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Electronic Addendum

Sensei Project Solutions is pleased to provide this electronic addendum to “Proactive PPM with
Microsoft Project 2016 for Project Online and Project Server". As Microsoft continues to provide
incremental updates and on-going improvements to Microsoft Project and Project Online, Sensei will
provide supplementary content updates to the Project Manager’s guide in this electronic addendum
document.

This addendum will be updated based on changes introduced by Microsoft to Microsoft Project or
Project Online that impact developing and maintaining project schedules. As a registered owner of this
book, you will be notified by email when updates are issued.

When a specific change impacts several sections of the book, we will simply document the change once.
For example, the addition of the agile boards impacts many chapters in this book. We have created a
single, although significant update, which covers iterative management across the complete project life
cycle.

In other instances, where a change from Microsoft explicitly changes a specific section of the book, we
will call out the appropriate section and, in most instances, provide the replacement (or additional) text
for impacted areas.

Finally, if you find items which you believe are wrong or out of date, please contact us to bring it to our
attention. Email any updates or concerns to us at info@senseiprojectsolutions.com.
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1. Addendum Updates 1 —January 2019

1.1.Managing Agile Projects

Addendum at a Glance - Microsoft added Sprint Planning and Task Boards to
allow you to manage tasks using a visual drag and drop approach similar to
techniques defined for agile or iterative planning and management. These
new boards and the ability to support iterative management are exciting new
additions to Microsoft Project and make it an ideal tool for managing all
projects in an organization, independent of the delivery approach. In this
addendum we review:

Understanding both agile boards and schedule views
Starting an agile project

Developing the product backlog

Planning a sprint

Closing a sprint

As more organizations move towards agile or iterative delivery approaches, having the ability to do
visual board management is becoming more important to most organizations. The Backlog boards allow
you to manage the project’s backlog and schedule stories for completion in a specific sprint and the
Sprint boards allow you to manage the status of each story within the current sprint to track the
progression of the work within a sprint.

In addition, you can combine the visual boards with traditional Microsoft Project views to easily manage
hybrid projects where some work will be managed using predictive or traditional methods while other
work will be managed interactively using the visual boards.

1.1.1. Microsoft Project Board Functionality
Microsoft has developed three visual boards in support of iterative management that can be accessed
from the ‘Sprint’ ribbon.

File Task Resource Report Project View Agile Analyzer Developer Help Acrobat Team Sprints

= QO

Planning Sprint | Manage

Sprints

Sprints ribbon
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The first board, referred to as the Task board, allows you to manage your work using a Kanban approach
where the work can be managed based on defined states or status. This board shows all the iterative
tasks in a project and supports continuous flow development where the number of stories in each state
can be managed based on the team’s capacity.

Not Started Next up In progress Done
SET % COMPLETE SET % COMPLETE % COMPLETE: 50 % COMPLETE: 100
New Task Plan data migration Identify duplicate customers Modernize look and feel of screens”

: : Identify user needs
Confirm performance requirements Y

Validate zipcode

Develop customer inquiry

Task Board

The remaining boards are used for sprint based iterative development. The Sprint Planning Board allows
you to assign a task to a specific sprint. You can allocate the work to sprints for completion based on
priority and capacity of the team to complete the work.

No Sprint Sprint 1 Sprint 2 Sprint 3 Sprint 4 Sprint 5
New Task Enter Asset Tags Update Tag to Asset Update Users Revalidate Asset Tags Confirm Tag Location
ermine Tag Locatior Jpdate Asset Tag /alidate Asset Tags
Delete Asset Tags Determine Tag Location Update Asset Tags Validate Asset Tag:
5 Assocate Tag to Asset
Delete Users -
Update Tag Location

Sprint Planning Board

The final board, the Current Sprint Board, allows you to track the progress of the tasks being worked on
within the current sprint. The Current Sprint Board is much the same as the Task Board as it allows you
to track the process of the tasks. However, unlike the Task Board which shows all the iterative work in
the project, the Current Sprint Board is filtered to show only the work being completed in the current
sprint (based on ‘Current date’).
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Sprint 3 (Current) Sep 24 '18 - Nov 4 '18

Backlog Next up In progress Done
SET % COMPLETE SET % COMPLETE SET % COMPLETE SET % COMPLETE

New Task Validate Asset Tags

Delete Tag to Asset

Update Users

Current Sprint Board

A new task flag field named ‘Show on Board’ has also been added, which is used to control whether a
task should be visible on these boards. When this flag is set to ‘Yes’ the task will show on all boards.
Understanding how this flag controls the display on the boards is important as it allows you to
distinguish between traditional tasks (not set) which should not show on the boards and story tasks (set)
which should show on the boards.

No Sprint Sprint1 Sprint 2
New Task
e
1
// Story
Show on /
Task Name v Board - // Story 2
Predictive Task No B4
Story 1 Yes "
Story 2 Yes \

Oct 21,18
v Start + Finish v Work ~ Duration » S S M T WT ¢
Oct23'18  Oct23'18 Ohrs 1day 8 ,

Predictive Task

Filtering tasks based on 'Show on board’ flag

Microsoft has included additional filtering to exclude summary tasks, completed tasks, and inactivated
tasks in the filters used in these boards as well.
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Name: | | Current Sprint Show in menu

Eilter:
Cut Row ‘ Copy Row ‘ Paste Row Insert Row Delete Row
And/Or Field Name Test Value(s) A
Show on Board equals Yes
And Summary equals No
And Sprint Start is less than or equal to  "Today is:"?
And Sprint Finish is greater than or equal to "Today is:"?
v

[[Ishow related summary rows

Filter definition for Current Sprint board

Warning:

You may experience these boards “losing” the filtering based on the ‘Show on Board’ field,
resulting in all tasks in the project showing on the board. If this happens, you can either
exit Microsoft Project and relaunch it to reapply the protected filter on these boards, or
you can go to the ‘View ribbon’ and manually apply the appropriate built in filter for the
specific board being used.

1.1.1.1.  Using Board Views

The Task Board and the Current Sprint Board can be configured to contain states or status that align to
your organizational processes. To add a new state column to a board, click the ‘Add New Column’ link
and then type the name of the new state into the dialog box. With the new column added, it can be
repositioned by right-mouse clicking and selecting ‘Move Right/Left’ in the shortcut menu. Columns can
be renamed, and unneeded columns can also be deleted using the same shortcut menu.

Not Started Next up In progress Done QA Add New Column
SET % COMPLETE SET % COMPLETE % COMPLETE: 50 % COMPLETE: 100 SET % COMPLETE ™" Rename
= X Delete
New Task Plan data migration Identify duplicate customers Maodernize look and feel of screens € e
Identify user needs

Confirm performance requirements

Validate zipcode

Develop customer inquiry

Configure board columns
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You also can set a ‘% complete’ for each column on the board. When a task is moved to the column, the
‘% complete’ for that task is set accordingly. At a minimum, we recommend setting the ‘Done’ column to

reflect 100% complete. This facilitates ease of closing stories during the sprint retrospective.

In progress QA Done Add New Column

% COMPLETE: 50 % COMPLETE: 78 9% COMPLETE: 100

Not Started
SET % COMPLETE

Confirm performance requirements

Next up
SET % COMPLETE

v

Plan data migration Identify duplicate customers Modernize look and feel of screens

Identify user needs

Validate zipcode

Develop customer inquiry

Set column % complete

1.1.1.2.  Configuring Cards on Board Views

You can add up to five additional fields (including Enterprise Custom Fields) to your task cards to ensure
the most important information is visible on the cards. To configure the cards, from the ‘Format ribbon
> Customize section’ select ‘Customize Cards’. Select the information you wish to have displayed on the

cards in the ‘Customize Task Board Cards’ dialog and then click the ‘OK’ button.

Task  Resource  Report Developer  Help  Acrobat Team  Sprints

Project View

Agile Analyzer

. |¥! show % Complete Mapping
rd

Customize

Cards

Customize

Done
% COMPLETE: 100

In progress QA
9% COMPLETE: 50 % COMPLETE: 75

Not Started
SET % COMPLETE

Next up
SET % COMPLETE

New Task Plan data migration Identify duplicate customers Modemize look and feel of screens
Work:Oh Work:0h Work:Oh

Priority:500 Priority:500 Priority:500

Confirm performance requirements

v

Work:Oh
Identify user needs

O Tell me what you want to do

Add New Column

1y:500
Work:0h
: 1500
Validate zipcode Customize Task Board Cards X
Work:Oh
e ch, Base Fields
[] [show Task 10}
Develop customer inquiry 1] Show Resources
Work:Oh [/ Show checkmark when 100% complete

1y:500

Additional Fields

Add up to 5 fields to show on the cards.
Work vl X

¥ X

Priority

TASK BOARD

Configure task cards
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1.1.1.3.  Using Agile Sheet Views

In addition to these board views, Microsoft has also added two new sheet views specific to iterative
management. These new views, known as the ‘Sprint Planning Sheet’ and ‘Current Sprint Sheet’ views,
use the same filters as the corresponding board, provide the same information, and provide an alternate
way to view and maintain the iterative tasks in Microsoft Project.

Resource Show
Sprint + Name v Work v Board Status v Names w ON v

49 No Sprint Replace Asset Tags Oh In progress Yes
52 No Sprint Update Tag Location Oh Next up Yes
31 Sprint 1 Enter Asset Tags Oh Next up Yes
32 Sprint 1 Determine Tag Location Oh In progress Yes
33 Sprint 1 Assocate Tag to Asset Oh Done Yes
35  Sprint2 Update Asset Tags Oh Next up Yes
36 Sprint 2 Update Tag to Asset Oh Done Yes
38  Sprint3 Validate Asset Tags Oh Done Yes
39  Sprint3 Update Users Oh Backlog Yes
42 Sprint4 Revalidate Asset Tags Oh Next up Yes
44 Sprint5 Confirm Tag Location Oh In progress Yes
53  Sprint 8 Define Locations Oh Done Yes
55  Sprint9 Delete Tag to Asset Oh Backlog Yes
58 Sprint 10 Create Users Oh In progress Yes
59  Sprint 10 Delete Locatons Oh Next up Yes
61 Sprint 11 Print Tag Inventory Oh Next up Yes
62  Sprint 11 Update Locatons Oh In progress Yes

'—

[NF]

w

T

wv

(U]

2

=

Z

<

—

Q.

'—

Z

o

-9

wv

Sprint Planning Sheet view

Sprint v Name v Work v Board Status v Resource Names v

Sprint 3 Validate Asset Tags Oh Done

Sprint 3 Update Users Backlog

Sprint 3 Delete Tag to Asset Backlog

Current Sprint Sheet view
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1.1.2. Using the Sensei Agile PPM Add-In

Using the new board and sheet views, Sensei has created the Sensei Agile PPM add-in to Microsoft
Project, which adds support for other core iterative development data and principles such as epics, story
points, story status, type, and priority. A new ribbon, the Agile Analyzer, has been added to ensure the
core functionality required for full iterative management is available on a single ribbon.

File Task  Resource  Report  Project  View |ECICYUPICEM Developer  Help  Acrobat  Team Sprints Format £ Tell me what you want to do
JIRA ~ =0 f— o — ® — o =
1 -0 ;- - P
HEHOR || A ° ? . Q. < X

Product Current Product Current Story Scrum Epics  Other Manage New Accepted In Story Point Sprint  No Story No Story Not Sprint Filter  Highlight
Backlog Board Sprint Board  Backlog Sprint  List  Gantt Chart Views~  Sprints  Stories Progress Ready Ready ~ Type Priority Ready Clear  Clear
Menu Commands [ Configuration [ [ Story Status Maintenance Story Validation Other Actions
W WA g
Agile Analyzer ribbon

Additional fields have been added with the Sensei Agile PPM add-in to collect additional iterative data
typically required for iterative management, including the following:

Epic - A free form text field used for the association of stories to an epic.

Story Points - A numeric field to capture the story point estimate for the story.
Story Priority - A table driven field used to define the business priority of the story.
Story Status — A table driven field used to define the current status of the story.

Story Type — A table driven field used to identify the type of story.

1.1.2.1.  Agile Boards

The Agile Boards section of the Agile Analyzer ribbon provides access to the two boards focused on
sprint based iterative development. The AG31 - Product Backlog Board is based on the ‘Sprint Planning
Board’ with additional configuration for the cards and filters to reflect the full set of data an organization

would typically use to manage the project backlog.

No Sprint Sprint 01 Sprint 02 Sprint 03 Sprint 04 Sprint 05 Sprint 06

New Tsk Eoter At Tags v pdater
,

Revalidate Asset Tags Confirm T Delete Users

AG3T - Product Backlog Board
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The AG32 — Current Sprint Board is based on the ‘Current Sprint Board’ with additional configuration for
the cards and filters to reflect the full set of data an organization would typically use to manage the
stories within the current sprint. The stories in the current sprint are “calculated” by the system and
reflects all iterative tasks where the ‘Current date’ aligns with the ‘Sprint Start Date’ and the ‘Sprint
Finish Date’.

Backlog Next up In progress Done

SET % COMPLETE SET % COMPLETE SET % COMPLETE SET % COMPLETE

New Task Validate Asset Tags
Stol oints: 16

ity:High Priority
ype:Technology Debt

Delete Tag to Asset
St Points:0
ority:Low Priority

Type:Business Story

Update Users
Points:8

riority:Low Priority

Story

Story Type:Team Story

AG32 - Current Sprint Board

1.1.2.2.  Agile Views

The agile views use a traditional task sheet and are designed to provide support for additional iterative
management approaches not available in the board views. The AG31 — Product Backlog sheet view
allows you to view and maintain a broader set of information than the AG31 — Product Backlog Board. In
this view, in addition to scheduling an iterative task into a specific sprint, you can also maintain Story
Type, Story Priority, Story Status and Story Points. As this view sums the Story Points by Sprint, you can
also maintain and validate that the total story point count for a sprint is consistent with the team’s
capacity or velocity. In addition, by setting the Epic field, you can associate an individual iterative task
with an Epic.
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Show Story Story
Name - Sprint v On » Epic ~ Story Type - Story Priority v Status « Pc va 5
4Sprint: Sprint 01 Sprint 01 Yes 40
Enter Asset Tags Sprint 01 Yes Business Story High Priority Sprint Rea 16
Determine Tag Location Sprint 01 Yes Manage Inventory Locations Team Story Medium Priority Complete 8
Assocate Tag to Asset Sprint 01 Yes Risk Story High Priority Sprint Rea 16
4 Sprint: Sprint 02 Sprint 02 Yes 48
Update Asset Tags Sprint 02 Yes Technology Debt Medium Priority Sprint Rea 32
Update Tag to Asset Sprint 02 Yes Documentation Story High Priority Story Poin 16
4 Sprint: Sprint 03 Sprint 03 Yes 24
Validate Asset Tags Sprint 03 Yes Technology Debt High Priority In Progres 16
Update Users Sprint 03 Yes Team Story Low Priority In Progres 8
4 Sprint: Sprint 04 Sprint 04 Yes 32
Revalidate Asset Tags Sprint 04 Yes Business Story Low Priority Accepted 32
4Sprint: Sprint 05 Sprint 05 Yes 4
Confirm Tag Location Sprint 05 Yes Manage Inventory Locations Implementation Story High Priority In Progres 4
4 Sprint: Sprint 06 Sprint 06 Yes )
Delete Asset Tags Sprint 06 Yes Business Story High Priority Accepted 0
Delete Users Sprint 06 Yes Business Story Medium Priority In Progres 0
4Sprint: Sprint 07 Sprint 07 Yes [}
Replace Asset Tags Sprint 07 Yes Risk Story Low Priority In Progres O
4 Sprint: Sprint 08 Sprint 08 Yes )
Update Tag Location Sprint 08 Yes Manage Inventory Locations Implementation Story High Priority Accepted 0
Define Locations Sprint 08 Yes Manage Inventory Locations Business Story Medium Priority Accepted 0
4Sprint: Sprint 09 Sprint 09 Yes 0
Delete Tag to Asset Sprint 09 Yes Business Story Low Priority Accepted 0
4 Sprint: Sprint 10 Sprint 10 Yes L)
Create Users Sprint 10 Yes Risk Story Medium Priority 0
Delete Locatons Sprint 10 Yes Manage Inventory Locations Risk Story High Priority Accepted 0
4Sprint: Sprint 11 Sprint 11 Yes 0
Print Tag Inventory Sprint 11 Yes Documentation Story Medium Priority New 0
Update Locations Sprint 11 Yes Manage Inventory Locations Team Story High Priority New 0
— W N

AG31 - Product Backlog sheet view

The AG32 — Current Sprint sheet view, much like the AG31 Product Backlog sheet view, allows you to
view and maintain a broader set of information than the AG32 — Current Sprint Board. In this view, in
addition to maintaining the ‘Board Status’, you can also view Story Type, Story Priority, Story Status and
Story Points. Additionally, this view allows you to view or maintain any task status updates, specifically
the ‘Work’, ‘Actual Work’ and ‘Remaining Work’. Maintaining these work data items is optional based on
whether your organization wishes to maintain this level of detail for iterative projects.

If your organization wishes to maintain these work data items using either the PWA timesheet/task
functionality or by directly maintaining these fields in Microsoft Project, the agile functionality is fully
integrated ensuring that all projects, independent of delivery approach, can report consistent data
across the organization. If, on the other hand, your organization chooses a more agile approach to
tracking progress, these fields can be hidden, and you can simply record each iterative task as not-done
or done (100% complete) as part of each sprint’s review and retrospective.

~ Board Status « Epic w Story Type - Story Status + Story Points ~ Work ~ Actual Work + Remaining Work «»

Name
P Board Status: Backlog Backlog

8 Oh Oh Oh

Update Users Backlog Team Story In Progress 8 Oh Oh Oh
Delete Tag to Asset Backlog Business Story Accepted 0 Oh Oh Oh
4Board Status: Done Done 16 Oh Oh Oh
Validate Asset Tags Done Technology Debt In Progress 16 Oh oh Oh

AG32 — Current Sprint sheet view
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The AG33 — Story List view provides a “flat” list of all the iterative tasks in a project, with the ability to
manipulate any of the iterative management fields, including Sprint, Epic, Board Status, Story Type,
Story Status, Story Priority and Story Points.

Name > Sprint > Epic ~ Board Status  w Story Type ~ Story Status v Story Priority v Story
Enter Asset Tags Sprint 01 ~ Nextup Business Story Sprint Ready High Priority 16
Determine Tag Location Sprint 01 Manage Inventory Locations In progress  Team Story Complete Medium Priority 8
Assocate Tag to Asset Sprint 01 Done Risk Story Sprint Ready High Priority 16
Update Asset Tags Sprint 02 Next up Technology Debt Sprint Ready Medium Priority 32
Update Tag to Asset Sprint 02 Done Documentation Story Story Point Ready High Priority 16
Validate Asset Tags Sprint 03 Done Technology Debt In Progress High Priority 16
Update Users Sprint 03 Backlog Team Story In Progress Low Priority 8
Revalidate Asset Tags Sprint 04 Next up Business Story Accepted Low Priority 32
Confirm Tag Location Sprint 05 Manage Inventory Locations In progress  Implementation Story In Progress High Priority 4
Delete Asset Tags Sprint 06 In progress  Business Story Accepted High Priority 0
Delete Users Sprint 06 In progress  Business Story In Progress Medium Priority 0
Replace Asset Tags Sprint 07 In progress  Risk Story In Progress Low Priority 0
Update Tag Location Sprint 08 Manage Inventory Locations Next up Implementation Story Accepted High Priority 0
Define Locations Sprint 08 Manage Inventory Locations Done Business Story Accepted Medium Priority 0
Delete Tag to Asset Sprint 09 Backlog Business Story Accepted Low Priority 0
Create Users Sprint 10 In progress  Risk Story Medium Priority 0
Delete Locatons Sprint 10 Manage Inventory Locations Next up Risk Story Accepted High Priority 0
Print Tag Inventory Sprint 11 Next up Documentation Story New Medium Priority 0

Update Locations Sprint 11 Manage Inventory Locations In progress ~ Team Story High Priority 0

AG33 — Story List sheet

The AG34 — Scrum Gantt Chart view is a hybrid view which shows all the non-iterative tasks (‘Show on
Board’ = No) as well as all the iterative tasks that have a ‘Sprint Start Date’ earlier than ‘Current date’.
This allows you to view any traditional tasks, perhaps for up-front planning or for back-end
implementation, that don’t fit into a sprint model as well as all iterative tasks completed in earlier
sprints and in the current sprint. We describe this as the committed iterative work on the project. The
iterative tasks for future sprints are not included in this view as they are not committed and based on
agile principles, may never be completed during the life of the project.

Remaning 10, ‘ 1
Task Name. = Show on Board + Work o Rt Witk o D (o - AcwsiStart  Fnith « Predecessors. v 1§ MTWTES SMTWTF MTWITSSMTW MW SMTWT M
“Electronic Asset Tracking Update No 168h 168h oh 194d Jun5'18 Jun5'18 Mar 1019
Develop Product Vision No 40h 40h oh 254 Jun5'18 Jun5'18 Jun7'18 W— Product Owner, SCRUM Master
Review and Approve Product Vis No ) h oh 0.5d Jun7'18 un7'18 nn7'18 2 # Product Owner(s0%]
Publish Product Vision No % 2 oh 24 Jun8'18 n8'18 wni1as 3 T SCRUM Master(13%]
Establish Release Strategy and DiNo 16h 16h oh 14 Jun12'18 Jun12"18 Jun12"18 a e Product Owner, SCRUM Master
Develop Release/storyMap  No 2 2h oh 017d Wn138  Jun1318 Jun13'18 S & Product Owner{S0%],SCRUM Master
\/Discovery Session (No oh oh oh od Wn1318  wn13'18  wn13'18 6 s613
No No 16h 16h oh 2 un13'18  un13'18  wniss 7 T SCRUM Master, Kenneth Steiness
Determine Initial Sprint Velocit No & 8h oh 1.25d Jun1s5'18 Jun15'18 Jun 18'18 10 s SCRUM Master(80%] Kenneth Steiness(80%]
Project Operating Parameters Co No oh oh oh od Jun18"18 Jun 1818 Jun18"18 1 s 6n8
“Project Environment Ne s6h s6h oh 7.5d Jn18'18  Jun18'18  Jun27'18 | —— )
Develop Preliminary Project Te<No 24n 2h oh 15 un18'18  Jun18'18  Wwn1918 12 T Agile Team Member, SCRUM Master,Kenneth Steiness
Select Agile Development Strat No a 8h oh 05d un19'18  Jun19'i8  Wn20'18 14 s Product Owner,SCRUM Master, Kenneth Steiness.
Define Team Space (Caves and No oh sh oh 05d Jun20'18 Jun 2018 un 20'18 15 ¥ Agile Team Member,SCRUM Master,Kenneth Steiness
External Milestone - Team Spac No Oh Oh oh od Jun27°18 Jun 2718 Jun 2718 16FS+1w s 6727
Implement Bulld Server No 16h 16h oh 2 un20°18 Jun20'18 Jun22'18 16 T Aglie Team Member
Project Environment Complete No oh oh oh omo Jun22°18 Jun22"18 Jun 22'18 18 qea
Sprint Zero Complete No Oh 0Oh oh omo Jun 22'18 Jun 22'18 Jun 22'18 19 & 62
Confirm Release Horizon No an 4h oh % un22'8  un22'18  Wwn2518 20 T Product Owner,SCRUM Master
Develop Release Strategy No 2h 2h oh 1h Jun25'18 Jun25'18 Jun25"18 2 TProduct Owner,SCRUM Master
Create Release Vision No an ah oh 133h Jun25°18 Jun25'18 un 25'18 2 7t Owner
Identify Story Focus for Release No an 4h oh 1.33h Jun 2518 Jun 25'18 Jun 25"18 25 " Agile Team Member, Product Owner, SCRUM Master
Develop Sprint Strategies  No 12h 12h oh an un25'18  Jun25'8  Wn26'18 26 T Agile Team Member,Product Owner, SCRUM Master
Release Plan X Complete Ne Oh Oh oh omo Jun 2618 Jun 26'18 Jun 26'18 27 + 626
4sprint1 Yes oh oh oh 29d wi2'18 l2'18 Aug10'18 T
Enter Asset Tags Yes oh oh oh 204 wi2"18 i2'18 Aug10'18
Determine Tag Location Yes oh oh oh 294 wi2"18 wi2"8 Aug10'18
Assocate Tag to Asset Yes oh oh oh 294 Jul2'18 ul2'18 Aug10'18
“sprint2 Yes oh oh oh 29d Aug13'18  Augl3'1s  Sep21'1s
Update Asset Tags Yes oh oh oh 294 AUg13'18  Aug13'18 Sep21'1s
Update Tag to Asset Yes oh oh oh 294 Aug13'18  Awg13'1s  Sep21'1s
“sprint3 Yes oh oh oh 30d sep24'18  NA Nova'1s
Validate Asset Tags Yes oh oh oh 304 Sep24'18  NA Nov4'1s
Update Users Yes oh oh oh 304 Sep24'18  NA Nov4'1s

AG34 — Scrum Gantt Chart view
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The final view, the AG35 — Epic view, is intended for “viewing purposes only” and allows you to view
what stories are associated with specific epics. While you can change any of the data visible on this view,
we recommend using either the Product Backlog or Story List views for maintaining the data associated
with iterative tasks as opposed to doing it in this view since it does not reflect the sprint status of these

stories.
Show
Name v on v Story Type v Story Priority v Story Status v Story Points v
lf Epic: Manage Inventory Locations Yes 12
Determine Tag Location Yes Team Story Medium Priority Complete 8
Confirm Tag Location Yes Implementation Story High Priority In Progress 4
Update Tag Location Yes Implementation Story High Priority Accepted 0
Define Locations Yes Business Story Medium Priority Accepted 0
Delete Locatons Yes Risk Story High Priority Accepted 0
Update Locations Yes Team Story High Priority New 0

AG34 - Epics

1.1.2.3.  Story Status Maintenance
The Story Status Maintenance section of the ribbon is intended for the Product Owner or Scrum Master
to support “story grooming” ensuring that the backlog is well managed and there are always stories

ready for the next sprint.

As shown below, the “In Progress” button was selected, and it highlights in yellow using cell background
formatting all the stories which are “In Progress”. Knowing what stories are under development by the
subject matter experts, for example, being classified by type or priority, story card or definition of done,
would be useful prior to a sprint planning session. This would allow the Product Owner to be able to find
stories that should be “hurried up” to allow them to be candidates for the next sprint.
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file  Task  Resource  Report  Project View [EREISUSISNN Developer  Help  Acobat  Team  Sprints omat O Tell me what you want to do
RA - w3 — . =t | D W
=5 O, Oy IPE e X
Product Cument  Product Cument Story  Scrum  Epics  Other Manage New Accepted In  ftoryPoint Sprint  No Story No Story NotSprint  Filter ~Highlight
Backlog Board wtBoard Backlog Sprint  List Views-  Sprnts Stories s | Ready  Ready Type  Pri Ready Clear lear
Menu Commands Agile Boards Agile Views Configuration Story S Story Validation Other Actions
Show Story  Story
Name - Sprint v on . Epic « Story Type + __ StoryPriority v Status v Points -+
[+sprint: sprint 01 ‘Sprint 01 Yes . 0
3 Enter Asset Tags Sprint 01 Yes Business Story High Priority Sprint Rea16
32 Determine Tag Location Sprint 01 Yes Manage Inventory Locations  Team Story Medium Priority Complete 8
3 Assocate Tag to Asset Sprint 01 Yes Risk Story High Priority Sprint Rea 16
+Sprint: Sprint 02 Sprint 02 Yes a8
EH Update Asset Tags Sprint 02 Yes Technology Debt Medium Priority Sprint Rea 32
% Update Tag to Asset Sprint 02 Yes Documentation Story High Priority Story Poin 16
“Sprint: Sprint 03 Sprint 03 Yes 2
38 Validate Asset Tags Sprint 03 Yes Technology Debt  High Priority In Progres 16
£ Update Users Sprint 03 Yes Team Story Low Priority In Progres 8
«Sprint: Sprint 04 Sprint 04 Yes 2
52 Revalidate Asset Tags Sprint 04 Yes Business Story Low Priority Accepted 32
+Sprint: Sprint 05 Sprint 05 Yes a
st Confirm Tag Location Sprint 05 Yes Manage Inventory Locations  Implementation Story High Priority In Progres 4
“Sprint: Sprint 06 Sprint 06 Yes )
56 Delete Asset Tags Sprint 06 Yes Business Story High Priority Accepted 0
57 Delete Users Sprint 06 Yes Business Story Medium Priority In Progres 0
“Sprint: Sprint 07 Sprint 07 Yes 0
g s Replace Asset Tags Sprint 07 Yes Risk Story Low Priority In Progres 0
%‘ 4Sprint: Sprint 08 Sprint 08 Yes o
e Update Tag Location Sprint 08 Yes Manage Inventory Locations  Implementation Story High Priority Accepted 0
G e Define Locations Sprint 08 Yes Manage Inventory Locations Business Story Medium Priority Accepted 0
2 Sprint: Sprint 09 Sprint 09 Yes o
g 65 Delete Tag to Asset Sprint 09 Yes Business Story Low Priority Accepted 0
i “Sprint: Sprint 10 Sprint 10 Yes o
3 68 Create Users. Sprint 10 Yes Risk Story Medium Priority [
e Delete Locatons Sprint 10 Yes Manage Inventory Locations Risk Story High Priority Accepted 0
“Sprint: Sprint 11 Sprint 11 Yes )
n Print Tag Inventory Sprint 11 Yes Documentation Story Medium Priority New 0
72 Update Locations Sprint 11 Yes Manage Inventory Locations  Team Story High Priority New 0

- ew =

In Progress button

The buttons in this section align to the agile story life cycle:

New Stories — highlights all stories where the ‘Story Status’ is either blank or equal to ‘New’ and
would be used to review and validate that the new stories are appropriate and should be
included in the project.

Accepted — highlights all stories where the ‘Story Status’ is “Accepted” and would be used to
review stories as candidates for completion of the story card details.

In Progress — highlights all stories where the ‘Story Status’ is “In Progress” and would be used to
review all the stories where the story card is in progress, but not yet ready to be a candidate for
sprint planning.

Story Point Ready — highlights all stories where the ‘Story Status’ is “Story Point Ready” and
would be used to identify all stories which have a complete story card and are candidates for
story point estimating.

Sprint Ready — highlights all stories where the ‘Story Status’ is “Sprint Ready” and would be used
to identify all stories which have both a complete story card and story point estimates and are
candidates for sprint planning.
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Business Team

Story Identified
(Story Status
New or Blank)

‘ Story Status changed to
Story Accepted

Develop Story
(In Progress)

‘ Story Type and Priority Set
Story Card Developed

v

Product Owner
validates story is
complete

Agile story life cycle

1.1.2.4.  Story Validation

Pagel?7

Project Team

Story Ready for
Team
(Story Point
Ready)

Team develops Story Point Estimates

Story Ready for
Development
(Sprint Ready)

Product Owner assigns Story to Sprint
Story managed via Board Status

Story is accepted
(Complete)

The Story Validation section of the ribbon contains three buttons for governance validations to ensure
that all iterative tasks have the minimal data required to meet organizational standards. In the figure
shown below, the No Story Type is clicked, which highlights several tasks missing a Story Type value. The
other two buttons provide validations that confirm that the Story Priority is set and that all tasks which

are defined as Sprint Ready are not missing any key data items.
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[EOPRNNRE Dcccloper  Help  Acrobat  Team £ Tell me what you want to do

JIRA - — g — | = =
2 - ° ¥ Q-
Cument  Product Curent Story  Scum  Epics Other  Manage  New Accepted In  StoryPoint Sprint [NoStory NoStory NotSprint Filter Highlight
Backlog Board Sprint Board  Backiog Speint  List  Gantt Chart Views~  Sprnts  Stories Progress Ready Ready | Type |[Prority Ready  Clear  Clear
Menu Commands Agile Bowrds Agile Views Configuestion Story Status Maintenance Shory Validation Other Actions

n v Sprint 01 Business Story High Priority Sprint Ready
2 v Determine Tag Location sprint 01 Yes Manage Inventory Locations  Team Story Medium Priority Complete 8
n v Assocate Tag to Asset Sprint 01 Yes Risk Story High Priority Sprint Ready 16
“Sprint: Sprint 02 Sprint 02 Yes a8
EL Update Asset Tags Sprint 02 Yes Technology Debt Medium Priority SprintReady 32
N Update Tag to Asset Sprint 02 Yes High Priority Story Point Read) 16
“Sprint: Sprint 03 Sprint 03 Yes 2
» = Validate Asset Tags Sprint 03 Yes Technology Debt  High Priority In Progress 16
» = Update Users Sprint 03 Yes Team Story Low Priority In Progress 8
“Sprint: Sprint 04 Sprint 04 Yes 32
@ = Revalidate Asset Tags Sprint 04 Yes Business Story Low Priority Accepted 32
“Sprint: Sprint 05 Sprint 05 Yes 4
“ = Confirm Tag Location Sprint 05 Yes Manage Inventory Locations In Progress 4
4 Sprint: Sprint 06 Sprint 06 Yes 0
© = Delete Asset Tags Sprint 06 Yes Business Story High Priority Accepted 0
a7 =2 Delete Users Sprint 06 Yes Business Story Medium Priority In Progress o
4Sprint: Sprint 07 Sprint 07 Yos 0
R4 = Replace Asset Tags Sprint 07 Yes Risk Story Low Priority In Progress. 0
g «Sprint: Sprint 08 Sprint 08 Yes 0
g2 B Update Tag Location Sprint 08 Yes Manage Inventory Locations Implementation Story Accepted 0
g = B Define Locations Sprint 08 Yes Manage Inventory Locations _ Business Story Medium Priority Accepted 0
a 4$print: Sprint 09 Sprint 09 Yes 0
g s =W Delete Tag to Asset Sprint 09 Yes Business Story Low Priority Accepted [
“Sprint: Sprint 10 Sprint 10 Yes °
Bw = Create Users Sprint 10 Yes Risk Story Medium Priority 0
T = Delete Locatons Sprint 10 Yes Manage Inventory Locations  Risk Story High Priority Accepted 0
“Sprint: Sprint 11 Sprint 11 Yes °
@ =B Print Tag Inventory Sprint 11 Yes Documentation Story Medium Priority New 0
@ = Update Locations Sprint 11 Manage Inventory Locations. Team Story High Priority 0

No Story Type validation button

1.1.3. Starting an Agile Project

All projects should be started using an approved organizational project type. Therefore, assuming you
are using Project Online, you should always start each new agile project on the ‘Create a New Proposal’
page in ‘PWA’ by selecting the appropriate Enterprise Project Type. This will ensure that the appropriate
workflow, project detail pages, and templates are applied to your project.

BROWSE  PAGE | ITEMS  LIST

My Work My Resources My Portfolio
E_ Create a New Proposal

Project Intake

Ideas

My Activities

Tasks

Infrastructure

Calendar

Timesheet
Manage Timesheets
Issues and Risks
Approvals (Tasks)

Approvals (Workflow)

Dashboards
Construction

Project Center

Create new agile project
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This will create a new project in Project Online following your organizational standards. If you are using

Microsoft Project standalone, select an appropriate template from the ‘Backstage > New page’.

1.1.3.1.  Setting Agile Sprints

With the project created in PWA, we now open it in Microsoft Project desktop to complete the core
planning activities. As with any project, the first step is to define the project in the ‘Project Information’
dialog, specifically the ‘Start date’, ‘Schedule from’ and ‘Calendar’ fields.

art date: Jun5"18 Current date: | Oct25'18

Einish date: Mar 1019 Status date: Sep23'18
Schedule from: | Project Start Date Calendar: Standard ‘
All tasks begin as soon as possible Priority: 500 <
Calculate Resource Utilization from: ‘
Project Plan
Enterprise Custom Fields
Department: | Engineering .
‘Lustom Field Name Value ~
Administrative JNo
Benefits $0.00 b
Cost KPI No Baseline
Investment Category Grow
. |Location St Louis, MO
Program Palma
Project KP| On Track
Project Phase 02 - Planning
Proposal Costs $0.00 5
Help Statistics... Cancel
W

Set Project level fields

Next, from the ‘Project ribbon > Properties section’, click the ‘Manage Sprints’ button and define the
Sprint details in the ‘Manage Sprints’ dialog. First set the ‘Duration’, then set the ‘Sprint Start’ date if it is
different than the project ‘Start date’. Click the ‘Add Sprint’ button in the dialog to create as many
sprints as you believe the project will require.

You can rename the sprints in this dialog to make them more descriptive. Click the ‘OK’ button when
finished.



Proactive PPM with Microsoft Project 2016

For Project Online and Project Server

Electronic Addendum

File Task Resource

Report

View  Agile Analyzer

Developer

Acrobat

Team

Sprints

Format

S Tell me what you ¢

Page20

m FF Get Addins o 4 2 Q & | f E" =Y E Status Date; [T 92318 ABC
3 2 g % e =] Update Project
Subproject Project  Custon] Manage links Between WBS Change Calculate Move Spelling
& MyAddins *  jnformation  Fields Sprints | Projects. Working Time ~ Project Baseline ~ Project
Insert Add-ins Properties Schedule Status Proofing
x v
Task eSprint
O  Moc . TaskName | | -
0 ™ 4Electronic Asset Tracking Update “'3:"5':,‘,‘ k;;"gm :‘:n :‘Tm
1V = 4Product Vision/Discovery Session Sprint 01 6w 11218 Aug 1218
2 v = Develop Product Vision _sprinto2 ow Aug 1318 'Sep23-18
IV = Review and Approve Product Visi ___ Sprint03 ow Sep24°18 Nov 418
4 v = Publish Product Vision [_Isprinto4 6w Novs 18 Dec 1618
5 = Establish Release Strategy and Du —:E::: g;— 2: ET;;_:: :;:’2""0 ?19;
6 v - Develop Release/Story Map T Isprinto7 e — Jun 2718 TAug 718
Yy -~ Product Vision/Discovery Session C¢ ™~ sprint 08 ow Aug 818 Sep 18'18
8 s “Sprint Zero _sprintog 6w lsep19M8  locta01e
9 - 4Project Operating Parameters ~__ Sprinti0 o _joasiie;  Recliity
10 - Establish Project Norms _ sprint11 ow Dec 1218 Jan 2219
11 - Determine Initial Sprint Velocity
2y = Project Operating Cor
13 - +Project Environment A0 sarkt
14 - Develop Preliminary Project Teg| SPrintstart Jan 2319 =
15 |5 g Select Agile Development Strate| pyration: w =
16 s Define Team Space (Caves and C
7 v = External Milestone - Team Space| | AddSprint
g 18 v = Implement Build Server
g 19 - Project Environment Complete |I] Cancel

Manage Sprints dialog

Caution:

The project calendar is not used when creating sprints. Sprints are always created based
on a fixed duration independent of the number of working days in the period.

Tips and Hints:

If your organization adjusts the sprint dates to accommodate statutory holidays and other non-working
time, only create as many sprints needed to take you to the first sprint that contains non-working time.

Adjust the Start/Finish dates and then continue to create sprints until the next non-working time period.

Tips and Hints:

If you rename your sprints, we recommend prefixing the sprint number at the beginning to ensure that
any views which you sort/group by sprint name will remain in chronological order. For example, “01 —

Identify Customer, 02 — Capture Order Details”.

1.1.3.2. Using Resource Engagements on an Agile Project

Because agile projects are planned iteratively, most organizations will use Resource Engagements with
named resources to ensure the team is committed to the project at the appropriate allocation,
independent of iterative task assignments. Resource engagements for iterative projects are created
using the same process as predictive projects. See Section 4.10 Creating Resource Engagements for
Named Resources in this book for more details.
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Resource engagements for named resources should be created for each team member on the iterative
project and should cover the duration of the project to ensure that the capacity demand of each team
member reflects the unplanned work for future sprints. Once the resource engagements have been
submitted, you need to ensure that ‘Calculate Resource Utilization from’ value is set to ‘Resource
Engagements’. From the ‘Project ribbon > Properties section’ click the ‘Project Information’ button. In
the Project Information dialog, ensure that the ‘Calculate Resource Utilization from’ value is set to
‘Resource Engagements’, and then click the ‘OK’ button.

‘ Start date: Jun5"18 Cyrrent date: | Oct25"18
Finish date: Mar 101 Status date: Sep 2318
‘ Schedule from: | Project Start Date Calendar: Standard !
All tasks begin as soon as possible. Priority: 500 =
Calculate Resource Utilization from:

Resource Engagements NA .
| Enter Tustom rields '
| Department: | Engineering

I
‘ | Custom Field Name lv.alue A
Administrative iNO
Benefits $0.00
| Cost KPI No Baseline
| Investment Category Grow
| Location St Louis, MO
Program Palma
| Project KP1 On Track
| Project Phase 02 - Planning
‘ Proposal Costs $0.00 G
|
[ Help Statjstics... 0K ‘ Cancel
y A Y

Ensure Resource Engagements is selected

1.1.4. Developing the Product Backlog

Maintaining the product backlog can be as simple as dragging and dropping stories into the appropriate
sprint column using the AG31 — Product Backlog Board. This will schedule the story for work in that
sprint.
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No Sprint

—

Update Locations
0

y:High Priority
Story Type:Team Story

Story P

Story P

Delete Locatons

Story Points:0

Story Priority: High Priority
Story Type:Risk Story

Create Users

y-Medium Priority
Story Type:Risk Story

Print Tag Inventory
Story Points:0

Story Priority: Medium Priority
Story.

Story Type: D

Sprint 01 Sprint 02

Enter Asset Tags L Update Tag to Asset ¥
Story Points: 16 Story Paints:16

Priority: High Priority vity: High Priority

ry Type:Business Story ype:Documentation Story

Determine Tag Location Vi Update Asset Tags v

Points:8 soints:32

Priority:Medium Priority y-Medium Priority

ype:Team Story Technology Debt
v

Assocate Tag to Asset
Points:16

ry Priority: High Priority
Story Type:Risk Story

AG31 - PRODUCT BACKLOG BOARD

Sprint 03

Update Users
Story Points:8

Validate Asset Tags
y Points: 16

Drag and drop stories to manage the product backlog

y Priotity:Low Priority
Story Type:Team Story

briority: High Priority
e Technology Debt

If you need to maintain additional detail on the stories, such as Story Priority, Story Type or Story Points,
the AG31 — Product Backlog view would be more appropriate. In this view you can also assign stories to
a sprint using the drop-down list in the Sprint column. Also, in this view, you can maintain any of the
other fields to ensure full details of each story are available to help the Scrum Master or Product Owner

maintain the product backlog.

Show
Name - » on L Epic + Story Type v Story Priority
+Sprint: No Sprint No Sprint Yes
Delete Tag to Asset No Sprint Yes Business Story Low Priority Accepted 0
Create Users No Sprint Yes Risk Story Medium Priority 0
| | Delete Locatons No Sprint es Manage Inventory Locations Risk Story High Priority Accepted 0
_ Print Tag Inventory Documentation Story Medium Priority New o
Update Locations Manage Inventory Locations Team Story High Priority New o
+Sprint: Sprint 01 40
Enter Asset Tags Business Story High Priority Sprint Rea 16
Determine Tag Location Manage Inventory Locations Team Story Medium Priority Complete 8
Assocate Tag to Asset Risk Story High Priority Sprint Rea 16
+Sprint: Sprint 02 48
Update Asset Tags Technology Debt Medium Priority Sprint Rea 32
Update Tag to Asset Documentation Story High Priority Story Poin 16
4Sprint: Sprint 03 24
Validate Asset Tags Technology Debt High Priority In Progres 16
Update Users Sprint 03 Yes Team Story Low Priority In Progres 8
«Sprint: Sprint 04 Sprint 04 Yes 32
Revalidate Asset Tags Sprint 04 Yes Business Story Low Priority Accepted 32
4Sprint: Sprint 05 Sprint 05 Yes 4
Confirm Tag Location Sprint 05 Yes Manage Inventory Locations Implementation Story High Priority In Progres 4
+Sprint: Sprint 06 Sprint 06 Yes
Delete Asset Tags Sprint 06 Yes Business Story High Priority Accepted 0
Delete Users Sprint 06 Yes Business Story Medium Priority In Progres 0
«Sprint: Sprint 07 Sprint 07 Yes
Replace Asset Tags Sprint 07 Yes Risk Story Low Priority In Progres 0
4 Sprint: Sprint 08 08 Yes
Update Tag Location Sprint 08 Yes Manage Inventory Locations Implementation Story High Priority Accepted 0
Define Locations Sprint 08 Yes Manage Inventory Locations Business Story Medium Priority Accepted 0

Maintain product backlog in view mode
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1.1.4.1.

3
32
3

39

42

4

w
8

@

AG31 - PRODUCT BACKLOG
& b4

w
B

o a
g2

HBE B << < HE B H HE << <<«

&

Creating and Managing Epics
Traditionally there is no work associated with an epic (as the work is all done in the stories), so there is
no need to create a task in Microsoft Project for Epics. To create an Epic, you simply have to enter the
name of the Epic into the ‘Epic’ column in any of the agile views. We find that the ‘AG31 — Product
Backlog’ view works very well for associating stories to an Epic.

0 nName

4Sprint: Sprint 01
Enter Asset Tags
Determine Tag Location
Assocate Tag to Asset
4Sprint: Sprint 02
Update Asset Tags
Update Tag to Asset
4 Sprint: Sprint 03
Validate Asset Tags
Update Users
4Sprint: Sprint 04
Revalidate Asset Tags
4Sprint: Sprint 05
Confirm Tag Location
+Sprint: Sprint 06
Delete Asset Tags
Delete Users
4Sprint: Sprint 07
Replace Asset Tags
+Sprint: Sprint 08
Update Tag Location
Define Locations
4 Sprint: Sprint 09
Delete Tag to Asset
4Sprint: Sprint 10

Create Users

Delete Locatons
4Sprint: Sprint 11

Print Tag Inventory

Update Locations

Show
Sprint ~on
Sprint 01 Yes
Sprint 01 Yes
Sprint 01 Yes
Sprint 01 Yes
Sprint 02 Yes
Sprint 02 Yes
Sprint 02 Yes
Sprint 03 Yes
Sprint 03 Yes
Sprint 03 Yes
Sprint 04 Yes
Sprint 04 Yes
Sprint 05 Yes
Sprint 05 Yes
Sprint 06 Yes
Sprint 06 Yes
Sprint 06 Yes
Sprint 07 Yes
Sprint 07 Yes
Sprint 08 Yes
Sprint 08 Yes
Sprint 08 Yes
Sprint 09 Yes
Sprint 09 Yes
Sprint 10 Yes
Sprint 10 Yes
Sprint 10 Yes
Sprint 11 Yes
Sprint 11 Yes
Sprint 11 Yes

~ E‘t -
Manage Inventory Locations
Maintain Asset Tags

Maintain Asset Tags

Maintain Asset Tags

Manage Inventory Locations

Maintain Asset Tags

Maintain Asset Tags

Manage Inventory Locations

Manage Inventory Locations

Manage Inventory Locations

Manage Inventory Locations

| story Type - Story Priority
Business Story High Priority
Team Story Medium Priority
Risk Story High Priority

Technology Debt Medium Priority

Documentation Story High Priority
Technology Debt High Priority
Team Story Low Priority
Business Story Low Priority

Implementation Story High Priority

High Priority
Medium Priority

Business Story
Business Story
Risk Story Low Priority

Implementation Story High Priority
Business Story Medium Priority
Business Story Low Priority

Risk Story
Risk Story

Medium Priority
High Priority

Documentation Story Medium Priority
Team Story High Priority

Story

Page23

Story

v Status v Points

Sprint Rea 16
Complete 8
Sprint Rea 16
48
Sprint Rea 32
Story Poin 16
24
In Progres 16
In Progres 8
3

Accepted 32
4
In Progres 4
0
Accepted 0
In Progres O
0

In Progres 0
0
Accepted 0
Accepted 0
0
Accepted 0
0

o
Accepted 0
0
New 0
New 0

Associate stories with an Epic

You will notice in the preceding figure, this allows you to complete the stories for the epic over many
sprints. You can view the status of epics using the ‘AG35 — Epic’ view.

35
36
38

49

32

52

53

59
62

Show
0 Task Name - on ~ Story Type ~ Story Priority ~ Story Status ~ Story Points -

I-Eple: Maintain Asset Tags Yes
v Update Asset Tags Yes Technology Debt Medium Priority Sprint Ready 32
v Update Tag to Asset Yes Documentation Story High Priority Story Point Ready 16
] Validate Asset Tags Yes Technology Debt High Priority In Progress 16
i Delete Asset Tags Yes Business Story High Priority Accepted 0
v Replace Asset Tags Yes Risk Story Low Priority In Progress 0|

4Epic: Manage Inventory Locations Yes 12
v Determine Tag Location Yes Team Story Medium Priority Complete 8
it | Confirm Tag Location Yes Implementation Story High Priority In Progress 4
v Update Tag Location Yes Implementation Story High Priority Accepted 0
v Define Locations Yes Business Story Medium Priority Accepted 0
i | Delete Locatons Yes Risk Story High Priority Accepted 0
iz Update Locations Yes Team Story High Priority New 0

Associate stories with an Epic
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1.1.5. Planning a Sprint

While you can associate stories with a sprint in either of the Product Backlogs (board or view), the ‘AG31
— Product Backlog’ view is very practical for sprint planning. It allows you to assign a story to a sprint,
validate the story points assigned to the sprint, and validate the readiness of the story to be assigned to
a sprint.

Resource  Report Agile Analyzer = e omat O Tell me what you want to do

0 s - . . . ¥ . . v
[ |+sprint: Sprint 01 Sprint 01 Yes 3 40
v Enter Asset Tags Sprint 01 Yes Business §' B Sprint Rea 16
v Determine Tag Location Sprint 01 Yes Manage inventory Locations Team Stor Complete 8
v Assocate Tag to Asset Sprint 01 Yes Risk Story Sprint Rea 16
+Sprint: Sprint 02 Sprint 02 Yes 4
v Update Asset Tags Sprint 02 Yes Maintain Asset Tags Technolog Sprint Rea32
v Update Tag to Asset Sprint 02 Yes Maintain Asset Tags Document . Story Poin 16
4Sprint: Sprint 03 Sprint 03 Yes -
=5 Validate Asset Tags Sprint 03 Yes Maintain Asset Tags Technolog In Progres 16
= Update Users Sprint 03 Yes Team Stor In Progres 8
4Sprint: Sprint 04 Sprint 04 Yos 2
= Revalidate Asset Tags Sprint 04 Yes Business 5 Accepted 32
+Sprint: Sprint 05 Sprint 05 Yos 4
= Confirm Tag Location Sprint 05 Yes Manage Inventory Locations. Implemen In Progres 4
4Sprint: Sprint 06 Sprint 06 Yos
= Delete Asset Tags Sprint 06 Yes Maintain Asset Tags Business § Accepted 0
=5 Delete Users Sprint 06 Yes Business § In Progres 0
Sprint: Sprint 07 Sprint 07 Yes 0
g v Replace Asset Tags Sprint 07 Yes Maintain Asset Tags Risk Story In Progres 0
g +Sprint: Sprint 08 Sprint 08 Yes 0
5 v Update Tag Location Sprint 08 Yes Manage Inventory Locations Implemen’ Accepted 0
- v Define Locations Sprint 08 Yes Manage Inventory Locations Business S' : Cancel | Accepted 0
g 4Sprint: Sprint 09 Sprint 09 Yos - - 0
2 = Delete Tag to Asset Sprint 09 Yes Business Story Low Priority Accepted 0
& +Sprint: Sprint 10 Sprint 10 Yos
a 2 Create Users Sprint 10 Yes Risk Story Medium Priority 0
< = Delete Locatons Sprint 10 Yes Manage Inventory Locations Risk Story High Priority Accepted 0
Sprint: Sprint 11 Sprint 11 Yes )
= Print Tag Inventory Sprint 11 Yes Documentation Story Medium Priority New 0
= Update Locations Sprint 11 Yes Manage Inventory Locations Team Story High Priority New 0
W Ay -

Sprint planning using the Product Backlog view

The ‘AG31 - Product Backlog’ view allows you to apply column filters (on the ‘Story Type’ or ‘Story
Priority’ columns) to find the optimal stories for each sprint that have a ‘Story Point’ total count that is
consistent with the team’s velocity. In addition, this view supports the Story Status Maintenance and
Story Validation buttons to facilitate sprint planning. With the appropriate stories assigned to the
upcoming sprint(s), agile sprint planning is complete.

1.1.5.1.  Maintaining Story Details

Although optional, you may also want to consider maintaining other information related to the story to
leverage the full functionality of Microsoft PPM which supports enterprise resource management and
portfolio reporting. The Product Backlog and Sprint boards/views use the ‘Sprint Start’ and ‘Sprint Finish’
date fields to manage and assign stories to Sprints (as discussed in the ‘Developing the product backlog’
section). Many organizations also leverage the full functionality of Microsoft Project to schedule the
completion of the stories (or tasks in traditional Microsoft Project terminology) so that team member’s
timesheets are complete, and that organizational project, program and portfolio reports are accurate
and include the agile work packages.

To do this, it is also important to ensure that the detailed tasks for each story are properly defined
including the task type, Start/Finish dates and resource allocations. While you can maintain the task
details in any view, including using the ‘Task Information’ dialog and the ‘Task Entry’ view (split view),
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we find the ‘AG34 — Scrum Gantt Chart’ view works well for this purpose as it is filtered to show only
those stories that are either complete or scheduled for work in the current sprint. The following figure
shows a split view with the ‘AG34 — Scrum Gantt Chart’ view in the top pane and the ‘Task Form’ view in
the bottom pane.

v
v

“sprint 1 Yes s8.28h s8.28h oh 13884 Wn2618  Jun26'18  Jul1s'is
20280 20280 oh 10d wi2'18 i2'18 wl16'18 3 s Raphael Santos,Dale Howard
300 30h oh 10d wi2'18 Jul2"18 Wl16°18 31 Steve Caseley(80%]

10d wi2'18 i2'18 wi16'18 3 s Dale Howard(10%]
" ] ) va A 16 '18 ve 716
108h 108h oh 104 w1618 Jul 1618 13018 T
oh ] 0 y 1618 A16°1 e 76
4an aah oh 10d ui17'18 ul17'18 3018 37 Lo Raphael Santos[S0%]
2 6an oh 104 1718 1l 1718 13018 37 &

h ‘ 4 s na v 7130
36h oh 36h 10d 3018 NA Avg13 18 r

h o 3018 3018 | ba 730
200 oh 2h 10d 13118 NA Ag13ls a2 | % Steve Caseley(25%],Raphael Santos(80%]
12h oh 12h 10d 1ul31'18 NA Aug13'18 a | & Dale Howard(80%]
o Aug13I8 WA Avg 1318 4 ve 813

Story details

While the level of traditional Microsoft Project discipline applied to Stories will vary by organization, in
general consideration should be given to the following:

WABS structure and Summary tasks — While optional, we recommend creating a Summary Task
for each Sprint and organizing the committed stories under the appropriate summary task.
These summary tasks should be one-to-one with the Sprints defined in the ‘Manage Sprints’
dialog. However, there is no direct connection between these, so it is important to manually
ensure that they align.

Dependencies — We recommend using Sprint Start and Sprint Finish milestones which allow you
to schedule each sprint sequentially while also allowing you to associate all stories within a
sprint for completion in the appropriate timeframe.

Task type — While Stories can follow the conventional work-based philosophy and use the ‘Fixed
Work’ task type, we find using ‘Fixed Duration’ and ‘Effort Driven’ where the task’s ‘Duration’ is
always the same as the sprint duration, fits the agile management principles best. This ensures
the work is allocated to the proper timeframe, i.e. a 2-week sprint, while still allowing the team
to self-organize and manage when the story will be completed during the daily standup.
Resource assignment — While optional for overall management of agile sprints, if you want
stories to appear on team member’s timesheets you must assign the appropriate team
member(s) to each story to associate the work to a resource. As there is an expectation that the
team will “self-manage” within a sprint, we recommend initially assigning all appropriate team
members to each story to populate timesheets, recognizing that, in reality, the team may elect
to complete the work slightly different during the daily-standups. Team members who do not
actually work a story would then simply zero out the remaining work on their timesheets.
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e Work estimation — Similar to resource assignment, while this is optional for overall management
of agile sprints, it is required if you want to use timesheets to track work on the stories. As there
is no direct relationship between the story point estimation for a story and the hours estimated
for the specific resource(s) assigned to a task, a rough-ballpark estimate of hours is sufficient to
ensure the team member(s) are able to track progress on their timesheets.

Caution:

‘Sprint Start’ and ‘Sprint Finish’ are used exclusively in the Agile Boards and do not set
or maintain the task ‘Start’ and ‘Finish’ dates. As a result, we recommend using
Milestones and traditional Microsoft Project dependencies to schedule the stories for
timesheets and organizational reporting.

1.1.5.2.  Baselining Agile Projects

As agile projects are planned iteratively, they should also be baselined iteratively. To do this, you select
the new stories (and any other work) committed to the next sprint and then from the ‘Project ribbon >
Schedule section’, click the ‘Set Baseline’ pick list button and select the ‘Set Baseline’ item on the pick
list. In the ‘Set Baseline’ dialog, ensure the ‘Set baseline’ radio button is selected, and ‘Baseline’ is
selected from the list at the top of the dialog. Change the ‘For’ option to ‘Selected tasks’ and ensure
both checkboxes are selected and then click the ‘OK’ button.

Agile Analyzer  Developer

O Task Name v - Work » Actual . W « D \ » Star
Confirm Release Horizon No ah oh ah 2h un22
Develop Release Strategy No 2n oh 2h 1h un 25
Create Release Vision No ah oh ah 1.33h Jun2s
Story Focus for ReleaseNo 4h oh ah 1.33h Jun 25
Sprint Strategies No 12h oh 12h ah Jun 25

Relea o oh oh oh omo Jun 26
+Sprint 1 Yes 58.28h 58.28h oh 13.88d Jun 26/

1 Sprint 1 Kickoff No oh 0h oh od 26

v Enter Asset Tags Yes 20.28h 20.28h oh 10d 2
v Determine Tag Location Yes 30h o ok oo Jul 2

‘ v Assocate Tag to Asset Yes 8h t * L2
Sprint 1 n No ol Jul 16

“Sprint 2 Yes 108h Jul16

7 Sprint 2 Kickoff No oh Jul 16
v Update Asset Tags Yes 44h 17
9 v Update Tag to Asset Yes 64h Jul 17

40 Sprint 2 Completion No Oh I 30

E & ‘ <sprint3 Yes 36h Jul 30
% %2 Sprint 3 Start No oh ul 30
£ &= Validate Asset Tags Yes 2ah Oct 22
Z u |= Update Users Yes 12h Oct 22
; a ! Sprint 3 Kickoff o oh Nov 4
2 e “Sprint 4 Yes oh Novs

v

Revalidate Asset Tags Yes oh
“sprint 5 Yes oh
Confirm Tag Location Yes oh
Sprint 6 Yes oh
“sprint 7 Yes oh
«Sprint 8 Yes oh

S
2 =

Set sprint baseline

This will incrementally increase the baseline for each sprint as it is planned and rollup the new sprint
details to all summary tasks, including to the ‘Project Summary Task’.
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You should always set the baseline for each new sprint using this method as it will preserve any delivery
variances in the project to date and will incrementally increase the approved project baseline to include
the new sprint details.

1.1.6. Closing a Sprint
As part of each sprint’s retrospective you should ensure that all stories are either completed or returned
to the product backlog.

1.1.6.1.  Closing Completed Stories

If your organization is using timesheets (or tasks) in PWA, and your sprint ends on a different day than
the timesheet period, it is recommended that you use the ‘Send Progress for Selected Tasks’ function to
have each team member provide an update on all work completed in the sprint. To do this, just prior to
the retrospective, the team members would follow organizational timesheet policies to track all of their
time to-date, but would then select only the lines associated with the stories for the project, and from
the ‘Timesheet ribbon > Submit’ section, click the ‘Send’ pick list button and then select the ‘Send
Progress for Selected Tasks’ item in the menu. As the Status Manager for these tasks, you can review
and accept the updates which should update the status of all completed stories to 100%.

Office 365 Project

HE[= kO

Save Send Add Previous  Next Select
- Row - Period ~

107 s Turn in Final Timesheet

Turn in your timesheet for approval. This
is typically don
After you turmn
locked to edit

the end of the period.

sheet it will be
call it
, Send Progress for All Tasks

N -3 Update the project plan with the hours
you've entered for this period. This does

not send your timesheet for approval.

Send Progress for Selected Tasks

S

o = %

timesheet for approval.

Submit end of sprint updates

Alternatively, if you are not using timesheets/tasks updates to record status of your agile projects, you
can simply update the ‘% Complete’ field to 100% for all completed stories directly in Microsoft Project.
The easiest way to do this is to simply drag and drop all completed stories to the ‘Done’ column in the
‘AG32 — Current Sprint Board'.
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Add New Column

Backlog Next up In progress Done
SET % COMPLETE SET % COMPLETE SET % COMPLETE % COMPLETE: 100

New Task Create Users v
« s
riority: Medium Priority
ory Type:Risk Story

Delete Locatons
0
1y High Priority
yoe:Risk Story

Completing stories during the sprint retrospective

Alternatively, you can use the ‘100% Complete’ button on the ‘Task ribbon > Schedule’ section to mark

selected stories complete.

File Resource Report Project View Agile Analyzer Developer Help Acrobat

[ — g - oam Em ow=m == Ma
- ‘ e Calibri 111 a% s 7o | ome it
== Copy ~ = Red
Gantt Paste B i u 3 A a5 % W
Chart ~ - ¥ Format Painter = L =T =ina
View Clipboard Font .
x v
O  nName v Board Status ~ Epic
4Board Status: Done Done
58 v Create Users Done
59 Delete Locatons Done Manage Inventory Lo
4 Board Status: In progress In progress
42 |@  Revalidate Asset Tags In progress

Completing stories using the Task ribbon

1.1.6.2.  Returning Incomplete Stories to the Product Backlog

Consistent with agile principles, any stories not completed at the end of a sprint should be returned to
the product backlog for completion in a future sprint. The ‘AG31 — Product Backlog Board’ works well for
this as it allows you to drag and drop the not completed stories to the ‘No Sprint’ column. Alternatively,
you can assign the story to any future sprint if the Product Owner has already determined which sprint

the story should be assigned to.
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No Sprint Sprint 01
New Task Enter Asset Tags
Story Points: 16
tory Priority:High Priority
vvvvvvvvv Story.
ation
m Priority
tory Type:Team Story

Assocate Tag to Asset
tory Points: 16

Story Priority: High Priority
tory Type-Risk Story

Sprint 02

v

v

Update Tag to Asset

Sto

t

Update Asset Tags

Ste
N

y Points: 16

Priority: High Priority

Type: Documentation Story

nts:32

y Priority: Medium Priority

y Type: Technology Debt

v

Sprint 03

Update Users

8
ty:Low Priority

1y Type:Team Story

Return uncompleted stories to the product backlog

Page29

It's also an option to use the ‘AG31 — Product Backlog’ view to return incomplete stories to the product

backlog.

Once the story is scheduled into a future sprint, you would follow the standard processes described

above for planning a sprint.

Unlike agile principles, which state that a story is either complete or not-started, due to the way that
Microsoft Project tracks any work completed on a story, the story (task) start dates will always reflect
the actual start date when work was started during the original sprint, and cannot be changed as this
preserves the work done to date on the story. When the story is rescheduled to a future sprint, the
original start dates will be preserved, and the tasks duration will be extended to reflect that work took

place over multiple sprints.

Task

November

® jode v Task Name v Work v Duration  w Start ~ Finish v Add New Column | Details 10/14 10721 10/28 14 n
g 4Sprint 3 24h 78d Jul30'18 Nov16'18 Work 12h 12h
Act. We 12h 12h
B Sprint 3 Start Ohod Jul30'18 Jul30'18 Work
Completed Story . /0
v = 4Validate Asset Tage 24h 10d Oct22'18  Nov4'ls Work 12h 12h
| Act. We 12h 12h
Steve Caseley 4.8h Oct 22 '18 Nov2'18 Work 2.4h 2.4h
Act. Wc 2.4h 2.4h
Raphael Santos 19.2h Oct 22'18 Nov 2'18 Work 9.6h 9.6h
Act. Wc 9.6h 9.6h
- Sprint 3 Kickoff ohod Nov16'18 Nov 16'18 Work
Act. Wc
" +Sprint4 171.86h 20d Oct22'18 Nov16'18 In-complete Story  Work 7.1h 0.26h 82.5h 82h
Act W zh
= 4Update Users 11.86h 20d Oct22'18 Nov 16 '18 Work 7.1h 0.26h 2.5h 2h
Act. Wc 7h
Dale Howard 11.86h Oct22'18 Nov 16'18 Work 7.1h 0.26h 2.5h 2h
Actwd 7h
;IS 4Revalidate Asset T¢ 160h 10d Nov5'18 Nov16'18 New Story Work 80h 80h
Act. Wc
Raphael Santos 80h Nov5'18 Nov16'18 Work 40h 40h
Act. We
Steve Caseley 80h Nov5'18 Nov16'18 Work 40h 40h
Act. Wc

Understanding incomplete stories
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1.1.6.3.  Confirming Agile Resource Engagements

Based on the Product Owner changing the duration of the agile project, you will need to adjust the
existing resource engagements for the named resources assigned to your project. As discussed in the
Planning a Sprint section above, agile uses the standard functionality for resource engagements and you
can follow the instructions in Section 6.4.2 Responding to Out of Compliance Resource Engagements, in
this book for more details.

1.1.7. Integration with Other Agile tools

As many organizations have significant investment in other tools to help manage agile projects, we have
experienced significant interest in integrating tools such as JIRA with Microsoft Project and Project
Online. Integrating these tools allows organizations to preserve their existing investment in agile-specific
tools, while at the same time integrating the project and resource details with Microsoft Project for
enterprise portfolio reporting and resource management.

1.1.7.1.  lJira

Ceptah Bridge, a third-party product from Ceptah Solutions (www.ceptah.com), provides a flexible, bi-
directional integration between JIRA and Microsoft Project. JIRA and Microsoft Project integration will
allow you to leverage each system for what each is good at — Microsoft Project for planning, structuring
activities, scheduling and keeping everything under control — JIRA for working on tasks, collaboration,
and reporting progress. Ceptah Bridge, based on its extensive set of configuration options, will
synchronize data between the systems keeping both systems aligned with consistent data, so that you
can focus on getting things done.

i Project Synchronisation Settings - Electronic Asset Tracking Update.mpp X

o Load file ' Save File | £¥ Advanced

Basic JIRA Dir MS Project
m Issue Key %  Field* Text10
Project ProjectKey  © Project Name
m Summary G | Task name path Separator: > Skip first 0 < parent tasks
Populate Task name
Sub-tasks Epic Name
o Another field
Epic Link
o T
“ Due Date - Finish

Field

Tempo

“ Assignee 4= | © Resource Name

]

i

Resource Field
Field

“ Do not create issue if no assignee

Ignore non-work resources

| OK || Cancel

Ceptah Bridge configuration
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You can start your agile projects in JIRA and then based on pre-defined integration rules move
committed stories and resource assignments to Microsoft Project. From there, you can generate
enterprise portfolio, program and status reports and manage the capacity of all enterprise resources in a
single place independent of delivery approach.
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1.2.Project Home

Addendum at a Glance - Microsoft added Project Home to help you quickly
and easily access the projects and roadmaps you are interested in. In this
addendum we review:

o Understanding Project Home
o Getting started

¢ Defining Favorites

1.2.1. Understanding Project Home

Project Home is a user-centric landing page that will allow you to quickly access roadmaps, projects and
Project Web App (PWA). Project Home allows you to quickly access the things you have worked with
most recently and to create favorites to facilitate even easier access to the important items you are
focused on.

Project Home is designed to be your new starting point for all your project related work, and with a
single click you can quickly launch new browser windows to:

e Openaroadmap

e Opena projectin PWA

e Create a new roadmap

e Create a new project

e lLaunch the PWA home page

Project Home consolidates everything related to the projects in your organization and provides a
configurable list of the items you are working with.

1.2.2. Getting Started

Project Home is launched by accessing https://project.microsoft.com. It can also be accessed by clicking
the ‘Project’ icon from the Office 365 app launcher (or waffle icon) in the top left-hand section of an
Office 365 page or from the home page at https://www.office.com by clicking the ‘Project’ icon.

The Project Home ‘Recent’ area features the last eight projects and Roadmaps that you have accessed. If
the item you are looking for is lower in the list, you can click on the ‘Show More’ link as many times as
needed to show the next eight additional recently accessed projects or roadmaps.


https://project.microsoft.com/
https://www.office.com/
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Office 365 | Project Q & 2

Hi Steve Caseley

Favorites

Add projects to your favorites list for quick access.

Recent

Name Type Last accessed by you
G  GenWorld Worldwide Database Consolidation Project

G MTA Light Rail Mobile App Project A minute age

g8  GPS Software for Air Traffic Control Systems

@8 Zurich Database Upgrade

@8 Greenwood Data Consolidation Project

68 Server Farm Upgrade and Replacement Project Aminute ago

68  Malibu Database Technology R250 Software Development Project Several minutes ago

@ Rose Garden Monitor System

Go to Project Web App >
P Feedback

Project Home

Clicking on a project or roadmap will launch a new browser window taking you directly to the last page
you were working with. When you click on a project from the ‘Recent’ list or your ‘Favorites’ list, it
displays the last accessed page for that project in a separate tab within your browser. In fact, all the links
on the Project Home page launch in a separate tab, allowing you to keep the Project Home tab open for
ease of access to other projects or roadmaps.

Tips & Hints:

Project Home will show all projects and roadmaps that you have accessed, even if they span different

PWA instances within your tenant.

If you need to access a project that is not in your ‘Recent’ list, Project Home also features a ‘Go to
Project Web App’ link at the bottom of the page. This will take you to the existing PWA Home Page for
your default site.
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Go to Project Web App >

Go to Project Web App link
Caution:

This link opens the default site collection at /sites/pwa. At this point, you do not have the
option of changing this setting.

Project Home also features a ‘Create New’ button that currently lists ‘Project’ and ‘Roadmap’ in the
drop-down menu. If you click ‘Project’, it will open a new browser window with the ‘Create a new
project’ page from your Project Online instance at /sites/pwa. If you click ‘Roadmap’, it will open a new
browser window with the ‘New Roadmap’ page.

& Roadmap

@ Project «d as favorites will appear here.

Create New

Microsoft is planning to incorporate other types of projects into Project Home from within the Microsoft
ecosystem, such as Planner, Azure DevOps, and Dynamics Project Service Automation (PSA).

1.2.3. Defining Favorites

Project Home also features a ‘Favorites’ section that allows you to mark projects or roadmaps as
favorites. To create a favorite, float your mouse pointer over the project and click the ‘Star’ icon, or click
the ellipsis and select the ‘Add to favorites’ item on the menu.
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Recent

O Name Type Last accessed by you

GenWorld Worldwide Database Consolidation pxg 2 Project Several minutes ago
MTA Light Rail Mobile App A B, Dk Revocha [T e Aminute ago
GPS Software for Air Traffic Control Systems Remove from list Project A minute ago
Zurich Database Upgrade Project A minute ago

Add Favorite

By default, Home will display only 8 Favorites. You can click ‘Show more’ if the one you wanted isn’t
visible. Creating more than eight will move the “oldest” one and add the new one to the top of the list.

You can remove a project from the Favorites lists by clicking the ellipsis and selecting ‘Remove from
favorites’ item on the menu.

You can choose to remove a project from the Recent lists as well by clicking the ellipsis and choosing
‘Remove from list’.

Tips & Hints

If you want to re-order the sequence of your favorites, you will need to remove and re-add the favorites

in the reverse order you wish to have them displayed. The last favorite added is always first in the list.
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1.3.Building and Using Roadmap

Addendum at a Glance - Microsoft added Roadmap to tie top-down portfolio
management into the existing project and program management platforms
that are in use in your organization. In this addendum we review:

o Understanding Roadmap
o Getting started
e Building a Roadmap

o Using Roadmap

1.3.1. Understanding Roadmap

Roadmap allows you to create timeline views of strategic initiatives across the enterprise. You can
configure the Roadmap to include targeted key dates for the overall initiative and then pull in
milestones, phases, and tasks from individual projects providing appropriate details to executives with a
succinct overview of how strategy is translated into execution.

Roadmaps can also be created for departments or programs and can be shared with specific audiences
to ensure all stakeholders are engaged and aware of the status of the areas that interest them.
Roadmaps provides a central location for tracking project work across the enterprise and effectively
communicate how business value is delivered to all project stakeholders.

Campus Refresh —0  Fir B corodne

+  Timeline view of strategic initiatives
= Top-down strategic key dates

«  Visibility across projects

*  Track status on work and milestones

+ Departmental and Program roadmaps

Microsoft Roadmap
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At this time, you can include work from Project Online and Azure Boards (formerly VSTS) in a Roadmap,
but in future releases, Microsoft will add support for Planner and third-party services like Jira.

1.3.2. Getting started

You can use the Roadmap to combine vital information from multiple projects to view the status of
programs and portfolios in a visual and interactive way.

To create a new Roadmap, navigate to Project Home which can be launched by accessing
https://project.microsoft.com. It can also be accessed by clicking the ‘Project’ icon from the Office 365
app launcher (or waffle icon) in the top left-hand section of an Office 365 page or from the home page
at https://www.office.com by clicking the Project icon.

To create a new Roadmap, click the ‘Create New’ button and then choose ‘Roadmap’.

[ Roadmap

@ Project «d as favorites will appear here.

Creating a new Roadmap

When a new Roadmap is created, a blank canvas is presented. The canvas layout is clean and intuitive,
representing the modern concept that Microsoft is introducing.

Untitiod Roadmap J—

New Roadmap


https://project.microsoft.com/
https://www.office.com/
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Although you do not need to name the Roadmap, we recommend always giving each one a meaningful
name so that it can be shared with the stakeholders.

1.3.3. Building a Roadmap

The Roadmap now needs to be defined to display all the items of interest to the stakeholders. A
Roadmap is composed of rows which host items that can be connected to either Project Online or Azure
Boards.

Click on ‘+ Add row’ to add details to your Roadmap. With the new row added, in the right-hand pane,
give the row a descriptive title that will be meaningful to anyone who views the Roadmap. Also, you
must specify an owner, in other words the person you would contact to get more details, and then the
data source for the row, either Project Online or Azure Boards.

Untitled Roadmap Zoo OV riter B
Building Alpha

+ Addrow [T Add keydate & Conmectto [ Details [il] Remove raw
ocrae nov Nov How 10 Nov 25 Dic2 becs oee s Dic 23 bec 20 ow

wner
Christoph Werner
Building Alpha @ e

@ Ciriswoph Wemer
Manager Connection

Connect to a project

Adding a row to the Roadmap

Roadmap uses Microsoft Flow to keep the data current as changes are made in the connected project
schedule(s). When connecting to Project Online (Azure Board connections are discussed later), you first
specify the Project Web App URL to configure the ‘Flow’ connection.


https://flow.microsoft.com/
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Connect

Project Web App URL

https:// sharepolntcom/sites/pwa .

V' Looks gesd

Chooss a project

2 Building Alpha
Cannect to project ()

0] Get updates to Roadmap from Praject Online

Connect

See details ~

This flow will connect to:

- ] Project Roadmap @ adming
- 2] Project Online @ =

Permissions.

Connection details

Next, you use the text search to select the project from Project Online. In this first example, we will be
connecting to a project called ‘Building Alpha’.

Connect to a project

Ad £] Add key date nnect ¢ Detai Remove ¢ Project Web App URL

Building Alpha Looks good

o

Choose a project

£ Building

Choosing a project
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Once connected, you can populate the row with summary tasks, milestones or tasks from the project
schedule. From the ‘Row items’ pane on the right, you can search for any schedule item that you want

to include on the Roadmap.

Campus Refresh B
Add items

Adding items from the project schedule on the row

Once you have defined all the items to be included on the row, close the dialog and validate that the
row displays the appropriate information.

Campus Refresh Zo0m () 7 Filter [ Gatodate o Members
|- add row [F] Addkey date Add rowitem CED Details il Remove row
oecs oec 30 1w 2000 s vz s ren Fes 0 res res 24 s wari

P | JHp— ® o ontroamcampir | SPPR—

@ N e

i Main Conf Raom Conf Raam €
Conf Room A
Coffee Machine Installat ‘Conf Room B
r— >

Tasks and milestones added to the row

1.3.3.1.  Setting the task status
The Roadmap allows you to set the status of any item displayed. To do this, click on a task and choose
one of the available options to define the current status of the task.
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Untitled Roadmap

—+ Add row Add keydate |- Add rowitem (<) Details [i] Remove row

SEP 2 SEP16 SEP 30 ocT 14

? Main Canf Room Com.. T

ocT 28 NOV 11

Building Alpha

Floor 1 Complete

oph Werner

® Main Conf Room Coffee Machine
‘ Phase

Main Conf Room

Start
09/17/2018

End
10/08/2018
Status

@ Ontrack

@ Unset status

@ On track

@ potential problem
@ Atrisk

& Done

® Conf Room C
® Conf Room D

NOV 25

? Building Alpha Compl...

Floor 2 Complete

Zoom

DEC 9

Setting the task status

Setting the status changes the color of the item on the Roadmap.

Untitled Roadmap Zoom

4 addrow [T] Add key date

W Rer @€

Key Date X

Main Conf Room Complete

serz s s s 3 et ocTzn Nov Now 2 oEC T iz N 209 Connection
? ¥ Main Conf Room Complet

Building Alpha ?rlmﬂk’amp\:m
@ Chistoph Wemer Floor 2 Complete Due

anage 10/09/2018

~ Main Canf Reom Coffee Maching ® Conf Room €
Status.
® Conf Room 8 ® Conf Room D © onueck
T -—

Task details
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Caution

The status on the Roadmap does not have a direct relationship with the task status in
the project schedule. Rather, you have the opportunity to set the status manually in the
Roadmap. You can always check the status in Project Online by navigating back to the
project schedule from the connection link.

1.3.3.2.  Adding details from Project Web App

Once you have a project row defined in Roadmap, you can directly add schedule components to it
directly in PWA. Open the appropriate project open in PWA and ensure that the Schedule PDP is
displayed. Select the appropriate tasks from the view and then click ‘Add to Roadmap’ from the ‘Task
ribbon > Tasks section’.

Office 365 Project

BROWSE  PROICT  PAGE | TASK | OFTIONS
. @ | L mAview  o1- etoed scope - v~
5 52 B8 (23 St =
e BrCoRY X W riter o Filter -
- @ schecule

Addto | outline Zoom  Zoom Saroilto
- DoowBy NoGioup ST AR Tk

Undo

AA Tenant Renewal (1) status: Checked-in Last Modified: 1/15/2019 5:55 PM Version: Published
R200

Business Case AA Tenant Renewal R200

Strategic Impact /2018 - 3/10/2020

Resource Requests

Ty August 2018 Nowember 2018 bruary 2019 May 2019
Start

Sc... Analysis Design

Collaboration syreme | S/ SAT/2018 - 114152018 11/15/2018 - 8/28/2013

Project Status Draft Design Documents Develop Detailed
12002008 - 472572019 4725/2019 - 728/2019

Project Resources

Project Advisor
December Monthly

Project Site Task Name Program Review Complete
2112018
Project Intake o
g G 1Dt | Mode | Task Name w | |Duration Start Finis lgndzas 10/21/208
Ideas FSISMTWT|F|S SMT
= S Define system requirements sd 8162018 B/24/
New Proj |
ew Proposal % B Define target performance metrics od 824/2018 | 8/31/
2 % + Review Current Market Solution Vendors 53.04d 8312008 11/ T
My Activities 2 |B Hardware vendors 21ad 8/31/2018 9/5/2
_— x B Software vendors 2.14d 9/5/2018 10726 —_—
30 3 Communications vendors 3d 10/26/2018 10/31
Calendar - P
3 =) Evaluate Data Center sites 4.29d 10/31/2018 1176/
Timesheet » % Design partners 286d 1162018 1148 ||
Manage Timeshests 13 [ Implementation partners 2.86d 11/9/2018 1114
N S Review current market solution vendors complete 1.43d 142008 1118 —
3 S Analysis Complete d 1152008 1118
Approvals (Tasks) -
s - Design 198.89d /1572018 8128
Approvals 7 | Secure necessary architectural resources 2:86d 117152018 11720
(Workflow) - =
38 Draft Design Y 109.46d 11/20/2018 | 4/25;
F [ 3 = Preliminary hardware design 11.43d 117202008 12/6]
Dashboards a0 Preliminary software de;lgn ’ 5.7d 12/6/2018 1214
Project Center a B Preliminary communications design s7d 121472018 12/24
2 % Preliminary connectivity LANAWAN design 7.14d 122402018 17472
Resource Center — -
43 [ Unplanned Design Investigation and Analysis 35.71d 1/4/2019 2/25

Adding schedule components to Roadmap from PWA

On the ‘Add to Roadmap’ dialog select the Roadmap and Row that the selected tasks will be added to.
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Add To Roadmap x
Roadmap*
Customer Retention Initiative v
Row
v

Add

Add to Roadmap dialog

We find this functionality specifically useful as it will allow you to add the ‘Project Summary’ task to a
roadmap. Click ‘Add’ and return to the Roadmap to view the updated roadmap and set the new items
status as required.

Add To Roadmap %

Added to Roadmap

Your task has been added to the Customer
Retention Initiative Roadmap

Add confirmation dialog

1.3.3.3.  Adding new rows

As a Roadmap is intended to represent a program, portfolio or departmental view, you will need to
create additional rows to add more projects to your Roadmap. Each new row can represent a collection
of important tasks from a different project that is also of interest to the stakeholders. Follow the steps
described above to configure each new row.
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Campus Refresh n —0 7 fiter [ Gotodate o Members
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New rows added to the Roadmap

You can use the ‘Move up’ or ‘Move down’ buttons to organize the layout of your Roadmap.
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Repositioning the rows in the Roadmap

1.3.3.4.  Key dates
In addition, you also can add ‘Key Dates’ to the Roadmap. Think of ‘Key Dates’ as organizational

milestones that should be watched for the entire Roadmap and are typically not linked to a specific item
in the project schedules. Stakeholders can then easily compare the milestones from connected projects
to the ‘Key Dates’ that have been added at the Roadmap/Program level.
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You can add ‘Key Dates’ to your Roadmap by clicking in the ‘Add key date’ button and providing the
Name, Due Date and Status.
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Adding Key dates to the Roadmap

Once added, Key dates will be displayed at the top of the Roadmap, in the Timeline area:
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Key dates added to the Roadmap
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1.3.4. Connecting to Azure Boards

Roadmaps have been designed to display projects from multiple platforms allowing your organization to
pick the optimal method when managing projects, tasks, and work (Project Online or Azure Boards)
while allowing you to integrate the details into a common roadmap.

As was previously done when connecting with Project Online, start by inserting a new row into your
roadmap, this time using Azure Boards in the connection area. Provide the Azure DevOps URL and
confirm the ‘Flow’ connection to the tenant.

Connect

‘Azure DevOps organization

€| mpssr visualstudio.com

Main Conf Room

Building Delta

Connecting to Azure Boards

After the connection is configured, you will be able to add the work items from Azure Boards that are
relevant to the program. As with Project Online, first you choose the appropriate project and then select
the details to be shown on the Roadmap.
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1.3.5.

New row with items from Azure Boards

Using Roadmap

You have the ability to adjust the display to help you focus on what’s relevant to you based on a specific
information requirement:

1.3.6.

Zoom: By using Zoom you can increase or decrease the time period displayed to accommodate
the items that are relevant to you.

Filter: You can also apply filters to show only the items for a specific row owner.

Go to date: If your Roadmap has multiple items that span across a wide period, you can easily
focus on a period that is important to you.

Navigation: You can also use the horizontal scroll to quickly move to past or future periods.

Sharing ae Roadmap

As a Roadmap owner, | can share my Roadmaps with other people in the organization. | use the
‘Members’ area on the toolbar to invite my stakeholders to view the roadmap. | can either share with an
existing group that | own or create a new group from scratch. | can let everyone know they can view the

roadmap.



