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Agenda

What is Task Management?

Overview of Project, Planner, and Team
Productivity
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Linking Plans to Tasks in Project Online
When to Use Planner vs Project Online
Q & A and Next Steps
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Jenny Ward

Senior PPM Specialist

With a well-rounded, 20-year career in IT and a focus on service delivery, Jenny has grown adept at prioritizing
the challenges her clients face and responding effectively. Most recently, she spent 7 years as SharePoint and
Project Server Administrator for a global data and telephony company, a role in which she acted as both
technical and operational director of a Project Management support team. Not only is Jenny comfortable with
installation, maintenance, reporting, and end-user training, but also front-end site design and execution.
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Why Clients Choose PPM Works

Our Philosophy: We believe in honesty, integrity, and dedication — our passion for
success drives our team. PPM Works core values start with family and health first to
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PPM Works Services and Solutions

Each company is unique. One-size-fits-all approaches will never help your business reach its full potential. We deliver
custom PPM solutions and services, tailored to you — your industry, your culture, your one-of-a-kind challenges.

Solutions Services
* Project Online Quick * Report Pack * Project Configuration  + Power Bl And
Start * PPM Discovery * Mentoring And Support Dashboards
* Industry Solutions  Office 365 Apps * Project Assessments * Microsoft Planning
* PMO On-Demand * PPM Verticals * Hands-on Workshops Services
» Data Warehouse * Custom PPM Solutions » Virtual Upgrades * Training Courses
Ny
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Learning Objectives

At the end if this webinar, participants will understand the differences
and use cases for Office 365 Productivity tools (highlighting Project
Online and Planner)

Participants will be able to:

1. Understand Task Management and Work

1. Planner

Management %8 PPMWorks
2. Planner and Project Online Use Cases 2. Project Online
3. Get started using Planner and Project 3. Link from Project to Planner
(assigning tasks, track progress, and 4. Integration from Project to Planner @@
4

communicating with your team)
4. Determine when to use: Planner, Project
Online, Linking, and/or Integration
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Session Goals

Understanding the
Microsoft Work
Management Solutions

Equip You to Get
Started Today

4 i ; ) 4
Project Online and

Planner Use Cases

When to Integrate
- J

Quick Reference
on Steps to Get
Started

~

Use Q and A tab for questions

Respond to the Poll in the middle of the session

Live Question and Answer session at the end of the session

Make the Most of Your

Time
4 I
Fast-pace,
Condensed
Content
\ J
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Quick Question for Group

What tools does your organization use today to facilitate

collaboration and manage effort? (Project, Excel, 0365,
Shared Drives, To Do, Yammer, etc.)

How do you know...

1) Who is working on what?
2) When things are due?

3) If they can be completed on time?
4) If people are working on the right things at the right time?

o
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Me Work .:6:.

Focusing on individual
activities and tasks that
do not involve others
but are important to
the company

How You Work

We Work ,\'\

Working with my peers
and other groups on
ad-hoc projects, and
longer term
communities of interest

Department
Resources

Structured resources for
large groups of people
that are focused on a
common goal or area of
the company

y
& PPM Works



MICROSOFT'S PROJECT AND TEAM PRODUCTIVITY SOLUTIONS

ENTERPRISE
TEAMS

FORMAL PROJECT
TEAMS MANAGEMENT
AD HOC WORK
TEAMS MANAGEMENT
TASK
INDIVIDUALS MANAGEMENT

Tools for all uses Best experience across devices
Seamless Enterprise Flexible
Browser & Calendars Content Task Social & Reporting

& Schedules  Management =~ Management

Desktops Messaging & Analytics

Integrated solutions for individuals, teams and major programs
& PPM Works




Project Online and Planner

AD HOC TEAMS

WORK
MANAGEMENT

SharePoint

Foundational solution
H:’ for groups, lists,

sl \orkflows and content

sharing.

Planner

An Office 365 App

to create a team, build a plan,
assign tasks and check progress.
Planner is about simplicity & ease of
ramp up and use.

FORMAL TEAMS

PROJECT
MANAGEMENT

Project Online

Plan, Manage
Execute

A scalable solution for schedule, resource, cost
and time management. Templates, wizards
and real-time reporting improve controls, while
team sites, notifications and apps guide team
members to deliver better results. Designed for
advanced and formal project management
approach and allows for Adhoc as well.

y
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When to Use Planner vs Project Online

X

| need to track tasks but | am unfamiliar with project management tools.

| want to quickly enable my team to use OneNote, Outlook, SharePoint. X
| am resistant to learning a new tool, or don’t have the time to do this now. X
| prefer a detailed WBS, with task dependencies, and task tracking against baselines.

Our organization uses timesheets to track task progress.

| need to track progress for all my projects at the portfolio level with executive visibility.

| need to create custom views, groups, and filters for tasks

X X X X X

| want to easily track risks, issues, and deliverables

| want a simplified visual that displays who is doing what and what progress has been
made.

Link to Planner

| want to manage my project schedule in Microsoft Project and allow the flexibility for
team members to track and progress their tasks where they prefer. | need visibility of Integration at Task Level
progress and who is doing what.

1
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Use Case Scenarios

1. Planner

2. Project Online

v

3. Link from Project to Planner 288

Planner
Link To

4. Integration from Project to Planner €pm}>

y
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Use Case Scenario #1

Diane Prescott is a product marketing manager
for Contoso, which specializes in cutting-edge
consumer technology. She’s leading the
planning efforts for an upcoming tech
conference where Contoso will showcase one
of its newest products, a virtual reality headset
named the Wingtip.

She spends most of her time coordinating
tasks by email and debriefing on progress
with her team once a day by phone.

Contoso has robust project management
software, but it's much too involved for Diane,
whose expertise is in marketing, not project
management.

Summary:

Planning efforts SL=

Planner

Coordinates tasks by email
Daily Progress (by phone)

Contoso has robust project management
software

Too involved for Diane, whose expertise is in
marketing, not project management.

1
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Planner Task Boar

New Office 365 service
Fully integrated into the
suite and Office 365
Groups

My work organized
Access the Planner
Hub, My Tasks, and
all Plans ordered by
activity

Interactive Boards
Track and organize
your team'’s work by
moving cards between
columns

Office 365

Planner

& Bright Marketing Retreat -

. ¥
. (=]
: \ DQ Cards Charts
Not started 4 To do 5 For team review 3 new bucket
= -
=

o Complete volunteer assignments = Set menu options for caterer

@ Josh Bailey

PY Obtain corporate sponso{bgos

@ Kat Larsson

Ch T
"""‘-‘, event venue

We need to give the ABC banners and signs our
official corporate sponsor logos either in .eps

Finalize budget

ITEL R

group by bucket v

"

Build your team
Built in experience for

v
P A

Planner

adding members and
assigning work

Customizable columns
Customize each board to
the exact needs of your

team, process, and
content.

Visual and engaging
Document previews,

format P
Guys, this is way over due and we may spend - format or in a PDF
more than we really can afford. Finance will not
be happy.

4/12

e"" Wendy Richardson
Q Josh Bailey

Confirm flights
Order custom pens

. a Kat Larsson

<

images, and summary in
stats make it easy to get
an overview

1
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Planner Task Detalils

Focus on the details For Review Due 430

Rich details experience include
progress, start and due dates,
assignments, and description.

v
s2s

inish company picnic slideshow

Planner

by Kat Larszon Kat Larszon

Custom labels
Highlight key tasks with
colorful customizable labels.

Checklists

Breakdown complex items
into manageable steps. Jot
down ideas to make

Description

B E

The slideshow will be played without an MC- during the meet and greet and also during the
reception. It will likely need music as well. For context, the slideshow will be played without an MC

during the meet and greet and also. prog ress (GA)
Documents and attachments
Easily upload new files, attach Atachrrahti e
I|nks, O.I’ pICk fl’OfT-1 eXIStmg ® add attachment ¢ add website
OneDrive for Business content
Conversations

Discuss each task to get things
done. Conversations show up
in Outlook clients and are
powered by the Outlook
services.

Comments 5

A David Jaffe

Josh, make sure you get at least 15 volunteers, We need to make sure there are enough
people to cover each station for the entire day.

r
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Planner H

ub and Charts

Office 365 Planner

Favorites
( Planner Hub

» U Blue Yonder
e i

Plans

@) 15

TASKS LEFT

Favorites

' Blue Yonder

N Tailspin Toys
.

More plans
€ Coho Vineyard 8 5
TASKS LEFT

W Wingtip Toys

g Adventure Works

! Contoso Design

Office 365 Planner

-
s

. Bright Dreams

12

TASKS LEFT

& Bright Marketing Retreat ~

=T

GO cards [~ charts

9 14 7 .
19 B
0 days left B
[ ) — — —
12 4 3 N - _
Not started Late In progress. Completed o N

Built in Charts

See the latest stats. Dirill
into charts to see specific
tasks for each category.

B gy

Planner

/
{ @
¢ y 2 o
by bucket v
To do” Tasks X
A NotStarted
=
Finish company picnic slideshow
Assigned to Kat Larsson
Finish company picnic slideshow
Assigned to Kat Larsson
. Finish company picnic slideshow
Assigned to Kat Larsson
=
Finish company picnic slideshow
Finish company picnic slideshow ™
Assigned to Kat Larsson
Finish company picnic slideshow
Assigned to Kat Larsson
4 Inprogress
Finish company picnic slideshow
Assigned to Kat Larsson ™

Favorite Plans
See stats across your
favorite plans

y
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Planner and Project Demo
* Planner
* Project Online

| * Project Link to Planner
ﬁ * Project to Planner Integration I
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Use Case Scenario #2

Raul Peterson is a project manager for
Contoso, which specializes in cutting-edge
consumer technology. He manages many
projects across the organization and
requires visibility as to the status of his
projects. He needs more time in the day
for project status. Raul needs to create
cross project dependencies, and track
issues and risks across projects. Contoso
has robust project management
software and Raul wants to use it.

Summary:

Project pro is known

Cross-project Task view
Automate status reports

Track Issues, Risks and create cross project
dependencies

1

& PPM Works



Task Management

Project Creation, Task Updates, and Document Approval Workflow

Leveraging out of the box Project Creation and tracking/approval

capabilities

o

M

More...

Open

i@ Basic Project

]
i,

Add SharePoint

Sites

In Project Professional

E'-J SharePoint Taszks List

iﬁ Worlflow Project
Construction Project |

E Froduct Development
Portfolic Project

i@ Test Finance Template

PPM Works PWA Demo

Tasks

Start t

© | Task Name

4Planning Window: In Progress for Current Perio 10/29/2015
#Project Name: Building furniture Installation 10/29/20153

4
%@ PPM Works

O Task1 o rew 10/29/2015
O Task2 = noe 11/5/2015
| 4 Project Name: Waste Water Refinement Plant 11/9/2015
Waste Water Refinement Plant 4 EDIT LINKS 5

Documents: Workflows: Project Charter of

Start a New Warkflow 5

5
Approval

Use this workflow to track items in a list.

Workflows (Weorkflow Health)

Select a workflow to view more details. Show my workflows only.

Finish
11/30/201 220h
11/19/201 120h
11/4/2015 | 40h
1171972015 80h
11/30/201 100h
11/30/2015 100h
12/9/2015 96h
12/9/2015 96h
12/9/2015 | 96h
4/1/2016 580h
12/16/201 40h
12/16/2015 40h
4/1/2016 540h
12/7/2015 | 20k
4/1/2016 | 520h

Remainir

Period Total

Oh

Oh

Sun 1

Oh

MName Started

Running Workflows

y
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Risk / Issue Management

Flexible Reporting including Excel, Power Bl, Dashboarding

Risks Goldlab # EDITLINKS
Biolight
Issues o
Lengthy bug fixes
ProjectName ProjectStartDate ProjectFinishDate ProjectPercentCompleted New Risk for Testing . . . .
Biolight 9/17/2015 7/18/2016 0 New Risk for testing Medium Prob Home @ new item or edit this list
Risk1
_I.s.,. Notebook All ltems  All Active Issues Al Issues Assigned to Me  see Find an item P
Documents
” y N §
lssues Tasks o] Title Assigned To Status Priority Category Due Date
AssignmentWork, and AssignmentActualWork by ProjectMName Count= 2
) Calendar
2500 Title . 3 Kevin and Karl Issue Test «ss = Jacques Goupil (3) Closed (2) Medium  (2) Category2  1/1/2015 12:00 AM
' I Assignmentivork Change in requirement Projects
200 [ Assignmentactualy Project Details 4 Mew lssue «es m Jacques Goupil (1) Active  (2) Medium  (2) Category2
Recent
1,500
Deliverables
1,000 Risks
swl I II lII Ill I ——
Site Contents
3
o I N | I wmmaind -
£ EERS22S5E2PE2 B N B
SEEEEZisEEgEfEEs —m
=5f: Ces3zsisTiC - '
S a
53 2z £ Poggm Bt M
== [ T R e ]
EiE -_— " e
2]
e T— [
o
[
j =l
o & PPMWork
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Team Collaboration and Doc Management

Easy Collaboration with Project Site and Documents at a
project or task level.

Goldlab # EDIT LINKS
Documents
Goldlab
(D Status: Checked-out to you sinc Project Summary
Home G—) Mew i Upload s Sy
Documentat... 11 late
Motebook ) due ) ) ) !
Today All Documents ==+ Find a file 63 B B o oo e B B ey B 5
Dﬂfum e nB days ago Requirements Complete Development/Implementation Testing/Verification Final Signoff
o Due 11/16/2015 Due 4/12/2016 by I Scott Clausen Due 6/22/2016 by ™ Scott Clausen Due 8/16/2016
Task ragy Review and Approve All Designs Development/Implementation Complete  Testing/Verification Complete
Start “.qu]il'ﬂ'l'lﬂ'ﬂ!i dsKs o D M Due 1/19/2016 by | Scott Clausen Due 5/24/2016 Due 6/22/2016
ame
112 | 1142 - 12116 Calendar ) )
Specification
o Projects _
IDT | Mode | Task Mame 0% Business Driver
Project Details
o — Newsfeed Documents
[l - B i i MSFT District Ma -
1 > Require Recent 3] P — @new A Upload D share
2 o Docu ) [#1  Project Server Report Samg VR e
E = R DE-l Ivera bIES _ Jacques Goupil Specification
3 [ Bevie Communication ..asdfa.sdf.asdf see this helpful link httpy//ppmworks.com N o
= - Friday, January 23,2015 Like Reply = Q¢  MSFT District Map
4 o RE'ql.li RISkS 21 Project Server Report Samples
< | | 1 I e
o " lease attend the upcoming Status Meeting.
3 # Design 25d iy, Janry 25,2015 Lo Reply
Drag files here to upload
B 5 > Deocument Design | 20d
7 = Review and Appro: 5d R
. ) -
8 = Design Complete | 0d i PPM Works




Use Case Scenario #3

v
Mary Cooper wants to manage her project 28
in Project and allow for detailed work to be
completed/tracking in Planner. She does Pl_anner
not want the two to sync. She prefers Link To

them separate. Summary:

As a project manager she wants her teams
to stay happy and choose their preferred
tool, however, the teams do not track at * Task status is not connected
the same level as her project calls for.

They need to be able to link to the details
in Planner if Project Managers need to get
to Planner. Looking for a central
repository for projects.

* Allows link from Project to Planner
* Project Task to Planner Plan

1
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Linking Plans to a Project Task

Note: You need Project Professional (via Project Online) to see the
new Planner Link on the Task ribbon

LinkedPlans - Project Professional

Resource Report Project View Format Q Tell me what you want to do
D -_— v - v b rem— v
- B db Calibri it || % g g g e S ﬂ q i L = '\'/' -{‘ =
= + { — - o)
R -~ D Respect Links =7 Move - L 2 e Y & -~
Gantt  Paste B I U Ay o A - e 3 % oS ) Manually Auto - Task Information = Planner | Scroll
Chart ~ - > i " £ Inactivate Schedule Schedule =7 Mode~ v ta to Task ¥| ~
View Clipboard Font M Schedule Tasks Insert Properties Link To Editing ~
Tue 8/29N1 fue 8/29/17
- e
Linktoplan ~ X 2 Today |
v
= Start
e 9/17
When you link a task to a plan in
Microsoft Planner, the task owner Tack Resource 17~
becomes a plan owner and can o Mode v Task Name v Duration « Start v Finish v Predecessors « Names v Add New Column 1
track tasks, assignments, and -
v v l ' z = s v ‘.
stiabins T thiak plans Managed in Planner 5 days Tue 8/29/17 Mon 9/4/17 Brian Smith =
= gb f plan ==
This update is only
available for Office -

365 subscriptions. Ly
s PPM Works



Linking Plans to a Project Tasks

The guide will open to the left of the project schedule.
* Select the link to view a list of Office 365 Groups R RN et i

e Start typing to search for a group the task must be
e ek | published to create
inktoplan ~ X 2 oda )

g Start . the |Ink.
When you link a task to a plan in 7 & L l n k to p I a n > x

Microsoft Planner, the task owner Tack

becomes a plan owner and can o Mode v Task Name
track tasks, assignments, and 1
status for that plan.

Which Office 365 Group is the
plan in?

Publ

PublishedProjects

r
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Planner and Project Demo
 Planner
* Project Online

* Project Link to Planner
* Project to Planner Integration I
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Project Online Demo
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Use Case Scenario #4

Diane Prescott and Raul Peterson both v
work for Contoso, which specializes in sas
cutting-edge consumer technology. As a Planner
product manager and project manager
they both want the flexibility to choose
how they manage their projects and tasks.

Summary:

Tool integration allows for using both
] ] Planner and Project Online
They need to be able to associate files

with individual tasks and provide a
central repository for project and task
related documents. Their managers want .
to see reports for all of their projects. * Custom views
They also want to be able to view high- Best of both worlds
level project status.

« Document libraries

« Portfolio-level and project-level status
reports

1
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Integration from Project Online to Planner

We perform all types of Integrations:

1)
2)
3)
4)
5)

future releases

_everage existing tools (ours and partner created)
Deploy Standard Operating Procedures
mplement process change

Develop custom code and apps
-eature set deployment — working with Microsoft on

Integration Planning: Understand your

needs and provide you with options

<

1
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Integration from Project Online to Planner

Bi-Directional Sync to/from Project Online

to Planner @ o T
* Project Online Task to Planner Task
« Option to set the Sync per Task Offce 365
 Schedule Sync or perform On Demand

» Associate Project Task to specific Planner Bucket ER

Welcome to the

What happens with the Sync? EComm Rollout (Sync) Group

1. Sync will create a new Planner Plan

2. Email to the group that the Plan was created

3. Establishes link between Project and Planner

4. Allows for progress from either tool Get started
Progress to % Complete

is setting below, or
anywhere you see the group in Outlook, to see all of this group's conversations

Flexibility on where the team updates

and creates tasks

48 PPM Works
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Planner and Project Demo
 Planner
* Project Online

| * Project Link to Planner
ﬁ * Project to Planner Integration I
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Project Online Demo
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Roadmap to PPM Maturity

OneDrive -

Microsoft

Value to Organization

Across the Organization

No Portfolio

Inventory or Process

-"Just Do It/FIFO"
-Successis random
-Poortransparency

Processes are defined &
documented, and most
projects are aligned to
Business Driver

All projects are
consistently captured in
a projectinventory

Portfolio

Portfolio analysis is
repeatable, predictable,
and consistently used to
evaluate and optimize
project portfolio selection

Portfolio Management
teams are able to
understand, analyze, &
recommend optimal
portfolio bundles and
schedules to technology
and business partners

PPM is adopted and used
consistently across
multiple organizations
and portfolios

Portfolio Analysts can
compareand leverage
portfolio analysis
information across
multiple departments

Consistent measures
enable cross portfolio
analysis, selection,
planning and
management that
supports predictive
modeling and internal /
external benchmarking

PPM is optimized across
the enterprise with a
focus on continuous risk
mitigation and value
creation

Project portfolio
performance and risk
data is understood and
can be compared at the
individual, cross-LOB,
and enterprise levels

Seniorleadershipis able
to leverage PPM analysis
when allocating funds to
various portfolios

Ability to measure and
benchmark entire
portfolio lifecycle

Stages of Excellence

» World-Class

Basic

Crawl

O

Planner

v [

Run

el

65

Planner

=3l » *] well-oiled Machine

r
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Feature Comparison

Feature

Planner

Project Online

Mobile Friendly views + +

Security — who can view/edit project/plan + +
Upload documents associated with projects + +
Assign task to multiple resources + +
Associate documents with individual tasks + +
Track progress + +

Graphical task-level view + +

My Task Summary view + +
Project-level discussion and collaboration + +
Task-level discussion and collaboration + -
Included in Office365 Suite (no additional license cost) + -

y
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Feature Comparison

Feature Planner Project Online

Scheduling engine (Start and Finish calculated by pred/succ tasks - +

Portfolio Views -

Portfolio Views with indicators -

Supports Master Projects/Sub Projects -

Create custom views -

Custom project-level fields -

Track effort and cost -

Manage issues, risks, and deliverables -

Customize the User Interface -

Timesheets -

Multiple levels of tasks supported +

+ + +  + + + + |+ o+ o+

Schedule Templates +

y
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Question and Answer

y
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PPM Works Upcoming Events and Webinars

September

20t @ 1 PM PPM Works Webinar: What's New in Project Pro 2016

s;ﬁf_';:;’ PMI Minnesota Chapter Professional Development Days

-
~eu
~Y
e

gﬂ gg‘: Project & Portfolio Management Summit - Burlington, MA

October 4th

@ 1PM PPM Works Webinar: Tips and Tricks: Project Detail Pages

Earn PDU credits. Visit ppmworks.com/events to register and view our full
event schedule.

PPM Works
Las
i PPM Works




y
& PPM Works

Calls To Action

Start incorporating these techniques today

R Z

Register for the PPM Summit in Burlington,
LinkedIn: https://www.linkedin.com/in/jnwdesign/ and MA at ppmworks.com/events
https.//www.linkedin.com/company/ppm-works-inc-
Our Site: www.ppmworks.com
Blog: http://blogs.ppmworks.com

N —

Check out our Blogs / webcasts
Get LinkedIn with me (Your Name)

Get LinkedIn with PPM Works
Send questions to

o vk Ww



https://www.linkedin.com/in/jnwdesign/
https://www.linkedin.com/company/ppm-works-inc-
http://www.ppmworks.com/
http://blogs.ppmworks.com/
mailto:Info@ppmworks.com

Contact Us

We'd Love toHe From You-
Get In Touch W|th V3

Address: 30 Newbury Street, Boston, MA 02116
Phone: 838-858-3060
Email: info@ppmworks.com
Web: www.ppmworks.com

;k\ PPM Works
i



