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What 6s i n here?

This document is divided in two parts:
1. First section: Stories of work management
2. From chapter one onwards: Teamwork user guide

Over the years we have come to realize that the main objective in adopting new software for work
management is not simply software adoption, but also revising the organization of work. And in
meeting more and more companies, we realized that the main value in the interaction with us was
in consulting about how to structure work organization, more than in learning this or that aspect of
the software.

This can be summarized in a principle:

No serious problem of work management will be solved by just adopting this or that
software

Any real problem will be solved by clarifying what are the intended outcomes and how they can be
reached through action. Software can help in collecting data, motivating users, reminding stuff etc.,
but it is no replacement to clear ideas.

Teamwork is built in such a way to be compatible with the principle above. Hence it is non
intrusive, flexible, and different parts may be used in different ways by different users.

We realized that one of the most valuable things we could give to customers and evaluators is our
experience in modeling different work situations, using Teamwork in different environments. This is
experience that comesfrommor e t han ten yeak smdma genoevn tdd ngo Ifiuwto
whole world (you may check out the customer list on Teamwork site).

Hence in the next section, you wondét find iomstruc
different people in different situations improved their work in various ways, using also Teamwork as
a tool.

If you are just looking for a user guide, you canskipt hi s fst ori esd sedBdgion and
of user guide: how to start .
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|. Stories of work management

I. Introduction

InOpenLabwe 6ve been devel oping Te arogectoandkwork mahagemem s u | t i
software since 2003, and in previous companies,since t he early 900s

Every time we got in a company with our software, we came with plans to show how the software
worked, how to optimize its configuration, how to integrate it with existing applications. But we
always ended up actually doing so in the last day of our visit, if ever.

When we got in we always ended up in meetings after meetings where the topic was not specifics

of Teamwork, but questions of work management, and how to best wirknap ar
management with projects and issues, so that project trees, sets of issues, workflows and so on

could be used in a coherent matter.

And webve | earned a | ot about which mappings worKk

This need for conceptual mappings is teaching something, that is, where is the real value for the
customers, what users need.

We progressively realized that the value of software like Teamwork can be simply in the
introduction of more structuring, more quality in work. This can be much more than actually using
the software i taking it to the extreme, one could simply read this guide, reform practices in the
company and forget about the software J .

And more people and companies we meet, more we appreciate the way we have structured
Teamwork from the very beginning, that is, to be very, very flexible. A group of fashion designers, a
company doing production, a team of software developers, an IT group, hardware engineers, event
organizers, all these have different needs. And some of these groups may be in the same
company, and different models need to co-exist.

Meeting diverse needs made Teamwork evolve so that it has become a more powerful mapping
tool. Though it is extended, it still is an organically integrated tool.

Modeling company needs for organizing work always implies going beyond the scope of a single
application: Teamwork is always used in an applicative context, and so also its openness to
external integrations is something that in our concrete experience has made successful adoptions
possible.

In this section of the guide you find some of ourexper i ences of fimap and struc
by Aboot campsodo i n compani e ¥oqualsodimdahe befinitians of someg we b
concepts related to work management that are not directly linked to software usage.

Some say that all companies need is a to-do list; this is for us just a symptom of scarce experience
in what people do at work, of how complex are the needs of a productive company.

We hope that this guide can be of help in understanding which map best fits your organization.
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ii. Who uses Teamwork?

Well, actually many different kinds of people and companies. Sometimes evaluators ask: is it used
only by software houses? Or only by designers? No: actually software houses are less than 10% of
users, and designers even less. It is a diverse public i that is because of the flexibility of the tool.
Teamwork is used in more than 50 countries. A patrtial list of the customers is on the web site:

http://www.twproject.com/customerList.page

» Customer list
Custo mer |iSt Teamwork fur universities
Teamwork for non-profit
Teamwork is well-known, trusted, and used everyday around the world Teamwork for startups
Customer experience
Use cases

Featured customers
Z) cANONICAL et
N but ...
Canonical, the commercil spansor of Ubuntu
ORACLE f% : Zh
W aw
) Gonert e I
Email
7 Boehringer €3 Leicester
I|"I Ingelheim i City Council u
Pramsssutos), Gemany iz
Zvaltech CORNING
« valtec
Software house, France Technologies, German
A selection of customers by region
Europe U.S.A. and Canada Rest of the world
A&F Informatica, Software house, ftaly ACP American College of Physicians Abacomm, Telecom, Brasil
A.M.F.. Design solutions for fashion, Italy/Hong Kong American Academy of Orthopaedic AGAQ Informética, Brasil
Academica, Financial adviser, Netherlands Surgsons Alliance Industrial Senices, Australia
Actalis, Security solutions on-line, taly Archpartners, Renderings & animations Arfesan. Manufacture brake equipments and
New York, Boston P o
Active Space Technologies, products and senices for = v Y
thermo-mechanical engineering, Portugal Automated Logic. Automation senices Arkhangelsk State Technical University, Russia

Figure 1 AImost 400 companies are using Teamwork in 2010

These are happy customers: Teamwork is in fact most sold because of our customers talk about it
T we don 6 ttradilianal markgting activity.

The companies using Teamwork are quite diverse; but the people that use it share some features:

its people that dondt work alone, and thatinknow t
trivial to understand what is happening, and how to improveit. 1 t 6 s y o u,r. Yoweshauld vee a d e
called fAproject manager 0, but maybe you asdSzaitd t I i
Berkun (http://www.scottberkun.com) poi nt s out , you <could be simpl

aboutt he pr o] eiandtgihg td neakedt evérall successful.

Whether you are building skyscrapers, maintaining tenth-century monasteries, setting up clusters
of servers, writing jQuery code or designing cartoons, there is a core of concepts that work
management shares.

One can do without management and project managers i as long as things are really simple. It is
way of saying that one is doing without any clear authority (maybe gained naturally by the most
experienced T no need of formal appointment). In our experience, lack of any authority and
organizational means leads very quickly to chaos.
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lii. How do | begin project management?

I n AMaking thi ngs (Sbot Bepkenhsiates thahhe asauméeshhatrthe reader is not
stupid, is curious and pragmatic, does not like jargon or big theories, and does not take herself,
software, or management too seriously. Well, we do the same in this guide and in Teamwork.

Still, you may have no or little experience in managing team work. Whatever work you will be
doing, you may have some requirements, and some dates. if you company has no notion of project
/ task / issues, you can start this way: list all the things you are doing in your organization. You
could separate internal work / external work. In the list obtained, group dependant activities: each
group can be called a project, and the people that should work on it are the assignees.

You may noticethat when you are | isting fithing fhingstve we ar
shoul d be coviiah gfdhese dte dtated in the formofc oncr et e acti ons, I
fiwrYade and which are stil]l to be transformed in

into actions, and get rid of the rest. And still among actions there are simple, brief ones, and others
that group many others: you could model the simple ones as issues, and the ones comprising
others as tasks (that is, projects which are child of other projects). This is a start of management.

Often we get asked by people evaluating Teamwork:
How do companies really use Teamwork?

In the following you will find several examples. Here are also some good books where to start
learning about personal and project management.

Some reference books:
This book by Berkun is our main reference:

Making Things Happen
Mastering Project Management

By Scott Berkun, publisher O'Reilly Media, 2008

http://oreilly.com/catalog/9780596517717

From a personal productivity perspective:

Getting things done

By David Allen

http://www.amazon.com/Getting-Things-Done-Stress-Free-
Productivity/dp/0142000280/ref=sr 1 1?ie=UTF8&s=books&qid=1273848829&s
r=8-1

L
-

Darvid Allen

s s

On the Agile/Scrum theme:
Agile Project Management with Scrum

By Ken Schwaber

Agile Project
Management

with Serim http://www.amazon.com/Agile-Project-Management-Microsoft-

Professional/dp/073561993X
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v. Teamwor kdéds phil osophy: a short story

There were once two brothers and a sister, and they were managers at

% three companies.
o \‘—,;' L The first brother was called Micro Manager, and he picked the most
§ ‘ S

complex and integrated management tools, which were entrenched in

éﬁﬂ\_/\/ , the technical staff IDEs and into all their network activity, so that not a

' single line of code could be written without it being carefully logged. Not

an hour could pass without justifying time spent; not a file could be

opened without explaining why. Not a project could be created without designing a 100 leafed

Gantt. And after a week everybody hated the system, and then they hated Micro Manager, and
everybody was unhappy.

The second brotherwas cal |l ed Over Simplify, and he didnot
from to-do lists. And everybody just had to-do lists, and for the first week everybody was happy.

Then many started having long to-do lists, and some started worshipping them, and instead of
working, they were compiling longer and longer personal to-do list. And every list was different

from any other, and nobody knew what, when, how, and why, and everything was in a mess. And

then they hated Over Simplify, and everybody was unhappy.

Their sister was called Reasonable Modesty, and she had minimal goals, had always clear that
what matters is how people work and interact, and that software is always secondary, should be
flexible and not do too much, and not get in the way. She started evaluating Teamwork.
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v. Managing with lists vs. managing with trees

The field of fsoft war

management 6, which sh
more aptly named HAweb
\ management 0 today can
I / by two  basically different
I approaches to management: list
I based, and tree based. There are
I al so ot her approache:
just use a bl-majisa wi k
the way to goo, but I
to be simply a bit too naive.
fimanagi ng wthetchrredti st s o
fashion for web 2.0 applications.
Aproj eenanagements 2.0
supposedly changing the old
tabiila, -ae | 5./ arbor, arbdris | s approach to the problem: based on
the idea of to-do list, with a very
very very simple user interface.
This in contrast with more classical Gantt-based planning.
Teamwork could hardly be more different from the simple-list model, as we disagree on the basic
philosophy: we still think that the good way to model management problems is with the project tree
/ assignment notion (though not necessarily presented through a Gantt graph), and not with to-do
lists. We subscribe the idea that the user interface should be as simple as possible, and that
usability concerns should be at the center of development. But we also believe that usability is not
necessarily synonymous with poverty of features and integrations.
The difference between lists and tree based management may seem misleadingly small: notice
that for example it touches on whether the order of things to be done is just as the order in the list,
or is linked to dates. There are far-reaching consequences of this assumption: it is difficult to
imagine how ordered lists can be the source of a shared organization, instead of being the result of
a shared planning tree of events and dates. These results in completely different applications: a
universal dashboard, Teamwork with dates, projects, and different views for different users. And it
would be a big mistake to think that one
can be somehow transformed in the
other.
You may ask: why canot
G\ fact, both applications do some of both
R - P approaches, but it is a general
s ———=_ philosophical choice that has been
I done: web 2.0 has a minimal modeling
I G\ structure, Teamwork tries to keep it
_ ’ maximal, giving all options to the users.
‘ ‘ If you are familiar with Teamwork,
ifitreeso (projects) do
, lists (issues and to-d 0 6 s ) , but you
G do without the central notion of
l assignment, l'inking fi

il eafsdo (people).
tabilla, -ae | 5/ arbor, arbdris | Teamwork also tries to embrace the
existing IT infrastructure (so it can

become complex to configure), and hence it is not necessarily an online service: nota purely fiwe b
2.0n servSam,e bent wehems .l i sts and trees, the choi
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vi. Deep IT integration

In a recent boot camp in Brazil the company that chose Teamwork explained why they chose it.
They tried using an open source tool i which was too simplistic. Then a most expensive solution i
named like a season, which instead of bringing spring is so convoluted that it brought a post-
atomic winter of complications - dropped. They even tried going back to Microsoft Project i but that
was obviously a dead end.

Their requirements were:

1. Have a solution running on their Linux server / Oracle database combination, so not to have
a further server side technology to maintain

Have direct access to the database

LDAP (in their case, Open LDAP) integration
Supporting HTTPS

Integrating with their Linux file server

Be reasonably priced

N g M DN

Have something web based, capable of modeling their non trivial work flow 7 without the
rigidity of workflow systems

It took their director a month of searches on the web to find Teamwork. They just told us that they

could not believe that there was nothing with their requirements. The first 6 are satisfied by
Teamwor k out of the box. Point 7 was met this wa
creation is done from two task templates (see 14.4 Custom wizards), one for the project initial part,

and the second template for the project main part: this creates a new project from the two

templates, allowing them to edit every single instance for the particularities of that case, and also in

time to update the templates. This is quick and flexible.

So the end result is a low cost and simple solution deeply integrated with their existing IT
infrastructure.
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vii. A critical moment: change and overcoming opposition

Healthy companies, groups which are self-critical tend to periodically reorganize themselves. It is
an opportunity to improve both productivity and quality of work. In these moments, software
surveys are done to select new software for project and more in general work management. It is in
these phases that sometimes Teamwork is chosen. In the choice what most matters is how the

software can fAunobtrusivelyo map t omworkiathis@awbeor gan
great, because of its flexibility, scope, and the wide fit to the IT infrastructure.

But there may be a problem hindering adoption: user resistance to change.

The great writer and marketer Seth Godin writes in his latest book Linchpin® :

i 6Teamworko is the word bosses and coaches and |
sayod o

Now our Teamwork software is not at all built in a way to enforce things. Enforcing behavior on
users is the best way to get them to hack the system. So in Teamwork users can do more or less
all they want, the main goal (and the hardest part) being to get users to use the system.

Linchpin deals extensively with change and resistance. For example, at page 168-1 6 9 : i f tr
airline started using hiddencamer as t o push them to do more, theyo:«

A typical reaction to the announcement of the adoption of Teamwork is that there is some user that

wi || feel it as a tbBwtl tthe Meaintwodl dngPpeasice sce
never found anyone regularly recording worklog who felt is a way of being controlled. It is feels as
something that somehow cer t iPeadpleare giveg ta the compamys wh a f
and they like to testify it. Orderly recording worklog makes you feel good. And a management that

does the effort of introducing tools like Teamwork is likely a management that is more sensitive

than usual to the necessities that improve the quality of work, not the other way around.

Conquering users is a non trivial task, and also a crucial point, as the success of Teamwork is
directly proportional to the amount of user usage.

For the point of view of the application, we did a lot of work to ease usage: a main example is the
introduction of smart and full text smart search 1 finding things easily and fast is something that
users appreciate more and more.

Smarter search and recent object functionality

As usability becomes more and more a crucial feature of applications, helping users with full-text
search and recent object lists may still prove insufficient. You may need to go beyond these
features, by having a way to keep track of fAmost

- guess what you are looking for
- find what you are searching for
L e tséesan example.

In these weeks you are working on items A, B and C of your favorite web application.

Friday, you actually briefly worked on X, Y and Z before going home, as you had these for

guite a while in the bottom of your to-do list. Now, you get back to work on Monday, and

what you have in your Airecent objectso-teti st ?
search. You search for the name of A, which actually hundreds of other objects share, and

which maybe there are far more occurrences than in A, even if nobody has been using

them for quite a while, so they fill results on top of your A. Useless. There is no easy way to

get back to A: something here is not working.

! http://www.amazon.com/Linchpin-Are-Indispensable-Seth-Godin/dp/1591843162
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This is a usability problem; in order to make your application more helpful, you should somehow
keep track of what is being used most often by the users. How to do that? A complete answer is
not trivial: as often happens in usability problems, what looks simple from the point of view of the
user, is actually complex to solve and render. In the end, all complexity should be hidden, but the
solution is not trivial.

H
task1 it: ii2 iz

taskd ]

tazk3

tagha |

Figure 2 Area of focused interest in time.

What is relevant to you is not just stuff that you occasionally visited, but say projects or documents
to which you recently returned to again and again: you need to keep in focus a window of attention.
See it in this way: you want the projects or documents to which you are frequently linking to. You
need a sort of personal page rank.

P . This has been implemented in Teamwork by having on all

ﬁ e def aul t home pages a fAyou most |y
surprisingly smart in providing links to what you are most
- working on.
WP004.02 - Create 3 stunning site This example should reassure you that in Teamwork we are

taking quite seriously the problem of usability i and hence of

CRWD - Crowd funding promaotion ) . .
Iowerlng user adoptlon resistance.

WPO04 - Web publishing 2.0
WP004.03 - First tribe seed

- - Developers in Europe

Other features developed along this line are some game-mechanics features, like the
score and the balloon prizes i that user actually enjoy and find stimulating.
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viii. ~ The problems of estimation

Teamwork is mainly a tool for collecting work data in real time, while the projects are running. It
also provides several tools to estimate work to be done.

All modern methodologies share this belief: scheduling and estimations work when they are
composed of a detailed planning for a limited period of time. Future evolutions are unpredictable: a
little likelihood of getting it wrong on each issue, gives a high likelihood of getting it wrong globally
T evil compound probability is at work here. But that is not all: there is a snowball effect due to

interdependent contributions, so an apparently 1l ocal Aslipo
so when locally all is proceeding fine, the end result is far from what planned.

But some (most?) of the value in scheduling is not in getting the dates right, but is simply in
commitment. The moment of estimation is and always be present and critical in any organization
that is larger than, say, seven people. Because it is also an occasion top meet for people that do
not normally work together.

This is why in Teamwork there are no fAglobal o

do estimations locally: on single assignments, or even more fine grained, issue by issue. And you
can do a combination of these.

To Gantt or not to Gantt

In almost every company where we went for a Teamwork
boot camp, we found something like the Gantt in the picture
hanging on the wall: a tattered piece of paper. An
abandoned, yellowed Gantt print, left there for about two
years.

Reports are useful if read in the narrow time interval of their
validity. And even simply to be able to get at any time a valid
report of the standing activities of a company is a difficult,
non obvious result.

There is nothing Aevil 6 i n Ga isplayisg.datah enty ore IsHould,
realize that it is not a universal solution.

So Teamwork both lets you have project trees which are not Gantts i a task may open, pause and
close inside the time interval in which it is defined, and even lets you generate a Gantt-like view of
several projects together. This cross-project comparison in a unified view is practically impossible
(in Microsoft Projects, insert as subprojects etc.) in file-based project management, it is easily
accessible in Teamwork instead.
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iX. Agile methods, SCRUM and Kanban

"Being Agile" is like "being in love". No guarantee that it
means the same thing to any two teams.

Seen on Twitter from fijasongor mano

Some context: Scrum ( http://en.wikipedia.org/wiki/Scrum_(development) ) is a methodology

for software development (but not only) belonging to the agile family ( http://agilemanifesto.org

), which is a set of methodologies which was a direct response to the dominant project
management paradigm, waterfall, borrows many principles from lean manufacturing and was
formalized when 17 pioneers of the agile methodology in 2001 issued the Agile Manifesto. If

you know even a |ittle about Teamworkoés approac
principles, youdll feel a family resemblance.

Scrum is not just about software development: see A real-life application of Scrum outside IT
http://www.scrumalliance.org/resource download/548 .

rene el Kanban: On Wikipedia:

ot ooy, Pene )
1 c
=g

7 http://en.wikipedia.org/wiki/Kanban

Compared with Scrum:

http://www.infog.com/minibooks/kanban-scrum-minibook

Kanban and Scrum
making the most of both

o fKanban uses a vVvisual control me c h a |
through the various stages of the value stream. Typically, a
whiteboard with sticky notes, or an electronic card wall system, is

InfoQ usedo

When we came back to Teamwork version 4 after reviewing some literature on agile methods, and
in particular re-considering the Scrum perspective, it became progressively clearer that mapping
Scrum ideas to this or that functionality of a software is inevitably a simplification and maybe even
a betrayal of the agile philosophy: as these methodologies concern the way you approach
problems, and have great variations in detail when it comes to each particular case; see

Agile Project Management with Scrum by Ken Schwaber, Microsoft Press
which is filled of examples.

From this perspective, the main point is not and should not be the management software you are
using. Weoé6ll get back to this in the final <consid

Wedre assuming here familiarity with concepts fr
examples are tuned to software development, but the line, if valid, is valid in general.

In our experience success and productivity in work are linked to how you deal with two sides of
work management:

1. Modeling carefully the complexities of your work environment i and here obviously
Teamwork serves you beautifully

2. Bringing this complexity to something easy, light and quickly manageable and updatable by
the single user.

Most of the ideas surrounding fagiled management
process.
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Mapping examples

TS - Test Scrum: 03/05/2010 - 11/06/2010

ideal trend
open issues

remaining hours |

I
[ 3
B

hours - - zissues

Figure 3 Burn down chart with Teamwork

If one does decide to use a management software to manage agile procedures, one should be
careful not to take simplistic decisions.

Consider for example backlog: collecting a backlog is the most basic step; how do you collect the
backlog? It may be say a shared Google document; so from the PM software point of view, your
backlog is a non structured document that the software does not manage. It may be a set of
separate entities, say issues? It may be made of tasks with detailed descriptions and work
estimations; and so on.

In many examples of teaching Scrum we see cards sticking on boards, and some software just use

that idea for the user interface. People seem simply to be missing the fact that a development
project may simply have | ike 800 Acardso. How t he
candét wor ksomethma moredlexidle and powerful than a concrete or digital board. Only

in some cases a board can be used i and now Teamwork has the Kanban board to do just that i

see 4.5 Organize i Kanban,

Stand-up meetings: why is backlogging the subject of management-by-software and meetings
arené6t? This is a typical and mistaken hacker ds
management more on their agenda than on their to-do list, if they have such a thing. And you will

have projects with both kinds of people (and many more).

Why recording the activity on the assigned tasks has to be done by scaling down hours on the
selected items of the bac kdlibspp?onartould retordactivity inthd e mor
Subversion commits? Or in your Twitter feed? Here too, you need an open ended tool, which

collects data from many sources in different ways.

An exampl e: |l etbs see a sampl e preyjubavd acastomer,as si gn
lead developer, and a set of developers, D1, D2, D3; you want to collect the backlog, and basically

your main aim is to let the developers work in quiet conditions and with a stable set of
requirements for a month. Well to model that in Teamwork is no big deal, you can support this

procedure in several ways; for example you may have a root project ROOT, on which everybody is
assigned as fireader 0, and | ead developer as proje
the customerisassi gned as inwor ker o, SO0 she can contrib
inserted as issues on this BACKLOG task.

You then create a new ROOT®6 child task called FIF
constitute its effort to it, and assign D1, D2 and D3 as fdAworker so, so t hey
[

i ssues, but nobody externally wil change the set

On this structure, Teamwork gives you many, many, many tools to go on, work comfortably,
connect this project with others differently structured; it may even be a child of a completely
different structured project. You may structure the BACKLOG task itself as a tree; you may have
several sprints going in parallel; you may have after the spring a workflow of approval, and again
here Teamwork supports you with task as processes. More examples could be made.

Final considerations on Agile
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organize issues
by:

block

HaE #CRWE:
open
Motify "tribe”

" task ¢ assignee ¢ status & severity

add a

block
column -

S— " P = SE——

open open open
Blog post: why money? Draft of first publication Register and present it
(plus blog post)

refresh

You can distribute issues by dragging them in the columns.

critical

Enquire about iPad

high
17E #
Rss
open
test

compatibility
Mhahahahs#

#10%# #WP004. 02 1#15# TEE
e Res

open open
Logo? General image? Integrate Twitter login

Figure 4 Kanban-like issue management

A most important consideration is that particular methodologies, say Scrum, help solving some
class of problems, but will never cover the totality of the working activity of a company, not even
the totality of projects of a company. Actually, the original Scrum texts are written in full
consciousness of this limitation.

So it would be extremely non-agi |l e to have specific softw
another one for the fAotherso. And even the
will fit in the agile metaphors at different levels, and hardly fitinasinglei Scr um sof t
So in the end we realized that the mapping between the methodology and the software (or paper)
requires great flexibility; agility is in the methodology, not in the software. If you want to use a
software, it should be flexible enough to let you map projects, tasks, issues to people and
customers, in infinitely many different ways, but so that all data from the different projects and
methodologies ends up in the same place.

So no, Teamwork is not yet another Scrum tool, it is a management tool that can help also those
that decided to use Scrum for some prodjects, i fot
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X. Public pages

We often got requests from customers and evaluators to give access to some Teamwork data to
someone who does not log in Teamwork; data like status, progress and open issues on a project .
You have two Aclassical o options:

1. set the customer as an assignee and give them access to Teamwork with limited rights (which
from a Project Management perspective is formally the right choice), or

2. you exported the project data in say a PDF and sent it to the customer

Both choices have their disadvantages: the first one, that you are giving access to a system of
which the customer does not know anything about, and the second one is that you have to do the
procedure by hand.

Since Teamwork 4.4. we added a third option:

enable public page for this task

[¥ enable public page for this task public page address http://olpc004/html/project/1

show children tasks details

show open issues

show task costs

show task additional costs

enable "add proposal” funcionality on public page

show assignments details

I [ B A B B

ask keyto access the page

3. public project pages: for any project / task, a public page can be enabled which will be exposed
at Teamwor kdés address, wil/l n tected mferopationr Iteis alwaygto n
automate distribution of information always updated from Teamwork to people that do not access

it.

The pages are available as a URL of the form
[http:/lyour teamwork address]/project/[task id]

Again this e aeasersand thitdlpartieshi antegrating Teamwork with your extended
environment.
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xi. Simplistic cost/benefit evaluations of organizational tools adoption

What are the benefits of adopting Teamwork? Can they be quantified? One may rephrase the

guestiwmatasi §i the exact economical gain given by
Very superficially, this |l ooks Ilike a clear ques
closer look.
What does it mean fdadopting

takes even a cursory look at Teamwork user
guide, one should quickly realize that for a tool
that can integrate at so many different levels with
IT infrastructure, this may mean all sorts of
different things: one may be handling just high
level projects, sharing them on the web, or one
may have integrated it from intranet
authentication and certification forms, following
every little action in the company.

One may be using the exchange function with
Subversion, Google calendars, Twitter and

iPhone agendas, so even the boundaries

between what is done in the company by
Teamwor k and what is done by other applications i
meanings for each adoption process.

But there is an even bigger conceptual mistake that is lingering here, given by the first part of the
guestion, fexact economi cal gai no: i . e. t hat t
implementing software aided organizational procedures, is a purely economical gain that can be
accounted for say is a year after the reorganization. Anybody that has experience in reorganization

and working on quality of work and communication knows that consequences cannot be evaluated

so simplistically, though they can be great, and span an entire work life.

fab)

This said, the benefit that one will have basically depends on the plan and determination of the

leader that is introducing innovation, by her/his culture, open mindedness and experience in the

field and in human relationship, and the respect that she gets from the team; and we believe that in

some cases (not all), Teamwork can be of help for such individuals, more structured help than just

atoodo | i st shared online. But don6ét ask us to fool
probably be very suspicious of \VMemdcoros btyh atoi ;pmrgo nil
Our customer list is partly public, the best way is to ask them, and our guess is that everybody will

give a different answer.
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xii. How Teamwork is made with Teamwork

[ B [0 mblock operator load: insert legenda TW.4.5 - Teamwork 455
tags: festure, 4.5

| 3] M block update teamworks in vm wares TW.A5 -Teamwork 45 =
tags: feature, 4.5

@ M molock W blog post + UG TW 4.5 -Teamwaork 45

ture, 4.5

[~ E [ mblock update tw prices page as: TW.4.5 - Teamwork 455
hitp:/iwww. balsamiq.comiproducts/mockups/deskiop#buyvolume
hitp:Ablog.asmartbear.comiselling-to-large-companies.html
tags: feature, 4.5

T @ [ mbiock map the call-center idea TW.45-Teamwork 452
map level using sub-task
tags: festure, 4.5

7 © [ mblock Write a blog on “Teamwork and work planning TW.A5 -Teamwork 45 =
tags: 4.5

i) M critical tw map: why keeping agenda and todos separate is avery good idea TW.4.5 - Teamwork 452

We are running our business with
Teamwork 1 like many other
companies. What this ambitious
statement says, is that every working
activity in Open Lab is a project / issue
in Teamwork.

The guys developing Teamwork are indeed using Teamwork for managing work. How we do that?
Well, even in our small group, people have different functions and habits. We have two areas,
production and accounting; inside production, there are people with different roles, and
consequently see and use different data, to which the interface adapts seamlessly. We extensively
use the dashboard customization functionalities so that everybody sees what they want.

Teamwork 4 has won the long-standing war with paper in Open Lab. We have to confess that for
some short-lived issues, some of us (including me) were still using post-its and notes on paper as
an integration of issues. But Teamwork 4 won: the Ajax issue multi-editor is just too practical.
There is no more paper on our desks; add Balsamiq mockups for replacing paper interface drafts,
and the coverage is complete.

We cross post issues and bugs, which we get notified thanks to the subscription engine.

Teamwork worklogs are inserted with help from Twitter and Subversion logs, which Teamwork 4
does natively.

- |D|From

|6] subject A section which is widely used is the agenda

(=] Date: Today

integrated with meetings, which as it

&4 ppolsineli@open-iab.com weestyredew  gynchronizes with our e-mail clients, is quite
practical.

Developers meeting

board

memory and performance

Em tinyMce E @

Pietro Polsinelli 0'Hara

Monday 19 04 2010 10:23

invalid CES -> no commit

key lenght problem (tw3) with annotations

annotations for performance

Matteo Rossi
Tuesday 14 10 2008 14:47
[tinyMce updated to release 3.0.2
many new features:
ajax support
fullscreenmode
mce.relativeUrls = true/false

We use boards too, for example to collect notes for our technical meetings. Careful collection of
worklogs allows to monitor costs, and also comparison between releases, cost per team etc. .

Foraut henti cati on, our Teamwor k i s integrated
user-)so, :we have added to
our servers are up and sends e-mail alerts.

t he

We have added some parts to the defaults, such as RSS

reader, user voice reader.

Tournament spring 2010

Team

Chelazzi-Risi

Manet-Bicoccs

Played ~ Wen Lost  Score Of course we also use news, for example to publish
. . . . scores of our table-tennis tournament!
9 [} 3 5]
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xiii. ~ Teamwork and multilinguism

language and date : d Let 6s see a bit in det ai | how \
format Fo— : internationalization issues in Teamwork; actually this set of
D'ECKEYUUFHWE m problems will have to be met by any sufficiently powerful web
pag ber of ) Spanish application.
Futm er oTrows in French
1518 Italian
current skin Polish
Portuguese
Russian B
my photo Slr:'nvenian
Chinese
English d
Thereareseverals enses in which an applicat iloaangmni aggdas db,e os
ii nternationali zedo:

Interface. Labels and messages of the web interface are available in several languages.
Teamwork contains a label editor, where you can create a new language and also modify existing
labels. Teamwork is used in 43 countries, almost all using it in English; actually some project
managers like to have it English as teams are made from people from different countries, so it
encourages communication.

But as usual :-) Teamwork does more: it lets you change labels on the fly in the web interface,
saving them on the database sothaty ou dondét | ose customizations on

Data. Data inserted in the application can
be inserted in any language. We have been

eamwgrknn IR Projects = = careful about the encoding (always a
' )l problem in web applications), so that the

full  spectrum of UTF-8 supported

| B3 & S Zel A2 RF{ER an i HE languages is included, which means also
: _ . : : : “ Greek, Cyrillic, Ar abi c,
general | project tree:n | assighmento | gantto | documents.o | dial X
also assumes that the database on which
(id: G220) codedshort name MRC.01 name* B KRGS Teamwork is running Supports Unicode or

UTF-8 data. THen you have the further
problem that labels and data you have on the interface may need to be channeled on a different
mean, e.g. exported in an Excel file, or in a PDF, and there again you may be plagued by encoding
problems.

Search. (This is often forgotten) Full-text search requires multi-language stemming of contents:
this is from our technical contribution, which is in the context of Hibernate (an object/relational tool)
and Lucene (an indexing engine):

You need to know the language in which a document is written, in order to correctly index it;
once you know the language, you can instantiate say the Snowball analyzer with the
correct language stemmer. To make a practical system, you will need to guess the
documents language from its content. We have found a very simple and effective solution

...

I n order to makeo aalcomntwmen Ade ardalileg from a |
document in another language (say, English), we actually double indexed the content field,
once with the nowball analyzer and once with the simple StopAnalyzer; so that if you are
searching from Germanand you search fATelefunkeno, whi ch
as NTelefunko, wi || find also ATel efunkeno in

See

http://twproject.blogspot.com/2007/11/using-hibernate-search-with-complex.html

and
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http://www.hibernate.org/432.html

So Teamwor kés full taward Actuahysearch in iTeamwork s ghuch gmarter
than that, but this is a topic for another post.

Documentation.Document ati on may be provided in several
is by now in 99% of the web applications, it is provided only in English. We also believe that it will

be the @powe r pplicagian that wid mostty heed dacumentation, and we assume that
she/he can read English.

So how can we evaluate Teamwork w.r.t. all these aspects?

Interface Available in English, German, French, Spanish,
Italian, Portuguese, Chinese, Russian,
Slovenian

Data Data in all languages is supported (UTF-8
supported).

Search Stemming is available for all Lucene analyzers:
Teamwork provides out of the box English,
Spanish, French, German, Portuguese, Italian,
Swedish, Danish, Dutch, Norwegian, Russian,
Finnish, but it is easy to include other Lucene
extensions.
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xiv.  Single and distributed help desks

Often one of the teams adopting Teamwork works as a help desk. There are several functions that
may help this kind of work, and since version 4.5 there is a home page template dedicated to help
desks built in the default setup.

One of Teamwork customers is a USA newspaper chain which has different offices and web sites.
What they did to manage incoming help requests was to create a different project for each help
office, and then used a form on each web site (every office corresponds to a distinct local edition
and distinct web site) whi ch has as t arnga#addrébs witimwa set dulijest scethat
the e-mail gets transformed automatically in an issue on the task. Then the project manager gets
notified of the new issues, and distributes them along workers. You can also set different
automatically receiving e-mail on a per-project level.

Often help tasks are separated inlevels,s ome ar e handl ed at a Afirst
up to a second level: Teamwork keeps track of issue levels and of the passage from an assignee
to another, and so models

Last but not least, the home page dedicated to the help desk is particularly simple to use i focused
at inserting new issues:

Lorem ipsum dolor sit smet, consectetur
adipiscing elit.

TS - Test Scrum =| System Manager £ System Manager =

status I:‘ open

description™ Aenesn interdum molestie purus, sed

sollicitudin felis imperdiet in. Donec it amet

ante ut una interdum fermentum quis at

tortor. Mauris dictum quam sed felis tempor et TS - Test Scrum = System Manager@ System Manager@
placerst justo posuere. Aenean ut ipsum ac

ipsum volutpat tempor. Praesent orare cursus

sapien sit amet pellentesque.

Marbi Iobertis, nisi nec aliquet pellentesque,
enim elit aliguam dui, eget depibus neque mi

id arcu. Donecin deolor enim, eu dapibus T5-Test Scrum = System Manager% System Managsr%
tags: & sapien. Praesent tempor posuere placerat.
Duis eu |acinia turpis.
severi block e
g _ e -D Pellentesque ut lorem ligula, TS - Test Scrum System Manager% System Manager@
to be
requester closed i) -D Mauris vitae sem quam, scinterdum sugue. TS-Test Scrum = System Manager =l System Manager 2

by

save
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xv.What Teamwork does not do and never will
3. Itis not an accounting tool

4. ltisnotamind-mapping or Ascenari oo tool

5, 1t candét ma rfadgpth 30D orpnore j e c t

6. 1t candét manage a project with 5000 nodes

7.1t candét compute critical paths in Pert charts
8. It candt synch perfectly with Microsoft Projec
9. You canbtzecuwdhttomiasi ¢ | ogic of projects

10. It is hostile to micro-management

11.1 t d o ece usérs to do this or that

This |ist is meant to save you ti me: if you donodt
Also if you have a specific application in mind which is not work management, better to search a
specific tool ratherthanAif or ci ngo Teamwor k in a non natwural dir

* See section 3.10.1 MS Project for details.

xvi.  Thank you for reading these adoption stories

Thank you for reading these adoption stories. We hope they will help you organizing work and
creating your fAmapo from wor Kapbagkct i ces to Teamwo

If you have one story to tell, write us at info@twproject.com. It may help others too.
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1. Begin of user guide: how to start

To start using Teamwork there is no better way than trying the software by installing it or by using
the online demo.

Downloads are here:

http://www.twproject.com/download.page

The demos are here:

http://www.twproject.com/onlinedemo.page

If you did one of these already, s o youél | already have some Al i ve
reading this guide is a good idea.

1.1 Basics

Teamwork is a really powerful environment with lots of features; hence one of our greatest
challenges is to create a clear, easy to use and even pretty user interface.

1.1.1 Login

Teamwork welcomes you with the login page:

' teamwork

WORK MANAGEMENT SOFTWARE

help and links sign'in " Teamwork

% You are about to enter in Teamwork, a work and project management

application. login name*

Ifyou need information about the application, see the site password ‘
www.twproject.com.

To download the user guide: www.twproject. com/documentation.page.

How to map your work practice on T k: twproject.com.
See the F.AQ.: www.twproject.com/fag.page.

To ask for help: www.twproject. com/contacts.page.

Suggest a new feature, improvement, integration: feedback twproject.com.

version 4.4 (build 14820) lic. to "silvia"

The firsttime youloginus e fAadministrat or ¢yowshduld seearpasswordpasa s s wo r
soon as possible.

In case of the very first login, the page appears with an additional field, @Al anguage and da
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sign'in Teamwork

login name* administrator

password

language and date format:
English  |v|

Help! | have settings different from all those available! Don't womy: you can
customize settings in detail afterwards. The default password is empty.

proceed

forgot my password

This sets some default localization factors like date format and currency; one can set more refined
options once inside the application (in the admin / internationalization section, which will be
presented in later chapters:

language and date format English j

friday is working day v

saturday is working day r

sunday is working day r

currency format ##%,#%0.00&

default date display format EEEE, MMM dd vyvy
default date format dd/ MM/ vyyy

default hour farmat HH : mm

default timestamp format MM/dd/yvyyy-HH:mm: 53

), and also different users can choose different user interface languages in their options. The links
on the left of the login page point to Teamwork support sites:

help and links

You are about to enter in Teamwaork, a work and project management
& application.

If you need information about the application, see the site www twproject com.
To download the user guide: www twproject. com/documentation page.

How to map your work practice on Teamwork (Q&A forum):
answers twproject.com.

See the FAQ: www.twproject.comfag.page.

To ask for help: www.twproject.com/contacts.page.
Suggest a new feature, improvement, integration: feedback twproject com.

version 4.3 (build 17300) lic. to 'dev"”
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Below, if you have forgotten your password you canresetit, cl i ck on Aforgot my p
may reset it:

Password recovery

This simple procedure will help you to recover your password.

your login name* [LJ get your password

Maybe | remember it

a new password and a link for resetting it will be sent to your e-mail.

After the first login from a browser that has cookies enabled (the default for all fmhon anciento
browsers), you will log in automatically. If you log off by hand, the cookie will be removed.

1.1.2 Teamwork header

Every page is headed byé Teamwor k 6 ssfdnmiatdagesando k, t
some pop-ups, but it is almost always true):

S score
ﬁ teamwork n home projects timesheets agenda issues resources docsdlools admin  help @ »402
-t

customize this page || set as my home intreduction ) | pm | | supervisor || wiki | [ getsThingsDone boards. .

We use here some de-facto standards for web sites:

1) Teamwork logo ERMXAr always bring you to your home page

home projects timesheets agenda issues resources docs&tools admin  help

2) The top menu is always the
same. It highlights the section in which you are

3) Search IP @ is always available. It searches text everywhere. Teamwork
supports also refined searches for each entity, as tasks, resources or issues. Specific
searches will be explained in the following. T
some secret shortcutsé ( sol ution in following chapters)

4) Your buddy: ﬂ clicking this opens a menu of shortcuts leading to your | e-mail, phone..

login data

personal data editor and options: there you can also change the buddy icon.
Incrementing Teamwork usage you may gain points and a set of balloon

i options
| logoff
send a sticky

i search

prizeS: register license

i system check

| about

5) Back button E brings you to the last visited page. It is different from the
browser &6 bwhhki sb ug et noenr, arloluys 0f di ann gneesbTeaan@rkis c at i on

usually robust to the brovw_@préferdbla.ck button, bu

6) Last visited pages E allows to jump-back to last 10 visited pages, and also to pick saved
links
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score

7) Your badge: S s always visible. It shows your fiT e a mw o r k 6(anownyoa usdge in
the last 30 days): higher score, better user J ! Really high scores will get you a prize.

Then there is the bar below the menu which is context sensitive; here are some examples:

in the home page:

[ customize this page | | (Rirst Stat) | Introduction | [ Help Desk | [ Get things done | [ Project Manager | [ Supervisor | | [ boards.._ |

when editing a task:

| task people.. | [ create... | | copy/move | | | workgroup... | |iE:E:IJE!E: on task: 0/0 | go s || more_._ | | IE

when in timesheets:

| agenda | | | time counter | Cworklogweek ' | check worklog... | | | priority of assignments | [ operator load |
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1.2 Home page

Once logged in, Teamwork shows the current user home page. Teamwork has several built-in
home pages, customizable for different user needs.

Setup creates some hopefully useful sample i d a s h b dhatrreflectocommon use cases, we 6 | |
seethemindetali n t he foll owing; but after the very fir:
home, to guide the user in the first fAexperiments

1.3 First steps

The first page the firsty upsiecrk ewiol,l wsheiec hwijlulstb es ea

for the following; all such data can be further customized afterwards, according to your needs:

()
ﬁ teamwork

nn harme

C S pia introduction | [ prm

0" please pick the main activity of yourteam

By picking the main activity of your team, hasic types will be created fitting vour needs. You may change it any time.

4“7 Design studio
’

i

3 Software \ N Research group
A s

Inthis case first project types will Inthis case first project types will Inthis case first project types will

be say"development’, "support’,
issue types will be "bug" ete

be say"long term rasearch’,
"short term research’ etc., issue
types will he "lab test’, "research
litterature" etc. .

be say "profotyping’, "design” etc.,
issue types will be "layout",
"contents” etc. .

Production

Inthis case first project types will
be say "estimation”, "production”,
issue types will be "defect’,
“complaint’ etc

Support service

Inthis case first project trpes will
be say"internal”, "support’, issue
types will be "request level 1,
“request level 2" etc

None of these

Tearnwark may still it your needs:
itwill create some default entries
which you can changefintegrate
Idelete any time

After that, the first steps page will appear:

[
ﬁ teamwork

home Projects
(< v] '

introduction | [ pr i || getsThingsDone

. Irst actions

Here we present links to pages which you can visit for creating first things in Teamwaork

9 firstactions completed

Mo actions completed yet.

g create a new project create project
— Show me all possible actions!

Help! There is something | don't understand

By following such steps, one can easily perform some basic, sample actions: try them; you can
always delete the sample data created.

+ Be careful in inserting sample data not to insert new areas and roles, as this kind of data is highly interconnected
and very hard to remove afterwards.

http://www.twproject.com - Teamwork is © 2001-2012 Open Lab Page 34 of 226




introduction || pm

first actions A first actions completed

Here we present links to pages which you can visit for creating firstthings in Tearnwork. Actions done:

- create & new project (create project)
- assign yourself to project - - Make user guide readabie upside down (add me to this task)

[ a register a new user hew person Progress in first tests: -

Shiwe e all possisle actions!

Help! There is something | don't understand...

1.3.1 What Teamwork can do: introduction

This is a special home page designed to answer first user questions and give quick access to first
operations. This is what the first user will see:

D

admin  hel
aamin ey @
introduction | pm | [ supen

introducing Teamwork

Welcome to Teamwork: this is an introductory page with links. You will probably use other pages as dashboards after you played around a bit (see the "pick your home page” section below). Switch to another language

o' projects and business processes USEers as resources

Projects are Teamwork's entry points. Once created  Actions: Users in Teamwork are people working on projects.  Actions
and assigned, Teamwork will start working for the © create project They can log in and insert data. O new person
team. © search for a projecttask © new company
It will be handy if for every user you insert its e-mail
Each project can be structured as ataskiree, which © create PDL process © edit my own data | edit my options
will allow break-down of planned waork. O import from Microsoft @ Project/ Basecamp @ You can also collect under "resources™ addresses, © import users from LDAP
phone numbers, e-mail etc. . Users and companies
Projectsftasks visited recently: IG-AUG03 - August in Teamwork are generally called resources. Resources seen recently: Alan Pencil
2009 issue, IG-SEP0Y - International Geographic -
September 2009, IG-JUL0Y - International
Geographic - July 2009

J
' '

‘ work planned, assigned, done personal and shared agenda and meetings

In Teamwork you plan and distribute work with assignments, that ~ Actions Teamwork provides a shared agenda across the team, working as a © this week's appointments
Is, the association of a task with someone performing it O search ataskto assign personal and group calendar server.
O weekly imesheet © create an appointment
Once you created assignments, Teamwork is really running: you ~ © see my assignments There is also a meeting module, handling meeting discussion points and © create a meeting
can plan and insert hours in timesheets, use subscriptions to get committees
notifications, and much more © see user load| see worklog analysis © calendars (iCal format)
O see my planned work You can synchronize Teamwork's agenda with Microsoft Qutiook's,
Entourage, Google calendar and ICalendar clients and vice-versa. . © discuss using shared boards
Work recorded: 01:00. )
J
o : 8 &
1sste tracking andto-do's pick’your home page/dashboard
Teamwork gives you the flexibility of an issue tracking tool, pilus all the © addissue /todo pm Whatto manage and when seeit- setas home
advanteges of issues organically integrated with projects. O yourissuesr . R
supervisor What projects should be done, what people is doing. see it- setas home
To-do can become issues, issues can become task Issues can easily be bulk @ bulkissue management wiki Create your company's wiki in Teamwark seeit- setas home
moved from one task to another - s
J getsThingsDone  Tools to getthings done seeit- setas home

.

&
- configure Teamwork >

Teamwork is most powerful when integrated with your services. There's much more you can do with Teamwork: see the © integrate projects and documents

More in depth you configure it, more Teamwork will do for you : web site hitp:/www.twproject.com. O create a company news

go to configuration page . Ahost of links is on Teamwork's help page: help. © record and import worklog from external sources
Subversion commits - Twitter posts

.

This page is almost only a collection of links and is not intended to be an operative one: it will help
during the testing phase. We intentionally put a lot of links here, to express the breadth of
Teamwork.

All main Teamwork features are covered, or better hinted, starting from tasks, resources, work
logging, issues,to-d o 6 s, agenda.

What about the highlighted big number below? Wel | , the higher this is
you are using! You can increase this number by extending you configuration, detailed in the
following.
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1.3.2 Most used page: Get Things Done

In order to have an idea about how Teamwork can hel p organizing wor kos
operative page. Thei Get t hings doned page is designed for i
for their activities.

s £

P | search

teamworknn home projects timesheets agenda issues resources docs&lools admin  help g =
-t

customize this page introduction || pm | [ supenisor || wiki | FgetsThingsDone: boards..

T 0 T ;
:::J tuesday 13 january 2009 &9 my assignments .

T ]
tomorrow (Wednesday 14 January 2009) z
18:00-20:00 gotogym &7 B sDs - SDS typographic 0 412 041033009 10000 47:23 0%
J - 1G-JULD3-01 - Contenis 0 14 01/06/2009 97 5212 0%
‘timesheet - day B 7P - by first project 0 00 190212009 27 0:00 0%
J DORO01 - Dorito 0 ers 27/04/2009 T3 35:31 0%
4 Tuesday, Jan 13 2009 (today) b J 1G-AUGO0Y - August 2009 issue 0 0/ 03102008 overdue (68) 15:01 0%
T S TN M 7 | | | S aunoo-ine 200 oonzas 0w o
DORO1L... = _ | 1e-sEP09.01 - Contents 0 00 02/09/2009 163 0:00 0%
Pietro meeting 2:00 1%
J IG-SEP09.01 - International Geographic - September 2009.1 0 o0 02/09/2009 163 0:00 0%
DORO1... J
work lunch with march issue workgroup 2:15 g [E3] -
g fef -2l Y f - 202
soRo1! you mostly visited my issues (score: 202)
" . -
— = - - task o] descption | doneby |
- write here work log action - - contact mr. Smith in crder fo have press pass for latest event
= 1G-JULOA - International Geagraphic -
worklog daily total 5:30 (- 2:30) July 2009 - [T
What ws | doing this day: IG-JULOS - Intematicnal Geographic- July 2009, 1G-JUL0SD1 - 1G-JULD8-01 - Contents - Darken image backgrounds 09/02/2008
?;r;‘t‘enr:s‘ Task force meeting, MFF - My first project. What did | tweet this day: apparently MFP - My first project issues closed:30 open issues'S issues crested: 124

1G-AUGO9 - August 2009 issue J

1G-JULDY-04 - Legal =
s to do ﬂi'_'. R' ": requirements P —
1G-JULDY-03 - Print s

4 Mo worklog for yesterday =

N T N R T | | (G-UN09 - une 2009 issue Happy new year
call Mary for unch [x] 1G-JUL08-01.2 - Collect and check .
— advertisements December 2008: online users +24%
fix layout of page 23 [=]
mest Rater for Adabs 3] a resources
todo's text International Geographic
J J

You see at first glance your agenda, your tasks, whaty ou ar e wor ki ng ndrs 0() i my oa
wor k | og (At i medodoseyeurissdes,yau)mostysed enti ties, compan

N %
| P A trick: If you find that your home page is a bit
'I'T'I}" asmgnments too slow, you have a lot of data in Teamwork,
and you dondét care seeing o
I show not active assignments ™ show assignments for n worklog done on the home page, open the
W speed-up this list by not computing issues and worklogs parameters partﬁo f Amy assignments

sel ect -uppeed

On the bottom part there is a time-bar where your will see the current time (blue vertical line),
appointments (green blocks) and milestones (diamonds, if any).

Most of the fboxesdhave additional features accessible by clicking on the filter ﬁ buttons.

For details about each fboxo( a k a p o r 10/4 @drtletsos. e e i
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1.3.3 For the project manager 1 Project manager page

has been

page

teamwork

nn home | proj

a ome introduction | BER | sup

09:30-11:00 Meet for JULDS

18:00-2000 goto gym o7

tomorrow (Tuesday 27 January 2009)

01:00-01:00 test orarin

08:30-11:00 Wit for JULDS

J

i 5 ")
timesheet - day B

4 Monday, Jan 26 2009 (today) »

T

1G-$EPDD 0 1/Intemational Geographic - September 2000.1 - John “on Meumann assigned as *Pht

Fixed buy 324 on forum z:00 (%)
Zome other activity 6:00 \z\
- write here work log action -

Wworkiog dally total 8:00 (00000

Withatwas | doing this day: - - test tatale da stima, DORD - Darite, John Won Meumann, acoa walls.
Wihat did | tweet this day: apparently nothing

J
- —
», my current responsabilities

Project manager
Can manage the project and its descendants onwhich shehe has been assighed.

Worker
Canwork (e.g. insertworklog, manage issues and documents) on the project and its
descendants on which sherhe has been assigned

Scrum Master
The ScrumMaster is a facilitator for the team and product owner

Area manager
Has complete control on the area.

Product owner
It's the 'pig". Is the Product's owner. Can manage the product backlog

desi gl@M)aeetdso f i t

B corot - Dorit

1| 50z - S0s+typoaraphics

B 16-0uL08-01 - Contents

| Ry - Receiing warkiogs

| 13-A0508 - August 2009 issue 3

J 1G-JUNDS - June 2008 issue
|| 15-5EP08.07 - Contents

| 16-5EF08.01 - International Geographic - Septermber 20091 0 00

project

admin  help

0 a8 2310472010 g 48
0 514 DB03/2009 29 59:23 0%
0 w4 01/06/2000 88 5212 0%
0 oo 270172009 1 000 0%
0 o 031072008 ”"Er??“g'i 1501 0%
0 oo 220772009 125 300 0%
0 oo 021072009 155 000 0%

02/09/2009 155 800 o

manage

my assignments
IS 1 N = S
0%

g task

"= you mostly visited g activity 30 working days

- - testtotale da stima

DOROT - Dorito

MFP - by first project

SDS - SDS+ypographics
IG-AUGDS - August 2009 issue 3

‘k‘} ISEUE

crea il falder?
Darken image hackgrounds

a resources

John Van Meamann
Braceno Baldo
Mothing Sees

==
I T T TR RN

1 ? Johnon Meumann= 14:47 292
2 S Bracco Baldo® 11:55

3 Alan Pencile 12/01/2009 16:19 2

4. E Andy WhirkE= 08/01/2009 10:45 1

J

10:04:2008
Happy new year

December 2008: online users +24%,

™™ COMpany news

You can choose your preferred page and set it as default with the

button.

You can eventually add or remove portlets, but for a beginner it& wiser to wait a bit, and get to
know Teamwork; if you remove a crucial portlet just for testing, you may lose sight of relevant data.
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1.3.4 For the supervisor and the stakeholders i Supervisor page

B

monday 07 june 2010

o a-aaa

activity 30 working days ich

o projects summary o L
Mo svers e ——el L T e
tomorrow (Tuesday 08 June 2010} FST - First sample task 07/06/2010
Mo events SAMPLE - A second sample 0 11/06/2010 _ 0%

0 07/06/2010 1

= you mostly visited

L] peson | astioon [ R ]

company news

’ 07/06/2010
! ! Sistem Hanager= o 16 L Teamwaork running en your server
J SAMPLE - A second sample
FST - First sample task Mow you can manage work with a powerful tool
a-aaa See Teamwork's web site
This page contains in particular the fAproject
of opens that are almost done or so should be.
I f you c¢click on the filter, youdll get the fi
warning if due by ES error if due by E:L | filter by type DES DESIGH | show subtasks [T showcosts [ | == to filter
But donét be mislead: these ready portlets do
be able to do

1.3.5 For the help desk: Help Desk page

task®
FS5T Firat sample task b

Uh uh

B 3 DoDeﬂ Lefs chedk whether the

description® HE\DMPEQEWIS
A desperate request of
help in opening s beer
can - o help us!
Now | have to run to the
toilet and the door is
blocked. . Help me help

tags %

wh e n outtaskdilters (sde aection 25 &@arcm/ eegortiagh.

add issue /todo ““my inserted issues
mm“

FST - First sample task [=) System Manager =]

SAMPLE - A second sample =) Alberto Da Giussana 5

SAMPLE - A second sample =) System Manager[Z]  Alberto Da Giussano |

FST- F\rstsamp\etask@ System Manager@ Alberto Da Giussano =]

This is a page with simplified functionality: it basically lets you simply create new issues, which
then the project managers may distribute to operators if needed, raise to a second level help etc. .

http://www.twproject.com - Teamwork is © 2001-2012 Open Lab

Page 38 of 226

u

ter

us



2. Users as resources Q

2.1 Introduction

Teamwork helps organize work of groups of people: we usually refer to people as fApr eci ou
resour cwel,0éfir esour ceso.

Using Teamwork you can add and then manage every resource involved in your projects. You can
decide to use resource management lightly or in depth by specifying less or more data. If you
decide to use it in depth, Teamwork will also keep your contact list, or better your organizational
¢ h a r brganigramfi me (vedwill see this in detail in the following).

Basically a resource is def i neau wanytheiréssurcenta bee and
operating in Teamwork, you have at least to define a login name (and a password).

Letdbs see how to create a nhew rdesource by using t

2.2 Editing

In order to create a resource you must have permission to do so, so to keep it easy for the moment
webhssume that you are a super powered Aadministra

the firesourceso button on the bar
ew personod and finew companyo

By clicking

on
important buttons for now, i n

$ teamwork home projects timesheets agenda issues resources docs&lools admin  help g
=

new person | | new company department types | [ resource classification tree boards...

Why two buttons? Because Teamwork manages both users and companies, and because these
two entities are similar but omodanndoetntacctali,n fToaam
| ogin, and a user canmhobutohbtoahncanfidepBasmeghedod

my colleagues Teamwork’s users J companies J people J cuslomﬁ\terJ

let 6s start by creating a new user: press the fAne

resourcesl...

general | securitylogin

courtesy title name Jon surname® Arbeiter

code/short name resource of 7 area devj

personal details location work
address city
[ o = e
telephone 00445566778839 fax
mobile e-mail
url
employee
tags &% note
manager A
hiring date i

hourly cost 2 z20.008

total working hours per day ©7:30 ™
cost center g

job description

"parson” not yet savad, back reset.| snapshot print save

The form allows specifying all main data for a person as name (or first name), surname (or last
name), e-mail addresses etc. that are common in a basic directory management. If you think this is

http://www.twproject.com - Teamwork is © 2001-2012 Open Lab Page 39 of 226




enough just press save and your first resource will be created. Only the surname field is
mandatory.

The code field is not mandatory and it is not unique.

¢+ Each mandatory field is prefixed by *. You cannot save a form without filling each mandatory field, in case you try to
do so, the field will be enhanced as shown: =™ | 'and the action stopped.

Let s now e xwvitimdata mseréed:f or m

workgroup. . open issues boards. ..

resources! International Geographic/  Erik Sunk

general | securitylogin documents | assignments:o | classification

(id: 100} courtesy tite  Mr name Erik surname* Sunk
code/short name ES "esource of |International Geographic ﬂg }ea Production -
personal details S location work
wark 1o[% address 37 Columbus Circle city Hew Tork
m tate NY Z nation usn
private T e
elephone 212 222 333 444 fa 212 222 333 444
mabile email esunk@igeo.com i
url
employee
I‘nanager Graham Greene =] I
SRR 08/01/2001 [[7] hourly cost » 20
costcenter  gp1.002 Transfer hd
Jobdescription production manager

created by John Amélia Von Neumann on 20/08/2007-10:14:42 area Production last modified by John Von Neumann on 08/01/2009-08:34:07 delete back reset veard LMJ save
Notice the three highlighted areas:
1) resource of International Geographic '@ area t h | s means t h at ﬁ Er | k S un
Al nternational Geographicdo company. This is ho
atree.

Later we willhave alookf r om t he Al nternat ioevikm| Geogr aphi cc

work 1

EINNED

: 1) :
2) P * Teamwork can record more than one personal data. In this box

you will see the list of locations. From the list you can remove an entry by clicking the =
button, or you can sort the entries by using * ' buttons. The order is relevant in the sense
t hat t he def anailistthe first foundifetahiegéhe personal data list.

M= o
by specifying the manager you
will keep track ofr esour ces 6 hi erarchy

3) manager Graham Greene
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tags: ke

manager -
hiring date [

hourly cost 2 0.00€

total working hours per day &0 7:30 -

cost center -

job description

AiTotal working hour s vaue,rs itdvdl gefermins thedoad of thepuser t a n t
w.r.t. to task and issues assigned.

You can print or get a vCard file (vCard is a standard format for contact exchange) of your
resource.

ltés probably easy to gueisesl dishe Nwearciengondfy tthhes ¢
allows setting your resourcedsecurity environment. For the moment we are setting up a simple
mono-ar ea environment. To extend Teadl@Becurityd security

A last note before moving to the security/login view, about the tab set: when you are creating a
resource, only some tabs are active:

resources/...

general | securitylogin

1) Creating

R#2# resources/ Alberto Da Giussano &

general | securitylogin | options | subscriptions | documents | assignments:z

2) Editing

Notice the R#2# which is a resource unique code that allows to link to it from any text in Teamwork
(more on this in 13.5 Internal links).

The other tabs will be active once saved. In the following we will examine all tabs except
Adocumenfia®siagument 0 that wil/ be treat9®acuriem t hei
and section 3.3 Assignment).

23 Teamwor k6 operator

If you define a login name and a password, t he generic resource dneécomes
then can login and operate in Teamwork. You may assign resources to projects and issues even if
they dondédt have a |1 ogin.

Letds show the fAsecurity/logino tab:
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resources! International Geographic/  Erik Sunk ~

general securityllogin options subscriptions documents assignments:o classification
. . The user rights in Teamwork are determined by the global roles (those that you here select), and by the assignments the user

login name ssunk hidden 0 has on projects and tasks, which give:

assword sssssssssane retype password | eeesssssssss - privileges “locally” on the task where the user is assigned
P tyoe p - on all the tasks below

administratar enabled (op.id 102) - on all depending objects like issues and documents.

I Get more information

Operational (Production)

':‘ Setclassification (Production) owner: (id: 14) John Yon Neumann

I”] Area manager (Production)
':‘ Supervisor (Production)

created by Jehn Amélis Von Meumann on 20/08/2007-10:14:42 area Production last medified by John Von Neumann on 08/01/2009-10:35:29 delete back reset veard print save

Login name must be unique.

A user can be hidden (administrators only can see it) and/or disabled (cannot login anymore).
When a user is disabled all data inserted or related to the user is preserved. You can re-enable
disabled users when needed.

In the highlighted box above youo.calhncthiheskti nate
modegd®u shoul d c he okevdiyQupee yoa dreiate; thi s @ role created by default

during installation, that provides the minimal set of permissions required to operate comfortably; or

you could even more roughly s enhd byase segurityuin ¢he as
beginning.

Youcandefine as many gl obal roles as you need but if
deep, see chapter 12 Security.

If you have a special security policy regarding password length or expiration times, see 16.6.1
Teamwork security. If you want to use your LDAP/ Active directory to import/authenticate user see
16.7 LDAP/Active Directory.

% Passwords are not recoverable from the database, so there is no way to recover a forgotten password; eventually,
just reset it.

¢ Disabled users are not counted in the license total; so if you have 10 active users and 50 disabled ones (e.g.:
temporary employees for specific projects than do not currently work with you), you only need a 10 user license.

¢ When you are creating a new resource (actually this works for every important entity) the button bar reports the
current status of the object:

person” not yet saved back reset print save

"person" notyet saved.

¢ When the object is already saved the status appears slightly different by reporting creation and last change dates:

created by Walter Scott on 25/05/2006-18:56:18 area Froduction last modified by John Von Neumenn on 07/01/2008-18:20:18 delete ‘ back ‘ reset ‘ veard ‘ print | save ‘

created by Super 0'Admin on 020 1220068-16:26:58 area Production  last modified by Bracee Baldo on 200015

MSProject d
e-mail, phone.. .
¢ How do | access my own profile????

login data

options

Just click on the buddy icon, a menu will appear:

assignments I

logoff
& - W0220M0 ¢
! send a sticky

. to myself

register license | E—
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y operator can cust cand appearalice.a mwetr &9 bawhaviaorl c
i ns

R#1# resources/ System Manager =

general | securitylogin | options | subscriptions | documents | assignments:i
pick buddyicon | joe j
=

language and
date format

current value

English |

pickyourhome [~ e - j
page

number of rows

in lists

current skin cyan j your preferred color

Browse_ |

my photo

I getitfrom gravatar

Every user can customize her/his Teamwork experience by picking a uddtyd i c on
language, her default home page, T e a mw o, defablt caldk of motes from myself, etc.

, i nt e

Some of this data is relevant for Teamworké s ma n a guel nve willt meet it again later, e.g. the
one highlighted.

+ If you are surprised that there are both English and American as language options, this is because in addition to the
interface language with this you set the default format for dates, which are different in these two countries.

The meaning of nex»@t wtidhd fbsubcdcerairpetri dnast er when we
but for the moment, just remember that Teamwork has an event based subscription engine, so you
can be subscribed to listen to a specificevent. For exampl e, if you are Asub

mail, and the task gets closed, you get a notification e-mail. In this tab all your subscriptions are
listed.
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general | securitylogin | options | subscriptions | ¢

FST - First sample task
11

F3T - First sample task

F3T - First sample task
13

F3T - First sample task

s
M2

14

You can also remove subscriptions by clicking on the = button, and al | of them wit
subscriptionso button

2.4 Company/Department

Company/Department are both resources and in Teamwork there is no substantial difference
between them.

You can create a company with many departments and each department can contain as many
resources (yes, resources that can be persons or companies or departments); by structuring your
company you get your organigram and some other nice features, like workgroups, that will be
described in the following.

Take a look at a company with data fulfilled:

—
ﬁ teamwork

workgroup. .. open i 5 boards...

nn home projects fimesheets agenda issues resources docsdools admin  help @B

-

resources/ International Geographic~

general | documents | assignments:o [ classification

name* International Geographic type Company ¥ add

codef/short name  IG resource of ~ area Production -

personal details O 1| location main

[%| | address 2 wall street city New York

state NY zip nation UsSE

telephone 212 222 333 555 fax 212 222 333 668

mobile email

url www.internationalgeographics.com

manager Aaron O'Hara v@ The International Geographic Society (IGS), headgquartered in New York in the United States,
cost center 001 Master center ad is one of the largest non-profit scientific and educational institutions in the world. Its
interests include geography, archaeology and natural science, the promotion of environmental
Iob description "to increase and diffuse and historical conservation, and the study of world culture and history. The International
geographic knowledge™ Geographic Society’s characteristic logo is a orange portrait rectangular frame, which

identifiably appears on the margins surrounding the front covers of their magazines.

connected resources

& joumaists 212 222 44433333 &
S prerE = s.chelazi@liberoit
a Armando Testa & =
a John Von Neumann & = rbicchierai@open-lab.com
The form is similar to the fApersonodo one, what 1is

that contains both persons and departments.

http://www.twproject.com - Teamwork is © 2001-2012 Open Lab Page 44 of 226




An easy way to move across the tree is to use the top navigation bar by fstopping the mouse ono

or clicking E3:

resources/ International Geographic/  Journalists~
Andy Whirl
Check Spell

general documents assignments:o classification

name* Journalists Graham Greene

You can also move trasversally in the tree by using .

resources! International Geographic/ Journalists~

Albert Einstein

general

documents assignments:o

Armando Testa
name* Journalists Erik Sunk

John Von Neumann
codelshort name
System Manager

Window contractor

Inl i

The navigation bar is present whenever the entity is a tree (resources or tasks)
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2.5 Search/reporting

I n order to retrieve resources just click on the

@ teamwork

new person | | new company department types || resource classification tree boards...

Teamwork’s users J companies J people J custom ﬁ\terJ print

3 objects found; page 1 of 1 page size 50 ¥

S—— score
R - | 35

ﬂn home projects timesheets agenda issues resources docsétools admin  help @@
l

ed.[codelshotnamess|  names | felephonefax | mobielemal | | ®del]
e i ST default aeinstein@emczer = g.urlqq g £
3 Graham Greene & =l o *
3] System Manager & HEowllo| o )
3 Check Spell = om0 B
2/ ES Erik Sunk = waork 212222333444 [ work esunk@igeo.com = 0 gl 1 *
Eh work 212222333444 0
By default you will see your <coll eagues, but ther
userso, fAcompanieso and fipeopl eo.
o B Not e n o u g h ?tonPfiltezds st ol cguest mor e ower
custom filter | 9 9 P
resource list
. people . companies = al ™ rootistandalone
name/surname/e-mail §
job description %
company -

This filter lets you compose refined search conditions i click search to get it going

search
Each field is wused in | ogical AND with the other
checktheradi o fipeopled you will find only people (not
case means exactby FfAmyfaotl eagugspreset filter s

the form so you can use them as a guide for composing your own.

Results are usually paged, and you can flip pages by using the paging bar:

%

114 objects found; 4 page 2 of 3> page size .50
Page size can be changed, just click in the field and type a number.

Custom filters are powerful also because teamwork supports Query By Example (QBE) and allows
you to store your filters in order to quick repeat complex searches. For more details about filtering
and QBE s e d3.2cChstom filters and QBEO .

: This page, like most Teamwork's list pages, allows printing and exporting to
Excel  print  Eyxcel. The print button will print only the resources shown.
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3. Projects and tasks -

3.1 Introduction

Projects or tasks? There is no difference in Teamwork. Teamwork lets you break down every
project/task in an arbitrary (but reasonably sized J ) sub-tree of sub-tasks/projects.

We could use the convention of defining fprojectoto be a top-leveltask (t he r oot ) and si
the others, but i n tdkd sf a@rhaalpdse tepends onvaowl ybu loolksata fit a
tree, and tasks could become projects and vice-versa.

What is the simplest task? In Teamwork a task is simply defined by its name. Of course if you want
the task to be useful you have to specify a starting date, duration, and at least a resource that will
work/manage/supervise it i in project management terms, a resource assign to the task.

So name, timing and assignments are the main properties of a Teamwork task.

Try it out by creating your first project.

3.2 Editing

In order to create a task you must have permission to do so, to keep things easy we assume that
you are an fadnfAreaimanbgera tao créate prejects too; by delegation, project
managers need just to be assigned on a root task, in order to be able to create the entire project
tree. More on this later.

By clicking on the

A ojectsodo on
you will also have a

r he menu,dndhr yol
ailable the

p
v create projecto

t
i

_create project | (Rreate process | [ create scrum | | [ my assignments | | [ testypes | | tesk groups

my open project ‘ m‘ my overdue task | next milestones | forthcoming starts | forthcoming ends | recently closed tasks | more._. custom filter | print ‘ export excel |

7 objects found; page 1 of 1 page size . 20 %

>/ [DOR01] [Dorito] - u 0 0% 06/10/2008 2012/2009 ' *

%] £n4 na nana AR 1 n am Acmmennn acmnnnnn w

There are several ways to create new tasks, as these cover also business processes and Scrum

(an Agilemet hodol ogy) . We will |l ater examine these ref
the simplest way (when you want to go more in depth see chapter 15 fAdvanced business process

and 11 Agile / SCRUMO).

The easiest way to create auttasokn.i sL ettod sp rpersess sficirte,
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projects/...

general | projecttree | assignment | gantt | documents subscriptions | dependencies public page / area

codel/short name name* type add
tags: <& status active stat  08/06/2010 [ " is milestone
days deduce end
relevance end 08/06/2010 [ 7 is milestone
progress by workleg [ milestones

workl.estimated: Od. 0:00

| No milestones defined.
worklog done:  0d. 0:00 SB[

Taskd general data summarizes its main properties

1) Code/short name: this is usually the mnemonic name of the project/task. If your projects
are related to external systems (such as an accounting systems) you can use that code.
Code is not strictly required to be unique, but having a unique code may be useful for
example for referring it by e-mail (see /5.4 Manage by e-mailg.

When you are creating sub-tasks the code is proposed automatically by default as code.1,
code.2 and so on, but if you change the proposed code with code.a or code.l Teamwork will
try to guess the following codes with code.b code.c or code.ll and code.lll.

¢+ Progressive number guessing is used widely in Teamwork.

¢+ If you change a task code, and the task already has children, the children (and descendants) codes will not be
updated, as this may not be what is expected, and Teamwork has no way to tell.

¢ Teamwork can generate unique codes fromtasktypes: i f you select a type, didnodét typ
options in configuration:

generate codes ‘yes §v| no Generate task codes as a progressive number based on the type
no

" " back | admin | sawve
inelude year in code

t  You can set codes to be unique, and it can be a quite comfortable choice. To set this, go to admin -> default for

. ~ use unigue codes v
projectsand enabl e fAus . S

2) Name: it is the common/descriptive name of the task. It is mandatory and it is not required

unique.
¢+ Each mandatory field is prefixed by *. You cannot save a form without filling each mandatory field, in case you try to
do it the field will be enhanced as follows: ™™ | " and the action is stopped.
3) Type: is a rough classification of atbecommbhnl fipt

types. You can add how many types you need by pressing the = button (if you have the
permission). Are you wonderingwh at At empl at ed0 means? Teamwor k
whole project tree with many options, so it is very easy to create a project skeleton as

template. But actually any task canbeus e d as A {whymet?),and deused for

fgener at i ng@Gee @tlCGopy/mbva préjestsd.

¢ Task types can also be a base for generating task codes: see above and 16.5.4 Project defaults

4) Tags: Si mi |l arly to the Or eissoulrecrees wsaesde ,t ditalgasssi fy
them. Tags can be used to filter tasks when searching.

5) Status: Ta s k @tus management in Teamwork differs slightly from other project

managements of t war e in the sense that Teamwork i s n
explicit, task status and task dates are not necessarily related. In Teamwork it is legal to
have an affkperid etr the task end date: we believe

and practical with respect to closing a task automatically on the end date: the latter may
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have been fixed a lot of time before, and much may have changed in the meantime. Of
course task status must obey some rules related to dependencies (see 3.8 Dependencies)
business processes (see 3.13 Diary0), or status flow, but generally with Teamwork you
have more flexibility than with traditional project management software.

If you are changing the task status, a popup will invite you to insert a reason for the change:

status - completed help

reason for status change

project blueprint sent

It is not mandatory to fill it. Every change is recorded on the task logs and the event is sent
to the notification engine (see 3.4 Subscription).

6) Start/duration/end: as stated before, task timing is one of most relevant information about
tasks. Start, end and duration are always consistent; this means that if you specify start and
duration the end is computed, or if you specify start and end, duration is computed. Note
t hat duration is computcowdhsideniwngkiiong day$ Sa
Fridays) and your companyé6és calendar (in ordet
16.5.3 Holidays).

If you are changing dates for an existing task, a popup will propose to insert a reason for
the change:

reason for date change

we are in late for laziness

it is not mandatory to fill it. Every change will be recorded on the task logs and the event is
sent to the notification engine (see 3.4 Subscriptiond.

7) Milestone: in Teamwork a milestone always matches the start or the end of a task. This
because usually a milestone is related to a delivery or a phase kick-off. Of course setting a
milestone changes the behavior of the start/duration/end triplet; for instance if you set start
and end as milestones, duration is disabled.

That és all with dates? Not exactly, there are
constraints. For instance when a project has children: in this case the parent task duration
must be equal or greater than its children duration, and start must be the minimal date.

Parent (12 days)

Child (5 days)

Child (6 days)
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Parent (10 days)

Child (5 days)

Child (6 days)

In this case if you try to shrink the duration of the parent, Teamwork automatically sets the
minimum duration as compatible with that of the children.

8) Another case is when there are dependencies between tasks: in this case a following task
cannot start before the end of preceding one (see 3.8 Dependencies).

Task a

Task b

Task a —I

A 4

Task b

in case of dependencies, when you change dates/duration you may cause the propagation

of date changes from children to parent along the whole tree.

I f your tree in Apinnedd by one or mor eyouni | est
get an error message feedback:

Feedback on schedule change attempt

stat  0e/10/2008 [JfE
days 1000 G help --Parenttask endis milestone - cannot move it from 30/12/2009 to 05/11/2012

end 06/09/2012 [

9) Progress: is the percentage of completeness. Teamwork usually does not perform any
computation on this number; for instance if your parent task is composed by two children
that are both 40% done, that does not mean that the parent itself should be 40%. You are
free to insert any (valid) percentage.
We believe that the PM can assign a significant value to progressonlyby bei ng #Afeel.
driven ratherthant hat fAmat hemat i cal | yanuskthe staéisticsboOtb cour s
get a é better feeling J .

There is one case only when Teamwork computes

worklog?o . I n this case progress is compute&8®@ as es
Assignment) divided by effective work done.

If you set the option in configuration (admin -> default project role names):
progress 100% v no Set progress to 100% when closing a task.

progress will be set to 100% when the task is closed, if progress by worklog is not active.

R wrklogois a single record of work report. We will often use this term in the following.
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10) Relevance: is how important you feel this project is for you/your company. No computation,
no constraints.

11) Description/deliverables: use them for describing projects and delivery. No constraint on
content except size.

#  Types can be used as key property to activate custom forms or wizards. See fiL4 Plugins, custom fields/formsoto
explore this powerful feature.

L e t &esa lopkato a saved project form:

projects! My first project~

general | projecttreezs | assignments documents.o 1 subscriptions | dependencies:o 0g security

(id: 6792) codel/shortname - name™ My first project type ¥ add

— status active ¥ help stat 06/10/2008 is milestone deliverables
days E 319 help
relevance 0 end 30/12/2009 [ [7] is milestona

nroaress %14 by warkinn [ milestones
06/10/2008 (036 My first project
see plan 30/12/2009 (o%) My first project

orkl.estimated: 157d. 2:00
orklog done:  35d 2:00

E work done/estimated time elapsed descendant task closed/total

[ —] 22% 21% 8%
| e— t /all i losed block losed
=1 = eam/all users issues close ock issues close
— 24% 67% 50%
[E——]
1 dditional project management data
—— |
— rojectComplexity

——— S T Y

created by Bracoo Baldo on 23/12/2008-18:19:14 area Production last modified by John Von Neumann on 09/01/2009-15:58:40 delete J print/export report J snapshot J save

First box contains data about worklog estimated and done. Worklogs are related to assignments
(see .3 Assignmentd. From here you can also access to the task plan.

The milestones box contains the milestones | i
t ask. Every milestone is always associated to

The tree box will show the project bird-view.

st,

Statistics box summarizes every figure relevant for the task; data in this box will give youtheif eel ©

of the real progress of the task.

Additional data are shown in the last box. Teamwork supports custom forms; if some of these are
filled you will see them here, as links (see 14 Plugins, custom fields/forms).

The | ast information avail ablseummartyheb atrads:k edi

I 12 2009 |01 2010 ﬁ

In this bar you will see the task dates scope, eventually the milestones (the diamonds), progress
(the yellow part), and today (the blue bar).

By comparing progress and today you can see immediately if you are in late or not, just by looking
whether the blue line is on green or yellow: in our example we are a little in late, one week more or
|l ess, because the progress wedve done does not

T#SAMPLE# projects/ A second sample :\loetu;e tm tl‘::IShtO;) tparttofhtgertaes “ e;j Iﬁi)&qogv;ﬁ;

general | projecttree:o | assignment:1 | gantto | documents:o | diary Saved ta_Sk haS: T#SAMPLE# ThIS COde aIIOWS
you to link to this task editor from every other
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editor in Teamwor k. For example, if on any (other
fields you write such code, this will turn into a link. In this way you can cross link any task to any
other, and more i see below.

Cross linking supports links between: tasks (T#CODE#), issues (I#CODE #),
resources (R#CODE #), agenda events (E#CODE #), agenda meetings
(M#CODE #), (B#ID#) boards, wherethe val ue of ACODEO i s
editors.

general war

Actually the text in the text area supports also HTTP links, images and smileys: you can get a
description like this one:

This task iz linked to this T#23% one.
Also see the web site http://patapage.com

Thi=s make=s us happy 3 OK?

with several active links.

I n order to create child (eéo0bbothen) tasks just

)
N : teamworknn home projects i

task people.. | [Create. copy/mave workgroup. ..
add child task |
add brother task |

|
projects! My fir (

general | profi add assignment ldocuments:o

But if you want to create a 36olasgtreeeditotor,ree structur
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Hints - task scheduling: start, duration, end
Teamwork supports several strategies for setting dates and durations on tasks. It is a non trivial

matter; here we explain how it is modeled in Teamwork.

By duration of a task is meant duration in working days. Whether Saturdays and Sundays are
working days is set in global settings (see 16.5.1 Internationalization).

To set general holidays, go to 16.5.3 Holidays (you must be administrator).

The duration of a task is considered the reference setting, and a task end is completely determined
by start and duration. The duration of a task which has children cannot be shorter than the
computed duration of all descendants. Hence the leaf tasks determine the least scheduling of the
entire tree, which overall may be wider. In case of dependencies, the "leftmost" tasks determine
the start dates of the tree, from that level upwards. Leaf and "leftmost" tasks of dependencies can
be thought of as "leading" tasks with respect to setting scheduling, as it is intuitively.

When start and/or end dates should prevail on duration, they should be set as milestones. Before
any change of dates or duration is set on a task, a complete verification of the effects of such
change is done, navigating the task tree and all dependencies; in case the modification is not
possible, as it would alter a milestone or violate a security setting, an alert is shown (as we
previously seen).

Scenario. What is currently known are just the durations of the tasks.

Solution. Proceed by setting only durations: Teamwork will propose "today" as start date for the
first task: its fine. Any time you can set the real time on the leading tasks, all other tasks scheduling
will adapt automatically.

Scenario. The task end date must not be changed.
Solution. Set such date as milestone. No automated changes will reset such date.

Question. Why the start or duration or end of a task is read only?

Solution. Start is read only if the task has dependencies. Duration is read only if the task has
children or both start and end are milestones. End is read only if the task has children or there are
tasks which depend on the current one.

Question. | want to set start and end by hand but darn duration keeps resetting end!
Solution. Empty the duration field before setting end.

Question. | move the start of a task which has descendants, but it has no effects.
Solution. You should move the start of all the "leftmost" children of such task.
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Some remarks on task status change

Status change is a critical point of project evolution; hence they are carefully monitored and
consequences exactly defined. Status change behavior is connected to the task tree and eventual
dependencies. Status changes are distinct subscribable events on task.

Possible task statuses are:

undefined - active - suspended - done- failed.

In the picture, project statuses: in black "standard" transitions, in red "non-standard" ones.
Standard transitions

undefined -> active

all children become active, if they have no dependencies.

active -> suspended

all active children and their active descendants become suspended.

suspended -> active

sets to active all children and their descendants that have no inhibiting dependencies.
active -> done

may activate dependent tasks, both suspended and undefined. If there is a child not done, the
interface alerts before proceeding, and if ok will set to done all descendants.

active -> failed

mark all not done descendants as failed.
Non-standard transitions

active -> undefined

all descendants become undefined.
done -> active

all those that have dependencies must be set to suspended.
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failed -> active
nothing happens: child statuses must be reset by hand.

All other combinations are got by composition.

Removing tasks
What happens if | need to remove a project from Teamwork?

Usually removing complex objects such tasks or resources can have several consequences; most
Teamwor kd obj e cebch otleer (&resburce is assigned @n a task with a role, a task is
part of a tree, there is worklog already inserted, there are other users listening for events and much
bject Teanrgabr k

mor eé), so before deleting an o
situation.

Letds try to delete a root task.

projects! International Geographic - July 2009/ Contents~

general | projecttreea | assignment2 | gantt2 | documentsz | diaryy | subscriptions | ¢ 2 | coste | agroups [ logs [ securit

(id- 2647) code/shortname  IG-JULOS-01 name* Contents type
delete preview of 'Contents (id:2647)': take care !

Collection reference: children 3 these will be moved to parent or root or deleted

Collect and check

adverlisements (id:2648) © unlink ©  moveto parent & delete branch
Collect periodics (id:2649) ) ynlink ' move to parent ' delete branch
null (id:6829) © unlink ©  moveto parent & delete branch
every item @ unlink ©  move to parent | ) delete branch

| Task dependency” has 2 references (in field [task, depends]) to this object which will be lost.
| Task classification association” has 1 references (in field task]) to this object which will be lost.
[Em— ! Assignment” has 3 references (in field [task]) to this object which will be lost,

— ' Teamwoark forum entry” has 1 references (in field [task]) to this object which will be lost
 e—] ! lssue” has 4 references (in field [task]) to this object which will be lost.
! Teamwork document™ has 2 references (in field [task]) to this object which will be lost.
! Task schedule history” has 6 references (in field ltaskl! to this object which will be lost

reset | delete and proceed |

created by Super O'Admin on 20/04/2007-17:49:33 area Production last modified by John Von Neumann on 12/01/2009-09:25:24

detete | PrNGEXpart T

port | snapshot | save |

In this case Teamwork will tell you that this task has 4 direct children, and you have to choose what

to do with them. You can:

1. unlink: t his means that children
2. moveto parent:t a shildrenwi | | become <chi
one level)

wi || be
|l dren of

3. delete branch: this means that deletion will propagate to the descendants

You can select the radio to appl

t asko

y you action t

The highlighted area reports the object linked that will be lost while removing the task. If you are
not worried by the message J you can select one option and try to remove the task definitively by

L. delete and proceed
clicking on —P|.

There are some cases where del etd @ nr enfagyr efnaci é s,
objects, references which cannot be removed by default; when this happens, the deletion preview

pops-up again with the error message.

¢ Every time you delete a main object (task, resource, issue, agenda event etc.), Teamwork will show the deletion

preview.
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3.3 Assignment

Once a task is created we have to assign one or more person working on it.

Assignments in Teamwork are very important: when you assign a resource you will also implicitly

define security settings of t he t as k. I n fact every assi gon memat i
gives permissions to the assignee (see 15 Security for a complete overview). Permissions are, by

default, propagated to descendants, so if you are PM on the root you have PM permissions
everywhere, but if you are assigned on a child you can act on the child, not on the parent. This

makes Teamwork security very fine-grained, without the stress of managing permissions
separately.

The easiest way to do this is to click the fAtask

K/

[ add someone to this ta

add a project manager )

I new person name* My first project

You can choose to add yourself on the task, add
clicking on fiadd med you get:

general | projecttree:o | assignment+ | gantto | documents:o || diary o) | subscriptions | dependencies:o | costs | logs | public page / area
assignee® * [ only my staff role® (dew) Worker -
estimated work hours: .

Elss“':“']mem.1t3w riorit
load from estimation ¥ priority E ¥
loadfiomissues [ 0:00 total load: 0:00 :

w -
see plan hourly cost cost center

This is the assignment editor page. Here you can choose a resource, and the role played in this
task; both are mandatory.

+  Some basic roles are created during the setup, but you can define new ones from the administration page in the
security area (see 12.3 Roles).

The resource chosen is the assignee.

+  You can also create resources directly here: just type name and surname and save the assignment.

http://www.twproject.com - Teamwork is © 2001-2012 Open Lab Page 56 of 226




























































































































































































































































































































































































































































































































