Workload Tracking Tool (WTT) Training Program

I. Training Objectives

The User will be able to:

· Understand the 5 Ws of the Workload Tracking Tool (What, Why, Who, Where, When)

· Enter Task Completion information (task, time spent, quantity, customer served, etc.)

· Submit Task Completion Sheets for approval

· View the Status of your Task Completion Sheet

· Access Assistance Resources

The Approver will additionally be able to:

· Approve/Reject a Task Completion Sheet

· View Task Completion Sheet History

· Setup/Remove Substitute Users

· Login/Logout as a Substitute User

The Functional Administrators will additionally be able to:

· Add an Approved Task(s) to the WTT

· Delete a Task(s) from the WTT (upon approval)

· Make Approved Edits to Task(s) in the WTT

II. Introduction and Overview

A. Purpose

1. The Workload Tracking Tool is a software tool designed to track completed workload information:

· PRD (Performance Requirements Document) Tasks

· Number of PRD Tasks completed

· Amount of time spent on each PRD Task

· Customer served (i.e. USARSO, 5th Army, FORSCOM, etc.)

2. The workload information gathered will enable Fort Sam Houston to validate and/or adjust the Most Efficient Organization (MEO) staffing.

3. Workload will be gathered throughout the five MEO performance periods.

4. Collected data will also be used in the ABC/M effort.

B. Users and Timeline
1. All Users performing PRD Tasks at Ft Sam Houston will begin using the WTT after training is completed.

2. The WTT will be fully implemented (i.e. all users will be using the tool) by 1 Oct 2003.

User Accessibility

A. Launching the Workload Tracking Tool
1. There are three ways to launch the WTT:

· Click on the WTT link located on the A-76 website

http://www.cs.amedd.army.mil/a76
· Double click on the WTT icon on the desktop

· Open Internet Explorer and type in workload in the web address window

2. Exercise:  Launching from the WTT Desktop Icon
· Find the WTT icon on the desktop and Double Click on the icon

3. Exercise:  Launching from Internet Explorer
· Place the mouse cursor on the “Internet Explorer” icon on the desktop and Double Click

· Click once on the web address window

· Type:  workload
B. Logging into the Tool
1. The Login screen contains two fields:

· Login Name:  Your Windows NT Login Name

· Password:  Your Windows NT Password

2. Exercise:  Logging In
· Click on the blank field next to “Login Name”

· Type your Windows NT Login Name

· Click on the blank field next to “Password”

· Type your Windows NT Password

· Click on “Enter” button

III. User Component

A. Task Completion
1. The User will select/input the following required information for each Task completed:

· PRD Task

· Select Task(s) from the list of available PRD Tasks
· If a User is performing a PRD task not found on the available list, select the task titled “Task Not Identified in PRD.”
· When selecting the task “Task Not Identified in PRD,” detailed additional information on the Task completed must be provided in the “Comments” field.
· Quantity

· Number of Tasks completed in a given timeframe (i.e. day, week, month, year).
· When the quantity is something other than the number of Tasks completed, enter the appropriate unit of measure in the “Comments” field.
· For example, if the User completed 6 miles of roads paved, the User will select the “Roads Paved” Task, enter 6 in the “Quantity” field, and type “Miles” in the “Comments” field
· Total PRD Task Completion Time

· When a Task(s) is completed, enter the total time spent completing the quantity of the Task(s) identified
· For example, if the User completes six miles of roads paved in nine hours and them minutes, the User will select the “Roads Paved” Task, enter 6 in the “Quantity” field, type “Miles” in the “Comments” field, and enter “9:10” on the date that the Task was completed
· Customer

· Identify the Customer that was served by selecting the appropriate Customer from the drop-down list
· A separate completed Task must be entered into the WTT for each Customer served
2. Task Completion Sheets are to be submitted weekly

3. If a User does not complete any Task(s) within a submission period:

· Blank Task Completion Sheets are to be submitted

· Blank Task Completion Sheets may be submitted ahead of time if the User takes leave

· This conveys to the Task Completion Sheet Approver that the User is using the WTT, working on Task(s) that are not yet completed, and/or the User is on leave

4. E-mail Notifications will be sent to Users when:

· Task Completion Sheet is due for submission

· Task Completion Sheet is past due

· Task Completion Sheet has been approved

· Task Completion Sheet has been rejected

5. Exercise:  Inputting Information into the Task Completion Sheet
· Verify that you are on the Task Completion screen

· Click the “Add/Remove Tasks” button

· Select two Tasks by Clicking the box to the left of each task

· Click the “>>” button to transfer Tasks to Projects/Tasks list on the right

· To Remove Tasks from the Projects/Tasks list, Click on the Task, and then Click the “<<” button to transfer Tasks from the Projects/Tasks list

· Click on the “Save” button

· The two Tasks you selected will now appear on your Task Completion Sheet

· To add an additional Task, Click the “Add” button next to one of the existing Tasks

· The drop-down list next to the added Task will only contain the Tasks you selected in Step 2

· Click on the field corresponding to the day that the Task was completed

· Click on he blank field at the bottom of the screen that is labeled “Qty”

· Type in the number of Tasks you completed

· Type in the total number of hours and minutes you spent on that Task

· Select the appropriate Customer from the drop-down list

· A blue line will appear when you have entered all the information required for an entry.  If you have not entered information in all required fields, a line will not appear underneath that date entry.

· A red line will appear to indicate the entry that you are currently working on

6. Shortcuts “Manage Favorites”

· As opposed to adding Tasks from the menu for each new Task Completion Sheet, the User can add the common tasks to his/her “Favorites” list

7. The tasks in the User’s “Manage Favorites” list will automatically populate in the drop-down list when a new Task is added in the User’s Task Completion Sheet

8. Exercise:  Selecting Tasks Using “Manage Favorites”
· Verify that you are on the Task Completion screen and that Tasks have already been added/removed

· Click on “Manage Favorites” located on the left side menu

· The Manage Favorite Projects/Tasks List screen will appear

· To Add Tasks to your favorites list, Click the box next to the left of each Task

· Click once on the “>>” button to transfer the selected Tasks to the Project/Task List on the right

· Click once on “Save”

· After you have saved the Tasks in “Manage Favorites,” the Task Completion Sheet screen will appear

· Click on the drop-down list next to a Task on your Task Completion Sheet

· The two Tasks you selected in “Manage Favorites” will appear in the drop-down list

9. Exercise:  Submitting Task Completion Sheet for Approval
· Once all information has been entered for a submission period, click on the “Submit” button, and your Task Completion Sheet will be submitted for approval

10. Exercise:  Viewing Task Completion Sheet Status
· On the left side menu, click on a Task Completion Status:

· Waiting for Approval

· Approved

· Rejected

11. Exercise:  Unsubmit Task Completion Sheet
· Locate the appropriate Task Completion Sheet Period and Click the “Look” button to display the Task Completion Sheet

· On the Task Completion Summary screen, Click on “Waiting for Approval” on the left side menu

· Select the appropriate Task Completion Sheet

· Click the “Unsubmit” button

· Make the necessary changes

· Click the “Submit” button to resubmit the Task Completion Sheet

· After you have submitted your Task Completion Sheet, Click the “View” button to view your Task Completion Sheet

· In the “Approval Details” at the bottom of the screen are the detailed approval entries for your Task Completion Sheet

11. Exercise:  Logging Out
· Click on the “Logout” link at the top of the screen

· Once the User has logged out, he/she will be transported to the A-76 website

· If you need to log back in, Click on the “Workload Tracking Tool” link on the A-76 website

12. Exercise:  Resubmit a Rejected Task Completion Sheet for Approval
· Login to the WTT

· Your rejected Task Completion Sheet will appear on the screen

· On the left side menu next to “Rejected, a “!” indicator will appear

· Read the instructions in the “Approval Details” at the bottom of the screen

· Make the necessary corrections

· Click the “Submit” button to resubmit the Task Completion Sheet

B. Assistance Resources
1. The User will be able to access the A-76 website three different ways:

· Click the “Help” link in the WTT

· Open the Internet Explorer browser and type in: http://www.cs.amedd.army.mil/a76
· Click the “Logout” button in the WTT

2. The A-76 webpage has links to the following resources:

· BOS and VI PRDs

· Request for New User (CSFS Form 394 E-R, Feb 2001)

· MEO and CGA Organizational Charts

· MEO and CGA Staffing Tables with Position Description (PD) Numbers and information on how to access PDs in FASTCLASS

· WTT Training Presentation

· WTT Training Outline

· External Task Completion Worksheet
· Transition Business Plan and Timeline
· Other Transition Updates
· Updates on Personnel Actions
IV. Supervisor/Project Leader Component

A. Understanding Approval Process

1. There is one Approval Process Path in the WTT

· Supervisor 
        Project Leader
     Final Approver

2. The approval of Task Completion Sheets will be accomplished by Users designated as Supervisor(s), Project Leader(s), and Final Approver

3. The Final Approver in the WTT will be the A-76 Operations Team

B. Using the Approvals Component

1. Approvers in the WTT are responsible for reviewing and verifying accuracy of submitted Task Completion Sheets

2. Approvers will either approve or reject each submitted Task Completion Sheet

3. Approvers are required to provide additional instructions in the “Comments” field when rejecting a Task Completion Sheet

4. Approvers may view the Task Completion Sheets they have approved and/or rejected by accessing “Task Completion History”

5. Approvers can identify a Substitute User to assume approval responsibilities if necessary (i.e. on leave)

6. Weekly submitted Task Completion Sheets are to be approved/rejected two days after submission

7. To provide employees with feedback to apply to future Task Completion Sheets

8. To allow employees enough time to make any necessary changes to rejected Task Completion Sheets

9. E-mail Notifications will be sent to Approvers when:
· A Task Completion Sheet is waiting for approval
· Task Completion Sheet(s) are waiting for approval (BATCH)
· Task Completion Sheet(s) approvals are due
· Task Completion Sheet(s) approvals are overdue
10. Exercise:  Rejecting a Task Completion sheet
· Click on the WTT Desktop icon
· Logon to WTT
· Click once on the “Approvals” tab
· Locate the appropriate employee’s Task Completion Sheet
· To view the Task Completion Sheet, Click on the employee’s name or the “View” icon
· Review the Task Completion Sheet
· To reject, Click the “Reject” button
· Enter a comment providing instructions for the employee to make the necessary corrections
· Click “Reject” to complete the rejection of the Task Completion Sheet
· The rejected Task Completion Sheet is then sent back to the employee to correct and resubmit
11. Exercise:  Approving a Task Completion Sheet
· Click on the “Approvals” tab

· Locate the appropriate employee’s Task Completion Sheet
· To view the Task Completion Sheet, Click on the employee’s name or the “View” button
· Review the Task Completion Sheet
· Click on “Approve” or you may type in a comment and then Click “Approve”
· The employee is notified his/her Task Completion Sheet has been approved
12. Exercise:  Viewing Task Completion Sheet History (approvals/rejections)
· Click on the “Approvals” tab

· Click on “Timesheets” underneath “History” located on the left side menu

· To view the Task Completion Sheet, Click on the employee’s name or the “View” icon

· The Approver can review the Approval Details, which will provide the Approval History of the Task Completion Sheet

13. Exercise:  Add/Remove Substitute Users
· Click on the “Config” tab
· Click on “Substitute Users” on the left side menu
· Click on the “Add” button
· Click on the “Substitute User” drop-down list to select name to grant substitute approval authority
· Click in the field labeled “Start Date” and type the start date in this format:  Sept 8, 2003 or Click on the “Calendar” button to select the date
· Repeat the procedure for the “End Date”
· Under “Permissions,” select “Approvals” by Clicking the appropriate box
· Under “Forward Notifications,” select “Approvals” by Clicking the appropriate box
· Click the “Save” button to confirm the substitution
· To remove a Substitute User, Click on the “Config” tab
· Click “Substitute Users” on the left side menu
· Click the box next to the employee to remove
· Click the “Delete” icon next to the employee’s name or Click the “Delete” button
· The Delete Substitute User screen will appear with a prompt to delete the Substitute User
· Confirm your deletion by Clicking the “Yes” button
14. Exercise:  Logging In as a Substitute User
· Logout of the WTT
· Click the WTT Logon link on the A-76 website
· The WTT Logon screen will now prompt you to select an option to logon:
a. Logon with your own username/password
b. Logon as a Substitute User
· Scroll down the page, Click on the drop-down list, and select the employee that you are substituting for
· Click the “Substitute” button
· The Task Completion screen of the employee selected will appear
· Click on “Approvals” tab to approve necessary Task Completion Sheets for the employee you are substituting for
· Whether you log in as yourself or as a Substitute User, you can easily switch between Users by Clicking the “Switch User” link at the top of the screen
· On the Switch User screen, select the User you wish to switch to
· Click the “Switch” button to complete the process
V. Administrator Component

A. Using the Functional Administrator Component

1. The Functional Administrator will be the A-76 Operations organization

2. The Functional Administrator will be responsible for maintaining the list of Projects and associated Tasks in the WTT in accordance with the PRD

3. The Functional Administrator will have access to the listing of all Projects and associated Tasks in the WTT

4. The Functional Administrator will be able to add, edit, and/or remove Tasks upon CATWG approval.

5. Exercise:  Adding an Approved Task
· Click on the WTT Desktop Icon

· Logon to the WTT

· Click one on the “Projects” tab

· Click on the name of the Project Section (i.e. C-19 RMO)

· Once the Project screen appears, locate the Project Structure window

· Click the “Edit” button in the upper right side corner

· Click once on the “Add” button to the Project Section Title

· On the Add Task screen, type in the required and any other information for the specific task and click the “Save” button

6. Exercise:  Deleting an Approved Task
· Click once on the “Projects” tab

· Click once on the name of the Project Section (i.e. C-19 RMO)

· Once the Project screen appears, locate the Project Structure window

· Click the “Edit” button in the upper right side corner

· On the Project Structure screen, locate the Task to delete

· Click the “Delete” icon next to the Task

· The Delete Task Confirmation screen will appear

· Click the “Yes” button to confirm the deletion

· Click the “No” button to cancel the deletion

7. Exercise:  Editing Task Information
· Click on the “Projects” tab

· Click on the name of the Project Section (i.e. C-19 RMO)

· Once the Project screen appears, locate the Project Structure window

· Click the “Edit” button in the upper right side corner

· On the Project Structure screen, locate the Task to delete

· Click the “Edit” button next to where you would like to make Task changes

· On the Edit Task screen, make all necessary changes to the Task

· Click the “Save’ button
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