ALTUS

Job Aid | Creating Portfolios and Programs

Overview

This Job Aid defines the steps to follow for creating portfolios and programs in the platform.

Portfolios in the platform allow you to combine projects into either portfolios or programs. This allows you
to define and control the details at the project level while also enabling big picture management for larger
initiatives.

There are four (4) core actions for creating portfolios and programs. Only the first and last are mandatory.

Documenting Charter/Business Case
Capturing Key Dates

Identifying Stakeholders

Adding related programs/projects

INFRENIES

Documenting Charter/Business Case

°

am Portfolio/Program Manager &9 Portfolios — Portfolio (or Program) - Details

1. CAPTURE THE CHARTER/BUSINESS CASE

a. Ensure you are in Portfolios and click Portfolios (or Programs) in the Leadership section.
b. Click + New from the command bar.

€ @Shol + New ||E Delete |

Home All Active Portfolios v

o
(© Recent A4

+ | Name T
Pinned 4

2020 IT Portfolio

Leadershi
3 Campus Upgrades

i Insights

Customer Retention Portfolio 2022
8" Portfolios 0
Engineering Portfolio

L Programs
Environmental Initiative

Intake

Global Consumer Expansion

c. Complete the Portfolio (or Program) pane with as much information as you have now.
d. The Portfolio (or Program) Name field is mandatory.
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New Portfolio

Detsils Sustegic Gosls  KeyDates ProgramsiProjects  Stakeholders Rishs Decisions Changes Comstisints  Assumptions  Denefits

Portiolio Charter

Resources Needed

e. Similarly, complete the Charter (or Business Case) pane with the information currently available.

New Portfolio
Details g Key Dates g ) Risks Decisions Changes Constraints  Assumptions  Benefits
Portfolio Charter
Name
ition

Scope

Benefits Strategy

Resources Nesded

Stakeholder
Considerations.

f.  Click Save (or Save & Close) to create the Portfolio (Program).

€ &' Save & Close |+ Mew

New Portfolio

Details Strategic Goals  Key Dates  Programs/Projects  Stakeholders  Risks  Decisions  Changes  Constraints  Assumptions

Benefits
Portfalio Charter

Narme * Organization wide claud migration Justificatien
Description and lty and a

significant cost reduction dictate an aggressive

migration to eloud based applications. Vision
Department HR Scope
InvestmentCategory Tantom

Location

Benefits Strategy
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2. BUILD THE TEAM

a. Select Portfolios (or Programs) from the Site Map to display the list of Active Portfolios (Active Programs).
Adjust the view as needed to ensure the one you are looking for is displayed.
c. Select the Portfolio (or Program) to be updated.

o

= ¢ EdshowChart -~ New [ Delete | v (O Refresh [ Emailalink | ~ B3 Import|
@ Home - X
All Active Portfolios v
(© Recent
V| Name T~ Spansar Vv

s Pinned v

2020 IT Portfalio Albert Connell
Leadership

Campus Upgrades Connie Campaign
@l Insights

Customer Retention Portfolic 2022 Bob Banker

| & Portfolios o

Engineering Portfolio Jerry Colangelo
Ll Programs

Environmental Initiative Johnny Eager
Intaks
ntake Global Consumer Expansion Bill Speker
i Insights

Organization wide cloud migration
=1 Proposals

Sales Enablement Bill Speker
Innovation Staff Retention and Recruitment Diane Masters
A Insights Technical Infrastructure Bob Banker

d. Select the header.
e. Search for and select the Sponsor.

Sponsor o o

Sponsor con yol ‘
Users
Portfolio Status St3
Portiol Albert Connell
artie — R 235550215 M-

Connie Campaign
R Connie.Campaign@senseiprojectsolutions .~
.com

‘et Change View

Click Group Members.

Search for and add members to the Microsoft 365 group.
Click Create.

Click Save & Close to finish.

SqQ
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o o Group Members

Add members to create a group. Already have one you
are an owner of? Choose an existing group.

Group

Create group Add to a group

n Organization wide cloud migr...
Private

o | Fnter a name to add a member |
o, Bill Speker

IT Manager X
o
Capturing Key Dates
2 Portfolio/Program Manager ﬁ Portfolios- Portfolio (or Program) — Key Dates

1. CAPTURE KEY DATES

a. Ensure you have the appropriate portfolio (or program) open in Portfolios.
Click the Key Dates tab.
c. Click+ New Key Date.

o

Organization wide cloud migration Cindy Process  Active
Portfolio Sponsor saws Y
Details Strate@ Key Dates |Programs/Projects  Stakeholders  Risks Decisions Changes Constraints  Assumptions  Benefits  Documents ¢ 4 Group Members

Key Dates for Portfolio

Search » ‘ Filter from. ) ‘ Filter to... ) ‘ C -+ NewKeyDate | () Refresh
@ High Risk At Risk On Track Not Set @ Done
| + New Key Date t New Key Date + New Key Date t New Key Date + New Key Date |°

Q3 Integration Review

Review all projects to ensure documented i.

3 15-Apr-21

d. Complete the Quick Create Key Date form and then click Save and Close from the bottom.
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Quick Create: Key Date %
Name
o Date — |
Description -—
Status Not set

e. Set the status by dragging and dropping the Key Dates card to the appropriate Status column. If you used
the + New Key Date function under the appropriate KPI column this step is not necessary.

Organization wide cloud migration Cindy Process  Active
Portfolio Sponsor Status
Details  Strategic Goals ~ Key Dates Programs/Projects ~ Stakeholders  Risks Decisions Changes Constraints ~ Assumptions  Benefits Documents 4 Group Members

Key Dates for Portfolio

Search pel H Filter from B H Filter to. = i~ New Key Date () Refresh

High Risk At Risk On Track Not Set @ Done

t New Key Date I New Key Date t New Key Date I New Key Date t New Key Date

@3 Integration Review

ldentifying Stakeholders

°

e Portfolio/Program Manager ﬂ Portfolios — Portfolio (or Program) — Stakeholders

1. IDENTIFY STAKEHOLDERS

a. Ensure you have the appropriate portfolio (or program) open in Portfolios.
Click the Stakeholders tab.
c. Click + New Stakeholder.

o

Organization wide cloud migration 0

Portfolio

Details Strategic Goals Key Dates  Programs/Projects | Stakeholders eDecisions Changes Constraints ~ Assumptions  Benefits
Stakeholders for Portfolio o I New Stakeholder

v Neme T~ Description Communications frequency

E

No data available.

d. Complete the New Stakeholder form.
e. Click Save & Close to finish.
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ol Save J Save & Close = New

New Stakeholder

General

Name

Description

o Role on project

Communications

requirements

Communications

frequency

Adding related programs/projects

Portfolios — Portfolio (or Program) — Programs/Projects

°

e Portfolio/Program Manager &9 Projects - Project Header

Portfolios — Program Header

1. ADD RELATED PROGRAMS/PROJECTS
a. Ensure you have the appropriate portfolio (or program) open in Portfolios.

b. Click the Programs/Projects (or Projects) tab.
c. Click Add Existing Program (or Add Existing Project).

- Active
Sponsor | Staus
Details  Strategic Goals Keo Programs/Projects | Stakeholders  Risks Decisions Changes Constraints  Assumptions  Benefits

Programs for Portfolio ew Pl Add Existing Program | O Refresh

Organization wide cloud migration
Portfolio

v Mame % Complete Sponsor ~ Department Start Date Finish Date T Status Reason v

B

No data available.

Projects for Portfolio

v Mame Project Type ~ Project Manager »/ % Complete Sponsor Department Finish Date T\

E]

No data available.

d. Click All records if the record you are looking for is not shown.
e. Select the appropriate Program (or Project).
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f.  Click Add.
g. Click Save & Close.

Lookup Records
Select record

kadl

il
il
5]
Ll

L Miami Campus Upgrade

+ New Record

)
oER|-

RELATE PROJECTS TO A PORTFOLIO/PROGRAM

Ensure you have the appropriate project open in Projects.

b. Open the Project header.
Search for and select the appropriate Portfolio (Program).

Job Aid | Creating Portfolios and Programs

¢ B s @ sweadoe

=) R o Electronic Asset Tracking System
@ Recent Project
-4 %

Release Roadmap

Project Vision

8 Name Electronic Asset Tracking System

R Albert Connel

0%

3. RELATE PROGRAMS TO A PORTFOLIO
Ensure you have the appropriate program open in Portfolios.

b. Open the Program header.
Search for and select the appropriate Portfolio.
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+ New [ Delete () Refresh 2% Share £ Emaila Link

& Home
- Francis Luzuriaga .

© Recent Fortolc | Spo
# Pinned ~ Details Strategic Goals KeyDates Projects  Status Updates  Stakeholders Issues  Risks Decisions Changes Constraints  Assumptions  Lessons ol Portfoiic ack for Portfalio J:‘

2020 7 Porticic

Program Business Case Program Stalys  SPnser A Francis Luzuriaga
AA Tenant Renewa...
Program Comg
Narva * Sustainable Energy Overview }
P inable Energy Frogram Status Active
Al Active deas Deseription This program invaives all projects related to creating
ar maintaining sustainable energy products.
industry Advanee. 0%
Options

Reduce hold time ...

Pre-review Design...
Program Effort

Benefits and -
Leadership Disbenefits
Start Date 20-Mar-20 & Oh effort compleced O effst reminiog

A Insights

Program KP Summary
B Fortoiios Finish Date: 30-Dec-21 @ Justfication v !

Project B = °
L Frograms [— .

Schedule @  Oeliverables [ ]

Major Risks and E
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