
 

 
S

e
tu

p
 G

u
id

e
 

1
0

 J
u

ly
 2

0
0

7
 

S
ta

tu
s
 R

e
p

o
rt

in
g

 T
o

o
l 
v
2

.0
 

How-to configure your Lists, Groups, Templates and Schedules 

for managers. 
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1 Overview 

Status Reports have a long history of negative reception. Many users 

have viewed them as ñthe dreaded ólast resortô to óimproving 

communicationsô.ò Employees often feel they are being ñforcedò to 

write the reports. Others are simply lost as to what to say. 

Your job as a manager is to ensure the organization benefits from 

healthy status reports. To accomplish this, you must understand that 

this is a process not some static form you fill out each week. 

1.1 The Process of Status Reporting 

There are many reasons why ñstatus reportò conjures up negative 

feelings. Some of the reasons include: 

 Implementation of status reports for the wrong reasons 

 Lack of positive reinforcement 

 Lack of understanding of the true value of status reports 

 Poorly designed templates 

You have the ability to affect the outcome of status reporting in your 

organization. This document is intended to help you make that a 

positive outcome. 

1.1.1 Implementation of Status Reports for the Wrong Reasons 

Letôs turn this negative around fast! Status Reports forced upon 

someone are certain to fail. Your employees will be sure to provide 

you with a report, but itôs content will be minimal, scattered, and 

lacking context. You can turn this around immediately by involving 

the employee right up front. Before you create a template for them, sit 

down with them and decide what it is they need to benefit from status 

reports. 

Status reporting must involve the employee in every aspect of the 

process. They must own it ï not you! If you sit with your employees 

and discuss what is expected of them, youôll not only have the basis 

for 90% of your templates, youôll be well on your way to gaining their 

buy-in. Note that we carefully said expectations. These are not goals. 

This is a critical distinction that affects the outcome of status reporting. 
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Goals are something personal. They represent some achievement a 

person or organization sets out to accomplish. A goal represents a 

future accomplishment. Once a goal is set, there are expectations as to 

who will do what, how and when. Itôs the expectations that status 

reporting focuses on. The who, what, when, how ï not of planning, but 

of action that has already taken place.  

To positively influence the outcome of status reporting in your 

organization, you must understand the difference between a goal and 

an expectation. Your agreements with your employees should be 

focused on the expectations of the employee. This helps to personalize 

status reporting and it helps the employee understand the proper use of 

status reports. Status reports do not communicate current events, they 

communicate historical events. You canôt add something to a status 

report unil after it occurs. Thus, implementation of status reporting 

should occur for historical purposes, such as the employeeôs 

performance appraisal, lessons learned and after action reporting, etc. 

1.1.2 Lack of Positive Reinforcement 

Donôt worry if youôre guilty of not providing positive reinforcement in 

past status reporting efforts; youôre not alone! Most employees fill out 

a status report, often with some mission critical failure spelled out, 

never to hear about the report again. It doesnôt take long for inaction 

on a status report to cause employees to lose interest. Part of this 

problem is rooted in the wrong reasons for implementing status 

reports. The employee should not be trying to communicate current 

events. Feedback should not come in the form of recognition that the 

sky is falling. If the sky is falling, youôd better know about it long 

before itôs documented on a status report! 

Your job as a manager isnôt just to read status reports, but to look for 

content and determine when the template needs to evolve, provide 

positive feedback on the content and guide the employee in 

documenting how they are meeting the expectations placed upon them. 

If expectations change ï the template should change. You need to 

initiate the changes by conferring with the employee to see that they 

understand the change in expectations. Remember ïitôs you who are 

setting the expectations for the employee. Help them document their 

performance and youôre helping yourself in many ways. 

1.1.3 Lack of Understanding of the True Value of Status 
Reports 

If there were a fire in your building right now, would you expect 

someone to document it in a status report, then wait for others to read 
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the report and take action? Of course not! So, why have so many 

efforts to implement status reports been done trying to use them for 

something theyôre not suited for ï communicating current events? We 

canôt answer that! We can, however, help you avoid making this 

mistake! 

The true value of status reports lies within their ability to document the 

personal nature of actions taken to meet expectations. These reports 

can be used to carefully review an employeeôs performance over time 

measured against against their expectations. They can be used to learn 

lessons from previous efforts to meet expectations. They can be used 

to clearly communicate the expectations of the manager and/or 

organization for an employee. They can help focus entire organizations 

on ñthe big pictureò while capturing the individualôs contributions. 

Status Reporting done correctly benefits the individual as much as the 

oganization. Once youôve shown the employee how they will benefit, 

you begin to personalize the process for them. Involving them in the 

process solidifies their buy-in. With buy-in from the individual, youôll 

be on the road to successful status reporting. 

1.1.4 Poorly Designed Templates 

At the core, a status report is nothing more than a list of questions. 

Most status reports weôve seen look something like that of Table 1.1. 

Question (mind of the manager) Translation (mind of the employee) 

What did you accomplish? Management doesnôt know what 

you do for the company, so please 

tell us youôve done something 

positive. 

What are your goals for next 

week? 

Trick question: are your goals our 

goals? Since weôve not laid out our 

goals for you to tell if youôre 

reporting correctly, this is tricky! 

Any issues or remarks? Another trick question! Who would 

dare to say something negative on a 

personal report that upper 

management might see! 
Table 1.1 Typical questions for a poor status report. 

Is it any wonder why status reports have such a bad image?! These 

ñtypicalò questions have little to do with the expectations placed upon 

an employee. In Section 4, weôll look at Templates in great depth as 

good templates are crucial to the long-term success of status reporting. 

1.2 Individual User Preferences 
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Weôll cover the full range of User Preferences in the Userôs Guide, but 

we wanted to take this opportunity to point out the ñskinsò available to 

you. This may help you have a more enjoyable experience once you 

begin interacting with the application setup. 

Selecting ñOptionsò from the ñSetupò menu item will present you with 

the page in Figure 1.1. 

 

Figure 1.1 User preferences allow you to choose the look-and-feel of the SRT application. 

We currently offer the ñskinsò in Table 1.2. A skin changes the 

background and the look-and-feel of the application. We recommend 

you use the cookie option to allow the application to remember your 

choice. If you elect not to use the cookie, each time you come to the 
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login page, it will default to the ñBusinessò skin. After you login and 

the system recognizes you, the background will change to your choice 

of skins. Choosing to allow a cookie to remember your selection will 

present the login page in your chosen skin each time you return. 

Skin Example 

Allure 

 

Books 

 

Business 

 

Celio 

 

Cityscape 

 

Evolution 
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Glascow 

 

GUI 

 

Island 

 

Mountain 

 

Ocean 

 

Pastels 

 

Tech 
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Visual 

 

Table 1.2 Available skins in the SRT application. 

Please see the Userôs Guide for all other Preferences. 

1.3 Groups versus Users - Matrixing 

Your privilege as a manager in the SRT application allows you to 

group many users together under a commen name. The name may be a 

role (e.g. DBAôs) or a project (e.g. Project A, Project B). You may 

include any user in the group. When you create a schedule, you do so 

for groups ï not for individuals. Thus, an individual may, by virtue of 

belonging to multiple groups, be required to complete multiple 

templates for their report. If you are a member of the same group, you 

have the privilege to see all of the reports of each group member. If 

you are not a member in the group your employee belongs to, you 

technically should not be allowed to see the report of your employee 

for that groupôs activities. This is where your role as a manager comes 

into play. 

Although you may not be a group member, you can still see the 

individual employeeôs report by virtue of your role as their manager. 

You will not be able to see the reports of other group members 

because youôre not a group member. This fact may cause a loss of 

context surrounding the employees report, so you may wish to speak 

with the employee about providing more context to these particular 

reports. 

1.4 E-mail Distribution 

The SRT application has the ability to generate emails from three 

different points in the application as shown in Table 1.3. 

We bring this up here to allow you to think about who needs to be 

notified of each groupôs progress to-date. Perhaps only the internal 

management or perhaps external customers have a need-to-know as 

well. You may wish to establish a single point-of-release for 

information and direct each report to this point for review before the 

information is released elsewhere. Perhaps each project manager is the 

reviewer. 
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From Purpose 

User Account 

Profile 

At the userôs request, send a copy of the report as-of a 

certain date and time. Note: this will send the last 

closed reort and not the currently open report. This is 

done to avoid sending a blank or incomplete report. 

Schedule-

Notification 

Reminder to users to complete their status report 

before the end of the current reporting period. 

Schedule-

Summary 

Notify interested parties f the groupôs latest activities. 

Table 1.3 Email points of origin. 

The point here is this: think about the release process for your 

information before you release it! 
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2 Lists 

A list is an ordered set of shared objects. Each list a manager creates is 

visible to other managers. This provides consistent data entry as well 

as reducing the amount of work required to setup common features. 

Each list can be used one or more times on a template. For example, 

you may have a list of percentages like that in Table 2.1. One manager 

might use this for ñdatabase uptimeò while another might use it as a 

measure of ñcustomer satisfactionò. The list could even appear on the 

same template for both reasons (customer satisfaction would be 

expected to be inverse to the database uptime). 

100% 

99.999% 

99.5% 

99% 

98.5% 

98% 

97.5% 

97% 

96.5% 

96% 

95.5% 

Less than 95% 

Less than 90% 

Less than 80% 
Table 2.1 Example list containing percentages. 

We recommend you work together to try and find common ground for 

your lists. It doesnôt make sense to create the list above and then a 

second with ñLess than 85%ò as the difference. Obviously, when sets 

are different, youôll need more than one list, but when you add items to 

a template, every list will appear three times; once for ñSingle 

selectionò, once for ñMultiple selectionò and once for ñradio buttonsò. 

Additionally, once a list isused on a report, you may not return to edit 

the list. This is done to prevent inadvertently changing an existing 

report which may have already been published (i.e. released in hard 

copy). 

2.1 Adding Lists 

To add a new list, click ñListsò from the ñSetupò menu. This will 

provide you with the page in Figure 2.1. 
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Figure 2.1 Lists 

Click ñAdd a New Listò and you will be presented with the page in 

Figure 2.2. 

 

Figure 2.2 Adding a new list. 


