Your new Project Workspace is organized with folders.

e Lessons Learned
e Project Health

e Reports

e Sheets

Then Dashboards (at the root of the Project Workspace folder)

e Project Budget Dashboard
e Project Dashboard

Actions -

MName

[T Lessons Learned

[ Project Health

[ Reports

[ Sheets

@ Project Budget Dashboard

@ Project Dashboard

22 Complete PM Solution for New Product Development

Sharing

Workspace
Workspace
Workspace
Workspace
Workspace

Workspace
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Dashboards are used to display the live data from your sheets and reports.

Dashboards can be shared with anyone, including teammates and external customers.

Actions =

Name

[ Lessons Learned

[ Project Health

[0 Reports

[ Sheets

(@ Project Budget Dashboard

(9 Project Dashboard

22 Complete PM Solution for New Product Development

Sharing

Workspace
Workspace
Workspace
Workspace
Workspace

Workspace
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Navigate to the Sheets folder.

This is where you will enter/update your projects progress.

The information in these sheets have been pre-linked to reports and dashboards.

[T] Sheets

Actions -

Mame

[T _Archive

]

Deliverable List
Discussions & Action ltems
Labor Budget Tracker
Material Budget Tracker
Project Budget Tracker
Project Schedule

Rollup - Project Health

Third-Party Services Budget Tracker

S 0 [ [ O

Tooling Budget Tracker

Sharing

Workspace
Workspace
Workspace
Workspace
Workspace
Workspace
Workspace
Workspace
Workspace

Workspace
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Navigate to the Reports folder.

All of these reports have been pre-linked with sheets and dashboards.

[J Reports
Actions -
Mame -

[ _Archive

I Report - Action ltems

-

Report - Current Tasks
Report - Deliverables

Report - Discussion ltems

i [ i i

Report - Inv. Labor vs. Forecast vs Planned
Report - Material Budget Tracker

Report - Milestones

Report - Tasks Starting in Mext 10 Days

Report - Third-Party Services Budget Tracker

i s O s O s R

Report - Tooling Budget Tracker

Sharing

Workspace
Workspace
Workspace
Workspace
Waorkspace
Workspace
Workspace
Workspace
Workspace
Waorkspace

Workspace
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Customizing To Your Project

Navigate to the Project Dashboard.
This dashboard is used for weekly meeting to view milestones, action items, discussions, tasks, and deliverables.
Some tables, charts, and graphs hyperlink to the sheet/report when pressed. Making navigation & workflow easy during meetings.

Feel free to add or remove any content on this dashboard.

This is generally shared with the internal team and the client.

Press the “Edit” button.

File Edit View (® Project Dashboard 1y I /IE]

Company Name « Project Name TEST LOGO
Milestones / Action Items / Discussions / Tasks / Deliverables

Welcome! Project Info PSA¥ Schedule % Complete

Welcome to the [Project Name] project portal. This dashboard Name: Project Name $273120350

3:;}1}’:2&2: milestones, action items, discussions, and Project ID: 123455 Total Project Spend Schedule Completion Actual Planned
Please reach out to [name@email.com] for any questions $331 ,79650 Baseline 01/31/24 Project  50% Project  §6%

regarding this dashboard Links Total Project Budget Forecast  02/07/24 Phase2 100% Phase2 100%
Lotal Pre
SharePoint e Phase 3 50% Phase 3 39%
45% Phase 4 (% Phase 4 (9%
g?;‘:A[PI oject Budget % Phase 5 (9% Phase 5 (%
Edit the following information for your project.
File Edit View (® Project Dashboard Y7 a9 C Cancel

+ @

Company Name . Project Name TEST LOGO
Ilestones / Action Items Iscussions / lasks [/ Deliverables

it

Welcome! Project Info PSA#
& Schedule % Complete
Welcome to the [Project Name] project portal. This dashboard Name: Project Name $273,20350
summarizes milestones, action items, discussions, and ; 3
Selvorablos Project ID: 123455 Total Project Spend Schedule Completion Actual Planned
Baseli Project % Project Y
Please reach out to [name@email_com] for any questions $331 ,796-50 asetne 01131124 rojest 50% roect 66%
regarding this dashboard Links Total Project Budget Forecast  02/07/24 Phase2 100% Phase2 100%
Remainin,
SharePoint 9 Phase 3 50% Phase 3 39%
45% Phase 4 (% Phase 4 (0%
Total Project Budget %
S?):m reject Budge Phase 5 (% Phase 5 (%,

Project Milestones
Baseline Days Until May 28 Jun 4 Jun 11 Jun 18 Jun 25

M StartDate  EndDate  coinare  stan SMTWTESSMTWT/F/SSMTWTEFSSMTWTFSSMTWTFESS
Phase 2 06/01/23 08121123 0
Prototype Fabrication 0712723 08/02/23 0
Phase 3 08129123 11103123 0
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Navigate to the Project Budget Dashboard.
This dashboard is used to help visualize the schedule, project health, and budget health.

This is generally shared with the internal team and the client.

It is recommended to have a bi-weekly or monthly meeting with the client to go through the health of the project.

e This meeting typically will not include the entire internal team
e This can be a one-on-one meeting with the PM and client
o Orinclude business leadership too

Press the “Edit” button.

ICompany Name . Project Name | TEST LOGO
Schedule / Project Health / Budget

Welcome!

Welcome to the [Project Name] project portal. This dashbeard summarizes schedule and budget
Please reach out to [name@email.com] for any questions regarding this dashboard

| PSA 123456 « Rev 01 |

Project Milestones

Milestone Start Date End Date Baseline Days Until May 28 Jun 4 Jun 11 Jun 18 Jun 25
End Date Start SMTWTFSSMTWTFSSMTWTFSSMTWTTFSSMTWTFSS
Phase 2 06/01/23 0812123 0
Prototype Fabrication 07127123 08/02/23 0
Phase 3 08/29/23 1110123 11/03/23 0
(=] N 4 Aol LT eY] 4202/ 4

File Edit View (® Project Budget Dashboard 1y g @
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Feel free to add or remove any content on this dashboard. (ie. phases, table, or graphs)

However, it is always recommended not to delete, in case it is required/needed in the future.

Project Health
Planned Budget Schedule
® On Track 2-5% Over ® >59% Over ® On Track 2-5% Behind ® >59% Behind ® Complete
Phase 2 Phase 3 Phase 4 5 Schedule Completion Overall Labor
Budget o Budget o Budget o Budget Baseline Budget [ ]
Schedule . Schedule . Schedule ‘ Schedule ‘ Forecast 10/25/22 Schedule .
Schedule % Complete
Phase 2 Phase 3 Phase 4 Phase § Overall Project
0% 0% 0% % 0%
Phase 2 Actual Phase 3 Actual Phase 4 Actual ase 5 Actual Project Actual
100% 100% 0% 0 100%

Phase 2 Planned

Phase 2
$28,630.50

Phase 2 Labor Spend

$437,080.50

Phase 2 Labor
Remaining

6%

Phase 2 Labor % Spent

Phase 3 Planned

Phase 3
$0.00

Phase 3 Labor Spend

$642,000.00

Phase 3 Labor
Remaining

0%

Phase 3 Labor % Spent

Phase 4 Planned

Phasq5 Planned

Labor

Phase 4 Phase 5
$0.00 $0.00
Phase 4 Labor Spend Phase 5 Labor §
$369,782.00 $3.338.00
Phase 4 Labor Phase 5 Labor
Remaining Remaining
0% 0%

Phase 4 Labor % Spent

Phase 5 Labor % Spent

Overall Labor

$28,630.50

Total Labor Spend

$1,452,200.50

Total Labor Budget
Remaining

2%

Total Labor Budget %

Spent

Project Planned

Overall Budget

Overall Project

$90,852.14

Total Project Spend

$1,990,278.86

Total Project Budget
Remaining

4%
Total Project Budget %
Spent

Tooling Budget Remaining

$140,000.00
$120,000.00
$100,000.00
$80,000.00
$60,000.00
$40,000.00
$20,000.00

$0.00—
Zero Values

o Tooling Budget Remaining

November 2021

Tooling anm

ird-Party Services Budget Remaining

$140,000.00
$120,000.00
$100.000.00
$80.,000.00
$60,000.00
$40,000.00
$20,000.00

$0.00—
Zero Values

Third-Party Services Budget Remaining

Tooling

$39,100.00

Total Tooling Spend

$80,900.00

Tooling Budget Remaining

ird-Party Services

arty Services

$150,600.

Third-Party Services
Budget Remaining
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Navigate to the Project Budget Tracker in the Sheets Folder.

This sheet is mainly a summary sheet that is pre-linked to the Labor Budget Tracker, Materials Budget Tracker, Tooling Budget
Tracker, and Third-Party Services Budget Tracker.

Feel Free to remove or hide the Tooling Budget Tracker, and/or Third-Party Services Budget Tracker if they are not need for your
project.

This sheet is directly linked to Report - Inv. Labor vs. Forecast vs Planned.
Do not change the titles of the column headers, or it may break the links within the reports.
This sheet has color coordination for easier readability.

After initial setup of the sheet, you should not need to change any cells that have a color fill.

[ Project Budget Tracker £

oo Inviced Ml Comenited
oalabor  Charges Mot

erapen PSALabar crap LabarBucget  MateradBudget  Tosling Budge: | This
uuuuuuuuuuuuuuuuuuuuu Remuiricg  Remsiing Remainng  Duc:

Charges

) [B it g ssasoonn0 [T ssioo sanoooso swamm
PSA LR
Bl - erex2 Swa2s00  S10977500 sum sussm  sums 20 sam san 0 00 000 5000 SNBNIO0 SI0627500  SIGTFSOD EMOONOD  SWB2/00  SHONND0  S25M0000 SIS samim 200w stamm sen2ies
Bl o v s00 s000 sum wm sm 200 ) s s o 000 s an s an s s S s szmowm somm s S0 Someomon
Bl e wwaes  swemon seamon suon. @ s, 00, soone st o s so08, S00. BN SHADD SN SSOMND  SMAWND  SSSONOND  SRSNON S50 sanone swmm  somsaes
| . STETE.  SERATEO. su00. s s s0c0. s saon. s S0 0. 5200 SIBTEN $1982500 SN SNEZIEI0 SSMNDN SN 20000 S0 seeares
| = T SHONO0U  STESN0N  S25000 Sesm s s4sEm sao stas0000 stas000 o s san sovensr s ss2800000 ssi000 S0 ST
] soguc 2073 TROWOn 575000004 S04 B0 mano. 34578004 saon sam wni0e w00 5 sam. P— s00m00 mamm  senmme
Sagemner 2023 1 SOmOn wis00n  sZsno s s w00 saom 1900, sths0 . 0o won, 2004 s s s 00 swamm s
Octber20n 100123 0 500 5000 a0 s s . 00 S0 s . 200« TS HEKMN R02EN w5000 KN SIMTMR
- Prses 5000 o s s e s o 500 s oo s
[ ] son w0 w0004 BE w00s 0000 so0. same s0000 e
[ ] 0000 so000 sno0s = oo 0000 soom sam. mi0s w00 o .
| e 20 s wo e w0 o 20 e Er an 3
| o IR P 300, o s w0 5000 sa. 500, 001 sa0- 3
00
o] 000 5000 o o o
[} ET TS v s
Bl e o no. s su0 saon. sae. 00 saon. B 500 P 0 ETY sswarne sasonm e sso0a
S5 -

Page 8 of 32




Edit the following Information:

e Project Name, PSA # and rev

e Defining Project Phase Durations — Part 1
o Organize months so they are all together. This makes the next steps easier for you.
o Delete months prior to project start

C... Description/Invoice Date Invoiced Labor Pending Mon-Invoiced
Charges Labor Pending Labor
Charges
0] ®
5 | @ Project Name
PSA # & Rev
“ Phase 2 $0.00 $0.00 $0.00
“ Phase 3 $0.00 $0.00 $0.00
“ Phase 4 $0.00 $0.00 $0.00
“ Phase 5 $0.00 $0.00 $0.00
56 | Bumeeibons | | ]
Zero Values 01/01/21 50.00 50.00 $0.00
June 2023 06/01/23 $34,400.00.  $46.400.00 $0.00 «
“ July 2023 07/01/23 §73,875.00.  563,375.00« $0.00 4
“ August 2023 08/01/23 §75,000.00.  $75,000.00. $0.00 «
September 2023 09/01/23 $39,000.00.  $61.500.00+ $22 500.00 «
October 2023 10/01/23 $0.00 « $0.00 « $0.00 «
“ November 2023 11/01/23 $0.00 4 $0.00 4 $0.00 4
“ December 2023 12/01/23 $0.00 « $0.00 « $0.00 «
-, _

e Fixing the Formulas
o Because months were deleted, the sheet formulas need to be reconfigured
o Dragthe formula from the second cell down with the errors, up to the first cell with errors Update the months &
year to match your schedule timeline.
o Repeat for remaining error columns
= Then all errors should be resolved
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Committed Third-

Party Service
Charges

Non-lnvoiced
Committed Third-
Party Services

[Graph]
Invoiced
Labor

[Graph]
Pending
Labor

Cumulative
Pending Labor

Planned
Forecast

0o $0.00 $0.00 $0.00 $0.00 $0.00 50
00 $0.00 $0.00 $0.00 $0.00 $0.00 50
00 $0.00 $0.00 50.00 $0.00 $0.00 30
$0.00 $0.00 $0.00 $0.00 $0.00
—————-
. $0.00 $0.00 $0.00 $0.00 $0.00
00 .4 $0.00. 50.00« #UNPARSEAE #BLOCKED #UNPARSEABL 3163961
00 .4 $0.00. $0.00 { #BLOCKED #BLOCKED #BLOCKED $138,569
00 4 $0.00. $0.004 #BLOCKED #BLOCKED #BLOCKED $125 873
00 4 $0.00 4 $0.00 4 #BLOCKED #BLOCKED #BLOCKED 581,437
Committed Third- MNon-Invoiced [Graph] [Graph] Cumulative Planned
Party Service Committed Third- Invoiced Pending Pending Labor  Forecast
Charges Party Services Labor Labor

00 $0.00 $0.00 $0.00 $0.00 $0.00
00 $0.00 $0.00 $0.00 $0.00 $0.00
00 $0.00 $0.00 $0.00 $0.00 $0.00
$0.00 $0.00 $0.00 $0.00 $0.00
| | |
. $0.00 $0.00 $0.00 $0.00 $0.00 -
004 $0.00 . $0.00 < $0.00 $0.00 $0.00
004 $0.00 4 $0.00 « $0.00 $0.00 $0.00
004 $0.00 4 $0.00 4 $0.00 $0.00 $0.00
004 $0.00 . $0.00 4 $0.00 $0.00 $0.00

50.
$0.
50.

$163,961.
$138.569.
$125,873.

561,437.

e Defining Project Phase Durations — Part 2
o Drag each row into the desired phase
=  Ensure the months stay in chronological order.
e Ensure the Zero Values row remains at the top of the initial phase of the project.
o Do not change or remove this row

e If your project requires Month & Years that are not in the Project Template, please refer to Appendix A.
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Description/Invoice

B Project Name
PSA# & Rev

Phase 2

Zero Values 01/01/21
June 2023 0&/01/23
July 2023 0710123
- Phase 3
August 2023 08/01/23
Septamber 2023 § 09/01/23
October 2023 10001723
- Phase 4
Movember 2023 § 11/01/23
December 2023 | 12/01/23
= Phase &
January 2024 01/01/24
i B |
“ February 2024  02/01/24
|0 March 2024 03/01/24
| n | Anil 2074 nAmA4
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Edit the following information:

e Labor Budget Remaining = Project Labor Budget

e Material Budget Remaining = Project Material Budget

e Tooling Budget Remaining = Project Tooling Budget

e Third-Party Services Budget Remaining = Project Third-Party Services Budget

[Graph] Labor Budget Material Budget Tooling Budget  Third-Party Services Total Budget
Budget Remaining Remaining Remaining Budget Remaining Remaining

0]

$525,000.00 . §10,000.00 $605,000.00

$525,000.00 : [ I ] $496,276.50
$525,000.00 $525,000.00 550,000.00 520,000.00 510,000.00 $605,000.00

$525,000.00 $450,600.00 349, 902.50 520,000.00 510,000.00 $570,502.50
oo ooo oo T A4 TFor oo [l 0 el it N a2} S oo oon Ot S Ao oon O el I T sl B o el =
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Although not required if the above steps were followed, the formulas in these columns (Labor Budget Remaining, Material Budget
Remaining, Tooling Budget Remaining, Third-Party Services Budget Remaining) can be dragged down to any new rows, except for
the phase header rows which have their own formula.

The dark grey cells (boxed in red in the image below) indicate that they are not referencing the cell directly above, because that
would be a phase header row (boxed in purple).

Labor Budget
Remaining

$1,480,831.00
$1,452 200.50
$1,452 200.50
$1,452,200.50
$1,452 200.50
$1,452 200.50
$1,452 200.50
$1,452 200.50

Material Budget

Tooling Budget

Third-Party Services

Total Budget

$1,452 200.50
$1,452 200.50
$1,452,200.50

Remaining Remaining Budget Remaining Remaining
@ 0
$120,000.00 $150,600.00 B YELyREI R
$306,578.36 580,900.00 $150,600.00  $1,990,278.86
| $329,700.00 | $120,000.00 $150,600.00 I »2,081,131.00
$306,578.36 580,900.00 $150,600.00  $1,990,276.86
$306,578.36 580,900.00 $150,600.00  $1,990,276.86
$306,576.36 580,900.00 §150,600.00  $1,990,276.86
$306,578.36 580,900.00 §150,600.00  $1,990,275.86
$306,578.36 580,900.00 $150,600.00  $1,990,275.86
$306,578.36 580,900.00 $150,600.00  $1,990,278.86
$306,578.36 580,900.00 $150,600.00  $1,990,275.86
$306,578.36 580,900.00 $150,600.00  $1,990,278.86 I

Committed Material]@row

=[Material Budget Remaining]10 - [Invoiced Material Charges]@row -

[Non-Invoiced

$1,452 200.50

$306,578.36

$80,900.00

$150,600.00

$1,452,200.50 $306,576.36 580,900.00 §150,600.00  $1,990,275.86
$1,452 200.50 $306,578.36 580,900.00 §150,600.00  $1,990,275.86
$1,452 200.50 $306,578.36 580,900.00 $150,600.00  $1,990,275.86
$1,452 200.50 $306,578.36 580,900.00 $150,600.00  $1,990,278.86

$1,990,278.86

$1,452 200.50

B

$306,578.36

$60,900.00

$150,600.00

$1,452 200.50 $306,578.36 580,900.00 $150,600.00  $1,990,276.86
$1,452 200.50 $306,578.36 580,900.00 $150,600.00  $1,990,276.86
$1,452,200.50 $306,578.36 580,900.00 $150,600.00  $1,990,278.86
$1,452 200.50 $306,578.36 580,900.00 §150,600.00  $1,990,278.86
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Edit the following information:

e Planned Forecast (the customer will see these values graphed in the dashboard)
o This should be updated monthly when resourcing is planned

e PSA Labor Budget
o This should be identical to the signed PSA/Scope of Work.

Planned [Graph] PSA Labor
Forecast Forecast Budget
$110,000.00  $108,275.00 $110,000.00
$0.00 $0.00 $0.00
555,000.00 $34,400.00 555,000.00
555000008 $108,275.00 555,000.00
$218,333.33) 333144167 $215,000.00
571,666.67 ) $184,775.00 571,666.67
571,666.67 ) 5256,441.67 571,666.67
575000008 533144167 571,666.67
$157,000.00 ) $488,441.67 $150,000.00
580,000.00 $411,441 67 575,000.00
577000008 H488 44167 575,000.00
560,000.00) $538.441.67 550,000.00
550,000.00) 553844167 550,000.00
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This sheet uses Summary fields to relay information to other sheets, reports, and dashboards.

Non-Invoiced  Invoice
Committed Charge H
Commit Sheet Summary : ®@
Total Budget [/
$0.00 $605,000.00
i Total Project Spend />
4 $0.004
) $0.00 4 $273,203.50
$4,515.00 ) .
Total Project Budget Remaining /=
1 $4,515.004
. $0.00.4 $331,796.50
4 $0.00.4 i
Total Project Budget % Spent J~
$0.00
. $0.004 45%
‘. $0.004 .
$0.00 Forecast Budget at Completion /=
1 $0.00 4 $538,441.67
<
- Delta (Labor Budget-Forecast) ./ &
4 $0.004
14 $0.004 -$13,441.67
4 $0.004 _
5000 Labor Budget /«
4 . 4
‘. $0.004 $525,000.00
4 $0.00 .4 _
| $0.00+ Total Labor Spend /+
4 $0.00 4 $244 775.00
4 $0.004
] $0.004 Total Labor Budget Remaining ./~
“ 50.00 $280,225.00
1 $0.00 4
] $0.00.« Total Labor Budget % Spent [~
4 $0.004
j $0.004 Material Budget [/
] S $50,000.00
4 $0.00 4
“ $0.004 Total Material Spend [+
] $0.00. $8,928.50
4 $0.004
4 $0.004 Material Budget Remaining /=
i — $41,071.50
4 $0.00 4
| i + New Field
1 $0.00 4
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Navigate to the Labor Budget Tracker in the Sheets Folder.
Edit the following Information:

e Project Name, PSA # and rev

e Update the months & year to match your Project Budget Tracker sheet.
o Ensure the months stay in chronological order.
o Delete months prior to project start

Description/Invoice Date

B Project Name

PSA # & Rev

+ June 2023 06/24/23
+ July 2023 07/29/23
+ August 2023 08/26/23
+ September 2023 09/23/23
+ October 2023 10/01/23

+ Movember 2023 11/01/23
+ December 2023 12/01/23
+ January 2024 01/01724
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This sheet uses conditional formatting to automatically color in cells. Information should only be entered into cells with white/no
fill throughout the project.

The cells in blue are linked directly to the Project Budget Tracker for each month.

Do not change the titles of the column headers, or it may break the links.

Sheet Update Frequency:

e Invoiced Labor Charges
o Add to sheet when invoices are sent out to the client
o The rows date should be the last day of the labor billing
e Pending Labor Charges
o Add weekly pending labor, which has been approved by the PM, but not yet invoiced.
o The rows date should be the last day of the time logging
o Once the pending labor has been invoiced, use the dropdown menu in column Pending Labor Status to change the
value to invoiced.

Description/Invoice Date Invoiced Labor  Pending Pending Non-Invoiced Notes
Charges Labor Labor Pending Labor
Charges Status
O] 0]
B Project Name

PSA# & Rev

+ June 2023 06/24/123 534,400.00 546,400.00 $0.00

+ July 2023 07/29/123 $73,875.00 1 $63,375.00 1 $0.00 1

+ August 2023 08/26/23 $75,DDD.[ID' $?5,l]00.l]ﬂ' $U.DD'

- September 2023 09/23/123 $39,DUU.DD' $61,5[]U.l]l]' $22,500.00 1
27Aug-028ep 09/02/23 1 521,000.00 1 Invoiced $0.00 i
03-09Sep 09/09/23 §18,000.00 Invoiced $0.00
INVOICE-007 $39,000.00 $0.00 Billing Period: 08/27/23 - 09/09/23
10-16Sep 09/16/23 $15,500.00 $15,500.00
17-238ep 09/23/23 $7,000.00 $7,000.00

- October 2023 10/01/23 $0.00 $0.00 $0.00

10101723 1 1 $0.llllilr

+ November 2023 11101723 $0.00 $0.00 $0.00

+ December 2023 12/01/23 $0.[ll]' $U.l]ﬂ' $0.00 1
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Description/Invoice

B Project Name

Date Invoiced Labor Pending MNon-Invoiced
Charges Labor Pending Labor
Charges
0 @

Invoiced Material
Charges

®

PSA# & Rev
Phase 2

Zero Values

June 2023

July 2023
Phase 3

August 2023

Septamber 2023

October 2023
Phase 4

Movember 2023

December 2023
Phase &5

January 2024

$108,275.00  $109,775.00 $0.00
01/01/21 $0.00 $0.00 $0.00
06/01/23 534.,400.00 546.,400.00 4 $0.00.
0701723 573,675.004 563,375.004 $0.00.4
$114,000.00  $136,500.00 $22,500.00
0&/01/23 £75,000.00 575,000.00 $0.00 .
09/01/23 $39,000.00 4 561,500.00 4 522,500.00.4
10/01/23 $0.00 4 $0.00 4 $0.00 .
$0.00 $0.00 $0.00
11/01/23 $0.00 . $0.00. $0.00.4
12/01/23 ‘ $0.00 . $0.00. 50.[]1]4‘
01/01/24 $0.004 $0.004 $0.00.

$448.50
$0.00
597.504
$351.004
$3,965.00
$3,965.00 4
$0.004
$0.004
$0.00
$0.004
$0.004
$0.00
$0.004
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Navigate to the Material Budget Tracker in the Sheets Folder.
Edit the following Information:

e Project Name, PSA # and rev

e Update the months & year to match your Project Budget Tracker sheet.
o Ensure the months stay in chronological order.
o Delete months prior to project start

Description/Invoice Date

B Project Name

PSA # & Rev

June 2023 06/24/23
+ July 2023 07/29/23
+ August 2023 08/26/23
+ September 2023 09/23/23
+ October 2023 10/01/23

+ Movember 2023 11/01/23
+ December 2023 12/01/23
+ January 2024 01/01724
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This sheet uses conditional formatting to automatically color in cells. Information should only be entered into cells with white/no
fill throughout the project.

The cells in red are linked directly to the Project Budget Tracker for each month.
This sheet is directly linked to Report — Material Budget Tracker.

Do not change the titles of the column headers, or it may break the links within the reports.

Sheet Update Frequency:

e Invoiced Material Charges
o Add to sheet when invoices are sent out to the client
o The rows date should be the day of the invoice
e Committed Material Charges
As purchases for materials are made, add the charges to this sheet
The rows date should be the order date
Adjust the Markup % as required
Once the committed material charges have been invoiced, use the dropdown menu in column Committed Material
Status to change the value to invoiced.
o Partial Payments/ down payments can be tracked and labeled as such in column Committed Material Status
= Then change to invoiced when it has been fully invoiced.

O O O O

Description/Invoice/PO  Date Invoiced Committed Markup %  Markup Charge Committed Partial Payment Non-Invoiced Notes
Material Material Material Status ~ Amount Committed Material
Charges Charges
©
B Project Name PSA $4,413.50 $6,920.00 $8,928.50 1 $4,515.00
PSA# & Rev Sign
Date
+ June 2023 06/20/23 $97.50 $75.00 597 50 $0.00
+ July 2023 07/18/23 $351.00 $270.00 $351.00 $0.00
= August 2023 09/14i23 $3,965.00 $6,575.00 $8,480.00 $4,515.00
PO-004 08/02/23 $50.00 0% $65.00 Invoiced $0.00
INVOICE-103 08/08/23 §65.00 30% $0.00 $0.00
PO-005 08/14/23 $6,000.00 30% $7.800.00 Partial Payment $3,900.00 $3,900.00 Partial payment is on INVOICE-104.

Need to invoice the remaining amount whe
material comes in.

INVOICE-104 09/14/23 $3,900.00 30% $0.00 $0.00

PO-008 08/14/23 $450.00 15% $517.50 $517.50

PO-007 08/24/123 $75.00 30% $97.50 $97.50

= September 2023 09/01/23 $0.00 $0.00 $0.00 $0.00
09/01/23 1 30% $0.DD' $U.DD.

+ October 2023 10/01/23 $0.00 $0.00 $0.00 $0.00
+ November 2023 11/01/23 $0.00 1 $0.00 $0.00 | $0.00 |
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Navigate to the Tooling Budget Tracker in the Sheets Folder.
Edit the following Information:

e Project Name, PSA # and rev

e Update the months & year to match your Project Budget Tracker sheet.
o Ensure the months stay in chronological order.
o Delete months prior to project start

Description/Invoice Date

8 Project Name
PSA # & Rev

+ June 2023 06/24/23
+ July 2023 07/29/23

+ August 2023 08/26/23
September 2023 09/23/23
October 2023 10/01/23
November 2023 11/01/23
December 2023 12/01/23
January 2024 01/01/24
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This sheet uses conditional formatting to automatically color in cells. Information should only be entered into cells with white/no
fill throughout the project.

The cells in green are linked directly to the Project Budget Tracker for each month.
This sheet is directly linked to Report — Tooling Budget Tracker.

Do not change the titles of the column headers, or it may break the links within the reports.

Sheet Update Frequency:

e Invoiced Tooling Charges
o Add to sheet when invoices are sent out to the client
o The rows date should be the day of the invoice
e Committed Tooling Charges
As purchases for tooling is made, add the charges to this sheet
The rows date should be the order date
Adjust the Markup % as required
Once the committed tooling charges have been invoiced, use the dropdown menu in column Committed Tooling
Status to change the value to invoiced.
o Partial Payments/ down payments can be tracked and labeled as such in column Committed Tooling Status
= Then change to invoiced when it has been fully invoiced.

O O O O

Description/Invoice/PO  Date Invoiced Committed Markup %  Markup Charge Committed Partial Payment Non-Invoiced Notes
Tooling Tooling Tooling Status ~ Amount Committed Tooling
Charges Charges
0] 0]
B Project Name . $19,500.00 $19,500.00
PSA# & Rev
+ June 2023 06/01/23 $0.00 $0.00 $0.00 $0.00
+ July 2023 07/01/23 $0.00 $0.00 $0.00 $0.00
+ August 2023 08/01/23 $0.00 $0.00 $0.00 $0.00
- September 2023 09/15/23 $0.00 $15,000.00 $19,500.00 $19,500.00
PO-201 09/15/23 $15,000.00 30% $19,500.00 $19,500.00 Approved by client on 155ep2023
- October 2023 l 10/01/23 $0.00 $0.00 $0.00 $0.00
10/01/23 30% $0.00 $0.00
+ November 2023 11/01/23 $0.00 $0.00 $0.00 $0.00
+ December 2023 12/01/23 $0.00 $0.00 $0.00 $0.00
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Navigate to the Third-Party Services Budget Tracker in the Sheets Folder.
Edit the following Information:

e Project Name, PSA # and rev

e Update the months & year to match your Project Budget Tracker sheet.
o Ensure the months stay in chronological order.
o Delete months prior to project start

Description/Invoice Date

8 Project Name
PSA # & Rev

+ June 2023 06/24/23
+ July 2023 07/29/23

+ August 2023 08/26/23
September 2023 09/23/23
October 2023 10/01/23
November 2023 11/01/23
December 2023 12/01/23
January 2024 01/01/24
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This sheet uses conditional formatting to automatically color in cells. Information should only be entered into cells with white/no
fill throughout the project.

The cells in yellow are linked directly to the Project Budget Tracker for each month.
This sheet is directly linked to Report — Third-Party Services Budget Tracker.

Do not change the titles of the column headers, or it may break the links within the reports.

Sheet Update Frequency:

e Invoiced Third-party Services Charges
o Add to sheet when invoices are sent out to the client
o The rows date should be the day of the invoice
e Committed Third-party Services Charges
As purchases for Third-party Services are made, add the charges to this sheet
The rows date should be the PO date
Adjust the Markup % as required
Once the committed Third-party Services charges have been invoiced, use the dropdown menu in column
Committed Third-party Services Status to change the value to invoiced.
o Partial Payments/ down payments can be tracked and labeled as such in column Committed Third-party Services
Status
= Then change to invoiced when it has been fully invoiced.

O O O O

Description/Invoice/PO  Date Invoiced Committed Markup %  Markup Charge Committed  MNon-Invoiced MNotes
Third-Party Third-Party Third-Party Committed Third-
Service Service Status Party Services
Charges Charges
@ 0]

B Project Name ' ! ] $0.00 $0.00
PSA # & Rev
- June 2023 06/01/23 $0.00 $0.00 $0.00 $0.00
06/01/23 ' 0% $0.00 5000
- July 2023 07/01/23 $0.00 $0.00 $0.00 50.00
07/01/23 ' 0% $0.00 5000
- August 2023 08/01/23 $0.00 $0.00 $0.00 $0.00
08/01/23 ' 0% $0.00 50,00
+ September2023  09/01/23 $0.00 $0.00 $0.00 $0.00
+ October 2023 10/01/23 $o.ou: $0.00 $o.ou: $u.oo:
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Navigate to the Project Schedule in the Sheets Folder.
This sheet is directly linked to the following reports:

e Report - Current Tasks
e Report - Tasks Starting Next Week
e Report - Milestones

Do not change the titles of the column headers, or it may break the links within the reports.

Once your schedule is complete, copy and paste the End Date column into the Baseline End Date column. This will be your baseline
for the project. This column is not meant to be updated, unless your team and client agree to a new baseline.

The columns % Complete, Effort Complete Today, and Duration Per Task are used to calculate the schedule completion to date.

At Task Name Milesto... % Complete  Days Until Start End Baseline Duration  Predecessors  Effort Complete Duration Assigned To
Risk Start Date Date End Date Today Per Task
O] 0] o O]
= = Project Rollup . 12129721 | 10/25/22
& Piase o I R
LT R RO N ] R | E—
Signed Scoping Agreement 0 1212921 12/29/21 G Project Manager
Phase 1 Lessons Learned 0% 0 01/03722  01/04/22 2d 2 2 Project Manager
Phase 2 Kickoff 0 01/04722 01/04/22 0 45 B Project Manager
ﬂ“‘ﬂ‘@@ m__-I_I
= Customer Requirements 01/04/22  01/04/22
Marketing Requirements 0% 0 01/04/22  01/04/22 06 0 G Customer
Specification
User Needs Specification 0% 0 01/04/22  01/04/22 06 G‘ B‘ Customer
Usability Specification 0% 0 01/04/22  01/04/22 06 0. 0. Customer
Preduct Requirements 0% 0 01/05/22  01/25122 3w 9,10, 11 15. 15. Systems Engineer
Document
F-:--E-W m——-l—q
aftware Dovelon 00400820 04/44/22 Qftwareload

This sheet uses conditional formatting to automatically color in cells. Each row can be tagged as a specific type for automatic
conditional formatting.

Tags Children At Task Name Milesto.. % Complets

Project Rollup B E | B Project Rollup

Phase

Signed Scoping Agreement

Phase 1 Lessons Learned

Phase 2 Kickoff

B Necinn Innirs
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Navigate to the Rollup - Project Health in the Sheets Folder.
Do not change the titles of the column headers, or it may break the links within the reports.

This sheet is used to rollup data from sheets Project Schedule and Project Budget Tracker, to calculate the project health shown on
the Project Budget Dashboard.

No changes should need to be made to this sheet, because the linking is preset and calculations are then automatic.

Forms Connections Dynamic View [J Rollup - Project Health ¢
| Gridview » T/ Filter Arial ~ 10 « B I U S &« A -~ = 5 & 7 B ¢ ® MW 5 0 s
Reference Sheet Phase Phase % Phase Planned Phase Labor Phase Labor Phase Labor % Lower Upper Status  Color Meaning
Complete % Complete Spend Budget % Spent Tolerance  Tolerance Tolerance
Project Schedule l 2 100% « 97% 4
Project Budget Tracker 2 86% $108,275.00«  $110,000.004 98%
Tolerance 2 2% 98% 102% Red: 5% Cver Budgst
Tolerance 2 5% 95% 105% Yellow: 2-5% Over Budget
Summary Line - Budget 2 [ ] Green: On Track
Tolerance 2 2% 84% 88% Red: 5% Behind Schedule
Tolerance 2 5% 81% 91% ‘Yellow: 2-5% Behind Schedul
Summary Line - Schedule 2 [ ] Green: On Track
Project Schedule 3 50% 4 39%4
Project Budget Tracker 3 39% $136,500.00«  $215,000.004 63%
Tolerance 3 2% 48% 52% Red: 5% Over Budget
Tolerance 3 5% 45% 55% Yellow: 2-5% Over Budget
Summary Line - Budget 3 [ ] Green: On Track
Tolerance 3 2% 37% 41% Red: 5% Behind Schedule
Tolerance 3 5% 34% 44% Yellow: 2-5% Behind Schedul
Summary Line - Schedule 3 @ Green: On Track
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Navigate to the Discussion & Actions Items in the Sheets Folder.

Do not change the titles of the column headers, or it may break the links within the reports.

This sheet is directly linked to Report - Action Items and Report - Discussion Items.

e These reports are directly linked to the Project Dashboard

e This information is generally shared with the internal team and the client

e Ifarow is check marked as an action item, it will appear in Report — Action Items

o Ifarow is not check marked as an action item, it will appear in Report — Discussion Items

This sheet uses conditional formatting to automatically color in cells, such as when a row is marked as Done.

Rows can be dragged up and down to re-order.

Forms Connections Dynamic View

[] Discussions & Action ltems ¥

[l Grid View + S Filter Arial 0 - B I U & « A = 5 & 7 B ¢ ® M
Action Task Name Due Date  Expected Date Done  Assigned To Comments
Item
| l Example Discussion ltem Mick
Packaging for Sterilization 10/04/23 What is lead time?
When do we need to schedule sterilization?
Example Action Item 09/04/23 Mick
Sterilization Plan Updates Jake
Setup a meeting to discuss sterilization Nick
Review and approve Change Order Nick
Ship Unit to Jake " Mick Tracking Mumber: 12345678912345
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Appendix A

**These steps are only required if the Project Template does not have enough pre-defined month &

year rows**

Adding a new row/month to the sheet can be done as follows:

Add the new row after all others, by typing in the Month & Year
Apply row colors manually, if desired
Add the Date
Navigate to the Labor/Material/Tooling/Third-Party Services Budget Tracker sheet >> Add the new row after all others, by
typing in the Month & Year
In the next row down, add the date in the Date column
o You will likely need to indent this row to make it a child of the row above
Copy the formulas from one of the other header rows, and Paste in the new header row (the row with the month and year)
Press Save
Navigate back to the Project Budget Tracker
Setup the links for Labor, Material, Tooling, and Third-Party Services
o Each cell will need to be linked separately
o Right-click the appropriate link >> Select Link From Cell In Other Sheet...
o Find the appropriate sheet (Labor/Material/Tooling/Third-Party Services Budget Tracker) in your project folder
and select the cell you want to link to.
o Press Create Link button
o Repeat with remaining cells
o Save sheet

Forms [J Project Budget Tracker
[l Grid view ~» 5/ Filter = Arial = 10 = B 7 U S & +« A - =+ =
C... Description/Invoice Date Invoiced Labor  Pending Naon-lnvoiced Invoiced Material Committed MNor
Charges Labor Pending Labor  Charges Material Cor
Charges Charges Mat
0] @ @
[
“ October 2022 10/01/22 $0.00 4 $0.00 4 $0.00 $0.00 4 $0.00 4
“ - Phase 4 $0.00 $0.00 $0.00 $0.00 $0.00
“ November 2022  11/01/22 $0.004 $0.00.4 $0.004 $0.004 $0.004
“ December 2022  12/01/22 $0.00 4 $0.00 4 $0.00 $0.00 4 $0.00 4
“ January 2023 01/01/23 $0.00. $0.004 $0.004 $0.00« $0.00
“ February 2023  02/01/23 $0.00 $0.00 $0.00 $0.00 .« $0.00
n - Phase5 $0.00 $0.00 $0.00 $0.00 $0.00
March 2023 03/01/23 $0.004 $0.00 $0.004 $0.004 $0.004
April 2023 04/01/23
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[l Grid View ~

Y/ Filter

C.. Description/Invoice

17 | B Project Name

PSA # & Rev

{=

Date

@

Arial -

Invoiced Labor
Charges

10 -

Pending
Labor
Charges

B I UGS &~ A-
Pending MNon-Invoiced Motes
Labor Pending Labor
Status

+ November 2021
+ December 2021
January 2022
February 2022
March 2022
April 2022

May 2022

June 2022

July 2022
August 2022
September 2022
October 2022
Movember 2022
December 2022
January 2023
February 2023
+ March 2023

April 2023

+

+

+

+

+

+

+

+

+

+

+ +

+

+

11720721
12/01/21
01/01/22
02/01/22
03/01/22
04/01/22
05/01/22
06/01/22
07/01/22
08/01/22
09/01/22
10/01/22
11/01/22
12/01/22
01/01/23
02/01/23
03/01/23

$10,783.00
5000
50.00 .
50.00 '
50.00 .
$0.00 .
50.00
5000
5000
50.00 .
50.00 '
50.00 .
50.00 .
$0.00 .
50.00
5000
50,00

$28.630 50
5000
$U.Dﬂ.
:rtl-ﬂ.[.'"]l
$U.Dﬂ'
$U.Dﬂ'
5000
50.00
5000
$U.Dﬂ.
:rtl-ﬂ.[.'"]l
$U.Dﬂ'
$U.Dﬂ'
$U.Dﬂ'
5000
50.00
50.00

$17,847 50
5000
EU.[.“].
EU.[.“]'
EU.[.“].
$U.m].
5000
$0.00
5000
EU.[.“].
EU.[.“]'
EU.[.“].
50.[“].
$U.m].
5000
$0.00
5000
$0.00
$0.00
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C..

18

—'lu—'l:—'l:ﬂ:—'l:—'l:—'l:—'l:—'lu—'l:ﬂ:—'l:—'l:—'l:—'l:—'hhI

Description/Invoice

B Project Name
PSA # & Rev

Date

®

03/01/23

Invoiced Labor
Charges

0]

$10,783.00
$0.00 }
$0.00 '
$0.00 F
$0.00 ’
$0.00 ’
$0.00 ’
$0.00 '
$0.00 }
$0.00 '
$0.00 F
$0.00 ’
$0.00 ’
$0.00 ’
$0.00 ’
$0.00 r
$0.00 }
$0.00 '

528,630.50
L]

Pending Pending
Labor
Charges Status

$0.00

$0.00 '
$0.00 F
$0.00 }
$0.00 ’
$0.00 ’
$0.00 ’
$0.00 }
$0.00 '
$0.00 F
$0.00 }
$0.00 ’
$0.00 ’
$0.00 ’
$0.00 ’
$0.00 }
$0.00 '

Non-Invoiced
Pending Labor

$17.,847.50
$0.00 }
$0.00 '
$0.00 F
$0.00 }
$0.00 '
$0.00 '
$0.00 ’
$0.00 }
$0.00 '
$0.00 F
$0.00 }
$0.00 '
$0.00 '
$0.00 ’
$0.00 P
$0.00 }
$0.00 '
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C.. Description/Invoice Date Invoiced Labor Pending Mon-Invoiced Invoiced M

Charges Labor Pending Labor  Charges
Charges
@ 0] @
October 2022 10/01/22 50.00 . $0.00. $0.00.

- Phase 4 50.00 50.00 $0.00
Movember 2022 11/01/22 $0.00 . $0.00. $0.00.
December 2022  12/01/22 $0.00 4 $0.004 $0.00 4
January 2023 01/01/23 .

February 2023 02/01/23 (o< Cut e A

- Phase & | ﬁ:l Copy Ctrl + C
March 2023 03/01/23 X ] Paste Ctrl + V

April 2023 04/01/23 |
Paste Special... Ctrl + Shift + v

Clear Contents

“7) View Cell History...

Insert Row Insert Key
@ Delete Row
[ Add a Row Comment

Row Actions...

E Insert Image ]
¢ Link from Cell in Other Sheet...
Manage References...

Hyperlink... Ctrl + K

fx Convert to Column Formula
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Link from Cell in Other Sheet

Search for a data source
Q

Select a data source

+ [ Sheets

+

+
- 22 Example Project

= [ Lessons Learned
Phase 2: Lessons Learned
Phase 3: Lessons Learned

Phase 4: Lessons Learned

OO aa

Phase 5: Lessons Learned

B B

72}

heets

Discussions & Action Items
Labor Budget Tracker
Material Budget Tracker
Project Schedule

Rollup - Project Health
Third-Party Services Budg:

<
EEEEEEEEEE

+

Tooling Budget Tracker

Select a cell (or range of cells) from Labor Budget Tracker

dlicate C... Description/Invoice Date Invoiced Labor Pending Pending Non-Invoiced Notes
Charges Labor Labor Pending Labor
Charges Status
1 n + January 2022 01/01/22 $0.00 $0.00 $0.00
1 n + February 2022 02/01/22 $0.00 $0.00 $0.00
1 n + March 2022 03101722 $0.00 $0.00 $0.00
1 n + April 2022 04101722 $0.00 $0.00 $0.00
1 n + May 2022 05/01/22 $0.00 $0.00 $0.00
1 n + June 2022 060122 $0.00 $0.00 $0.00
1 “ + July 2022 07/01/22 $0.00 $0.00 $0.00
1 n + August 2022 08/01/22 $0.00 $0.00 $0.00
1 “ + September2022  09/01/22 $0.00 $0.00 $0.00
1 “ + October 2022 10/01/22 $0.00 $0.00 $0 00
2 tJEB - November2022 11101122 $0.00 $0.00 $0.00
1 n + December 2022 12/01/22 $0.00 $0.00 $0.00
1 “ + January 2023 01/01/23 $0.00 $0.00 $0.00
1 n + February 2023 02/01123 50.00 $0.00 $0.00
1 n + March 2023 03/01/23 g $0.00 $0.00
1 n - April 2023 03/01/23 $0.00 $0.00 $0.00
0 03/01/23 $0.00
n- Fx=SUM(CHILDREN(})
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