Guidance on
How to Review a Project
using SPAR.net
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What is SPAR.net?

Devon County Council (DCC) uses this performance management system for its own
performance management arrangements. It enables the Council to report on all
significant performance issues covering performance indicators, risk registers and project
management and use this information to track progress against plans and make
management decisions.

There has been agreement that SPAR.net will also be used across a number of
partnerships in Devon to collate and report management information across the
partnerships. At the time of producing these guidance notes Devon Strategic Partnership
is using SPAR.net in the management of the Local Area Agreement and the Devon
Economic Partnership is using it for the Devon Economic Strategy.

Login to SPAR.net

There are two websites that the Devon County Council SPAR.net system can be
accessed on. One is for DCC staff working on the internal network. When logged onto
their network PC the system will automatically recognise them. This internal website is
found at http://app-sparnet.devon.gov.uk/.

There is an alternative website for anyone, including DCC staff, who need to access the
system from anywhere else. This site requires users to enter a User Name and
Password. This external website is found at https://app-sparnet-ext.devon.gov.uk/.

When you become involved in keeping records on SPAR.net as an external user you will
initially be issued with a User Name and Password. Initially if you have any problems
with accessing the software please contact whoever set up these arrangements for you.
Later you will receive details of Helpdesk support where you can reactivate your
password or have it reissued when necessary.

You may normally use a different Internet browser but you will find that you get best
performance from SPAR.net when using Internet Explorer.
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Welcome to the SPAR.net live system

If you need help please try using the integrated Help system accessed by dicking the Help button in the
blue menu bar above.

Data Quality rules - Get it right first time!
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When you have logged on you will see a similar screen to that shown above. The “My
Performance Indicators” and “My Projects” buttons appear according to whether you have
any of these records to maintain. The “My Overdue Tasks” button will only appear when
any tasks you have are actually overdue.

Clicking on any of these buttons will bring up your own customised list.
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Select the any title displayed; the hyperlink will open your record.



Need to get back to the Welcome Screen?

Look at the SPAR.net menu bar:

AMSPAR .net

Data reloads the Welcome screen. Help opens an integrated Help Centre.

Project Information

This shows you what information is required when a new project is created. You also

need to keep the “Approval Status” field up to date. Remember to Save your changes as

shown in this diagram.

Step by step guide

Proje:

1. Service: The 1 2. Folder: \ 3. Title: The fitle
service responszible ! Select a folder ! of the project
for the project. 1 to save the !

4. Prefix. Select the priority
the project is associated
with. The code is generated
automatically.

|'5-|.-rvi|:e L4

Crganisational Dedeloprent

b | Code

|Foh:|m‘ Wo Folder

Y

Prefix | Selact Prefix ...

w

|T-ﬁe

Objective

A

|.l\mvrn'--'w1 Status

Select Approwal Status ... 4

|Pur|.-nt Riske

Select Risk...

|l"nm:n-2 Compliant & Dl

8. Prince? Compliant For
use if required to run project
according to Prince 2
methodology. When ticketed
it is mandatory to name a
project manager under the
roles tah.

B. Approval Status: In 7. Parent Risk: If the a. Objective:

the context of the project has heen Details of what the

corporate programs created to mitigate a project is hoping to

this iz used to indicate | |risk link it to the risk achiewve.

when a project is

planned approved

undenway ar 9. Fill out the dates tab. 10. Click the

completed. See link below. save button
when finished.

on the link belows.

After completing the dates tab save the project, see point 10.
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Dates Tab

At the bottom of a main Project screen there is a series of tabs. By default the Dates Tab
shows. Your first job is always to review whether these dates are correct.

When the project is first set up the dates may have been set to very arbitrary default
settings when imported. Please ensure both Planned Start and Planned Complete dates
are changed appropriately. The reminders will offer to adjust themselves so accept Yes
to the prompts.

If the project is under way also enter an Actual Start date. Unless you do this you will
continue to receive weekly email alerts reminding you and reports to the delivery board
will show a Red status “Milestone Missed”.

Step by step guide

1. Planned Start: 2. Flanned complete:
Dates Tab Select the projects Select the planned
planned start date date of completion
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3. Actual Start! Reminder: If the actual date has
not been entered by the reminder date an email
reminder will be sent. to all personnel with the
email box ticked. *

Don’t forget to Save your changes as shown on the previous page.



Milestone Tab

Step by step guide

Milestones Tab
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There is now an additional column to set the order that the Milestones will be shown
when running a Gantt Chart report on the project.

You can organise your project by creating Milestones, naming them appropriately and
stating expected outputs to be delivered. They can be linked to predecessor milestones
and can be given an order number.

When you carry out a review you can link the review to a milestone. This will make the
reports tidier and more self explanatory.

When a Milestone end date arrives you will get an email alert. You will need to provide
an end date or extend the milestone (at risk of the project running late!) or you will
continue to receive email alerts.

Don't forget to Save your changes.



Reviews Tab

When there have been several reviews set up the list of them may spill over into more
pages. You can change the number that show by changing the drop down number
beside the word Records. The latest dates show at the top.
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If more than one Feview is set on the same date, a warning message will appear. You can continue
and set the same date, but it may cause the Project information to repeat in some reports. To ensure
that the current status is taken from the carrect Review, it may be better to use different dates.

When you save a Review the system is able to create the next review date automatically.
It will do this if the Review Interval information is completed on the Project Information
screen. The new review will be created at the preset interval and be titled Automatic
Review.



Project Review

For the Devon Economic Partnership the guidance is for the narrative to only be placed in
the Achieved field as it is not intended to show the other two narrative fields in standard
reports.

Don't forget to Save your changes.



Running Reports

On your welcome screen you may have a hyperlink shown below as “SELECT HERE for
Devon Economic Partnership reports”. Selecting that will show you a number of library
reports that can be run that are related to your area of work. These always open in
another window and will always show the latest data.

Alternatively if you feel very adventurous you could set up your own report using the
multitude of report formats and filters by selecting Reports from the menu bar, then
System at the bottom of the folder list that appears on the left and then work your way
through the report wizard.

Printing Reports

These reports are styled as web pages. Always go to Page Setup before trying to print
one and you probably will see it best when set in Landscape.

If there is too much to print across the page in A4 they will come out best printed to PDF
when you can print them to A3 at first but when you print them later on paper have them
back in A4. This scales them down nicely. You may have to get Adobe Creator or other
software to do that.

Depending on your Internet Explorer settings you may need to change your Internet
Options, Advanced settings, to Print background colours and images. You may need to
ask your ICT Administrator to do that for you. If you work in DCC you will find instructions
on how to do this at: http://staff.devon.gov.uk/sparnetprinting.htm

Need further help?

In the first instance go back to whoever arranged your access to SPAR.net. When you
receive an email alert this will also give you contact details if you have a problem.

Please do not ignore email alerts. Something needs to be done to keep a delivery board
up to date with performance management information.

DCC 16/1/2009



