Specsintact eLearning Modules Transcript

Module: Chapter 8 — Tracking and Managing Job Schedules

This transcript provides the text from the corresponding el.earning Module. Screenshots have been added as a visual aid however, we

highly recommend that you view the corresponding el.earning Module for in-depth visual representation of the subject matter.

00:00:00 --> 00:00:41

Specsintact has a built-in feature that was designed for tracking the progression of your Job. Many users are not fully aware of this feature
and its benefits, since it is only available from the Job Properties. The Schedule Tab provides the options of tracking the Review Status,

Amendment Levels, Job Cycle and hours.
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In addition, you have the capability of printing a report that contains all information that has been captured within the Job Property tabs.
This information can be used to provide updates during scheduled project status meetings.
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00:00:41 --> 00:01:56

As with most features, Specsintact provides several ways to access this feature, either from the File Menu or the Right-click Menu and
select Properties.
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Then select the Schedule Tab.
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The Review Status provides several options for tracking the phase of the project, either by the Project deliverables indicated by None, 30%,
60%, 90%, Final, or Bid or by the Amendment Level (enter A), in which you would enter the appropriate level.
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After stepping through the percentages, reselect 30%. If the set percentages do not conform to your project, the Amendment Level can
be used to enter alternate percentages such as 35%, 65% or 95%.
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The Review Status is used for keeping track and organizing the PDF documents created when processing the Job when you have
checked the option to “Save Copies to PDF Sub Folder” found on the Process and Print/Publish | PDF tab. When this option is selected,
the software will create a PDF subfolder for the selected level.

& Specrintact - TRAININGICR — =) e
File Sections Process View Tooks Setup Help
HimEEE | B e
juvniable Projects o My Jobi | Leam How £ Master Specaietacty
& g Joas [ e [ Date woditea |
an AR ¢  RAY. PROFETS KOAHT 11:15 am
= B ece suun 8 Peoperties for fob: TRAMENGIOB ® :
supy  Genersl  Schedue | Specifers | Options| Comments | am
 Nore fai ol ] 2% ~ Fnal B
m  dgmendmert Lowet [35% — ——-
ﬁ palsOe [ = ‘me
cont R —_— & ) TRANNGIOB
uni = il POF Fies
= L
- T Masters
e —  fill UFGS
s |
Process & Print/Publish | PDE 'ral{;
| o | cwos | we |
TRANMGIOB [y Job | Am Cresting So | Can Leam How to Master Specakiact A7 Fies | ameniT | BiSPM

00:01:56 --> 00:04:54

Now, let’s talk about the different aspects for tracking the Job Cycle! The Next Due Date records the next deadline by either typing
directly in the field using the mm/dd/yy format or by startTime="127933".
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You can also select the Calendar Button and then double-click on the date to enter it in the field.

108

& Speccintact - TRAN

File Sections Process View Took Setup Help

e !@’fﬁl %l

Wy Jok 1AM Haww b Masier Specartacr

BT | Date Modited |

i il TRANNGICE AT TS am

- R Masiters X am
= il vras

[ TRectied [Ous  [Debreisd [Hows

| TRANBIGIOE |y Jobi| Am Eresting S0 1 Can Leam How o Master Specsbisct 117 Files [ &m2tT | 818Pd
Let’s go ahead and directly enter 05/30/17 or you can use the Calendar button to enter a date.
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The Job Cycle is valuable information for the Project Manager and/or the team working on a particular Job. Let’s go ahead and add
some information! | can either click in the field, and then select the Add/Change button, or | could double-click within the field, which
activates the same command.
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If you choose not to save the information that was entered, you must select the Cancel Button. But for this demonstration, I’ve entered
the information | want to save, so let’s select the Add Button.
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This time I’m going to double-click on the field below Percent and enter 35, then press my Enter Key to add the information.
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As we continue to add information, you’ll discover that double clicking within any of the fields that requires a date, such as the Received,
Due, and Delivered fields, the Calendar will launch. Personally, | prefer typing the dates, rather than using the Calendar because the
dates are so small you can’t see them well, so | am going to click in the field to select it, then select the Add/Change button.
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Before entering a date in any of these fields, remember they follow the mm/dd/yy format. Now let’s enter 05/30/17 and press the Enter
Key to add the information in the table.
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Select the field below Due, then select the Add/Change button,
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enter 06/30/17, and press the Enter Key.

Now let’s follow the same steps for the Delivered date. Click in the field, select the Add/Change Button,
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enter 06/29/17 and press the Enter Key.
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Tracking the hours it took for this particular phase of the project might be difficult especially if there are multiple people working on the
project simultaneously, so the project manager will need to provide this information in order to complete it accurately.
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If you choose to take advantage of this tool, remember you can Print a report that contains all information that has been recorded on the
tabs within this dialog box, by selecting the Print Button. This completes the lesson on the Job Schedule Tab, | hope this module has
demonstrated the value and usefulness this feature offers for managing and tracking your projects! To learn more, please continue to the

next module of your choice.
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Contact Information

If you need further assistance, please contact our Technical Support Desk. We will be happy to answer any questions you may have.

Specslntact Technical Support
Monday - Friday

8:00 AM — 4:30 PM Eastern Time
Phone: 321.867.8800

Email: KSC-Specslntact@nasa.gov

elLearning Module Notes:
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