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Use of Lessons Learned in Lotus Notes

As an integral part of Project Management Methodology, Project Team members are expected to report
project Lessons Learned that would provide valuable input to MAIS’ ongoing improvement efforts.

Project Team Leads and Managers must, on a regular basis, review and analyze those Lessons Learned
specific to their project. They are to use this information as input to their process improvement efforts.

Capturing Lessons Learned

e Within Lotus Notes, navigate to Lessons Learned on MAIS-Production.
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e Complete the fields provided in MAIS Project: Lessons Learned screen.

0 Required field are notated with an asterisk (*). These must be completed before a new
Lessons Learned document can be saved.

0 Carefully create a Short Description (or Lesson Learned title) that will be easily identified
and quickly located during queries and key word searches.

0 Pull-down menus with a choice of field values are provided for much of the basis project
information.

0 The remaining free-form fields may be completed as appropriate. Be direct and concise,
yet thorough.
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e In top of the entry window, click Save, and then click Close.
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Need Further Assistance?

Please contact the specific manager of your project or work team.

M137 Lessons Learned Page 3 of 4
Lotus Notes Instructions



Document Change Control
Lessons Learned (M137)

Version Date Revision Description
Number Author
10 05/28/03 55-KS Converted to new format; updated Lotus Notes scteen shots; submitted

for review

1.0 06/066/08 S5-KS5 Approved for productica.

This docuiment is owned and mainiained by MAIS Shared Services, Project Support. Any changes (o femmplaie format and coiitent
must adhere (o departimenial document managemeant standards.
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