PROJECT MANAGEMENT

Managing Project Phase Checklists






NOWAYIAWIN[el HOME SCREEN (COMPANY FOCUS)

3 GETTING STARTED

™ To begin, access the Facilities Connect
Home Screen

™ |n order to create a Project Phase Checklist,
the project (for which you are creating the
report) must:

a) Have already been created in
Facilities Connect

b) Have a Project Template (Large or
Small) applied.

Note: The Project Template only needs to
be applied once; if it was already applied at
project creation, do not reapply at this
stage
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NOW VIEWING

HOME SCREEN (COMPANY FOCUS)
3 GETTING STARTED

™ | ocate your desired project, contained
within the ‘My Projects’ Phase portlets
(center of Facilities Connect Home Screen)
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8)

Next, update the checklist Name field; copy
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MANAGING PROJECT PHASE CHECKLISTS

BL |

The Project Checklist Items
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To complete the Project Phase Checklist,
perform the following steps for each of the
Project Checklist Items:

14) In the Complete column, use the dropdown
box to select the Completion Status of the
item. The available options are:

* Yes —indicates the specific Project
Checklist Item has been completed
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INOWAVIRWIN[el PROJECT PHASE CHECKLIST FORM

3 PROCESS

18) As you complete the Project Phase
Checklist and prepare for submission,
update the Comment field with a brief
message to your Project Director. In this
message, be sure to include the following:

» Callouts — indicate any key / pertinent
information that the Project Director
should know regarding this phase of
the project; this Comment Box will be
the first thing he/she reviews upon
receipt of your checklist

» Desired Next Project Phase — indicate a
requested next phase for the project.
As not all projects are alike in scope
and/or process, some phases may not
be applicable. Be sure to clearly state
the phase for which you believe the
project should be assigned next

19) To submit your completed Project Phase
Checklist to the Project Director, click on
the Issue button.

The Project Phase Checklist has now been

issued to the Project Director for his/her
review and approval
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3 PROCESS

21) Review the comments and/or revision
request(s) from the Project Director that
he/she has added in the Comment field

22) Based on the feedback, make any
necessary modifications to the Project
Checklist / Checklist Items

Tip: Use the Save and/or Save & Close buttons to
save your progress until your are ready to re-
submit the checklist to your Project Director

23) When you are ready submit the revised
checklist to the Project Director, click on
the Issue button
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