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Objective

This instructional document describes the
processes and tasks to Close, Cancel or place a
project On-Hold
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Project Close, Cancel, On-Hold Processes

Close Activities

1) Continue to provide Status Reports (Bi-Weekly Project Status;
Weekly Portfolio Update); Utilize the Status Report module in
Clarity

Documentation Link: Communication - INSTRUCTIONS - Project

Status Report

2) Complete Operations handover/transition (typically this is
executed during previous stages, although a reminder to
transition to operations prior to closing the project)

Documentation Link: Operational Readiness - Service & Ops
Support Teams

3) Facilitate a Lessons Learned session, document and distribute
results, complete any follow-up as necessary

Documentation Link: Lessons Learned (presentation)Lessons
Learned (spreadsheet)

4) Celebrate, provide Team Recognition

Note - Amidst the excitement and sense of accomplishment, it is
important of maintaining financial responsibility during our project
completion celebrations. It is crucial that we keep our spending in
check and adhere to our budgets. By doing so, we ensure the long
term sustainability of our organization and demonstrate our
commitment to responsible financial management

5) Archive and close project records

Return to top of document

Status Report

Transition Activities
. Support resources in place
+  Training executed and follow up ad-hoc sessions on

calendars
New headcount request in process with leadership
Benefit Review meetings scheduled

New Metrics tracking in progress

Intake Study Research Plan Implament Close Other

B0 B BEB Bp
g o .% ‘%'
DD B Up

Set a Realistic Budget; Let us establish a reasonable budget for the celebration
events. Consider the scale of our achievements.

Prioritize Value: Focus on creating meaningful experiences rather than
excessive spending. Look for cost-effective alternatives that still allow us to
commemorate our achievements and foster team camaraderie.

Avoid Unnecessary Expenditures: Keep a close eye on non-essential expenses.
Evaluate the necessity of every purchase and seek cost-effective solutions
whenever possible

Engage in Discussions: Encourage open conversations about budgetary
concerns within the team. Share ideas and suggestions for cost-effective
celebration options.
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Close Activities Return to top of document
a) All project deliverables are in the document repository
b) Final versions of deliverables are readily identifiable
c) Operational materials copied to their proper repository

home
6) Assignments; Utilize the Assignments module in Clarity and . -
the Default Assignment View Assignments ¥ | Defaut Assignment view M
a) Note: Resource must be assigned to a Task
b) Update a” EStimated Time to CompIEte (ETC’S) to Zero Properties (:TDv staff Tasks Financial Plans Project Transaction Entry Risk: Issues Changes KEyT]ECISIOﬂS Status Repor
4
Apr 2023 " May 2023 T Jun 2023 Tjur 2023 T Aug 2023
o‘;i”;;; Steve T:\S:vp\e;sm'ﬂ‘e Entry * Stjjn 26,2023 F”“L“.A‘ 2023 o 0 - 0 - 0 - 0 - 0 - of
7) Risks; Utilize the Risks module in Clarity and the Default Risk ) —
VIEW RIS ks L Default Risk View hd
a) Ensure all data is accurate and current s S T L o D D O o e et o o e !
b) Update Status to Closed/Resolved : . Tle T[4
Risk Examle #1 3
8) Issues; Utilize the Risks module in Clarity and the Default Risk =
VIEW |55U es ¢ Default [ssues View v
a) Ensure all datais accurate and current
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Close Activities

Return to top of document

b) Update Status to Closed/Resolved ;
& Q ¥ € o
: B
o . R
9) Changes; Utilize the Changes module in Clarity and the DT —
Cha nges View Cha ﬂgE‘S € | O7 Changes View -
a) Ensure all datais accurate and current s S = — =
b) Update Status to Closed/Resolved a e “
Exampl B x
0 e e R '
10) Key Decisions; Utilize the Key Decisions module in Clarity and . =
. KE}I’ Decisions € | o7ros view -
the DT KDs View
a) Ensure all datais accurate and current
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Close Activities
b) Update Status to Closed/Resolved

11) Status Report (Detailed Status Report); Utilize the Detailed
Status Report module in Clarity

Return to top of document

Detailed Status Report

a) Create, distribute Final Reporting: Status Report (Explicitly report ‘Final’ Report in distributing email)

Documentation Link: Communication - INSTRUCTIONS - Project Status Report

12) Move all project documentation in SharePoint to completed
projects
Note: Prerequisite is project links are created from the start of
a project to the project repository (Teams/SharePoint)

a) Open the IT Document Library on the Discount Tire
Information Technology SharePoint Site

b) Select Information Technology

c) Select IT Document Library

d) Select Projects, then Projects folders

e) Move project link to the Closed Projects folder

nls:nu““ ["St_uu nt Tire -
(TIRE) Discount Tire

Home

Enterprise Data ¥ Omni-Channe PMO ¥ Real Estate Teams Wel

Welcome To DiscouniTire

DISCOUNT

(TIRE

Azure App Expirations
Community

Categories

IT Document Library

T Home \ : Name Modified

Discount Tire nformation Technology ¥ Enterprisd

Information Technology

IT Document Library

Recent Organization .= September 17, 2015

T Talk Projects =+« September 17, 2015
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Close Activities
Note: If using Teams/SharePoint repository, ensure all

documentation is up to date and finalized. Create a Closed
folder to store documents.

D Name
Bay Utilization

CI-CD Pipeline

Closed Projects

Executive Health (placeholder)

ITR Portfolio Update - Temp Folder

K- Blioration 2020

IT Document Library > Projects > Projects

Return to top of document

1) Update the Stage Gate Deliverables — Scaling checklist sheet and all the documents needed depending on your rigor score with links/attachments

Documentation Link: Control — Stage Gate Deliverables — Rigor and Scaling

2) Follow-up once final timesheets to posted
a) Putareminder in your calendar for about 10 days after the
Close Stage Finish Date to complete the following steps:
i) Tasks — on the remaining that needed to stay open
(1) Set Status to Completed

Properties oTD Staff Assignments Financial Plans Project Transaction Entry Risks Issues
(2) Set % Complete to 100%
Actions ¥
(3) Update Finish Date as appropriate
WBS & Name Start Finish tatus
°‘  Methodology Training Project Plan Apr1, 2023 BAug 31, 202348 comple...
1.1 - Stages Apr1, 2023 § Augd, 202348 comple...
(4) Select Open for Time Entry to No 111 ¥ Intake Apr3,2023 fapr21, 20234 comple...
1.1 Intake Task Example #1 (*Test) Apr3,2023 § Apr7, 202388 Comple...
1112 Intake Task Exampla #2 Apr 10,2023 §Apr14, 202348 Comple...
1113 Intake Task Example #3 Apr 17,2023 §Apr 21, 2023 (:omple.i
ii) Staff — for those that were still reporting time
Provided by: PMO Page 6 of 29 Version 1.0
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Close Activities

Return to top of document

(1) Set Open for Time Entry to No (uncheck)

Resource * 4

D

Wiese, Debbie

Scott, Steve

Role

[T Leadership Team

aradarajan, Ranganathan [T Planning

[T Planning

QOpen for Time Entry

——

L

~

iii) Status Report - create a “closed” record; Utilize the S
0y . . -
Status Report module and the Default Status Report Status Report € | psfautttarus Repor view
View
(1) Set Name [aCtual Close Stage FInISh Date] to < Key Decisions Detailed Status Report :B\o(ksmlus R;port Links v\/alues Capabilities Audit Scope Man »
Closed

‘ H ’ : L Q Search Y ¢ ;e}éu\(Stasz Report View v o
(2) Enter ‘Project Closed’ on the Portfolio
(3) Click the Update Properties checkbox e

Group By Methodology - yyyymmdd - CLOSED (SR EIE X
D*x® . Name * 0 d.. O

(] SR003008 Methodology - yyyymmdd - CLOSED

Details

Columns.

I [] update Properties ® I

&' Configure

Name *0

Methodology - yyyymmdd - CLOSED

Overall Status &

Needs Help 50

Portfolic Update®

> Project Closed

Report Date @

Apr3,2023

iv) Properties [ J o sor mome sosgomens
(1) Confirm Project/Portfolio Status in Status section

set to Project Closed

(2) Set Stage to DT Standard/Completed

Financial Plans  Project Transaction Entry

Risks

Issues

Changes

Key Decisions Status Report Detailed Status Re|

3) Complete Financial Closure
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Close Activities Return to top of document
a) Utilize the Project Transaction Entry module to enter in
the project expenses Project Transaction Entry
i) Ensure expenses for celebration are posted to the
project
ii) All expected invoices received and entered into Clarity
and financial validation of legitimate project costs
b) All time tracking team members have submitted all past
time sheets
¢) Run a final Financial Report in Clarity following these steps.
Note: This Project Financials report is also represented on 9
the fourth page of the Detailed Status Report ¢
i) Select the Menu Links module
ii) Select Reports and Jobs
iii) Choose the DT- Financial Forecast Review by Plan | DT - Financial Forecast Review by Plan Grouping
Grouping report
B INVESTMENT TYPE
iv) Select the following Parameters
(1) Investment Type — All All
(2) Investment — Search for the project NVESTMENT
(3) Fiscal Year(s) for the project
Methodology Training Project Plan
(4) Report Currency — USD
B FISCAL YEAF
(5) Financial Plan Group By 1 — Cost Type
Y2023
(6) Financial Plan Group by 2 — Transaction Class
REPORT CURRE
Note: All other parameters, no selection is necessary UsD
v) Save Parameters
(1) Saved Parameters Name
Provided by: PMO Page 8 of 29 Version 1.0
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Close Activities

Return to top of document
(2) Save and Return

O FINANCIAL PLAN GROUP BY 1

Cost Type

FINANCIAL PLAN GROUP BY 2

Transaction Class

SAVE PARAMETERS

(3) Select Submit to run the .pdf report

Note: The Saved report will be in the list of reports to

select from, so the user does not need to re-enter all =
. Save Parameters

the parameters for future running of the report

Save Parameters

ESAVED PARAMETERS NANE

Methodology Training Financial Report
- =

ADD TO MY REPORTS

o | o

vi) Save the .pdf report in your project repository

[ DT - Financial Forecast Review by Plan Grouping
[ w 2012 Operating System Uplift - Financial Forecast v2
w |T: [T Readiness: Win2008/5QL2008 Migration & Uplift (v2)

O . Methndulogy Tralmng Financial Report

[ w Treadwell Modernization - DT Financial Forecast - v6.21.21
[0 w Zero Touch Patching Financial Forecast
[ DT Actnals by Work Tyne

d) SAP Final 10/SO validation; Confirm all invoices posted to Documentation Link: Project Cost Management
Clarity following the instructions documented in the

Project Cost Management folder for the PM Methdology

Provided by: PMO
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On-Hold Processes

Close Activities

e) Conduct a final review with IT Finance for sign-off; upon
approval, select the Budget Adherence checkbox, in the
Financial Section on the Properties module

Note: Checked if +/- 10%, uncheck if not

f)  Email to ACCTG@discounttire.com to request project
Internal Order (10) and Statistical Order (SO) to be close

in SAP

Ensure Resource Managers initiate Workday termination o
system access and VPN Accounts

Final quality check from your Delivery Manager

Return to top of document

g

Financial Plans

v

Project Transaction Entry

g

v v
Tasks  Assignments ToDos  Risks Issues  Changes Key Decisions

:

v Status

Status Indicator & Portfolic Comment

Red

Project/Portfolio Status

> SUCCINCT executive SUMMary of the overall Status catering to our executive audience, with business-speak; avoid technical jargons and
acronyms
> Used for Bi-Weekly Portfolio Updates

~ Finance

Planned Cost Start @ Planned Cost © Planned Capital Cost @ Burn Rate Offset © Cost Center

Apr1,2023 $98,427 $1,700 0
Planned Cost Finish @ Planned Operating Cost @
Aug 31,2023 $96,727 Budget Adherence

d

f all contractors being rolled off (Staff Aug and Fixed bid); This should trigger removal of

Vv

6) Complete Clarity Close Tasks
a) Properties; Utilize the Properties module in Clarity ]
Properties
Provided by: PMO Page 10 of 29 Version 1.0
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A

Return to top of document

Close Activities

i) Set Work Status to Completed

b

OTD  Staff Tasks  Assignments

v Collapse All

| ~ Project Summary |

Project Name %
Methadelogy Training Project Plan

Project ID * Short Name

PRO0ODBEY

Work Status
Completed \

Financial Plans

{ Q, search..

--None - -
@ Active
On Hold
Cancelled

Not Started

Project Trar|

Version 1.0
Published: 8/4/23
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Close Activities
ii) Update % Planned to 100%
iii) Update % Complete to 100%

iv) Set Stage to DT Standard/Completed

v) Update the Finish Date to Close date

Return to top of document

v v

~ Collapse All
~v Project Summary

Project Name *

Project ID *

PROD0O6G8Y

Work Status

O Active

OTD  Staff  Tasks  Assignments  Financial Plans  Pro

Methodology Training Project Plan

Short Name

% Planned

100.00%

% Complete

100.00%

Rigor Score

31

[Prbpemes I OTD  Staff Tasks Assignments

v Collapse All

Financial Plans  Project Transaction Entry  Risks  Issues  Changes  KeyDecisions  StatusReport  Detailed Status Rey

~ Schedule

OTD  Staff Tasks Assignments  Financial Plans  Project Transaction Entry  Risks  Issues  Changes  Key Decisions

start % Target Go-Live Date

Apr 1.2023 @ mays

Committed Go-Live Date Finish *

[ Jun 1, 2023 ] Aug 31,2023 ]
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Close Activities Return to top of document
vi) Uncheck Open for Time Entr NG
) P Y OTD  Staff Tasks  Assignments  Financial Plans  Project]
~ Collapse All

> Project Summary
> Description

» Stakeholders

> Schedule

> Status

» Finance

v Admin
\ Securit

Above the Line © [] open for Time Entry @
Segment Priority Proposed DT Priority DT Prio!
3.00
b) On Time Delivery (OTD)
i) Update and ensure On Time Delivery (OTD) in Clarity (CA PPM) is correct; Utilize the OTD module in Clarity
Documentation Link: PMO - Control - QRG - Clarity (CA PPM) - On Time Delivery
Provided by: PMO Page 13 of 29 Version 1.0
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Close Activities

Return to top of document

v—w v v v
Properties | OTD staff Tasks  Assignments Financial Plans Project Transaction Entry Risks Issues Changes  Key Decisions  Status Report  Detailed Status Report 4 Block Status Report  Links V|
¥ Q, search
Select All
oup By
Name % © Stage © T nish... B Committed Star... 8 Committed Finish Date 8 Actual Start Date @ Actual Finish Date 8 On Time Finish © mm... 8
O Imake Intake May 15, 2023 May 1, 2023 M May 1. 2023 May 19, 2023 4
O stugy Study May 23 May 16, 2023 May 20, 2023 Jun 2,2023 2
O Researcn Ressarch Jun 15, 2023 Jun 1, 2023 Jun 15,2023 Jun 3,2023 Jun 10,2023 (5)
O Pplan Plan Jun 30, 2023 Jun 16, 2023 Jul 15, 2023 Jun 11,2023 Jul 22,2023 7
O mplement Implement Aug 23 Jul 16, 2023 Aug 15,2023 Jul 23, Aug 14, 2023 in
O Go Live May 31, 2023 Jun £ Aug 15,2023 May 31,2023 1)
O Close Sep 2, 2023 Sep 16, 2023 Aug 31,2023 Aug 16, 2023 Aug 31,2023 0
c) Staff - Close out the Staff (Resource) information; Utilize et e vaes o
the Staff module in Clarity and the Default Staff View
Staff ¢ |: e @
i) Ensure there are no unstaffed demand entries; I ‘ — , , —~~
Properties oTD Tasks Assignments Financial Plans Project Transaction Entry Risks Issues Ch,
Examples of unstaffed demand roles (Network
; ; d Add staff
Engineer, Quality Management)
Select All
Group By
Totals Apr 2023
Role Resource * ¥ 1 Resource Manager Total Actuals Allocation Allocation
“Tota\ 0.00 0.00 0.00
() ITPlanning Gordon, Megan Wisse, Debbie 0.00 0.00 0.00
(1) _IT Plannin Host, Janet Wiese, Debbie 0.00 0.00 0.00
—
] MNetwork Engineering Network Engineering Rainey, Daniel 0.00 0.00 0.00
(0 Quality Management Quality Management Moore, Mike 0.00 0.00 0.00
' ) 1T Planning Scort, Steve Wisse, Debbie 0.00 0.00 0.00
() ITPlanning Varadarajan, Ranganathan Wiese, Debbie 0.00 0.00 0.00
(7} IT Leadership Team Wiese, Debbie McPherson, John 0.00 0.00 0.00
11 . H v v v
“) If already rO“ed Off' Conflrm a“ resources no Ionger Properties oTD Staff Tasks Assignments Financial Plans Project Transaction Entry Risks Issues chy
reporting time have an appropriate Finish Date (no
; L Add staff
longer than project end date)
(1) Enter the appropriate Finish Date selecc Al
. . Group By
(2) Ensure Open for Time Entry is No Group By
one:n,-ce * Role T Actuals Open for Time Start Finish
[ Wiese, Debbie IT Leadership Team 0 v
[ Scot, Steve IT Planning 0 L4
[ Gordon, Megan IT Planning 0
[ Host, Janet IT Planning 0 Apr1,2023 Aug 31,2023
] Varadarajan, Ranganathan IT Planning 0 Apr1,2023 Aug 30, 2023
O 0

Network Engineering

Network Engineering
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b .

Close Activities Return to top of document

iii) Make sure resources have no current/future -~
. Properties  OTD Tasks  Assignments  Financial Plans  Project Transaction Entry R
allocations
1 Add Staff
Select Al
Group By
1
Oct 2023 Nov 2023 Dec 2023 Jan 2024 Feb 2024
Resource % Allocation Allocation Allocation Allocation Allocation
] Wiese, Debhie 0 a a a a
(] Scott, Steve 0 0 0 0 0
(] Gordon, Megan 0 0 0 0 0
(] Host, Janet 0 0 0 0 0
(] Varadarajan, Ranganatnan 0 0 0 0 0
. 3 { ’ v - v
IV) Set Open for Tlme Entry to No Properties oTD Tasks Assignments Financial Plans Project Transaction Entry Risks Issues Changes Key Deci
v) Uncheck Open for Time Entry on either on the View or
. . W Add staff { | Per-Period Metrics- 36 Periods | > | Y | & w | save | | &
on the Details panel on the right of the screen
Select All
Group By E'E B
Details Conversations
Resource ¥ Role Actuals Open for Time Entry Start .
Io: Wiese, Debbie IT Leadership Team 0 m = # conn
£ | Resource ¥ Role
) Scott, Steve T Planning a v =
- 8| | Hardware - =
) Gordon, Megan IT Planning 0 v
] Host, Janet IT Planning 0 m Start
[ Network Engineering Network Engineering 0 v .
) Quality Management Quality Management 0 v Finish Allocation
Provided by: PMO Page 15 of 29 Version 1.0
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Close Activities Return to top of document
VI) If re_sources to rep(.)rt/pOS.t addltlonal tlme tO the oTD Staff Tasks Assignments Financial Plans Project Transaction Entry Risks Issues
project and still doing project activities
(1) Ensure Finish Date = Project Close Date v colapse Al
(2) Confirm allocations
(3) Open for Time Entry = Yes (so they can still report Project Name % status % e
tlme) Methodology Training Project Plan Approved -
Project ID % Short Name Progress %
PR0O00689 Started -
Work Status Stage
Active - DT Standard/Close -
% Planned Rigor Score \ Committed Stage Finish Date
30.00% 31 Aug 31,2023 (s}
0% Complete
Properties (:TD i Staff Tasks Assignments Financial Plans Project Transaction Entry Risk: Issues Changes
4 Add Staff
Select All
Group By
Resource * Role Actuals Open for Time Entry Start Finish Default
] Wiese, Debbie IT Leadership Team 0
(] Scorr, Steve IT Planning 0 v
() Gordon, Megan IT Planning 0 v
() Host,Janet IT Planning 0 Apr1,2023 ul 5, 2023
(] Varadarajan, Ranganathan IT Planning 0 Apr1,2023
d) Tasks - Close out the Tasks details; For all tasks except
those needed to capture Close activity time. Utilize the Tasks lH B8 )= | €@ Jogourrostcriaven v | save
Tasks module in Clarity and the Default Task Grid View
Timeline
i) Set all task’s status to Completed
ii) Confirm Start/Finish Date set appropriately
iii) Set % Complete = 100% for all tasks
Provided by: PMO Page 16 of 29 Version 1.0
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Close Activities Return to top of document
H 1 v v v
|V) Set Open for Tlme Entry to NO Properties oTD Staff Assignments Financial Plans Project Transaction Entry Risks Issues
Actions ¥
WBS % Name Start Finish tatus Complete pen for Time Entry
o‘ ¥ Methodology Training Project Plan Apr1, 2023 JAug 31, 202348 comple... 100%
1 ¥ Stages Apr1, 2023 § Augd, 202348 Comple... 100%
1  Intake Apr3, 2023 §Apr21, 202388 Comple... 100%
1.1.11 Intake Task Example #1 (*Test) Apr3,2023 § Apr7, 202308 Ccomple... 100%
1192 Intake Task Example #2 Apr10,2023 §Apr 14, 202308 Comple... 100%
113 Intake Task Example #3 Apr 17,2023 §Apr 21, 202388 Comple... 100%

7) Send email to PPMAdmin

a) Subject: [Project] Close Activities Complete

b) Body: “All PM closure activities are complete for [project].
Please complete administrative closure steps.”

c) The admins will:
i) Change Work Status to Completed
ii) Close for Time Entry N
iii) Close for Financials

Cancel Activities Return to top of document
1) Project Executive sends notice of cancellation

a) To:ClIO, CTO

b) CC: Business Owner, Technology Owner, Delivery Manager, Project Manager (if assigned), DTC_IT_Planning, any other key interested players

c) Subject: “[Project Name] Cancelled”

d) Body: “[Project Name] is being cancelled [for what reason].”

The following will be done by:
d) PMor DM ifitis already a “Project”
e) IT Planning team if it is still an Idea

Provided by: PMO Page 17 of 29 Version 1.0
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Return to top of document

Cancel Activities

2) Assignments; Utilize the Assignments module in Clarity and . =
the Default Assighment View ASSIBNMENLS | | ¥ f oot csignmen view -
a) Note: Resource must be assigned to a Task
b) Update a” EStimated Tlme to Complete (ETC’S) to Zero Properties. (?'rnv staff  Tasks Financial Plans  Project Transaction Entry Risk: Issues  Changes Key:)e(isions Status Repor
m
Rpr 2023 T May 2023 T Jun 2023 T Jul 2023 T Aug 2023
°;ED~S‘:I‘ Steve ‘I;m\emenﬂ me Entry * [jun 26, 2023 HHJ[\.:I 14,2023 - o 0 0 0 0 0
3) Staff
a) For any Staff records with Zero (0) Actuals, delete the
entire record Staff
i)  Utilize the Staff module in Clarity
ii) Select Columns tab on the far right section of the view S
Properties]| o1 e e O e T
iii) If not shown already, Add Actuals to your view either Y agasn ¢ perrencsticncs sowess 3 ¥ @ e #
by selecting Actuals or Totals > Actuals that willl e i) ()
display in the Totals section of the view x
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Auvspicns DISCOUNT piscouny
(TIRE)

(Tine DiEcT) Project Close, Cancel, On-Hold Processes

Cancel Activities

iv) Check the Resource with Zero (0) Actuals and select
Delete

b) For any Staff with Actuals >0

i) Clear all future allocations

ii) Set Finish date to date of the email

11tem Selected | Edit | Delete | | Allocate From Estimates

Are youssure you want to Delete 1 items?

Cancel

Return to top of document

v

v
Properties  OTD Tasks  Assignments

@ Add Staff

Financial Plans Project Transaction Entry R

Select All
Group By
Oct 2023 Nov 2023 Dec 2023 Jan 2024 Feb 2024 1l
Resource % Allocation Allocation Allocation Allocation Allocation
[ Wiese, Debhie a i i 0 0
[ Scott, Steve 0] 0 0 i) 0
[ Gordon, Megan [ 0 0 0 0
[) Host, Janet o} 0 0 0 0
() Varadarajan, Ranganathan 0 0 0 0 0
A \ g

Properties oTD Staff Tasks Assignments

Financial Plans Project Transaction

W Add Staff ¢ Perd
Select All
Group By
Resource % & Role Start Finish Defay
?C Wiese, Debbie J IT Leadership Team
(] Varadarajan, Ranganathan IT Planning Apr 1, 2023 Aug 31, 2023
] Scott, Steve IT Planning
- L in o BA Fa¥ L ¥
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Auvspicns DISCOUNT piscouny
(TIRE) (TIRE DIRECT)

Project Close, Cancel, On-Hold Processes

Cancel Activities
iii) Set Open for Time Entry =N

4) Tasks

a) Forin-flight Tasks, Utilize the Tasks module

Return to top of document

Group By
Resource % 4 Role Start
(] Wiese, Debhie IT Leadership Team hd
[ Varadarajan, Ranganathan IT Planning II
(] Scott, Steve IT Planning
T O olip Bt Lloli Mo —ooos ts

i) Status = Completed — ~
) p Properties oTD Staff Assignments Financial Plans Project Transaction Entry Risks Issues
i) %C lete = 100%
1 o Lomplete = (o
iii) Start & Finish Date set appropriately Actions ¥
°WBE. s Name Start Finish tatus Complete pen for Time Entry
1 + Methodology Training Project Plan Apr1,2023 JAug 31, 20230 Comple... 100%
. . _ 1.1 ¥ Stages Apr1,2023 § Augd4, 20230 comple... 100%
iv) Open for Time Entry = No o
1 ~ Intake Apr3,2023 §Apr21, 20230 Comple... 100%
1111 Intake Task Example #1 (*Test) Apr3,2023 | Apr7, 20230} Comple...
1112 Intake Task Example #2 Apr 10,2023 §Apr 14, 20234} comple...
1.11.3 Intake Task Example #3 Apr17, 2023 JApr21, 202308 Comple...
Provided by: PMO Page 20 of 29 Version 1.0

Designed by: PMO - smscott

© 2023 The Reinalt-Thomas Corporation

Published: 8/4/23
Updated: 10/09/23



“r!-nn'g‘s DI%H‘ DeSrOUNY Project Close, Cancel, On-Hold Processes

Cancel Activities

Return to top of document

b) Tasks not started - unless there is a desire to keep the . _ 5TD' ot o o
roper‘tles ta aASKS 5|gnments Inancia an
schedule for future reference, delete them. If want to
!<eep,_follovsi/ steps for in-flight tasks Actions ¥
i) Right click on task, select Delete
eWBS s ID Name
1 « T5K043819 Methodology Training Project Plan
1.1 w TSK043820 Stages
111 w TSK043821 Intake
1111 TSK043838 Intake Task Example #1 (*Test)
1112 TSK043839 Intake Task Example #2 1
1113 TSK043840 Open Details
1114 TSK043841 Collapse All
1.1.2 w TSK043822
Expand All
1.1.21 TSK043842
1122 TSKD43843 Insert Sibling
1.1.23 TSK043844 Insert Child
1124 TSK043845
113 v TSK043823 %n
5) Close out any RAID items; Utilize the applicable module ] .
Risks Issues Changes Key Decisions
a) Risks; Utilize the Risks module in Clarity and the Default i —
LY
RISk VleW RISI{S ¢ Default Risk View
i) Ensure all data is accurate and current ER — oy [ = = ; :
ii) Update Status to Closed/Resolved ' a ¥ #
Risk Examole #1
b) Issues; Utilize the Risks module in Clarity and the Default =
RISk VleW ls‘su e5 c Default Issues View
i) Ensure all data is accurate and current
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Cancel Activities

ii) Update Status to Closed/Resolved ; 7
¢ Q Y ¢ &
- .
© = e e e §
S —
c) Changes; Utilize the Changes module in Clarity and the DT =
Cha nges View Eha nges € |or Changes View v
i) Ensure all data is accurate and current : T : —— - "
ii) Update Status to Closed/Resolved 2 S ¥e #
hanges E B ~
O oo (um] ] . |h',a' | h,..;: ~~~~~~~ = ——
d) Key Decisions; Utilize the Key Decisions module in Clarity Kev Declsi N
and the DT KDs View €y Decisions € Jorrosver ”
i) Ensure all data is accurate and current
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Cancel Activities

ii) Update Status to Closed/Resolved e e e T M P o e e —
v a F € it v sae| &
- " e
< Key Decisions _ Detailed Status Report 4 Block Status Report ~ Links ~ Values  Capabilities ~ Audit  Scope Man >
6) Status Report - create a “cancelled” record. _— v
i)  Name: “[date of email] — Cancelled” v Q searen ¥ € [ v s &
ii) Portfolio Update = “Cancelled” select Al
iii) Click the Update Properties checkbox o‘ = — . Methodology - yyyymmdd - CANCELLED (sR00200¢) ol x
ID%*® L Name b Details
°\: SR003008 Methodology - yyyymmdd - CANCELLED " —
£ &' Configure
L_g: [Name %0
Documentation Link: Communication - INSTRUCTIONS - Methodology - yyyymmdd - CANCELLED
PI"O]eCt StatUS Report Overall Status # Report Date @
Needs Help 60 Apr 3, 2023
Portfolio Update®
> Cancelled
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AMERICAS DISCOUNT DISCOUNY

TIRE (TIRE DIRECT)

Project Close, Cancel, On-Hold Processes

A

Cancel Activities
7) Properties:

a)

b)
c)
d)

Confirm Project/Portfolio Status in the Project Summary
section = Cancelled

Set work Status = Cancelled

Set Stage = Completed

Set Committed Stage Finish Date to the Cancelled date

Update the Finish date, on the Schedule section to the
date that the project was confirmed cancelled.

Note: Tasks dates must be updated prior to changing the
Finish date, as the date will default to the last date on the
Tasks schedule.

8) If 2-7 completed by the DM or PM, forward the Project
Executive’s cancellation notice to PPMAdmin with the

following in the body:

“All PM activities are complete for the cancellation of [project].
Please complete administrative cancellation steps.”

a)

The PPM Admins will:

i) Change Work Status to Completed

ii) Changed [Investment] Status to Cancelled
iii) Close for Time Entry

iv) Close for Financials

v v

v Collapse All
v Project Summary

Project Name %

Methodology Training Project Plan

Project ID * Short Name

PRO0068Y

Work Status

Cancelled -
% Planned Rigor Score
30.00% 31

- -

Return to top of document

-

Status *

Cancelled

Progress *

Started

OTD  Staff Tasks  Assignments Financial Plans Project Transaction Entry Risks Issues

De

Stage

DT Standard/Completed

v

Jun 15, 2023

[Commiteed gtage Finieh Date

v v -

OTD  staff  Tasks  Assignments  Financial Plans

~ Collapse All
> Project Summary
> Description

> Stakeholders

v Schedule

Start % Target Go-Live Date

Apr 1,2023

Vv

v

Project Transaction Entry  Risks

Committed Go-Live Date

Issues  Changes

Key Decisions St

Finish %

Jan 31,2024
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Ausricas DISCOUNT oiscouny Project Close, Cancel, On-Hold Processes

On-Hold Activities
1) Project Executive send notice of project being put On-Hold
a) To:ClIO, CTO

Return to top of document

b) CC: Business Owner, Technology Owner, Delivery Manager, Project Manager (if assigned), DTC_IT_Planning, any other key interested players

c) Subject: “[Project Name] On-Hold”
d) Body: “[Project Name] is being placed On-Hold [for what reason].”

The following Clarity activities will be done by:
a) PMorDMifitis already a “Project”
b) IT Planning team if it is still an “Idea”

2) Properties
a) Set Status to On-Hold

v v

oTD Staff  Tasks

~ Collapse All
~ Project Summary

Project Name %

v - v

Assignments Financial Plans Project Transaction Entry Risks

Status *

Issues

Methodalogy Training Project Plan Approved v
. L. Project ID * Short Name Progress %
b) Clear Committed Stage Finish Date PRODD6E0 stared .
Work Status [Stage
On Hold v -
% Planned Rigor Score Committed Stage Finish Date
30.00% 31 [
c) Clear Target Go-Live Date in the Schedule section of
Properties
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(TIRE) (m (TIRE DIRECT)

Project Close, Cancel, On-Hold Processes

On-Hold Activities

d) Clear Committed Go-Live Date in the Schedule section of
Properties

3) OTD —Clear any future Committed Dates

4) Assignments; Utilize the Assignments module in Clarity and
the Default Assignment View
a) Note: Resource must be assigned to a Task
b) Update all Estimated Time to Complete (ETC's) to zero

Return to top of document

vV

oTD Staff  Tasks Assi

v Collapse All

> Project Summary
> Description

» Stakeholders

v Schedule

v

gnments

Financial Plans

v v

Project Transaction Entry

Start * Target Go-Live Date Committed Go-Live Date Finish %
Apr1,2023 Aug 31, 2023
v - v v
Properties Staff  Tasks Assignments Financial Plans Project Transaction Entry Risks Issues Changes Key Decisi
. o | View
& Q searc Y € ~ | say
Select All
up B
'om ne % B Stage B Target Start Date @ Target Finish Date I Committed Start Date @ T 2d Finish Date | Actual Start Date 8
(J Intake Intake May 1, 2023 May 15, 2023 May 1, 2023 May 15, 2023
(] study Study May 16, 2023 May 31,2023 May 16, 2023 May 31, 2023
[7) Research Research Jun'1,2023 Jun 15,2023 Jun 1,2023 Jun 15,2023
(J plan Plan Jun 16,2023 Jun 30,2023
(J implement Implement Jul1,2023 Aug 31,2023
O GolLive Go Live Sep 1,2023 May 31, 2023
O Cclose Close Sep 2, 2023 Sep 16, 2023
. . | [ View
ASSlgnments hd Default Assignment View hd
v v v

Properties oTD Staff

Tasks Financial Plans  Project Transaction Entry ~ Risks  Issues  Changes  Key Decisions  Status Repor

£
Group By
Rpr 2023 May 2023 T Jun 2093 2023 T Aug 2023
czsu::tt,iteve :I:wp\emen[T me Entry * JIn 26,2023 ‘”‘:Ilar 2023 - 0 0 0 0 0 of
5) Tasks not started
a) Ensure any tasks have their Start and Finish dates shifted
appropriately
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(TIRE) @ (TIRE DIRECT)

Project Close, Cancel, On-Hold Processes

On-Hold Activities

Return to top of document

Properties oTD Staff Assignments Financial Plans Project Transaction Entry Risks Issues
_, - - View
Actions ¥ Q sea Y = S € o
b) Ensure all tasks have Open for Time Entry = No o> ° Mame srart finish status pen for Ti..
112 v TSK043822 Study Apr 24,2023 May 12, 2023 Not Star...
1.1.21 TSKD43842 Study Task Example #1 Apr 24, 2023 Apr 28, 20238 | Not Star...
1122 TSK043843 Study Task Example #2 May 1,2023 May 5, 2023] | Not Star...
1123 TSKD43844 Study Task Example #3 May 8, 2023 May 12, 2023 Not Star...
Properties ~OTD  Staff Tasks  Assignments  Financial Plans  Project Transaction Entry  Risks  Issues  Changes Status Report  Detailed Status
. . . . 1 | view
6) Create a Key Decision record documenting why it was put On- e LAL,
Hold and explaining the reason for the selected target start _
date 0 ivn b ponas e ‘ . R
7) If Project activities have NOT started:
a) Propertles oTD Staff  Tasks Assignments Financial Plans Project Transaction Entry Risks Issues Changes K{
i)  Shift Start date to projected new date —_—
v Collapse All
. . . e . > Project Summar
ii) Shift Finish date accordingly ' !
> Description
> Stakeholders
v Schedule
Starc ® Target Go-Live Date Committed Go-Live Date Finish =
Apr1,2023 = Aug 31,2023
b) Staff
I) Se|ECt a” Staff for mass edlt and Set Sta rt Date to the Properties oTD Tasks  Assignments Financial Plans Project Transaction Entry Risks Issues  Changes Key Decisions
project’s projected Start date
W Add staff {  Per-Period Metrics - 14 Periods >
Select All
Group By
. . . . . Totals | Nov 2023 Dec 2023 M-’l
ii) Validate all allocations have shifted accordingly p—
'°E Scot, Steve IT Planning Nov 1,2023 30 10 10 10
() Host, Janet IT Planning Nov 1,2023 60 20 20 20
(] varadarajan, Ranganathan IT Planning Nov 1,2023 90 30 30 30
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777777 TIRE (TIRE DIRECT)

On-Hold Activities

8) If Project activities HAD started

a) Properties — Shift Finish date to new projected date based
upon the project resumption date in the Schedule section

NOTE: Once time has been reported to a Project its Start
date cannot be changed

b) Staff

Return to top of document

v v

v

v

oTD Staff  Tasks  Assignments Financial Plans Project Transaction Entry Risks Issues Changes

v Collapse All

> Project Summary

» Description

Ke!

» Stakeholders

Schedule

Start # Target Go-Live Date Committed Go-Live Date

Apr1,2023 =) )

3

inish %

Jan 31,2024

I) For those Wlth 0 aCtuaIS’ use mass edlt to Set thelr Properties (;TvD Tasks Assignments F||1anv(|aI Plans Pr;lec[Transac[m;Emry Risks Issues Changes Key Decisions
Start and Finish dates to the new projected dates
w Add Staff ¢ Per-Period Metrics - 14 Periods |
ii) For anyone with actuals > 0, manually move their
monthly allocations out so they are 0 during the On- 0" —
H0|d mOﬂthS Scott, Steve IT Planning 20 10 1 0
Hast, Janet T Planning : = )
Varadarajan, Ranganathan T Planning 90 30 0 30
c) Inflight Tasks
H o, - - ~ > ~
I) /0 Complete - Keep Current percentage X Properties oTD Staff Assignments Financial Plans Project Transaction Entry Risks Issues Changes K
ii) Finish Date set appropriately to new estimated —
completion date Actions ¥ Q5o
wBs 5 ID Name Start Finish Status 9% Comple... | [Open for Time Entry
°1,1,21 TSK043842 Study Task Example #1 Apr 24,2023 Apr 28, 2023 Started 10%)|
|||) Open for Time Entry = No 1122 TSK043843 Study Task Example #2 May 1, 2023 May 5, 2023) | started 20%
1123 TSK043844 Study Task Example #3 May 8, 2023 May 12, 2023 Started 30%)
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On-Hold Activities

a“ ” L - v v v
9) Status Report - create a On-HOId record <  Key Decisions Detailed Status Report 4 Block Status Report  Links  Values Capabilities Audit Scope Man. >
a) Name: “[date of email] — On-Hold” .

b) Portfolio Update = “Project On-Hold” : Qe V1@ ) lcmtogoasmaryorver 7|1 [
c) Click the Update Properties option

Return to top of document

Methodalogy - yyyymmdd - ON HOLD (SR : =B x

CEE N Name * B L] Details

SRO03008 Methodology - yyyymmdd - ON HOLD

Documentation Link: Communication - INSTRUCTIONS - :
Project Status Report

o' Configure

10) If 2-9 completed by the DM or PM, Forward the Project
Executive’s cancellation notice to PPMAdmin with the

following in the body: ® PPMAdmin;

“All PM activities are complete for the On-Hold of [project].
Please complete administrative On-Hold steps.”
a) The PPM Admins will:
i) Change Work Status to On-Hold
ii) Changed [Investment] Status to On-Hold
iii) Close for Time Entry N
iv) Set Financial Status to Hold

Return to top of document
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