Status Reporting Tool v2.0

F
R
&
N

)
O
)
O
(@R
2
o’
)
0p)

10 July 2007

How-to configure your Lists, Groups, Templates and Schedules
for managers.







Status Reporting Tool and the Status Reporting Tool Setup Guide are
Copyright © 2007 WMPNJ Software

All Rights Reserved

The Status Reporting Tool is licensed for resale to Little Cayman
Labs, Inc.

Status Reporting To@etupGuide



2007 July 10 First Publication

Status Reporting Tool Setup Guide



Table of Contents

1 Overview 1.1
1.1 The Process of Status Reporting 1.1
111 Implementation of Status Reports for the Wrong
Reasons 1.1
1.1.2 Lack of Positive Reinforcement 1.2
1.1.3 Lack of Understanding of the True Value of
Status Reports 1.2
1.14 Poorly Designed Templates 1.3
1.2 Individual User Preferences 1.3
1.3 Groups versus UserdMatrixing 1.7
14 E-mail Distribution 1.7
2 Lists 2.1
2.1 Adding Lists 2.1
2.2 Updating Lists 2.3
3 Groups 3.1
3.1 Adding Groups 3.3
3.2 Updating Groups 3.5
4 Templates 4.1
4.1 Expectations versus Goals 4.1
4.2 Planning Your Templates 4.2
42.1 Finding Commonality 4.3
4.2.2 Defining Templates by Name 4.6
4.3 Adding Templates 4.7
4.4 Updating Templates 4.10
5 Schedules 5.1
51 Adding Schedules 51
5.2 Updating Schedules 5.4
5.3 Deleting a Schedule 5.4
6 Management Reports 6.1
6.1 Compliance Report 6.1
6.2 Comparison Report 6.2
6.3 Frequency Report 6.4
6.4 Totals Report 6.5

Status Reporting Tool Setup Guide



7.1
7.1.1
7.1.2
7.1.3
7.1.4

7.2

7.3

8.1
8.1.1
8.1.2

8.2

Categories

Adding Categories
Access

Sort Order

URL

Tip

SubCategories
Updaing Categories
Documents

Adding Documents
Access

Display Method
Viewing Documents
Summary

7.1
7.1
7.2
7.3
7.3
7.5
7.6
7.7
8.1
8.1
8.2
8.2
8.3
9.1

Status Reporting Tool Setup Guide



1 Overview

Status Reports have a long history of negative reception. Many users
have viewed them as fmplovngdr eaded
communicationsd. 0 Employees often
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 moderstand that
this is a procesaot some static form you fill out each week.

1.1 The Process of Status Reporting

There are many reasons why fdAstatu
feelings. Some of the reasons include:

e Implementation of status reports for theowg reasons

e Lack of positive reinforcement

e Lack of understanding of the true value of status reports
e Poorly designed templates

You have the ability to affect the outcome of status reporting in your
organization. This document is intended to help you miadea
positive outcome.

1.1.1 Implementation of Status Reports for the Wrong Reasons

Letdés turn this negative around f
someonare certain to fail. Your employees will bastio provide

you with a repor tmininaluscattered,Gaisd cont e
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 ittleeyneed to benefit from status
reports.

Status repontig must involve the employee in every aspect of the
processThey must own it not you! If you sit with your employees

and discuss what is expected of t
for90% of yout e mp|l at es, youodl | be ewel |
buy-in. Note that we carefully sagkpectationsThese ar@ot goals.

This is a critical distinction that affects the outcome of status reporting.
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Overview

Goals are something personal. They represent some achievement a

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

future accomplishmen®nce a goal is set, there are expectations as to

who will do what, how and wheh.t 6 s t he expectations f
reporting focuses o.he who, what, when, hownot of planning, but

of action that has edady taken place.

To positively influence the outcome of status reporting in your

organization, you must understand the difference between a goal and
anexpectationYour agreements with your employees should be

focused on the expectations of the empéoykhis helps to personalize

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

status reports. Status reports do not communicate current events, the
communicate historical events. You ¢c
report unilafterit occurs. Thusimplementation of status reporting

should occur for historical purposes such as the empl oyee
performance appraisal, lessons learned and after action reporting, etc.

1.1.2 Lack of Positive Reinforcement

Donét worry i f yvoingiposeive geimforteimgntim f n ot
past status reporting efforts; youor
a status report, often with some mission critical failure spelled out,

never to hear about the report again
on a satus reporto cause employees to lose interest. Part of this

problemis rooted in the wrong reasons for implementing status

reports.The employee should not be trying to communicate current
eventsFeedback should not come in the form of recognitionttieat

skyisfallingl f t he sky is falling, youbd be
before itds documented on a status r
Your job as a manager isnodét just to

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 changethe template should change. You need to

initiate the changes by conferring with the employee to se¢hiat

understand the change in expectations. Remeimbérdé s you who ar
setting the expectations for the employee. Help them document their
performance and youdre helping yours

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, dwe sanany

efforts to implement status reports been done tryingedhem for

somet hi ng t he ydmmunicabng cusentieves? Wé o r
candét answer that! We can, howeve
mistake!

The true value of status reports lies within their ability to document the
personal nature of actions takto meet expectations. These reports

can be used to carefully review a
measured against against their expectations. They can be used to learn
lessons from previous efforts to meet expectations. They can be used

to cleary communicate the expectationstioé manager and/or

organization for an employee. They can help focus entire organizations
on Athe big pictureo while captur

Status Reporting done correctly benefitsititevidual as muchas the
oganization. Once youtheywil berefcd,wn t h
you begin to personalize the process for them. Involving them in the
process solidifies their bup. Withbuyi n f rom t he i ndi v
be on the road to successful statusrepg.

1.1.4 Poorly Designed Templates

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

Most status reports wedbdbve seen | o
Question (mind of the manager) Translation (mind of the employee)
What did you acomplish? Management does
you do for the company, so pleast
tell us youobdve
positive.
What are your goals for next Trick question: are your goals our
week? goal s? Since we

goals for you 't
reporting correctly, this is tricky!
Any issues or remarks? Another trick question! Who woulc
dare to say something negative ot
personal report that upper

management might see!
Tablel.1 Typical questions foa poor status report.

Is it any wonder why status reports have such a bad image?! These
Atypical 0 questions have |little t
an empl oyee. I n Section 4, weol |l
good templates are cructal the longterm success of status reporting.

1.2 Individual User Preferences
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Wedl |l cover the full range of User P
we wanted to take this opportunity t
you. This may help you have a morgayable experience once you

begin interacting with the application setup.

Selecting AiOptionso from the fASetupo
the page in Figure 1.1.

Password

Help
Show Messages: [ |
Text Entry

Height (rows):

Inline Style for Reporting
Style:

Personal Template

O Public (checked = share with others, unchecked = personal use)

Title Type

| | | Checkbox V|
| | | Checkbox V|
| | | Checkbox V|
| | | Checkbox V|
| | | Checkbox V|

Figurel.1 User preferences allow yda choose the lockndfeel of the SRT application.

We currently offer the Askinsodo in Ta
background and the loedndfeel of the application. We recommend

you use the cookieption to allow the application to remember your

choice If you elect not to use the cookie, each time you come to the

1.4
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|l ogin page, it will default to th
the system recognizes you, the background will change to your choice

of skins. Choosing to allow a cookie to remembeirygelection 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

Welcome

GUI

Island

Mountain

Ocean

Pastels

Tech

Welcome

1.6
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Visual

2 7 Welcome

Tablel.2 Available skins in the SRT application.

Pl ease see the Userbés Guide for a

1.3 Groups versus Users - Matrixing

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

group many users todedr under a commen name. The name may be a
role (e.g. DBAG6s) or a project (e
includeanyuser in the group. When you create a schedule, you do so

for groupsi 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 bekongsu

technically should not be allowed $ee the repoxf your employee

for that groupdés activities. This
into play.

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

i ndi vi dual e mpitue of goardoke agtheipranager.by v
You will not be able to see the reports of other group members
because youdre not a group member
context surrounding the employees report, so you may wish to speak
with the employee about@viding 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 neede
notified of e acdae. erhapspndyshe iptermalgr e s s
management or perhaps external customers have d@okedw as

well. You may wish to establish a single pedfitrelease for

information and direct each report to this point fariees before the
information is released elsewhere. Perhaps each project manager is the
reviewer.
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From Purpose

User Accountf At t he userodés reques-bfa
Profile certain date and time. Note: this will send ldnst
closedreort and not the currently open report. This i
done to avoid sending a blank or incomplete report

Schedule Reminder to users to complete their status report
Notification | before the end of the current reporting period.

Schedule Notify interestedpartis f t he gr oup
Summary

Tablel1.3 Email points of origin.

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

1.8
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2 Lists

A list is an ordered set sharedobjects. 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
mightusee hi s f or fidatabase upti med wh
measure of Acustomer satisfaction
same template for both reasons (customer satisfaatould 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%

Table2.1 Example list containing percentages.

We recommend you work together to try and find common ground for
yourlistsl t doesndé6t make sense to crea
second with ALess than 85%0 as th
are different, youo!l | nyoealditemsic e t
a templateeverylist will appearthreetimes once f or ASin
sel ecotnicoenof,or AMuadhdpbeceefectiioa
Additionally, once a list isused on a report, you may not return to edit

the list. This is done torpvent inadvertently changing an existing

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

2.1 Adding Lists

¢
ad

To add a new | ist, click fALiIistsO
provide you with the page in Figure 2.1.
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Lists

ACME Technologies

Name Active Add a New List

Figure2.1 Lists

Click AAdd a New Listo and you will
Figure 2.2.

Figure2.2 Adding a new list.
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