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Agenda

Time (PST)  Topic

8:00 a.m. Welcome and agenda

8:05 a.m. Staffing Your System Admin Practice

Lou Ann Kleiman Tyler Holt
Workfront Product Owner, Senior Customer Success
Content Technology Architect, Field Engineering
Dell Technologies Adobe

8:45 a.m. Ask the Experts! Audience Q&A

8:55a.m. Wrap-up and next steps
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About Lou Ann

Lou Ann Kleiman

Workfront Product Owner
Dell Technologies

= Joined Dell in January 2022

= Governance Lead for enterprise Workfront implementation;
Partner with IT, Change Management and other MarTech owners

= 10 years of Workfront implementation experience

= 20 years + of marketing project management with focus on process
reengineering and operational improvements

= Enjoy spending time with family, watching football and playing
competitive tennis

Connect with me:
Lou Ann Kleiman | LinkedIn

'\‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.


https://www.linkedin.com/in/lou-ann-kleiman-87017114/

How we use Workfront at Dell Technologies

Dell is among the world's leading technology companies helping to transform people's lives with extraordinary

capabilities. From hybrid cloud solutions to high-performance computing.

2 Years into Implementation Start E2E Marketing Content Asset Management
3,000 Workfront users/ 1,850 Paid and growing!

« Campain leads
- Internal Creative Agency

Integrations: - Internal Global Studios

Service Now _ _
AEM DAM - External Creative Agencies
Allocadia » Localization teams

DIA (internal tool) » Claiming & Compliance

Frame.io (WIP)
Native Integrations:
Teams, Outlook, SharePoint, Box, Creative Suites

« Forecast planning

« Project & Resource management
« Time Tracking

Fusion Scenarios: - Reviews & Approvals

(40+) active

- (ESG) Environmental, social, and governance
- Non-Marketing Content
= MarTech Governance

h‘ Adobe

Workfront Team:

SVP Executive Sponsor

(1) Business Team Manager
(1) Business Product Owner
(1) Business Program Manager
(3) Change Management Support
(3) System Admins

(6) Product Managers

(5) Implementation Leads

(1) IT Product Owner

(7) WF Fusion Developers

(20) Group Admins

Adobe Enterprise Training
for all Dell employees

© 2024 Adobe. All Rights Reserved. Adobe Confidential.



About Tyler

Tyler Holt

Senior Customer Success Architect
Adobe Workfront Ultimate Success

= Workfronteer for life
= User/System Admin for 10+ years (5 as a customer, 7+ as a WF consultant)

= This is Beesly, my mini Golden Doodle - bonus points if you know where the
name is from

= Utahan since birth, New Yorker at heart
= A biographical bibliophile

= Passionate but mediocre golfer

Connect with me: LinkedIn | Experience League

'\‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.


https://www.linkedin.com/in/tyler-holt-9b06976/
https://experienceleaguecommunities.adobe.com/t5/user/viewprofilepage/user-id/17571069

We asked...

How would you describe
the Workfront System
Admin staffing setup at
your organization?

We have a single

/ System Admin
20%

We have part-time

System/Group
/ Admins
1%
We have multiple
System/Group We are still
Admins implementing and
529 T~ figuring this out

I\ Adobe

10%

© 2024 Adobe. All Rights Reserved. Adobe Confidential.



System Admin
VS.
Group Admins




A staffing guide for your System and Group Admins

Staffing your admin practice is a multi-faceted
conversation to be had at every phase of your
organization's maturity.

Having too many system admins puts an
organization's setup and data at risk, while not
having enough administrative support for all
users can hinder adoption and overburden a
single administrator.

You will have to find the right balance.

h‘ Adobe
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Discussion questions

In today’s presentation, we'll review some of the critical questions to be asked while making
the important decisions around current and future scalability and growth best practices.

= How many System Admins are appropriate?

- What differentiates System and Group Admins?

= When is it time to introduce Group Admins?

- What is the difference in access levels between the two Admin types?

- What are some of the high-risk areas where System Admins and Group Admins should always collaborate
and govern closely together?

h‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



What is a Workfront System Administrator?

High-level Strategy

Roles & Responsibilities * Configure Workfront from day one or day 1,000 to be scalable

« Execute initial setup of Adobe Workfront objects and use cases organizationally to minimize risk, increase efficiency, improve
effectiveness of the system and attain maximum value and ROI

* Understand how organizational workflows and processes are alike

end users to continuously evolve work management initiatives and
* Serve as the system guru, the most knowledgeable Workfront strategy throughout the organization

company resource driving change and adoption
» Communicate “The Why” - identifying the value of Workfront for the

- Stay up to date on all Workfront training, product releases and use business and for each user

case-based/skillset-building webinars -- invite group admins and

SMEs to attend and knowledge share with end users * Be the system guardian: differentiate between full native functionality

o o . o and customization needs; guide what factors drive overall

* Apply key learnings in Workfront, building, testing and validating standardization, risk mitigation, and process autonomy

new use cases, features and functionalities

* Strategically evolve the platform to drive continuous improvement and

* Serve as the enablement expert and escalation point for all group tangible business value at a digestible pace

admins

* Primary point of contact with Workfront Support

* Responsible for or assisting with Workfront integrations and : NOTE: this is the only role with full control/permissionsinan |
automations | Adobe Workfront instance. It is suggested an instance have two |
| system administrators, maximum three. Jl

h‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



What is a Workfront Group Administrator?

Roles & Responsibilities

Meet and maintain all training/attestation requirements prior to
receiving group admin access

Execute and maintain configuration in Adobe Workfront for
specific organizational group(s)/user base

Manage group-specific needs, i.e, users, templates, custom forms,
approvals, statuses, job roles, companies, etc.

Meet as a group administrator with their group'’s process owners
and subject-matter experts to gather feedback, process and
configuration needs, pain points and insights

Meet with the organization’s Group Admin Team to share user
feedback, requests, ideas for innovation, pain points, etc. Is this
info beneficial to other groups, i.e, an integration with another tool
or process optimization; or remedied by lessons learned and steps
taken by another team

High-level Strategy

* Serve as the key contact, configuration expert and
adoption champion for the group/team they're
responsible

* Be able to act as a ligison between their group and the
system administrator(s) to drive positive change

* Have the Workfront knowledge to know which changes
are risk free and which may put system configuration
and/or user experience at risk

« Communicate any system-wide messaging regarding

releases, policy/process changes, required training, etc,
from the oversight team to their group(s)

| NOTE: Group administrator(s) will have the widest range of

permissions within the group(s) they manage, however, they may |

h‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



How many people do we need as we expand?

Key Considerations Complexity Scale Risk Mitigation

* Two system admins per instance, * Number of users reliant upon group The more users, processes and

possibly adding a third for international
coverage

How large are the groups? How many
people will be relying on each group
admin for administrative support?

One group admin can support several
small groups; while multiple group
admins may be needed to support one
large group with high demand and a lot
of process complexity

h‘ Adobe

admin support

Number of and maturity of the groups’
processes — a typical group starts small
and expands in complexity over time,
requiring continual, up-skilling of admin
support

Amount of autonomy system admins
have provided for configuration, process
ownership, troubleshooting and change
management

data, the greater the complexity
resulting in the need for
additional administrative
support (a second admin or
additional group admins). This
increases the need for upfront
communication and
continuous enablement

© 2024 Adobe. All Rights Reserved. Adobe Confidential.



Best Practice
Guidance
Stakeholder Awareness
& Escalation Process

B Mooourms Governance

Continuous Process

Improvement Defense Against

Data Loss & Business
Downtime

Process Standards
& User Enablement

Business Continuity
Assurance

Risk Assessment
& Mitigation

D<A L Technologies



Comparison of System and Group Admin Rights

System Admin Only Group Admin — if enabled*
_ Access Levels | " Projects | | LoglnAs | ' Manage Teams
( ) Preferences Y \
| System Settings | - Reporting | | Manage Users” |
4
( e ) Task/Issue ( Y ~
Group Admins * *
\ P ) | seftings | Custom Forms* | | Manage Roles*
Audit Logs : . | :
9 \ “Group Statuses ] | Task Templates | NO;%E{;”S
Licenses | , v |Layout Templates|
. Approvals | S Schedul
Kick-Starts - ;  Milestone Paths* | CHeaLes
’ Reminder
Integrations | _ Notifications | Timesheets* |

D<A L Technologies



Provide approval and oversight of policies created to support work across organizational groups and

GOVG rna nCe Tea m Dell's overarching Workfront mission. Create a forum where groups communicate and share their

Adobe Workfront goals and activities - coordinating Change Management as needed.

System Admins Group Admins Power Users/SMEs

Execute on any instance-level setup Execute work for a specific Workfront Provide requirements and/or input to

and requests, i.e., access levels, group based on permissions allowed at Group/System Admins to accurately

integration support, etc. group level configure objects within Adobe

Preview and communicate all new Manage all needs related to the group’s Workfront

releases users, templates, custom forms, Participate in training and onboarding

Manage support tickets and advocate approvals, statuses, job roles, of new users

for new functionality priorities companies Share feedback on best

Ensure other group admins are fully Share feedback on best practices; practices; efficiencies

trained efficiencies gained/KPls, gained/KPlIs, product/feature
product/feature feedback and lessons feedback and lessons learned
learned

D<A L Technologies



Making the distinction | Self assessment

- Now that you've seen the distinctions
between System and Group
Administrators, are there any
opportunities for System Admins to
become Group Admins?

- Are you seeing the opportunity to
distribute more of your effort to new
Group Administrators?

'\‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



I\ Adobe

Don't let System Administration staff
turnover be a five-alarm fire.

Having well-trained, highly engaged Group Admins:

* Provides a safety net when primary system admins
advance onward

* Brings career growth for all

» Strengthens the entire Workfront ecosystem

' ) : . .

N~ ProTip: Taking over as System Admin for an existing
@ Workfront instance? Don't start from scratch!

= Download the Inherited Instance Checklist.

© 2024 Adobe. All Rights Reserved. Adobe Confidential.


https://experienceleague.adobe.com/docs/workfront-learn/tutorials-workfront/administration-and-setup/system-perfomance-and-maintenance/take-charge-of-an-existing-workfront-instance.html?lang=en

Ll

Access levels for Group
Administrators




Base Group Admin Access

Setup « / This is what a group admin \

o can access by default in Setup
with no additional Access
Approvals ..
Level permissions or unlocked
W Recyeesi ) System Settings.
Recently Deleted .
Recently Restored Grou P-SPeCIfI C
e View Only Group Admin access is an
B coups  ViewOnly accumulative process.
Companies  View Only ..
The System Administrator can
&) Loginas Log In As...people in your group give as little or as much access
B3 schedules Group-Specific: Must specify as th?Y wish, as th.e Group
‘ Administrator's skills and
Timesheets & Hours Y knowledge develop
Scorecards System Wide /
E Interface ~

Layout Templates Grou P-SPeCiﬁC

'\‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



Base Group Admin Access

Project Status
Allow users to create projects without using a template @ N OTE Any an d 3 I.l
{:} Processes ~ . .
Group Admin System Settings
A | et new project’s status to..
pprovals default access s tp projectssatus ® | toggles must be set to
lannif v
W Recycte Bin ~ T unlocked by System
Recently Deleted Ad min fO rGrou P
Calculate Percent Complete based on... i
Hacerity Rastored alculate Percent Complete based on @, Admlns tO Cha nge
@ Planned Hours these settings.
B Teams (O Duration
Sample system setup
G . .
@ b W | t h O ut gro u p a d m | n Automatically set the project's Condition based on the Progress Status
Companies permissions
Create baselines automatically ()
03 LogIn As
@ Schedules Performance Index Method ()
@® Hour-based
Ea Timesheets & Hours ¥ () Cost-based
Scorecards
Estimate at Completion (%)
E Interface ~ @ Calculate at project level
() Roll up from tasks/subtasks
Layout Templates

'K‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



Limited Group Admin Access

Setup | GROUP DX Workfront CS

GROUP

DX Workfront CS

E‘- Project Preferences
g Group Members

g Subgroup Members
E Group Details

E—: Project Preferences
Tasks & Issues Prefe...
Timesheets & Hours

Subgroups

& &2 i

&)

Statuses

Event Notifications

Portfolios

m 0

Programs

<
n

Projects

E Templates

@] Recently Deleted

f) Recently Restored

@ Approvals

\/ Show More

@ Add a Dashboard

I\ Adobe

3188

Unlocked system settings

000

Project Status

Allow users to create projects without using a template

Set new project's status to...

Planning v

Calculate Percent Complete based on...
@ Planned Hours
(O Duration

Automatically set the project's Condition based on the Progress Status

Create baselines automatically (7

Additional Admin Access Level Settings

New Access Level

8 y |
Allow administrative access for...
™ Approval processes M Job roles
Companies M Milestones in my group

Custom forms Reminder notifications

Exchange rates Timesheets & hours 7

Expenses 7

Set additional restrictions...

Never give access to the whole project when assigned to a task or request
Never inherit document access from projects, tasks, requests, etc...
View only updates in which they have been included in the conversation

Never allow users to delete comments

I ™ View only companies & groups they belong to ]

Never allow users to delete announcements

People in other companies should only view users from...
Their Company

The Primary Company (Citadel)

© 2024 Adobe. All Rights Reserved. Adobe Confidential.



Group Admin Page

Setup | GROuUP IT

GROUP Business Leader Licenses in use Group Administrators
ooo :
IT Tyler Holt- : Lan g vy TA  Tyler Holt-

Z¢ Group Members

&8 Group Members @ Add members = v Q v Active Nothing

E] Group Details

| Photo Name Email Group Role
= roject Prefetrines I @ Tyler Holt Group Administrator
{= Tasks & Issues Pref...
EB e L ° Tiger Irons Member
AR Subgroups = @ it Bersly Member
Statuses O @ Jim Halbert Member
7] Event Notifications J @ Dave Randall Member
[ Portfolios S <) Mika Scott Member
5 Sxogens Showing 6 users
Projects
] Templates To make group-specific changes, Group Administrators must click on their Group name under Setup which takes them to
1] Recently Deleted their Group Setup page.
1 Beceraly intiored Most settings in the left navigation panel only apply to the group they selected from Setup.
%)A”'m“ While all selections may appear, the System Admin must have granted them the proper permissions to make any changes.
|| Companies . . o
= Tea: Some info may be view-only, group-specific.
3 Schedules The Group Admin will only see what they have access to in the System Setup area and can't make system-wide changes

unless otherwise specified, i.e, Unlocked Statuses, Priorities, Severities.

'K‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



Choose your path: how engaged will Group Admins be?

] it \\
fa: : § What you'll learn: 7 What you'll learn:
?s 1. How to create and use a project template. 1. Understand what filters, views, and groupings are and
— 2. How to create and use approval processes and how they work.
_ milestones. 2. How to create a basic custom filter.
Further understanding of 3. How to schedule projects and track progress. Basic Reporfing Bl . 3. How to create a basic custom view.
managing work as a 4. How to handle unplanned work with issues, as'c. SPOTHNG TIEMENS 4. How to create a basic custom grouping.
planner manage issue assignments and report on issues. A4mintites
1 hour, 6 minutes 5. How to convert issues to other work items.
Expanding Planner Skills Basic Reporting
\
- g o 7 AN
What you'l learq: ‘ What you'll learn:
- 1How to add, edit, and manage users : 1. How to organize users into teams, groups, and
— 2.How to select and establish the type of 2/ éompanies & » 8TOUPS
notifications users will get C .
Get started with Workfront 3 How to customize th g Users experience to Further your system 2. How to create and gather unique information through
.. : settings knowledge for custom forms
for system administrators their needs G g _
# miinnies System Administrators 3. How to further enhance your users experience
4 Thour through layout templates and reminder notifications
Get Started - System Admins Expand Sys Admin Skills

N\ U4 o 0
_@_ Pro Tip: Browse more course options for Workfront
'\‘ Adobe ’ - s on the Lea rnlng ,Dage Of Experlence League © 2024 Adobe. All Rights Reserved. Adobe Confidential.
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Do Not Delete Existing Objects in Workfront

Refer to this link to understand what objects are in Workfront

Data can be lost if the objects listed below are deleted without System Admin guidance

Submit a Workfront Support Request for assistance

Portfolios* Programs™ Projects

Tasks Issues Dashboards
Reports Groups Teams®

Users® Companies* Documents

Plans Goals Project Templates™
Job Roles*

® Do Not Delete — Hide or Make Inactive

*This object type can be deactivated

The only objects that can be restored (within 30 days)
in Workfront are Projects, Tasks, Issues, Documents
and Templates—all other deleted objects are
permanently removed

D&A L Technologies


https://experienceleague.adobe.com/docs/workfront/using/basics/navigate/understand-objects.html?lang=en
https://dell.my.workfront.com/requests/new?activeTab=tab-new-helpRequest&projectID=635ab3cd0045419016e7a2c06cda6374&path=

Can | Create / Edit Layout Templates?

Group Admins can create and edit layout templates

mkig | Dell Blue Crestive Studic == When creating a new layout template, it is a best practice to
copy one for a similar role and then adjust accordingly

~

Z¢ Layout Templates

This will ensure that toggles for what shows on projects, tasks,
requests, etc. are enabled correctly

E Group Details + New Layout Template J Edit [l Delete = Copy <% Export ~

o~ Project Preferences
o
Name T

{= Tasks & Issues Prefe...
dbcs | Dell Partner Requestor Layout

E’% Timesheets & Hours
GROUP

mktg | Dell Blue Creative Studio -

R Subgroups

Statuses

[ Event Notifications dbcs | Director Layout E(—— Layout Templates

Portfolios

B E Group Details + New Layout Template 4 Edit [l Delete 4 Copy
Programs

== Project Preferences

Projects dbcs | Director (Robert) Layout Name 7

ﬁﬂ Templates Tasks & Issues Prefe...

dbcs | Dell Partner Requestor Layout

T@T Recently Deleted Timesheets & Hours

¢7) Recently Restored

Subgroups

@ Approvals
Statuses

Companies dbcs | Employer Brand Requestor

I @ B &P i

I PN ST S dhece | Director | avonst

B4 Teams
@ Schedules

F('% Timesheet Profiles

dbcs | Requestor Layout - To Be Deleted

f[] Leyout Templates

D<A L Technologies



Can | Create Custom Forms?

Group Admins can create custom forms but will need to submit a Workfront Support Request to setup a new
intake process (if applicable)

Best practice is to copy an existing custom form and then apply changes

This ensures that needed fields are applied to the new form

Setup

2% Project Preferences

1 Processes

&«

Custom Forms @

== Custom Forms

Recycle Bin

Job Roles

Forms Fields Sections
A
+ New Custom Form J Edit % Share 21 Copy
Name T
Y dbcs | Creative Services Core Creative Request

dbcs | DAM Upload Request

£ .10 ~ ~ A ~

[ Del

REFER TO CONFIGURATION DOCUMENT

On your group’s configuration document, refer to
the Calc Fields & Fusion Edits tab to
understand if any reports need to be updated
with the addition of a new custom form

Ensure name includes group’s prefix & “|”
Ex: “dbcs |” for Dell Blue Creative Studio

® Do Not Delete —

Make Inactive

D&A L Technologies


https://dell.my.workfront.com/requests/new?activeTab=tab-new-helpRequest&projectID=635ab3cd0045419016e7a2c06cda6374&path=

Can | Create Groups / Sub-Groups? o

Setup « Group Admins should not create new Groups / Sub-Groups
B Groups @
=5 Project Preferences v If a new group / sub-group is needed, please submit a Workfront
. (P NewGroup [> v Support Request for assistance
t‘} Processes v
= - Mame Groups cannot be created by Group Admins because it can affect
Sy SISioms mktg | Dell Marketing IT the greater system organization and data
@] Recycle Bin G mktg | Messaging
mktg | Legal
Job Roles
mktg | Vendor Funding
A2 Teams mktg | Translation
mktg | Change Management
@ Groups
Companies mktg | Campaign B2B
mktg | Field Marketing B2B
O:E] Log In As
mktg | Content Technology

® Do Not Create New Group / Sub-Groups

D<A L Technologies


https://dell.my.workfront.com/requests/new?activeTab=tab-new-helpRequest&projectID=635ab3cd0045419016e7a2c06cda6374&path=
https://dell.my.workfront.com/requests/new?activeTab=tab-new-helpRequest&projectID=635ab3cd0045419016e7a2c06cda6374&path=

What Group Settings Can | Change?

The table listed below shows the options Group Admins are allowed to change, along with changes that will
require a Workfront Support Request be submitted for assistance

a mktg | Dell Blue ¢

z¢ Group Members
£ Group Members (
[=] Group Details

<= Project Preferences
i = Tasks & Issues Pref...
D} Timesheets & Hours
f% Subgroups

() Statuses

5] Event Notifications
= Portfolios

E Programs

(5] Projects

[ﬁ Templates

1] Recently Deleted
¥") Recently Restored
G:r Approvals

j Companles

8 Teams

f73 Schedules

EL_“ Timesheet Profiles

ﬁ Layout Templates

Group Setting

Group Members

Group Details

Why can’t | change it?

Project Preferences

Configured settings are standardized and aligned with all groups created

Tasks & Issues Preferences

Maijority of project preferences are configured at global system level and not changeable on group level

Timesheets & Hours

Maijority of task / issue preferences are configured at global system level and not changeable on group level

Subgroups

Best to consult the Workfront Team to ensure settings align with data that needs to be collected

Statuses

Teams are used in lieu of sub-groups to manage users

Event Notifications

Adding / updating / removing statuses can accidentally change current and historic data

Portfolios

Programs

System setup is to only have 1-2 portfolios per group for organization; submit Workfront Request for more

Projects

Templates

Approvals

Companies

Consult the Workfront Team about integrating approvals / GAs may swap approvers on existing ones

Teams

Companies are configured on the global system level

Schedules

Timesheet Profiles

Layout Templates



https://dell.my.workfront.com/requests/new?activeTab=tab-new-helpRequest&projectID=635ab3cd0045419016e7a2c06cda6374&path=
https://dell.my.workfront.com/requests/new?activeTab=tab-new-helpRequest&projectID=635ab3cd0045419016e7a2c06cda6374&path=

What Can | Do Under Setup?

The table listed below shows the options Group Admins are allowed to change in the Setup area

DeLL

All India Active Requ...

Setup

,.
t3

O =2 & B F =2 O

B 0 8 K & &

Processes

Custom Forms

Recycle Bin

Job Roles

Teams

Groups

Companies

Log In As

Schedules

Timesheets & Hours

Email

Scorecards

Interface

System

«

Group Setting

Processes

Custom Forms

Why can’t | change it?

Submit a Workfront Support Request to utilize the Processes feature

Recycle Bin

Job Roles

Teams

Groups

Team changes should be done under Group Settings

Companies

Submit a Workfront Support Request to create new Groups

Log In As

Companies are created and updated by System Admins

Schedules

Group Admins can only log in as people in their group

Timesheets & Hours

Schedule changes should be done under Group Settings

Email

Submit a Workfront Support Request to adjust Timesheet & Hours preferences

Scorecards

Email notifications under Setup are global preferences, group preferences should be edited under Group Settings

Interface

Submit a Workfront Support Request to utilize the Scorecards feature

System

Interface changes are made by System Admins

System changes are made by System Admins

D<A L Technologies


https://dell.my.workfront.com/requests/new?activeTab=tab-new-helpRequest&projectID=635ab3cd0045419016e7a2c06cda6374&path=
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Maintenance and
Measurement

© 2024 Adobe. All Rights Reserved. Adobe Confidential.



Value Realization | Core Value Dashboard

Maturity level: Managed

This blueprint contains a single dashboard with 21 reports to help you
measure the Value of Workfront. These reports help you translate the
benefits of Centralizing Work and Managing Work Processes into
measurable values that you can track over time to drive better
outcomes.

Version 1| Published on 5/22/2023

Use cases:

Project Management Office

Blueprint Types:
Dashboard

Value Realization | Review and Approve
Dashboard

Maturity level: Managed

This blueprint contains a single dashboard with 7 reports to help you
realize the Value of Workfront. These reports help you translate the
values of Reviewing & Approving work into measurable benefits that
you can track over time to drive better outcomes.

Version 1| Published on 6/12/2023
Use cases:

Project Management Office

Blueprint Types:
Dashboard

h‘ Adobe

System Administration: Driving Value

Value Realization | Deliver Client-
facing Services Dashboard

Maturity level: Managed

This blueprint contains a single dashboard with 8
reports to help you realize the benefits of Workfront.
These reports are designed to help you translate your
client-facing services into measurable value that you
can track over time to drive better outcomes.

Version 1| Published on 12/11/2023

Use cases:

Marketing Agency (Studio) -

Project Management Office -

New Product Development -

Marketing Operations « Finance «

Information Technology - Marketing Technology -
Marketing - Marketing Creative Services -
Marketing Event Management -«

Human Resources - Professional Services -
Marketing Risk And Compliance

Blueprint Types:
Dashboard

Details

Iﬂ LANDING PAGE
Blueprints

Filter by type

Dashboard
(] Organizational Structure
D Project Template

(] Report

© 2024 Adobe. All Rights Reserved. Adobe Confidential.



Clean-up and maintenance resources

System Administrator Maintenance Dashboard
Maturity level: Managed

This blueprint contains a single dashboard to assist system
administrators in maintaining and cleaning up the system periodically
from miscellaneous clutter that might build up over time.

Version 1| Published on 10/5/2022

Use cases:

Project Management Office - New Product Development -
Finance - Information Technology - Marketing -
Human Resources - Professional Services

Blueprint Types:
Dashboard

h‘ Adobe

Workfront Usage Dashboard
Maturity level: Managed

This blueprint contains a single dashboard with 11 reports to assist
system administrators and governance teams understand whether
their configuration is being used as expected.

Version 1| Published on 10/5/2022

Use cases:

Project Management Office - New Product Development -
Finance - Information Technology - Marketing -
Human Resources - Professional Services

Blueprint Types:
Setup Feature - Dashboard

' LANDING PAGE

Filter by type A

Dashboard
] Organizational Structure
D Project Template

(] Report
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Category  Description

System

System Admin Maintenance Schedule

Last Updated
Upon request (for Quarterly

| ]
Ad I I I I I I External User Setup
Approve External New Users Requests in the samiz/ ok frant Syprart

InternalfEzternal Teams tag
[Make sure users are tagged with admin | Internal or admin | External in the

Cadence of roles and

responsibilities for

Syste m Ad m | ns TeamiOutlook Add-Ons Set Up

Create a project with
these recurring task R et Suppor s b

re m I n d e rS ‘When users are deactivated by the S50 system, any projects, issues or task
assignements that need reassignment will show on these reports. Make sure

Maintenance

Daily Weekly Monthly Quarterly (ticket required) and Monthly Access Links

only)

Internal User Setup

Approve Mew Users Requests in Servicehow and complete setup X

Lashicard and complete setup X

Other Teams field within the Edit Panel of the user

New Team Onboarding

Update the User Onboarding Status tab in this file so the team has X

visibility on the who still needs to request access from a new team use case

Ezternal Group Deactivations Lmai sent o (4,

Dell users, that have been created in Workfront with only their Dell email

because they were added to a proof review. They need to submit their access X ternal Users Bucket

through ServiceMow so they are fully set up in WF using SS0
N e fas

MNew Users may need guidance when trying to install a Teams or Outlook Add requested

On from Workfront. Sort ServiceMow report for monthly add-on requests and X sadtcnal secess

send email with slide 10 instructions to confirm the set up. a5 of A

Workfront Support Tickets

Support Assign tickets to System Admins, Product Managers or IT as applicable.

Review and follow up on status to maintain SLAS. X

Reassignment of Deactivated Users

you go to the Proofing side and delete their accounts to avoid duplicates on X

the proofing side.

Master Access Level Updates

Product managers need to review any needed changes with the Governance

Lead and then submit a ticket for the Access Update to the system admins. e Y .«

System Admins will make updates in the system and to the Master Access X Maztar Snonsz Lavel Qooument

Level document.

User Maintenance fsent a

System Review dashboard to determine if users have been inactive for three months MRS T e

or more, and should be changed to a reviewer access level. Use the email X comrieted

template provided to notify the users of the license downgrade. Also, check GEACIAS -

the country codes in users to ensure uniformity. Adake Consuiting
Hows

admin | Project, Templates, Reports, Custom Form, fsent o

Dashboard Maintenance SAETAEET T e

Review dashboard to determine what projects can be deleted or close. May camnieted

have old test or demo projects still open or projects may have all task X AT -

completed, but still in an open status. Reports & Dashboards that are copies Adcbe Consuiing

or that are not being used can be deleted. Howrs

admin | ProjectiTasklIssues Audit Dash - "Not using yet

Dashboard to be developed and used in the future... X




Workfront

DASHBOARD

admin | Workfront Implementation Dashboard

| e I I I Project Name

> WF Non-Use Case Projects (6)

Projects

We create Workfront
Team Projects for:

Tas

New o
Implementations

Project:

Project:

Integrations

Project:

Alphas

Initiatives

(example: URN creation)

k Name

: Name:

: Name:

: Name:

: Name:

: Name:

: Name:

: Name:

wf

wi

wi

wi

wi

wf

loc

admin | WF Implementation - Project Summary - Current

> wil Compliance & Claiming (3)

> WF Use Case Projects (3)

admin | WF Implementation - Project Milestone Gantt

admin | Full E2E / URN transition to Workfront (5)

Dellshare Decommissioning (2)

Compliance & Claiming - Allocadia Integration (3)

Compliance & Claiming - DIA Tool Integration (3)

Global Campaigns - Foundational Process (5)

Compliance & Claiming Program (6)

WF localization - Phase 1 delivery (7)

Baseline Name

Baseline Start
(KickoOff)

Actual Start

Baseline Completion (RTB)

QUAR'

Actual Completion

-2024

Variance

April

System Admin
Recurring

(example: Maintenace tasks

and New Releases)

QUARTER 3-2024

%




DASHBOARD

admin | Workfront Support Requests Dash

Admin

Support -
Queues e

Group Admins

have their own
Workfront Support

queues visible
only to their teams. [

L3 L4

v Global Marketing (10)

> Brand, Creative & Experiential (8)

System Admins SR

have a Workfront
Support queue
visible system wide.

Q (@ Report Default
Date Age Last Last Comment User Type Requestor Email Assigned To  Assignments Status
Submitte« Update
t 4/2/24 12Days 4124 Internal Dell Michelle Francis
Employee Feedback
admin | Workfront Support Tickets - Adobe Ticket Open admin | Workfront Support Tickets - Adobe Enhancement Request
Details Details Summary
'S Y, efault @ Re - v G
Q Default @ Re N Q
Entry , Ent
2 13 La Name Date ! Requestor Assignments Status > 02 L3 L4 Name Tty 1 Requestor Assignmen|

> Global Marketing (2)

admin | Workfront Support Requests by Business Unit
admin | Workfront Support Requests by Support Type

Summary Chart




WO r kfro n t admin | Workfront Support / Feedback SLA Report
Details Summary

[% ad Q v Report Default  (© Report Default Report Default

. > [ Assigned To Assignments Support Type 1 Ref # Name Su:r:(i;ed Co:gite}ion Age SLA Duration SLA Hit/Miss
TI C ket S > Need General Support / Updates (182)
> Request New Functionality (IT requirements) (18)
System Admins have
y admin | Workfront Support / Feedback SLA Average by Request Type
port to track th
a repor 0 rac e p————
SLA (SerVICe |eve| > v QY ReportDefauit @ Report Default Report Default
ag ree m e n t) =1 | Support Type * Ref # Name Date Coﬁc;r:t:on Average Duration
Submitted dise

We a | SO Ca | Cu |ate > Need General Support / Updates (184) 6.75
> Request New Functionality (IT requirements) (16) 18.76
the average SLA

200 v

by request type to
determine if we SLA Average Duration

need to adjust SLAsS *  Entry date = Date Submitted

*  Actual Completion Date

for the future. e Average Duration = Text Mode

aggregator.displayformat=HTML
aggregator.function=AVG
Captu re StatUS fOr aggregator.valueexpression=ROUND(WORKMINUTESDIFF({entryDate},{actualCompletionDate})/480,2)

. aggregator.valueformat=doubleAsDouble
S U b m |tted aS Ad O be displayname=Average Duration
- textmode=true
SUppo rt ticket or valueexpression=CONCAT(ROUND(WORKMINUTESDIFF({entryDate},{actualCompletionDate})/480,2)," Days")

valueformat=HTML
enhancement




DASHBOARD

admin | IT Assignments

WO | r r I | | | admin | Workfront New Functionality Requests - Active

L Q)
~
L2 3 La Name Assignments Rank 7 RTB/Transform Recurring? Priority LOE Release Date  Story ID Status
2 0 and WOR-361
Lou Ann Kigiman 2 RTB - Fix High Xir Unde:
uppor equeslts
Roberto
Lou Ann 3 Transform
us: it g and - Aut o )8 Pilot Sreekanth R
Issues on i
C a (¢ W 2 = n Ki 4 Quarterly Xtra Large
Impl tati
7 RTB - Maintenace High
J 8 RTB - Maintenace High
Issues on Non- o — o ——
m p|e entation WoR s
.
P roje cts (example: oter s oy =
admin | Workfront New Functionality Requests - RTB/Transform admin | Workfront New Functionality Requests - RTB/Transform by priority admin | Workfront New Functionality Requests - Priotity
| Marketing Brand
Experig}

y Chart

WEF Support Tickets
assigned to IT
rather than : ;

System Admins

Record Count (Count)

©

- I o vaie, 5680 2 ®
= 5

4
0 B = ! 52 7a]

RTB - Fix RTE - Maintenace RTB - Nice to have Transform
admin | WF Support Request Type Low, 27

Ho Velue, 28

the 150 vahs siness Crteal the High




© 2024 Adobe. All Rights Reserved. Adobe Confidential.




Upcoming Events

Product Release Webinars
* On-Demand: What's new in the 24.1 Release (Q12024)

Upcoming Webinars & Events
 Aug15: Skill Exchange for Workfront (Coming soon!)

“Ask the Expert” Office Hours + Small Group Workshops
* Apr 30: Ask the Expert: Fusion Operations

* May 9: Workfront Industry Circle: Higher Education
* May 10 Connect: Admin Chat for Marketing & Creative
* May 16: Ask the Experts - Staffing Your Admin Practice Follow-up

@ Register at https://experienceleague.adobe.com/events

h‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.
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Appendix



Document outcomes

Tie your Workfront change requests to your Workfront
documented object policies, requests, and maintenance

(examples shown next slides).

Use Workfront to document configuration changes,

especially those tracked through change control. If you use a
CMDB consider making those changes as well.

/ -
WL

il

SR

Document and communicate process and system changes,
and policy statements (Recommend Email, Workfront
Notifications, Slack/Teams Post and regular enablement

updates)

Record policy statements and key decisions in Workfront
Governance Portfolio/Program, Workfront Process & Policies
Project and on company document storage provider

'\‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



Request (Intake) Queue

Request Queues are a great product feature to leverage for having users submit feedback to the Oversight
Team.

Gathering all the inquiries, suggestions, and requests into a similar format with as much information as possible
collected from the requestor allows for a standard approach for reviewing and addressing items, as well as clear

reporting and communication.

v Process Change —) ° _

: W= Oversight Team
v Documentation updates n——) Requests © mmmm :
v System Changes — from users

v User Feedback —)

o Assessments, Evaluations,
Decisions, Recommendations

Determine criteria for:

Changes that need to be documented - instant

* Changes that need group admin approval from group admin - instant
Changes that need group admin approval from group admin - instant
* Changes that need oversight team approval - planned

'&‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



Last

#1 v Task Name Description Owner initialy Update Approval Process
Documente
Date
12 Project Approvals Admins and groups admins should discuss the creation of approvals as a Tyler Holt-Admin  3/18/22 3/25/22
group, as these are shown system-wide
13 Task Approvals Admins and groups admins should discuss the creation of approvals as a Tyler Holt-Admin ~ 3/18/22 3/25/22
group, as these are shown system-wide
14 Issue Approvals Admins and groups admins should discuss the creation of approvals as a Tyler Holt-Admin  3/18/22 3/25/22
group, as these are shown system-wide
15 Milestone Paths System and Group Admin Access Only Raquel Green 3/18/22 3/25/22
- These are to be kept to a minimum, showing the key phases across the
most common collections of project types
- If a group admin does not have access to all system milestone paths, but
feels there may already be one that applies to their use case, please
consult with the system admin; however, do not make changes to this
without consulting the milestone path group admin/owner
16 Custom Forms The description field on all custom forms should have the following data: Raquel Green 3/18/22 3/25/22
- Which groups it is shared with
- The purpose of the form
- If it is tied to integrations
- The three-digit naming convention of the group at the end of the field
name if it will not be used in custom forms universally
17 Custom Fields The description field on all custom fields must have the following attributes: Raquel Green 318/22 3/25/22

- If it is a organizationally reported field
- if itis used in integrations

- The group name that created the field
- The purpose of the field

- The three-digit naming convention of the group at the end of the field
name if it will not be used in custom forms unive

Document policyiand processiins
19 Programs - Marketing Programs rep .
Wankiront project

20 Projects - Marketing Projects represent the various jobs U1a
i.e. multi-deliverable campaign, new business pitches pe!
company, all internal marketing projects, etc.

18 Portfolios - Marketing Portfolios represent.&

'K‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



Maintenance Schedule Example

Defining a cleanup schedule is a necessary part of the on-going maintenance of your instance.

Suggested approach: Adobe Workfront Group Admins will be responsible for suggesting cleanup
solutions. Group Admins should share the clean-up activity with the System Admin prior to acting
on cleanup. Sample provided below.

NOTE: Please reach out to an object owner before you deactivate any object.

Objects Q1 Q2 Q3 Q4

Custom Fields/Forms X

Portfolios X

Program X

Project Templates X

Groups

Request Queues

Teams

Roles

Layout Templates

Timesheet Profiles Seheduleusingiremindersin
Training Materials W@ l’kfl’O nit!

'&‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



Sample Admin Agenda

e Action items from previous meeting
e  Purpose/Vision Alignment
e Updates from Previous Month
o  Review Decisions from Request Queue
o Request for any new Decisions
o  Approve/decline open requests as a group
o  Significant Changes
e Discuss User Feedback and Requests
o  Adoption and Usage Challenges
o  Optimization Ideas and Requests
e Upcoming release Items
o  Release Review
o End-user communication
o  Training methods (creation, communication, and delivery)
e  Process Overview/Best Practices Highlight
e Support/Enhancement Need Review
e Items to highlight to Key Stakeholders
e Action Items

h‘ Adobe © 2024 Adobe. All Rights Reserved. Adobe Confidential.



Sample job description | Full-time System Administrator

Sample Job Titles Essential Functions/Key Responsibilities

* System Admin - Workfront

« Workfront Administrator * Configure Workfront platform to meet business requirements, driving user adoption and

providing work management transparency through accurate and effective reports and

* Workfront Admin dacaaiak

* Workfront Systems — Admin « Create, share, and update reports and dashboards as requested by leadership, partnering with
 Workfront Business Analyst (Can be used for Sys Admin or Group Admin) business units on requirements

* [Department] Operations Specialist/Analyst/ Manager/Administrator * Partner with cross-functional leadership for user management and budget for license

* [Department] Operations Systems Specialist / Analyst / Manager / Admin allocation

* Collaborate with cross-functional stakeholders to understand current state, difficulties and
demo Workfront solutions to meet those challenges

Job Summary * Support dady(—jto—slzjy s;zjsteé'n needs and adjéjstments .Tluch as user n;fnz:]gement ar;d experience,
. . . . : . : reports and dashboards, data integrity, audits, as well as user troubleshooting and support
[Role] leads the implementation, configuration, and enterprise adoption of ticket tracking

Workfront platform, managing technology, workflows, and requirements, as * Create and deliver training content for cross-functional teams on system functionality, updated

well as supporting process improvements to meet the operational needs of features, and new processes
the organization. « Create and lead enterprise Workfront Center of Excellence to support the governance and
* [Role] is responsible for building, maintaining, and updating the Workfront prioritization requirements for the organization
Conﬁguration and preferences, including setup, portfolio, program, and group * Create and maintain documentation for processes, adoption, standardization, alignment, and
management, reporting oversight, custom forms, automation, user enterprise roadmaps
management and license allocation. * Regularly review intake processes and user feedback to ensure implementation is meeting

expectations, making adjustments as needed to improve the user experience and metrics

* Role drives roadmap for system expansion and optimization, creating and * Create, share, and update reports and dashboards as requested by leadership, partnering with

maintaining process documentation, as well as monitoring systems and business units on requirements

workflow standards. * Lead troubleshooting efforts and track support ticket requests shared by users and department
* [Optional for Automation, APIs, and Fusion] Direct the implementation of leadership

new functionality and lead enterprise software integration initiatives, defining ~ + Review and prepare for Workfront releases, implementing new functionality and

requirements as well as testing and troubleshooting (Automation, APIs, and communicating new features as needed

Fusion) * Actively participate in Workfront Networking and Training events

F\\ Adobe * Perform any other job duties as required © 2024 Adobe. All Rights Reserved. Adobe Confidential.



Sample Job Description | Workfront Group Administrator

Sample Job Titles

* Workfront Business Analyst (Can be used for
Sys Admin or Group Admin)

* [Department] Operations
Specialist/Analyst/Manager/Administrator

* [Department] Project/Program Manager

Job Summary
* [Primary Job Summary]

* In addition, [Role] serve as the Group Admin system expert
for department leading the team in the adoption and
implementation of administration of the Workfront system
and providing day-to-day support for team administrative
and technical needs, as well as troubleshooting system
issues and tracking support tickets.

h‘ Adobe

Essential Functions/Key Responsibilities

[Primary Job Duties]

Collaborate with internal stakeholders to understand current state, difficulties and
provide solutions to meet needs.

Collaborate with business partners to create process requirements for the Workfront
System Admin

Serve as Departmental Subject Matter Expert, communicating current process,
requirements, objectives, and challenges

Act as liaison between Workfront Sys Admin and department stakeholders to ensure
Group configuration is meeting departmental objectives

Partner with cross-functional team members to collect feedback for process
efficiencies

Coordinate with the Workfront Sys Admin to review processes, features, and identify
opportunities for efficiencies and optimization

Share reports and status updates as requested by departmental leadership
Facilitate Workfront onboarding and features training to users within the business unit

Drive cross-functional collaboration, troubleshooting questions and issues, collecting
and communicating feedback

Partner with Workfront Sys Admin on system optimization, audits, clean-up, data
integrity as well as basic troubleshooting and support ticket escalation

Create and document processes for adoption, standardization, and alignment



