To add files, drag and drop them anywhere on the screen,

EDITING A DOCUMENT

You must check out a document prior to editing, in order to utilize the version control feature.
1. Double-click the document name.
2. Click ACTIONS to view a full menu and, then, select CHECK OUT.

= Introduction to Sharepoint2010.docx

=
General Security Read By Revisions
Move
Copy ePoint 2010 \ Introduction to Sharepoint2010.docx
Rename

Add to File Cabinet
Forward
Delete

Flag

Check Out

3. Once the document is selected, click DOWNLOAD to download the document.
4. Edit, Save and Check In the document.

= Note: only one person can check out a document at time, however multiple team members can
upload new versions of a document to the application.

=  TeamDynamix will hold all document revisions in the REVISION HISTORY tab.
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DELETING A DOCUMENT IN TEAMDYNAMIX

Click on the file and the File Detail form will be displayed. Under the General tab, click the Actions icon and
select Delete. WARNING: DO NOT CLICK ON THE ‘TRASH’ ICON TO DELETE A FILE. IT WILL DELETE THE ENTIRE
FOLDER INSTEAD. A FILE CAN ONLY BE DELETED FROM THE FILE DETAIL FORM. If you accidentally delete a
folder, the folder can be restored, but it will require a support call to TeamDynamix.

USING SHAREPOINT AND TEAMDYNAMIX

SharePoint and TeamDynamix may be used in tandem on projects. All OIT Projects should be tracked in
TeamDynamix, with documents stored in the Project Briefcase. This allows documents to be checked in and out,
and version control to be utilized. If the project includes external team members who do not have a
TeamDynamix account, you may also need to use a SharePoint site to review and store documentation.

TRACKING AND UPDATING WORK AND TIME
MY WORK

TeamDynamix automatically stores all assignments for the project in MY ASSIGNMENTS on the MY WORK tab.
It is recommended that you choose to filter your assignments to display in MY WORK. To do this:

1. Click ADD next to the assignment you want to add to My Work.
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My Assignments (2)

Group ﬂ Sort lj Project
Show Future Items ] Show Group Assignment ¥
Conduct Pilot or Proof of Concept Date(s) Creator m
< . T R 55 1277 2 Y AR _ e R o S < I Fri 12/5/14 - Thu Terry Fernandez
SelectanIT Vlanagement Solution for American University > Plan > IT Service Management System ;
B . = : 4/30/15

Selection > Task

© Comment @ Update < Add Time

2. My Work will display the filtered assignments. You will use the My Work view to update progress.
60 %

Evaluate Vendor Presentations & Demos
Dates Est Hrs Act Hrs Remaining Hrs

Project
Fri11/14/14 - Fri 12/5/14  100.00 12.00 40.00

Select an IT Service Management Solution for American University

Percent Complete*

60
Time Type Hours On
11712/2014
‘ Q
Documentation A
Meeting
Planning
| b v
Project Work

REPORTING TIME IN THE WORKSPACE

My TiIME CARD
While TeamDynamix is not a time management system, users are required to report time spent on all tasks

related to a project. You track hours worked by using My Time Card. To track time worked against a project task

you will use the My Work tab.

1. Go tothe MY WORK application.
2. Click on MY TIME CARD in the left navigation menu.
3. Then click on the + SIGN under your task
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B o

# Edit My Profile

2 Refresh

My Managed Projects
My Approvals

My Assignments

My Work

My Accomplishments

My Time Card

My Schedule

Projects / Workspaces

TeamDynamix Project Manager Guide

File Cabinet Briefcase My Work ~ = Assets/Cls Anal
=+ Mew Event = Mew Issue
sun Mz

Digital Marketing Recruiter Initiatives

Task: Add documentation to PM folders

Operational Reports

M Task: Close Project

Project Management Office (PMO) - Operations 14-15

[ O T T (N

3. This provides you a window where you can enter number of hours for the day.

4. Add the number of hours for the day for which you are reporting time.

B o

< Refresh

My Managed Projects
My Approvals

My Assignments

My Work

My Accomplishments

My Time Card

My Schedule
My Feed

My Briefrace

Projects / Workspaces

# Edit My Profile

4+ New Event

File Cabinet

+ New Issue

Add Time Entry

@ SunMay 82016 - SatMay 142016 €

Time Type @
Sun Mon
5/8 5/9
0,084 0.0

Wednesday description

Briefcase

My Work - = | Assets/Cls Document Workflows

Analysis People

Tue Wed Thu Fri Sat
5/10 5/11 5/12 5/13 5/14
oo || oo || oo || ook || oo
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5. Select the associated Time Type using the drop down.

Add Time Entry

O SunMay 82016 - Sat May 14 2016 €
Time Type @

Admin Time
Analysis

=
Development

Implementation
Maintenance

Meeting
6. Click Save.

Updating Time worked on Project Tasks
Project Team Members need to update progress and time worked on a weekly basis. This information can be
accessed by clicking on the MY WORK tab.

1. Click on UPDATE to update work progress

American University 20 ¢
E Deskiop  Projects / Workspaces  File Cabinet  Briefcase ~ MyWork ~ % Assets/Cls  Analysis  People  Document Workflows

i Refresh # Edit My Profile 4 Mew Event + New Issue

My Managed Projects @@
Hy Approvals © My Work (3)
My Assignments (7]
1 Add documentation to PM folders Datefs) Creator
Mon 3/14/16 - F Ann Parsmbil
¢ My Work (2 Digital Marketing Recruiter Initiatives > Plan » Digital Marketing - Recruiter Initiatives (anly) Project Plan > Task 4;;,16 " nn Farsmet
My Accomplishments € © Comment B Update + Add Time 4 Move to Top
My Time Card
2 Close Project Datels) Creator
My Schedule Dperationsl Reports > Plan > Operational Reports - GR Units > Task 2’;;';';213"16 - Men Ann Parzmbil
My Feed ¢ Comment B Updste < Add Time 4 Moveto Top
My Briefcase . . .
¥ 3 I:|Dell\fer Training Session 1 Date(s) Creator
Test for End to End Training > Plan > Project Plan > Task g;‘zzizﬂﬁ - Mon Matteo Becchi

~

My Upcoming Events &
¢ Comment Add Time 4 Moveto Top
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Deliver Training Session 1

Percent Complete *

Details
50 | %
- Project
ime Type Hours On Test for End to End Training
Analysis v 3 5/19/2016
Dates
Comments Fri 6/17/16 - Mon &/20/16
Met with project coordinator to understand task requirement and provided documentation. Est Hrs
0.00
Act Hrs
0.00
Remaining Hrs
0.00
Motification
Cathylynn Metcalf, Matteo Becchi (Manager), Sharjil Hasan &
Motify Other People
Start typing Q »

2. Update Percentage Complete (required field), add time type and hours worked. You may also add
comments, and notify team members.

3. Click SAVE when done.

UPDATING PROJECT STATUS

Projects should be updated on a weekly basis. The standard project update contains the following components:

Summary — Overall summary of the state of the project

Recent Accomplishments — What happened in the last week / month

Activities Planned Ahead — What do you plan to happen in the next week / month
Overall Project Timeline — High level timeline of major project pieces

Issues — New issue, or updates to existing ones

Risks — New risks, or updates to existing ones

To update a project:
1. Select the Project name in the Desktop.
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American University

E Desktop Projects My Work Briefcase Workspaces Resource Management

< Refresh & Edit Desktop 4 New Desktop  #" Manage Desktops & Print

Q
x

Projects &

D Business Intelligence and Analytics Training Project
Jacqueline Palumbo
25%  \Wed 10/1/14 - Fri 7/31/15
Work with the Business Intelligence and Analytics Team to update and enhance the Business Intelligence and Informer training ...more

D OIT Tech Expo 2015
Jacqueline Palumbo
20%  5un3/1/15- Sun 11/1/15
Work with senior management to host a campus-wide OIT Expo highlighting OIT services and staff.

D Retention and Student Success Analytics

Kirill Lobachyov, Victoria Edrington
30%  ri11/7/14 - Fri 731715
Provide AU Academic Units, Senior Leadership, and Commuinty At-Large with interactive and easy to use information products to..more

D SharePoint 2013 Training Project
Jacqueline Palumbo
20%  Tue 10/14/14 - Fri 7/31/15
Create documentation, training courses, video guides, and endures reference for SharePoint 2013,

2. Click UPDATE STATUS

S i T T R
General . - i .
SharePoint 2013 Training Project OGreen
University Strategic Goals Project ID: 229318
Risk:
. General
Expenses
T T Acct/Dept
pRhs OIT - IT Customer Service Manager(s)
Resources )
Service Jacqueline Palumbo
Score Card Project Request fof Office of Information Technology (QIT) / Project Request for jpalum@american.edu
Office of Information Technology (OIT)
Stakeholders

3. Fillin the following fields and click Save. See screen shot below.
o New Status — From the drop down list, select ‘In Process’, ‘New’, or ‘On Hold'.
o Health — From the drop down list, select ‘Green’, ‘Yellow’, or ‘Red’
e Percent Complete — Enter the percentage completed for the project.
e Comments — Provide a summary update for the project including accomplishments, high-
level timeline, next steps, issues and risks.
o Notification — From the drop down list, select ‘All’ to notify the project team members.
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E Update Project Status - 256110: TeamDynamix Training - Google Chrome — O X

& https://american.teamdynamix.com/TDNext/Apps/Projects/TeamManagement/ProjectStatusUpda &

Save

TeamDynamix Training In Process

Project ID: 256110

New Status *

Issues
In Process M
Health Open
1/1 (100.00 %)
Green v

Percent Complete

Tasks

85 %

Comments Completed

. 17/153 (11.11%)
Summary — Overall summary of the state of the project

Recent Accomplishments — What happened in the last week / month
Activities Planned Ahead - What do you plan to happen in the next
week / month

In Process
2/153 (1.31%)
Overall Project Timeline — High level timeline of major project pieces Overdue
Issues — New issue, or updates to existing ones 83/153 (54.25%)
Risks — New risks, or updates to existing ones ’ T
Not Started
37/153 (24.18%)

Delayed
Notification 14/153 (9.15%)

Milestones

i 0/10 (0%
Notify Other People /10 (0%)

Other Email Addresses Actual Hours

Tasks

4. Click the SAVE button when done. You can choose to notify the project team members and other
stakeholders when updating the project status.

TRACK ACCOMPLISHMENTS

Use MY ACCOMPLISHMENTS view to track work that you have completed on the project.

Jacqueline Palumbo v W Help
E Desktop Projects My Work = x  Erigfcase
QaRelreah  #EGaMy Profie  +NewEvent  +Newlsue

[ e JREEE 18 This Week Last Week Mont tom 6/30/2014 - 7/6/2014

My Accomplishments (1) I
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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.

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.

4. You can select LIKE any entries in the Feed.

Project Feed

¥/ Edits ¥ Status Changes ¥ Comments

Your training completion has been tracked in the OIT Training Database. Thanks for attending today!|

[0
{ Alex Nyce (Project Manager)
Andrew El-Kadi

PA)

Alex Nyce

added Thomas Nguyen to the project by approving a resource request.

an hour ago

Comment Like

WORKING WITH THE PROJECT CALENDAR

You will only see calendar items related to the projects you are involved in.

1. Click on the Project Name in the navigation pane of the Project Desktop.
2. Click CALENDAR.

3. Select one of the view choices.

T) Refresh + New Event m Day View [ WeekView [)MonthView [»]Today
- J - = Ve J

4. You can also click SHOW to select what to display on the calendar.

7

e
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CLOSING OUT A PROJECT

You will need to complete all five steps in order to close a project.

1. Conduct Lessons Learned feedback gathering session, post PPT to TD Briefcase

— !

€ - teamdynamia.com B O 4+ & O 0 =
Mott Visited @ Gatting Sarted @ HP Doswrboad Stove [ Wb Sice Gattery [T Pedro Caldaron 4 .
American University = Pp—
T Rt ”, t - -1 o
a + e f+ & s
& Hume ted Modfied By

Lk i "

L S

N

: DR

Large Projects

2. Close all Issues and Risks, transfer to iSupport / Risk Register if still open

New Issue

itle*

Error Message in screen capture

Category*®

Issues ﬂ -+
Priority*™

Low l]
Status®

ﬂ (] Alert me when this Issue is closed

Description

Cannot grab a screen capture due to error message.
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3. Mark all Project Pla

LS Peamdyramm com |

_;nw L I e B S e e T . Aferegrownd - | Nest| Prev
¥ v snenOwdn L twett o oo iaCopy X Deete & MoveDown M Baseine” Asmgn  Backgroond -
Gy Undo Chackot  © Optors 5 Pusts | SR Ovtdert ER tndent Stary® ol Start Sacee (] Include Nidkden tanks In resuits

Yt O o Ot Dwsed  Priceiy tans  Aaws

" o PuAt F15/20/2056  Mon /212016 TR IINoM 5/27/2016 03D ays

19 Develop Propect Man in 10, tasks, reiouces, Dmelnes and dependenties B0 S/24/2016  Wed §/25/2016  2days [l Nooe 030 [
» y and plans, log n TD Isues. The S/26/2016  Fri 3/27/2018 2deys W Nooe 030
L ject Evecution Toe 5/3/2016 Sdeys [ Neoe 090
2 Log Actusl Hours spent oo Design, Development, Testing, Training, implermerting  ue 5/3/2016 1dey W Nooe 030
23 Update % complate on Tasks Wed $/4/2016  Tha 5/%/2014 2dmys [l Neow 030
3 Update Current / Log new hisues [ Risks. Fris/ef3016  Mon$/9/2016  2days Il Nooe 0.30
B ject Closing Ton S/30/2016  Mon 8/23/2016 10deys [l Nooe 130
M * Conduct Lessons Learned feedback gathering session, post PPT S0 TD Briefcane  Toe 3/B0/20L6  Wed 5/11/2016  2days [l Nooe 030
3 Close allissues ans Rusks, tramfer 10 Suppont / Rk hagisser i S8 cpen Tha$/12/2016 FnS/132016  2deys [ Neow 0.30
[ 3 Markab Project Plan Tasks as 100% compinte Moo 3/16/2006 Tue 17/2016 2w [l Nooe 030
I = Post all Required Detwerabies into Project Bnefcase Wed S/18/2016 Thu$/19/2086  2days [ Neoe 0.0
¥ Close Project Bequest in TD £03/20/2016 2dwys W Noow 030
I wrrieg Steps Tue 5/4/2016 Sdeys [l Nooe 030
53 Post project updates via Update Statws in TD Toe 3/3/2016 ™ Sdey Wl Neow 030

33 all Traming Content (Steps and SCrees Shots) Ko 3 Document Maon 3/30/2036 Fri 6/3/2016 Sdays [ Neow

e — m——

Wy hoes

4. Post all Deliverables into the Project Briefcase

5. Close Project Request in TD
a. From Manage Project, change the project status to CLOSE.

New Q Search

Pro,ect Details pliae A

General Deactivate P
_ Training
University Strategic Goals Apply a Project Template

Risks Add Baseline

Expenses Hose

Acct/Dept

Tirme:Types OIT - IT Customer Service

76



TeamDynamix Project Manager Guide

Complete the close process, then click the CLOSE button.

Close

Close Project

Contribute files to the File Cabinet

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.

Go To Briefcase

Close unfinished items
Issues (0 unfinished)

[ Tasks (46 unfinished)

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

Request feedback

Closure Survey

There are no project surveys currently available for use. If you wish to use a project survey, please notify your TeamDynamix
administrator.

Choose the closed project status

Active

® Active: This will allow users on this Project to continue to report time and expenses on this Project.

O Inactive: This will disallow users to add time and expenses on this Project.

6. Post all Required Deliverables into Project Briefcase

a.

Add Briefcase files to the File Cabinet. The File Cabinet is a document repository that is
accessible once the project is closed.

[xz TrainingDept - CommonSpot9.xlsx

General Security Read By Revisions Attributes
Move
Copy yject \\ Project Documents \ TrainingDept - CommonSpot3.xlsx
Rename

Add to File Cabinet
Forward

Delete

Flag

Check Out

nevIsIOT”
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TEAMDYNAMIX REPORTING

TeamDynamix allows you to easily run status reports from a project that that you are a resource on. There are
five types of reports in TeamDynamix:

A

Status
Issue
Plan(s)
Time
BBPM

STATUS REPORTS

This report displays the following details for a project for the specified date range:

Milestones (Completed or that should have been completed for the period)
Tasks Completed (During the period)
Active Tasks (Tasks started before the period end date that are not complete)

Overdue Tasks (Tasks whose end date is before today and the percent complete is less than 100%) O
Open Issues

Closed Issues (During the period)
Events (During the period)
Upcoming Events (In the next 7 Calendar days)

Time Reported By Project (During the period)

ISSUE REPORTS

These reports display current project issues:

Issue Aging Report

Issue Resolution Status Report
Issue Work Report

Issues by Due Date Report
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PLAN(S) REPORTS

These reports include:

* Plan(s) Summary Report

*  Milestones Report

* Task Work by Person Report

*  Tasks Summary by Plan Report
* Tasks by Person Report

TiIME REPORTS

These reports track time as designated by your organization.

BBPM REPORTS

These are bare bones project management reports. There are two BBPM reports:
1. Task Report
2. Issues Report

RUN A REPORT

1. Click on REPORTS in the Navigation Pane.

American University

E Desktop Projects ~ x My Work Briefcase Workspaces

= Refresh ¢ Edit Projects Desktop <4 New Q Search
Desktop A
Announcements
Manage Projects
No Items
Search Users
Reports

Status Reports
Project Status Report

My Project Status Report

Issue Reports

2. Select the Report type, e.g. Plan(s) Summary Report.
3. Select the Project.
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4. Determine the Report Parameters.

5. Click RUN REPORT.

American University

Z Refresh ¢ Edit Projects Desktop

Desktop

Manage Projects
Search Users
Reports

Status Reports
Project Status Report

E Desktop Projects ~ x My Work Briefcase Workspaces

4+ New Q Search

~ I TN T

Plans Summary Report
S SharePoint 2013 Training Project [
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6. The report will display.

Plans Summary Report
Project | SharePoint 2013 Training Project M
P - 3-
Starts Ends
Monday, October 13, 2014 Monday, July 27, 2015
24
Duration Days Used
206 weekdays 7.28 % 2]
£
Estimated Hours Actual Hours z
2.00 0.00 H
Hours Over/Under Hours Used 1
2.00 0.00 %
. 0
Estimated Percent Complete Total Tasks i Est Hrs Act Hrs :
0.00 % 50 tasks

7. Some reports, including Status Reports, allow you to export directly to Microsoft Word.

[ pant |
TeamDynamix Training Project

Fri6/20/14 - Tue 8/12/14

Status
Green (Project is on track) Updated Thu 6/26/14

Comments
Changed status from Yellow to Green.

GH

Description
Training for TeamDynamix

Report Period
Sun 6/15/14 to Sat 6/21/14

Run Date
Thu6/26/14 10:53 AM

0 Milestones (Completed or that should have been completed for the period)

Plan # Task Start Date Base Start Date End Date Base End Date Completed Est Hrs Base Est H

0 Tasks Completed (During the defined period)

Plan # Task Start Date Base Start Date End Date Base End Date Completed Est Hrs Base Est Hrs

SETTING UP A COMMUNITY ACCOUNT
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It is recommended that you set up your Community Account before working with the interface. 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.

TeamDynamix Q  sgi

Home Videos Amcles Events Downloads  Questions

COMMUNITY

Download free project management software
Read the latest news and articles
Watch PPM and ITSM videos and webinars

Videos M Articles Featured Downloads
O Great Higher Ed Client Portals & Task Manager

/" sharon santno msreh 8. 20 Task Manager is a free, powerful deskiop application you

can use 10 quickly and easdy creale and manage 1ask
plans. i you are a TeamDynamix user, this tool wil
synchronize seamlessly weh TeamDynamex

- Transitioning to a Service-Focused

Organization (A Webina

s
TD

qpp  TeamDymamix 0.0. Intoducton to D Staranss

Entorprise Servica Ma. R Who Said Winter Isnt Fun?

Upcoming Events

SoB  Kyse M March &, 2015

Insider's Look Virginia Tech's Herative e R b e m PPMITSM Implementations Proven Higher
£d Approaches

IT Service Mana Intern, Kylie

March 16, 2015

To set up a Community Account:
1. Click the COMMUNITY link.

TEAMD YTIAIT1IN e Londer s it T a0 s Q & SONIN

#1 in Higher Education

Cloud-based ITSM and PPM built for higher education.

~

2. Click REGISTER NOW.
3. Complete the REQUIRED FORM FIELDS and SAVE the form.
4. You'll see REGISTRATION CONFIRMATION screen.

HOME VIDEOS ARTICLES EVENTS DOWNLOADS FORUMS CONNECTIONS GROUPS

Register an Account

Email Address™
First Name*

Middle Name

5. Check your e-mail to complete the ACTIVATION PROCESS.
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Team Ql Signin

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.

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

TEAMDYNAMIX UNIVERSAL WIDGETS

The TeamDynamix Desktop contains four universal widgets:
Weather

To Do List
Chat

el S

Sign out

53°F &0 O Chat & Jacqueline

The CHAT feature shows all TeamDynamix users who are currently online. Chat communications are temporary
and are not captured in the system, but are stored on the TeamDynamix servers.

Chat a

13 user(s) online

@ Jacqueline Palumbo (online) Go offline

Wnat are you working on right now?
@ plex Nyce
& Cathy Hubbs
< Eric Weaklend

o Gary Wood

@ Haccan Marn

GETTING HELP
Please contact the OFFICE OF INFORMATION TECHNOLOGY HELP DESK:

¢ help@american.edu

e 202-885-2550

e AskAmericanUHelp
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