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About Program
Management Office

Great program management gives project
managers the mandates, structures, tools and
communication channels they need to ensure
successful project outcomes. This guide is
built to help you get started with Smartsheet to
achieve your program management.

Control program costs and boost efficiency
Implement the best project management processes to deliver
projects on time and on budget.

Drive accountability and transparency
Ensure everyone knows who is doing what and understands
the overall project goals.

Streamline cross-team communication
Share information with the right teams, in real time.

Maximize chances of project success

Automate your workflows and processes so your team can
spend time focusing on deliverables.
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Who should use this guide? What You'll Learn

This guide is designed to show you how
Whether you’re building new program management capabilities or

. . . . you can build and run world-class program
seeking ways to improve your current ones, you'’re in the right place.

management processes with Smartsheet. We
Common roles/titles who would benefit from this solution include: have a wealth of specific how-to resources in

our Help Center, so this guide covers:
Program Managers
Project Managers An overview of the solution

Business Analysts
Business Consultants A tour of the individual sheets

Subject Matter Experts
Operations Managers How to get going

Operations Specialists
Helpful resources and cheat sheets

@
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“ INITIATE

Program

Management

Office

Charter Program
Governance
Structure

Document the foundational elements
for successful project oversight.

O -

Roles &

Responsibilities
Business
Case

-

Articulate who is going to do what,
and when.

e COMMUNICATE

Program
Master
Calendar ‘ Project
[ Portfolio
| Scorecard

Continuously share critical project
information and success metrics.
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Program Management Office (PMO) Charter

Charters are an important first step in launching a new Project Management Office.

A good charter not only establishes the scope, goals, and budget of the PMO but also stimulates
discussion to build consensus across all stakeholders. With rich discussion, collaboration and sharing
capabilities, Smartsheet is the perfect tool to help structure people’s contributions.

wi# Section

Sl Program Management Office (PMO) Charter

.

< Refer 1o the Program Govemance Str
for the leadership and advisory teams it
e f
Ll I |
Summary The purpose of this charter is to establish agreement on key aspects of the PMOin < Explain the purpose of the charter an:
advance of its implementation. This charter is, in effect, the organizational mandate  information readers can expect to find
for the PMO to exist. This sheet defines the purpose, vision, mission and functions of
the PMO. This charter is not the project plan for implementing the PMO, but instead a
statement of what the PMO will do once fully implemented.

Discussions (1)
5.0 Facilitate Communication
st vy S

------ y Stephen Brown on @

i 1.0 Establish Project Selection Criteria Establish and facilitate project selection criteria aligned with the business's < List the key objectives for the PMO.
objectives and direction.

1 like us to consider outining the formal = - s —
mmunication vehicles we will use to keep the 2.0 Measure Project Performance a project focused on ind execution
Collaborate with stakeholders from

;
outcomes

Staphen Brown on June 4, 2015 4 54 P14
4.0 Build the PM Discipline Serve as the authority on Project Share Workspace
5.0 Facilitate Communication Keep Management Teams.

' Share To:

_u Sharing (6) | 4 Alerts | § Attachments | O Discussions () | (8 Un

= 3.0 Enable Project Delivery

Permissions: (" Viewer ® Editor  ( Admn B

v Editor can share vith others.

Send Email: V" a lnk to the workspace will be included in the message.

Subject: Marketing - Distributed Solutions

Message: P

Link to supporting information
— whether in another sheet, a
document, or on the internet.

Use the structure in this charter
template to ensure that you
think through all aspects of

the program such as PMO
objectives, performance
measures and project delivery
frameworks.

Have discussions within the
charter to keep comments and
suggestions in context.

Simple and secure sharing lets
you decide who can view and
edit the charter.
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Drive transparency by
attaching supporting
documentation, like meeting
minutes.

Program Governance

Documenting a program’s governance structure helps stakeholders understand approved
methodologies, delivery frameworks and the context for how decisions are made. Without it, stakeholders
may not understand how to engage with a PMO, deliver projects and or even understand why some
projects exist at all. Smartsheet is ideal for keeping a record of your program’s governance information

Securely share the sheet so i i i )
because it’'s easy to update, share and make available in real-time.

everyone has access to the

latest information.

Explain the purpose of each
governance team so project
stakeholders can understand
how decisions are made.

Use hierarchy to expand
and collapse groups for easy
navigation.

8 Leadership
-/ Steering Committee

Role or Title

Product Development, VP

Project Management, Senior Director
Human Resources, EVP

Chairman

+ Advisory Committee

+ Program Management Team

© Program Governance

+ Program Management
- Scope Management
Approach

44 Sharing (6) | & Alerts ]

The steering committee makes the final decision on strategic issues involving project
The fc

members are

Meet 2 times per month

the long-term project (on the first and third Tuesday)

goals, costs and deadlines. When changes to the project timeline, costs or approach are
proposed, they must be presented and accepted by the steering committee.

Name

Alex Bright
Anthony Gruenelli
Kennedy Kerrigan
Shari Wise

Row 2 Attachments (4)

(i Meeting Minutes - Steering Comittee 6161015 docx
0] sune 4, 2015 12:11 Pht by Stephon Brown (126)

Meeting Minutes - Steering Committee - 6-2-1015.docx

BEH) e 4,201 121 oy Sepmon rown 120

) Meeting Minutes - Steering Committe -5-19-1015,doc
) v 4, 2015 1211 Py tepen Brown (126)

) Meeting Minutes -Steering Committe -5-5-1015.docx
] i 420151211 Paty Stophon rown (120

Notes

Executive Sponsor

Shari will serve until the end of 2015

ris who perform research  Meetonce perquarer

es to exi

Share Workspace
Share To: Sally Jones
Permissions: " Viewer ® Edior  ( Admin B
¥ Editor can share wih ofhers

Send Email: ¥ a link to the workspace willbe included n the message.

— Subject: Program Governance Structure
agers can
i Message:

leb Forms
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B USi ness Case View the change history of any

cell to keep a historical record
of who changed what and

A good business case is credible and compelling. This requires authors to thoughtfully articulate a lot of when.

information -- the project goals, issues, recommended approach, costs, benefits, risks, constraints and
assumptions. Smartsheet gives you and your co-authors an ideal business case structure to follow, the

. ) . ; Link your Business Case to
ability to collaborate in real time, and enables you to keep a log of changes as the business case evolves.

other sheets with supporting
material, such as the Roles &
Responsibilities sheet.

- Skip the email back-and-forth,
| Business Case . . .

View History: Savings "Project Alpha" Instructions and have discussions within

Section: Savings from pro; reies | ciBusiness Case Teani Smartsheet.

History F Executive Sponsor Alex Bright, VP of Development < Listeveryone involved in developing the

business case.

$500,000 Technology Support Jacob Senmark, Software Group Lead

Business Analyst Shari Wise, Process Team Lead EaSIly Share the Sheet 50
G Project Manager G Kennedy Kerrigan, PMP eVeryone alWayS WOFkS from
S b

Stephen Brown (06/03/15 0154

Stephen Brown (06/02
$400,000

RACI Matrix fel Cl Matrix for detailed roles onsibilitie: < Use the Roles & Responsibilities template to

(Roles and Respons cefne eves of movement the latest version.

1.1 Summary This business case outlines how the new Platform Project will address current <Briefly summarize what this business case
business issues, the benefits this project will deliver, and the recommended

aporoach. The husiness case g outines detatt Use hierarchy to easily

metrics, assumptions and constraints.

12 Issue or Problem <<enter text here to describe the issue or problemtha New Discussion Orga n iZe the structure a nd

seeks to address.

Stephen Brown (06/02

13 Recommendation <<enter text here to summarize your recommendeda  "C! Matrx (Roles and Responsibilties) |ayo ut.

‘Save comments and have discussions inside the sheet. Great for
capturing emails, team notes and quick ideas.

“ © Project Overview il S B BB 16 AR

Lalici S 0 Aftach
& Sharing 6) | 4 Alerts | [ Attachments (1) | () Discussions (1) ] @1
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ammmoewmnsmansneet - ROlES & Responsibilities (RACI)

so the information is always

available and in context. The RACI framework allows project managers to document who is Responsible, Accountable, Consulted

and Informed (or RACI). Understanding how people are involved in an initiative is extremely valuable when
there’s a need for increased integration and collaboration. Smartsheet is the perfect tool for your RACI

Easily share with others so i X ; - i i
matrix because it's easy to update, simple to share, and available in real time.

everyone knows who owns
what.

Built-in “Send Update Request”

functionality makes it easy to (W] 7| Task or Deliverable [ [ P Send Update Request e

‘Sheets/Rows: Send update request on selecied o

collectthe latest information. e :
R = Responsible... The person that i Subject: Update Request: New business anal iyst
A = Accountable... The person that i oy | £
Setu pa lerts to be € = Consulted... The people who mi Delvery Semiete sl o ecring s
. e | = Informed... The people who mus' L
automatically notified when =

anything changes.

RACI Chart

Role: Business Program Subject Matter  Developer Systems rastructure  Spons usiness  <<Role>>
* Associate Manager Expert Architect \nalyst

Customized d ro p'd oWn men US Name: Alex B. Frank C. Jacob S. Shari W. Julia R. Karen J. S:'o?lj::(rs Jen B. <<Name>>
. Governance Structure I c I 1 I 1 R

make it easy to conform to the Rt R A c D
fra meWOI’k lanagement Plan R R | e — I =]

: udget R | & c |A |

E  cmmm :
Im organization structure A AR ‘ |
A c AR
" b B Revewa A |
A ] 1

i esponsile o producig te elveables o fask tothis sheet
‘one person responsile but fcan be more than F ~ 1 »
1 Send Exic Walker an email ance a day when Anything

chang
I b Sharing (6) ‘ A Alerts (1) | @ Attachments, | C) [ Boioy| own - delele ms

Notifications
I R
inatis use o clery e e a0t = es
ot o |
1 1 Receive email notifications when other P¥BB12 make changes E
iratior
o eortas
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Program Master Calendar

Any program manager will tell you that it is a challenge to maintain a calendar to communicate milestones
and important meetings across multiple projects. Smartsheet’s Program Master Calendar helps you keep
items up to date, share the latest schedule with stakeholders, request updated timelines, and set up email
notifications so nothing is missed.

:l e Event Start Eve:(End

 Major "
| Milestone ' Date | Dat i

Support Readiness Review Project Alpha = 09/29/15 09/29/15 Alex Bright Conference Room A

Stage 1 Release Project D = 10/01/15 10/01/15 Corrine Jones Conference Room C
Advisory Committee Meeting - Q3 10/05/15  10/05/15 Sally Jones Boardroom
Meeting Steering Committee Meeting - October 10/06/15 10/06/15 Corrine Jones Boardroom
Meeting Program Leadership Meeting 10/09/15  10/09/15 Shari Wise Boardroom
Milestone Beta Readiness Review Project Charlie = 1013/15  10/13115 _ Corrine Jones Conference Room B
Meeting Program Leadership Meeting October 2015 e
e )
Meeting Steering Committee Meeting - October
9 | Sunday Monday Tuesday Wednesday Thursday Friday Saturday
R UssiieedtackiReview I October 2015 Seplember27 |28 2 30 Osiober 1 2 3
Meeting Program Leadership Meeting L% ;W '1 ‘2 53 | Stage 1 Releass |
Other Program Audit 4856 78 010
i 7 11213 14 15 18 17
- 1819200 22BN 4 5 6 7 8
250 21 28 29 % ¥ T TN | [SmengConmitsl |
Notifications Novermber 2015
AN 1 12 13 14 15
New Notification 12y As 8T .

i o 1. 1. S
C) Discussio 5 5

Receive email nofifications when other people make changes
to this sheet

‘Send Eric Walker an emal right away when Anything
changes.
Set by Stephen Brown

galete

Frogram L sadersh

® 0 0 0 O

Organize and track all
important milestones and
meeting dates in one central
location.

Flag items, like major
milestone, to call attention to
the most important dates.

Set up custom notifications to
be alerted if anything changes.
Or set reminders so you don’t
miss anything.

Toggle to a traditional calendar
view. Color code items for easy
visual reference.

Publish the calendar to
securely share with all of the
stakeholders.
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Get out of the inbox and send
update requests through
Smartsheet.

Track key performance metrics
across the project portfolio.

Use RYG symbols to visually
indicate performance

Use hierarchy to group
performance measure by
project.

Keep a historical record of your
scorecards by creating a new
sheet for each review period.

Project Portfolio Scorecard

Collecting and reporting on performance from multiple project teams is time-consuming and tedious work.
Smartsheet helps you streamline the entire process. With built-in update request features, project owners
can be automatically notified to make updates on a recurring or ad-hoc schedule.

|| Key Performance Indicator (KPI) Status | Planned Actual m“ Owner

Program Scorecard October 2015
@ Program Management Office

Projects Complete (#) Chris K.
Time to Mobilize (days) Chris K. Mobilization is occurring one day fast than
Total Portfolio Costs/Savings ($) [ ] 263000 181000 82000 Greta L.

We've completed the 6 projects planned through € Save as New

Name your sheet:

The additional benefits gained in Project Alph -
Portfolio Scorecard (November 2015)
@ Project Alpha

Costs/Savings Realized ($)
Scheduled Hours (hours)
e Quality Index (1-100)
<<add a key performance measure>> ® . -
H Broject Beta -I Send Update Request ‘E; ——
Costs/Savings Realized ($) O Sheets/Rows: Send update request on selected row Recumence

195000 100000 95000 Chris K. Cost savings continue to come in more than Keep:

L]

[ ] 840 600 240  ChrisK.  Effortis less than budgeted ¥ Data and formatting
- v Attachments

L ] 90 97 -7 Greta L. A#l in sight by EOY on current growth trend ¥ Disissiohs

Scheduled Hours (hours)
Quality Index (1-100)

<<add a key performance measure>> -

© <<Project Name>> o | Message: Please update the following information for our monthly scorecard review, "=
= f Honthly
<<Project Name>> ‘

== —

_ 4 Sharing (6) | 4 Alerts | @ Attachmen

To: |Eric Walker (ericwalker17@mbf.smartsheet.com) x ® Right Away 3
- once
Subject: Update Request: Projects Complete (¥)

Daily

Delivery: Schedule to send later or on a recurring basis

Ceme
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Jump-Start Your Program Management
Office with Smartsheet

Read through the solution guide You've had an overview of the solution — now try Smartsheet for yourself.

Sign up at smartsheet.com/pm-solutions/program-management-office
You can also use this with your existing account by logging in.

Sign up or log in to Smartsheet

Once you’re in Smartsheet, click on the “Getting Started” sheet in the pane

Open the Getting Started Sheet on the right. This sheet will orient you to everything you need to start
working in Smartsheet.

The sample data and structure is only there to help you get going. You
Customize the sheet can type over things, insert or delete rows or columns, rename columns,
change column types etc.

. . To open another sheet in the solution, simply return to the home tab, select
Start working and sharing the folder, and then the sheet. You can invite others to collaborate by
clicking the sharing tab on the bottom of the sheet.

OO O 0O &
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Other Recommended Steps

O Delete sheets you don’t need Deleting a sheet is easy! You can learn how to here.

We know you have unique needs — that’s why we built Smartsheet.

O Build your own sheet Click the + tab at the top of the sheet so you can build your own solution
from a blank sheet.

« 9 s . . To help you get the most out of Smartsheet, we've included cheat
O Use the “cheat sheets™ in this guide sheets for formulas and shortcuts at the end of this guide.
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Have questions or want to
learn more about Smartsheet?

Smartsheet Help Center - help.smartsheet.com
Everything you need to help you get the most out of Smartsheet.

Smartsheet Community - community.smartsheet.com
Ask questions, share best practices, and get help.

Submit your question - solutions@smartsheet.com
Want personalized help? Our design and services teams have you covered!

Send us your feedback - help.smartsheet.com/customer/portal/emails/new
Share your thoughts or suggestions about Smartsheet or our Solutions.

Plans and Pricing - smartsheet.com/pricing

Enjoy your 30-day free trial.
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Smartsheet Cheat Sheet Formatting

Keyboard Shortcuts
Enter

Enter

Basics

/ + Enters edit mode on selected cell

(o + S Saves all unsaved information

=+

K

Ctl Bl Z Undo the previous action since last save

Citrl

=+

07yl + BAAM Redo the previous action since last save

Ctrl I

WCIl Inserts a row above the selected row.

To insert multiple rows at once, press Ctrl

Ctrl

+
v]
o
o

=+

(Bl Underline

Inserts a carriage return
or line break in Text
Number cells. In order to
see the carriage returns
in the sheet, apply wrap
formatting to the cell by
clicking the Wrap icon in
the left toolbar.

Indents Primary Column only

Outdents Primary Column only

Fill down
U + (also available

by dragging cell
corner)

and select multiple row headers, then click .
NOTE: Mac users should use [l®iisM instead of J®i{Mll Lnless otherwise noted.
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Formulas

1 Inserts $ before column name
Cii B L [ (horizontal cell reference lock).

Inserts $ after column Inserts $'s around
X 2 name (vertical cell X 3 column name (full cell
reference lock). reference lock).

Date Column Cells

t: Inserts today’s date.

+: Enters date x days from today.

-2 Enters date x days before today.

mon /tue/wed/ etc... Inserts date of the current
week’s Monday, Tuesday, Wednesday, etc.

yes: Inserts yesterday’s date.

tom: Inserts tomorrow’s date.

next week: Inserts date seven days from today.
last week: Inserts date from seven days ago.

Dec15/Jan 3/ etc: Inserts date of string entered.

Additional

Ctrl

Ctrl

Home

End

+ Displays the Open a Sheet form.

+ Displays the Go To Row form. Type in the row number

you'd like to scroll to then click OK.

Takes you to the top

Takes you to the first cell of
Y S0+ BECUE |cft cell of your sheet.

the row you are currently on.

Takes you to the bottom

Takes you to the last cell of ol + WEEN ioht cell of your sheet.

the row are are currently on.

Moves you up in your sheet. E Moves you down in your sheet.

Displays or removes a checked box, star or flag in
the selected cell. Learn more about checkbox, star
and flag columns in our Column Types article.

Space
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Smartsheet Cheat Sheet

Formulas

Numeric Formulas

SUM(): Adds selected values, or a range of cells.
Example: =SUM(Cost1: Cost5)
Result: 1125.75

AVG(): Averages selected values, or a range of cells.
Example: =AVG(Costl: Cost5)
Result: 22515

MAX(): Returns the highest numeric value, or latest date.
Example: =MAX(Cost1: Cost5)
Result: 42575

MIN(): Returns the lowest numeric value, or earliest date.
Example: =MIN(Cost1: Cost5)
Result: 100

INT(): Returns the integer portion of a given number.
Example: =INT(Cost5)
Result: 425

ROUND(): Rounds a given number to the desired # of digits.
Syntax: ROUND(celll, #_of_digits)
Example: =ROUND(Cost5, 1)
Result: 425.8

ABS(): Returns the absolute value of a given number.
Example: =ABS(-85)
Result: 85

COUNT(): Counts non-blank cells in a given range.
Example: =COUNT(Task Name][Task Name))
Result: 5

LEN(): Returns the number of characters (length) in a given cell.
Example: =LEN([Task Name]5)
Result: 6NOTE: Formatting/currency values aren’t included.
Dates have a length of 5.
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Logic Formulas

IF(): Performs a logical test. One value is returned if the test is true, a different value is returned otherwise.
Syntax: IF(logical_test, value_if_true, value_if_false)
Example: =IF(([Due Date]l > [Due Date]2, “Date 1is Larger”, “Date 2 is Larger”
Result: Date 2 is Larger

ISBLANK(): Used within an IF formula to test if a cell is blank.

Example: =IF(ISBLANK(Task Name]l), “Cell is blank”, “Cell isn’t blank”)
Result: Cell isn’t blank

ISTEXT(): used within an IF formula to test if a cell contains text (and not checkboxes, dates, numbers, etc).

Example: =IF(ISTEXT([Due Date]l), “Cell is text”, “Cell isn’t text”)
Result: Cell isn’t text

ISNUMBERY(): Used within an IF formula to test if a cell contains a number (a value which is not text, date, or checkbox).

Example: =IF(ISNUMBER(Task Namell), “Cell is a number”, “Cell isn’t a number”)
Result: Cell isn’t a number

ISDATE(): Used in an IF formula to test if a cell contains a date.

Example: =IF(ISDATE(Due Datell), “Cell is a date”, “Cell isn’'t a date”)
Result: Cell is a date

ISBOOLEAN(): Used in an IF formula to test if a cell contains a boolean value (check box, priority, star or flag).

Example: =IFISBOOLEAN(Done1), “Cell is a boolean”, “Cell isn’t a boolean”)
Result: Cell is a Boolean
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Smartsheet Cheat Sheet

Formulas

Logic Formulas (cont.)

AND(): Used within an IF formula. Evaluates if a set of logical expressions are True or False. If any expression is False it will evaluate as False.
Syntax: AND(boolean_expression1, boolean_expression2, boolean_expression3, ...)

Example: =IF(AND(Done1, Done2, Done3), “All Tasks Complete”, “Tasks Incomplete”)
Result: Tasks Incomplete

NOT(): Used within an IF formula. Performs a logical NOT on the supplied boolean expression (or cell reference).
Syntax: NOT(Done1)

Example: =IF(NOT(Done?1), “Task A Not Complete”, “Task A Complete”)
Result: Task A Complete

OR(): Used within an IF formula. Performs a logical OR on the supplied boolean expression or cells. Returns true if any are true; otherwise returns false.
Syntax: OR([Due Date]l > [Due Date]2, [Due Date]l > [Due Date]3)
Example: =IF(OR(Due Date]1 > [Due Date]2, [Due Date]l > [Due Date]3), “Due Date 1isn’t the smallest”, “Due Date 1is the smallest”)
Result: Due Date 1is the smallest

NESTED IF(): Performs multiple logical tests. Smartsheet reads the IF statements in the formula from left to right, displaying a value based on which one
evaluates to true.

Syntax: IF(logical_test, value_if_true, IF(second_logical_test, value_if_true, value_if_all_false))

Example: =IF(Task Name]l = “Task A", “This is Task A", IF(Task Name]l = “Task B”, “This is Task B”, “Neither Task A nor Task B”))

Result: This is Task A
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Additional Formulas and Help

Formula Basics - smartsheet.com/formula-basics
How to create a formula and reference cells, columns, and ranges in your sheet

Text Formulas - smartsheet.com/text-formulas
Find, Replace, capitalizing text, etc

Date Formulas - smartsheet.com/formula-basics
TODAY() formula, calculating working days, creating dates, etc

Advanced Formulas - smartsheet.com/date-formulas
Weighted average, prorate, countif, countif s, sumif, sumif s

Using Hierarchy in Formulas - smartsheet.com/using-hierarchy-in-formulas
How to reference child rows

Formula Error Messages - smartsheet.com/formula-error-messages
What they mean, and how to troubleshoot
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