HANDS-ON MIRADI EXERCISES

Getting Started
1. Install Software: www.miradi.org. TNC staff — follow the instructions in
this YouTube video: https://voutu.be/tULXAa24Bs|

2. Launch Miradi: Double-click on the Miradi Icon on your desktop to
launch Miradi then click the Continue button at the “About Miradi” screen

3. Stopping and restarting Tutorial: At the start of this tutorial you will be
creating a new project. You can complete the tutorial in a single session
or in multiple sessions. Miradi saves as you work so if you close Miradi,
you can resume the tutorial by re-opening Miradi then opening your saved
project, which you’ll see listed on the Welcome Screen.

4. About Miradi: Miradi Desktop (www.Miradi.org) is project management
software that supports use of the Open Standards for the Practice of
Conservation (http://cmp-openstandards.org/), helping teams to design,
plan, implement, monitor, and learn from conservation projects and
programs. There are over 11,000 registered Miradi users from over 170
countries and Miradi Desktop has been translated to 16 different
languages. Miradi Share (www.miradishare.org) is cloud-based software
that offers a searchable repository of conservation projects enabling
cross-organization discovery, learning, and knowledge sharing with
multiple audiences. This hands-on tutorial focuses on Miradi Desktop.

5. Lessons included in this hands-on tutorial:

« Lesson 1 - Create a New Project (pages 2-3)
 Lesson 2 - Create a Conceptual Model (pages 4-8)
« Lesson 3 - Threat Rating View (page 9)
 Lesson 4 - Results Chains (page 10)

« Lesson 5 - Add Goals, Objectives, Indicators, Activities to the
Results Chain (pages 11- 13)

« Lesson 6 - Work Plan View — Introduction (pages 14-17)
 Lesson 7 - Work Plan View — Progress Rating (page 18)
 Lesson 8- Work Plan View — Work Units (pages 19-21)

« Lesson 9 - Work Plan View — Projected Expenses (pages 22-24)
 Lesson 10 - Additional Views & Miradi Reports (pages 25-27)


http://www.miradi.org/
https://youtu.be/tULXAa24BsI
http://www.miradi.org/
http://cmp-openstandards.org/
http://www.miradishare.org/

HANDS-ON MIRADI EXERCISES
1. Start a new Project: Click the Create button (to start a new project), assign
a name, then click the Next button

2. Enter basic project information in the Summary View

® Click on the 4 tabs and enter the information listed below:
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3. Enter people (staff) in the Summary View
® Click on the “Team” tab then click on the “Create Member” button.

® Normally team members are entered and indicated above, but for purposes of
this tutorial, enter team members as Staff as shown below. Note the Miradi
default for “Roles” is “Team Member”.
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Enter/change Work Plan and Fiscal Year dates.

® Select the “Edit” tab from the main Miradi tool bar, then select “Preferences”
® Click on Planning tab

® Change the Work Plan start date to 2014-07-01 and End Date to 2018-06-30
® Change the Fiscal Year to “July to June”
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# Cut Ctrl+X
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Quick Tip: Miradi saves automatically as you enter information.




Create a Conceptual Model

1.

File Edit View Actic
Switch to Diagram View

In the Diagram View, use the buttons on the Control Bar to create the following
Conceptual Model Diagram

® Factors that are highlighted will be automatically linked to new factors you add
or you can link 2 factors by holding the Control key down, select one, then
another, then click on the Insert link button on the Control Bar

® Right-mouse click the diagram names to rename, create new diagrams, delete
or add narrative text in the Diagram Properties — Detalils field.

® Multiple items can be “lassoed” by drawing a box around them while holding
down the left mouse button

® Selected items can then be moved as a group using left-mouse & drag

On the Conceptual Model tab, enter a Conservation Target
® Click on the “Insert Target” button on the Control Bar and enter “Riparian
System” as the name of the target (Conservation Target).

® Click on the “Insert Human Wellbeing Target” button and enter “Public
Recreational Access” as the name of the target.

® Link the two, as shown below, using the “Insert Link...” button.
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4. Enter a Direct Threat

® With your Riparian System Target highlighted, click on the “Insert Direct
Threat” button on the Control Bar to enter a threat of “Japanese Knotweed”.

Riparian
System

® To move factors, left-click then drag with the mouse or highlight the factor
then use the cursor keys.

5. Enter Contributing Factors

® With your “Japanese Knotweed” direct threat highlighted, click on the “Insert
Contributing Factor” button on the Control Bar to enter a contributing factor,
as shown. Repeat the step to add the rest of the contributing factors. Be

sure to highlight the box for which you want the next contributing factor
connected to.
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6. Enter Strategies: Select the “Insert Strategy” button in the Control Bar to add 2

strategies as shown below. Enter strategy names in the “Name” box in “Factor
Properties”. Link the strategies to the Direct Threats as shown.
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Add draft strategies in brainstorm mode. Highlight the “Spread via construction
equipment” contributing factor then click on the Brainstorm icon at the top of the

screen to enter Brainstorm Mode. Additional controls are now available in the
Control Bar.
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Continued on next page



7. Add draft strategies in brainstorm mode, continued.

Click on the “Insert Draft Strategy” button in the control bar and add two draft

strategies as shown below. Link the draft strategies to the contributing factor as
shown.

Control Bar |

Voluntary
Conceptual Models Codes

Regulations

o for Invasive Plants
equpment

[.i’m’(ﬂmwdﬁlgnga] Riparian
 GoalA_ >
-

() nsert Strategy

{_} Insert Draft Strategy

— Insert Link...

8. Convert draft strategy to regular strategy.
Double-click on the second one to uncheck the “Draft” checkbox to convert it to

regular strategy.
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Click on the “Full Diagram” icon on the menu bar, or click the “Show Full Diagram”
button at the bottom of the screen, to return to normal conceptual model view. Note

the one remaining “Draft” strategy does not show in the normal conceptual model
view.
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Lesson 2 continued:

Reducing diagram complexity: Group Boxes & Bend Points

1. Create Group Boxes

® Add a second threat of “Giant Knotweed” to the Conceptual Model diagram
® Link Giant Knotweed to the same Target and Contributing Factors as Japanese

Knotweed.
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® Then highlight both threats by holding down the Control key and clicking on
each one (or lasso both threat factors)

® Click on the Create Group Box button in the Control Bar and in Group Box
Properties, add the name “Invasive Plants” in the Text field

® Miradi eliminates half of the links with the new Group Box
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2. Add bend points

® Right mouse click on the link from “Spread

via...” and select Create Bend Point

® Left-click on the new bend point and drag it
up to be horizontal with the middle of the

Contributing Factor

® Add another bend point and drag it down to
create a second 90 degree bend point
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Enter Threat Ratings Using Simple Threat Rating Mode

1. Switch to “Threat

RatingS" view and File Edit View Step-by-Step Help
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Lesson 4 — Results Chains

1. Results Chains

£ Conceptual Model| 5 Results Chains ‘

Result Chain diagrams can be built using 2
methods. When in the Diagram View, right-click
in a blank area of the diagram and select “Create
Results Chain” from the menu or you can convert
a Conceptual Model to a Results Chain

In your Conceptual Model Diagram, right mouse-
click on the green Target ellipse (“Riparian
System” and choose “Select Factor Chain”

Right mouse-click again and choose “Create
Results Chain”

This will automatically shift you to the Results
Chain tab in the Diagram view and opens the
Results Chain Properties dialog. The function
generates a draft Results Chain based on your
Conceptual Model. Close the dialog.

Under the “Results Chains” bar, Click on [“New
Results Chain]” and change the name to
“Knotweed control treatments™

Double-click on the “Intermediate Results” and
“Threat Reduction Results” boxes to re-word them
to desired results to convey your theory of
change, i.e., the desired results from successful
strategy implementation

Add additional factors as needed. For example,
add the new factor “Regulations adopted &
enforced” and delete the existing Strategy link and
establish a new link from the Strategy to the new
factor.
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2.

Add a goal to the Target

® Double-click on the "Riparian System” target to open the “Factor Properties”
dialog. Click on the “Goals” tab, click on the “Create Goal” button then enter a
goal ID, short Name, and full text of the goal in the “Details” box as shown
below.

® Repeat these steps to create a goal for the “Public Recreational Access” target
with ID = “Goal B”, Name = “Public access” and Details = “At least 80% of the
riparian system is accessible by the public by 2020”.

) Target Riparian System
Target Viability Status Riparian
System
Viabilty Analysis Mode [ A\ Simple ,l
] 2 Goals Qm«:atam| [ stresses | € Nested Targets
N
> Create Goal /[l Delete G-ual] [C:) Create from Existing. .. ]
n] Name Details
] D O
A 4

[Goal

| Name |Ac'h.i.eve native dominanted vegstation

Progress Percent

Native dominant riparian vegstation in over 80%% of riparian system by 2020

Add athreat-reduction objective

® Double-click on the “Reduced spread of knotweed factor”, click on the
“Objectives” tab, click on the “Create Objective” button then enter an objective
ID, short Name, then the full text of an objective statement in the Details field

Reduced spread
of knotweed

Cqthreat Recuction Result_Dequced spread of knotweed v|

Details

Knotweed free From 2014-2018, maintain 95% of river km knotweed free in Blue River and 5 major tributaries

Objective ] 0bjective

D | 1
Progress Percent

| Name |mtwud free

Details

From 2014-2018, maintain 93% of river km knotwead free in Blue River and 5 major tributaries

11



2.

Create an indicator

® Double click on the
“Indicators” tab,
click on the
“Create Indicator”
button, then enter
an Indicator ID,
and indicator
Name, and Unit

Add 3 measurement
values: Click on the
“Create Measurement”
button

® Add Date (use
Calendar icon),
Value, Trend, and
Source
information.

® To add create
another
measurement,
select the
indicator in the
item list.

® Goal, Indicator and
Objective as shown
on Results Chain
diagram. Hovering
the cursor over these
icons shows the full
Goal, Indicator, and
Objective information
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Direct Threat Japanese Knotweed
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4. Add Activities to one of the Strategies

Training &
support of
watershed
councils

Double-click on the “Training & support of
watershed councils” strategy hexagon

Click on the Activities tab

Add the 3 Activities shown below using the “Create
Activity” button

Click the button “Show Activity on this page” for
each Activity

/
{_} Strategy [Tra'n'ng & support of watershed councils Y ]

I summary | [ Objectiv€s | O Activities Indicators

4(:) Create Activity *ﬁ' Delete Ad’r\ra ’D Mowe Activity to this Strateg}.r] | ‘T‘ Move Activity Up| ’ J.. Mowe Activity Dow n]

il o

Name

Develop survey protocol

Schedule & advertize training

Deliver training \

5.

O Activity ol \
Monitering Activity

| Name |Deve1up survey protocol

|I Shuw\div'rty on this pﬂge“ Hide Activity on this page
\

Adjust size & Position of Activity

Training &
factors siupport of w;ne'::t?led
* |n the Diagram View, use the watershed surveys

mouse to change dimensions of [Deuemp Sumvey pmmmJ
activity factors and move to new
positions

Schedule & adverise training]

( Deliver training ]
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Lesson 6 - Work Plan View

Overview of Work Plan

Work Plan View is designed to help a team efficiently implement their project’s
strategies and monitoring plan. It assumes that the most valuable resource that a project
has is the time of its team members. It also assumes that a project team will want to
start with high-level planning for the life of the project and then add more detailed
planning in the short-term.

The main Work Plan Tree Project teams can plan Projects can track
shows the project’s at a high level (life of status of implementation
actions (strategies, project) or in increasing and flag actions
activities, tasks) organized detail (by year, month or requiring management
by Results Chain guarter) intervention

wokPan v | @ £ A |  Dasnboard (D More info @ Example:

B8 Work Plan \ EA Settin sl i3} Anarysisl # People | () Accounting cmes| & Funding Suurcesl 17 Category #1)| # Category #2\

Diagrams - include data frjm “&, Only Resulls Chains. - Expand To... T Move tem Create Customize Table... | & actions.
Display this sslection AllDiagrams | | Colapse AllRows| 4 Move tem Dofun || T Delste tier Fitter by People
NN Timeframe Wark Assignments ‘wark Uniks Projected Expenses Budget Tatals £
tem £ = #] [+ v
Timetrame o Fy1s FY16 Fv17 Fv1g Tital Fv1s FY16 F7 Fy¥18 Tital Total Progress
T ——— | St 2, BafE 1 [ 5 2 7| 2000 2000 2,000 13,500 13,500) Not Specified
%% Knotweed control treatments |82 8 | 5 2 7| 2000 2000 2,000 13,500 13,500 Not Specified
-{_ Knotweed control treatments @ @ Not Specified
' DRegulatlons for equipment cleaning @ @ Not Specified
i"’<:.>Tram|ng & support of watershed councils | @1 F¥13 - Q4 Fy13 @ Slﬂffl»SHHZ@ 5 2 7| 2000 2,000 2,000 13,500 13,500|  Hot Specified
_ €3 Develop survey protocol Q1FY15 - Q4 FY18 @ Staff 2 @ Winor lssues
L} staff2 | [Btaff 2 =]
Schedule & advertise training Q1FY15 - Q4 FY18[ 37 [Staft 2 =) 5 2 7| 2000 2000 2,000 13,500 13,500/ not Specified
- Secure faciity QLFY15 - Q4FY17 @ Staff 2% r=] 3 3 7,500 7,500 Mot Specified
- § Staff2 o= ||3tafE 2 = 3 3 o
;B0 Contact all watershed council leaders QLFY1S-Q4FYLT @ Staff @ 2] 2 4 2000 2000 2,000 6,000 6,000 nNot Specified
§ staifz | [Staff 2 = 2 2 4 o
=+ O3 Deliver training FY15 @ Staff 1%, Staff @ Not Specified
L § staff1 o ||stagr 1 =
Lo staffz (Sl =
Timeframe specifies Work assignments Expenses track other
when actions will be detail who on the project costs which, when
implemented team is involved in the combined with team
action and allocation of salaries, provide
their effort budgets

Quick Tip

Throughout the work plan, blue text means you can directly edit the information in the
cell, whereas black text is a rolled up value that cannot be directly edited. To edit these
rolled up values, you need to find the lower level entry either vertically or horizontally.
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1. Select the “Work Plan” view from the main toolbar. Click the “CustomizeTable”
button to simplify the view. Turn off all check boxes except “Who Work
Assignments”.

onrm )] 8 € ¥ |
R——

B3 Work Plan | E5 SE‘l'thgsl 2.1 Analysisl [} Penplel OAcmunt'ngCDdesl & Funding E'ynurcesl 57 Category #1 | + Category #2_

Diagrams - include data from [q% Only Results Chains - ] ’ Expand To... ” T Move ttem Up ” Create. .. ” 4 Customize Tahle...lD Actions
Display this selection [AII e - ] l' Collapse All Ftnws” <4 Move ltem Down || W Delete Hem? Filter by People... l
ltem " ) Customize Table j |i|
=€ Riparian system Japanese Knotweed Include Data FTo
E}QQ. Knotweed control treatments Select which rows and column groups to display.
D Knotweed control treatments Rows Asgsignments
D Regulations for equipment cleaning Projected Expenses

= & Training & Support of watershed councils Column groups Timeframe

O Develop survey protocol Who Work Assignments

O Schedule & advertise training When Work Assignments
Work Units

“-{ Deliver training

Projected Expenses

Budget Totals
Progress
Progress Details
Comments
Details

[ Indicators

[
)

Use these +/- controls to expand or collapse rows.

h

2. Add People (staff) to each of the Activities. Assign 2 people to the “Deliver
Training” activity by highlighting the activity, then clicking on the widget in the
“Who” column then check the box for the specific staff member as shown.

Waork, Sssignments [ N
—_ . L Who Work Assignments —| x |
ltem
0
El(‘ Riparian system Japanese Knotweed = ¥ _
%, Knotweed control treatments Staff 2, Seaff 1 [ g People assigned to this action and acti
Staff 1, Staff 2
*D Knotweed control treatments People assigned to this action only:
'G Requlations for equipment cleaning Staff1 E
-4 Training & Support of watershed councils | 5t2ff 1, Staff 2 Staff2
(2 Develop survey protocol Staff 3 57
-~ Schedule & advertise training
& Deliver training (
L. A
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3. Add People, continued

Alternatively, People (staff) could be added by clicking on “Customize Table” and
adding “Assignments” row. Then right clicking on the “Deliver training” row, and
then click on “Create Assignment” in the menu.

' N
O Customize Table L= | 540 Training & Support of watershed councils |
LG © Devepsrvey oo
Select which rows and column groups to display. ) Schedule & advertise training

Rows Assignments & Dolver brakiing
Projectsd Expenses | 3 Create Activity |
Column groups Timeframe | Create Monitoring Activity
|
Who Work Assignments | O Create Task

\When Work Assignments #  Create Assignment I
Work Units | ]

Then assign staff by selecting staff from the “Work Assignment” pull-down list in the
panel at the bottom of the screen below.

EH:‘) Deliver training Staff 1, Staff 2
Staff 1 @
o staff2 Staff 2 ()
4 B4

Aszszignment

’ Work Assignmen]

“Work Assignment”

Wiork Unit Rate pull-down menu

Program Classification
Program Clagsifications

4. Specify one of the people assigned to the final Activity as the Leader by using
the lower panel — “People” side tab then the pull-down menu for “Leader”. The
Leader ID in the upper table “Who” column will have an asterisk next to their name.

.'. Staff 1 m—@
# staffz Staff2 )
4 L ]
[
Summary_ - Leader [Siaff 1w ) ,
Progress Report Leader pU”-dOWﬂ
Tootr e l ’ Add Peuple] | W Remove Peuple| menu

People

.
)Penple (Who} Total

Staff 2 -

Staff 1 -

4 3
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5. To enter start and end dates, open ' Timeframe - Deliver Hﬂiﬂgw
“Customize Table” and click on “Timeframe”.
You can specify start and end dates at a
variety of different scales by double-clicking
on the icon in the Timeframe column. Use the
“Specific Year(s)” option and specify that the
“Deliver training” activity is scheduled to start
in FY15 and end in FY15

EIG Training & Support of watershed councils Staff ], Staffd D EE
C) Develop survey protocol EE
D Schedule & advertise training EE]
i Staff 1, Staff2 EJ;

------ f Staff 1 Staffl (o]
------ o} staff2 Staff 2 (=] ()

6. Create two “Tasks” by highlighting the “Schedule & advertise training” Activity
then click on the “Create” button then “Create Task” to add the following two tasks:

® Secure facility
® Contact all watershed council leaders
® Assign both Tasks to the same person. Staff is automatically assigned to the

Activity.
® Enter date in “Timeframe” column from the pull down menu as “Specific
Year(s)”
0 viork Pon | 0 setngs | @8 Anayss | § Poople| O Accountng Coses | & Funang Sources | . Category 1| i Catogary 22 [
mm-nmmm%mmm ] [_ Expand To... ][—T Move kemUp || _Creste.. Y Customize Tabe...
numim-mm = + || P cotapse xRows || 4 MovetemDown| © CreateActivity  People..
1 mmn Timeframe Create Tas —
H L- Fumrim system Japanese Knotweed EIM1 = ]TMIW & L § . Creme Assignenent J
@ O Schedule & advertise training Staff 2 (=) | Q1 FY15 - Q4 FY16[ )

= & Secure Faciity Staff 2

~ § Staff2 falily £l (]
D Contact all watershed council leaders Staffl Q1FY15 - Q4 FY16
b stff2 Staff 2 ] (]
4 p e o o
Summary 3 Task o] Name [secyee Facility ) |
Progress Report
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1. Add aProgress Rating (€ Customize Table [ ]
® Click on the “Customize Table” button and inclue Data From
turn on “Progress” and “Progress Details” Select which rows and colunn groups to display.
columns Rows [¥] Assignments
® Click in the “Progress” cell for the “Develop P
Column groups Timeframe
survey protocol” Activity. [7] Who Work Assignmens
® Click on the “Create Progress Report” button [ when work Assignments
in the lower panel, enter a date (using the [ Work unis

Projected Expenszes
Budg
Progress

Progress Details

calendar widget), rating (using pull-down
menu) and type narrative Details.

® To enter and view multiple lines of details
text, click on the icon to the right of the
Details field to open up the “Edit Text” entry
window

B work Pan | € Setings | B8 Analysis | § Peopie | () Accounting Codes | @ Funding Sources | 5.7 Category #1 | i Category 82

Diagrams - inchide data oM s, Oy Resuts Chains = BxpanaTo.. | T woveremup | creme.. || customzeTate)lc
Display this selection [ AN Diograms ,_":[.l' Colspse AxRows|| 4 Move tem Down| | T uui:lalm][ Fiter by Peopie. | |
_— Who Progress Deteits Gwm Ti)etrame
[# i, Knotweed control trestments Hi‘“ = nE =
= ‘i, Knotweed control treatments I‘::fm = | Hot Specified % -
: &
Spacified H
2 Hnatweed eontral treatments s | Mot Specified
i Rictiontul| o - -
t Dkwuhﬁunafor equipment cleaning | Mot Specified g @
=) GTralnlng& Support of watershed councils Tl Mi Kot Spaciied %ﬁﬂf rm
= Deyvelop survey prolocel

]

| Progress Date Progress Stalus :

2014-09-01 that v =]
Mot Specified :

—J Scheduled for future mplementation
Major lssues - Ongoing, major issues that need attention

On-Track - Ongoing, penerally on track N
Compixted - Successtully accomplshed
Abandoned - No longer relevant or useful

Rating pﬁll-down menu
18



1. Add Work Units (days of effort)

® Click on the “Customize Table” button and i Coustorize Table L=
turn on the “Work Units” and “When Work inclde Data From
Assignments” columns. - e sm—
® Click on the “+” symbol in the Totals column [E] Projected Expenses
header to expand the columns to display Column groups. 7] Timeframe
years. — rop—
® Work Units must be entered at the Staff level.
® Enter “3” for “Staff 2” for the task “Secure g:;ﬁ“f:*
facility” by highlighting the “Staff 2” row then [ rogess
clicking the cell for FY15 which shows the [E] Progress Detais
cursor. G
® Note that work units automatically enter at the E‘DZ“:

task, activity, strategy, results chain, and
project levels.

Ih

gs nalysis p coounting unding Sources e gory e gory
EH work Plan | B Settings | B8 Analysi People | {_) Accounting Codes | & Funding So Cat #1 | & Cat #2
Diagrams - include data from [q% Only Results Chains - l Expand To... T Move tem Up - Create... Customize Table...
Display this selection [A" T _] ofF Collapse AllRows || 4 Move tem Down || Wl Delete tem Fiter by People...
Work Assignments Wiork Units
o B BB B (B )
When F¥15 FY16 FY17 F*1 Total
Riparian system Japanese Knotweed 3 3
=%, Knotweed control treatments 3 3
D Knotweed control treatments
'D Regulations for equipment cleaning
ED Training & Support of watershed councils Q1FY15-Q4 FY... 3 3
>D Develop survey protocol
BC) Schedule & advertise training Q1 FY15-Q4 FY... 3 3
. B Secure Faciity FY13 3 3
‘o § Statf2 FY15 ( 3 ) 3
N—

Note: You can click on the “+” symbols on the Year date columns to display
guarters or months. If you've entered work days by year, then enter data into
guarters, Miradi will automatically convert the Year to a roll-up field. Miradi
always honors the finest granularity of data entered in columns (dates)
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2. Add Work Units (days of effort), continued.

Next enter “2” for “Staff 2” for the task “Contact all watershed council

leaders” for FY15 and FY16.

Work Plan v|.§ e7|

The Work Unit entries are all automatically totaled at the task, activity,
strategy, results chain, and project levels for each FY and in the Total
column for all FYs. Note that Work Units in these cells can not be changed.
Work Units can only be changed at the Staff level.

EH Work Plan | EA Setmgsl @ Analysisl f People | OAcmunt’ngCDclesl & Funding Souroesl W Category #1 | * Category #‘2_

E\“’Q. Knotweed control treatments

Work units can also be added to a “Strategy”.

To add Staff to the strategy “Knotweed control treatments”, highlight the
strategy, then click on the “People” tab, then click on “Add People”.

Add 10 to the work day column for FY15

Diagrams - include data from ’°I:5 Only Results Chains = ] [ Expand To... ” 1 Move tem Up || " Create... H Customize Table...],
Display this selection ’ All Diagrams - ] [.l' Collapse Al Rnws” + Move tem Down“ﬁl Delete lern” Fiter by People. . ]
‘Wark Assignments ‘Wark Units
. Wiho Fy¥15 EIFY'I E  F¥17  F¥lg  Total
=-€_ Riparian system Japanese Knotweed Staff 2, Staff Iil 15 2 17
E!“q. Knotweed control treatments ?tfi_fl Staff E‘ 15 2 17
D Knotweed control treatments Mot Specified 10 10
D Regulations for equipment cleaning
BD Training & support of watershed councile | 5taff 1, Staff 2 5 2 T
--D Develop survey protocol Staff 2
EIC) Schedule & advertiss training Staff 2 Bl 2 T
E|C) Secure facility Staff 2% 3 3
L § stafr2 Staff2 (=] 3 3
E|C) Contact all watershed council leaders Staffl 2 2 4
: Staff 2 Z Z 4

|s|=ﬁ2, Staff | g 15 17
= 4 Knotweed control treatments 10
10
sSummary Lea Unspecified «
Related tems
Comments f Add Peuple] Remove People
e
Progrezs Report
Timeframe People (Who) Total

People {Not Specified) - ]m

4
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3. Using the “Filter by People” button
® In “Customize Table” turn on “Who Work Assignments”

® Click on the “Filter by People” button and select one of the staff resources you
entered. Miradi will still show all of the rows of work plan data (i.e., Strategies,
Activities, Tasks) but the work day values and total at the top of the table will
only reflect the selected staff.

® Be sure to uncheck the staff person to see all of the staff work day data again
(a small status message displays in the bottom left of the screen when you
have filtered your data).

EH Work Plan | Sert'ngsl i i Analysisl # Penplel OAcmunt’ngCoclmsl & Funding Souroesl 57 Category #1 I i Category #2

Diagrams - include data from [cq' Only Results Chains - ” Expand To... ” 4+ Move tem Up ” Create... ”H—]D Actione

Display thiz selection ’AII ] - ] ’. Collapse All Rows” + Move tem Down || W Delete Item| Filter by People '/ People fitter is on

work Assignments  Work Assignments Work Units

o B ®m m @
Who When F15 F*16 F17 F15 Tatal
=€ Riparian system Japanese Knotweed Staff2 = 5 2 7
- Knotweed control treatments Staff2 = 5 2 7
BD Knotweed control treatments
I |
D Regulations for equipment cleaning
= 0 & SuPDOrt o T N staff 2 Q1Fv15-Q4Fv1a 5 2 7
' = ~
- Develop survey protocol {_ Filter by Pecple | £ |
. i ini Staff 2 Q1 F15- 04 B 5 2
B D Schedule & advertise training Selecting one or more people below wil
| B0 secure Facilty Staff 2 FY15 3 filter the display to include work unit and
. — budget total values for only the work
: “ § Staff2 Staff 2 = | (P15 3 assigoments of the selected people.
. E-O Contact all watershed council leaders Staffl Q1 FY15- Q4 P18 2 z 7 Sl Staff 1
. L staffz Staff2 | |@1 FY15-04 FY16 2 b Staffz
£ Deliver training Staff2 Q1 FY15 - Q4 FY18
----- # stafri =
..... § ctatf2 Staff 2 ) |@1 FY15- 04 Fr18
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1. Add a Projected Expense

® In “Customize Table” click “Projected
Expenses” in both the row and column
sections.

® To add a “Projected Expense” for “Secure
Facility”, right click on “Secure Facility”
then select “Create Projected Expense”.

® Highlight the “Expense Name” and name it
“Material required to secure facility”.

-
) Customize Table | &

Rows

Column groups Timeframe

Select which rows and column groups to display.

Assignments

Projected Expenses

Who Work Azsignments
When Work Assignments
Work Units

/| Projected Expenses

Budget Totals

I O Create Task at Same Level

#  Create Assignment

,;"rc:m Projected Expm:t>

Iél--r::) Schedule & advertise training 3
E E]E:! Secure Facility 3
: # staffz 3
2
4 L R

& Expand All Rows

Name || \aterial required to secure facility

Program Classifications

&F Collapse All Rows

FF Hide All Assignments
&F Hide All Expenses

® Highlight the projected expense, click on the “Total” cell under “Projected

Expenses”, and enter “7500".

=
F¥18 Tatal F¥15 FY16 F¥17 F¥18& Tatal

‘Work Units
H 55
L FYi5  FYi6  Fvi7
=-{_ Riparian system Japanese Knotweed 15 2 17
(%, Knotweed control treatments 15 2 17

D Knotweed control treatments 10

----- D Regulations for equipment cleaning

=14 Training & support of watershed councils 5 2

"D Develop survey protocol

- Schedule & advertise training 5 2

£ Secure facility 3

----- # starf2 3

510 Contact all watershed councl lsaders 2 2
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2. Add a Projected Expense, continued

® Projected expense data entry behaves similarly to the Work Unit data entry —
you can enter expenses at any Action level (i.e., Strategy/Activity/Task) and
any calendar/date level (i.e., project overall, by Year, by Quarter, etc.)

® For the task “Contact all watershed council leaders” enter add “$2000 in FY15,

FY16 and FY17.

® Miradi will honor the finest granularity of data entry and will automatically

convert higher levels fields into roll-up fields.

® Enter 125,000 into the Projected Expenses column for the “Knotweed control

treatments” Strategy.

Work Units _ ProjectedExpenses
ttem & =
F¥15  FY16  FY17  FY18  Total FY15  FY16  FY17  FY18  Total
=~ Riparian system Japanese Knotweed 15 2 17
E}% Knotweed control treatments 15 2 7
EC} Knotweed control treatments 10 10
Ch 10 10
C} Regulations for equipment cleaning
EC} Training & Support of watershed councils 5 2
-2 Develop survey protocol
=D Schedule & advertise training 3 2
E|D Secure Facility 3
- # staff2 3 3
B8 WMaterial required to secure facility
E|D Contact all watershed council leaders 2 2
4 Stafr2 2 2
.m
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3. Coding Expense data

® Expense data can be coded by Account Codes, Funding Sources, and two
optional fields.

® You enter codes into tables via the tabs at the top of the Work Plan view

B Work Plan | BB Settings | E® Analysis | # Peupl'3| (O Accounting Codes | § Funding Sources | 5.7 Category #1 | Y Category #2|

® Click on the “Accounting Codes” tab, and then the “Create Accounting Code”

button.
® Enter an Accounting Code of “7901” and an Accounting Code Name of
“CONTRACTUAL”
| B3 work Pian | EE settings | B8 Analysis | § Peopie| (0 Accounting Codes | & Funding Sources | 5.7 Cate
’O Create Accounting Codel E' Delete Accounting Codel [ Import Accounting Codes]
Work Units Projected Expensesbudget Totals
[+
ftem Code Total  Total Total
=-0 17
ONTR 7801
R e W, e -
L} kA
~C
Accounting Code 7001
| N |
Accounting Code contRacTuaL / |
—

Comments |

® Return to the Work Plan tab and highlight the “Contact all watershed council
leaders” task.

® You can now use the pull-down menu under “Accounting Code” to assign the
expense to the CONTRACTUAL category (Note: if you don’t see your new entry
in the pull-down, switch from and then back to Work Plan view to refresh). The
Contractors name cary be entered in the first data entry cell

=1+ Contact al watershed council leaders

----- § stafr2

]
Expense @ pypense Name |Cmtrutmf(‘yz

Program Classifications
Program Classifications

Accounting Code [ B01;

Funding Source [

7301 CONTRACTUAL
Unspecified

Category Two Unspecified «

Category One




1. Strategic Plan Views
® Switch to the Strategic Plan View
® Click on different tabs and try expanding and collapsing the “tree”
® Click on the “Custom” tab, then “Customize Table” to create custom tables
with the rows and columns you want displayed
[ J

For example, choose to display Objectives, Indicators, and Measurement data
as rows and Current Status as columns to display indicator measurement data
with indicators associated with their Objectives.

File Edit Wiew Actions Step-by-Step Help

( Strategic Plan 3 c '\7
~w

i_ Action Plan | /% Monitoring Plan | B2 Lists Custol People

[Custom 1] -

" Expand All F{awsl [' Collapse All Ftvnwsl T D

ve ftem Up

i Move ltem Down .

Customize Table... [ . Delete Table Create Table

Create... ﬁ' Delete ftem

ftem

Adjust column & row height/ width with
mouse cursor at edge of columns and
rows

Custom Table Name
Include Data From

Display this selection
Objective/Strategy Display

Position of Targets in Trees

Rows £2 [ Conceptual Model

leasurement Date heasurement alue Trend Source
= = 1, Knotweed free L
£+ 1. % of river km knotweed free 2016-08-3 Not Specified Rapid Assessment
% 20160831 95 20160831 N\ 5 Not Spacified Rapid Assessment
% 2015.08.31: 90 2015-08-31 90\ Not Specifiad Rapid Assessment
%\% 2014.10-2%: 80 2014-10-23 80 \ Mot Specified Rapid Assessment
Customize... \

[Cnncemua\ Medel Pages and Results Chaing ]

=)

| a1 Diagrams

[I:I Objectives contain Strategies ]

Targets within Diagrams

Columns 7] species Latin Name

® Columns can be moved to new T [ Resuts chan [ Ratng
-y . O ar
positions by holding the left-mouse o e
button on column header and dragging © [ nesteatarge [ dators
the column left or right oo | Assocaed Factr
® Check out the Action Plan, Monitoring B [ orect Toreat [ Prosress

Plan, and List Views Use the Expand

3 [ contributing Factor

I:' D Threat Reduction Result

[T Progress Details

D Standard Classification

All Rows button to completely open up [ [ emediate Resut [ Peopie
all branching trees AR AT
S
® Data can be edited in the lower panel B [ Hetnos I Fuure Staus
of the screen for rows highlighted in . o

the upper portion

O [ Task
K3 hleasurement
ré| D Future Status
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Exporting information from Miradi

File Edit View Step-by-Step Help

2. Export Standard 2 o ¥

Reports av LE‘ =
s eors g Tempe| ) . eroses I
® Change to the o q

“Reports” view then Sumry Report
CIICk On the “Standard Conceptual Model

How Reports Work

Select the report that you want to run. Miradi wil then prompt you to save the report as a Rich Text
Format (RTF) file. Once you have created this file, you can edit or print it using a word processing
program such as MS Word or Open Office Writer

Results Chains

Reports” tab, then Torget vty - Tave

Threat Ratings - Table

.
C“Ck On the “Fu” Action Plan Umm&m Hint: Nou want to export 2 customized table, do not use report view. Instead, in any view, configure

Note that if you edit the report in your word processor, your changes will not be maintained the next
‘you generate a report. As a resuft, try to make the edits in the appropriate Miradi fields where
ible.

] “ ” the table 3gd then use the <File/ Export Current Page ds. ../ RTF File>menu
R e pO rt - R u n MchanSE ol within that view.
Work Plan

button. You will be
prompted to name a (_ Save RTF File S

RTF file. Open this Lok 3@
file in Word and page -

Progress Report

=) . ArcGIS
through the Report cecttens |3 e
-j ; :‘I\rad\
Desktop | Template
)

. Zumwelts

[j ] ggg.rf
My Documents @ Report 1atf
! @ Testing Full Report in new Miradi.rtf
&!

Computer

__‘< File name: Report 1 D Save RTF
Network  Heseftype | Rich Text Format (rtf) v | Cancel

{ Content
3. Custom Reports EECET——
Reports. - | @ c ? [ Team

¢ Click onthe “Reports  ax B —
Templates” in the gL e verones | et L]

“Reports” view, then (S o=
H Name D Comments
click the “Create”
button then the —
i ” « ” Report Template 1D | tame|
Content” — “Select o ——— —
button (you can pick mxmé“@ D >

available check e seasss Tade

Threat Ratings - Details

boxes). For example, (Y cton Pan: ot eses

[] Action Plan: Strategy-based

check the boxes for e
“Conceptual Model”, Sz omen
“Results Chains”, and D,

“Work Plan”. Elrunirnomeen

[] Budgst Category One

and choose among the  |cormers P sl it }

[7] Budget Category Two
[C] Analysis
[] Progress Report

[ Legend Table
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Exporting information from Miradi, continued

3. Custom Reports, continued == 1?2 ¢¥
® Click on “Run Selected”, [sutsstons B e e L oo A
then in “Report Template”
name the report “Report 1" | == T
the click on the Save RTF”

” . Report Tenpite D Name [fopect
button”. Screen will show e [ 21 | -
. Save RTF File | SC I
Information that “Selected resuscrans 2= ] | [ ¥
o Pon Losin: | yDoamens v #°[3
Report Template Was e
=] 1 ArcGIS .Temng Full Report i
Exported as RTF". D i
ecentltems | |
® To view report, open m
Windows Explorer, then oot | Tergoe
= L Zumwel
“Documents” and double E | o
H “ v My Documents Report 1.rf
click on “Report 1.rtf W L ‘ .
Cam‘puller File name: |Report1.rtf ‘ [ Save RTF ]‘)
o Flesoftpe [RihTextFomat (“rt) (

4. Exporting Diagrams & tables
® Click on the top “File” menu, select “Export Current Page as...”,
® then select JPEG or PNG Image for diagrams or/RTF for tables

How To Save

|

[
& Print i \[
@Cun’m\t Page a-s.) L JPEG Image
PHGI
&k Export Miradi Share Project File (xmpz2) i
RTF File

& Irmport Miradi Share Project File (xmpzd)

Tab-Defimited Table |

Export Current Project as... i
Import B |
= ] et ]

Comments.
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