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Getting Started with Wrike



What actions can | perform

All MOCJ members have been

provisioned with access to Wrike

Each unit in MOC] has at least one user
with a Regular user license.

All other MOC] members have been
assigned a Collaborator user license.

= [f you coordinate with External partners and would
= to inwibe them to a specific project within the
MOC) workcspace, please submita neqguest toc

Project Management Office (FMO)
SarahFuentes
sfuentesdjustice. myc. gov
212-416-9087

in Wrike?

Collaborator

| Submita Request Form

Accesstasksthrough List View, Table
View, TimelneView, and Activity Stream

Access My Work and Inbox

See shared Tasks, Folders and Projects

Comment on Tasks, Folders and Projects

ChangeTask Status

View Custom Fields and their values

Criminal
Justice

Regular User

(access to collaborator features +)

D Create Wrike Reports
D Share Tasks, Folders+ Projects

D Invite New Colieborators

Edit Description Fields, ChangeStart/Due
Dates

D Access Dashboard + Work load View
D Create + DeleteTasks, Folders+ Projects

D Create + Edit Custom Fields+ Values

D AssignTasks



When should | use Wrike? s

Depending on your needs,
Wrike can be used to support:

*Personal+ Team Task Management
A Projectis NOT a routine operation.

For Pilot members on the Bail
Reformand MAP Teams, Wrike
must be used to support: A Projectis undertaken to create a unique product, service or result...

SO Ml A S S LB L L Ly

1]

A Project requires a defined...

Beginning and End Date Scope and Resources Goals and Objectives

A 4

A Project requires the support of two or more of the following operations...

Justicelnitigtives OR Operations [Contracts,

P PR Communications Research Legal Budget, Ops) Technology External Agency



When should | use Wrike?

®
® o
o . Select Request
. . it

Still not sure it your assignmentis
a project? Review the Project 7
Management Template in Wrike . Select

. to further assess or consult the Project Charter Form
PMO... + Complete

. Project Template

Auto-Loads
+ PMO is Notified

PMO will coordinate -
and assist in ® -
plan development

https:/fwwer wrike com/open htm?id=2 14047 447




When do | use a Project vs. a Task?
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* Use Projects to manage
a group of tasks that
are part of a larger goal

* Track the project status
+ due dates separately
from underlying tasks

* Think of these as
“temporary”

il

* Use Subprojects as a
way to classify project
components

* Referencing the
operational unit
responsible for the
underlying tasks is
always a good place to
start

v

* Tasks are activities you
need to complete

® Tasks can be standalone
activities or part of a
larger project

* Complex tasks should
be assigned subtasks

* Subtasks are the steps
you need to take to
complete atask

* Each subtask should be
assigned to the
responsible party



Projects vs. Tasks in List View

[raining] A Purpose » H WP [Training] & Evisblish Project Sisiement

[Trainieg] b, Develop Dbjectives, Goals ansd Key Perfrmance In
" Y

[Fraining] 3. kX H [Training] 2. Establivh Project Statemment

L

ﬁ PSSR [Trainieg] ¢ Outline b

] A, M)

[Mrasirg] 5. b H [Traink

b Dirvatog Oibjections, Goals and Kay Performsa B P (Trsining) & Daterening High Linel Project Coms dad Lot
] :

gl . b B P Traineeg] o Submit Ehantes My 24
E [Trainkg] ¢ Outline Misstones
H [Training] . Dabermine High Level Project Costs s Con by
H [Tr il . Submit CRArTer
7
[ T —
H [Training] C. implermenting + Pealasting e E Marty Lambert

What's Mew® ] Mabile appa

B, A Ueers




m Criminal
Justice

Best Practices



Naming Conventions

r ™ y N r N r N
* High-level folders * Use a descriptive * Begin subproject * Use alpha-numeric
have been created for name foryour names with your indicatorsto organize
you overarchingworkplan workplan acronym tasks in work order
* Fx. “Bail Reform” * Fx. “Failure to Appear * Fx. “FTA — Research” * Ex. "A. Project Planning”
Workplan™
rj:' Subprojects /




Orphaned & Backlogged Tasks

NVYEC::

Orphaned If you assign a task This causes tasks to
Tasks without sharing the have no context and
parent folder, thetask  caneasily be
will appear in the forgotten.
assignee’s workspace
as an “orphaned” task.
Backlogged ' . S
Tasks Tasks without a Keeping thingsin

deadline are
automatically grouped
into a Backlog
category.

Backlog could be
useful if you are
planning farinto the
future and dates are
TBD, but don’t forget
to revisit.

FTA - Technical Plan [] Fe

Add from Template

Share

Rename
Delete

Duplicate

afects and folders e —

AMALYTICS




et

Filters Crmina

FTA - Research Advisory Counc Clea r Fi Iters

— e Hover over the active tag, an “X” appears. Clicking on it
clears the “active” tag. All tasksresiding in the folder will
appear regardless of their status.

Expand All

» When accessing the Table view, select the “Expand All”
option if you need to view the full scope of a project.




Overdue Tasks and Task Management

sular notifications

e SCTmadale For ‘et g,

The transparency of
Wrike works bestwhen
task Status codesare
regularly updated.

Under Profile Settings,
leverage eMail Alerts

.| to receive approaching

deadline notifications

When a task is Overdue

the deadline turns RED.
Wyl 207 a8 1§ Use thisas an indicator
to update, reschedule or
cancel a task.

S1E My d], e

Leverage the Personal
Dashboard and Report
Scheduling features to
stay up to date.

Wewkhy Wrikon Ao
hart

TRRLAT

Ifyou need anupdate on
someone else’stask, use
the “Request Status

* Update” feature.

If you are an
infrequent Wrike user,
schedule some time in
Outlook to review your
tasks Weekly.
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Completing a Project



Archiving

'.;.‘
»  MOC)

M'¥rilke - Getting Started
Congratulations, you've Completed a Project! *New Projects
AN S A A A A 2w Clise faars Workpi

F'n}_g‘r.,trn Porgfalio
When you no longer need visibility to a completed task fipgee Sapa
Raise the .l’!.,g,q'_- ]
Shared

Templates

Move your project to the Completed Projects folder

mlompleted Projects

2018 Compleved I?rq:;_m:u:

2019 Completed Projects
Percanal

zTrouble Tickets

F!tr.:.'l'.lr.' Bin
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Questions



Issues/Questions PE Cimina

-

b ooom Testing

< Wrike Trouble Ticket
Haw I‘:..' ssUes with Wnike? Feel -‘!'E‘i' o submit a ticket to the BAOC] Wrike Adménistrator

For alternative support options. you can alsg

MO
S8 Wriice's Help & Support Portal located at the

HE WOrESDa0e

Pilrike - Getting SEarted

05 2018
T Suppon
Raive the Age [ Sereenshot
Shared
SubmitaTroubleTicket
rlampleted Projeces
; OR

rerzoml Contactthe User Operational Unit

sTrouble Tickets Prl:lel:t |"|"|E|r'|E|gEf!I'IEr'|thﬁEE
echmelogy .

Recycle Bin SarahFuentes
sfuentes@justice.mc.gov
212-416-9087 User Phone Mumber *

Description of 1ssue
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