
‭Exercise – Preparing for Tomorrow’s Huddle‬

‭It is the end of the day, time for Mary to prepare for tomorrow’s huddle.‬

‭1.‬ ‭Open a Chrome or Edge browser and enter the following:‬
‭https://training3.playbookteam.com‬

‭2.‬ ‭Sign in Playbook as Mary. Username =‬‭Mary‬‭, password =‬‭PlayBook2021‬

‭3.‬ ‭Ensure you are logged in as Mary, in the‬‭My Playbook‬‭tab, then load‬‭all projects‬‭, and ensure‬
‭the‬‭Backlog‬‭tab‬‭is selected, not the Ongoing tab.‬

‭4.‬ ‭Mary worked on her top priority task in support of project XP 2000 for 3 hours. Resize‬‭Define‬
‭Housing/Faceplate/Cover Interfaces‬‭to‬‭3:00 hrs‬‭using the time bar.‬
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‭5.‬ ‭She completed the task, so she right-clicks on‬‭Define Housing/Faceplate/Cover Interfaces‬
‭then clicks‬‭Mark Completed‬‭.‬

‭6.‬ ‭She also worked on next year’s budget for 1 hour. In project‬‭Misc.‬‭Other‬‭,‬‭resize‬‭today’s task,‬
‭Submit Next Year’s Budget‬‭, to‬‭1:00 hr‬‭.‬
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‭7.‬ ‭She plans to continue working on next year’s budget tomorrow so she right-clicks on the task,‬
‭then clicks‬‭Add Days > 1‬‭.‬‭Resize‬‭it to‬‭2 hrs‬‭because she needs to focus and get it done.‬

‭8.‬ ‭In her project XP 2000 backlog, she sees the task,‬‭Finalize Faceplate Design & Drawing‬‭, is‬
‭now queued and ready to be worked on.‬

‭9.‬ ‭She‬‭pulls‬‭Finalize Faceplate Design & Drawing‬‭to‬‭tomorrow‬‭because she plans to start‬
‭working on it.‬
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‭10.‬ ‭She believes these two tasks are her top priorities for tomorrow and since tomorrow’s‬
‭utilization dial is full (6 hrs = 75% of her capacity (8 hrs)), she is finished preparing for‬
‭tomorrow’s huddle(s).‬
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‭11.‬ ‭As for where the rest of her time went today… She spent 2 hours working on a Sustaining‬
‭Engineering issue, so she clicks on the‬‭Ongoing tab in the backlog‬‭then‬‭pulls‬‭the‬‭Misc.‬
‭Sustaining Related‬‭Ongoing task to today and‬‭resizes it to 2 hrs‬‭for a total thus far of 6 hours.‬

‭12.‬ ‭She also spent 2 hours working on project XP 2000 related activities – meetings, hallway‬
‭conversations, huddles, etc. so she‬‭pulls‬‭the‬‭XP 2000‬‭Ongoing task,‬‭Misc. Project Related‬‭, to‬
‭today and‬‭resizes it to 2 hrs‬‭for a total of‬‭8 hours.‬
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‭13.‬ ‭She clicks the checkbox to say, “‬‭I’m prepared for tomorrow’s huddle‬‭”.‬

‭14.‬ ‭Save and Mary’s done!‬

‭You can’t save changes on the training site, but you get the idea! In just a few minutes she‬
‭updated the status of her tasks thereby keeping the plan up to date and accurate, and she‬
‭prepared for tomorrow’s huddle.‬

‭15.‬ ‭Sign Mary out of Playbook then‬‭Discard‬‭.‬

‭This completes this exercise.‬
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