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CWDS SM Procedure 106 – Updating Epics Status in the Schedule Update Report                                                              

 
Audience:  CWDS Service Managers and Scrum Masters 
Frequency:   Every Status Week 
Created:  9/7/2016    
Last Updated: 9/7/2016 

 
After reading this procedure you will be able to use the Schedule Update Sheets and Pivotal Tracker 
to update the status of the Epics in the Project Master Schedule and to add Epics to the Project 
Master Schedule. 

 
 
Prerequisites:  

 Schedule Update Report for your team. 

 Pivotal Tracker 

 CWDS Procedure 101 – Producing the Schedule Update Report 

 Presentation CWDS PMO Tracking Epics in the Project Master Schedule 
 

Part 1. Accessing the Schedule Update Sheet: 

Step Description 

1.  See CWDS SM Procedure 101 – Producting the Schedule Update Report, 
Part 2 for instructions on locating and editing the Schedule Update Sheets. 

 

2.  Locate the Epics that require review on your team’s Schedule Update Sheet. 

Example : 

 

 
 

 
End of Part 1 
 
 

https://osicagov.sharepoint.com/sites/projects/CWS-NS/PMO/_layouts/15/guestaccess.aspx?guestaccesstoken=UUhasJn1mMPE%2fK1tB9FRpNC%2brQLG4KbuKnwwjlD7FsY%3d&docid=2_1719ec15a7f43472ea8c9f89ec3901d0c&rev=1
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Part 2: Locate the Epic Status Information in Pivotal Tracker 
 

Step Description 

1.  In Pivotal Tracker, when viewing your team’s project, open the Analytics page. 

 

 
 

2.  On the Analytics Page, Select the Epics report 
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Step Description 

3.  Select “view report” for a specifc Epic to view that Epic’s status report 

 

 
 

4.  Locate the Epic’s Completion Date and the % Complete.  

 

 
 

5.  Update the Epic information in the Schedule Update Sheet as needed. 

 

Pivotal Tracker Completion Date 

               = Schedule Update Sheet  - Updated Finish (Grey column) 

Pivotal Tracker % Compelete 

               = Schedule Update Sheet - Updated % Complete (Grey Column) 

 

 
  

End of Part 2 
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Part 3: Adding Epics to the Master Schedule. 
 

Step Description 

1.  Epics that are not on the Master Schedule are added through the Schedule 
Update Sheets.  The information needed to add an Epic to the Master 
Schedule is: 

 

Task Name:            Format “Epic” + Epic ID + “-“ + Epic Name 

Epic Start Date:      See instructions below 

Epic Finish Date:    See instructions in Part 2 above 

Epic % Complete:   See instructions in Part 2 above 

 

For Epic PM Administration, the Task Name is: 

Epic ##2853417 - PM Administration 

 

 
 

2.  Epics with active stories - the Start date for Epics is the start date of the 
iteration/Sprint where the first completed story (of the stories assigned to 
the Epic) was accepted. 

 

For Epic Epic ##2250456 - PM Reporting, Story REPORT 8 - Define a 
common method for conducting sprint retrospectives was accepted on 
1/25/16, which was during PMO Sprint 1, which started on 1/13/2016. 

 

So the start date for Epic Epic ##2250456 - PM Reporting is 1/13/2016 

 

See presentation Tracking Epics in the Master Schedule for a overview of 
locating the Epic Start Date. 
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Step Description 

3.  Epics with no active stories - the values for the fields required for the Master 
Schedule will be: 

 

Start Date:             Start Date of the Release the Epic is intended to be                     
completed within 

Completion Date:   The Completion Date of the Release the Epic is 
intended to be completed within 

% Complete:          0%   

 
End of Part 3 
 
End of Procedure 


