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1 Overview

As we begin to look at how best to do Status Repattsthe Status
Reporting Tool, we would like you to think back on the other times
youdve been asked to do a status
being you dAreally Iliked ito and 1
al most «c¢commi t nswerdhe following quegiidne as e a

How do you like filling out status reports?

Letds take a | ook at how your ans
gathered from others. Table 1.1 shows the answers we most frequently
see.

100%

1 2 3 4 5 6 7 8 9 10
Table 1.1 How most people feel about completing status reportsl being the worst.

Obviously the results depicted in Table 1.1 are not scientific, but for

the most part, status reports are
wee . Ités not a question of do yol
you so dislikethemTabl e 1. 2 shows some reas

Top Ten Reasons Status Reports Are Seriously Disliked
10) Repetitive, mundane, boring work
9) Miss a report and managementiplains
8 Write a report and management d
7) Fear of reprisal (Ahung by my o
6) Al mproved Coinmab'ni cati onso
5 More filast minuteo worKk
4) What 6s expected? Too much? Too
3) Why canot | rrepprt®eat | ast weekOs
2) |can getin trouble for that?!
1) Iblog, | comment code, I wiki, l-enalil, surely you can just read

those!
Table 1.2 The results of an "unofficial" poll on status reporting.

The bottom line ighisi status reports have historically been terrible
wasters of time. Wedre about to c

1.1 The Problems With Status Reporting

When was the last timgouforced upon yourself the requirement to
write status reports? People don
of their business routine. Ther e
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Overview

We dondét wake up saying, Al want to
than we say, @Al want to stay | ate an
reason is that status reports have historically been implemented for the

wrong reasons.

1.1.1 Implementation of Status Reports for the Wrong
Reasons

Who mandates that status reports wildo@e in an organization?

Management. Who is expected to benef
communicationso? Management. Who has
whatés in it for us? Workeeé.

Webre going to make the status repor
youhowtoma ke the status report work for
doing status reports for all the right reasoriesr yourr easons. Youol |
own the status report and others can
be the one who benefits the most from it.

1.1.2 Goals versus Expectations

How many goals do you have for yourself at work? How many
expectations do others have of you? Do these align in any way? Now,
ask yourself what the typical status report looked like in the past. Did
it consist of these sections: what didiyaccomplish, what are you

going to do next week, and what issues do you have?

The first thing most managers want to know is, what did you do last

week. But, they fail to mention what was expected of you in the first

pl ace! Already, gbtepdsitoa oftryingto duess u n c o mf
at what to write down. If you took the initiative and completed some

work, will you earn praise or will it be wrath for spending time outside

your expectations? Wedll show you ho
expectations placed upgou and how to pursue your own goals to

your advantage.

Pl anning your work week and trying t
guestion, what do you plan to do, wa
spoken to. Again, you had no quidance for expectationsghBut

problem here was even deeper. Status reports are historical documents.

You donét record what youdre going t
record what has happened. This question has no place on a status

report!
The third section to most status reportsis e i nf amous Awhat i
you have?06 Why is this on a historic

moment that the sky is falling. Are you going to record that in your
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status report and hope someone will read it? No! You may record how
you investigated itcontributed to saving the world, etc. but you do not
use status reports to communicate critical events you need immediate

assistance with. Status reports a
on someone being there to read them and act upon them asssoon
youdve finished them. Someone may

distracted. There are better means for communicating the fact that the
sky is falling. Use one of them instead!

1.1.3 Static Forms With No Process

The number one cause of failure in previous stagporting efforts

and the root cause for all the ill feelings is the lack of a prosst
people think of status reports as a static foram after thought to the
work week. If you wait until the end of the week to record your report,
y o u 0 r e gwoarself ahyfavars. Between the things you forget to
report and the little details you skip over in the interest of time, your
report will be lacking at best and erroneous at worst. Reporting has to
be a conscious, wilful, daily action on your part.

1.2 Turning It Around

Webve seen reasons why status rep
Now, weoll show you how to make s
to build a process that benefits you and why status reports are the most
crucial aspecbf your professioal growth and development that
youdve been overl ooking!

1.2.1 It Is All About You

A properly constructed and accurately completed status report will
benefit many peoplé your management, your team members, your
customers, etc. However, the number one benefiomrst be you.
You wrote the report as a history of your actions, decisions and
achievements. There are two very real benefits of using careful
attention to detail: your annual performance appraisal and your
professional resume.

1.2.1.1 Your Peformance Appraisal

How many times have you sat through a performance appraisal and
asked yourself and your manager about events that happened eleven
mont hs ago? I|Itbés easy to recall w
but what about the praise you earned from a custonuileague

eleven months agd®hen faced with a challenge which your actions
contributed to overcoming, where was it recorded? When management
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evaluated your ability to solve problems, will you list one or many
examples?

A status report is a vepersonaldocument published in a very public

manner. You write it. l'tds about vyo
on you. You need to leverage your status reports to your greatest
benefit. That doesndét mean you donbo

You should but you detail how you over came those issues and how
your actions contributed to the benefit of othafsu map these to

your performance appraisal and at the appropriate time, you print your
reports for the past performance period and show management how
your actions during the year have benefited both the company and
their customers. Make it work for you!

1.2.1.2 Your Professional Resume

Are you looking to move up in the comparlg?t time for you to

transfer to another project with a new Project Manager? {dmes

company consult and thus need to present the professional credentials
of their employees to potential customers? There are numerous reasons
why you need to keep your resumetogate even when staying with

the same employer for years.

By forming goodrecording habits, you can document your

professional achievements over time and update your resume

periodically. The reporting features in the Status Reporting Tool make

it easy to pull out details you may
your resume, @ke sure it fully conveys all the talent and special gifts

that you bring to the table!

1.3 The Process of Status Reporting

For you to fully leverage the power within status reporting, you need
to understand and follow a sound process. In this section, we will
provide you with all the tools necessary for you to establish and
maintain your own sound process. Remenibiert yous status report.
Therefore, it has to bgour process.

1.3.1 Document All The Expectations Of You

How many bosses do you have? Put another n@y,many masters

do you serve? I f youbdre |ike most e
report to a manager (or two), but t
within the department and so you have tasking from the project

manager . Oh, an donstétenent and gbjectivast e 6 s mi

which you agreed to at your time of employment. Then, there are your
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bossd bossd expectations whlheeh yo
other departments, customers and team members who expect you to
hel pé. you s exdpectations writtén dawn, right? As
overwhelming as it may seem, documenting what is expected of you is
the first step to your sound process.

There are many good reasons to get these expectations documented.
You and those you work for need to agasdéo what is expected of

you so that your performance can be fairly judged. It will also assist
you in positioning yourself in the future by showing you where you
excel. At times, it may bring objectivity to your position and assist in
proving a need foadditional assistance.

As you document the expectations of you, look first for those placed

on you by others. Expectations are not goals. A goal is something you
ownii t s per s o n-anlto.the Yoals of atheerg antd u y
internalize themasyourowb,u tt hat s not what w
this point. An expectation is something another person or entity places

on you.

The company you work for expects you to behave in a professional
manner. This is usually spelled out by the Human Resources

Department n t he Empl oyee handbook. We
unless there is a direct need to report (e.g. annual security training
requirements which must be fulfilled) or to adhere (e.g. quarterly
briefing attendance). The company
President will have set out certain expectations for senior management.
Senior management will then set direction for Department or Division
Heads and they for Managers and s
these expectations as they are very real andingortant. You

should address these with your manager or boss and document how
they affect you. Be certain you know exactly what is expected of you.

Many companies have gray lines of communication. That is, you

report to one manager by the organizatiamart, but your dayo-day

work is supporting a different manager. You should clarify and

document all the expectations and report these to the person who will
perform your performance appraisa

The Status Reporting Toolwil assi st you in track
meeting all the expectations placed on you, but it requires your active
participation. Managers, including those you do not directly report to,

can create status report templates. A template is simply a

representation dhe expectations placed on you and how you will

report out on them. For example, you may need to check a box, select

a value from a list or enter some text. The important thing here is that
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youactively participate in the creation of these templates.ofigh
the manager enters them in the Status Reporting Tool, you should
request an update anytime the expectations on you change.

1.3.2 Add Some Flexibility

Invariably, stuff will happen that you canno compartmentalize. You

need a place to record this, so ask yoanager to include at least one

text field for fAthe unexpected. o0 How
back into the old habit of fAwhat did
Status Reporting Tool has a lot of reporting capabilities to help you

whenitcome t i me f or your performance app
you shove everything into one large bucket, howver. Use these for true
exceptions, for example fAmissed four
comes time a year later for your review and someone hupdfse fact

that you were late on a delivery, you will have the exception well

documented.

1.3.3 Record Daily

Herebdbs a question for you: what did
work three business days ago? I f you
whatdidyourb ss wear ? You may have a fdmind
the Amemory of an el ephant &ain but don
it. Need another example? What was the first sentence of Section 1 of

this manual?

You should record significant achievementdraguently as

necessary. This isndt Apunching a ti
webre talking about. There are all t
expectations of you that you need to
perf or manc e yoarpgpraishi ssaol .d olntédts expect yo
manager to record all those little details for you.

What i s fisignificant enough to recor
that accomplishes positive direction on an expectation ofgetthe

credit you deserve for having met the eggation. Second, any

recognition that comes your way. Recall the flexibility you added in

section 1.3.2 above? Use that to record customer praise, corporate

recognition, civic recognition, etc. Again, get the credit you deserve.

Significant events can asnclude negative actions. When things do

go wrong, be careful but professional in noting how you handled the
situation. Remember that your team members, managers and anyone
granted reaanly access such as a customer can read your report.
Likewise, yourreport may roll up and out to a customer. Be careful,
but truthful in what you report.
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1.3.4 Review Your Reports Regularly

Make it a habit to review your reports on a regular basis. We

recommend you make a calendar entry to remind yourself and set
asidesometim f or the review. It doesnbd
you should allot enough time to run statistical report and to examine

each report entered since your last review.

While performing your review, use the guidelines in Table 1.2.

Review Purpose

Expectations Looks great to have met your expectations

placed on you whenyour performance appraisal comes du

Statistical reports  Looks great for you to be at least on par wit
your peers

Content Communicating well with customers and
management ialways important to a
company

Current Helps to avoid surprises later, such as at yc

expectations performance appraisal

captured

Table 1.3 A thorough review should include the items in this table.

We reconmend you review your reports at least montAliry longer
between reviews and you may be hard pressed to find enough time for
the review, you may have forgotten a few of the details you need to
check surrounding an expectation and it is harder to adapito
expectations when you spot a gap.

1.3.5 Change as Frequently as Necessary

When your expectations change, so should your status report template.
Dondét wait f or t hrequesiheahgrege assoon ¢ h a
as something becomes an expectation of foraur manage cannot

make the change immediately, record the expectation in your

Afl exibleo free text area until t

When you print reports, the template in use at the time you recorded
the information will be used to report it. Yohaild never hesitate to
request that the template be updated to meet your new expectations!

1.3.6 Capture Your Goals

Unt i | now, weodve focused on the e
The Status Reporting Tool also has the ability to track personal goals

you have for yourself. Section 2.1.1.6 will walk you through the

process of setting up your own template to capture those things that are
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of personal interest to yduwhat you want to accomplish outside of
what is expected of you by others. We highly reconungu use this,
keep it private (see section 2.1..1.6) and leverage it to your advantage.

1.4 Make It Work For You

Earlier, we pointed out that the root cause of status reports failing to
provide anything other than wasted tiem and effort in the past was the
lack of a process. Above, we have outliagifocesghat can lead you

to effective use of status reports thanefit youThere is, however,

one thing that we cannot provide in this prodegsu

Only you can determine that this is something of valusesiing that

with a |ittle practice youdre willin
benefit. You have to supply the willingness to perform the actions
necessary. Pl ease, dondét make a one

For this to bear real fruit for you, has to be carried out through your
annual performance appraisal. We would ask that you give this until

your next full appraisal period to s
due for your review in a matter of w
work upto-speed.) Remember you haveotenthe procespwnthe

documentation andwnt he r esul t s. Make this worl

see the results in your performance appraisal and on your resume!
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2 Using the Status Reporting Tool

After you and your manager(s) have agreed on the expectations placed
on you and how youol |l report out
a template and schedule. The schedule is a convenient means of
breaking up the documentation efforts into manageable time periods.
The most common schedule is weekly, usually ending on Friday.
Because the Status Reporting Tool schedules are date (not time)
driven,thesceedul e i s considered ficl osed
scheduled for. Thus, your manager(s) may have scheduled a period of
Saturday 00:00 a.m. to Friday 11:59 p.m. For the duration of the week,
you can update the same report as often as you likeidkight on

Friday, the template will be cleared and readied for the next report.

2.1 Logging Into the Status Reporting Tool

Your System Administrator will provide you with three keys you need
to log into the Status Reporting Tool: the URL of the login pagey, yo
username and your password. You may use your favourite browser,
but we can only speak to performance under Internet Explorer 7.x or
Firefox 2.x which we have tested extensively with.

Opening your browser to the login page URL provided by your
System Adnmistrator will present you with the page in Figure 2.1.

Figure 2.1 The Login page uses the default skin.

Enter your username and password and @chmit You will be
greeted with the Home page as showirigure 2.2.
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