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IT Strategy Management

OHIO IT Planning Calendar Procedure

Overview

The OHIO IT Calendar encapsulates several important milestones used by OHIO IT and the University. This procedure will guide the
CES | on the maintenance and entry of calendar items. Visit the chart on Obtaining Event Dates and Approvals to coordinate the
annual review of dates.
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v How to Link the Calendar to Your Personal Outlook (for Calendar
Administrators)

~ Manage the OHIO IT Calendar via Outlook
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NOTE: You must link the calendar in SharePoint to Outlook to be able to manage the calendar from Outlook. See How to link the calendar to
your personal Outlook (for calendar administrators).

1. Open Outlook.

2. Select the Calendar icon on the left navigation panel.

3. Scroll down to Other Calendars.

4. Place a checkmark in the box next to the calendar(s) you wish to view.

5. Enter, manage, and delete items from the calendar as you would for your personal Outlook calendar. Visit Microsoft for an
Introduction to the Outlook Calendar.

NOTE: Calendars can be moved in this navigation section by selecting and dragging. If you are unable to locate the calendar you are looking for
it may be in another location in your navigation pane, or it needs to be linked to your Outlook account. See How to link your account section
above.

https://catmailohio.sharepoint.com/sites/OIT-ITStrategyManagement/SitePages/OHIO-IT-Planning-Calendar-Procedure.aspx
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https://catmailohio.sharepoint.com/sites/OIT-ITStrategyManagement/SitePages/OHIO-IT-Planning-Calendar-Procedure.aspx?xsdata=%3D&sdata=WXJGaFRXZGg3K3NJc0FyOXdNZ2gxcC9DWFNFZUkrYlhEMmJKT0RBVzArZz0%3D&ovuser=f3308007-477c-4a70-8889-34611817c55a%2cdavisa6%40ohio.edu&OR=Teams-HL&CT=1713186766210&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNDAzMTQxNDcxNCIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D#may-review-window
https://catmailohio.sharepoint.com/sites/OIT-ITStrategyManagement/SitePages/OHIO-IT-Planning-Calendar-Procedure.aspx?xsdata=%3D&sdata=WXJGaFRXZGg3K3NJc0FyOXdNZ2gxcC9DWFNFZUkrYlhEMmJKT0RBVzArZz0%3D&ovuser=f3308007-477c-4a70-8889-34611817c55a%2cdavisa6%40ohio.edu&OR=Teams-HL&CT=1713186766210&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiI0OS8yNDAzMTQxNDcxNCIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D#december-review-window
https://support.microsoft.com/en-us/office/introduction-to-the-outlook-calendar-d94c5203-77c7-48ec-90a5-2e2bc10bd6f8
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WARNING: Any changes you make in Outlook will be represented in the live calendar so be careful what and how you add!

~ Manage the OHIO IT Calendar via SharePoint
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NOTE: Before starting, ensure that you have the correct administrative access to SharePoint. You may need to contact a Microsoft Administrator
for access.

Add a Calendar Item

. Visit the OHIO IT Calendar, or OHIO IT Intranet.
. Select the gear icon in the upper right corner of the browser.
. Select Site Contents from the SharePoint menu.
. Select the calendar you intend to edit (i.e, Budget, Performance, Planning, Board of Trustees etc.).
. Once the calendar opens, select the day you want to modify. When a day is selected, +Add should appear in the day field.
. Select the +Add to enter an event.
. A new form will open.
. Add a short descriptive title to the event.
o Note: Be sure the title is concise! The calendar will only display about 24 characters in the published day field.
9. Select the location (optional).
o Note: This is important for events that occur on site.
10. Select the date and time.
o If the event ranges over a length of time or days, then select the range.
o If the event is “all day” select the checkbox titled “All day.”
11. Enter a brief description. Hyperlinks to outside resources can be copied and pasted into this field.
12. Select whether or not this is an all-day event. All milestones/deadlines that are not meetings should be entered as an all-day
event.
13. Select Save.
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Delete a Calendar Item

1. Visit the OHIO IT Calendar, or OHIO IT Intranet.

2. Select the gear icon in the upper right corner of the browser.

3. Select Site Contents from the SharePoint menu.

4. Open the calendar page in your browser.

5. Select the calendar you intend to edit (i.e., Budget, Performance, Planning, Board of Trustees).
6. Select the calendar item you intend to delete.

7. Select Delete Item in the menu bar.

Edit a Calendar Item

. Visit the OHIO IT Calendar, or OHIO IT Intranet.

. Select the gear icon in the upper right corner of the browser.

. Select Site Contents from the SharePoint menu.

. Open the calendar page in your browser.

. Select the calendar you intend to edit (i.e, Budget, Performance, Planning, Board of Trustees).
. Select the calendar item you want to edit.

. Select either Edit Series or Edit Item from the tool menu depending on what you need to edit.
. Make changes as needed.
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https://catmailohio.sharepoint.com/sites/OHIOITIntranet
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https://catmailohio.sharepoint.com/sites/OHIOITIntranet/_layouts/15/viewlsts.aspx?view=14
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~ Calendar Planning
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This section provides an overview of the planning process for the OHIO IT Calendar.

Build a Jira Issue

A lJira template has been provided to make the annual maintenance windows easier to manage. Clone the template and plan for
multiple sprints at the designated times(s) if necessary.

The following charts indicate the desired calendar review windows for when user stories should be written. The user story and
acceptance criteria should be written as follows:
As a member of OHIO IT, | need a one-stop calendar that includes important key dates for the organization so that | can plan my
and my team's work effectively.
Given I'm the coordinator of the OHIO IT calendar, when it's time for the annual/bi-annual update, then:

e The approved organizations/persons have been contacted, and the dates authorized for use in the calendar (See the wiki page to

see which organizations/events are authorized).

e Dates have been entered according to the established format (use past entries)

e New calendar entries have been peer reviewed

o New calendar items (that have not been included before) have been considered

e This template is copied and setup for the next calendar maintenance window

Obtaining Event Dates and Approvals

Each entry type has different approval requirements and is added annually based on the cadence of an originating organizations’
end of planning. For example, Board of Trustees dates are planned on a fiscal year schedule which cycles from July until June of the
following year. Therefore, these dates are planned in spring before the beginning of the new fiscal year.

A few guidelines:

¢ All items should be entered based on the style of existing entries.

¢ Be careful to compose entries so that they display well in the calendar.

e Some entries (such as items from the holiday calendar) are easy to set as recurring. These items are currently scheduled out to
2033 but should be checked annually to ensure correctness.

Event Details, Review Windows, and Ad Hoc Calendar Dates

Table of Contents

May Review Window

Semester start and The Academic Calendar is projected over

. Larissa University a five-year period. A complete schedule
. end dates, first day of . . .
Academic May Barnhartin the Closures/Special can be requested directly from the
classes, last day of - ; ) . , .
Classes Registrar's Office | Dates Registrar's office. Calendars are approved
by early March.
All internal and Shelly Bean,
Board of external dates such as | Secretary to the Board of Trustees dates are published
May . Board of Trustees . . .
Trustees meetings and Board of following the April meeting.
planning milestones Trusteees
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https://jira.oit.ohio.edu/browse/CE-2531
mailto:barnharl@ohio.edu?subject=Academic%20Calendar
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Change Freeze

Program blackout
dates corresponding

Carlos Walker

Maintenance

Blackout dates are typically produced at
the same time that the new academic

upcoming semesters

M ith th inni ith Project
Dates ay w e'beglnnlng Wit Frojec Windows calendar is released. OIT Maintenance
and ending of each Management .
term. windows.
Grades When Grades are Kensey Love University
. May Due/Available for the with the Closures/Special Reference the Production Calendar.
Due/Available - . . )
coming semesters Registrar's Office | Dates
Melissa W
Monthly Effort Ma All planning dates inT’:JS':ct eaver Monthly Effort
Reporting y useful to managers M ) Reporting This always occurs on the 2" business
anagement
day of every month.
This always occurs on the 1st Monday of
No Meeting University ‘ every month. In casg of Unl\(er5|ty
May NA NA Closures/Special closures and/or holidays, this can be
Days .
Dates rescheduled to the next available
Monday.
The annual review window is the first
. business day of June. Refer to the
. Amanda Davis in - . .
All planning dates . Overview of Milestones in the OKR
OKRs May Campus Planning . -
useful to managers Calendar Milestones when determining
Engagement . . .
new dates (will be migrated to SharePoint
soon).
Open Iruiig:zsa:\éh:t?le to TBD/Kensey. University
Registration May . Love with the Closures/Special Reference the Production Calendar.
. register for classes for - , )
begins Registrar's Office | Dates

December Review Window

All planning dates

Angie lafrate

semesters

Budget December with Workforce Budget
useful to managers
Management
Grades When Grades are Kensey Love University
Due/Available December Due/Available for the | with the Closures/Special Reference the Production Calendar.
coming semesters Registrar's Office | Dates
All Universit YJIS;:/;?:“ University Human Resources will publish a new
Holidays December . y —QWersity Closures/Special holiday schedule before the beginning of
holidays and closures | holiday .
Dates every new fiscal year.
schedule.
. Haley Riwniak Social and
M for th ma'ey_Rwniak
OHIO-DAN December eetlng dates for the with Digital Community
upcoming year I
Accessibility Events
. All OIT social event Renee Stickel Social and
OIT Social - - .
Events December dates for the with IT Project Community
upcoming year Management Events
The dates when
Open students are able to TBD/Kensey University
Registration December register for classes Love with the Closures/Special Reference the Production Calendar.
begins for upcoming Registrar's Office | Dates
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https://teams.microsoft.com/l/chat/0/0?users=walkerc3%40ohio.edu
https://www.ohio.edu/oit/maintenance-windows
https://www.ohio.edu/oit/maintenance-windows
https://teams.microsoft.com/l/chat/0/0?users=lovek%40ohio.edu
https://www.ohio.edu/registrar/academic-calendar/production-calendars
https://www.ohio.edu/registrar/academic-calendar/production-calendars
mailto:weaverm1@ohio.edu?subject=Monthly%20Effort%20Reporting%20Dates
https://teams.microsoft.com/l/chat/0/0?users=davisa6%40ohio.edu
https://teams.microsoft.com/l/chat/0/0?users=lovek%40ohio.edu
https://teams.microsoft.com/l/chat/0/0?users=lovek%40ohio.edu
https://www.ohio.edu/registrar/academic-calendar/production-calendars
https://www.ohio.edu/registrar/academic-calendar/production-calendars
mailto:angie.iafrate@ohio.edu?subject=Budget%20Dates
https://teams.microsoft.com/l/chat/0/0?users=lovek%40ohio.edu
https://www.ohio.edu/registrar/academic-calendar/production-calendars
https://www.ohio.edu/registrar/academic-calendar/production-calendars
https://www.ohio.edu/hr/benefits/holiday-schedule
https://www.ohio.edu/hr/benefits/holiday-schedule
https://www.ohio.edu/hr/benefits/holiday-schedule
https://teams.microsoft.com/l/chat/0/0?users=billett%40ohio.edu
https://teams.microsoft.com/l/chat/0/0?users=stickelr%40ohio.edu
https://teams.microsoft.com/l/chat/0/0?users=lovek%40ohio.edu
https://teams.microsoft.com/l/chat/0/0?users=lovek%40ohio.edu
https://www.ohio.edu/registrar/academic-calendar/production-calendars
https://www.ohio.edu/registrar/academic-calendar/production-calendars
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Performance

December

All planning dates
useful to managers

Angie lafrate
with Workforce
Management

Performance
Evaluations

Ad Hoc Calendar Dates
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Advisory Community meetings are the only events currently entered into the calendar on an ad hoc basis. Due to the decentralized
management and the inconsistent publishing of these events on the Calendar of University Events (CUE) the CES | adds these event
dates as they become available. There is currently no official review window for these dates.

Other events are added ad hoc as requested. These events must be reviewed and approved for Strategy Management. See
Authorizing New Calendar Entries.

A~ OKR Calendar Milestones

Use the following table when setting the OKRs dates during the annual review. The items within the column titled "OHIO IT
Calendar” should be copied into the calendar to maintain the established naming convention.

Quarter | Month Step(s) to Execute | Schedule OHIO IT Calendar Title
January 4. Finalizing Third business Q3: Quarterly OKRs
Quarterly OKRs day of the new Finalized due 5 p.m.
quarter
6. Monthly Status | Last business day | Q3: OKR Status Updates
Updates of the month due 5 p.m.
February 6. Monthly Status | Last business day | Q3: OKR Status Updates
Updates of the month due 5 p.m.
Q3 i i
Mareh 2. Quarterly Drafts (F:II:;sbpur?(IJr;isosend Q4: Quarterly OKR
' Drafts due
of quarter
3..Portfolio ' Last business day Q4:.Portfo|io Director
Director Review of of the quarter Review of Quarterly
Quarterly Drafts Drafts due 5 p.m.
5. End of Quarter | Last business day | Q3: OKR Scoring due 5
Scoring of the quarter p.m.
April 4. Finalizing Third business Q4: Quarterly OKRs
Quarterly OKRs day of the new Finalized due 5 p.m.
quarter
6. Monthly Status | Last business day | Q4: OKR Status Updates
Updates of the month due 5 p.m.
May 6. Monthly Status | Last business day | Q4: OKR Status Updates
Updates of the month due 5 p.m.
June N
I;esaliltﬁrgs First business Annual Review of OKR
Q4 Annually day June Only dates
Five business
- Q1: Quarterly OKR
2. Quarterly Drafts | days prior to end Drafts due y
of quarter
3. Portfolio . Q1: Portfolio Director
. . Last business day .
Director Review of of the quarter Review of Quarterly
Quarterly Drafts Drafts due 5 p.m.
5. End of Quarter | Last business day | Q4: OKR Scoring due 5
Scoring of the quarter p.m.
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July

4. Finalizing
Quarterly OKRs

Third business
day of the new
quarter

Q1: Quarterly OKRs
Finalized due 5 p.m.

6. Monthly Status
Updates

Last business day
of the month

Q1: OKR Status Updates
due 5 p.m.

August

6. Monthly Status
Updates

Last business day
of the month

Q1: OKR Status Updates
due 5 p.m.

Qi September

2. Quarterly Drafts

Five business
days prior to end
of quarter

Q2: Quarterly OKR
Drafts due

3. Portfolio
Director Review of
Quarterly Drafts

Last business day
of the quarter

Q2: Portfolio Director
Review of Quarterly
Drafts due 5 p.m.

5. End of Quarter
Scoring

Last business day
of the quarter

Q1: OKR Scoring due 5
p.m.

October

4. Finalizing
Quarterly OKRs

Third business
day of the new
quarter

Q2: Quarterly OKRs
Finalized due 5 p.m.

6. Monthly Status
Updates

Last business day
of the month

Q2: OKR Status Updates
due 5 p.m.

November

6. Monthly Status
Updates

Last business day
of the month

Q2: OKR Status Updates
due 5 p.m.

Q2 December

2. Quarterly Drafts

Five business
days prior to end
of quarter

Q3: Quarterly OKR
Drafts due

3. Portfolio
Director Review of
Quarterly Drafts

Last business day
of the quarter

Q3: Portfolio Director
Review of Quarterly
Drafts due 5 p.m.

5. End of Quarter
Scoring

Last business day
of the quarter

Q2: OKR Scoring due 5
p.m.

v Authorizing New Calendar Entries
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