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MSP for Scrum, Kanban, and Hybrid Projects Microsoft Project

MODULE ONE

W The Scrum Lifecycle

The lifecycle is completed These are adaptive projects Scrum implements the principles
in fixed time periods rather than plan-driven projects of Agile as a set of artifacts,
called sprints - typically practices, and roles/responsibilities
one-to-four weeks long D .
| et Sprints are
Retrospective

timeboxes with

Highest priority o
variable scope

Potentially Shippable

Sprint Execution Sprint Review
Increment

Featuresinto tasks

The product backlog | | Scrum is a framework used by teams
is a prioritised list of to manage work and solve problems
Product Backlog user stories collaborativelyin short cycles

Projex Academy | MSP Agile Handbook V1.0 |© david geoffrey litten Page | 2



MSP for Scrum, Kanban, and Hybrid Projects Microsoft Project

== SCRUM Changes - 2023

There have been updatesand clarifications made to the latest Scrum Guide, and

The Their primary purpose is to significantlyimprove team
Scrum performance by helping everyone understand Scrum
Master theory and practice within the Scrum Team/organization

This includesleading, training, and coaching
the organizationin its Scrum adoption

The There is just one team, the Scrum Team, focused on the
self-managing | |same objective, with different sets of accountabilities for
Scrum Team the Product Owner, Scrum Master, and Developers

Development Teams are self-managing Scrum The team self-manages to
Teams, choosing what to work on, who is deliver on the commitments
going to do it, and how it will get done and to meet the goals

Microsoft

Project The Dain Scrum

The The purpose is to inspect progress | | It adjusts the upcoming planned
Daily toward the Sprint Goal and adapt work, and there are many ways
Scrum the Sprint Backlog as necessary to achieve that purpose

The entire Scrum Team is accountable for creating a valuable, useful Increment
every Sprint - The Scrum Master, Product Owner, and Developers

The Developers can select whatever structure and techniques they want, providing their
Daily Scrum focuses on progress toward the Sprint Goal and produces an actionable plan
for the next day of work thus creating focus while improving self-management

these should be reflected in the execution of Scrum within Microsoft Project N

There are many For example, why isn’t the story i‘ 'i' ®

ways to achieve at the top of the Backlog done? i . 5 ’

the Daily Scrum This focus can lead to a large \ \/ V' / / i
purpose increase in team performance "-x-.____‘:---”

AANY,
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The Sprint Review

The During the event, the Scrum Team, customers and stakeholders review
Sprint what was accomplished in the Sprint and what has changed in their
Review environment- based on this, attendees collaborate on what to do next

The Product Backlog may also be The Sprint Review is a working
adjusted to meet new opportunities session, and the Scrum Team should
(part of “grooming”) avoid limiting it to a presentation

The Sprint Review is the venue for customers, \ ,'

X * o = Y
stakeholders, and the Scrum Team to discuss how A 4
they achieved the Sprint Goal, progress towards Y <

»
the Product Goal, and what problems have been l » j
overcome and what remain in their way "“1 {l“
-l -

W Sprint Planning and Retrospective

Sprint This answers: What can be delivered in the Incrementin the upcoming
Planning | | Sprint, how the work will be achieved and why is this sprint valuable?

The Product Owner proposes how the product could Only the Product Owner
increase its value and utility in the current Sprint can abort a Sprint

The whole Scrum Team then collaboratesto define a Sprint Goal
that communicates why the Sprint is valuable to stakeholders 3 ~

The Sprint This scrum event has a focus on process improvements, team
Retrospective happiness, and cohesion, giving individual Scrum Teams -
flexibilityin how they approach the Sprint Retrospective > 8!

The Scrum Team decides on how Sometimes these solutions are the removal of
much time is needed to refine and impediments, while others may be potential process
understand Product Backlog Items improvements identified by the Scrum Team

Large improvements are addressed as soon as possible, and
may be added to the Sprint Backlog for the next Sprint
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MODULE TWO

There are just three Artifactsin Scrum, the Product
Backlog, the Sprint Backlog, and the Increment, with
each representing work or value - designed to
maximize the transparency of key information

Each of these Artifacts The commitment for
has a corresponding the Product Backlog
commitment: is the Product Goal

_ Feature A | 5
~ FeatureB | 3
" FeatureC | 2

Feature D | 8 |
Feature E

For the Sprint Backlog, it is the Sprint Goal |

| For the Increment, it is the Definition of Done |

These commitments exist to reinforce empiricism and the Scrum values for the
Scrum Team and their stakeholders while providing better focus on how to align
teams on the goals and the concrete steps needed to make them a reality
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Microsoft Project

The Sprint Goal

Microsoft
Project
The
Sprint
Goal

This is the single
objective for the Sprint
with a team focus on:

What is the purpose
of the Sprint?

What do all these
things add up to?

What are we trying to accomplish?

Put simply it answers the most
important question in Scrum, “why?”

The Sprint Goal is the Team’s commitment to what
will be delivered by the Sprint Backlog, which is an
intimate description of what that goal is

The Sprint Goal creates coherence and focus, encouragingthe
Scrum Team to work together rather than on separate initiatives

Microsoft
Project

The
Product
Goal

The Product Goal

A Scrum Team commits to
delivering something of value,
this is the Product Goal

It has a clear boundary,
known stakeholders, well-
defined users, or customers

A product could be a service, a physical product, or something more abstract

The Product Goal, describes the future state of the product

serving as a target for the Scrum Team to plan against

Definition of Done is their commitment to
delivering quality and value in every Product
Backlog Item they create

Each Sprint Goal is
their commitment to
getting closer to that

The Product '
Goal is in the

Product Backlog

The rest of the Product Backlog emerges to
define “what” will fulfill The Product Goal

L
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W The Definition of Done

The This is a formal description of the state of the Increment when it meets
Definition | | the quality measures required for the product - the moment a Product
of Done Backlog item meets the Definition of Done, an Increment is born

It is the Team’s commitment to quality and value - if something does not meet this
definition, it can’t be released and should never be demonstrated at Sprint Review

It gives the Scrum Team what The Team commits to reaching
standards they need to meet to be that Product Increment at the
finished with a Product Backlog Item end of each Sprint

Feate A | 5

It gives you one of the greatest deliverablesin Scrum: The
work not done by showing Scrum Teams where to stop

The Scrum Team members have the courage to do
the right thing, and to work on tough problems

Scrum Team members expect each other to be capable,independent |
people, and are respected as such by the people with whom they work |

MODULE THREE
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The Product Owner

—(Manage economicsj

—( Participate in planning J

“The empowered
central point of

leadership” S
_(Groom the product backlog |
Internal Scrum Define acceptance criteria
stakeholders . Master and verify they are met
Customers ,
& Users Collaborate with the |

Development
team —[

development team

Collaborate withithe))
K stakeholders J

W The Product Owner

Is ultimately responsible They define the vision of what
for delivery of the product they want to build and convey it
to the team and the organization

Product
They own the business and market requirements Owner
and prioritize all the work that needs to be done
by creating and managing the product backlog They decide which features

to ship and when to ship

They work with the team and other

’ --.\\'.
stakeholdersto make sure everyone \EW/\

understandsthe items in the product backlog

~ Scrum P
. Roles | %.
in a sprint at the sprint review e SH v
Serum Mut\_//ojmlnpmem
Team

They accept or reject work completed

=
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W The Scrum Master

The Scrum Master

—
0
o
1]
(o]
=5

“Helping everyone
understand and embrace
the scrum values,
principles and practices”

“Provides coaching and —( Interference shield |
leadership to the team
and Product Owner” — |mpediment remover |

Change Agent jl

W The Scrum Master

The servant leader of the Scrum team, as coach helpingto
facilitate collaboration, remove impediments, enforce and
safeguard the Scrum process, and protecting the team

Main responsibilities: Scrum Master

Organize and facilitate Ensure that the product owner has a
the sprint rituals properly prioritized and groomed backlog
Ensures the team isn’t pressured Ensures scope isn’t :-. E‘;g/
to over-commit to a sprint added to a sprint product
Owner
e - Scrum .
Ensures the Definition They do not assign tasksto| Roles /
of Done is adhered to team members and they E‘ %
are not responsible for the scrum_Mut weTIopmm
delivery of a project
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W The Team Members

The Scrum team is a self-organizing, cross-functional team
typically comprised of five to seven members

Everyone on the They are not bound to distinct
R i i Development
project works together roles like architect, programmer, Team
and helps each other designer, or tester

The whole team completes
the set of work together

The Scrum team plans how
much work they can complete
each sprint and owns the plan

MODULE FOUR
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Sprint Planning - 1

Before a sprint starts, the Scrum The product owner identifies the
Master facilitatesthe sprint objectives of the upcoming
planning meeting with the scrum sprint, and the team planstheir
team and the product owner work according to the objectives
Product
Sprint Sprint Capacity: the team determines Sprint buffer.  Owner
Planning | the capacity for the sprint, takinginto
consists of: | | account the number of days, number
of team members, holidays, etc. axmr This is the
product |concept of
Sprint Objectives: the product owner "l:':r':‘ ideal days

identifies the sprint objectivesand
the product backlog is prioritized to
these user stories and groomed

Sprint pla
review, retro
groom

Sprint Planning - 2

Work Selection: Stories or tasks are pulled from the top of the
backloginto the sprint until the estimated capacity is reached

The product owner explainseach story and answer questions from the
team, updatingthe story as needed, until the product owner and the
Scrum team have an agreed understanding of the story and sprint scope

Breakdown: the Scrum team discusses each story in detail, and plans how
they will complete the story and meet the acceptance criteria and the DoD

The team produces a list of subtasks needed to complete the
story, and this estimates is reviewed and updated if needed

| Personal time off
P Maintenance, support, etc.

nning,
spective,
ing

Spririt
Planning
Meeting
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W Sprint Planning -3

Sprint Commitment: the proposed initial
sprint scope is reviewed once all the stories

Sp;iﬂt
are broken down and estimates updated Planning
Meeting
User stories may be removed from the sprint and put back on
the product backlog and/or additional stories may be added
Once done, only the Scrum team (not the scrum
master or product owner) commits to completing
the work in the sprint, and the sprint is started - 7 ‘ -
5 \
The totalamount of work or scope committed to ,//
for the sprint is measured in story points 5 ¢
b <

MODULE FIVE
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W Sprint Execution

Sprint Execution ‘ Once the sprint starts, the team executes on the sprint backlog ‘

‘ The team performs all the task work to get the features/user stories done

The developmentteam self-manages to define and decide
what order and manner the task work should be carried out

limited to fifteen minutes

The Daily Scrum/Daily Standup | |The Daily Scrum is a daily meeting

Each team member briefly reports their
progress since yesterday, the plansfor today,
and anythingimpeding their progress

W Increment? SprintS

Sprint Backlog

5

FeatweC | 2
__ FeatureD | &
~" _FeatureE | 2

Sprint 1 Sprint 2 Sprint 3

/" Sprint

Sprints organize work in iterationsor PG
cycles of up to 4 weeks duration /’

1

During the Sprint Product
Backlog Items turn into
Increments after they meet
the Definition of Done

tasks

An Increment can be released now, or later - at any given time -
Releasing means putting value in the hands of customers

Sprint4
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W Task Boards (Kanban) - 1

Scrum is suited to projects for new/changed Scrum is not well-suited to highly interrupt-
processes, products, or services driven work (such as a Help Desk for example)
An alternative agile approach — — — - —
is to use Kanban/Task Boards — — _
— - e —
Task Boards visualizes how work flows through o | o —
a system by limiting the work in progress = S — —— <

(WIP), and measuring and optimizing the flow w ‘A — _

of work to suit your available capacity i ’ 3

Task Boards use a “pull” approach where work . y
is only pulled when there is capacityto do it — TO DO DOING (WIP) DONE
thus preventing work bottlenecks

Limiting the number of backlog items, a team
can work on at a given time helps increase —
focus while reducing context switching

W Task Boards (Kanban) - 2

During the sprint, team members pull work items (user stories,

. . Development
tasks, etc.) from the top of the sprint To Do list to work on Tea‘:n
Various team o o .
members will work on _ . -
the various work N -
items or their subtasks B Rowesm
P— S Microsoft . .
R Project
To Do Plan Develop Test Deploy Done

The status of an itemis
updated when needed by
moving it from one column ’ S S

to the next on the Scrum
Board until it is done
= User Story
| S @ — | or a Defect
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W Sprint Burndown Chart

Progressis tracked using a burndown chart showing the amount of
work completed and remaining work measured in hours/story points

Remainingstory points are shown on the Y axis
and the remaining time is shown on the X axis

A visual way of showing whether the (o ' '
team is on track to complete all the = - Burn Down Chart
. 5}
work by the end of the sprint T | »
B 60
ﬁ 8 | =
e = 4
q b"* E &
- gt = 0
The burndown chart is g | &
| a
updated when stories Oayl Day2 Day3 Cayd DayS Cays Day? Cay8 Day® Oay 10 Done
@ are completed Sprint time still available

W Cumulative Flow Diagram

Here, the WIP has been broken down by activity and these e
stacked sequentially (each done by different groups) activity lies

below the
widening band

To determine bottlenecks, look for areas that widen before
the final activity is done (User Test in this example)

300

Widening Database processes
area shows a slower rate

Analysis activity of progress and is
the bottleneck

250
|

200

Bottleneck
activity

150

100

CFD’s are stacked area graphs
showing features that are in
progress, remaining, and
completed over time

50
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MODULE SIX

W Sprint Review - 1

Sprint Backlog

The sprint review gives everyone with input to the o . . ' . -
product development effort, an opportunity to )

inspect and adapt what has been built so far enable - l Q B
productive adaptionsto surface and be exploited - ! . i) I
' -

b |
The outputs of the sprint review The team presents completed Thisisan
are a groomed product backlog work only, work that meets the informal
and an updated release plan agreed-upon Definition of Done | meeting not a
status
n e meeting
e
It is the product owner’s M K 1 -
o e + i Internal Stakehoiders
responsibility to determine if ' .Q.L N
the work is done or not 0 e
CUWG/‘U’!
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W Sprint Review - 2

_—

The Product Owner states what The Development Team discusses what
Product Backlog items have went well, what problems it ran into,
been “Done” and what are not and how those problems were solved

b/

They demonstrate the work that it
has been “Done” and answer
questions about the Increment

T s b gy
@ The Product Owner reviews the Product Backlog

!

% | andprovidesa forecast, the group collaborateson
‘*ﬁ_ﬁﬁ-ﬁ what is the most valuable thing to do next

W Sprint Retrospective -1

Sprint After the sprint review, but before the
Retrospective next sprint planning meeting, the scrum Scrum Master
master facilitates a sprint retrospective

For the sprint just completed, the team discusses what went
well and what didn’t go well so that they can continuously
and incrementallyimprove process and quality over time

A list of improvement action items is produced and
sometimes they result in items being added to the product
backlog, changes to the DoD or team charter, and so on
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Microsoft

Project Sprint Retrospective -2

. The retrospective allows the team to learn about, =
Sprint . . Retrospective
Retrospective improve, and adapt its process, help the team Kev timi
- learn from its previous product and process work ey iming

Many teams use iterations—as it prompts a
demonstration and a retrospective at the end. The
team does not need iterationsin order to retrospect

When the team completes a release
or ships something, it does not have
to be a large increment, it can be any

release, no matter how small
Sprint o
—.y,7 Planning Daily ﬁ
—_— standup | @) “m When the team appearsto be
Sprint Backlog - )
© e S stuck and completed work is
Ba
¢ Product Backlog not flowing through the team
. [ Spant Refinement
Potentially 7 r Meeting
shippable I nd
i product -« ?.,.:.':::m When more than a few
increment
% \ When the team reaches | |weeks have passed since the
Sprint z -
0 e any other milestone previous retrospective

Microsoft

Project Sprint Retrospective - 3

A retrospective is not aboutteam Teams must learn about their work product and
blame, but to learn from previous work process, to plan their retrospective to gather
work and make improvements data, process that data, and decide what to try next

Retrospectives looks at the qualitative (people's feelings) and
quantitative (measurements) data, use them to find root
causes, design countermeasures, and develop action plans

When selecting any improvements or impediments, the team decide
how to measure the outcomes - so in the next time period, these will
be measured to validate success or failure of each improvement

A facilitator from the team |leads them through ranking the importance of
each improvementitem. Then the team chooses the appropriate number to
work on for the next iteration (or adds work to the flow if flow-based)
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MODULE SEVEN

W Microsoft Project for Sprints

This trainingassumes you are using the Desktop Client

Desktop Client (on-premises) version of Microsoft Project or for a cloud-

based solution | assume you are using “Project Plan 3"

2010, 2013,
Microsoft Project includes approachesfor plan-driven 2016.2019
r

projects (waterfall), adaptive projects with evolving scope
(Agile/Scrum), and hybrid projects that use both the above

Waterfall The project scope is fixed, and you estimate
how long it will take to accomplish that scope

- You use fixed durationtimeboxes (sprints),

and you estimate how much work you can
accomplishin a sprint
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B Agile/Scrum Projects

Iterative We will probably get things We will do things poorly A planned
Development || wrong before we get them right | | before we do them well | |rework strategy

Incremental || Build some of it before Break the productinto pieces, get
Development you build all of it feedback, adapt, change and proceed

Predictionand| Keep options Accept that you can’t

Adaption open get it right up-front
Balance predictive up-front work Favouran adaptive,
with adaptive just-in-time work exploratoryapproach

Embrace changein an
economicallysensible way

.................

*: -\‘ The vertical scale represents work that is
: forecast to be completed during the sprint

8 points

—— 5

— ] First sprint
g — % |° Relative estimates (e.g., points)
32

o, * Uses amount completed per Timebox

TO0 DO DOING (WIP) DONE

Task Board -

Work is pulled in one at a
|-| time as capacity becomes free

No sprints

Flow-based

* No estimates
* Uses lead times
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W The Scrum Lifecycle

The lifecycle is completed in fixed time periods Scrum implements
called sprints - typically one-to-four weeks long the principles
of Agile as a set of

| Sprint artifacts, practices,
Retrospective and roles

)
. -

=

tasks

Highest priority

Potentially Shippable
Increment

The product backlog Scrum is a framework used by teams
is a prioritised list of to manage work and solve problems

Product Backlog user stories collaboratively in short cycles

W Blending Agile/Scrum with Waterfall

F | rf i
[Agile Agile Agile Predictive Predictive Predictive ] or example performing

clinical trials

Agile Development Fellowed by a Predictive Rollout

For example incremental Agile Agile Agile
transition to agile

Predictive Predictive Predictive J

Combined Agile and Predictive Approach Used Simultaneously

[Agile Agile Agile ] Use agile for an uncertain
Predictive Predictive Predictive portion of the project

A Largely Predictive Approach with Agile Components

Used when a Agile Agile Agile
project portioniis
non-negotiable

[Predictive Predictive Predictive]

A Largely Agile Approachwith a Predictive Component
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Let’s Fire Up Microsoft Project 365!

Not Started
% COMPLETE: 0

in progress Done

% COMPLETE: 50 % COMPLETE: 100

L
e Visos 115 10 Delre imqurements
[y - —— [ p—
v
Raguarit bidh St wp online shopping can Prapare ninal budget
J-p——
Bacond Videos 11,
e
frowe -
- Rangin s1n [ rirssn.
. ] s na
Suarch Google kepwonch Iw Za0AN022 2022
[k mano

a4 S T9N022 Tor 0171122

Project Veew Help Spants Tk BowdFomst 0 Telme what youwank 10 do

BURNDOWN s coumne 447 conmnTE » coune
= N
. —— -

MODULE EIGHT
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W A Reminder - Sprint Execution

Microsoft Project uses Sprints, | | User stories are one way of describing
Tasks, and Task Boards requirements, deliverablesor features

! Sprint
Retrospective

- N

Highest priority

Potentially Shippable
Increment

During Sprint planning, it is agreed Also, Sprint planning determines
how many features from the and estimates the tasks (and
Product Backlog product backlog can be delivered in hence work hours) that will be
the forthcoming sprint carried out during this sprint

W A Reminder — Task Board (Kanban)

To Do Plan Develop Test Deploy Done

L L = User Story I. - .
= ~ or aDefect

Shorter sprint lengths force Shorter cycle Kanban does not Needs less

the team to break down times deliver allow Iterative organization set-up
items to fit within each sprint features faster Development changes to get started
Rapid feedback loops can result | | While sprints limit the time required for You can blend both
in more motivated and actively | | task accomplishment, Kanban limits the sprints and Kanban in

performing team members amount of work to be done in WIP your project (Scrumban)
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Microsoft Project

Getting Started - 1

Scrum uses sprints to limit the time required for the You can use a hybrid

accomplishment of a task, and Kanban limits the
amount of work to be done in WIP

of both — called flow-
based sprint planning

[ L8

) @ Cemeominonbomd 20
Matketieg axpeonl of taeytosd O s

) Defino aensi respane ik ponte 8-

0 | Dinlopemiimescae O I [ ¥

9] Eoral Cavpagn defined

There is a lightweight version called Project for the Web -| | Kanban uses Kanban boards for

intended for non-project managers (not covered here) workflow display, while Scrum
i glel g aims to limit the time required
= cmall campolgn to increase rider’s aWare... G B Tewiw  Zoom O < ooereme | fOr the accomplishment of a task
N Oa C‘i'-‘:‘i-j

= 9.8

I’'m using Microsoft Project Desktop Client

Project calls Kanbana

Getting Started - 2

Task Board, and Scrum f Good moming
= o . Home ~ New
is called Sprint Planning i
x
Click on the Backstage
View and chose Bl s p—
Sprints Project
a
File Task  Resource Report Project  View Help [Sprintsy Task Board Format B Tell me what you want to do
The Sprints | == O, (O : _
tab D':l the Task mﬁég Sprin @{___ On the sprints tab click Here's the Manage
Board ~ - o
Ribbon views spins Manage in the Sprints group Sprints dialog box

No Sprint

New Task

Sprint 1

Sprint 2 Sprint 3
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W Getting Started - 3

Manage Sprints X

[ Inome Spnnt Iength = l\ Length Start [ Finish |
nospint | elapsed time jod NA NA

" sprint1 2w =Jsat20/10722 Fri 11/11/22

Sprint 2
Sprint

the finish of one

Sat 12/11/22 Fri 25/11/22
sa26/11/22 Ag,,z,zz x The dates between

Project will auto-schedule sprint and the start
start and finish dates for of the next do not
Give each S.et Sl remaining sprints based on need to be
sprint a more sprint length their duration consecutive
relevantname

=
Set first sprint ol fe‘l:h
Add Sprint Start date /r
[sat 10112722 ]

Sprint Start: Press OK to
save and exit

a a
Duration: 2w =

Addsprint Add more sprints
as needed

MODULE NINE
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Microsoft Project Options

® Good morning
Do - e . =
Naw ! EQ General options for working with Project
I@ Display
© Open Schedule User Interface options
Proofing ScreenTip style: | Show feature descriptions in ScreenTips v
ko
Save
"" Blank Project Project view
Language
Save As Default yiew: | Gantt with Timeline v
ot P Sesech Date format: | Wed 28/01/09 v
Customize Ribbon
Share xR Quick Access Toolbat Personalize your copy of Microsoft Office
Expent D e Add-ins User name: Dave Litten
Initials: oL
Clowe LN DMAIC Sprints Progress Trust Center =
] 0 troio » Dave Ui « WP « Micowsoft prajct gfonen. Kby oo [ Always use these values regardiess of sign in to Office.
@) spritrenameg and Office Background: | No Background  ~
B95| 0« Projes = Deve Utten - Wi» « Miaagifvoject for Sonum, Kanban, and Hybid Office Theme: |
Account
E\ summary tasks and 3 %
- Yol O« Projes » Daw Opect $0r Soum. Kanban, and Hybed Start up options

Show the Start screen when this application starts

=1 D+ Frojes » Dave Utten - WIP » Microsoft project for $

. Kanban, and Wybeid

| advise setting up your project options first before
selecting a sprints project (although you can always
come back to options at any time)

Sprint Planning Sheet

The Sprint File ~ Task Resource Report Project \View Help Sprints Format £ Tell me what you want to do
Planning Sheet| | Z: 58 O, - -
holds data you gonsk [Planning) Spint | Manage Sprint Planning This is used to identify named
e . A Sheet sprints, then assign work to them

elsewhere ~ MName - Work - BoardStatus - Resource Names - TaskSummaryName = Deadline~ @ .
36 Control Phase Sprint DMAIC Cycle Complete 0O hrs Mot Started Six Sigma DMAIC Cycle NA Ye!
. 3 & Define Phase Sprint Identify customer and 8 hrs Next up Steve Define Phase NA Yes
Sprints as i CTQissues

d f d . ---""E-&__D:ﬁne Phase Sprint Develop team charter 8 hrs /Nex! up Carol Define Phase NA Yes
ernedin _—as~" Define Phase Sprint Define process maps Bhrs MNext up Dave Define Phase NA Yes
Manage T- 7 & Define Phase Sprint Review deliverables 8 fy}/" ..r" Next up Lorraine Define Phase NA Yes
Sprints dialog L ‘
b Board Status column drop-down menu You can add or hide
as identified in Task Board view columnsif you want
= : P L k1 ) R o 2 A S U > 11 atasktoshowup
- on a Task Board

= -
= L n progress. Do Adkd New Cobusmn|
casome
_— o R i
=
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MSP for Scrum, Kanban, and Hy

brid Projects Microsoft Project

Sprint Planning Board

Now that the Sprint

durationshave been

set up correctly, it’s
simply a case of

entering tasks
directly onto the
Sprint Planning
Board

Task Board Format 2 Tell me what you wart to do

< vy é
o
N

Report  Project  View  Help

Q&

Mansge

lask  Resousce Sprints

Sprint Planning
Board

Define Phase Sprint Measure Phase Sprint Analyse Phase Sprint 3

No Sprint

sk Select CT0) chanacteristics ablish process capabbiy

B beve R b

Here we can assign resources, modify the
work value, and change sprints for tasks

Develop team charter

Filter/Search

(¥

Filter Button displays tasks associated
with one or more resources

Jo

Define Phase Sprint

Identify customer and CTQ issues

Measure Phase Sprint

Select CTQ characteristics

Search Button
refines the query
to find tasks and

resources

Summary Task (0) *  Resource (0) - 2 D

Analyse Phase Sprifi!

Establish process capability

a
Screen potential caut I

Current Sprint Views

Project  View Help  Sprints

Task Board Format O Tell me what you want to do

File  Task Resource Report
== &, : -
- I&g o, & Current Sprint| |[Shows active task cards for current
Task  Planning | Sprint|  Manage
B | T Board sprint and their category
Wews l Current Sprint Board "
Define Phi Current Sprint Sheet 123 - Sun 29/01/23
Not 5t Mo Sprint Next up In progress Done
SET%C + Phase Sprint (Current) P51 % COMPLETE % COMPLETE: 50 % COMPLETE: 100
- H‘;I,,I,“ Develop taam charter Identify custmer and CTQ) issues e Vi s Jher he
e Sprin Acu Rsen information you entered in
File  Task Resource Report Project View Help Sprints Format £ Tell me what you want to the Manage Sprints dlalog
ﬁ_@ '(2 (5/ box and the Task Board
o . . - Current Sprint| | Shows task information
Task  Planning | Sprint Manage
Board~ - - Sheet for the current sprint
Views Current Sprint Board
@ S§ rﬁ + Work » Board Status ~ Resource Names  Task Summary + Deadline -
3 |& |De Current Sprint Sheet ‘y customer and CTQ issues 8 hrs In progress Steve Define Phase NA
6 & De Mo Sprint 1e value stream 8 hrs In progress Don Define Phase NA
5 & De : process maps 8hrs In progress Dave Define Phase NA
e f Sprint (Current)
4 :- De Define Phase Sprint (Current) p team charter 8 hrs Next up Carol Define Phase NA
7 & De Measure Phase Sprint v deliverables 8 hrs Next up Lorraine Define Phase NA
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MODULE TEN

W User Stories/Functions and Tasks - 1

‘ As a <user role>l want to <goal>, so that <benefit> ‘

User Stories are the
“requirements” “As a typical user | want to see unbiased reviews of restaurants

near an address so that | can decide where to go for dinner”

b ~ e
Sprint ‘ e— L3 : »
Planning -

During Sprint planning, the top
priority user storieson the product
backlog, are considered for
inclusionin the current sprint

Sprint Execution

Once chosen, each user story/feature
is broken down into a series of tasks

Assuming a 4-week sprint
containing 4 tasks:

<«—— Sprint ——| Do you care Or, since the team is self | ®——— Sprint —>»
. . |
—_— precisely when || managing, tracking progress e —
-_ each task starts | daily, the planneed only | o
and finishes? show all tasks in paralle/? |

Page | 28
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User Stories/Functions and Tasks - 2

User Stories Tasks
ol y speut ’ o
As a manager, Determine ac czp'r ant: . Design Code user
I can assign rules to Yostaho dow user interface
staff to assign staff how this interface

projects online would wonk

&» » '

Asa Change view-

Speci
webmaster, T peilfy only

e acceptance x hi
can upda y fosts emograpnics  gprint Backlog B

2

Com— .
— ./;
r—— 4

tasks v

to allow edits

demographics
online

Sprint Execution

Adding User Stories and Tasks to MSP
[ . :

Sprint 1 /
! 4 . - . - Sprint 1 Specify acceptance tests to show how this would work

Sprint 1 "—'b z
BB paste | = Sprint 1 Design user interface
a Inserta Text| it Q Lot Sprint 1 |code user interface

Field | Right-click column header = — —_
and select Field Settings | " e (ofen e by s
- T con assign rules 10 Tests 10 show oo interface
™ / Wan % S ] teader Text Wragping e Nw-w'-" k Jemthis e |
N e e I — ——
‘E/ Peld Settings ' I Aso 1 .5:‘“_"7“ Oﬂrwm

<on wpedate my | =

Insert a second new column I

and name it User Story f
v' Usor Story ' v ‘i;mut Tasks . -

o Sprint
Sprint 1 As a manager, | can assign staff to projects online Determine rules to assign staff
Sprint 1 As a manager, | can assign staff to projects online Specify acceptance tests to show how this would work
l,m l.lSi n The Sprint1 As a manager, | can assign staff to projects online Design user interface
g Sprint 1 As a manager, | can assign staff to projects online Code user interface
Spl‘lnt Plann'ng Sprint 1 As a webmaster, | can update my demographics online  Specify acceptance tests
Sprint 1 As a webmaster, | can update my demographics online  Change view-only demographics to allow edits

Sheet Sprint 2
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MSP for Scrum, Kanban, and Hybrid Projects

Microsoft Project

Adding Information to Tasks

|

Double-clickon any task
name to open its Task

tion

Plede(essols] Resou r(esl Advanced

Define process maps

EEEE

Information dialog box

CUS‘OITI Fields

As a <user role>l want to <goal>, so that <benefit>

(i) Sprint ~ Name ~ Work
6 Control Phase Sprint DMAIC Cycle Complete 0 hrs
A Define Phase Sprint Identify customer ani 8 hrs
4 [E]& Define Phase Sprint Develop team charte 8 hrs
5 |7 & Define Phase Sprint | I Define process maps E hrs
¥ &  Define Phase Sprint Review 8hrs

L] Dofina Db Sasial Bloo b, 1 N 2L

&

Duration: | 1 day?

X

% [Estimated

The task Notes field can
also be added as a column
in any Sheet View!

Using the Notes field, you can add text (e.g., User Story) and paste ‘
objects in (such as a graphic or picture of the intended product)

0K Cancel

Adding Information to the Task Board

File

Task

Resource

(%] Show

Not Started

SE

T % COMPLETE

New Task

Select CTQ characteristics

Report

Project View Help Sprints

% Complete Mapping

Task Board Format

Customize Task Board Cards

\ Base Fields

Customize

Next up
SET % COMPLETE

6 [J showTaskiD

[V] show checkmark when 100% complete
M

Add up to 5 fields to show on the cards.

Show Resources
Additional Fields

Develop team charter

8 carol

Actual Cost

Actual Duration
Actual Finish

Actual Overtime Cost

Actual Overtime Work
Actual Start

Actual Work

E R oave Review deliverables
User Stories Tasks R torraine
el s ity o o
Tomomy | Cume | mmew | N GNE
Staf 10 ottt interfoce
o la—p \ _:‘.‘.:’ ( Tollgate complete
- - -
Ay specty | Choeem:
o o \ - 1o allow edits
="

NOTE: This information will
be on ALL Task Board Cards

SO Tell me what you want to do |

You can change what is
displayed on the Task
Board Cards by
selecting Task Board
Format tab, Customize
Cards and choose
which fields to display

e
Additional Fields

Add up to 5 fields to show on the cards.

Work M X

Start v X

Sprint Start ¥ X

% Complete il ¢
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Adding User Stories and Tasks in MSP

KANBAN BOARD

User Stories Tasks Eﬁ R )
Nam
. 2 2= e v o
A;:mnng\ m b i b:u'gn m‘:: X Delete Add New Col
prepy —al m ~ R 1 ew Column
im“‘h uﬂrk - €~ Move Left
3 S—| ; ;
r # » o
2 p e 5 Right-click on
conpdatemy | | 1T | gemogrophics column name to
demaographics to allow edits
l L move left/right
Insert a new column and

Insert a new column and name it User Story Tasks
name it Sprint User Stories 7
/ v ©

Not Started N Sprint User Stories User Story Tasks Next up In progress

% COMPLETE: 0 % COMPLETE: O % COMPLETE: O SET % COMPLETE % COMPLETE: 50

New Task As a manager, | can assign staff to S

projects online he would wark

ceptance tests to show

Change view-only demaographics

to allow edits As & webmaster, | can update my Design uses interface

demagraphics anline

MSP TASK BOARD

Specily acceptance tests Code user mterface

W Adding Columns and Changing Position

P b Recs bpet Pjet etk () kot fem D Bl et o ke L luce  Report  Project View Help  Sprints [ Task Board Format § 2 Tellm

(=) Shew % Complete Mapping

In progre:
“
Taak | Oevelopment

Ackd e Cour o ?

Testing
% COMPL EI Rename

Y p Y /o ? p X Delete

EANETTmR | | [ Testing =
% COMPLETE: 80 o
vl O
£— -—
In progress Testing Done

% COMPLETE: 50 % COMPLETE: 80 % COMPLETE: 100

T ®

Akt New Coama

ed MNext up
o PLETE SET % COMPLETE
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MSP for Scrum, Kanban, and Hybrid Projects Microsoft Project

MODULE ELEVEN

Setting % Complete to Tasks

Select the Task
Board Formattab
! i

File

Sheet

View

Task Resource Report Project View Help

B:E‘ = Show % Complete Mapping
5 B o)

Customize
Cards

Customize

Next up

Sprints  Task Board Format £ Tell me what you want to

r S

You will want to decide if moving tasks
between columns should update the
% Complete field for each task

In progress Done

l SET % COMPLETE

SET % COMPLETE

l;etcno!!'[ﬁ!;‘!l!ﬁ % COMPLETE: 100

-~

New Task

-
_—

Develop team charter / / Identify customer and CTQ issues
7 L

el
If so, enter the % COMPLETE By default the
to be assigned under each Done column is
column header set to 100%
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MSP for Scrum, Kanban, and Hybrid Projects

Microsoft Project

Prioritizing Tasks - 1

File ~ Task Resource Report Project View Help  Sprints  Format £ Tell me what you war] Project [View J Help Sprints Format p Tell me what you want to do
== » i LV .
= @ Q, F‘ ER Resource Usage ~ %] Sort~ &£ Timescale:
Task |Planning| Sprint  Manage a2 B . <7
Board - ” sam ﬁ Resource Sheet ~ 5 Outline ™
cpeint Planring Bosrd ner v [ Other Views ~ B Tables B ING copp «1 o H
O R il L
4 No Sprint build database Ohrs Mot Started - - -
3 No Sprint define requirements  Ohrs Mot Started - Work - o - Task
2 No Sprint setup eomms Ohes Mot Started —— -
1 Mo Sprint design architecture  Ohrs Not Started database Ohrs [Not Started & cu
b requirements Ohrs Not Starte [B
comms Ohrs Not Starte
Select the Sprint Planning Sheet architecture  Ohrs Not Starte
(I will insert the Priority column) o e
Report Project View Help Sprints  Format B Tell me what you want to o then rlght-CI I Ck an d Insert Column
m ) Tinescale: select Insert Column O e catry
Fiesaurce Views Zoan
[Type Column Name)
.bulld database Glllrs N Predecessons ~ larted
define requirements O hrs Preleveled Finish arted
set up comms Qhrs 'NI st arted
design architecture QO hrs P arted
Publsh H H H
e ‘Select the Priority field
Rragular Work
Hemaining Cost I
Dhration
- - - -
Prioritizing Tasks - 2
Report Project View Help Sprints Format £ Tellm H - Hel Sprints  Format 2 Tellme
— TP Select View, Sort, ||LYiew YHelp sp
= ource Usage ~ 7\ Sort~ o Highlig - - = .
H =0 |0 Resource Usage  ~ @ &£ [No Highlight
Tp:fn A Resource Sheet »  Eqoutline~ 57 and bV P"U"tV -
~  Planner ¥ [ Other Views ~ B3 Tables B [No Group] A Resource Sheet v by Start Date
Resource Views o Data I3 Other Views ~ by Finish Date ? Group]
. ) psource Views
. namo - o % oty | have added priorities for (5 ] -
build database Ohrs 500 p
define requirements _|0hrs 380 each task, but they are not - Work by Cost x| Boa
set up comms Qhrs 460 P— e Ohrs
design architecture Ohrs 600 cu rrentlv DrderEd by pI'IDI'Ity ments Ohrs by ID
— 1 0 hrs %l Sort By...
View Help Sprints Format P Tellm cture Ohrs 600
5 Resource Usage v JZ‘»L Sort ¥ ﬁ [No Highligh l:
c H Resource Sheet ~ B Outline » Y
Notice that now the tasks |[ E:EI; o
. [ Other Views ~ Y Tables » = [No Group]
have been moved into ree Views .
descending priority order e
~ Work ~ Priority ~ Bd
Cture 0 hrs 600
3 0 hrs 500
0hrs 460
ments 0 hrs 380
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Prioritizing Tasks - 3

essional
Sort
bport  Project @ Help Sprints Format £ Tell me what you w, Sortby IE
— : ) | Oascending
4 F HA Resource Usage v | ) £ [No Highlight] ~  Times | ® [ 1
Descending Goncel
g Te:'z“ 2R Resource Sheet ~ by Start Date >
Then | Beset
Q Planner [ Other Views v by Finish Date ?Group] v Aby . :
5 3 | Sprint Ordering 10 ~ | @ nsgending
ource Views ;- Hep
by Priority (O Descending
Name ~ Work by Cost ~ Resource Name: Then by
build datab Ohrs by ID [ v | @ Ascending
define requirements O hrs (O Descending

Permanently renumber tasks

d
d
setup comms Ohrs d
design architecture Ohrs Vot Started

Sont
Help  Sprints  Format P Tellme o> @
C— (]
Cancel
Beset
Ly

F Resource Usage ~  §lsot~ 2

R resource sheet v B Outine - ignace Resource Caleedar
_ & D000 Geoi) W:wqu:
I Other Views Tables v f [NoGroup) 3 |1seeFinish ®) Asgending
Here IS Jource Views Duts Lade Sxart fo)
Leved Assigrments Descending
Leveling Can Split
ark v Board Status v Hewoul | teveling Detay v
Ohrs Not Started Linked Fieids ®) Ascending
oh Not Started | [toces ) Descending
rs 101 | s
Ohrs Not Started | | mestone
fture Ohrs Not Started o Name
LN*I
Number1

anotherway

Numberd
Numberd

More Views - 1

File  Task Resource Report Project

= g ' R
Gantt  Task v Team
Chart v Usage v

iRy
B

] More Views

v Planner v FR
Res: Multiple Baselines Gantt ~ " New.

Views:

Task V

Built-In Network Diagram -
. . Relationship Diagram 5
{E Sprint Planning Board Resource Allocation Edit..
Resource Form i [ e )
No Sp Task Board Resource Graph | &

Resource Name Form

@ Reset to Default
&

© Save View...

Projex Academy |MSP Agile Handbook V1.0 |© david geoffrey litten Page | 34
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Microsoft Project

More Views - 2

MODULE TWELVE

File  Task Resource Report Project
There are other Here, we change from the ° !
. = a v = E= Resoure|
views to create Sprints tab to the View = s =
d i tab and select Task Sheet - S
ando rga nize Chart ¥ Usage v Planner ~ m Other Vi
Summary tasks - iew
Other than the Current Sprint Sheet
i Not Started Sprint Planning Sheet Jex]
Gantt Chart Vlew TaSk Sheet SET % COMPLET ETH
Task Board Sheet
Task Views Resource Views Data Zoom Split View Task F
® Tesc - [FaskName = Duratic » Start » Finish + Predecessc v Resource Names - ¥ B Id
©5  4SixSigma DMAIC Cydle 1day? Mon 02/01/2: Mon 02/01/2: W .
L=l 1day? Mon 02/01/2: Mon 02/01/2: " s Jo!
& L] dentify customer and CTQ issues 1day? Mon 02/01/2: Mon 02/01/22 Steve :
- @ Develop team charter 1day? Mon 02/01/2: Mon 02/01/2: Carol I &
& L= Define process maps 1day? Mon 02/01/2: Mon 02/01/22 Dave D
=] rm Save View...
= .
- - g E More Views... ,O,
Again, we v ol
Ca n n Ow :Tl\s:::lep!dlll ::‘: ;‘:M-'lf TE ?:'Cdll?'.i'f % 1t:lch“"lf'f 5 ??:H‘II TE: 100
use e Tk ety catans sod T Task Board Vi
Filtering ... R R ask board vView
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Microsoft Project

W Blending Agile with Waterfall Approaches

~

For example performing

[Agile Agile Agile

Waterfall Waterfall Waterfall ]

J clinical trials
Agile DevelopmentFollowed by a Waterfall Rollout
For example incremental [ Agile Agile Agile ]
transition to agile L Waterfall Waterfall Waterfall J

Combined Agile and Waterfall Approach Used Simultaneously

| Agile Agile Agile |
Waterfall Waterfall

Use agile for an uncertain

Waterfall

A Largely Waterfall Approach with Agile Components

portion of the project

Used when a
project portion is

Agile

Agile

Agile

[Waterfall Waterfall Waterfall ]

non-negotiable

You can insert tasks from project (the

subproject) into another, by inserting an
entire existing project into another

Itis also useful to insert
sprint-based projects
into plan-driven projects

It's a good idea to first sort your tasks
by start date in the Task Board Sheet
before inserting a project

‘ Go to View, Data, Sort, By Start Date ‘

Filo  Task Resource Report Project View Help

= 6 .

B O
Task |Planning Sprint  Manage
Board - -

o B, A

Task Board Sheet hase Sprint
.

SErints Format

Task Board
Sheet

Sprints

DMAIC Cyele Complete
&  Define Phase Sprint Identify customer and CTQ issues
[#& Define Phase Sprint Develop team charter
- Define process maps
-

Review deliverables

Define Phase Sprint
Define Phase Sprint

3
4
5
7

File  Task Resource Report Project -M Help  Sprints Format
T == B - = HR Resource Usage  ~
=g ED

Gantt  Task  Task R Resource Sheet ~
Chart» Usage » Board v B8 «

Team

sk Views Resource Views

£ [No Highligh

Planner [ Other Views by Elish

L Tell mg

1ate 3 Group]

A Largely Agile Approach with a Waterfall Component

Inserting an Agile Project into Waterfall

This is useful when various team
members manage different
phases of a larger project
p ]

Sprin ~ Name o
36 Contral Phase Sprint DMAIC Cyele Complete by Cost
3 |&  Define Phase Sprint Identify customer and | by ID
4 -.n Define Phase Sprint Develop team charter
5 |&  Define Phase Sprint Define process maps 2l sonsy.
7 & Define Phase Sprint Review deliverables
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Microsoft Project

Insert One Project Into Another - 2

Be aware that plan-driven projects (that || To see sprint information, insert the
you will insert your sprint project into), Sprint column and Board Status
do not have sprints in your master project|| columnin your Gantt Chart view

/
File  Task Resource FReport Project @ Help Sprints  Gantt Chart Format 2 Tell me what you want to do '
\ == - F g Resource Usage ?l Sort v & INo Highlight] »  Timescale: Q v [ Timeline
== aﬂ
Tosk  Task E ™ Toam DR ResourceSheet ~  BjgOutline 57 NoFiter]  ~  Days ~ @ [ Details
sage ™ Board ¥ [ER .« Planner ¥ [ Other Views v B Tables ~ B [NoGroup]  ~ &\
Task Views Resource Views Data Zoom Split View]
Task e
@ Mode « Task Name = Dusation
= 4 Six Sigma DMAIC Cycle 1day? 5P Gt Started
2 5 4Define Phase 1day? No Sprint Not Started
;& m Identify customer and £TQ issues 1day? Define Phase Sprint  Nextup
4 @ & L] Develop team charter 1day? Define Phase Sprint Next up 1 Carol
5 & m Define process maps 1 day? Define Phase Sprint Next up 1 Dave
6 & | Map the value stream 1 day? Define Phase Sprint  Next up 1 Don
L 7 & = Review deliverables 1 day? Define Phase Sprint Next up 1 Lorraine;
E o Tollgate complete 0 days Define Phase Sprint ~ Nextup + 02/0

Insert One Project Into

Another - 3

In the Gantt Chart View, select the taskin the Task Name
column above where you want your sub project inserted

Unda View Clipboard Font [F] Schedule Tasks . Insert
Task 26 Dec'22 02 Jan"23
® Mode -~ |Task Name ) Duration <M T W T F S S MTWTEF
7 & L= Review deliverables 1day? 2 Lorraine
8 =] Tollgate complete 0days « 02/01
9 = 4 Measure Phase 1day? /M
10 & :C'. | ['select CTQ characteristics | |1 day? a : | Dave
i = Define performance standards 1day? w Adrian
12 & = Establish a data collection plan 1 day?  Carol
13 & = Validate MSA, data collection plan, and S0P 1 day? | Steve
File Task Resource Report roject | Vie
From the Project Tab in the B | ceaddins o I | -
Insert group, select Subproject Subproject] <\ pdd.ins ~ | Project  Cus T
Information  Fiel
Insert Add-ins \
See over ... —
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MSP for Scrum, Kanban, and Hybrid Projects

Microsoft Project

Iﬂ Insert Project ,

1

Organize ~ New folder

Desktop A
Documents

Pictures

@ OneDrive - Projex

Mame

» This PC » Daves Fat Storage Disk (D:) » Projex »

F
3= sprint renaming and planning

li_ summary tasks and sprints

~ | Microsoft Project Files

Insert One Project Into Another - 3

From the Project Tab in the
Insert group, select Subproject

module]

HDD (C) moduled

t Storage Disk (I

module

Click the drop-down button to

the right of the insert button —

Tools " u l Cancel
QO .
Tools ~ nsert Read-Only

click Insert Read-Only for
others to just view the file, but
not able to make changes

Chomrnmm [T
Link to project

To reflect changesin
the subproject, check
the Link To Project field

Insert One Project Into Another - 4

Resource Report Project View Help Sprints  Gantt Chart Format £ Tell me what you wal If you need to . use the
- . r
- A 5 v
EL Calibri 2 o« ons2a® s EQ | ™7 IndentTask or Outdent
~ R [ -
Ci:“t“ Paste § BT U &+ A~ t::l @ s;::;"le E* Task button to place the
it~ e = ul v
view ; . — inserted tasks at the
The inserted project appears above your selected appropriate level
task atthe level of the task you selected for insert
Task Board
@ Mode ~ Task Name ~ Duration « Sprint ~ Status -
=] Tollgate complete Odays Define Phase Sprint Next up
4 Measure Phase 21 days? No Sprint Not Started
@ B | taskinfo 4days No Sprint Not Started
= Select CTQ characteristics 1 day? Measure Phase Sprint  Not Started
= Define performance standards 1 day? Measure Phase Sprint  Not Started
>,
|Insertin a hyperlink enables swift access to your sub ro'ectl "‘ﬁ: R =
gahyp y proj N m_; s
Right-click on subproject name, choose Link, click it |
on the subprojectfile, and click the OK button o, | e
o] o
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Microsoft Project

MODULE THIRTEEN

B Resource assignment and resource pools

created by typing a new name in
the Assign Resources dialogbox

O v YR T
E HH B- Fq“ IR Resvue age = §lSom= 2 INo Hiohbaht] = Timescale ) Tinien
File Task  Resource  Repont  Project  View  Help sE'nu Task Board Format ,D Tell mef Gantt  Tank Tk S N Toan o ?l\-‘-‘w‘ 2} O Densts
. . Chan = age= Board ~ [« Plarrer = o Cther vorwn = st~ oo G - “
B O ¢ - T e =lsstrm *lon nme olconthe w|Ae = sncam
fleeing Sp:--‘. Wanoge 0 |]E| Stave Werk 5 0N 000/ % 00,00 Prorated Standard
Adran Wk A A0, 000w £0.00hr [0.00 Provated  Standard
Noowrt. Sprints & Losraine Wk L 100% 000w £0.00/hr £0.00 Prorated  Standard
1 & hude Work 100% €000/ £0L00/h 00.00 Prorated  Standard
- Dave Wik 100%  €0.00/w  £0.00/N £0.00 Prorated  Standard
& Don Wodk 100%  £0.00/w  £0.00/h £0.00 Prorated  Standard
Mot Started Next up In progress 2 el Werk Starderd
To populateyour project file
Create 10ftwire mardenance team
‘: X Deote Tk e — first, use the Resource Sheet
~epie
e development tomplate T Inkcemation =
pp— | 1o o to define your resource pool
g Q———:_ e — o =
D project seope
= B Mark 100% Complete: [ =
B _:" Fle Tak Resouce Report Pioject Veew Help | Sprints) Format 2 Tell me what you wantto do
2 = )
Dt rescurces | == | T s
e HEO O
T Tk | Pannng Spint  Mansge
Dt sorftorees specilication Finee boawd~| ~ -
Sam— - [ Coieond Tk spint OMAIC Gyce Comete Sigma DMAIC Cycle
H LI Define Phase Sprint Identify customer and CTQ lsues | Steve Define Phase
Resources can be SE|ECtEd If 4 [F& Define Phase Sprint Develop team charter Carol Define Phase
5 - 5 & Oefine Phase Sprint Define process mags Daver Define Phase
they already exist in MSP, or * 5 O phase oot piaus . g phase

When resources ar ssignd to ‘
tasks, their work value will be
populated (see the Task Board Sheet)
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Using Filters for Focus

F| |te rsa I I ow yo u to see only th e File Task Rescurce Report  Project |U|ew ’He(p Spnnl: Gantt Chart Format P Tell me what you want
i i = == ®= ~ ﬁ R ResourceUsage ~ 3] Sort~ Timescale: Q-
information that you need to see — ol 2 TE @ o ERResouceshest ©  Byoutiner =
5 A e hart vfUsage v Board * B~ Planner B Other Views ~ B Tables - HE -
particularly helpful for Hybrid projects i e o
R C o« TaskNome N D .
Backlog. Shows tasks that are active in S .[ﬁ,ﬁm, DMAIC Cycle i
o 2 L) 4Define Phase
the backlog—in other words, theyare || & . = ety sosomer and C1Q 5515 T——
not Done VEt + F& = Develop team charter Date Range. .
5 &5 Define process maps. Incormplete Tasks b
. . 6 =] Map the value stream ate Tasks 3
Current Sprint. Shows tasks in current Fq Review deverables —
. a L] Tollgate complete asks in Board
Sprint regardless of status - = e oy ) e nod
. _— w s g lect CTQ characteristics . :
Current Sprint Remaining Tasks. = . - i
2 & g Summary Tasks
Shows tasks in the current Sprint that 5 & Yesk Bosed Tasles i
14 0 Task
are not yet done e Tacks With Estionatad Dumations
6 G stablish process ¢ i Using F 1]
Select Sprint. When selected, a dialog 7ja = efine prforman ' 2 Clear Filer ]
8 L] b
. g viaiiid o _
box appears—you then type in the CRN] A HewFiter i
. 0 L] - Y More Filters...
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File  Task Resource Report Project View Help gSprints § Format £ Tell me what you
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lanning Sprint  Manage

» EstimaJt'phg or tracking
and modifying work
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» Sprints

v Name v Work~ Board Status v
the Task Sheet view st fiPhase Sprint _ DMAIC Cycle Complete Not Started
S B‘Lf','l‘?,gha?e,??,’,'"t | Vldentlfy customer and CTQ issuesf (8 hrs 5 Next up
4 @u Define Phase Sprint Develop team charter @Nexl up
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Next up In progress Done
SET % COMPLETE % COMPLETE: 50 % COMPIETE. 100
v
Establish p aty Mag the vaiue 1tresm

Projex Academy | MSP Agile Handbook V1.0 |© david geoffrey litten Page | 40



MSP for Scrum, Kanban, and Hybrid Projects

Microsoft Project

Grouping and Sortmg

choose your grouping method

Data
Group
= : You can also organize your .
roupin
ping data by grouping it —there are 'E’
. . b,
3 types for Sprint Projects:
Board P S—— ‘P;hr;ty:m-s” i ‘-9“‘;2“
riorit ’ x i ] +1dentify customer and 8hrs 1 day? >
StatUS ‘ y : spﬂﬂt Steve 8hrs
4 Develop team charter 8 hrs 1 day?
Carol 8hrs
= 4 Define process maps 8 hrs 1day?
Go to View tab, Data Group, _owe -
“Map the value stream rs 1 day
click the Group By button and Oon 8hrs

4 Review deliverables 8hrs 1 day?
8 hrs

Ohrs 0 days

Lorraine
Tollgate complete

# Select CTQ characterist 8 hrs 1 day?
Sort X Dove 8 hes
Sorting — Oumsy |_I::_ Select Sort By — there S
1 | pesy o are 5 options useful Priority | &

' To sort, go to ® et : : Status

) Tomoy | B for Sprints projects:
View tab, Data | | ...
‘ Group, and L o [ Sprint l Sprth ID l ‘ Show on Board -
3 then click Sort | |Crmorsraass

nscena N —— - Fixed Task Type defines which task element remains

e e ot = B Dy ration constant when you make task changes

Task time is fixed no matter how many
resources are changed for the task

The number of resource hours assigned
to the task determines its length

All Fixed Work tasks are Effort-Driven

ECIT Fixed
Work
i e ==
Fixed Resources are units, and
Units once assigned to the task, Effort
they continue working even Driven

Effort= Work. If you adjust resource
assignments, duration may change,

if the task duration changes

Once the work amount is set or the task,
changing the number of resources will
share the work and adjust the task length

but work hours stays the same

When you add or delete a resource
assignment, work is distributed
equallyamong resources
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W Assignments and Task Timing

Won't work with task
type or effort driven

Can be set as fixed units, fixed
work, or fixed duration, PLUS

Duration = Work

Units

either effort-driven or not

Task types specifies what will FIXED UNITS (default)

remain constant (= NOT

recalculated) after you change your Units = Work -

INITIAL resource assignments Duration variap'es

- = L
FIXED WORK FIXED DURATION -10 days!

Work = Duration x Units Duration = Work j____
! Units .
variables

W Task Types and Effort-Driven Settings

With effort-driven turned on... {r ___.____[_.
- ‘-:-' A Task + Work effort
...but then add extra resource(s)...work is distributed equally

...and may change the task duration — depending upon the task type

Initiallyassigned resource

FIXED DURATION

and @ﬂ @ By default effort driven is turned off —
v

FIXED UNITS but you CAN turn it on if required

y:5
FIXED WORK A Task Effort derEI:I is ALV?J’AYS on—
you can’t turn it off! /
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MODULE FOURTEEN

W Agile Project Reports

Burndownand Burnup Charts are
fundamentally progress related reports

To have progress reported, we must set the status date, which can be
done by going to the Project tab > Status group > Status Date: command

Project View Help Sprints Report Design ,O Tell me what you want to

] @@ @ mOid) d

boards Resources Costs InProgress Getting Custom Rece | Task
M M v ~ Started v v Boards v

View Reports Boards - Task Status

Boards - Work Status

‘ds - Work Status™  cse e

Current Sprint - Work Status

slank? Try assigning resources to the tasks or setting the work field

« Sprint Status { RES!

r of hours of sctusl and remaining work in each Board Status categary. @ hour
{d] More Reports... e
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Microsoft Project

B rask Board Reports - 1
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E e —
Task sumenary ame Name [ — Board Stans
Cwliea shase Talgute complete  proges
el i progress
plin
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Task Board Reports - 2
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Task Board Reports - 3

CURRENT SPRINT - TASKS STATUS

TASKS BY BOARD STATUS REMAINING TASKS
Shows the percentage of this sprint’s tasks in each Board Status cabegory. Shows the change in number of this sprint's tasks over time. For best results, update the chart's
date range to match the sprint

REMAINING TASKS BY RESCURCE
Shews g sk are querent to
for this spwint. Doesrt count tacks that are 100% complete

3

5 Resource Names: Steve

a
Resource Mames: Don

» Board Status: In progress 3

* Bonrd Status: Next up.

* Bonrd Status: Not Started

Resource Mames: Dave

SEEESE SIS

—print: Analyie Phase sprnt

Resource Names: No Value

CURRENT SPRINT - TASK STATUS

Femaining Actual Tasks o oz 04 os as 1 12
REMAINING TASES
The list of all the sprink's tavks that aren't 100% complete
Task Summary Name Name Resource Names Board
Analyze Phase Establish process capability  Don In progress
Analhyre Phase [Define performance Dave In progress
objectives
Analyre Phase Identify variation sources Adrian In progress
Analyre Phase Review deliverables Steve MNext up
Anahyre Phase Tollgate Complete Not Started
lask Board Reports -4
Ace thase chasts blank? Try assigring escurces 10 the Tasks o setting the wark fekd.
REMAINING WORK REMAINING WORK BY RESOURCE
Sthcras the nurniber of hours of actual and Femairing work in this speirt in esch Baard Status Shrors the murmbee of Fours o actusl and remaining wosk assigned 1o sach resource for s
canmgory. sprmt
Whrs
st s
Bk
|
20hrs
Vi .
3 . s o e e
g 1 e s ames e |
%]
e
= Sha Resourcs Names: No Vil
=]
= Ohes e 1 2 3 4 £ & 7 8 98
Net
! m”, s Searmd W Actual Work @ Remaining Work
=
= REMAINING WORK OVER TIME RENUANING TASKS.
E Shows the number of hours of work that have been comgieted and the number of hours left. The list of the cusent sprinfs tasks that aren't marked 100W complete.
& For bt results,update the chart's date range o match the sprind's
= 200hes Taek Summary Mame Resource Names. Board Status. Remaining Work
E 180 hes Mame
= 150hs Analyze Phase Establish process Don In progress ahrs
% 1ons capability
[w] ﬂ:" Analyze Phase Define performance  Dave Inprogress ahrs
s -
objectives
ke
@hes Analtyze Phase Identify variation Adrian Inprogress 4hrs
aans saurces
2ws Analyze Phase Review eiverables  Steve Nextup Bhrs
ohs
FPPELE PP PP PP PP P _{ Analyze Phase Taligate Complete Mot Started Ohrs

**‘a“o‘“o*’e"o*’#"#"-f@f’&f’e #vﬂf

e RTITINg CUMniStive ACTUS WOTK e Femairing Cumulative Work

Projex Academy | MSP Agile Handbook V1.0 |© david geoffrey litten Page | 45



MSP for Scrum, Kanban, and Hybrid Projects Microsoft Project

Task Board Reports - 5

Sprint Status

TASKS PER SPRINT

Shovwes how many Rasks s in aach speint 8% to figure cut

o Rt e mormally comgsheted in & sprint

B
7

[

5
3
2
1
[

v
=
<<
&
— Sprnt Analyse Phase Sprint Spn Control Phase Spring Spant Defies Phase Sprint Sprnt Improve Phase Sprint Sprisit Measire Phase Spvint
-
o WORK PER SPRINT
g st i o i e
B0hes
Sohes

40 hes

Dhes
Hhes
Hhe

Ok

SPANE Aralyie Plase Sprnt SRARE Control Phase Sprnt SRRt Dufne Phase Sprit SRARE Inprowe Phase Sprnt SpARE Meakiure Phase Sprint

mRemainiog Work @ Actual Work

Dashboard Reports - 1

BURNDOWN

160 hrs

Sprint Mo Sprine

SpenE No Spriee

EL]
140 hrs
5
120 hrs —-_-_---—'-—--____—
100 hrs 20
80 hrs
15
60 hrs
40 hrs 10
20hrs
5
Ohrs
26/12/22 09/01/23 23/01/23 0
Remaining Cumulative Work e Remiaining Cumulative Actual Work 26/12/22 09/01/23 23/01/23
e Paseline Remaining Cumulative Work ining Tasks g Tasks Actual Tasks

WORK BURNDOWN TASK BURNDOWN

Shows how much work you have completed and how much you have left, If the remaining

cumulative work line is steeper, then the project may be late. Is your baseline zero? is steeper, then your project may be late.

Shows how many tasks you have completed and how many you have left. If the remaining tasks line
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Microsoft Project

PROJECT OVERVIEW

COST OVERVIEW

% COMPLETE

40%

COST OVERVIEW

COST STATUS
Cast status for top level tasks.

Actual Cost  Remaining Baseline
Cost. Cost
Define Phase £0.00 £000 £0.00
Measure Phase £0.00 £0.00 E0.00
Analyze Phase £0.00 £000 £0.00
Improve Phase £0.00 £0.00 £0.00
Control Phase £0.00 £0.00 £0.00

£0.00

£0.00
£0.00

Dashboard Reports - 2

PROGRESS VERSUS COST

Progress made versus the cost spent over time. IF % Complete line below the cumulative cost

line,your project may be over budget.

0% £1.00
0% £0.80 §
E 30% £0.60
5 ~ £
g ox £0.50
®
W% £0.20
% £0.00
26/12{22 09/01/23 3/01/23
——Cumulative Percent Complete  —— Cumulative Cost
COST STATUS

Cost status for all top-level tasks. Is your baseline zero?
Try setting as baseline

a0

£0.80

E060
Cost Vasiance 040
£0.00 2
£0.00 E0.00 L - L - L

Define Phase  Measure  Analyze Phase  Improve  Control Phase

£0.00 Phase Phase
£0.00 m— Remaining Cost e Achual Cost  —#— Baseline Cost
£0.00

Dashboard Reports - 3

PROJECT OVERVIEW

THU 02/02/23

% COMPLETE

40%

MILESTONES DUE
Milestones that are coming soon.

Tollgate complete Fri 06/01/23
[ Tollgate Complete Thu 12/01/23
[ Tollgate Complete Wed 18/01/23
[ Tollgate Complete Thu 26/01/23
[ Tollgate complete Thu 02/02/23
[ DMAIC Cycle Complete Thu 02/02/23

i,

% COMPLETE
Status for all top-level tasks. To see the status for subtasks, click on the chart and update the
outline level in the Field List.

100% 2%
90%
80% 75%
0%
60%
S0%
0% 38%
30%
20%
10%
0% 0%
0%
Define Phase  Measure  Analyze Phase Improve  Control Phase
Phase Phase
LATE TASKS
Tasks that are past due.
Name Start Finish Duration % Complete  Resource
Names
Tollgate complete Fri 06/01/23 Fri 06/01/23 0 days 50%
Establich a data Wed Wed 11/01/23  1day? 50% Carol
collection plan 11/01/23
~
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wv
=
2
=
o
=
=
o
w
o
=

% Work Complete

40%
Mon 02/01/23- Thu 02/02/23

UPCOMING TASKS

TASKS STARTING SOON

Dashboard Reports - 4

REMAINING TASKS

Status of tasks starting in the next week

Name

Establish a data collection plan
Validate MSA, data collection plan, and SOP
Establish process capability

WORK OVERVIEW

Resource Names

Carol
Steve

Don

Status of remaining tasks that are due this week

100%

Establish a data Validate MSA, data
collection plan collection plan, and
SOP
m % Complete
Start Finish
Wed 11/01/23 Wed 11/01/23
Thu 12/01/23 Thu 12/01/23
Fri 13/01/23 Fri 13/01/23

Dashboard Reports - 5

WO BUBCIWN
Sttt B e iy have

e B e b L T g

P
o
o
N
oA L ens
R g G e Wt
[
S ———
-
-
-
- Wi
o

10
o
Ofisastuis Memees  Asayre  kpmve  Coteol
P Pww bmw P
o W -y Wt s ksl Wort
woRESTATS
s s 314 st 8 i e Bt

Sacton ® Ramaiaing Werk

RESOURCE STATS
S o S1uts o 4 ot eSS

prsiect wary b bt

mentne

e b wart per?

Try seming s pusons

WORK OVERVIEW

N,

e

AEMANSNG AARARLITY
o reming IRy foe o e ressentes

compietnt

Wua eaal  avem

Establish process
capability

Work

8 hrs

8hrs
8 hrs
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