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T'S NOT
TOOLS...

==AT’S US

Pt Colaer stom

Basecamp
A core project management tool
for tracking schedules, files and
todolists

Lift.do GoalsOnTrack LifeTick
Anapp for monitoring tasksand © Web based goal setting software : A online goal setting app for
keeping on track of goals personal and professional goal

tracking

Trello Asana
Aproject service These g ission to
that allows you to organise “help humanity thrive by enabling
anything with anyone all teams to work together

effortlessly.

Blertace

© toggl

i Toggl
Habit List : Atime management service for
AniPhone app for monitoring tracking time spent on different
habits projects

>
Q 9
e a asSK’
E REDMINE T k
RedBooth Redmine AtTask
- Iomevtﬂagnbox_l Aflexible web-based project Awstnmiszbleclwmgwe:mrk
multi-platt to app £
company productivity Pres

0 wilh 0

Wrike

Wrike
An online and mobile app for
coltaboration and project
management

RescueTime
Abrowser time meter app that
sends weekly reports on where

you waste your time

Eternity Time Log

An app for monitoring how you

spend your time each day

2 Stand-Alone Options

%+ Dropbox C;b
iCloud
Drophox Box Lapier

_ Amultiplatiorm An enterprise-focussed desktop Aweb service to automate
il and fil P {?rWindmand tedious tasks between web apps
ac .

(V4 sharing tool

Kickoff
Ani0S app for chatting with team
members and sharing tasks in
real time

8 Inteqrated Options

L && OneDrive &

Google Drive lClO_Ud
GoogleDrive  : OneDrive (nowpart : iCloud (only as part

hncaline storagelockerforfles :  of Office 365) ofiWork)
Microsoft’s online backup and Apple’s cloud based file storage

file sync service service

ATracker Toggl
Afeaturerich timetracking app Atime management service for
for monitoring tasks on your tracking time spent on different
phone projects

; Checkmark 2

Fanurio Now Then for i0S devices
Atime tracking and billing app Ani0S time-tracking app to i
for freclancers monitor what you spend your
" time doing
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MSI

BASE

FIN

OPS

AM

PM/RD

LEAD |

AM enters lead
‘getinfo about lead
discuss in AM call

A client calls
8. AM contacts client
C. Other contact

Lead

AM updates Base:

move to stage
enter notes

A. client calls
B. AM contacts client
C. Other contact

input for AM
AJIFAIBMIJK
Biz Question

v [ e B

Marianne & Alice & Tina

OPPORTUNITY

confirm specs weekly pending list
consult with MSlother confirm specs
log initial feasability move fo stage (x) enter firstcos, pri#, ~ movetostage(x) heckcos
check in Base enter box link, win%, update notes enter box link, win%, fon
close date,update notes close date,update notes
create project check cos
fee
first feasability check: initial team in mind Weakly nendig Tt
Targe specs (S, with PMIRD - nitial e vlih
ToDo, Locations, ..} timeline
manages client sends proposal client queries:
; 1. Box folder q
clarify client {ho) update Box (proposal update proposal
goal & fq temp)
AM: set-up AM: proposal okl ding fist
Research OPS: team 000¥ :ne ’:e::rglsls
Question standard or not first imeline

[Who enters’adjusts what and when
Gea: custom field with initals

Martijn & Tina

Martijn & Hans

confirm team
confirm timeline
confirm scope

move to stage x.
‘confirm details

send PO
doc to AM

confirm team
confirm timeline
confirm scope

prepare intakelprj plan
template (rfq form..)
confim scope

confirm team
confirm timeline
confirm scope

e
O

[COMMISSIONED . LIVE

live list to MSI
every Monday
check details set live
vs sheet

monitor costs,
phasing
confirm specs
monitor costs,
s phasing
update timeline
briefing call monitor change
with client in scope (OOP,
hours)
briefing call draft
with client questionnaire

just fees

DONE

check budgets
before/after

invoice,
close
reporting

evaluation

evaluation

evaluation

evaluation

NEW INTAKE FORM = PRJ FORM

[Overview] account prepare relevant details and input from clientoontact.
[_RFQ___]RFQ scope temgiate collects all details & deliveables
[ Comm ) discuss roles. responsibilities AM, PM. 2e PM. RD. client

[CSummary ] share summary with cient for agreement

[Brainstorm ] category knowledge Research queston Outcome

NEW EVALUATION FORM

on AMIPM
¢ prajects

deas:
kustomer satisfaction survey

gestimanials for marketing

Marianne & Ting

& RD

‘ho enters/adjusts what and when
Idea: custom field with initials

Marianne & RD
& OPS/FIN?

Walid & Tina
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1. Am enters opportunity into Base 1. AM to notify in stand up about commission
« Adding all available information, including: brief, proposal - 2. AM 1o send intake invite
due date, any foed dates * |deally same PM who worked on proposal
~« If not: people to sign up (+1 day)
3. AM to move to commissioned in Base
 « IMPORTANT: add which option has been commissicned

FROM BRIEF TO PENDING (PROPOSAL PHASE)

| and add any recent changes
~ 1. AMto mention project in stand-up - 4. AMto update proposal to include all recent changes
~ « AMmakes card under briefs !
2. AM creates folder on Box - RESULT: Base is up to date (cost) »
3. AMto arrange ressarcher to check set-up | :
< PM 10 make card in online tool 1. PMis now respensible for card on board and online
- 4. AMand PM prepare research set-up - 2. PMis now respensible for MS1 (and other out of pocket costs)
- RESULT: Cutiine of research set-up, incl. lead time ‘
' | The Intake
- 1. AM to prepare for intake: see intake form P
- 2. PMto prepare for intake: see proposal ;
. AM fills out RFQ sheet (all screeners for now) 3. AM & PM gather all relevant info and store it |
« AM fills this out with/without researcher - 4. Info about: content, timing, costs (&hours) ;
AM forwards MS! specs to Rodney/Joost : ' >
* AM adds MS! costs - RESULT: clear specs, clear timings, clear roles |
. AM uploads RFQ sheet cn Box i !
. AM sends complete RFQ to rfq@winkie to check ;
. AM updates Base with costs, options, close date, timing, any . Project Kick-Off
relevant info 1. AM to introduce the team to client ’
. AM sends out proposal 2. PMto take cover all chent communication
. AMinforms in stand-up about pending status 3. PM to inform MS! (etc) about project timings
* AM moves card to pending - 4. PM/AM to limit alt changes until quaire sign off
» PM moves card to pending in online tool !
* RESULT: Pending proposal . Aftercare
1 : - : : . - 1. PM has defivered report

. 2. AM checks in with client and asks about any after-care topics
FROM PENDING TO COMMISSIONED 3. AM & PM arrange aftercare tasks to be done

- 4. AMto schedule evaluation
* AM updates Base with lowest of pricing options, adds e —— S —— T —— S ——— S —

scditional options in note field, adjust any relevant info - Evaluation
- 1. AM closes zftercare questions with chent
« If deals stay in pending for more than 2 weeks, AM updates 2. AMdoes client evaluation
Base notes field with latest status. If estimated close cate is - 3. PM to join client evaluation when possible
exceeded, AM to adjust and give new estimate - 4. PM to schedule evaluation meeting

«  AM to pricritize pending fist bi-weekly/monthly

RESULT: Pending project with clear specs, timings and all info cn
Base/Box/Board

winkle. winkle.




THE TRAINING
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THE FIRST STEPS




WINKLE DAY

> What is Kanban THE LAUNCH
> Why Kanban for us 25. FEBRUARY 2015

> How will it help

> and btw, there is a stand-up...




You need

cnaos

IN your soul

to give birth to
a gdancing

star.

—Friedrich Nietzsche-




THE NEW BOARD

> the new set up

» new cards

> Process

> having fun with it
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THE CARDS

Cycletime: ... GM: T *

R N2 I SEO OO0 0000000
g XX XK KOO0 OO0 000000

= XN OO OO OO0 OO0

Client & Project:

Scope:
Prj #:
Team:

- Lead time:
Cycle ime:

Notes:

Client & Project:

Scope:

Prj #:
Team:
Com date:
Start date:
Due date:
End date:
Lead time:
Cycle time:

Client & Project:

Scope:

Prj &
Team:
Com date:
Start date:
Due date:
End date:
Lead time:
Cycle time:

Client & Project:

Scope:
Prj #:
Team:

Com date:
Start date:
Due date:
End date:

Lead time:
Cycle time:

Fee:
QOP:
GM:

. Hours:

Fee:
QOP:

Hours:

OOP:
GM:
Hours:

X% % % XN 5 %

XN % %

Client & Project:

Scope:

Prj #:
Team:
Com date:
Start date:
Due date:
End date:
Lead time:
Cycle time:

Client & Progect:

Scope:

Prj #:
Team:
Com date:
Start date:
Due date:
End date:
Lead time:
Cycle time:

Client & Project:

Scope:
Prj #:
Team:

Com date:
Start date:
Due date:
End date:

Lead time:
Cycle time:

Fee:
QO0P:
GM:

Hours:

Fee:
QOP:
GM:

Hours:

Fee:
QOP:
GM:

Hours:

%35 % 3% % % 5 3 5 %

XN % N %



THE BROCHURE

> the final agreement
» aresource for the team
» a tool for new additions

> a basis for improvement




Replenishment

The *backiog commessions” i the queue from which projects
are baing pulled as “commitiing o work on i’

Sales replenishes based on priorifies.

Daily stand-ups
Team obsarves staie of the work loday end discusses sirabegy
of the day durng the standup, Belore the standup magnels are
amanged to reflect slatus quo fodey.

The board

Projecis enter the board from the left, the replenishment
session (becklog projects) and flow through subsequent
siages io done. Progecis sre grouped by quant/qual fintemal.

The cards

Representing work #ems (projects). Work ilame are being
pullsd from left fn right An ilem cen only be pulled within
stages undec caclain condiions. WIP limils mdicate when an
ilem can be pulled acroes stages.

User stories and classes of service
Diflsrent colours of cards represent different work ilema:
yeliow: standard itam, no hard deadine

blua: non-standard, innovaiive, cusiom

red: fixad dais gam with Sght or cut off deadline

grean: infangible, mtemal non-chient relaled, other

WIP limit

Limés apply io domp&done column. Thees is & fotzl lsam WIP
limit and quantiqual speaific ones (ax: 10=8 quant, 2 qual).
Decide as a sam which item lo move first before puling new
ones.

Expedite

fiems (projecis) that can not wait unéil the next replenishment
gre pulled into the expedie lsne. The PM working on it is
dropping other work (discuss as a isam.) Limit of 1

Magnets

They are avalara fo represent the fsam. Magnet on 2 card
means you are working on & al the moment. Oncs you don't
do any work, take # off, Exceplion: Sales magnets until Intske.

Additional items

bius siicker: projec! is on hold

pin magneds: for all cards without an avalsr
some others fo come

Metrics

Lead time:

slapsad ime from commissioned o lack-aff

Cydie fims

glapsed ima from Jack-off o done

Cumulaive Flow Chart:

how much work is dons, whal is the pacs of progress, badkdog
and where are the bolllenecks

Abbreviations/card content:
O0CP: out of pockst cost = cost of sales (found in calculalion)
GM: gross margin in % (found n calcudatbion)

Cards Quant
scopa-methodology, market
commission'stariidualend dals
project fee (see Basal/AM)

out 0. pockats (Bssa/AWBaox)

gross margin in % (dgBox)
Stars: rick call 1-5 (Bass)

Cards Qual
contzning:

soe cards Quant, plus:
LUC sat-up sprint
Topic posts

winklified




LEGEND

w

magic momenis

===

move f. doing
o done, when...

—

pull £ new
stage, when...

project on hold

™
~—’ Sales 1o start cards
avatar work kem

]
card work item
( Fieldwork ‘] * Reporting | " Debrief || Aftercare | Evaluation
_doing | done || | doing fsone | | doing | done doing | done mﬂ*"w
" | S Y Ve Ve |
. whe wwhen || .. when — when . when when || ..when ~when || .when || _whea || _ when
sstng ||| softsunen || Fws s ||| moots || geweeris || geeets ||| eMs er- eval- evalu-
oIk Shec g that . lrans- isdene || alcom- working sent prepared frished. working came s ation #on s
h g ahons | o onit || of hekd cn afier- done s hed done
: ) = A L. » l | Pal cay | \ cae I ralcay/ \ J
ote Note:
- : | ont
’ PM | I PM ‘







IT TAKES TIME, RIGHT?

> Implemented in 2 weeks
» Smooth process in 2 months

> Results right from the very first stand up



WITH CONTINUOUS RESISTANGE

> Team In charge
> Extra stand up added

> Replenishment



AND IT IS STILL HARD WORK TO GET USEFUL INFO OUT

» Constant up to date status of the available capacity



YOU NEED TO ADJUST T0 THE PROGESS OR TOOL

> More teamwork
> Sales and research functioning like a team

> Staff joining



IT ONLY WORKS WHEN YOU STANDARDISE

> Embracing expedite projects

» Small and large projects on one board



AND IN THEEND IT IS HARD TO MEASURE REAL SUCCESS

> 30 percent more utilization of our capacity!
> |ess switching time due to WIP limits
> Less hand-overs
> Less mistakes, less rework

> Difference between loss or profit



