Minnesota Department of Transportation TEAM MEMBER USER GUIDE

MnDOT Team Member User Guide

Contents
1. What is TEAM MEMDEI? ... ittt ettt ettt e b et e be e s ebe e e s be e e sme e e smeeesbeeenneeennnees 2
2. LoggIiNg INtO TEAM IMEMIDET ...cciiiiieeee e e e e st e e e e e et tr e e e e e e e brteeeeeeensaeeeas 2
3. Team Member Task Pane.......co ittt et b e e e b e s b e e 3
I T =T o T o V- PSP 4
4.2 FIltering Tasks DY PrOJECT ..ceeiiiiiieee ettt e e e e e e e e e aae e e e e e s eanbaee e e e e eaneeeeas 4
4.2 Filtering Projects DY StatUsS......cccuuiiiiiiiiiiiiie ettt e e e e e e s are e e e e e s abe e e e e e e easaeaeas 5
I U oo 4 o=l o =4 TSP UPPRNE 6
5.1 Entering an ACtUAl STart DAt......ccciiiiciiiiiie ettt e et e e e e et ar e e e e e e e e e e e e e e arrreeas 6
5.2 Entering an Actual FINiSh DAte .....ccciiiuiiiiiie ittt e e e e e s e e sabre e e e e e e e aeaeeeas 7
5.3 ENtEriNG Partial PrOZreSS . cccii i iiiiiieeeiccitt ettt e et e e e e st e e e e e et e e e e e e e s abtaeeeeeesasbaeeeeeesnnsseeeas 8

TS innese epastment e,
iggf? '7It'ra ngppo”fttati:)ﬂ

1 7/17/2013



Minnesota Department of Transportation TEAM MEMBER USER GUIDE

1. What is Team Member?
P6 Team Member Web is a status reporting application, which enables you to communicate status on
your work quickly and efficiently.

From P6 Team Member Web, you can:

e View all activities (or tasks) currently assigned to you.

e Update your tasks to communicate your status.

e Communicate with your project manager or other team members through e-mail.

e View the tasks that must be completed before you can begin work on your task and tasks that
are dependent on you finishing your task.

2. Logging Into Team Member
If you are on the MnDOT network, you may log into P6 Team Member with Internet Explorer at either of
the following hyperlinks:

http://10.68.135.144:7003/p6tmweb

http://tmp:7003/p6tmweb

If you need to get task information or update status away from the MnDOT network, you may request
Citrix access through the MnDOT Webportal to P6 Team Member. Contact your SSC representative with
this request.
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2. FILTERS

1. TASK BOX
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3. Team Member Task Pane
The Task Pane is your main work area. Use this area to view your assigned tasks. When you select a task

in the tasks pane, all panels on the right will display information for the task. Only tasks that have been
ASSIGNED TO YOU will be accessible in Team Member.

There are four main areas in the Task Pane.

1. Task Box: Basic information for each task. Use this place to indicate whether a task has started
and/or completed. Tasks are listed in order of Early Finish date.

2. Filters: Drop down menus that allow you to filter your tasks by project and/or status.

3. Progress Panel: Use this panel to communicate actual dates, percent complete, and remaining
duration for the selected task.

4. Related Tasks Panel: This panel displays predecessor and successor tasks. Predecessor tasks are
required to start or finish before the selected task has started or finished; successor tasks are

required to start or finish after the selected task has started or finished. These relationships are
set by your project manager in P6.

/= P6 Team Member Web - Windows Internet Explorer MEE|
b E nttps ftmp: =l #2) x| [E g £
¢ Favorites ‘ G

[=] P6 Team Member web | | i - B - 0 o= - Page - Safety - Tooks - (-

ORACLE’ P6 Team Member Welcome Christopher Thomas ~ Preferences  Help  Logout

1070 - CATEGORICAL EXCLUSION DETERMINA...
0% | Project SP2102-58 Started:  Aug-08-2012
WBS:  Environmental..Categorical E. Finish By: Apr-23-2013

Start By:

3. PROGRESS
Finish By:

1080 - PRELIMINARY GEOMETRIC LAYOUT | . PANEL
‘ Project SP 2102-58 Started:  Aug-18-2012 | % o

WBS: Road Plans...Preliminary Layout Finish By. Apr-25-2013

RD:

1150 - PROJECT DESIGN MEMORANDUM

PR Froject:  SF 2102-58 Starl By,  Apr23-2013 ~ Related Tasks
WBS:  Road Flans. Design MernaiDl Finish By: Apr-26-2013
Predecessors (1)
1003 - PROJECT SC... Started:  Nov-23-2011
1032 - DISTRICT LAND SURVEYS Christopher Thomas B Finished: Nov-15-2012 4. RELATED
Project SP 210258 Started:  Feb-02-2011
WBS:  Road Plans.. District Land Su. Finish By: May-03-2013 Successors {1) TASKS
% 1250 - ROAD PLAN StartBy:  Juk30-2013
1210 - TITLE ORDER 4 AChf‘slﬂhefThﬂmﬂ ﬂ Finish By: Oct-25-2013 PANEL
Project SP 210258 Starled:  Feb-17-2013 -
WBS:  Right of Way._Titles Finish By: May-07-2013 —
= e \/ = —— G =
A couple of notes: EMAIL

e [f you click on the envelope icons in either the Task Box or Related Tasks panels, an email will
automatically generated in Microsoft Outlook with the activity information. For Related Tasks
that email will also populate the “send to” field with the Owner of the related activity.

e A “Task” in P6 Team Member is the same as an “Activity” in P6 Client and P6 Web.

e Any scheduled dates shown in P6 Team Member are based on the EARLY DATES. Late dates are
not shown in Team Member, but will be available in schedule reporting.
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4, Filtering
4.1 Filtering Tasks by Project

You can show tasks for a single project...

ember Web - Windows Internet Explorer

: &
7 Favorites \{5

[=] 6 Team Member Web | |

ORACLE' P6 Team Member

F ‘tasksin [SP 2102-58

§d thatare acive

All projects
Control Schedule Team Member Demo
P& Implementation Project

Welcome Christopher Thomas

=l #2)[x [ [ oing 2|~

3 - B - 0 o - Page- Safety - Tooks - (@~

Preferences  Help  Logout

Started.
Finish By:

SP2103-37

8P 7607-29

10801 5P 8402-17

‘ Project!  spg408-44
WBS: —TevawrTamS=Y TayoT

Started: Ay -2012
Finish B -25-2013

.

—

1150 -
Pl Froject SP2102-58
WRS Road Plans Nesion Memo/M

multiple projects...

StartBy:  Apr-23-2013
Finish Ry Anr-26-2013

1070 - CATEGORICAL EXCLUSION —
DETERMINATION (CATEX)

Started. _UQ-UB-ZIHZ

Finish By: Apr-23-2013 =

%

0 T

er Web - Windows Internet Explorer MEE
e Ehtm tmeb/ j *3 || X | Bing B
77 Favorites \{5
[S] 76 Team Member Web | | % - B - 7 e - Page~ Safety Todls- (@
ORACLE P6 Team Member ome opher Tho Preference e g
3| tasksin 3 Projects & thatare jictive sks found
All projects
Control Schedule Team Member Demo - -
1070 " AINA... 1070 - CATEGORICAL EXCLUSION —
N P Implementation Project
o% ) Praieet 0 ! Started oY 2 DETERMINATION (CATEX)
/. wes §P2102-58 Finish By:
¥ SP2103.37 Started Aug-08-2012
P 7607-29
1080 SP 8402-17 Finish By: Apr-23-2013
Project]  spg408-44 Started: Ay -2012
WBS: —regarrram —m Finish Bygff-25-2013 %,
RD a | bonr =
e _
1150 - P
Pl Project SP2102-58 StartBy:  Apr-23-2013
WBS: Road Plans...Design Memo/D. Finish Bv. Apr-26-2013

or all projects.

dows Internet Explorer | _|&] x|
IE http:/, /p&tmweb/ =l 4l % | Bing L
7 Favorites |1;9
] 76 Team Member b | | fi - E) - (7 dh - Page~ Safety~ Tooks~ @~

ORACLE rgL

Show my tasks | projects
< All projects

Welcome Christopher Thomas

Preferences  Help  Logout

PE Implementation Project
- 1070

N DETERMINA...

Started:  Aug-08-2002
Finish By: Apr-33-20)

B vy 7

V4

\ SP 2102-58
0% | Project
/ wBs: 8P 2103-37
SP 7607-29
SP 840217
1080 SP 5408-44 IC LAYOUT

Project ~ SP Z102-58
Road Plans...Preliminary Layout

lig-16-2012
- Apr-25-2013

o ———————

1150 - PROJECT DESIGN MEMORANDUM
Project 8P 2102-58

e,

z
3

»,

Or TR

StartBy:  Apr-23-2013

\s. Plinnesota Department of
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1070 - CATEGORICAL EXCLUSION -
DETERMINATION (CATEX)

Started. __ ug-08-2012

Finish By: Ppr-23-2013 =
%
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4.2 Filtering Projects by Status
You can also filter projects by one of four status designations:

Active: All tasks that have not been completed.

Overdue: All active tasks that are past due based on their Early Finish date.

Completed: All tasks that have been completed within the last 30 days.

Starred: All active tasks that you starred. Starred tasks signify importance. For example, you

can star all your high priority tasks. Or, you can star all tasks you are currently working on to
make it easier to view your current workload.

P wnNPR

/2 P6 Team Member Web - Windows Internet Explorer _ @] x:
—

ey e p— =« " =
IS [ o o 7003 st =2 E3 o P
7 Favorites ‘ )

[E] p6 Team Member web | |

ORACLE’ P6 Team Member

%3 v B - ) % - Page~ Safety~ Tooks+ (@~

Show mytasks in that argf Aciive 79 tasks found
Overdue -
1070 - CATEGORICAL EXCLUSION Completed PH1UI2490 - Participate in Program Review D1
0% | Project SP2102-58 larid:  Aug-08-2012
/ WBS:  Envionmental..Categoricd] E... | Starred inisl) By: Apr-23-2013 Start By

Finish By
1080 - PRELIMINARY GEOME LAYOUT
Project SP 2102-58 rted:  Aug-16-2012 %.
'WBS: Road Plans.. Preliminary Layout inish By. Apr-25-2013 RD:

1150 - PROJECT DESIGN MEMORANDUM

R Project SP 210253 StartBy:  Apr-23-2013 + Related Tasks
WBS: Road Plans..Design Memo/D.. Finish By: Apr-26-2013
1
1032 - DISTRICT LAND SURVEYS PH1UI2570 - Develo... Started:  Apr-16-2012
Project 8P 2102-58 Started:  Feb-02-2011 Christopher Thomas B Finish By:  Juk03-2013
WBS: Road Plans_ District Land Su_ Finish By: May-03-2013
More.

1210 - TITLE ORDER

Project. SP2102-58 Started:  Feb-17-2013

WBS: Right of Way...Titles Finish By. May-07-2013
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5. Updating Progress: A note on updating. Project schedules are recalculated by the EPMS on the day
after updates are due (the Wednesday after Time Card turn-in). Updates will not be reflected in the
schedules until after they have been rescheduled.

5.1 Entering an Actual Start Date

1. Select the appropriate task in the Task Pane and click on the Start button. The start button
will change to a percent complete pie chart.

———

(SIS Ehtm:_'.'ﬂnp j +2.([ % | Bing el
7 Faverites |{5
[S] 76 Team Member Web | | 13~ E) - [0~ Page~ Safety~ Tools- @
% Find: |115u Previous Mext ”j Options ~ | 3 matches
ORACLE P6 Team Member Welcome Christopher Thomas ~ Preferences  Help  Logout
Show my tasks in All projects E thatare [Active ﬁ 279 tasks found
1003 - PROJECT SCOPING Al
Project SP 7607-29 Started:  Feb-04-2012 & [ EROHETIESIC REMORANDL
WBS Project Management...Initial S... Finish By: May-10-2013
Start By May-13-2013
~
Finish By’
1150\ PROJECT DESIGN MEMORANDUM
Projecty SP 7607-28 StartBy:  May-13-2013 ﬂ? w %
Start B
WYBS Road Plans. Design Memo/D. Finish By: May-13-2013 =
4
\ﬁs - PROJECT SCOPING
RN S e [ -peatedtases |
WBS:  Project Management..Initial S... Finish By: May-15-2013 = Related Tasks
)
1140 - FINAL GEOMETRIC LAYOUT 1003 - PROJECT SC... Startad: - Feb-04-2012
S istopt i May-10-;
Project 5P 2102-58 Started:  Now18-2012 Christopher Thomas B Finish By. May-10-2013
WBS Road Plans...Final Geometric.. Finish By: May-16-2013
Successors (1)
: . % 1250 -ROAD PLANS StartBy: Sep-042013
2. Go to the Progress Panel and enter a date in the Started field.
/= P6 Team Member Web - Windows Internet Explorer = ES
T oo =141 [ s oL
SAT/ o ftma °
7 Favarites ‘55
[S] 76 Team Member Web | | % - B - 7 e - Page~ Safety Todls- (@

ORACLE P6 Team Member Welcome Christopher Thomas ~ Preferences  Help  Logout

Show mytasks in All projects E thatare [Active E 279 tasks found

1075 - STRUCTURE RECOMMENDATIONS

Project SP 210258 Started:  Nov-09-2012 1150 - PROJECT DESIGN W

WBS: Bridge Plans...Bridge Type St Finish By: May-16-2013

Started. May-16-2013

. . € nunam »

. %1150 - PROJECT DESIGN MEMORANDUM inish By i wor
Project 5P 8408-44 Staried.  May-16-2013 % pp——

/. wBs: Road Plans..Design MemoiD.. Finish By MWay-20-2013 h -

ToE i

2 10 11 12 12 14 156

1259 - BRIDGE HYDRAULICS LETTER 18 17 15 19 20 21 2

Project SP 7607-29 StatBy:  Apr-23-2013 23 2e 25 26 27 28 29
WBS: Bridge Plans. Bridge Hydraul Finish By: May-21-2013 ~ Related Tasks B

RD:

Project: SP 8408-44 Started:  Nov-06-2012 Christopher Thomas B Finish By May-15-2013

1140 - FINAL GEOMETRIC LAYOUT 1003 - PROJECT SC...
‘ WBS:  Road Plans__Final Geometric. Finish By: May-21-2013

Successors (1)

1250 - ROAD PLANS StartBy:  Sep-13-2013
1041 - BRIDGE SURVEY S Christopher Thomas B Finish By: Oct-11-2013
WD Project SP 7607-29 StartBy:  Apr23-2013
WBS:  Bridge Plans...Bridge Surveys Finish By. May-22-2013

1 Edited Task Cancel  Save

[Pans T T Hacalintranat | Bratactsd Mads: OF [ - T im0

3. Note that the task has become italicized and has an asterisk next to it. This means it has NOT
been saved. Click on the save button in the lower right hand corner to save any changes. Note:
You can save multiple changes at one time.
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5.2 Entering an Actual Finish Date

1. Select the appropriate task in the Task Pane and click on the Checkmark Icon. The Checkmark
will turn green.

6 Team Member Web - Windows Internet Explorer =12] %]

E http://tmp: =l 42) [ [ [ 8ing P
7 Favorites ‘i-?o
[S] 76 Team Member Web | | % v B v ) % - Page~ Safetyr Toos+ (@)+
ORACLE' P6 Team Member aicome opher Tho ETEiTETER .
Show mytasksin Pl projects B thatare [ctive K 279 tasks found
1075 - STRUCTURE RECOMMENDATIONS 1075 - STRUCTURE RECOMMENDATIONS =
i Project  SP 2102-58 / S.ta.nad Mow-09-2012 = Qy _
WBS Bridge Plans.. Bridoe Type 5t Finish By May-16-2013 Staned Nov-09-2012
Finish By:

%1150 - PROJECT DESIGN MEMORANDUM

Project. SP 8408-44 Started:  Jun-27-2013 %

WBS: Road Plans...Design Memo/D.. Finish By. May-20-2013 RD:

1259 - BRIDGE HYDRAULICS LETTER

Project. SP 7607-29 StartBy:  Apr-23-2013
WBS: Bridge Plans...Bridge Hydraul.. Finish By. May-21-2013
Predecessors (1)
1002 - STRUCTURE... Started:  Jan-17-2011
1140 - FINAL GEOMETRIC LAYOUT Christopher Thomas B Finished: Oct-15-2012
Project SP §408-44 Started Nov-08-2012
WBS: Road Plans...Final Geometric. Finish By. May-21-2013 Successors (4)
1140 - FINAL GEOME...  Started:  Nov-18-2012
Christopher Th = May-
1041 - BRIDGE SURVEYS S Finish By May-16-2012
Project SP 7607-29 StartBy:  Apr-23-2013
WBS: Bridge Plans...Bridge Sunveys Finish By. May-22-2013 1191 - FOUNDATION.... Start By: Jun-17-2013 _
Christopher Thomas HE Finish By: Juk30-2013
i
2. Go to the Progress Panel and enter a date in the Finished field.
6 Team Member Web - Windows Internet Explorer _ =] x|
@ & hio:rrme Gtmned) =) E3 o N
. Favorites ‘ﬁ
[E] P6 Team Member Web | | i - - [ @=h - Page~- Safety- Tooks- @-

ORACLE’ P6 Team Member Welcome Christopher Thomas ~ Preferences  Help  Logout

Show mytasks in [All projects B thatare [active 79 tasks found

#1075 - STRUCTURE RECOMMENDATIONS 1075 - STRUCTURE RECOMMENDATIONS
Project: 5P 2102-58 Started Mow-09-2012
WHBS Bridge Plans...Bridoe Type St Finished: MWay-16-2013

Started

Finished:

%1150 - PROJECT DESIGN MEMORANDUM
Project 'SP 8408-44 Started:  Jun-27-2013 =
WBS: Road Plans.Design Memo/D. Finish By: May-20-2013 RD:

1259 - BRIDGE HYDRAULICS LETTER
Project SP 7607-29 StartBy:  Apr-23-2013 w Related Ta: s
WBS: Bridge Plans...Bridge Hydraul. Finish By. May-21-2013
Predecessors

started:  Jan-
1140 - FINAL GEOMETRIC LAYOUT Finished: Octz
Project SP §408-44 Started Nov-06-2012
WBS: Road Plans...Final Geometric.. Finish By. May-21-2013 Successors (4)

1140 - FINAL GEOME... Started. MNov-18-2012
Chrstopher Thomas May-
1041 - BRIDGE SURVEYS Christopher Thomas. B Finish By: May-16-2013
Project SP 7607-20 StartBy.  Apr-23-2013
WBS:  Bridge Plans...Bridge Surveys Finish By May-22-2013 1191 -FOUNDATION...  StartBy: Jun-17-2013
Christopher Thomas  BE Finish By: Jul-30-2013

2 Edited T:

3. Note that the task has become italicized and has an asterisk next to it. This means it has NOT
been saved. Click on the save button in the lower right hand corner to save any changes. Note:
You can save multiple changes at one time.
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5.3 Entering Partial Progress
1. Select the appropriate task in the Task Pane.

2. Go to the Progress Panel and enter a Percent Complete next to the % icon AND a Remaining
Duration (in DAYS ONLY)next to “RD”.

Please note:

e You must enter a value for BOTH fields.

e Remaining Duration is based on WORKING DAYS

e Your remaining duration should be calculated from the NEXT UPDATE DEADLINE (every two
weeks on the same Tuesday that timecards are due)

e Only enter a value for DAYS. DO NOT ENTER A VALUE FOR HOURS.

/2 P6 Team Member Web - Windows Internet Explorer = ES
Kae E hittp://tm =4 % | Bing R~

AT/ °

7 Favorites ‘ =

[E] P Team Member Web | | %3 - B - 0 o=h - Page - Safety - Tooks - (@~

ORACLE P6 Team Member Welcome Christopher Thomas ~ Preferences  Help  Logout

Show my tasks in }Al\pmjms E that are [Amwe E 279 tasks found

1075 - STRUCTURE RECOMMENDATIONS -
’ Project SP 2102-58 Started:  Nov-08-2012 1150 - PROJECT DESIGN MEMORANDUM
—

WBS: Bridge Plans...Bridge Type St.. Finish By. May-18-2013

Started

Project:  SF 8408-44 Started:  Jun-27-2013 %

%1150 - PROJECT DESIGN MEMORANDUM Finish By:
5’ WES:  Road Plans. Design MemoiD. Finish By: ay-20-2013

RD:

1259 - BRIDGE HYDRAULICS LETTER
el Project SP7607-29 StartBy:  Apr-23-2013
WBS: Bridge Plans . Bridge Hydraul Finish By: May-21-2013 ~ Related Tasks

Project SP 8408-44 Started:  Nov-06-2012 D E fh By: May-15-2013

1140 - FINAL GEOMETRIC LAYOUT 1003 - PROJECY S ed:  Jan-01-2011
‘ WBS: Road Plans.. Final Geometric. Finish By: May-21-2013

Successors (1)

% 1250 - ROAD PLA ftBy: Sep-13-2013
1041 - BRIDGE SURVEY S D Christopher Thomas 3 Ehoy: oett12013
WD Project SP 7607-29 StartBy:  Apr-23-2013 —
WBS:  Bridge Plans...Bridge Sunveys Finish By. May-22-2013 More.

1 Edited Task Cancel Save

3. Note that the task has become italicized and has an asterisk next to it. This means it has NOT
been saved. Click on the save button in the lower right hand corner to save any changes. Note:
You can save multiple changes at one time.
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