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Innotas is highly configurable. The Navigation Toolbar
can be customized to fit your needs. Labels can be

~ | added to the icons via the Reorder Navigation link.
The Projects link takes you to Projects Page

. Use Bookmarks
(top right) to

quickly switch between
pages and projects

-

4 Projects Page

Projects (195)

Misson = Clinical/Service
o | 2017
Misson = Education

© -
Filter the Projects pre sm::::,(,m ivery Date | H
listing by clicking the #  status: +Closed
ellipses ( and # +my Staffing Projects
selecting ‘My Projects’. || *  status: +Proposed
This filters the list for g My Projects
only projects where Main Portfolio
you are the PM or on | ——

Mission = Foundation

the tea il Mission = Research ol

*1 2017 0

In addition to custom filters, the project

list

Projects (6)

\

will filter as you type into the text box

Trainin Y-
Project Name Portfolio  Request... Status Phase Pl Delivery Date  Hea
#Small Engagement Tr... Proposed
#Training Project - Bac... | LITS: UIT Patti Pate Proposed 4/30/2018
Topaz-Elements Training | LITS: UIT Proposed On |
Training Project LITS: UIT Patti Pate Proposed Concept 4/30/2018
Training Project - Patti LITS: UIT Patti Pate Proposed Concept 4/30/2018
Training_Project LITS: UIT Patti Pate Proposed 4/30/2018

J

/ Project Sections

The Details page includes frequently updated data such as: Dates, Weekly & Monthly
status and other critical information. Be sure to update this frequently

The Project Sections menu is |- -

Business Case Fi...
Staffing

Tasks (0)

Project Log (7)
Project-Predeces...
Portfolios (0)
Notes (0)
Attachments (0)
Baselines

Reports
Dashboards

Team

Alerts

Settings

%% Complete - 0.00%
‘Scheduled Hours

Last Modified By Walker, Amy.

Last Modified Date  2/27/2017 9:05 AM

Project Logs include Risks,

Project Project Log (7)

Filter Project Log

D Title 1 Assigned To Status
14808487... A great title Dollar, Grant Open
14808491... Accomplishment Open
14808495... Action Item Dollar, Grant Open
14808506... Change Request Dollar, Grant Transferred
14808525... Decision Dollar, Grant Open
14808528... Issue Dollar, Grant Open
14808532... Lesson Learned Dollar, Grant Transferred

Dashboards are where the Status Reports are maintained for that project

Dashboards

New || Links | | Actions v

Title Description Owner
All Project Logs. Walker, Amy

‘Sponsor Status Report. Use this report. The "Proje... Walker, Amy

If the dashboard you want isn’t listed, click Links to add it

Actions ~
used to manage diffe rent Basic Information » [ Weekly status A
. 1 1484374974 Overal Health ~
aspects of the project ot tames g o e .
Project Manager* |4 Dollar, Grant Scope RYG -
Status* Proposed | | Resourcerve -
Sections Phase ~ | sponsor Attention  What outstanding decisions/ actions are needed from .-
« Schedule From Date*  12/1/2018 E) fendersip] sponsors?
Executive Risk Executive Risk Descrption
Planned Dalivery Date [4/30/2018 £ || | pescription A projectstatu s Yellow o R )
Details Scheduled Finish Date 7/9/2019 Panellow ey B

What have you done to escalate and when?
How long, in weeks, has this project been in an “At
Risk” Yellow” or “Behind Plan” "Red" state?

Upcoming Milestones
Status Message for the
Week

Updated Date

Status Report - Weekly

Accomplishments, Action Items, Change Requests, Decisions and Issues

- ¥ - New | v || Actions v || || &

Addt'l Assigned to | Category | Descripti... | Status Report - Monthly  Status Report - Sponsor

Risk Yes
Accomp... Yes
Action ..
Change .
Decision Yes
Issue Yes
Lesson...

Type Linked | Excel Components
% 6
% B

~

Monthly Status »
Overall RYG -

Key Accomplishments
this Month

Planned for Next
Month

Decisions/Issues

Status Report -

Pro Tip: Project Log links
appear throughout Innotas.
= The most useful Project Log
ve is accessed from within a
project in the Project Section

Note: General
p— Dashboards such as
. PMO Team Update and
Monthly Reports are in
the Dashboard link in
the Navigation toolbay
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4 Tasks Add New, Copy Tasks Actions include * Edit Note: There is no Undo
easily add multiple multiple helpful * Bulk Edit éCtI:EZJ' in '““Or(as-b'usedv - o g
Filters can be tasks as Bulk New items including: *Move ulk Edit to make big ecits | ::
«Delete (or undos). Bulk edit is """'h=" .
lste,t lbas?f' on \Tasks \ |« also used to fill Billing type =™ **"
multiple criteria w
ilter v ew v antt v ions v o " ress A
Exoand, Filt v N Gantt Acti o a\ Click to expand ;- F— =
COFI)Ia se 8 == ==== |t 8 & Qs g Task Details, which Start Date* 12/13/2018 12:20 PM =]
p In... outl... Duration | Start Date includes subtasks Target Date* 1/16/2019 12:20 PM :
Indent/ All Tasks 158.64... 12/3/2018¢ :::::imu - —
Outdent b Selection il et Settings Icon displays which s =
32 b IS 165 days | 12/10/2013 columns are shown and locked Constint Type+ A aan s possie
Create tasks based we v R
. . 12 31 't up project team meetings 0.12days 12/11/2018 Predecessors 10
on four criteria ) — P
13 32 PM Plannina 20 dave 12/13/2018 . . -
(Above, Below, Pro tip: First 3 columns are Active? = .
Dependencies the Gantt Chart ) o
\ column to lock when scrolling stttk ot /

4 Staffing

Similar to Build Team action in Project, resources are Allocated/Added
on the Staffing page based on dates and headcount. A resource can be
generic or a specific person

The List View (recommended) button
displays resources in a compact format

Staffing Note: Changing resources on the
Staffing page impacts all tasks where
that resources is assigned.

Role Resource Memo End Date Headcount . . ..
If a resource is generic, do an addition;

Add Role || Add Resource Actions ¥ Roles Filter Off | v [ ] ‘-‘ @D D ~ B =&

Project M M , Project 12/1/2018 6/30/2019 1.73 . )

o 4 o 1 130/ if specific, do a replacement
ITSMO & Resource, ITSMO 12/4/2018 5/4/2019 0.18

Busi ly & Analyst, Busi 1/14/2019 5/4/2019 0.28

.

\

J

Add Resources from the Staffing Page. Generic The Resource field displays availability The Scheduling tab in the
resources can be filtered. Monthly availability based based on headcount within the task Task Details allows you to
on (allocation) is displayed dates from the Staffing Page add Resources and Roles

Resource: Filter: | Show All - == Filter = |\~ & Details || @4 Scheduling || (2 Notes(0) | R Attachments (0)

Role:  Any Role v | Date: 12/1/2018 ] e E = = = = = ®

v v ¥ ncel
L] [ Ot Tite Role/Resource 1 | Estimated..  Scheduled.. | Actual.. HTC
Resource Role Dec'18 Jan'19 Feb '19 Mal All Tasks .
Business Analyst 8.00 0.00

& Amin, Khushbu Team Member (@) (@] O 1 1 v Concept p— 8.00 8.00

& Analyst, Business Business Analyst (@) o ()] 11 2 Build Business Case

Estimated Hours are defined Actual Hours are populated

by PM and /or template real-time from Timesheets

Warn... Resource Role Memo Start Date End Date Headcount
Amalyst, Business Business Analyst pats 7221201 Scheduled Hours are Hours to Complete (HTC) decrease by
defined per task by PM Actual Hours based on Estimated Hours
Project Start: 12/3/2018  Project Target: 7/22/2019 m m & can be updated on the timesheet by

the user or PM

/ Addlng & Scheduling Resources Resources are scheduled on the Tasks page or via the Scheduled resources cqumh




