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Using monday.com
as a viewer

Log in to monday.com
1. Go to odu.monday.com and click Log in with SAML Provider Account.

Log In
Log in or Sign up to Old Dominion University's monday.com
account using your SAML Provider account
%) Log in with SAML Provider Account

I'ma guest in this account

or
You can log in with email & password if you're a guest

Login to another account
Can'tlog in? Visit our help center

2. Log in with your MIDAS ID and password.

W Monarch-Key

OLD DOM]N]ON Old Dominion University
UNIVERSITY

MIDAS ID: bblue

Password: Need Help? Please specify the service you are having
problems with, and that you are trying to authenticate
to Monarch-Key.

= Test Your Credentials

* TS Help Desk

Integrated Services

Create an Account Forgot Password? * Canvas
* CareersaMonarchs

3. You'll start in the Main workspace.

i %2 monday work management a0 & a8 5 a 2 @
@ rome Start Here - End Users Training Board © Actiy @ 2. e/
m My werk This Board forms the training journey for onboarding See More

m. Main workspace © @ MainTable ~ Must  Dashboard  + X Integrate @ © Automate /2 ~

Q sewen

D Start Here - End Users Trai...

Qsearch @ Person Y/ Fiter v Sort & Hide

B Introductory Training Refer. - v Introduction to monday.com

[ Stakeholders (viewer) Refer... Item What? 6 Type a Link to resource. Files

e o I

(D Workflow Builders - Adv... +Add Item

0 Aoy s, -

~ Project Management

O Goals v ODU ITS Training Opportunities
D Projects Overview Item Type ] Link to resource Files
O ToDolist ITS Preview June 22, 2023 ® Watch y B
~ Creative Processes ITS Preview June 21, 2023 ® Watch 30 B
(D Creative Processes :
July 18,10 AM: Open Q8A <] Zoom Meeting Meeting Link

[ Asset L



https://odu.monday.com/

M
OLD DOMINION

S 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.

3 ',:: monday work management Q
Q) Home Good evening, : '. N
—_— ickly your Inbox and .
My work P ]
i P, s Complete Your Profile %
(T Main workspace v Recently visited P
© Setup Account
" +
Q search . © Upload Your Photo
P —— © Enable Desktop Notifications
— = — = © Invite Team Members
B Introductory Training Refer.. —_— | O Complete Profile
= —— — .
[ Stakeholders (viewer) Refer.. — - — . O Install Our Mobile App
——ai— a == a
[ Monday Workflow Discover...
(O Start Here - End Use... D —— T B Stakeholders (viewe... 7 aGaaE 2 >
~ Training . N
<% work management > Main work... & monday projects > ITS Project ... %% work management > Main work...
(D) Workflow Builders - Adv..
5 Aoy P e [ ]
~ Project Management
DO Goals e |
— -
(D Projects Overview = |
D ToDoList T— - Boost your workflow in minutes with
S —— O . — T ready-made templates
& monday projects > ITS Project
(D Creative Processes Explore templates

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 specifically used for the ITS project portfolio.

;Qmonduyworkmanugement o &s 8la 2 @ I

Installed products Installed products : Toggle between

Work Management and Projects.
+ Work Management is where you will
Work Projects find workspaces.

Management

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

‘ Explore more products ‘

To see the formal project portfolio select Projects then select the ITS Project
Portfolio Workspace. This is where you'll find the boards where your project
requests and active projects are tracked.

(| ITS Project Por.. ~ -+ ¢

| rSearch for a workspace Q

My workspaces
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UNIVERSITY 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.

E‘n Main workspace @
* Project requesters are subscribed to

|Search for a workspace Q project boards during the initiation
phase by the Project Management

Office. As planning proceeds, additional
stakeholders may be subscribed to the
project on an as-needed basis.

i Favorites

My workspaces

E‘h Main workspace

_ﬂ Project Management Office

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.

i ',5: monday work management 5 a 2 @

() Home

.
it Home: an overview of your
R N My work

. recent tasks and boards, any new
D Start Here - End Users Trai... X . .
messages in your inbox, and links
R My work: All of your assigned  to your active workspaces.
« ainig tasks across all projects.

(D Workflow Builders - Adv...

[ Introductory Traini

[® Stakehold

(3 AMonday PM Learning g ...

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 specific 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.

i %2 monday work management 0 &'s sla 2 @
() Home
My work P
(7 Main workspace v -
Q seoen Q? 8
‘;S‘::;:”‘”" Click the bell to see your alerts. You'll have
B Staenotrs Giowe) et an alert any time you've been subscribed Click the inbox to
5 [ Monday Workflow Discover... H H
using o to a board, along with a link to the board. see your messages.
(D Workflow Builders - Adv...
mondqy.com (@ A Monday PM Learnin ...

as a viewer
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UNIVERSITY Finally, use favorites, available from the workspace pull down menu in both

the Work Management and Projects products. Create favorites by clicking the
star at the top of your favorite boards, and they’ll show up in this list.

(g Main workspace ~ -

‘ Bearch for a workspace Q

#r Favorites

My workspaces

Boards

The basic unit in monday.com representing a project is the project board.
Boards are task-oriented tables of items focused on planning and task comple-
tion rather than a narrative description of project progress. Find your boards in

it <32 monday work management o e e ola 2 @
<
@ Home Py » -
Start Here - End Users Training Board © * acwity @ | 2 mite/1] e
& M k.
wer ‘This Board forms the training j g See More
(@, Meinworkspacs v - @ MainTable  Must | Dashboard = + X Integrate W € Automate /2 ~
)
Q search T Fiter v Sot @ Hide -
D Start Hore - End Users Trai.. |
B Introductory Training Refer.. v Introduction to monday.com
[ Stakeholders (viewer) Refer... ftem What? 6 Type =] Link to resource Files o
[ Monday Workfiow How to get started ] Clickhere.
- etene o BN e

(D Workflow Builders - Adv...

Subitem Owner Status Date o
(@ A Monday PM Learning .. 4

|+ Add subitem

~ Project Management

O Goals
+Add Item
D Projects Overview

@ To Do Li

v ODU ITS Training Opportunities
(D Creative Processes
- ) I Item What? & Type 6 Link to resource Files

Each board contains:

« Groups (2) are sortable sections of items. As a viewer, you have some op-
tions for working with groups that you can see by clicking the ellipsis that
appears when you move your pointer over the group name. (One option
that may be useful is the ability to export to Excel.)

- v Project Propg

() Collapse this group

using (£) Collapse all groups
monday.com

as a viewer
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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.

v Training 'S
Subitem Owner
— | | Train staff
[~— Identify any need...
j—ryl Create Awarenes...

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.. @

Q
U,

e

Status - reports on the progress of the task. Our default values for this col-
umn are blank gray for not started, Work in Progress, Stuck and Done.

Status

Done

Work in Progress
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UNIVERSITY Timeline - displays the time period during which a given task will be worked
on. In the monday.com timeline, Milestones are denoted by a specific, sin-
gle day and marked with a diamond symbol. You can expect major dead-
lines to be shown on boards with a milestone.

Timeline ©

+ GEZIED

Numbers - a column for tracking numeric values. As a stakeholder, talk with
your Project Manager about any values you'd like to track over time.

monday Docs - a column for creating an in-system document associated
with the task. In our default project board, we have some monday Docs
templates. The first line item of every project contains a Doc with the basic
information that came in with the request. To view a monday Doc, click on
the Doc icon in the column.

monday Doc

*If your PM is keeping notes in a monday Doc, this is a great place to find
information and updates. You can click the ellipsis at the top right of a mon-
day Doc to print or export a copy.

Board Views

Board views represent the different ways a PM may wish to display and run
the project. As a viewer you have access to these views. The PM will determine
which view of the board is the default display. You'll see the views listed at the
top of the board, just under the project title.

{a Main Table Gantt Project Report Overdue Tasks Kanban | +

The active view is highlighted with a blue underline. You can use the filters and
hide options to limit the view.

Y Filter ~ C Sort <& Hide

using
monday.com
as a viewer
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« Main Table: This is the default view in monday.com for all boards, and it
displays all columns.

« Gantt: monday.com offers a useful and intuitive Gantt Chart view.

Project Proposal Assessment & Initiation @ Jun 15- 27 @ 13 days

Project Review
Configure Project Board
B Frojcct Overview Meeting
B Complete Scorecard on Requests and Approvals Board
B oty Stakeholders
S D=t Froject Plan

G Fre:

Each task appears in the Gantt view, corresponding to its timeline schedule.
You can click on the bar to see an item’s details.

9 *
Project Review z
in =» &_9 Test 2 Board
® Growp ®  Project Propossl Asssssment & Initiation
& Resource(s) @

& TS Team e

& Collabaratars

= Status

B Temeline L s ]

& Duration Tdwys

L Dependenten |

= Planned Effort 2hours

E Cost =

« Kanban:This is your basic card wall view and may be the preferred view for
many development projects.

Work in Progress / 2 OnHold /C
[Example] Milestone 2 D - Draft Project Plan (o Identify Stakeholders -
@ Resour. ® Resour. @ @ Resour...
® ImsTe.. ® msTe.. 9 @ s Te.
"2, Planne. "2, Planne... 4 hours "2 Planne.. 1 hours
IS Subite.. » 22 IS Subite.. r g4 1S Subite.
.
U S I n g [Example] Testing Communicatien Plan { o Present to Project Review ;’_6
Team
d ® Resour. ® Resour. &
monaady.com ® Resour.
o ® IMSTe.. ® S Te.. 9
as a viewer o
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UNIVERSITY « 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.

Project Status 7 Progress 7

- o

@ Done @ Workin Progress @ Mot Started

Name Status Progress Dates

D 6.9 Test - Jun9-Julie

+Add project

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!

73.7% Not Started

~ Project Plan

Task Res. A © ITSTeam @  Collsborators Status 4 @ Timeline & @ Dumation @  Depend
Project Mestings 3 ( D [ e
> (Bampel Miestone1 @ Norsiaried W] l
> [Example] Milestone 2 2 : [ - ] i
> [Example] Testing 4 g Not Started T |
—eeeee

Follow up and next steps

As we transition to this new and very different system, we welcome your
feedback and questions. You can fill out this form or email PM_Consultation_
Request@odu.us.monday.com to create an item on the PMOs board. We'll reach
out to cover any topics or concerns you have as a viewer.
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