Exercise - Task Fundamentals

1. OpenaChrome or Edge browser and enter the following:
https://training3.playbookteam.com

2. Signin Playbook as Bob. Username = Bob, password = PlayBook2021
3. Load project XP 2000.

Calendar Game Plan C] Automatically save settings

Projects

Lifecycles: ~  Show on
Resources startup
Lifecycles Projects | am active on -

Other

Search

)

~ (W R&D
| (] XP 2000 [Mary M]

[ ] Sustaining Engineering [Bob B]
[] Misc. Other

My Playbook View Settings X
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https://training3.playbookteam.com/

4. Switch to the Game Plan view. Click Game Plan.

O Playbook —~ ~

Huddle

Game Plan

O B £ T T LS 6

Project Name: XP 2000 [Mary M]

Welcome

My Playbook

Week 13 Week 14

Custom View

=0

Bob What's New

Dashboard

Apr23
Week 16

Autosaved Settings

o Jeewlax T ]

B status Panes

22 23 24 27 28 29 30 31 03 04 05 06 07 10 11 12 13 14 17 18 19 20 21 24 25 26 27 28 01 02 03 04 05 08 09 10 11 12 15 16 17 18 19

WBS Title

1 « Prototype Build

1.1 « Prototype Backpanel PCBA
111 Design Prototype Backp.
1.1.2 Layout Prototype Backp.
1.1.3 Review/approve Backpa...
1.1.4 Get Quotes Prototype B...
115 Incorporate layout chang...
1.1.6 Order Prototype Backpa...
1.1.7 Fablreceive Prototype B..
1.1.8 Acquire components, Kit,...
1.1.9 Assemble, ship/receive f...
1.1.10 Bench test/inspect Back.
1.1.1 Prototype Ready for Buil...
1.2 « Prototype Pwr Board PCBA
1.2.1 Design Prototype PCBA....
1.2.2 Layout Prototype Pwr Bo...
123 Review/approve Pwr Bo.
1.24 Incorporate changes, ex...
125 Get Quotes Prototype P...
“ R

Prototype Build

Prototype Backpanel FCBA [Owner: Bob B] W

Design Prototype Ba
Layout Prot:

« Review/approve Back

Incorporate layo

& Acquire components, kit, send

ckpanel PCBA [Bob]

type Backpanel PCBA
panel PCBA Schematic|

O Get Quotes Prototype Bafokpane\ CBA [Ken]

t changes, export/verify:
Ordel
O Fabirec

to supplier: Backpanel

O Assemble, ship/receive from

Prototype Pwr Board PCBA [Owner: John J]

Layout Prototype Pwr Bogrd PCBA [John] [

< Review/approve Pwr Boart
Incorporate changes, e:

O Get Quotes k

Design Prototype PCBA: Pwr Board [John] =

Schematic [Bob,Joh Mary] I~

port/verify file for supplier [John]

rototype Pwr Board HCBA [Ken]

5. Expand and collapse all summary tasks using Collapse All, Expand All or by clicking on the
black and white triangles in the summary task bars.

Collapse All

Expand All

\ /

Game Plan

Welcome Bob

My Playbook

ashboard

21E 0 O ETD [ T B E D)

Black Triangle = Expanded (click to collapse the summary task)

ry

=]

White Triangle = Collapsed (click to expand the summary task)
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6. Atask’s duration can easily be changed in the Game Plan. We found out today that Bob’s
monitor task, Fab/receive Prototype Backpanel PCB, will take 20 days instead of the 10 days
originally planned. Position the cursor over the bottom-right, vertical edge of the taskbar.
Click, hold, and drag the vertical edge to the right.

Prototype Build W

Prototype Backpanel FCBA [Owner: Bob B]

Design Prototype Backpanel PCBA [Bob]

Layout Prot

< Review/approve Backpanel PCBA Schematic|
O Get Quotes Prototype Bz

Incorporate layout changes, export/verify

& Acquire components, kit, send

type Backpanel PCBA

Orde

I

[BoggaMar] || double arrow icon)
ickpanel RCBA [Ken]

file for supplier [Bob]

_
Prototypé Backpanel PCB [Ken] :- -' *

Drag the vertical edge of the
taskbar to the right (using the

[ O Fab/re

eive Protqtype Backpanel PCB [Bob] ] !

to supplier: Backpanel

O Assemble, ship/receive from supplier: Backpanel PCBA [Bob] :__ __

Bench test/inspect Backpanel

Prototype Ready for Build: Backp|

7. Thetask’s duration changes in 0.5-day increments when dragging. Release the mouse button
when the duration is = 20 days. Why did some tasks turn from yellow to orange and what does

it mean?

Prototype Build

v

Prototype Backpanel HCBA [Owner: Bob B]

Design Prototype B4

Layout Prot
< Review/approve Bac
[}

Incorporate layol

{0 Acquire components, kit, send

ckpanel PCBA [Bob] [T~
type Backpanel PCBA
panel PCBA Schematici[Bob,John) Mary] 1 &
Set Quotes Prototype Backpanel HCBA [Ken]
t changes, export/verifyifile for supplier [Bob]
Ordet Prototyp
O Fab/redeive Protq

to supplier: Backpanel

End Date: 30 May 2023
I Duration: 20 days

i Total Work: 0:00

Work Per Day: 0

O Assemble, ship/receive from supplier: Backpanel PCBA [Bob] |'_ _-

Bench test/inspect Backpanel

Prototype Ready for Build: Backp

Extra! Extra! Read All About It!

Work tasks are mostly focus and get it done tasks

and Monitor tasks are do a little work and wait.

To make it easy to tell them apart, Monitor tasks have a watch icon.
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8. Good news, the PCB supplier just informed us that they will be able to provide the PCB in 15
days instead of 20. Using the same technique, adjust the duration of task Fab/receive
Prototype Backpanel PCB to 15 days. Why did some tasks change from orange to yellow?

Prototype Build

Prototype Backpanel PCBA [Owner: Bob B]

Design Prototype Backpanel PCBA [Bob] l—\
Layout Prototype Backpanel PCBA [Bob] :__

< Review/approve Backpanel PCBA Schematici[Bob,John,
O Get Quotes Prototype Backpanel A
Incorporate layout changes, export/verify file for suy

Order Prototypt

O Fabl/receive Prot:

& Acquire compenents, kit, send to supplier: Backpanel [Bob] r
O Assemble, ship/receive from supplier: Backpanel PCBA [Bob] :____

Bench test/inspect Backpanel

Prototype Ready for Build: Backp

9. Ken finds out from the supplier that they cannot provide a quote in 3 days, but it will take 4
days instead. Change the duration of the task, Get Quotes Prototype Backpanel PCBA, to 4
days. Note: All its successors automatically move forward in time 1 day.

Before

Wookis | wamkos ez | weas ook 4o

17 20 21 22 23 24 27 28 29 30 01 04 05 06 07 08 11 12 13 14 15 18 19 20 21 22 25 26 27 28 29 01 02 03 04 05 08 09 10 11

1.1 Prototype Backpant Prototype Backpanel PCBA (Bab) JV

111 Design Prototype Ba Design Prototype Backpanel PCBA [Bob] J:'—

112 Layout Prototype Ba Layout Prototype Backpanel PCBA [Bob] i _:____:-_:

113 Review/approve Bac < Review/approveBackpanel PCBASCh ic{MangBolh lohal T

1.1.4 Get Quotes Prototyp $ Get Quotes Prototype Backpanel HCBA [Ken] I

115 Incorporate layout ct Incorporate layout changes, export/verify file for supplier [Bob] |

116 Order Prototype Bac Order Prototype Backpanel PCB [Ken] E

117 Fab/receive Prototyp 0 Fabireceive Protqtype Backpanel PCB [Bob]

118 Acquire components ire components, kit, send to supplier: Backpanel [Bob] [ ________________________________________________________________

Sep 21 Oct 21
Task Title 37 Week 38 Week 39 | Week 40 Week 41 Week 42 Week 45

17 20 21 22 23 24 27 28 29 30 01 04 05 06 07 08 11 12 13 14 15 18 19 20 21 22 25 26 27 28 29 01 02 03 04 05 08 0) 10 11

11 Prototype Backpani Prototype Backpanel PCBA (Bob) ﬁ

111 Design Prototype Ba  Design Prototype Backpanel PCBA [Bob] JT |

112 Layout Prototype Ba Layout Prototype Backpanel PCBA [Bob] ,r_ '—{

1.1.3 Review/approve Bac < Review/appro]

114 Get Quotes Prototyp ﬁ}et Quotes Prototype Backpanel HCBA [Ken l

1.1.5 Incorporate layout ct Incorporate layout changes, export/verify file for supplier [Bob] E_ r

116 Order Prototype Bac Order Protgtype Backpanel PCB [Ken] r__.,’ﬁ!

117 Fab/receive Prototyp O Fabireceive Rrototype Backpanel PCB [Bob] | T TmmmmmmmmTTTS —

118 Acquire components ire compeonents, kit, send to supplier: Backpanel [Bob] [___—_____:________________::____: _________________________________________ ____
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10. Atask’s start date can easily be changed in the Game Plan. Currently, the Meeting task,
Review/approve Backpanel PCBA Schematic, is set to start as early as possible (i.e., Start
Type = Earliest, hence there is no wedge in the lower left corner of the taskbar).

3 06 07 08 09 10 13 14 15 16 17 20 21 22 23 24 27 28 29 30 01 04 05
Prototype Build (Bob) J¥F

06 07 08 11 12 13 14 15

Prototype Ea:ckpanel PCBA (Bob)
Design Prototype Backpanel PCBA [Bob] J |—

SHoomans
Laxoul Prototype Backpa_ne\ PCBA @ob] —

i I
< Review/approve Backpanel PCBA Schematici[Mary,Bob.John] E_.

0 GetQuotes Prototype Backpanel HCBA [Ken] | ___ H

Incorporate layolt changes, export/verify file for supplier [Bob] [_

dlder Protqtype Backpanel PCB [Ken] [_

o] Fal:ia'receive Rrototype Backpanel PCB [Bob] [ ---““------“-“----“““----““.
: i 21 e e o e e e e e
§ Acquire components, kit, send§ to supplier: Backpanel [Eob] [

11. Bob coordinated with everyone and has scheduled the review meeting for next Monday.
Position the cursor on Review/approve Backpanel PCBA Schematic, left click, hold, and drag
it one week into the future, then release the mouse button. Note: The successors automatically

move forward in time and a wedge is displayed in the lower-left corner of the taskbar. Did any
tasks turn pink or orange and, if so, what does it mean?

SEP 21 OCT 21
WEEK 36 WEEK 37 WEEK 38 WEEK 41 WEEK 42 WEEK 43
3 06 07 08 09 10 13 14 15 16 17 20 21 22 23 24 27 2 Wede 11 12 13 14 15 18 19 20 21 22 25 26 27 28 29
Prototype Build (Bob) J¥F g
Prototype Ba\:ckpanel PCBA (Bob)
Design Prototype Backpane| PCBA [Bob] ] I— \
y
Layout Prototype Backpanel PCBA [Bob] 3 '

(I ' ‘
= Review/approve Baciixpanel PCPBA Schematic [Mary,Bob,John] ‘r__l

& Get Quotek Prototype Backpanel PCBA [Ken]

Incorporate layout changes, export/verify file for supplier [Bob]

O Acquire components, Kit, send to supplier: Backpanel [Eon] i
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12. Drag Review/approve Backpanel PCBA Schematic back to the left and drop it to start the day
after Layout Prototype Backpanel PCBA ends. This changes its Start Type back to Earliest
and removes the wedge and the tasks turn yellow once again.

SEP 21

WEEK 36 WEEK 37
. 06 07 08 09 10 13 14 15 16 17 . Nowedge 01 04 05 06 07 08 11 12 13 14 15 18 19 20 21 22 25 26 27 28 29

(® Prototype Build (Bob) L_Y_

Prototype Ea:ckpanel -

Design Prototype Backpane| PCBA [Bob]

Layout Protolype Backpanel PCBA [Bob]
< Review/approve Backpanel PCBA Schematici[MamBo John

& Get Quotes Prototype Béckpanel CBA [Ken]

Incorporate layout changes, export/verify file for supplier [Bob]

13. Tasks can be repositioned vertically to make the plan easier to read and the links easier to
follow. In the task grid, left click on Get Quotes Prototype Backpanel PCBA, hold, then move
the cursor vertically until it is just below Incorporate layout changes, export/verify file for
supplier, then release the mouse button.

Before
1 Prototype Build (Bob) Sep 186, Prototype Build (Bob)
11 Prototype Backpanel PCB... Sep 24, Prototype Backpanel PCBA (Bob)
111 Design Prototype Backpan._.  Sep 24, Design Prototype Backpanel PCBA[Bob] T |+
1.1.2 Layout Prototype Backpane... Sep 28, Layout Prototype Backpanel PCBA [Fﬁob] [‘_-_-_-_-_-_-:—{
1.1.3 Review/approve Backpanel... Oct1, 2( < Review/approve Backpanel RCBA Schematic%[MamBo ,John] [
114 I Get Quotes Prototype Back I Oct 4, 2 0 Get Quotes Prototype Béckpane\ ACBA [Ken]
1.1.5 Incorporate *youl changes,... Oct4, 2( Incorporate layout changes, export/verify ;ﬂle for sugpplier [Bob]
1.16 Order Prototype Backpanel ... ©Oct 8, 2( drder Protdtype Backpanel PCB [Ken] [_-.
1.1.7 Fab/receive Prototype Back... Oct11,2 o] FaDjfreceive Erototype Backpanel PCB [Bob] [_
118 Acquire components, kit, se..  Sep 28, 0 Acquire components, Kit, send to supplier: Backpanel [Bob] L L L e b e L

Notice the pop-up window. It tells you which summary task you are dropping the task in and which
task you are dropping it after.

11 Prototype Backpanel PCBA (Bob) W

111 Design Prototype Ba Design Prototype Backpanel PCBA [Bob]

1.1.2 Layout Prototype Ba . kpanel PCBA [Bob] :- ------
Dropped in: Prototype Backpanel PCBA (Bob) B
113 Review/approve Bac Dropped after: Incorporate layout changes, BA Schematic [Mary.Bol.John] _ _

export/verify file for supplier

CBA [Ken] El'_'___'___'_____'
115 Incorporate layout ct Incorporate layout changes, export/verify file for supplier [Bob] [_E;\l.

116 Order Prototype Bac Order Prolitype Backpanel PCB [Ken] :__.

117 Fab/receive Prototyp { Fablreceive Rrototype Backpanel PCB [Bob] |

1.1.8 114 Get Quotes Prototype Back. Qct 13, 2021 Oct 18, 2021 4 015 0:00 Ken N e T S T
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+ Prototype Backpani Prototype Backpanel PCBA (Bob)

Design Prototype Ba

Layout Prototype Ba Layout Prototype Backpanel PCBA [Bob]
Review/approve Bac
Incorporate layout ct

Get Quotes Prototyp

Order Prototype Bac Order Protqtype Backpanel PCB [Ken] __

Fab/receive Prototyp

Acquire components @ Acquire components, kit, send to supplier: Backpanel [Bob]

Design Prototype Backpanel PCBA [Bob] ‘:'—
< Review/approve Backpanel PCBA Schematic [Mary,Bol
Incorporate layout changes, export/verify file for su

{ Get Quotes Prototype Backpanel HCBA [Ken]

{ Fablreceive Rrototype Backpanel PCB [Bob] |

P
(.

John] |

plier [Bob] |

rI-

r

-

14. Click My Playbook.

15. Show only Mary and the projects she is working on. Click Projects. Select all projects.

My Playbook View Settings

Calendar Game Plan

Projects .
Lifecycles:

|:| Automatically save settings

X

~  Showon

v [v|R&D
(] XP 2000 [Mary M]

v | Misc. Other

Resources startup
Lifecycles Projects | am active on -
Other Search

|+ | Sustaining Engineering [Bob B]

16. Click Resources. Deselect all then click only Mary. Click Ok.

My Playbook View Settings

Calendar Game Plan

(]

Projects .
Lifecycles:

Not active yet x -

X

Automatically save settings

Resources
Search

Lifecycles

(W) All listed below
~ [H]R&D

Other

« (] Engineering
()BobB

[JJohnJ

» (W) Manufacturing

[v| Mary M

[(Jsues
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17. In the calendar, place the cursor over Mary’s task Define Housing/Faceplate Interfaces and
see the Task Details icon appear.

Define Housing/Faceplate/Cover Interfaces

Define Housing/Faceplate/Cover Start - End: 01 Mar 24 - 04 Mar 24
Interfaces . .
In Summary : Prototype Build > Prototype Build - Enclosure >

Injection Molded Faceplate

Description :
Start - End Task’s start and end dates
In Summary Name of the summary task containing the task
Description Detailed description and/or Definition of Done

18. How does a task go from the backlog (Not Yet Started) to the calendar (Active)? In Mary’s
Backlog, drag Finalize Faceplate Design & Drawing and drop it on tomorrow. Voila!

O PlaybOOk Welcome Bob i @ =

Game Plan Huddle My Playbook DET LRI

e | ¢ e 060 ton > | CHEEE @ EE3

¢ Tue Wed . Mon > | Backlog | Ongoing

Mary v 800 @ 0O 7:00 (J 000 O 0:00 O 0:00 O .

XP 2000 v Define [ Define ° Finalize Faceplate Desig | =
Housing/Faceplate/( Housing/Faceplate/( -
Interfaces Interfaces Review/approve Pwr B<

Release Faceplate Drawi

Lead Time for Facepla §

Sustaining Engineering w Shutdown RM400 Line a @

Complete Performance A @

Mise. Other v Submit Next Year'sg Submit Next Year'sp
Budget Budget

ERO0 DI O D ) OO D

Project Name: XP 2000

WBS Task Title E Week 37 Week 38 Week 39 Week 40 Week 41 Week 43

0 13 14 156 16 17 20 21 22 23 24 27 28 29 30 01 04 05 06 07 08 11 12 13 14 15 18 19 20 21 22 25 26 27 28 29 01 02 03 04 )

1 Prototype Build (Bob) Prototype Build (Bob) Jv §

11 Prototype Backpant Prototype Backpanel PCBA (Bob) JW %

1.1.1 Design Prototype Ba Design Prototype Backpanel PCBA [Bob] Iz

112 Layout Prototype Ba Layout Prototype Backpanel PCBA [Bob] :—_ —_______—_:

113 Review/approve Bac < Reviewfapprove Backpanel PCBA Schematic:[Mary,Bob,John] [_-

114 Incorporate lavout ?r ; Incorporate layout changes, export/verify file for supplier [Bobl] 3.‘—\ ’,.—'\‘
@)
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19. Look again in the Game Plan pane. Finalize Faceplate Design & Drawing now has a solid
border. Solid borders indicate that a task is in-work (Active) while dashed borders indicate that
a task is not yet started (Planned, in the backlog).

0 PlaybOOk Welcome Bob i @ =

Game Plan Huddle My Playbook

- | «  050c 06 oct N Go to Today @

. < ; >
Tue Wed Backlog Ongoing

Mary v 800 @ J 7:00 J 400 O 0:00 O 0:00 O =
XP 2000 v Define ® Define e Finalize Faceplate Review/approve Pwr B <
Housing/Faceplate/( Housing/Faceplate/( Design & Drawing -
Interfaces Interfaces Release Faceplate Drawi

Lead Time for Facepla §

Release Housing Drawin

Sustaining Engineering w Shutdown RM400 Line a @

Complete Performance A @

Misc. Other v Submit Next Year'sg Submit Next Year's@
Budget Budget

+ Add n B E [ Project | Y Lifecycles v | Y Criticality v n £ Reapply W -ﬁ Go to Today
Project Name: XP 2000 Solid border -
WBS | TaskTile 6 weekss | wiladlS (In Work) Week 42 Week43 | Week4d
0 13 14 156 16 17 20 21 22 23 24 27 28 29 30 01 04 05 8 19 20 21 22 26 26 27 28 29 01 02 03 04 |_-

Validate/correlate Validate/correlate FEA results [Mary] §
1314 Document/Distrit Document/Distribute FEA Results [Mary] DaShEd border N §
1315 Define Housing/f Define Housing/Faceplate/Cover Interfaces [Mary] Not Yet Sta rtEd |2
1316 Finalize Faceplal Finalize Faceplate Design & Drawing [Mary] / (ln Backlog)
1317 Release Facepla Release Faceplate Drawing [Mary] 0 -_3-_/_;/
1.3.1.8 Order Faceplate Order Faceplate Prototype [Ken] | |_ _-,‘—l ‘ o
« yod @

20. We might decide that an Active task is not really being worked on so we might want to put it
back in the Backlog. There are two ways to do this. Right-click on the task, Finalize Faceplate
Design & Drawing, then click Task Properties.

21. In the Summary & Status tab change the Lifecycle from Active to Planned, then click Ok.

Task Properties
In Summary Task Injection Molded Faceplate (Mary)
Basic
Summary & Status
- Lifecycle Planned -
Links
Criticality Automatic v ®
Acceptance Accepted
@ Blocked O
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22. Notice that the task no longer appears in Mary’s calendar (it is no longer in-work) and has been
placed back in her Backlog. What does its border look like? What is its lifecycle?

23. Now, we will change a task’s lifecycle from Active to Planned the easy way. In project Misc.
Other drag Submit Next Year’s Budget from today and drop it in the Backlog. Voila!

o Playbook Welcome Bob [] © =
Game Plan Huddle My Playbook
@ ¢ 0w 06 0
N < i
M Projects Tue Wed Backlog Ongoing
Mary v 800 @ 0 7:00 J 000 O 0:00 O 0:00 O .
XP 2000 v Define [ ] Define [ ] Finalize Faceplate Desig
Housing/Faceplate/( Housing/Faceplate/( .
Interfaces Interfaces Reviewfapprove Pwr B«<
Release Faceplate Drawi
Lead Time for Facepla §
Sustaining Engineering Shutdown RM400 Line a @

Mise. Other Submit Next Years® | Submit Next Years® Complete PerformanceA @
Budget Budget
udgef udge Complete/Submit Lean N @

ERODEED I RO D N EET CEE D

Project Name: Misc. Other

Task Title

Misc Activities Misc Activities ﬁ

Complete Performance / Complete Performance Appraisals [Mary] ‘l:-_‘:

Complete/Submit Lean P Complete/Submit Lean NPD Improvement Plan [Mary] "::‘!

Submit Next Year's Budc I Submit Next Year's Budget [Mary] J:l

>«

24. Tasks can also be made Active or moved to the Backlog (Planned) in the Game Plan. In the
Backlog click on Finalize Faceplate Design & Drawing to find it in the Game Plan. In the Game
Plan right-click on Finalize Faceplate Design & Drawing, then click Make Active. Does it now
show as active in the Calendar?

25. To move it to the Backlog in the Game Plan, in the Game Plan right-click on Finalize Faceplate
Design & Drawing, then click Set to Planned. Does it now show as active in the Calendar or is
it in the Backlog?
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26. Now we will learn about task segment functionality. In the calendar, click Mary’s task Define
Housing/Faceplate/Cover Interfaces.

27. In the Game Plan you can see this task started yesterday and ends today. Since its duration is
more than 1 day, it is displayed as multiple segments, one segment per day.

28. In the calendar notice the task’s start and end dates are indicated by black, vertical lines.

(3 Playbook Welcome Bob = ® B

Game Plan ‘ Huddle My Playbook Dashboard

« ey > | SR @

T

Backlog ©ngoing
Mary - [ ] O ( 0] o O B
XP 2000 - efine Housing/Faceplate/Cover Define Housing/Face plate/Cover Finalize Faceplate Design & Drawing
nterfaces Interfaces
Review/approve Pwr Board Schematic
Release Facepiate Drawing
Lead Time for Faceplate Prototype .
Sustaining Engineering - Shuidown RIMA00 Line and Restarl RD350Q
Misc. Other > | Submit Next Year's Budget Submit Next Year's Budget Complete Performance Appraisals L]
Complete/Submit Lean N=D improvement @
Admin
+add|~ 3§ 2 3 Project | ¥ Lifecycles | T Criticaiity ~ | --- = Reappy | ¥ Reset Go to Today e | +

Proje e: XP 2000

131 Injection Molded Face... Scp 17. Injection Molded Faceplate (Mary) N0 |

1311 Develop FEA model Sep 17, Develop FEA model [Mary]

1313 Validate/correlate FEA 1 Sep 22, Validate/comelate FEA results [Mary]

1314 Document/Distribute FE. Sep 23, Document/Distribute FEA Resulls [Mary) %
1315 Define Housing/Facepla... Sep 24, Define Housing/Faceplate/Cover |ntertaces [Mary] &}- 5
1316 Finalize Faceplate Desi...  Sep 26, Finalize Faceplate Design & Drawing [Many] ) | & 3
1317 Release Faceplale D3, Sep 29, Release Faceplate Drawing (Mary]

1318 Otder Faceplate Protoly. . Sep 25, Order Facepiate Frolotype [Ken]

1319 Lead Time for Faceplat. Sep 30,

1.3.1.10 Recelve & Inspect Face...  Ocl

‘ T ol o
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29. Extend the task’s duration by one day. Right-click on today’s segment and click Add Days > 1.
A new segment is added on tomorrow extending the task’s duration from 2 days to 3 days in
the calendar and in the Game Plan. Did its successors move to the right one day?

GPlaybook Wielcome Bob i o =

Game Plan ‘ Huddle My Plavbook | Dashboard
2 Resources Jf -] 24 sep 27 sep 29sep Go to Today =
() Projects Fri Wed Backlog Ongoing
Mary > [ ] ] L) @ o O N
XP 2000 v || || Define HousingiracepiateiCover Define HousingiF-ace plate/Cover Diefine Housng/F aceplate/Cover Review/approve Pwr Board Schematic
Interfaces Interfaces lerfaces
Finalize Faceplale Design & Drawing
Release Faceplate Drawing
Lead Time for Faceplate Prototype .
Sustaining Engineering - Shutdown RM400 Line and Restart RD350@
Misc. Other > | Submit Next Year's Budget Submit Next Year's Budget Complete Performance Appraisals .
Complete/Submit Lean NPD Improvement @
Agmin
+Add|~) 3§ 2 | Project | ¥ Lifecycles + § ¥ Criticality ~ |§ == § < Reapply | ¥. Reset GotoToday fl @ 3£ = | +
Proje =) P 2000
AUG21 SEP21
AS AR WEEK 34 WEEK 35 WEEK 36 WEEK 37 'WEEK 38 WEEK 39 WEEK 43
131 * Injection Molded Face...  Sep 17. Injection Molded Faceplate (Mary) _JiE 1 -
1311 Develop FEA model sep 17, Develop FEA model [Mary]
1312 RuniRevise FEAmodel  Sep 17, Run/Revise FEA model [Mary] [
1313 Validate/correlate FEA T Sep 22, Validate/comelate FEA results [Mary]
1314 DocumenuDistribute FE...  Sep 23, Document/Distribute FEA Results [Mary] 5
1315 Define Housing/Facepla... Sep 24, Define Housing/Faceplate/Cover |nterfaces [Mary] b 3
5
1316 Finalize Faceplate Desi..  Sep 29, Finalize Facepiate Design & Drawing (Mary] || - o
w
1317 Release Faceplale Dra..  Sep 30, Release Faceplate Drawing (Wary] | ©|
1318 Order Faceplale Prololy. . Sep 30, Order Faceplate Prolotype [Ken] | f_
1319 Lead Time for Faceplal . Oct 1. 20 © Lead Time for Faceplate Prolotype [Mdn] | _
12110 Recelve & Inspect Face..  Oct 16, Redeive & Inspect Facepiates (Mary] [ ’—\
s e gL " ®

30. Since this task’s Hours of Work Per Day is set to 4 hours/day, the new segment adds four more
hours of work bringing the total to 12 hours. Confirm this using Task Properties.

Task Properties

Title™ Define Housing/Faceplate/Cover Interfaces
Type™ i Work -
Summary & Status
b Resources -~
«Q Earliest
Duration™ 3 24 Sep 2021 —
weekdays
28 Sep 2021
Work™® Per day 4:00
Per resource
Total 12:00
Description Description =
(Definition
of done)
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31. Decrease the duration of a multi-day task. Right-click on any of the segments then Remove a
Day. This shortens the task by one day, making it again a 2-day task and it reduces the hours
of work from 12 hrs to 8 hrs. Confirm this using Task Properties or the Task Grid (WBS on the
left).

{3 Playbook e 5 ® B
GamePlan |  Huddle My Playbook Dashboard
o 24 27 2, ®
(T4 Projects Mon Wed Backlog ©Ongoing
Mary v ] O o) o (] a
XP 2000 - efine Housing/Faceplate/Cover Define Housing/Faceplate/Cover Finalize Faceplate Design & Drawing
tertaces Interfaces - -
Review/approve Pwr Board Schematic
Release Faceplate Drawing
Lead Time for Faceplate Prototype .
Sustaining Engineering - ‘Shutdewn RM400 Line and Restart RD350@)
Misc. Other [ Submit Next Year's Budget Submit Next Year's Budget Complete Performance Appraisals .
Complete/submit Lean NPD Improvement @
Admin
+add|~ [ [ 2 [ Project | ¥ Lifecycles « | ¥ Citicality « || -+ [ 2 Reapply | ¥ Reset GotoToday & 34 = || +
Proje &} P 2000
16 19 20 23 24 25 2 27 30 31 01 02 03 06 07 06 09 10 13 14 15 16 17 20 21 22 2 24 27 .6 29 30 01 04 05 06 07 06 11 12 13 14 15 16 15 20 21 22 25 26 27 28 25 01 02 03 04 05 06 (9
131 “ Injection Molded Face... Sep 17. Injection Moiced Faceplate (Mary) _JN |
1311 Develop FEA model Sep 17, Develop FEA model Many] , -]
1312 Run/Revise FEA model Sep 17. Run/Revise FEA model [Mary]
1313 Validate/correlate FEA[..  Sep 22, Validate/conrelate FEA resulls [Mary]
1314 Document/Distribute FE. Sep 23, Document/Distribute FEA Results [Mary] ﬁ
1315 Define Housing/Facepla. . Sep 24, Define Housing/Facepiate/Cover Intertaces [Mary) &\— 5
1318 Finalize Facepiate Desi... Sep 26, Finalize Faceplate Design & Drawing [Mary] _J | = K
1317 Release Faceplate Dra . Sep 29, Releasse Faceplate Drawing [Mary] | |
1318 Order Faceplate Protoly...  Sep 29, Order Faceplate Prototype [Ken] | [+
1319 Lead Time for Faceplat..  Sep 30, Q Lead Time for Facepiate Prototype [Mary]
13110 Receive & Inspect Face. Oct 14, 2
: B il S @
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32. If Mary is not able to work on this task today but plans to continue it tomorrow, she drags
today’s segment and drops it on tomorrow.

33. Playbook creates a zero-work segment on today and extends the task’s duration in the
calendar and Game Plan. Confirm there are still only 8 hours of work using Task Properties.

{3 Playbook e 5 ® B
Game Flan | My Playbook | Dashboard
] 240 27ap sy > ®
i i >
™ Frojects Fri Mon Thu Backlog Ongoing
Mary v ] O a L] @ o (]
XP 2000 - Define Housing/Faceplate/Cover Define Housing/Faceplate/Cover int | | Define Housing/Faceplate/Cover Review/approve Pwr Board Schematic
Inierfaces Iniedaces Finalize Faceplate Design & Drawing
Release Faceplate Drawing
Lead Time for Faceplate Prototype
sustaining Engineering - ‘Shuldown RM400 Line and Reslart RD350@
Misc. Other ¥ | Submit Next Year's Budget Submit Next Year's Budget Ze ro- h our Complete Performance Appraisals .
S t Complete/Submit Lean NPD Improvement @
Admin
+add|~ 3§ 2 |3 Project | ¥ Lifecycles | ¥ Criticaiity .~ | --- F & Reapply | ¥ Reset GotoToday & 3 = | +
Proje &} P 2000

SEP21

WEEK 356 WEEK36 WEEK 3T WEEK3E d
16 19 20 23 24 25 2 27 30 31 01 02 03 06 07 06 09 10 13 14 15 16 17 20 21 22 2 24 27 26 2 30 01 04 05 06 07 06 11 12 13 14 15 16 15 20 21 22 25 26 27 28 25 01 02 03 04 05 06 09 10|

134 « Injection Melded Face... Sep 17. Injection Moiced Faceplate (Mary) JN ]
1311 Develop FEA model Sep 17, Develop FEA model [Mary]
1312 Run/Revise FEA model Sep 17. Run/Revise FEA model [Mary] H
1313 Validate/correlate FEA[..  Sep 22, Validate/conrelate FEA resulls [Mary]
1314 Document/Distribute FE. Sep 23, Document/Distribute FEA Results [Mary] ﬁ
1315 Define Housing/Facepia. . Sep 24, Define Housing/Facepiate/Cover Intertaces [Mary) l}_ 2
1316 Finalize Faceplate Desi. Sep 29, Finalize Facepiate Design & Drawing [Mary] £ [ * E
1317 Release Faceplaie Da. Sep 30, Release Faceplate Drawing [Mary] E}‘
1318 Order Faceplate Prototy... Sep 30 Order Faceplate Prototype [Ken]
1319 Lead Time for Faceplat.. Oct 1, 2C © Lead Time for Facepiate Frolotype [Mary] | _
13110 Receive & Inspect Face. Oct 15, 2 Receive & Inspect Faceplates [Mary] __ f—\

il e ! ®

34. The display of zero-work segments can be toggled on/off. Click Other filters then uncheck
Segments with zero work then click Ok.

><

Calendar Backlog
m m

[v| Subtype icon [v] Subtype icon

(] Milestone priority (] Milestone priority
[ Slack [ slack

[ Queued icon

[v] Empty rows

O

Task continues icon

[l Whole day total
[] segmenttimes
I (] segments with zero work I
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35. The zero-work segment is removed from display in the calendar, but the task’s duration looks
the same in the Game Plan because it is unchanged.

{3 Playbook Welcome Bob 5 @

Game Plan Huddle My Plavbook Dashboard

= o 245 27e P » @ e

Fi Wed >

Backlog Ongoing

Mary 8:00 [ ] : ] 400
XP 2000 v | [ Oefine tiousingiFacepiate/Covem Tiefine Housing F aceplae/CoveRp Review/approve Pwr Board Schematic <
Interfaces Interfaces

Finalize Faceplate Design & Drawing

Release Faceplate Drawing

Lead Time for Faceplate Prototype e -
Sustaining Engineering - ‘Shuldown RIM400 Line and Restarl RD350@
Misc. Other ~ | SubmilNexiYears Budgel @ Submit Next Year's Budget Zero- h our Complete Performance Appraisals .

Complete/Submit Lean NPD Improvement @

segment removed
from display

Admin

Removing zero-hour
segments does not Gowtody Ja X = 1+
sz affect its display in

Project Name: XP 2000

WEEK 34 WEEK 35 WEEK36 WEEK 37 8 WEEK 39 £ [

73 24 25 26 27 30 31 01 02 03 06 07 08 05 10 13 14 15 16 17 20 21 22 2 24 27 28 % 30 01 the Game Plan 6 8 29 01 02 03 04 05 08 09 10
131 « Injection Molded Face... Sep 17. Injection Molded Faceplate (Mary) ¥ T -
1311 Develop FEA model Sep 17, Develop FEA model [Mary]
1312 Run/Revise FEAmodel  Sep 17, Run/Revise FEA model [Mary] r—‘
1313 Validatelcorrelate FEA T . Sep 22, Validale/comelale FEA results [Mary]
1314 DocumentDistribute FE. Sep 23, Document/Distribute FEA REsUlts [Mary] i i
1315 Define Housing/Facepla.. Sep 24, Define Housing/Faceplate/Cover Interfaces [Mary] é
1316 Finalize Faceplate Desi.. Sep 29 Finalize Faceplate Design & Drawing [Mary] [ E

1317 Release Faceplate Dra. Sep 30, Release Faceplate Drawing Mary]

1318 Order Facepiate Prototy. Order Faceplate Prototype [Ken]
1319 Lead Time for Faceplat . Oct1, 20 © Lead Time for Faceplate Prolotype [Mary]
13110 Receive & Inspect Face. . Oct 15,2

{ » 1
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36. Drag yesterday’s segment to today. Since it is the first segment, all segments move forward

one day including the zero-work segment. How did the Game Plan change?

{3 Playbook
Game Plan
o
Fi

Welcome Bob
Huddle Dashboard

27 sep

My Playbook
24 sep 29sep

Wed

> [T B e

>
Backlog Ongoing

Mary ) ] 7:00 ] o o 4:00 @ : O
XP 2000 - Define Housing/Facepiate/Coverg Define Housing/F aceplate/Coverp Review/approve Pwr Board Schematic <
(rEizess TS Finalize Faceplate Design & Drawing
Release Faceplate Drawing
Release Housing Drawing .
Sustaining Enginsering - ‘Shutdonn RI400 Line and Restarl RO350@
Misc. Other v | SubmitNextYearsBudgel @ Submi NexYears Budgel @ Complete Performance Apprai .
Complete/Submit Lean NPD Improvement @
Adrmin
+add|~ ] 3 N 2 | Project | ¥ Litecycies « | ¥ ciiticaity « [ --- | = Reappiy | ¥ Reset Go to Today x- | +
Proje P 2000
AUG21 | SEP21
B S ARt [WEEK®  WEEKM WEEKE WEEK 36 WEEKST WEFET WEEK 40 = WEEK &S
18 15 20
134 Injection Molded Face...  Sep 17. Injection Molded Faceplate (Mary) _J§I | -
1311 Develop FEA mode! Sep 17 Develop FEA model Mary]
1312 Run/Revise FEA model Sep 17. Run/Revise FEA model [Mary] H
1313 Validate/correlate FEA 1 Sep 22, Validate/comelate FEA results [Mary]
1314 Document/Distribute FE. Sep 23, Document/ ribute FEA RESUIS [Mary] ] ﬁ
1315 Define Housing/Facepla.. Sep 27, Define Housing/Faceplate/Cover Interfaces [Mary] é
1316 Finalize Faceplate Desi Sep 30, Finalize Fapeplate Design & Drawing [Mary] [ [+ E
1317 Release Faceplate Dra... Oc Release Faceplate Drawing Mary]
1318 Onder Faceplate Protoly. . Oct 1, 20 Order Faceplate Protolype [Ken]
1319 Lead Time for Faceplat. Octd, 20 0 Lead Time for Faceplate Prototype [M:
13110 Receive & Inspect Face Oct 18, 2 1 “
i i il S i ! ®

37

Drag today’s segment to yesterday. Since it is the first segment, all segments move backward

one day. How did the Game Plan change?

{3 Playbook

Welcome Bob

Game Plan Huddle My Playbook Dashboard
Resources J§ - | 27 sep 29sep » Goto Today =
>
(3 Projects Mon Wed Backlog ©ngoing
Mary v  8:00 [ ] [0 3:00 N (] 4:00 @ 0:00 o] 0:00 (@] B
XP 2000 - Define Housing/Faceplate/Coverg Define Housing/Faceplate/Covery Review/approve Pwr Board Schematic < =~
Interfaces Interfaces
Finalize Faceplate Design & Drawing
Release Faceplate Drawing
Lead Time for Faceplate Prototype B =
Sustaining Engineering - ‘Shutdown RIM400 Line and Restarl RD350@
Misc. Other ~ | SubmitNext Years Budgel @ Submil NextYear's Budge! @ Complete Performance Appraisals .
Complete/Submit Lean NPD Improvement @
Admin
+Add|~ 0 ¥ ) 2 | Project | Y Lifecycles v | Y Criticality . § === | © Reapply | ¥ Reset GotoToday ff & 2% — 1 +
Proje P 2000
77 30 31 01 02 03 06 07 08 09 10 13 14 15 16 17 20 21 22 23
131 Injection Molded Face...  Sep 17. Injection Molgea Faceplate (Mary) JW 1 e
1311 Develop FEA model Sep 17, Develop FEA model [Mary] , -]
1312 Run/Revise FEA model Sep 17. Run/Revise FEA model [Mary]
1313 Valigatelcorrelate FEAT.  Sep 22 Validale/conelate FEA resufls [Mary]
1314 DocumentDistribute FE. Sep 23, Document/ ribute FEA RESUIS [Mary] ﬁ
1315 Define Housing/Facepla.. Sep 24, Define Housing/Faceplate/Cover Interfaces [Mary] é
1316 Finalize Faceplate Desi.  Sep 29, Finalize Faceplate Design & Drawing [Mary] [ [+ H
w
1317 Release Faceplate Dra . Sep 0. Release Faceplate Drawing [Mary] E}‘
1318 Order Faceplale Prototy. Order Faceplate Prototype [Ken] | 1
1319 Lead Time for Faceplat O Lead Time for Faceplate Prolotype [Mary] |
13110 Receive & Inspect Face K Receive & Inspect Faceplates [Mary]
: j il - ®
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38. Remove today and tomorrow’s segments. Right-click on tomorrow’s segment then click
Remove a Day. Right-click on today’s segment (zero-work segment) then right-click Remove
a Day.

{3 Playbook Welcome B
Game Plan ‘ Huddle | My Playbook Dashboard

1 240 . ]
) N —
[ _Projects Fri Backlog Ongoing

Mary 8:00 [ ]
A XP2000 Define Housing/Faceplate/Cover @ Finalize Faceplate Design & Drawing
e Release Faceplate Drawing
Lead Time for Faceplate Prolotype @ .,
Sustaining Engineering - ‘Shutdown RM400 Line and Reslart RD350@
Misc. Other A ‘Submit Next Year's Budget . Submit Next Year's Budget @ Complete Performance Appraisals. L]
Complete/Submit Lean NED Impiovement @
‘Agmin
+Add|~) 3§ 2 | Project | ¥ Lifecycles + § T Criticality ~ § === § < Reapply | ¥ Reset GotoToday fl @ 3£ = | +
Proje =) P 2000
AUG21 SEP21
BS ASH ART | WEEKT3 WEEK 34 WEEK 35 WEEK 36 WEEK 37 WEEK3  WEEK3) WEEK 40
18 19 20 23 24 25 26 27 30 31 01 02 03 06 07 08 09 10 13 14 15 16 17 20 21 22 2 24 :7 26 29 30 01 04 05 06 07 08 11 12 13 14 15 16 19 20 21 22 25 26 27 25 29 01 02 03 04 05 08 09 10
131 Injection Molded Face...  Sep 17, Injection Molded Faceplate (Mary) _Ji |
1311 Develop FEA model Sep 17, Develop FEA model [Mary]
1312 RuniRevise FEA model Sep 17, Run/Revise FEA model [Mary] r—‘
1313 Validate/correlate FEA T Sep 22, Validate/comelate FEA results [Mary]
1314 DeocumentDistribute FE. Sep 23, Document/Distribute FEA Results [Mary]
1315 Define Housing/Facepla. . Sep 24, Define Housing/Faceplate/Cover |ntertaces [Mary] &- 3
1316 Finalize Facepiate Desi...  Sep 27 Finalize Faceplate Design & Drawing [Man] 1| & o
1317 Release Faceplaie D, Sep 26, Release Faceplate Drawing [Mary]
1318 Order Faceplale Prololy. . Sep 26, Order Faceplale Prololype [Ken]
1319 Lead Time for Faceplat. Sep 29, O Lead Time for Faceplate Prototype [M: b
13110 Receive & Inspect Face. .. Oct 13, 2 &
e RLIOE A ®

39. The warning icon to the left of the project’s name lets Mary know that she has one or more

tasks that are out-of-date in the XP 2000 project.

Out-of-Date

Mary

Warning Icon

AKF 2000 v Define Housing/Faceplate/Cover @)
Interfaces

@ L] 3:00 98 L]

40. Note: Out-of-date tasks are highlighted with a red border in the Calendar and in the Game
Plan. Housing/Faceplate/Interfaces is out-of-date because it ends in the past and is not
marked complete.
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41. Click the Warning icon to open the Update Out-of-Date Task Wizard.

Out-of-Date
Warning lcon
7 Wizard
MAry M v 800 @ (] 300 (% \ Jo:oo O 000 O
A XP 2000 v I Define .I Finalize Faceplate D
Calendar Row Warnings @ X

» @ Active Out of Date Task (1)

4 D Define Housing/Faceplate/Cover Interfaces End: 24 Sep 2023 /7 & [0 Mark Completed [ Extend to End Today [ Move to Start Today : -
[Mary] P

“ cancel
42. The wizard makes it easy to update out-of-date tasks. Select Mark Completed, then click Ok.

[ 1

Finalize Faceplate O

® X

Mary M N l TaskPropert]es g IVIarkCompIeted JO 0:00 O

A XP 2000 v
Calendar Row Warnings

v @ Active Out of Date Task (1)

[[] Define Housing/Faceplate/Cover Interfaces End: 24 Sep 2023 7 & & Mark Completed [ Extend to End Today [ Move to Start Today

[Mary] /
{

-

L Helpers J

43. Note: all out-of-date tasks are listed in the wizard and each option has a Select All to make it
easy to apply the fix to multiple tasks.

( ) [
Mary M v 800 .[ select All Jo:oo ) 0:00 O 0:00 L Select All

A XP 2000 v ngﬁn? )

Y

Calendar Row Warnings

(2] 3]
G
« ® Active Out of Date Task (1)

4[] Define Housing/Faceplate/Cover Interfaces End: 24 Sep 2023 7 & [ Mark Completed
[Mary]

) Select All
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44, Completed tasks are crosshatched at 45 degrees.

Mary M v 800 @ O 3:00 O

XP 2000 v Define

Housing/Faceplate/C
over Interfaces

45. Marking a task complete is important because it flags the successor as “ready to work on” and
the successor might be assigned to someone else. So, if you do not mark your task complete,
your teammate will not know their task is ready for them to work on and vice-versa.

46. Sign Bob out of Playbook.
47. Click Discard.

This completes this exercise.
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