ALTUS Job Aid | Collaborating on portfolio and
— program support items

Overview

This Job Aid defines the steps to follow for collaborating on portfolio and program support items, such as
issues, risks, decisions, changes, constraints, assumptions, lessons learned, and documents, in the platform.

Based on organisational policies and your specific requirements, you may not use all these support items
on your portfolio or program.

There are eight (8) collaboration components available to help you deliver your portfolios and programs, and
each is addressed here.

Managing issues

Managing risks

Tracking decisions

Recording and managing change requests
Documenting constraints

Capturing assumptions

Capturing lessons learned

Managing documents

NGO A LN

Except for managing project documents, the components function similarly and if you are comfortable with
one, you may not need to review the other components of this document.

Managing issues

&  Program Manager ﬂ Portfolios - Issues tab

1. CREATE AN ISSUE

a. Ensure you have the appropriate program open in Portfolios.
b. Click the Issues tab.

= « B Save Save & Close New [ Delete W OpeninTeams @ OpeninSharePoint () Refresh 1 Share [ Email aLink
@ Home i
Cassowary Product Development 2020 1T Portfolio
O Recent v Program Portfolio
S Pinned ' Details Strategic Goals Key Dates Projects Status Updates SIako Risks Decisions Changes Constraints ~Assumptions Lessons Benefits Documents
Leadership Pragram Business Case Program Status
P "
40 Insights Name * Cassowary Product Development Overview This program will provide for a mobile support rogram Completion
app, the introduction of three new product
& Portfoll i
ZEEEE Description This program includes projects associated with the fines to continue meeting the needs of our
| prosrams o Cassowary line of Products. customers, and reduce our raw material -
Options Outsourcing the development of the mobile app; 10%
establish a focus group to gather customer
=D requirements; establish a supply chain that will
. Insights allow us to reduce inventory. .

c. Click+ New Issue.
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Issues for Program ol b New lIssue |U Refresh

V| Name ~ Assigned To Status Reason ~ | Priority Category ~ | DueD.. T
Resource Constraint Kenneth Steiness  Closed T High Resource 2 10-Ap...
Account number format may have to change Active T High Schedule * 13-Au..
Environmental regulations recently changed, an Bob Banker Active T High Scope ® 30-Au.

d. Fillin the Name field. It is mandatory and should be clear and concise to help users identify the issue in screens,
reports, and dashboards.

e. Provide additional details in the remaining fields.

f. Click Save and Close.

Quick Create: Issue %

Lo |

Assigned To —

Status Active
Category —

Priority Medium

o Due Date — =

Description

Resolution -

0 Saveand Cloke v Cancel

2. UPDATE ISSUES

a. Ensure you have the appropriate program open in Portfolios.
b. Click the Issues tab.

= ¢ B Save Save & Close 1 New [ Delete Wi OpeninTeams @ OpeninSharePoint () Refresh & Share [ Email aLink
@ Home .
Cassowary Product Development 2020 IT Portfolio
@ Recent v Program Portfolio
S Pinned ' Details Strategic Goals Key Dates  Projects  Status Updates Stako Risks Decisions Changes Constraints Assumptions Lessons Benefits Documents
Leadership Program Business Case Program Status
4 Insights Name * Cassowary Product Development Overview This program will provide for a mobile support  ~ Program Completion
app, the introduction of three new product
Portfol i
S Description This program includes projects associated with the lines to continue meeting the needs of our
R o Cassowary lne of roducts. customers, and reduce our raw material .
Options Outsourcing the development of the mobile app: 10%
e establish a focus group to gather customer
SRS requirements; establish a supply chain that will
Il to reduce inventory. .
il Insights allow us uce inventory.

c. Click on the Issue to be updated from the list.
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ALTUS

Cassowary Product Development 2020 T Portfolio  Fred Sample  Active

Pragram Portfolio pon Status

Details Strategic Goals Key Dates Projects  Status Updates  Stakeholders Issues Risks Decisions Changes Constraints Assumptions Lessons Benefits Documents ' 1 Group Member

Issues PCF Control Issues for Program

() Refresh  BL  Ses associated records

V| Nam gned Status R Prorit
2 Bescuwce Consiraint neih Sieines Active 1 High Resurce ® 10-Apr-20
Overdue o| Account number format may have to change dur to privi Nate Auchte Active T High Schedule 4 18-Aug-20
Active
Due Date
d. Update any field, as required.
¢ B & Save & Close | - New [i] Delete () Refresh 1# Share [F) Email a Link
Account number format may have to change dur to privacy issues Cassowary Product Development ~ Customer Account Inquiry Upgrade.
Issue Program Project
Details
Name * Account number format may have to change dur to privacy issues Description The account number currently has 4 characters of the customer's last name, privacy concerns
suggest the account number should have no identifying information
Assigned To R Nate Auchter Update - NA - Dec 5, the privacy officer will confirm, but they beleive this is not enough to cause
privacy concerns as no one can be uniquely identified by 4 characters of a last name.
o Status Active
Resolution -
Category Schedule
Due Date 18-Aug-20 &

Managing risks

& Portfolio/Program Manager ﬂ Portfolios — Risks tab

1. CREATE A RISK
a. Ensure you have the appropriate portfolio or program open in Portfolios.

b. Click the Risks tab.

= ¢ 5] save @ Save&Close -+ New [i] Delete ®# OpeninTeams # OpeninSharePoint () Refresh & Share  [F] Email a Link
4 Home
Cassowary Product Development 2020 IT Portfolio
(© Recent v Program Portiolio
7 Pinned v Details Strategic Goals  Key Dates  Projects  Status Updates Stakeholders& Decisions  Changes Constraints  Assumptions  Lessons Benefits  Documents
Leadership Program Business Case Program Status
4 Insights Name Cassowsry Product Development Overview This program will provide for a mobile support  ~ Pragram Completion
app, the introduction of three new product
Portfol , y N
ortiolies o Description This program includes projects associated with the lines to continue meeting the nesds of our
|1 programs Cassowary line of Products. customers, and reduce our raw material -
Options Outsourcing the development of the mobile app; 10%

It establish a focus group to gather customer
ntake requirements; establish a supply chain that will
4 insights allow us to reduce inventory. .
i

c. Click + New Risk.

©2023 Altus. All rights reserved.
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Cassowary Product Development
Program

Risk Matrix

; [ [
g o | |
||

Details  Strategic Goals  Key Dates  Projects  Status Updates  Stakeholders  Issues Risks Decisions Changes Constraints  Assumptions  Lessons Benefits  Documents

2020 1T Portfolio  Fred Sample ~ Active

Risks for Program o_ Refresh B See associated records
eve Route

Active Resource * 29-Apr-20

d. Fillin the Name field. It is mandatory and should be clear and concise to help users identify the risk in screens,

reports, and dashboards.

Provide additional details in the remaining fields.

f.  Click Save and Close.

2. UPDATE RISKS

Quick Create: Risk %

o Name

Assigned To

Status Active

Category

Due Date — ]
Likelihood

Consequence

o Cost

Description

Mitigation Plan

Trigger Description

Trigger Date

a. Ensure you have the appropriate portfolio or program open in Portfolios.

b. Click the Risks tab.
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= ¢ 5] Save G Save&Close -+ New [i] Delete & OpeninTeams b OpeninSharePoint () Refresh & Share [ Email a Link
G Home
Cassowary Product Development 2020 IT Prtfolio
© Recent ~  Program Portfclie
7 Pinned v Details Strategic Goals ~ Key Dates  Projects  Status Updates Stakeholders& Decisions  Changes Constraints  Assumptions Lessons Benefits Documents
Leadership Program Business Case Program Status
4 Insights Name * Cassowary Product Development Overview This program will provide for a mobile support  ~ Pragram Completion
app, the introduction of three new product
Portol i i
ortioties o Description This program includes projects associated with the lines to continue mesting the needs of our
|1t Prosrsms Cassowary line of Products. customers, and reduce our raw material -
Options Outsourcing the development of the mobile app; 10%

It establish a focus group to gather customer
ntake requirements; establish a supply chain that will
g insights allow us to reduce inventory. .

c. Click on the Risk to be updated from the list.

Cassowary Product Development 2020 IT Portfolio | Fred Sample  Active
Program Portfolio Spensor Status

Details ~Strategic Goals  Key Dates Projects  StatusUpdates  Stakeholders Issues Risks Decisions Changes Constraints ~Assumptions Lessons Benefits ~Documents

Matrix Risks for Program + NewRisk (O Refresh B Seeassociated records

Risk Matrix O | Name As

. ol Staffing for the program Steve Router Active Resource & 29-apr-20

Status Reason Category DueDate T

Consequence
w

Likelihood

d. Update any field, as required.
e. Click Save & Close.

ol Save & Cl ’ New [0 Delete () Refresh & Share [ Email a Link
Staffing for the program Cassowary Product Development
Risk Portfo Program Project
Details
P § Bifing B program Description The PMO is experiencing problems finding adequate staff for this project
Assigned To R steve Router
S i Mitigation Plan Use sub-contractors
Category Resource
o — —— = Contingency Plan Delay one or more projects within the program until staff are available
Likelihood *  Possible
Trigger Description Individual project schedule slippage
Consequence ' Major
Cost $75,000.00
Trigger Tasks not completed

Tracking decisions

& Portfolio/Program Manager &9 Portfolios — Decisions tab

1. CREATE NEW DECISION

a. Ensure you have the appropriate portfolio or program open in Portfolios.
b. Click the Decisions tab.
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= ¢ Save G Save&Close | New Delete W OpeninTeams @ Open in SharePoint Refresh & Share  [F) Email a Link
P P
& Home
Cassowary Product Development 2020 IT Portfolio
(® Recent ~s | Program Fortfolio
& Pinned ~ Details  Strategic Goals  Key Dates  Projects  Status Updates  Stakeholders  Issues o Changes Constraints ~ Assumptions  Lessons  Benefits Documents
Leadership Program Business Case Program Status
G Insights Name * Cassowary Product Development Overview This program will provide for a mobile support - Program Completion
app, the introduction of three new product
" Portfoll
ertielios Description This program includes projects associated with the lines o continue meefing the needs of our
lia p Cassawary line of Products customers, and reduce our raw material -
sl Programs
Options Outsourcing the development of the mobile app; 10%
It establish a focus group to gather customer
piske) requirements; establish a supply chain that will
41 Iz allow us to reduce inventory. .
i

c. Click + New Decision.

Cassowary Product Development 2020 IT Portfolio | Fred Sample | Active
Program Portfolio Sponsor Status
Details ~Strategic Goals Key Dates  Projects  Status Updates  Stakeholders Issues Risks Decisions Changes Constraints Assumptions Lessons Benefits Documents 1 Group Membes
Decisions for Program PCF Control Decisions for Program o O Refresh
N v Name ~ pss Stotus Reason Priority Due Date T~ Category
O
1 Development approach Maleom Hamilton Active T High ® 24-Apr-20 Resource
Overdue
decisions

d. Fillin the Name field. It is mandatory and should be clear and concise to help users identify the decision in
screens, reports, and dashboards.

e. Provide additional details in the remaining fields.

f. Click Save and Close.

Quick Create: Decision X

©

Name

Description

Status Active

Priority Medium

Due Date - iz
o Category

Escalation Required No

Escalation Manager

Dedision Date |

Approver

Assigned To

o

2. UPDATE DECISIONS

a. Ensure you have the appropriate portfolio or program open in Portfolios.

b. Click the Decisions tab.
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= ¢ B Save & Save&Close -+ New [i] Delete i OpeninTeams @ OpeninSharePoint () Refresh 12 Share [ Email a Link
@ Home
Cassowary Product Development 2020 IT Portfolio
O Recent ~  Program Portfolio
# Pinned '  Details Strategic Goals Key Dates Projects Status Updates Stakeholders Issues 9 Changes  Constraints  Assumptions Lessons Benefits Documents
Leadership Program Business Case Program Status
Insiahts Name * Cassowary Product Development Overview This program will provide for a mobile support Program Completion

app, the introduction of three new praduct

& Portfolios 0 Description This program includes projects associated with the lines to continue meeting the needs of our
E— Cassowary line of Products. customers, and reduce our raw material -
Options Outsourcing the development of the mobile app; 10%

ok establish a focus group to gather customer
ntake requirements; establish a supply chain that will
4 nsights allow us to reduce inventory. .
i

c. Click on the Decision to be updated from the list.

Cassowary Product Development

2020 IT Portfolio | Fred Sample  Active

Program Portfolic Sponsar Status
Details Strategic Goals  Key Dates Projects  Status Updates ~ Stakeholders Issues Risks Decisions Changes Constraints ~Assumptions Llessons Benefits ~Documents A 1 Group Membe:
Decisions for Program PCF Control Decisions for Program + NewDecision O Refresh
o v | Name ~ Ass Status Reason Pricrity DueDate T~ Category v
1 ol Development approach Malcom Hamilton Active T High @ 24-Apr-20 Resource

Overdue
decisions

d. Update any field, as required.
e. Click Save & Close.

< ol Save & Close | + New [i] Delete (0 Refresh | Share  [3) Email a Link

Development approach

Decision
Details
Name *  Development approach Escalation Required 0 Yes
Description Will we manage all of the development internally, outsource, or coordinate with platform Escalation Manager R Bob Banker
providers?
Decision Date 26-Apr-20

o Status Active Approver Q Bill Speker
prort | vesun |
vty T hssigned To 2 Malcom Hamiton

Due Date 24-Apr-20

Category Resource

Recording and managing change requests

°

e Portfolio/Program Manager é@ Portfolios — Changes tab

1. CREATE NEW CHANGE REQUEST
a. Ensure you have the appropriate portfolio or program open in Portfolios.

b. Click the Changes tab.
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= < B Save @ Save&Close -+ Mew [ Delete & OpeninTeams @ OpeninSharePoint () Refresh 12 Share ) Email a Link
@ Home
Cassowary Product Development 2020 IT Portfolio

@ Recent N Program Portfolio
2 Pinned Details Strategic Goals Key Dates Projects StatusUpdates ~Stakeholders Issues Risks DI onstraints  Assumptions  Lessons  Benefits Documents
Leadership Program Business Case Program Status
i Insights Name " Cassowary Product Development Overview This program will provide for a mobile support  ~ Program Completion

app, the introduction of three new product
+ Forticlios o Description This program includes projects associated with the fines to continue meeting the needs of our

| Lad Programs Cassowary line of Products. «customers, and reduce our raw material -
Options Outsourcing the development of the mobile app; 10%

Itk establish a focus group to gather customer
ntake requirements; estabiish a supply chain that wil
&l Insights allow us to reduce inventory. .

c. Click+ New Change Request.

Cassowary Product Development 2020 IT Portfolio  Fred Sample  Active
Program Portfolic Sponsor Status

Details ~ Strategic Goals ~ Key Dates  Projects  Status Updates ~ Stakeholders Issues Risks Decisions Changes Constraints ~ Assumptions Lessons Benefits  Documents

Change Requests PCF Control Change Requests for Program o

O | Name + Due Date T Category v

O Refresh

Pririty Status Resson Cost Estimate
15 potential projects for customer focus goup @ 28-Jun-20 Management Esc...  Bill Speker 1 High New $60,000.00
Multi-Mobile Platform ¢ 23-Aug20  Scope Kenneth Steiness T High New $25,000.00

2

Change Requests

d. Fillin the Name field. It is mandatory and should be clear and concise to help users identify the change request
in screens, reports, and dashboards.

e. Provide additional details in the remaining fields.

f.  Click Save and Close.

Quick Create: Change Request e

Description

Driven By

Implementation Date — =

Category —

Priority Medium

Aszigned To —

Work Effort Estimate —

Work Effort Details -

Cost Estimate —

Cost Estimate Details -

Duration Estimate —

Duration Estimate -
Details
Resource Impacts. -
Impact on Other -
Projects

Assumptions -

Approved / Rejected
By

o Saveand Clofe Cancel
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2. UPDATE CHANGE REQUESTS
a. Ensure you have the appropriate portfolio or program open in Portfolios.

b. Click the Changes tab.

= < B] Save @ Save&Close -+ Mew [ Delete ®# OpeninTeams @ OpeninSharePoint (O Refresh 14 Share  [F] Email a Link
@ Home )
Cassowary Product Development 2020 IT Portfolio

© Recent ) Program Portfolic
52 Pinned " Details Strategic Goals Key Dates Projects StatusUpdates  Stakeholders lssues Risks DI onstraints  Assumptions  Lessons  Benefits  Documents
Leadership Program Business Case Program Status
&f Insights Name * Cassowary Product Development Overview This program will provide for a mobile support = Program Completion

app, the introduction of three new product
# Fortiolios Description This program includes projects associated with the lines to continue meeting the needs of our

e Cassowary line of Products customers, and reduce our raw material -
i Programs -
Options Outsourcing the development of the mobile app; 10%

ke establish a focus group to gather customer
ntake requirements; establish a supply chain that will
A i allow us to reduce inventory. '
i

c. Click on the Change Request to be updated from the list.

Cassowary Product Development 2020 IT Portfolio  Fred Sample | Active

Program Portfolio Sponsor Status

Details ~Strategic Goals ~ Key Dates  Projects  Status Updates  Stakeholders Issues Risks Decisions Changes Constraints Assumptions Lessons Benefits Documents

Change Requests PCF Control Change Requests for Program f  New Change Request () Refresh
O | Name DueDate T Category Assigned To Priority Status Reason < Cost Estimate ~

15 potential projects for customer focus group @ 29-Jun-20 Management ESc...  Bill Speker T High New $60,000.00

ol Multi-Mobile Platform ® 23-Aug-20 Scope Kenneth Steiness T High New $25,00000

2

Change Requests

d. Update any field, as required.
e. Click Save & Close.
P 9 & Close | Mew [ Delete () Refresh 1% Share [ Emails Link

Multi-Mobile Platform Cassowary Product Development
Change Request Porticls  Pragram

Details

MNai

Multi-Mobile Platform Duration Estimate 4

Description The original project addressed the Android platform only. Now we need to include all platforms. Duration Estimate wil

Detais
Oviven 5y " Resource Impacts will need to re-prioritize existing scope items.
Implementation Date  25-May-20 s
J— seope ::::r:'m Other two other projects will be delayed
Priority “ Assumptions Resources with the appropriate skillset are available.
Work Effort Estimate 1,000 ::!pmupﬂ Rajected
Work Effart Details Establish development and test environments, develop, test, deploy approved / Rejectsd

Date

Due Date 23-Aug-20
Cost Estimate $25,00000 s New
Cost Estimste Detals  Infrastructure/labor

Documenting constraints

& Portfolio/Program Manager ﬂ Portfolios — Constraints tab

1. CREATE NEW CONSTRAINT

a. Ensure you have the appropriate portfolio or program open in Portfolios.
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b. Click the Constraints tab.
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= ¢ Save @ Save&Close - New [i] Delete ® OpeninTeams @ OpeninSharePoint () Refresh & Share [ Email aLink
@ Home )
Cassowary Product Development 2020 IT Portfolio

(© Recent v Program Portfolio

% Pinned v Details Strategic Goals  Key Dates  Projects Status Updates  Stakeholders Issues Risks Decisions Co Assumptions  Lessons  Benefits  Documents

Leadership Program Business Case Program Status

4 Insights Name * Cassowary Product Development Overview This program will provide for a mobile support Program Completion

app, the introduction of three new product

¥ Portielios 0 Description This program includes projects associated with the lines o continue meeting the needs of aur

|13 Progrems Cassowary line of Products customers, and reduce our raw material -
Options Outsourcing the development of the mobile app; 10%

Intak establish a focus group to gather customer

ntake requirements; establish a supply chain that will

4 Insights allow us to reduce inventory. .

A
Cassowary Product Development 2020 IT Portfolio  Fred Sample | Active
Program Portfolio Sponsor Status
Details Strategic Goals  Key Dates Projects Status Updates  Stakeholders Issues Risks Decisions Changes Constraints Assumptions Lessons Benefits Documents

Constraints for Program C 1 Add Existing Constraint (O Refresh
V| Name T~ Category Constraint v/
Hiring Freeze in effect Resources New hires are not likely for the next 4-6 months

d. Fillin the Name field. It is mandatory and should be clear and concise to help users identify the constraint in

screens, reports, and dashboards.

e. Provide additional details in the remaining fields.

" Save & Close New

f.  Click Save and Close.
- @

New Constraint

2 Flow ~

General
ol Name R—
Description -

©

Category —

2. UPDATE CONSTRAINTS

a. Ensure you have the appropriate portfolio or program open in Portfolios.

b. Click the Constraints tab.
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< Save @ Save&Close -t~ New [0 Delete 8 OpeninTeams @ OpeninSharePoint (O Refresh & Share (5] Email aLink
@ Home
Cassowary Product Development 2020 IT Portfolio
(® Recent v Program Portfolic
¢ Pinned v Details  Strategic Goals ~ Key Dates  Projects  Status Updates  Stakeholders Issues Risks —Decisions @ Assumptions  Lessons  Benefits  Documents
Leadership Program Business Case Program Status
4fi Insights Name * Cassowary Product Development Overview This program will provide for a mobile support - Program Completion
app, the introduction of three new product
& Fertiolios 0 Description This program includes projects associated with the fines to continue meeting the needs of our
I 119 Frograms Cassowary line of Products. customers, and reduce our raw material -
Options Outsourcing the development of the mobile app; 10%

Itk establish a focus group to gather customer
= requirements; establish a supply chain that will
& Insights allow us to reduce inventory. .

Cassowary Product Development 202017 Portfollo  Fred Sample  Active

Program Potiaiio Sporso

Details  Strategic Goals  Key Dates  Projects  Status Updates  Stakeholders lssues Risks Decisions Changes Constraints Assumptions Lessons Benefits  Documents

Constraints for Program + MNewConstraint [ Add Existing Constraint () Refresh
ol Hiring Freeze in effect Resources New hires are not likely for the next 4-6 months
d. Update any field, as required.
& ol 7 Save & Close | T New @ Delete O Refresh a, Assign 1# Share

Hiring Freeze in effect

Constraint
General Related
Name Hiring Freeze in effect
Description Due to economic downturn all hiring has been suspended

©

Category Resources

Capturing assumptions

& Portfolio/Program Manager ﬂ Portfolios — Assumptions tab

1. CREATE NEW ASSUMPTION

a. Ensure you have the appropriate portfolio or program open in Portfolios.

b. Click the Assumptions tab.

= < 5] save @ Sawe&Close -+ New [i] Delete W OpeninTeams @ OpeninSharePoint () Refresh 1 Share  [5) Email aLink
@ Home .
Cassowary Product Development 2020 IT Portiolio
® Recent W Pragam o o
% FPinned s Dewils StawegicGoals KeyDates Projects  Status Updates  Stakeholders  lssues  Risks Decisions  Changes qu Lessons  Bensfits  Documents
Leadership Program Business Case Program Status
4 Insights Name Camecwary Product Developawnt Overview ‘This program will provide for a mobile support - Pragram Completion
app, the introduction of three new product
| i li
ortfolios Description This program includes projects associated with the lines to continue meeting the needs of our
- Cassowary line of Products, customers, and reduce our raw material -
Options o i of app; 10%
establish a focus group to gather customer
T requirements; establish a supply chain that will
i Insiohis allow us to reduce inventory, .
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c. Click + New Assumption.

Cassowary Product Development 2020 1T Portfolio | Fred Sample  Active
Program Portiolic Status

Details Strategic Goals KeyDates Projects Status Updates  Stakeholders Issues Risks Decisions Changes Constraints Assumptions Lessons Benefits Documents 1 Group Mem

| Name 1 stego

Project staffing requirements will be satisfied Timeline

Project schedule will not be impacted due to unavailability of resources

d. Fillin the Name field. It is mandatory and should be clear and concise to help users identify the assumption in
screens, reports, and dashboards.
e. Provide additional details in the remaining fields.

Click Save and Close.
< ol g Save & Close | t New 2 Flow

New Assumption

—h

General
ol Name fo—
Description -

©

Category -

2. UPDATE ASSUMPTIONS

a. Ensure you have the appropriate portfolio or program open in Portfolios.
b. Click the Assumptions tab.

= < [l @ sawe & saweaciose - New [i] Delete W OpeninTeams @ OpeninSharePoint () Refresh 12 Share [%) Email aLink

Home
@ Cassowary Product Development 2020 IT Portfelio
@® Recent SAN| Program ortiolic
% Pinned v Detils Strategic Goals Key Dates Projects Status Updates  Stakeholders lssues Risks Decisions  Changes Cco Lessons  Benefits  Documents
Leadership Program Business Case Program Status

. Overview Thi 1l provide f bile c Program Completion
4l Insghts Name Cassowary Product Development verview is program will provide for a mobile support
app, the introduction of three new product

B Portfol .

ortfolios Description This program includes projects associated with the. lines to continue meeting the needs of our
. Cas. Ew Jine of Products. customers, and reduce our raw material -
L3 Programs sowa 3

Options Qutsourcing the development of the mabile app; 10%

ok establish 3 focus group to gather customer
ntake requirements; establish a supply chain that will
@ nsons allow us to reduce inventory .

c. Click on the Assumption to be updated from the list.

Cassowary Product Development
Program

2020 IT Portfolio ~ Fred Sample  Active
Portfolio Sponsor Status

Details ~ Strategic Goals  Key Dates  Projects Status Updates  Stakeholders Issues Risks Decisions Changes Constraints Assumptions Lessons Benefits Documents % 1 Group Mem

Assumptions for Program I New Assumption B! Add Existing Assumpti. O Refresh
| Name T~ Category ~ Assumption
°| Project staffing raquiraments will be satisfied Timeline Project schedule will not be impacted due to unavailability of resources

d. Update any field, as required.
e. Click Save & Close.
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' o &' Save Mew [ Delete () Refresh A, Assign U Share [ Emailalink 2 Flow EE Word Templates @ Run Report
Project staffing requirements will be satisfied 2020 1T Portfolio  Cassowar,
Assumption Porth Program
General  Related
Name * Project staffing requirements will be satisfied
Description This project is the highest priority project in the organization. Resource Management has assured us that other projects will be delayed as needed to ensure all requested resources are available.
Category Timeline

Capturing lessons learned

& Program Manager ﬁ Portfolios — Lessons tab

1. CREATE NEW LESSON LEARNED

a. Ensure you have the appropriate program open in Portfolios.
b. Click the Lessons tab.

= [ WSwe @ swedClos | New B Detete W OpeniTems  ® OpeninSnsmbort O Refresh O CheckAccess 2 Share 00 Email Lk
Cassowary Product Development 202017 Portfalio | Fred Sample  Active

a Program .

2 Finned v Details Swategic Goals KeyDates Projects StatusUpdates Stakeholders Issues Risks Decisions Changes Constraints ﬁ:"\-rl\rr-h Bocuments

Leadership Kessons Learned for Program NewLesson Loamed € Relresh o~ Flow

v

c. Click + New Lesson Learned.

Cassowary Product Development
Program

Details ~Strategic Goals Key Dates Projects Status Updates  Stakeholders Issues Risks Decisions Changes Constraints Assumptions Lessons Benefits Documents

Lessons Learned for Program o f- New Lesson Learned

V| Name T~ Created By Category T~

Open lines of communication Deirdre Rogusky Business Process

d. Fillin the Name field. It is mandatory and should be clear and concise to help users identify the lesson learned in
screens, reports, and dashboards.
. Provide additional details in the remaining fields.
f.  Click Save and Close.
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Quick Create: Lesson Learned %
o Name —
Category —
Status Active
Observation -
o Recommendation -
Lesson Learned -—
Action Taken -—
0 Saveand Cloke Cancel
2. UPDATE LESSONS LEARNED
a. Ensure you have the appropriate portfolio or program open in Portfolios.
b. Click the Lessons tab.
= B & save & Save&Close New [i] Delete W OpeninTeams @ OpeninSharePoint (O Refresh  1# Share (%) Email a Link
(5 ) Cassowary Product Development 202017 Porttolio
@ Recent Program th
5 Pinned v Details  Strategic Goals  Key Dates  Projects  Status Updates  Stakeholders Issues Risks Decisions Changes  Constraints Assuo Benefits  Documents
Loadership Program Business Case Program Status
al Insights Name * Cassowary Product Development Ovarview This program will provide for a mobile support - Program Completion
- app. the introduction of three new product
' Portfolios o Dascription This program Includes projects associated with the lines to continue meeting the needs of our
it srogram Cassowory lne of Products, customers, and reduce our raw material .
Option Outsourcing the development of the mobile app; 10%
establish a focus group to gather customer
mo requirements; establish  supply chain that will
o isights allow us to reduce inventory. .

c. Click onthe Lesson Learned to be updated from the list.

Cassowary Product Development

Program

Details

Strategic Goals

Key Dates  Projects

Lessons Learned for Program

| Name T«

Status Updates

Stakeholders  Issues  Risks

Decisions

Created By v

Changes  Constraints ~ Assumptions

Lessons  Benefits

f New Lesson Leamned

Category 1

Documents

°| Open lines of communication

Deirdre Rogusky

Business Process

e.

Update any field, as required.
Click Save & Close.
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¢ ol &' save &Close |+ New [ Delete () Refresh [ Exportto PDF  I# Share [ Emaila Link

Open lines of communication

Cassowary Product Development
Lesson Learned

Brogram Project

Details
Name * Open lines of communication Obsenvation Everyone on the team freely shares information which is keeping us on target.
Category Business Process
Recommendation N/A
Lesson Learned The team can move faster when everyone keeps open lines of communication.
Action Taken Recognized the team and made this point to everyone so they could understand the full impact of

keeping each informed.

Managing documents

°

e Portfolio/Program Manager ﬂ Portfolios — Documents tab

1. UPLOAD NEW DOCUMENTS

a. Ensure you have the appropriate portfolio or program open in Portfolios.
b. Click the Documents tab.

= ¢ B Eswe @& swenCos New [0 Delete Wl OpeninTesms @ OpeninSharsPoint () Refresh 1% Shars [ Emal s Link
@ Hom
- Cassowary Product Development 2020 IT Portfolio
@ Recent ~ | Program Partfolio
% Finned “  Details SuategicGoals KeyDates Projects Staws Updates Stakeholders lssues Risks Decisions Changes Constraints Assumptions  Lessons o
Leadership Program Business Case Program Status
4l Insights Name * Cassowary Product Development Overview This program will provide for a mobile support - Program Completion
app, the introduction of three new product
¥ Ferticl Description This program includes projects associated with the lines to comsinue meeting the needs of our
e Cassowary line of Products. custamers, and reduce our raw material
rogram:
Optians Outsourcing the development of the mabile app; 10%
establish a focus group to gather customer
Intake requirements; establish a supply chain that will
. allow us to reduce inventory. .

c. Click Upload.

Cassowary Product Development
Program

Details ~ Strategic Goals ~ Key Dates  Projects  Status Updates  Stakeholders  Issues

Search 2 T Upload | B Openin SharePoint () Refresh & Show as Lis

e =On
S o P

A Managers Guide to Evaluating Case Study of Employment.pdf
Citizen Participation.pdf

Albert Connell Albert Connell
Created: Dec 29, 2020 4:01 PV Created: Dac 29, 2020 44

d. Browse and select the new document to be added to the repository.

e. Alternatively, you can click on Open in SharePoint to work directly in SharePoint for more document
management functionality, including working with folders and creating new documents from scratch.
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Cassowary Product Development
Program
Details

Strategic Goals ~ Key Dates

Projects

A Managers Guide to Evaluating
Citizen Participation.pdf

Albert Connell
Created: Dec 29, 2020 4:01 PM

Status Updates  Stakeholders  Issues

L £ I[P I vi——

=O=

Case Study of Employment.pdf

Albert Connell
Created: Dec 29, 2020 4:01 PM

2. VIEW OR UPDATE EXISTING DOCUMENTS

a. Ensure you have the appropriate portfolio or program open in Portfolios.
b. Click the Documents tab.

= « @ Save @ Save&Close New (7] Delete ®f OpeninTesms @ OpeninShersfoint () Refrash 12 Snare (7] Email = Link
0 Bk Cassowary Product Development 2020 T Portiolio
@ Recent « | Program Portfolia
% Pinned “ | Details Stategic Goals KeyDates Projects StatusUpdates  Stakeholders Issues Risks Decisions Changes Censtraints  Assumptions  Lessons o
Leadership Program Business Case Program Status
@i Insights Name * Cassowary Froduct Development Overview This program will provide for a mobile support = Program Completion
9P, the introduction of three new product
- ; N .
G (s o Description This program includes projects associated with the fines to continue meeting the needs of aur
|8 Frograms Cassousty lin of Products. customers, and reduce our raw material
Optians Outsaurcing the development of the mobile app: 10%
- establish a focus group to gather customer
ke requirements: establish a supply chain that will
- allow us to reduce inventory. .
Cassowary Product Development
Program
Details  Strategic Goals  Key Dates  Projects  Status Updates  Stakeholders  Issues

T Upload B Openin SharePoint () Refresh B Show as Lisy

A Managers Guide to Evaluating
Citizen Participation.pdf

Albert Connell
Created: Dec 29, 2020 4:01 PM

Case Study of Employment.pdf

Albert Connell
Created: Dec 29, 2020 401 PM

d. Alternatively, you can click on Open in SharePoint to work directly in SharePoint for more document
management functionality, including working with folders and creating new documents from scratch.
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Cassowary Product Development
Program

Details  Strategic Goals ~ Key Dates  Projects  Status Updates  Stakeholders

A Managers Guide to Evaluating
Citizen Participation.pdf

Albert Connell Albert Connell
Created: Dec 29, 2020 401 PM Created: Dec 29, 2020 4:01 PM

Issues

rro Open in SharePoint | () Refresh B Show as List

Case Study of Employment.pdf
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