
‭Exercise – Let’s Get Started‬

‭Please review the following instructions to perform the exercises.‬

‭●‬ ‭The exercises have multiple pages of steps and use a live Playbook training site.‬

‭●‬ ‭You can navigate from page to page within Playbook Academy or you can download a PDF‬
‭of the exercise – see the image below.‬

‭●‬ ‭Two screens are recommended but not required.‬

‭●‬ ‭The training site is read-only; therefore, your changes cannot be saved.‬

‭●‬ ‭Once you have completed all steps in an exercise, please click‬‭Complete & Continue‬‭to‬
‭receive credit.‬
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‭1.‬ ‭Open a Chrome or Edge browser and enter the following:‬
‭https://training3.playbookteam.com‬

‭2.‬ ‭Sign in as Mary…‬

‭●‬ ‭Username =‬‭Mary‬

‭●‬ ‭Password  =‬‭PlayBook2021‬
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‭3.‬ ‭You are now in the‬‭My Playbook‬‭view‬ ‭logged in as‬‭Mary‬‭.‬

‭4.‬ ‭Projects‬‭XP 2000‬‭,‬‭Sustaining Engineering‬‭, and‬‭Misc. Other‬‭are selected to load‬ ‭.‬

‭5.‬ ‭Ensure‬‭Show on startup‬‭is selected‬ ‭to automatically display this window each time‬
‭Mary signs in Playbook then click‬‭Ok‬‭.‬
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‭6.‬ ‭There are six tabs:‬

‭●‬ ‭Game Plan‬‭- is where Team Members do most of their planning. It is an intuitive,‬
‭flexible, drag and drop planning view everyone can easily understand and change.‬

‭●‬ ‭Huddle‬‭– is used to facilitate the team’s daily “standup” meetings. The purpose of the‬
‭standup meeting is to identify blockages, synchronize handoffs of work, and to ensure‬
‭each person’s priorities are clear and correct.‬

‭●‬ ‭My Playbook‬‭– is where each Team Member manages their tasks on all their projects.‬

‭●‬ ‭Custom View‬‭– is where custom views can be created, managed, and accessed.‬

‭●‬ ‭Dashboard‬‭– is used to access the Key Performance Indicator reports, e.g., Resource‬
‭Loading, Project Status and Schedule Risk, Team Member Performance, etc.‬

‭●‬ ‭Working Days‬‭– is used to manage non-working time using calendars.‬

‭7.‬ ‭In the My Playbook tab, there are three main areas: Calendar, Backlog, and the Game Plan‬
‭pane. Tasks that are actively in-work are shown in the Calendar and tasks while tasks that have‬
‭not been started are shown in the Backlog. The Game Plan pane allows you to see the impact‬
‭to the timeline as changes are made to tasks in the Calendar as well as the links between‬
‭tasks.‬

‭4‬ ‭Rev 3.7‬



‭8.‬ ‭The projects are listed below Mary’s name in the first column. Each row shows a single‬
‭project’s tasks, active which are on one or more calendar days and those not yet started which‬
‭are in the backlog.‬

‭9.‬ ‭The Game Plan pane can be resized by dragging the‬‭horizontal, blue bar‬‭up and down.‬
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‭10.‬ ‭To switch to the Game Plan view, click the‬‭Game Plan‬‭tab in the upper-left corner.‬

‭11.‬ ‭To show the XP 2000 project plan, click‬‭Project‬‭,‬‭XP 2000‬‭, then‬‭Ok‬‭.‬
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‭12.‬ ‭The‬‭Task Grid‬‭on the left can be resized or entirely collapsed.‬

‭Task Grid Expanded‬
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‭Task Grid Collapsed‬

‭13.‬ ‭Vertical scrolling is performed using the mouse wheel or by dragging the vertical scrollbar.‬
‭Horizontal scrolling is performed using the horizontal scrollbar.‬
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‭14.‬ ‭Go to Today‬‭reset the plan horizontally such that Today (green column) is in the center.‬

‭15.‬ ‭The Game Plan can be zoomed in/out via a scrollbar or by clicking the plus/minus icons.‬
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‭16.‬ ‭The Game Plan can be zoomed to fit the screen and set back to its default zoom level.‬

‭17.‬ ‭Changes on the training site cannot be saved but you can reset all your changes by clicking‬
‭Discard.‬‭This discards all changes since the last save.‬
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‭18.‬ ‭Sign Mary out of Playbook.‬

‭This completes this exercise.‬
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