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

Audience:
Frequency:
Created:

Last Updated:

CWDS Service Managers and Scrum Masters

Every Status Week
9/7/2016
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:

Part 1. Accessing the Schedule Update Sheet:

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

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.

3382

Example :
CWDS Biweekly Status Updates
PMO Team - Shannon Newby
Week Ending 09/02/2016
Plan Summary | Task Lead | Planned %  |Planned Start]  Planned
uiD Status Task Name Duration | complete Finish
737 LOE_Change Control Operations Yes Cindy 502 days 822 Fri #2115 Tue ¥A17
7378 LOE_Q3 2016 [Jul-Sep| Change Control Execution Mo Cindy 62 days (524 Fri 7E wed X281
500 PMO Epics Yes 231 days [11:)24 Tue 122915 Tue%
9383 Q Epic ##28534717 - P Administration Mo 21days 4 Ivion BE16 Tue 66
9493 Epic ##2717303 - Tools Mo 9l days i1 Fri g6 Tue THHIE
9494 Q Epic ##2372783 - Microsoft Project Scheduling Mo T3 days 95 Mon A6 Tue H231E
9495 Epic ##2372785 - Agile Digital Service Mo 104 days B7% Ivion HX16 Tue 10416
9496 Epic ##23500717 - P Plan Mo 178 days B3z o 222416 Tue 116
9497 Epic ##2250464 - PM Training Mo 209 days 43% Mon 21E Tue 2316
9438 Epic ##2260452 - P Processes and Procedures Mo 188 days BEX Tue Y18 Fri %3018
9433 Epic ##2250450 - Phd Governance Mo 214 days BEZ% Tue 122315 Tue 116
Epic ##2250456 - P4 Reporting Mo 208 days 412 Thu 1716

Tue 1B

End of Part 1
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https://osicagov.sharepoint.com/sites/projects/CWS-NS/PMO/_layouts/15/guestaccess.aspx?guestaccesstoken=UUhasJn1mMPE%2fK1tB9FRpNC%2brQLG4KbuKnwwjlD7FsY%3d&docid=2_1719ec15a7f43472ea8c9f89ec3901d0c&rev=1

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.

# Project Management (Public).-

STORIES AMALYTICS SETTINGS MEMBERS

Project Management Overview

Project Trends Burnup
Velocity and points accepted view report Stories accepted
&3 0 O ES
O Doints /./. stones
=e+ 67 pts velocity ot 0 features
| 0 bug
Jul13 Jul27  Aug10 Aug2d Current 0 chores : Jul 1:
Iteration start date

Story cycle time view report Rejection rate

I8 w 35

0™ N . 0o

2. On the Analytics Page, Select the Epics report

%) Project Management (Public).-
STORIES ANALYTICS SETTINGS MEMBERS

Epics Report

Display options: ® Paints O Stories
Epic Bac"mg Point progress
+ show all completed epics Total Accepted  In-progress Unstarted |

view report

g 2Adm|’nistration 53 78 8 6
Cycle Time
view report
oo 18 13 5
g Microsoft Project Scheduling R CT 124 110 2 5
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Step | Description

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

% Project Management (Public).-

STORIES ANALYTICS SETTINGS MEMBERS

Epics Report

Display options: ® paints O Stories
Epic Bad(l()g Point progress
+ show all completed epics Tota Accepted  In-progress Unstarted |
o ﬁﬁ\dml‘nistra:ion RENEECE 53 28 g 6
Tl view report
.°° : 18 13 5
o Micrpsoft Project Scheduling SR 124 110 2 5

& PM Administration =

Display options: ® Points O Stories

Point progress
Epic progress Tota! Accepted  In-progress Unstarted  Iceboxec  Completion

67% complete

Estimated
Sep 20, 2018

53 28 8 6 11

Epig progress over time

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

Pivotal Tracker Completion Date

= Scherlule Update Sheet - Updated Finish (Grey column)
Pivotal Tracker % Compelete

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

PMO Team - Shannon Newby
Week Ending 08/02/2016

Plan Summan y| Task Lead Planr.led B3 Planned Start Pl_an_ned Updated Updated |Updated 3%
ID | UD | Statws Task Name Duration | complete Finish Start Finish | Complete
6382 73n LOE_Change Control Operations Yes Cindy 502 days 822 Fri #2115 Tue ¥3I17
6383 7ara LOE_03 2076 [ Jul-Sep) Change Control Execution Mo Cindy 62 days 229 Fri 76 Wed 2016
6400 9500 PMO Epics Yes 231days 682% Tue 122915 Tue 1W2%16
6402 9383 [} Epic ##2053417 - P Administration Mo 21daps 24 on HE1E Tue Y6
E403 9493 Epic #H#2717303 - Tools Mo 9ldays TR Fri 7116 Tue THHE

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

CWDS Biweekly Status Updates
PMO Team - Shannen Newby
Week Ending 09/02/2016

Task Lead | Planned

Duration

%
complete

Plan 4

Status

Planned Start|  Planned ¥ jpgated | Updated |Updated %
Finish Start Finish | Complete

D ‘ uD

6382 7371 Cindy 502 days 82% Fri ¥215 Tue ¥3H7

6389 738 LOE_03 2076 [Jul-Sep] Change Contral Execution Cindy B2 days BE% Fri 7Y ‘Wwed X286

6400 9500 PMO Epics 231days 68% Tue 12215 | Tue TH2H16

E403 3483 Epic ##2717308 - Tools §1days 76 Fri HaE Tue 1VIHIE

6404 3434 @ Epic ##2372783 - Microsaft Project Scheduling 113 davs 95% Mo 3716 Tue #2316

¥
N
A {
B402 9383 [} Epic #42863417 - P Administration Mo 2Ndays B9 Ivon 3818 Tue 3816
N
N
N

B410 9382 Epic ##2250456 - PM Reporting 208 days % Thu Y716 Tue WHE

Epic #42863417 - PM Administration I

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
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