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New User Setup

To access Citiri, follow the checklist items below:

Look for login credentials in your inbox (check Spam Folder also)

Follow the enclosed instructions in the email to set your password
Supported Browsers: Microsoft Edge | Google Chrome | Mozilla Firefox
Org URL: -citirios.lightning.force.com (*BOOKMARK THIS SITE)
UserName: Your Work Email Address

Let us know if you need login/password assistance @ support@citiri.com

OOOOOOO

You are ready!

To access this page, you have to log in to Salesforce

1 Saved Username

Username

customerexperience@os.citiri.com

Password
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New User Setup (Quip)

Step 1: In Citiri, click on the 'Take the Last Step' link at the top of the page.

0 You're almost there... to collaborate on Salesforce data wheraver you are, get started with Quij . Take the Last Step

qac.TlRl Q Search.. |EE L& 7?7 P e

Step 2: Click the 'Sign in with Step 3: Click the 'Allow' button.
Salesforce' button

NA.QUIPCOM 4‘4 ClTlRI
on Quip

Quip i= asking to:

= Access he identity LIRL service
+ Manage user data via APls

= Perlorm requests at any time

Normally sign in with Salesforce? o ol e
Th t k t ynetted@lawa citinios.com? (ko you™
at works, too,

Dery '

To revoke accass at any time, g2 to your personal settings.

& signin with Salesforce

@ Quip

Step 4: Once you receive this message,

You’re all set!
you are all set.

Productivity and collaboration are just a click away.

For some help getting up and running, check out our Training Hub,

Sae My Quip Site
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Getting Started in Citiri

Navigation

The header section provides a series of navigational features, search features and helpful tools
and shortcuts.

Setup User
” Navigation Menu Favorites List Settings
TR e ENERRE &
5 Ciios wors ¥ v Gl
bal
= Global Search el Notifications
p

Launcher

List Views

List Views give users the ability to create and, more importantly, customize a list of records on
an object. The list allows filters to be used to simply create a list of just the records that fit
within one or multiple filters, or just to see a list of all records.

1. From Navigation
Menu, click arrow to
select an object.

it Citin0s Stakeholders

' Srakeholdars i
=l Recently Viewed = o

3. Click the pin icon to
set your preferred list
viow as the default. W | Account Owner Allas b

0 Hems| LIST VIEWS ", Search this list. &+ @H- |

All furime Stakeholders
All Internal Stakehelders 2. All List Views default
to ‘Recently Viewed'.
Click drop down arrow to
solect proferred list view.

All Stakeholders

My Stakeholders
Kaw This Week
~  Recantly Viewsd [Pirmed lizt)

Recently Viewad Stakehaldars

5. Change the fields
displayed in the list
view or create/clone
a new list view.

i3I Citiios Stakehalders -

Stakehalders
L All Stakeholders »  #

Saarch this Ii - | g
50+ mems - Sored by Parent Account - Fitered by AR s1akenoloers - Lipdated a few saconds ago B 218 » i d b Gl SR
Accaunt Hame ~ | Parent Accaunt & ~ | Allow Training Self R... *~  Allaw Trial Self Regls... ~
1 ‘Workers Compansation and Safaty Section Rixk Management Diision -
] Sirategic Operatians Operaticns and Emergency Management v 6, Fllter the list view
3 Operatiars Administration Support Cparations and Emargency Managemsnt v to show a subset of
records.
4 Landside and Waste anagemsnt Opsarations and Emargency Managemant -
Facility Dperatians Operaticns snd Emargency Management " -
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Stakeholders & Contacts
Stakeholders

Stakeholders are companies, entities or departments within an organization.

To create a new Stakeholder
record, click ‘New' from the
i3 Citin0s Stakehokders v list view.
3 Stakeholders "
. All Stakeholders v % i
- " - =
B0+ items « Sorted by Parent Account - Filtsred by All stakeholders - Updatad 26 minulas ago Bl s k. B @O f]O]Y
Account Name “  Parent Account + ~  Stakeholder Type “ | Allow Training Sell R... * Allow Trial Self Regis... |
1 Workers Compensation and Salety Section Rigk Management Division Internal i hd
2 Strategic Dperations and Internal o -
3 Operatiens Administration Suppart and Internal ' hd
4 Landside and Waste Management and y Internal v [} o
L] Facility Operations ions and Internal ~ [ -

Mew Stakeholder: Business

* = Required Infarmatian

Account Information

2 S T toa - For self registration portals,
* Account Name Starbucks registrants must select their
associated stakeholder to
2 g | complete registration. To
. L
Parent Account O s Host % | siraton display this stakeholder,
click the checkbox(es).
-
Stakehalder Type T =
Enter in Stakeholder
information mesennion
o
Business Information
Shipping Address
Search Address Q,
Shipping Street
&
Shipping City _ Shipping State/Province

Shinping ZipfPastal Cade
Click 'Save’ to create

your new record.

Cancel Save & New
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Stakeholders & Contacts

Contacts

Contacts are individuals/employees in a company, entity, or department within an
organization (Stakeholder).

From the Stakeholder
record, click the 'New
Contact' quick action to
create a new contact record.

:2:::::'&5 (2 Mew Contact || Delete

[
Details Files Project Profiles  Contacts
Account Name Allow Training Salf Ragistratian E Contacts (0)
Starbucks v
Parent Account Allow Tril Salf Registration
HMS Host
Stalehalder Type
CRACAONE
Description
New Contact
* Name
Salutation
--None--
First Name
W
Middle Name
**It is important to be
consistent with the data
you enter for each
contact record.
Title
* Area Manager
Email
* fim.smith@hmshost.com
Mabile
* 3107262002
Once complete,
Phone click ‘Save’ to
create your new
contact record.
Department
7 B
Wl Starbu
£ (L2
Details Files Praject Profiles Contacts
Account Neme Allow Trairing Self Registratian B contacts (1) | - I L;_l
Starbucks - ) S | S
1item « Sorted by Contact Name + Updated B nuinutes ago
Parent Accaunt Allow Trial Sedf Registration T T T
HMS Host Contact Name T W | Title il Email “ | Mobile A
Stakehalder Tyoe . 1 Jirn Smith Area Manager jim.smith@hmshost.com 1310} 726-2002 E|
Concassions
View All
Gascription




Sites to Locations

Hierarchy Overview

A Site is considered a campus. Within a campus you may have multiple physical structures,
known as Site Asset(s). Examples of Site Assets are Terminals, Concourses, Runways,
Fire Stations, or Parking Garages. Each Site Asset may have Levels. Examples of Levels
are Departure Level, Arrivals Level, Apron Level, or Ground Level. Within each Level you
may have Zones. And within each Zone you may have multiple Locations. Examples of
locations are Check-in Counters, Offices, Restrooms, Holdrooms, Gates, Storage,
Concessions, or Lounges. Not every Level may have Zone(s). However, locations must

GETTING STARTED GUIDE

exist.
Site
g
( Airport)
Site Asset
(Terminal A)
Ll
_| Level 01 - Departure
[ Zone Location
_‘ Zane 0] - PAX Chechc-In | I Roam - Alfine Ops Office
Zone Location
_| Zone 02 - Security Checkpoint ._| Room - 754 Office
Lawiat
___,I Leved 02 - Arrival
Location
Cancessions - Starbucks

|

Site Asset
(Terminal B)

J

Lt

_'_ Lowel-01 Agron ‘

L
Jome-L1

1

Location
BHS Facility

_I Level-01 Gates 10 - 25

Zone
Zone L1

L

Location
Gate-10A

Level ‘




Sites to Locations
Working with Sites

**NOTE: If 'Recently
Viewed' is your default

view, select a different list
view to display records.

GETTING STARTED GUIDE

5 citiiosy

1. From the Navigation

Menu, select ‘Sites’.

1item - Sorted by Site Mame - Filtered by All sites - Updated a few seccnds ago

Site Name T

El I Los Angeles International Airport I
2, Select the Site.

1. From the Site record,
click the *Site Assets’ tab

to display the Site Asset

related list.

Site
n Los Angeles International Airport

Naw
2 Search this list.. g~ Br|CF| 6T
~
v
2. Click the ‘New’ . New Program Delete I
button to create a new
site asset record. I+

i
Map Programs

Details Files Notes
Sita Name Coda ﬂ Site Assets (18)
Lntemaﬁonal LAk 18 items - Sorted by Assat + Updated a few seconds agy
Airport
Phase Contact I—l Asset |
Operations 1 O
Description @ 2 D Terminal B
3 [] TerminalB
4 Terminal 7

3. Click on the Asset

name In the related list to [NIIERAN
view record details.

Active

Building Terminal Activa

Building Terminal Active

Building Terminal Active




Sites to Locations
Working with Site Assets

.|« Los Angeles Int... @ Terminal.. -~ x

1. From the Site Asset record,

you can view all related Levels,

GETTING STARTED GUIDE

E Site Asset Zones & Locations.
Terminal B 2. Click ‘New” to create
; a new Level record.
>

Details Files Levels Zones & Locations

site [ vreveis (1)

Los Angeles International Airport Tiliir b et by Lisval Nt < Elilabuct o S sl

Asset

; 3. Click on the Level

Terminal B Level Name T i

it Ol a L Name in the related list to i |
Building 1 [ Leven view record details. K]
Type Wiew Al

Terminal

Worki ith L |
|« Los Angeles Int... A Terminal..  ~ % CREURIPERY 1, From the Level record,
click the ‘New Zone or
— e Location’ quick action to
Level 1 **NOTE: To navigate create new records, [ Mew Zone or Location || Activity Lists | Clone | Delete |
back to the Site Asset
or Site, use the tabs. “

Details Files Notes Zones & Locations

Stte Asset [ zones 1) [#-][e
Tarminal B 1item - Sorted by Nama - Filterad by Record Type - Updated a few saconds ago s
Level Name
Level 1 Name 1 “~ | Description ~

1 Zone A :E]

Description Wiew All

[ Locations (1)

1itam - Sorted by Name . Filtered by Record Type + Updated a few seconds ago

Name 1 v | Type v
1 Utility Room Utility
View All

Zone

~ | Deseription

10
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Programs & Projects

Programs

A Program record helps to group a collection of projects typically based on a capital
program and/or funding source. Programs should always be related to the Site record.

Access Programs from Site Record

3. Click '‘New Program’
quick action to create a

new Program record.

l Mew Program Delete ]

3l I+
Details Files Notes Map Site Assels Programs

Site Name Codle Programs (4) - e

1. Click the '‘Programs’
tab to view the
Programs related list.

Site
Los Angeles International Airport

4

Los Angeles LAX . . . p=-

International & items - Sorted by Project - Filtered by Record Type - Updated a few seconds ago

Airport ;

Phase Contact Project ~

Operations 1 Project #1 2. Click on the Level (]

Name in the related list

Descriplion @ 2 Project #2 to view record details. (=)

3 Project #3 [+]

Access Programs from List View

**NOTE: If ‘Recently
Viewed' is your default

view, select a different list
view to display records.

3. Click ‘New’ to create
a new program record.

EEE citirios Select ‘Program’ in the
—~ 1. From the Navigation next window.
@® Menu, select ‘Projects’. [ he
All Programs =
4 items « Sorted by Broject - Filtared by All prajacts - Record Type - Updated & few seconds aga Q. search this list... a-|B- (| /]|¢]Y
Project T ~ | Description b
1 Project #1 -
2 Project #2 2. Click the ‘Project’ name v
% Project #3 to view record details. =
New Project
"If I'm trying to create a new program, why o—
does it Say 'New Project’?" Programs and Projects requiring full operations enablement | operational readiness functions.
Projects share the same object. However, S _
g ) B ) . Projects managed by internal construction staff.
their function is defined by their record type .
(i.e' P,-Ogram’ Project Construction’ ﬁacl(ing Parent-level collection of individual projects, organized by capital program or funding source.
Tracking Onl
On[y) . F'r:':et;'til req:tlring only basic tracking (i.e. Project Footprints, Risks, Issues, Tasks).

11
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Programs & Projects

Create a New Project

Access Projects from Program Record

2. Click ‘New Project’

quick action to create a
new Project record.

@ijm | Newroect || scheduie | Delete |
ew Frojec chedule e
Program A i -

- Los Angeles Int.. @ Landsid... ~ x

Site Record Typa
Los Angeles International Airport Program
1. From the Program record,
. ) - . . you can view the Projects Ls
Details  Files  Notes Project List related list. Click on a ‘Project’
name to view record details.
Record Type @) Projects () &~ e|
Frogram % 3 L
7 items + Sorted by Reediness Phase - Updated & few seconds ago
= —% Project » HReadines... T Substantial... ~ | Opening Day  Ready Score
Project Site —
Program A Los Angeles 1 Project #1 . Setup 0.00% ]:]
Internatianal Projoct #2 =
Airport H roject Setup 0.00% hd|
s Project#3 Setup 0.00% E3)
Dascription —

ooy Access Projects from List View

Viewed’ is your default
view, select a different list

3. Click 'New’ to create a
new program record. Select
the appropriate project type
in the next window.

view to display records.

N
ii o Citirios Projects v

1. From the

Navigation Menu, [—
select ‘Projects’. New
13 items - Sorted by Project - Filterad by All projects - Record Type « Updated a few seconds ago Q Search thislist. g-||E-|C]| )6 Y
Parent Program « | Project 4 W) ISRVl 2. Click the ‘Project’ name  [SSEORINSIINA | Ope.. | p..
I to view record details.

1 Program A Project #1 L4
2 Program A Project #2 v r
5 Program A Project #3
4 see New Project

® Enablement
Projects requiring full operations enablement | operational readiness functions.

**NOTE: If you don't see the list view as S
displayed above and th[s is your Vi&W, C/iCk Projects managed by intarnal construction staff,
the table icon and select 'Table" Program

Parent-level collection of individual projects, organized by capital program or funding source.
Tracking Only

Projects v Projects requiring only basic tracking (i.e. Project Footprints, Risks, Issues, Tasks).

@Rﬂuﬂﬂy\iimﬂv L] -

17 irems « Updated a few seconds aao Ee

: Disp
Search this fist a8

Tablo &

Recently Viewed +
Kanban i

00 Training Project Setup

o o Spilt view 1

Landside Access Modernization o Setup

0.00%

Consolidated Rental Car Facility Setup
D.00%

12



Project Setup

Working with Project Records

GETTING STARTED GUIDE

Details serves as the record profile and includes parent related records, responsible
parties and other important data points to reference.

® Project
00 Training Project

Ready Score Days to SC Days to Go-Live
0.00% 278 (v}
Details Files Images Chat Notes
Record Type Parent Program
Enablement
Project Operations Sponsor
00 Training Project
Project Code Enablement Lead
CP Weight Factor
100.0%
Description
“ Delivery Team
Internal PM Design Firm
Program gement Firm ing Firm

Program Lead

* Value Contribution

Monetary

$0.00

Laber (Hours) @
0

Lead Contractor

CX Improvements

Brand Saves @
[V

Files provides a way to upload and store documents related to this record.

Detailsl Files Ilmages
| —

Chat

31
Se'

[C] Fites (2)

- Training Survey
B Jul 26,2023 . 37KB - docx

= T3 Map
o4 Jul 25, 2023 - 139KE - pdf

View All

B 1

Add Files F

JuUpload Files

Owned by Me
Shared with Me
Recent
Following
Libraries

Related Files

CONNECTED SOURCES

& Quip

0 of 10 files selected

o oo0ooaonb

Select Files

@ Search Files...

f==— Sample Operations Enablerment Schedule (1)
© =+ Jul 26, 2023 - 82KB - pdf

==~ Sample Operations Enablement Schedule (1)
¥ = Jul 26, 2023 - 82KB - pdf

- Sample Cperations Enablement Schedule (1)
=+ Jul 28, 2023 - 82KB - pdf

==~ Sample Operations Enablement Schedule (1)
» = Jul 26, 2023 - 82KB - pdf

& Training Plan
=W Jul 25,2023 - Quip @

Cancel

13
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Project Setup

Working with Project Records

I . Chat offers a way to collaborate with others.

mages provides a way to upload photos Use '@[P Name] or'@[G Name]'1

related 1o this record. se. @[Person a.me or '@[GroupName]' to
begin a conversation.

@ Project

Project 00 Training Project

@ 00 Training Project

siaichi scdte —— E— Ready Score Days to SC Days to Go-Live

¥ ys to SC ¥ -Li

0.00% 278 0 D00% /8 o |

— 12 Y .
» H |
Details Files Images Chat Notes

Details Files Images Chat Notes

—
Post Poll Question

[ Share an update.., l
1 l Q Search this feed... || o |

o Customer Success to Los Angeles World Airports Only a

19h ago
https:/f +comftraining/s/
.my.site.com
il  htps comftraining/s/

Notes serves as a scratchpad or sticky note to log a thought related to this record.
Notes are private unless you choose to share.

Details Files Images Chat Notes Setup ‘Work Management Peaple Infarmation Assals Trials Transition
£ wotes (31) ,ﬁ.—.qﬁmalim Tasks  Risks  Issues  Meetings  Activity Lists
M

Risk Reconcifition as, - N Y ? T v |
FRE{2023, 10:41 AM by Malin '4 iy Activity Showing: 10{26/2024 - 10/2612024 - 0 day(s) - D Ramis) | & | ¥ |
Coordinate AQR Risk Register and Froject Risk Register,
Reviaw S0P
2E2023, 10:40 AM By Stove 4
i s B New Note Title —_ X
TEST 0P Mew Mote Title & Visiility Set by Record
7262023, 10:40 AM by Dscar
Teat [ | =T = T -

| 8|1 !u]‘:—l;:].s]'lig'ﬁhﬂl

View &l
Enter Notes Here

r 1 i i Tl
| Do | | Share Lu:\an-.eﬂecmus || Cana |

14
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Project Setup

Core Process Development

Core Processes represent the core operational functions of the project. Once Core
Processes are identified, Sub Processes (the sub elements of each core function) need to
be defined. For each Sub Process, the team, along with Stakeholders, must define the
Operational Requirements which encompasses the following elements:

» People (Staffing & Training)

* Information (Procedures, Contracts, & Information Updates)

» Assets (Facilities, Systems, & Interfaces).
When all Operational Requirements are properly Verified (in place), Validated (functional)
and Authenticated (integrated trials), you are operationally ready.

Core Process Passenger
Handling

(Departure)

vV
Sub Process

People
Information . T e doradbor o e
Asm & L ation eople ] tion A5 % e nation

AV, Familiarzation o Train TSA
Operational . Stalf Ho
Requirements :

15



Project Setup

Core Process Development

GETTING STARTED GUIDE

Project g e JEi i

@ 00 Training Proiect Mew Critical Date | Schedule l New Task ‘ Mew Risk New Issue New Meeting hd
Ready Score Days to SC Days to Go-Live
4.47% 279 0 1. Click the 'New Core

Process’ quick action to
create a new racord.
Preparation Activation Tra Completed
- &

Details Files Images More ~ Setup Work Management People Information Assets Trials Transition

Record Type Parent Program g

Enablement Core Processes Stakeholders Critical Dates Plans

Project Operations Sponsor

00 Training Project B Processes (1) @l

Project Code Enablement Lead —

G Melvin

1item - Sorted by Weight Factor - Filtered by Record Type - Updated a few seconds ago

CP Weight Factor Process id ~ | Process ~ | Weight... 4 ~ | Ready Sco.. v |
100.0% —
1 CR-0071 Passenger Handling - Departure 100.0% 4.47% [l.
Descriotion View All
() 00 Training Praj... AL CP-0071... ~ =
Process "
Passenger Handling o Departure New Sub-Process New Procedure Mew Task Mew Risk | Mew Issue Mew Meating Manrage Members
I+
Details )
1. From the Core Process Sub Processes Procedures Tasks Risks |
iasias N ;‘:T;d;:;'::_ ek "NOTE: Core Process can be
aw aul T uic
Passenger ! a g Sub Processes (3) considered a working group.
af action to create a new record. |
Handling - Use the quick actions to log
3items - Updated a few seconds ago s . i
Departure working group specific activity.
Record Type Weight Factor Process Id “w | Process “ | Weight Fi
Core Process 100.0%
1 CP-0072 Check-In 40.0% A.47%
Lead 2 CP-0073 Security 30.0% 0.00%
o 3 CP-0074 Boarding 30.0% 0.00%
View All
(& 00 Training Praj... BCPOOTIL. v X% i cP-007.. v X
Process
Ched(-lrl New Chjective Mew Reguiremeant ﬂ New Task | New Risk Mew Issue New Meeting Manage Members
Cora Frocess Member Count 5F Ready ra People Ready Score Infermation Ready Scare Assets Ready Score
Passenger Handling - Departure 9 4.4 267% 0.00% R
“NOTE: Sub Process can e
Details  Files  Cha . oub Frocess record ) ) be considered a focus
aw Reg q on to tives Requirements Tasks Risks group. Use the guick
ord actions to log focus group
Process P
specific activity.
Check-In 00 Training 0
Prajsct 7 items - Sorted by Category - Updated a few seconds aga
Record Type Lead T
Sub-Process Req Id *  Requirement ~~ Category T - Type ~ | Status *» Readiness
1 1
ROM-00841 i inil g
Description 1 iGM-00841 Staff is fully tra People Training In Progress 26.00%
2 ROM-00245 new People Training Net Started 0.00%
3 RQM-00247 FP - bowling sc... People Training Mot Started 0.00%
" Weight Factors ThLmmmmenT
4 RGM-00942 Walidate Check...  Information Procedure Mot Started 0.00%

16
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Project Setup

Project Stakeholders

Work Management People Information Assets Trials Transition
Stakeholders

Manage

Core Processes

Add [ Remove
—_—— 1. To relate a stakeholder to a project, search

3 Stakeholders for the stakeholder name or scroll through the
‘Available Stakeholders’ list. Select a
Stakeholder Name stakeholder and use the right arrow to move to
[ o ‘Project Stakeholders’ list.

Critical Dates Plans

Add Stakeholder

Available Stakeholders Project Stakeholders

China Eastern (MU) o 00 Project Team

China Southern (CZ) [ < AOR

Custodial Services Bus Operations

ELAL Citiri Inc.

Emirates ercial Development Group

Environmental Programs Group 2 (DL)

2. To relate a Key Contact to this project,
select a Project Stakeholder above.
Select an available contact and use the
Contact Name

right arrow to move to ‘Project
| Q Stakeholder Reps’ list. _

Add Contact
Available Contacts

B3 Key Contacts

Project Stakeholder Reps

John Demalin Thompson Change role

Primary
Lynette Gude

Work Management People Information Assets Trials Transition
Core Processes Stakeholders Critical Dates Plans

] Project Stakeholders (7)

7 items - Sorted by Stakeholder: Account Name - Up

(o[

1. From the ‘Manage’ tab, view all

ihusitie il Retsanstiet  Project Stakeholders. Click the ID (i.e. Project
1 PS-0081 s rrS  PSHHH) to view the record detalls. v
2 ( Ps-0082 AOR
3 P5-U Bus Operations
4 PS-0090 Citirl Inc.
5 PS-0086 Commercial Development Group
&  Ps-0088 Delta (DL)
7 Ps-0087 FMD v v

View All

17



Project Setup

Critical Dates

GETTING STARTED GUIDE

Mew Core Process

Project
00 Training Project

Mew Critical Date

Schedule | Mew Task Mew Risk Mew Issue Mew Meeting ] - ]

Ready Scare Days to SC Days to Go-Live
4.47% 279 0 5
1. Click the ‘New
Critical Date’ quick
Preparation Activetion Transition action to create a new Complete
record.
+
Details Files Images More ~ Setup Work Management People Information Assets Trials Transition
Record Type Parent Program o
Enablament Core Processes Stakeholders Plans
Project Operations Sponsor =
00 Training Project CritcalBatae (1] [ sl Dc'
Project Code Enablement Laad 11 items « Sorted by Forecast Date - Updated a minute ago
@ velvin T

CP Weight Factor Critical Date ID ~ Type ~ | Topic W | ForecastD... T+
100.0% 1 Cor o Mil Cor ion Start 1312023 ()
Description 2 Opening Day Tco 6/20/2023 [+

3 CD-000066, Preview Event commisonng 6[27/2023 ¥
2 DilivaryTeam 4 £D-000071 Other Milestone ACR Start 7/28/2023 +]

5 CD-000085 Other Milestone Cx Completion 7j30/2023 1:_

Intarmsl BLA Masinn Firm

Plans

1. Click ‘New’ to create

Setup Work Management People Information Assets a new Plan record.
Core Processes Stakeholders Critical Dates Plans
|1
Plans (4) [ . ]
4 items « Updated a few seconds ago
Plan Name v | Type v  Assigned To “~ Due Date v  Status v
1 Implementation Pl...  Implementation 7312023 Not Started [zi
2 Stakeholder Enga...  Stakeholder 712412023 Not Started @
3 FIT Plan FAM & Training Jasmin 7/7/2023 Not Started E}
4 FIT Plan FAM & Training Jerome 9/29/2023 Not Started @
View All

18
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Work Management

Working with Work Management Activity

@ Project
00 Training Project

Mew Core Process Mew Critical Date | Schedule

Maw Task Mew Risk New Issue Maw Meating Maw Trial Leg Benafit
Ready Score Cays to 5C Days to Go-Live
4.47% 279 0
Preparation Activation Transition Support LT **Use the quick actions to create
new records for all work
31 management- related activity.
Details Files Images Chat More Setup People Information
Record Type Parant Program
Enablement
Project Operations Sponsor =
00 Training Project Showing: 06/26/2023 - 08/25/2023 - 60 day(s) - 22 item(s)
Froject Code Enzblement Lead
@ velvin [ ok - Ticketing Checki;
CP Weaight Fac : £
wog‘;ﬁ o 1. Timeline Phts date-driven I8 EMD Meating Ji Lessons Learned Report
activity. Use the filter button to
i enable/disable what activity is T5 - Coordinats
shown on the timeline. 5] or - new Mating
“HY MJ-Working Group Meetings
~ Delivery Team
WT Working Grouping Meetingsa
Internal P Design Firm
m MP - Warking Group
Program Management Finmm Enginesring Firm ﬂ IT werking Group
Program Lead Lead Contractar Mi Meeting

* Value Contribution

8 TS - Warking Group

u Fallow up an SOP pragress

ﬂ Mi-Tasks
Mometary CX Improvements 07022025 07032023 OTHB/2023 0aM32023 0aZ02023
$0.00 4] =
Labor (Hours) @ Brand Saves @ " i
4] 0 : I - -
oo120a 0% /012024 o0/2020 [
"MNOTE: If ‘Recently
Viewed' is your default
view, select a different list
view to display records.
Citirios Activity Lists
. Activity List Templates v # 1. From the Navigation
S
Menu, select ‘Activity Lists'. Qs ist ¥ -
20 ltems « Soned by Record Type - Fitered by AR activity liats - Name - Updated a few seconds ago Fie bl Ao ® chrje|r
Record Type T v  Name | Child Sections Total Sub Items v
1 Checklist Ticketing Check-in Counter Checklist Template 0 -
2 Checklist Curbside Check-in Counter Checklist Template 9 -
3 Checklist Held Ream Checklist Template 18 -
4 Checklist Women's Restroom Checklist Template 23 -
& Checklist Men's Restroom Checklist Template 23 -

19



Work Management

Working with Activity Lists

Activity List

Ticketing Check-in Counter Checklist Template

Record Typa Passad Sub tems Parcont
Checklist 0.00%

GETTING STARTED GUIDE

[ Change Record Type Deep Clone I Delete ’]

—_—

1. IMPORTANT: To maintain all
templates, clone the template

Details Related Execution Images

% Filters Reorder ||
[ Reorder |

first before working with
activity lists.

PDF || Update Comment |[

» Team

» Ticketing Check-In Counter

Clone the due date of List Items?
® Ne
O Yes

Clone an existing Execution Team?
® No
() Yes

Populate fields for New Cloned Activity List

[@ 00 Training Project

[ Sﬁn Levels.., Q|

1. Update the Activity List name
and remove the word
‘TEMPLATE'. Fill in any

Select options of cloning

__Mass Update | Closed ltems: 0% Open (o]

1. Leave the default values
as-is and click ‘Continue’.

Cancel

additional fields such as the
project to relate this activity list
to a particular project. Once
complete, click ‘Save’.

[ Nﬁh Locations...

N
I Soarcr%lems & Equipment...

Stabaholder Search Stakeholders...

Q] Lacatian

[ Search Requirements.. Q| System

Trial

Aircratt Type

New Section

Comment
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GETTING STARTED GUIDE

Work Management

Working with Activity Lists

Change Record Type Deep Clone

3. To report on activity
list resuits, click
‘Generate PDF'.

m Activity List
Updated Ticketing Check-in Counter Checklist

Record Type Passed Sub ltems Parcent
Checklist 0.00%

1. Use Expand All/Collapse

All to expand/collapse the
entire activity list.

Details Related Execution Images

. —) |
5 Filters | Reorder || Edit || Download J[ GeneratePDF || Update Comment §| Collapse Al |
— —
> Team

2. Update checklist items by adding an assignee, date )
and status change. Use ‘Add/Edit Note' to include Mass Update | Closed tems: 0% Open

comments for each item. Use the camera icon to
— . capture photos.Use ‘Mass Update’ to perform a bulk
EqUBroent Reguiremerts update of all statuses within a section.

v Ticketing Check-In Counter

Mo Assignes

Common Use Workstation

Note:  Add notes here

& (open =

Mo Assignes

Document Printer
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GETTING STARTED GUIDE

People - FIT Development

FIT Preparation - Create a Class

Project
@ nrse'i'raﬁing pw [ Maw Core Process Maw Critical Date Schedula | MNew Task | Maw Risk | New lssue Mawe Maating | Mews Trial | Log Benafit
Ready Soone Daya tn 5C Doy 10 Go-Live .
A.47% 279 o 1. From the Project record,
and ‘People’ tab, view all
¥ y
“ Preparation Activation Transition Suppart related Classes. Click ‘New
to create a new Class record.
+
Details Files Images Chat More ~ Setup Work Managemeant People Infarmation
Record Type Parant Brogram | Classes (13)
Enablement &
Prejsct Operations Spamsor 12 Mems - Sceted by Class « Lipoated a few secords ago
Otk Tealnlryg Fecjaie Class 1 + | Sessions Sche... \ | SessionsHeld Rem... v | Par _—
Preject Coda Enablament Laad 1 b —
. Melvin 1 Commissioning a o o o hd]
CP Welght Factar 2 DK-Famiarization 2 1 1 [ [+
100.0% —
3 2 0 2 [ vl
New Class
® Site Walk 2, Select the
Commissioning appropriate Class type.
Familiarization
Operational
Technical
New Class: Familiarization
3. Enter the Class
Name and all other
relevant fields. * = Required Information
Information
) z
g Prrojen [E 00 Training Project *®
GiClaz FAM Phase 1
“ L
harme: Classroom & Field v Erishianant Chimar B Customer Success b4
4> Budget
Expacled o
Farticipation 250
Train-the-Trainer
MNotes

preees covs (N

Canceal Save & Mew m
22



GETTING STARTED GUIDE

People - FIT Development

FIT Preparation - Create a Session

R Cl
2 Fﬁlpmsﬂ | New Task | Clone | Delete

Recard Type Sessions Scheduled Sessong Held Partizipated to Date
Familiarization o ] o

4. From the Class
record, click ‘New FAM
Session’ quick actionto Completed
create a Session record.

Details  Fies  Chat Plan  Sessi Class ek MNotes
Class Projact Sessions (0)
FAM Phase 1 00 Training Preject
Foerat Ensblement Owner
Classroom & Field «# Customer
Success

Expected Participation (@ Budgel
250
Train-the-Tralrar Incurred Cost

$0.00

New FAM Session
5. Enter in the Class

Session Name and all

*Class Session Name

FAM 001

Class Start

Date Time

7/24{2023 12:00 PM

Class End
Date

7/24/2023

Enable Self Registration

other relevant fields.

Primary Instructor

B Customer Success

Location

Search Locations...

Session Capacity @

10

6. To display this session in
the self registration portal,
make sure the ‘Enable Self

Registration’ checkbox is
checked. Add the max number
et  of attendees in the ‘Session

Capacity’ field for this session.

Waitlist Enabled Waitlist Capacity

Critical Date
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GETTING STARTED GUIDE

People - FIT Development

FIT Preparation - Working with Sessions

Send a registration
confirmation email to all

manually added

Manually add attandess.

attendees to

this session.
Session - -~ ~ = - - -
Fnh:' 001 Add Attendees Send Invitations Copy Addresses Print Attendes List Print Badges | Change Status | Deep Clone Delete

Completed Cancelled

With one click, copy all
attendee email addresses
to email attendees.

Details Training Materials PPE Tracking -

» Information
From To

i FAM Phase 1 L Project g Select Status w || Select Status v |
Clasa Session Name FAM 001 Class Start If PPE traCk“:'g Is enabled for
Class Type Familiarization Class End the self registration portal,
Primary Instructor o Customer Success TransportatiSs ‘_’iew all quIJES‘Ed items

Provider indicated by each attendee on
Fagatinn Gaturing Pr the ‘PPE Tracking’ tab.
Additional Email (i) Critical Date
Motifications

I Session Details Information will be displaved in the self regist

~ Session Capacity

Enable Sall -
Registration

Waitlist Enabled

Session Capacity @ 10

Waitlist Capacity

Slibi PR Saxtiun v W"E To request feedback from attendees, select a
Session Motes @) Information here will be included in the registration confirmation email, Add any session specific informaticn that survey and a link will be sent once the session
may be important for the attendee to know. is marked ‘Com pleted'.

~ Session Survey

Survey Familiarization Feedback Survey 7z Survey Link Open Survey
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GETTING STARTED GUIDE

People - FIT Developmen

FIT Execution

Generate a printable
attendee list with QR

codes to check-in
attendees.

Sessi
F:mebm | Add send Invl Copy Addrs Print dee List Print Badges Change Status Dezp Clone Delete
G — coct
Copy all attendee email addresses
Details Training Materials PPE Tracking Py . 4 S B Class Enroliments
P — and paste into an offline email if you
need to communicate with attendees EHET T
~ Infermation outside of Citiri
e . Feii 1 !
Claes AM Phase 1 #  project g POy Salnct Status w || Seteet Stanss - |
Class Start /2412023, 12:00 PM
Class End 72412023, 200 BM
Upload any handouts Irani::\:r!llim
that need to be c:" 'p y
art Tovider
distributed to attendees. 2
Critical Date
Class Stakeholder
Sessicn Detalls will be displayed in the self r portal.
~ Session Capacity
Enable Seff - Seosion Capacity @ 10
Ragiatratian
Waitlial Crabled ‘Waitligt Capacity
Show PPE Section - Show own FPE
On Seit-Registration confirmation
Sessicn Notes here will be included in the cenfirmation emall. Add any session specific infarmation that

may be important for the attendse to know.
~* Sesslon Survey

Survay Familiarization Feedback Survey

Survey Link

Dpen Survey



GETTING STARTED GUIDE

People - FIT Development

FIT After Actions

Session

FAM 001

Add Attendees |

gl Dadges al Change Status Deep Clore Delele

2. At session completion, update the session
status to trigger an email notification to all
completed attendees with a Feedback Survey
link and attached Training Materials.

Cancelled

Details Training Materials FPE Tracking - Class Enroliments
Change status
' Information it
1. Update Attendee P T 3
Class FAM Phase 1 Broject iR status(es), if needed. [ Conflmsd | =R - |
Class Session Name FAM D01 Class Start F24[2023, TEUTFWY
Class Type Familiarization Class End 7/24/2023, 2:00 FM & Thompeon (wifieta Ganliniied
Primary Instructor +# Customer Success Transportation Cancelled
Brovider
Location Catering Provicer Status Completed
Additional Email @ Critical Date Confifmed ¥ No-show
Hatifications e ——
z --Nene--

Class Stakeholder

Session Details Infermation will be displayed in the self registration partal.

' Session Capacity

Enabie Self v Session Capacity
Registraticn

Waitlist Enablod ‘Waitlist Capacity
Show FP'E Section - Show own FPE

On Seli-Regisiration confirmation

Session Notes @@
may be important for the attendee to know.

Class Enrollment Statuses

v Lynetie Gude (lynstte@citin.cam)
o 10

Status
Centirmed -

Commants

Information here will be included in the registration confirmation email. Add any sesslon specifiz infermation that

* Confirmed: Once a registrant is added to a session, they are assigned a 'Confirmed'

status and an confirmation email is sent to them with session details, a QR code for check-

in and an option to cancel their registration if they are no longer able to attend.

* Cancelled: If a registrant decides to cancel their registration via the link in their
confirmation email, their status will auto-update to 'Cancelled'.

* Completed: At check-in, once the registrants QR code is scanned, their status will auto-

update to 'Completed'.

* No-Show: Once a session is completed and the team updates the session status, all
remaining registrants with a 'Confirmed' status will auto-update to 'No-Show'.

**The team always has the ability to manually update statuses, as needed if OR codes

are not used at time of check-in.
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~GETTING STARTED GUIDE

People - FIT Development

FIT After Actions - Review Session Results

Citii0s

e — 1. From the

Recent Navigation Menu, “aw Dashbeard Now Folder || =

& Hara select ‘Dashboards’.

DASHBOARDS Description W “w | Created On “w  Subscribed

Recent FAN2023, 1:96 PV v
Created by Me 2 i S For implementation purposes. Citiri Deshiboards: FNT2023, 1296 PM -
l 7125{2023, £:03 AM ud

Select 'FAM & Training
Dashboard’ to view session, g ; 172023, 116 P X

attendee and survey results

“NOTE: If no dashboard options
are displayed, click on 'All
Dashboards’ on the left panel.

q‘ﬂac.Tlnl Q, Search, 49 fh A a

Deshbaards ~ (@ FAM&Training Das_. ~ x
FAM & Training Dashboard **REMEMBER: You can add any Retreall | (Gl | Sipecrbs | (@
yenite Gude record, report or dashboard to your
By Brojes: Favorites List for easy access.
Al -
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~GETTING STARTED GUIDE

People - FIT Development

FIT After Actions - Review Session Results

Citii0s

e — 1. From the

Recent Navigation Menu, “aw Dashbeard Now Folder || =

& Hara select ‘Dashboards’.

DASHBOARDS Description W “w | Created On “w  Subscribed

Recent FAN2023, 1:96 PV v
Created by Me 2 i S For implementation purposes. Citiri Deshiboards: FNT2023, 1296 PM -
l 7125{2023, £:03 AM ud

Select 'FAM & Training
Dashboard’ to view session, g ; 172023, 116 P X

attendee and survey results

“NOTE: If no dashboard options
are displayed, click on 'All
Dashboards’ on the left panel.

q‘ﬂac.Tlnl Q, Search, 49 fh A a

Deshbaards ~ (@ FAM&Training Das_. ~ x
FAM & Training Dashboard **REMEMBER: You can add any Retreall | (Gl | Sipecrbs | (@
yenite Gude record, report or dashboard to your
By Brojes: Favorites List for easy access.
Al -
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