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Updating Project Status Info in Project Insight 

Updates can always be emailed to the HL7 PMO at pmo@hl7.org.

To update project status info, edit the Custom Fields tab by clicking:

Project Views > Project Summary

Click on the ‘Pencil’ icon on the far right to edit the project status info.
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When updating a project’s status, the typical fields that need changing are ALL on the CUSTOM FIELDS tab:

Next Milestone Date - (dropdown with values that correspond to WGM and Ballot Cycle Dates)

Project End Date - (dropdown with values that correspond to WGM and Ballot Cycle Dates)

Next Milestone Date MM/DD/YYYY - (enter dd as 15.  So, if Next Milestone Date is 2012 May WGM, this date would be 5/15/2012)

Misc Notes - Date of status update and an explanation of the status update

Note:  Do NOT use the Status Description field located on the General Tab.

[image: image2.png][P —

5 International Mentor =
& Marketing Requirements documentation - Target: Sept 2011 B
53 Modeling And Methc DSTU Ballot - Target: Jan 2012

{5 Orders & Observatior| | | Pt Objectives and Deliverables: * Normative Ballot - Target: Jan 2013

5 Patient Administratio
5 Patient Care

5 Patient Safety Next Milestone Date: 2012 Jan WGMBallot  ~

3 Phamacy ’

S Project End Date: 2013 January WGM  ~

3 Project Semices. Next Milestone MW/DD/YYYY: | 1/152012 (3]

53 Public Health and Em

& publishing “This project s intended to interface closely with the SAIF Architecture Coordination Program on the deployment of the  *
& rerm SATF Behavioral Framework(e) for HL7.

3 RMBAA PitDependandes:

& Security a
& 50a

& stategicIntative Co| | | project story:  NMtP//gforge hi7.org/gf/project/orders/scmsvn/?action=browse&path=%2Ftrunk% 2FPOOR% 2Fb%2F B

3 Structured Document|
3 Templates

Backwards Compatibiity:
& Tooling

Esc a9
3 Vowbulary

{5 2HL7 Contracted Proj| | | Colaboration Efforts:

3 zSchedule Templat
53 zhrchive
5 2007 JAN Ballot Cy ~

Select all that

Immunization Registries

—— ity R Agencies 4

5l Companies
& Groups et
288 users Equipment B B





Project Insight Status Field State Transition Diagram
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Project Insight Activity
	Deliverable
	Project Insight Field
	Action

	3-Year Plan Item
	Various Fields
	No PSS is required.  Fill in these fields with appropriate information:

Name

Description

Sponsor

Steering Division

Pjt Objectives and Deliverables

Next Milestone Date – reflecting the WGM 

Project End Date

Next Milestone Date MM/DD/YYYY 

	
	State
	Planning

	
	Status (dropdown)
	3-Year Plan

	
	
	

	Work Group approves PSS
	All Fields
	A project is created; PSS data is copied into Project Insight

	
	State
	Active

	
	Status (dropdown)
	Mark as Active(Resources assigned to pjt)

	
	
	

	Steering Division Approves PSS
	SD Approval Date
	Enter the date that the SD approved the PSS in mm/dd/yyyy format.

	TSC Approves PSS
	TSC Approval Date
	Enter the date that the TSC approved the PSS in mm/dd/yyyy format.

	
	
	

	NIB Submitted
	Status (dropdown)
	Select the appropriate dropdown value <ballot type> – Preparing Ballot (e.g. DSTU – Preparing Ballot).

If the project is balloting different types (say an Informative and DSTU), select the “Multiple Ballots” dropdown

	
	Next Milestone Date


	Insure that this field indicates the upcoming WGM/Ballot Cycle



	
	Next Milestone Date

MM/DD/YYYY
	Insure that this field indicates the upcoming WGM/Ballot Cycle in a MM/DD/YYYY format where DD = 15.  Hence, for January, 2012 WGM, it would be 01/15/2012.



	
	
	

	Ballot Opens
	Status (dropdown)
	Select the appropriate dropdown value <ballot type> – Balloting (e.g. DSTU – Preparing Balloting) 

If the project is balloting different types (say an Informative and DSTU), select the “Multiple Ballots” dropdown

	
	Ballot Cycle Info
	PMO enters the following information from the Ballot Announcement emailed by the Director of Technical Publication:

· 2011 Sept Ballot Cycle Info: <ballot type> (e.g. DSTU)

· Document Name: 

· Ballot Code: 

· NIB Submitted By:

	
	
	

	Ballot Closes
	Status (dropdown)
	Based on the ballot results.

If negatives remain, select the appropriate dropdown value <ballot type> – Reconcile 

(e.g. DSTU – Reconcile)

If no negatives exist, select the appropriate dropdown value: <ballot type> – Request Publication or Normative - Notify
If the ballot is a Comment Only, select Comment Only – Considering Comments

If the project is balloting different types (say an Informative and DSTU), select the “Multiple Ballots” dropdown

	
	Ballot Cycle Info
	PMO enters the following information from the Ballot Results emailed by the Director of Technical Publication:

· Ballot results:



	
	
	

	TSC Receives a Request for Publication
	Status (dropdown)
	Select the appropriate dropdown value <ballot type> – Request Publication (e.g. DSTU – Request Publication or Informative – Request Publication, etc).



	
	Next Milestone Date


	Change this dropdown to reflect the WGM that will occur near the request for publication.



	
	Next Milestone Date

MM/DD/YYYY
	Change this dropdown to reflect the WGM that will occur near the request for publication in a MM/DD/YYYY format where DD = 15.  Hence, for January, 2012 WGM, it would be 01/15/2012.



	
	Misc Info
	Add a note indicating the date of request for publication and when the TSC will review the request.  The PMO typically retrieves this information from an email sent by the TSC Project Manager. 

	
	
	

	TSC Approves a Request for Publication
	Status (dropdown)
	Select the appropriate dropdown value based on ballot type.  For example:

Normative - Notify

DSTU – Test Period/Accepting Comments

When Informative, archive the project



	
	Misc Info
	Add a note indicating the date of TSC approval for the request for publication.  The PMO typically retrieves this information from an email sent by the TSC Project Manager.
For DSTU Test Periods, indicate the expiration date.

	
	Next Milestone Date


	Change this dropdown to reflect the WGM that occurs after the request for publication.

For DSTU Test Periods, select the WGM that occurs just after the expiration date



	
	Next Milestone Date

MM/DD/YYYY
	Change this dropdown to reflect the WGM/Ballot Cycle that will occur near the request for publication in a MM/DD/YYYY format where DD = 15.  Hence, for January, 2012 WGM, it would be 01/15/2012.



	
	
	

	DSTU Expires
	Status (dropdown)
	Select the appropriate dropdown value DSTU – Expired Test Period



	
	
	

	ANSI Approval
	Status (dropdown)
	Select the appropriate dropdown value Normative – ANSI Approved if there is other work to be done within the project.  

If the Normative Standard is the last or only deliverable, close (archive) the project.


	
	
	

	Closing a Project
	State
	Archive

	
	Status (dropdown)
	Archive


	
	Misc Notes
	Add a note indicating the details of closing the projects, such as who indicated that the project should be closed and the reason why, along with the date of closing the project

	
	Archived Projects Folder
	The PMO moves the Project to the “Archived Projects” folder

	
	
	

	On Hold
	Status (dropdown)
	On Hold


	
	Misc Notes
	Add a note indicating the details of why the project is being put On Hold, such as who indicated that the project should be placed On Hold, the reason why and the date of placing the project On Hold

	
	
	

	Ready to be published in the Normative Edition
	Status (dropdown)
	Select the appropriate dropdown value to Ready for Normative Edition Publication

	
	Misc Notes
	Add a note indicating that the project team does not have any further work to be done on the project and that the PMO will close/archive the project when the NE is published.

	
	
	

	CMET ready to be published 
	Status (dropdown)
	Select the appropriate dropdown value to Ready for CMET Publication

	
	Misc Notes
	Add a note indicating that the project team does not have any further work to be done on the project and that the PMO will close/archive the project when the CMET is published.


Closing a Project

Work Groups should contact the HL7 Project Management Office (pmo@HL7.org) when closing a project.

The HL7 PMO will “archive” the project (as opposed to deleting it); hence any closed/archived project will remain in the HL7 Searchable Project Database 

When archiving a project, the HL7 PMO typically changes the following fields:

State - Archive

Status - Archive
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Within the Custom Fields Tab, change the following fields:

Misc Notes – Indicate the date and reason for closing/archiving the project.

Archived Projects Folder – The PMO will move the archived project from the Work Group folder to the Archived Projects Folder so it no longer appears in the list of projects for the Work Group
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