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Problem 
Statement

Education Development Management 
(EDM) Team Project Management Tool 

EDM needed a streamlined method for 
onboarding internal clients and 
managing work requests.

EDM wanted a way to manage 
workloads and track projects.

EDM was looking for a way to measure 
success, track work statuses and report 
metrics.



Requirements Gathering

This project tracker would be a 
proof-of-concept tool that 

could be replicated for other 
business units.

The project tracker had to use 
existing software and tools. No 
budget was available for third-

party software/systems.

The project tracker should be 
simple and intuitive so that 
minimal training would be 

needed to use it.



Process

• Review the process for onboarding new projects and managing 
requests for work.

• Verify that all parties had proper permissions and access to 
appropriate databases and resources.

• Create a process map diagramming workflows, detailing variables and 
permissions.



Solution

Create a SharePoint 
Online site to house 

the EDM Project 
Tracker Tool.

Create a SharePoint 
List to act as a 

Project Database.

Create a SharePoint 
List to act as a Task 

Database.

Use Power Apps to 
create a work 
request form.

Use Power 
Automate to 
process work 

requests.

Use Power Apps to 
create a project 

management tool.

Use Power BI to 
view project 

statuses and details.



Project Request Form



Project Request 
Form Details

• Form automatically captures 
logged in user information 
and time stamps the 
submission request.

• Form kept as simple as 
possible with enough 
information to triage the 
request.

• Once a request is submitted, 
an email alert goes out to the 
EDM team and the request is 
marked as a New Request.



Project List by Status



Project List 
by Status
• The EDM Project List groups 

the projects by Status with 
the totals listed for each 
grouping.

• There are buttons to also 
display the list by Type, 
Developer Assigned, or Task 
Lists.

• A search box is included to 
filter by project name, 
developer name, or client 
name.



Project List – In Progress



Project List – 
In Progress

• Each grouping can be 
expanded to see a list of 
projects within each status.

• High level information can 
be seen at a glance for ease 
of project management, i.e. 
project type, requested 
completion date, contacts.

• Each item is color coded to 
indicate project complexity. 



Project Details - General



Project Details 
- General

• Opening the project defaults 
to the General tab.

• This tab displays top level 
information for the project.

• This is a smart form that will 
only display appropriate 
choices based on project 
type.

• Helper text is provided for 
each input type.



Project Details - Details



Project Details 
- Details

• The Details tab is where 
freeform information can 
be gathered.

• This is also where team 
members can provide 
status updates.

• There is option to attach 
requirements documents, 
wireframes, or other 
pertinent materials.



Project Details - Checklist



Project Details 
- Checklist

• Based on project types 
and details, a project 
checklist is dynamically 
generated to ensure 
compliance with 
company standards.



Project Details - Tasks



Project 
Details - Tasks

• Each project list is linked 
to a sub table to manage 
and track tasks.

• New tasks can be added 
and managed.

• A copy button is available 
to duplicate tasks when 
needed.



Tasks



Tasks
• Tasks can be marked as priority. 

This will highlight the task and 
move them to the top of any lists 
that they are displayed on.

• Tasks are automatically assigned 
to the person who created the 
task, but they can be assigned to 
anyone within the organization.

• A text box is available for 
assigning teams or contractors.



Task List by Project



Task List by 
Project
• The Task List view groups tasks by 

the projects that they are 
associated with.

• A running total of estimated 
hours is included on the 
dashboard.

• The task list can also be grouped 
by status, type, or developer 
assigned.

• A priority button is included to 
display all tasks marked as top 
priority.



Task List - Priority



Task List - 
Priority
• The priority task list is 

useful in managing 
workloads and creating 
priority tasks. 

• A link is included to open 
the project location.

• The arrow button opens 
the task details for 
updating ownership, 
notes, or status.



Summary



Summary

• All items displayed on the EDM Project Tracker are stored in the 
SharePoint Lists on the site.

• These lists can be used to drive Power BI dashboards.
• The list can be exported as Excel spreadsheets for leadership reports and 

updates.



Questions
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