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RSITY as a viewer

Log in to monday.com
1. Goto oduglobal.monday.com and click Log in with SAML Provider
Account.
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3. You'll start in the Main workspace.
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Basic navigation

As a viewer, you can navigate through much of monday.com and access a vari-
ety of open workspaces and boards. Most of the time, you'll land on your home
page or you'll have a direct link to a board of interest.

The Home page will display the boards you've most recently visited. Click on an
icon to open that board.
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monday.com has two main areas: Work Management and Projects. Work
management is available for teams to track and organize a wide variety of work
items. The Projects area is speci cally used for the ITS project portfolio.
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Work Management and Projects.
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« Work Management is where you will
nd workspaces.

+ The Projects area contains all of the
projects in the formal PMO portfolio.

To see the formal project portfolio select Projects then select the ITS Project
Portfolio Workspace. This is where you'll nd the boards where your project
requests and active projects are tracked.
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You can select other open workspaces or workspaces you've been invited (sub-
scribed) to by clicking the arrow next to the current workspaces name.
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Navigation

Home takes you to what should become your standard landing page, display-
ing your most recent boards in the main panel. You can click on the board your
seeking from the list of boards you've recently viewed to navigate quickly.

3 ',5: monday work management Q &P & D a2 @-
() Home runl L. 1L LiErsis i
Stew =ach -

This Board forms the training journey we recommend for onboarding users onto monday.com. See More

My work b

i SRR u 0 S pugnmatn L
() Mainworkspace v - Q MéinTable  Must’ o Bsnbbaru: Douleegrsaen P B Qusnmasa L

Q search % -
v .
rai...

O Start H

B Introductor e Ihinslaatian Flo monday.com

[ stakeholder: Item What? q Type a Link to resource. ) Fiiggmmts

B

[ Monday . ik

~ Training Key Terms / Glossary <]
(O Workflow Builders - Adv... +Add Item

(@0 A Me=nan

My Work displays a list of all your assigned items. As a viewer you can not inter-
act on the board, however, you can still be assigned to items by an ITS project
manager as a way of drawing your attention to speci ¢ needs. If you have been
then these items will display in My work and you can view them in this view
without navigating to boards.

You can also navigate using the icons to the right of your top bar.
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Items (3) are single lines representing tasks (think of rows in Excel). Each
item has its own conversation icon Q where you can start or view
individual task updates.

Subitems (4) are item subtasks (only available one level deep). See sub-
items by moving your mouse just to the the right of the item checkbox and
clicking the down arrow.
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Columns (5) work kind of like colums in Excel. We use a few key column
types in our project environment:

People (Person) - the assigned resource(s) responsible for the task. We also
use a second People column to assign a Team. As a viewer, you can hover
over the icon in the people column to get full contact information, but you
cannot trigger an update or change a resource.

Resourc.. @

Status



Using
monday.com
as a viewer

page 6

Timeline - displays the time period during which a given task will be worked
on. In the monday.com timeline, Milestones are denoted by a speci c, sin-
gle day and marked with a diamond symbol. You can expect major dead-
lines to be shown on boards with a milestone.
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Numbers - a column for tracking numeric values. As a stakeholder, talk with



Types of views:

* Main Table: This is the default view in monday.com for all boards, and it
displays all columns.

* Gantt: monday.com o ers a useful and intuitive Gantt Chart view.
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Each task appears in the Gantt view, corresponding to its timeline schedule.
You can click on the bar to see an item’s details.
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« Kanban: This is your basic card wall view and may be the preferred view for
many development projects.
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» Dashboard: The PMO uses dashboards to report overviews of multiple proj-
ects, but each project also has its own dashboard. The label we use for this
view is Project Report.
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For formal projects, the Overview widget (labeled here as Project Status) dis-
plays a status based on the percentage of tasks complete vs. the percentage
of time elapsed.

The Battery widget (labeled here as Progress) displays an overall view of the
project based on the status of its items. If you click on each section of the
battery, you'll see items listed by status. In the example below, clicking the
gray area displays all tasks with a status of ‘not started.

73.77% Ot Jikartad

~ Project Plan

Task [ Res. B O ITSTeam @ | Collaborators Status & @ Timwh g g See 0 T wurdnon =@

Project M = — :

> [EqEy! Minciggay &

N4 [Example] Milestone 2 2 + . it

.

Using
monday.com
as a viewer

page 8



