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GLOSSARY

Critical Path Method — a method that identifies the set of tasks, when performed
in sequence, that total the longest overall duration of time, which is the
shortest time to complete the project (Brewer & Dittman, 2009).

Deliverable - a term used in project management to describe a tangible or
intangible product, service, or document as a result of the project to be
delivered to the customer (Kerzner, 2004).

Gantt Chart — a chart that illustrates the start and finish dates of a project’s
schedule, milestone, and deliverables; it also shows the dependencies of
some tasks on other tasks (Brewer & Dittman, 2009).

Mind Maps — a diagram used to represent tasks, strategies, or other ideas
linked to effectively express a centralized idea or keyword which serves as
the resolution, deliverable, or organization in PM (Cleland & Gareis, 2006).

Organizational Change Management [OCM] - a structured approach to
transitioning individuals, teams, and organizations from a current state to a
desired future state (Goncalves, 2007).

Project Management [PM] — controlling project costs, time, and measures of
profitability to gain market share through efficiency
(Brewer & Dittman, 2009).

Project Change Management [PCM] —controlling changes that were made to a

project’s original scope, time, costs, or quality constraints; generally



Vil
involves redefining existing objectives and deliverables, or specifications
of a new project (Peters, 2006).

Virtual Mind Map — software mind maps that are used as an aid for
brainstorming, decision making, document drafting, project planning, and
presentation preparation and delivery (Makar, 2009).

Work Breakdown Structure [WBS] — an outcome oriented list of tasks executed
by a project team to accomplish stated project objectives

(Brewer & Dittman, 2009).
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ABSTRACT

Nweke, Mikaela A. M.S. Computer and Information Technology, Purdue
University, December, 2010. Integrating Project Change Management Learning
Into An Academic Course On Project Management. Major Professor: Jeffrey
Brewer.

Within project management, little attention has been devoted to controlling
and facilitating changes when constraints of a project have been changed such
as scope, time, cost, or quality, also known as Project Change Management
(Arami, 2008). Growing statistics prove it is imperative for students finishing IT
programs to acquire an understanding of project change management (PCM) for
industry preparation. The U.S. spent 3.28 billion dollars on global change
management and accountability projects for technology (roughly one-third of the
total budget for global change) in the year 2000; this percentage still continues to
rise (Goncalves, 2007). As a result, students must understand the importance of
project change management. This project addressed the research question; Can
the introduction of tools like mind mapping software and the process framework
of organizational change management improve student understanding of project
change? These tools have recently emerged within industry and academic
environments, but have yet to be integrated. This study demonstrates how the

integration of both tools allows students to approach new concepts taught in the

classroom while improving their understanding.



SECTION 1. INTRODUCTION
This section provides a synopsis of the project and contributing research.
This section also details the significance and scope of project change
management and guidelines used for information technology (IT) and non-
information technology projects. The foundation, significance, organization, and

summary are all discussed in this segment.

1.1. Significance

Project managers rely heavily on traditional project management tools
such as Gantt charts for business decision making and project control. Although
there are current guidelines project managers have been taught to use to better
control projects, little attention has been devoted to managing changes when
constraints of a project have been changed, such as scope, time, cost, or quality
(Arami, 2008). Changes in IT projects often occur from new company processes
or from the development of the project itself (Peters, 2006). Figure 1.1 shows
that the U.S. spent 3.28 billion dollars on global change management and
accountability projects for technology (roughly one-third of the total budget for
global change) in the year 2000; this percentage still continues to increase
(Goncalves, 2007). Technology became the most active management and
accountability (M&A) sector since the late 1990’s (Goncalves, 2007). Rising

statistics prove it is imperative for students finishing IT programs to acquire an



understanding of project change management (PCM) for industry preparation.
As a result, students must understand the importance of project change
management. The use of two tools is suggested to enhance students
understanding of change: the applied principles and methods of organizational

change management and mind mapping software.

Technology Became the Most Active M&A
Sector During the Late 1990's
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Figure 1.1

Figure 1.1 Technology Rising in Change Management Activity (Goncalves, 2007)

1.2. Scope

In this directed project, a learning unit of PCM was developed and
integrated into a current project management course in the Computer and
Information Technology department at Purdue University using methods of
organizational change management and mind mapping tools. The Socratic
Method, Constructivist Learning Approach, and Universal Design were

instructional methods researched and chosen to develop course material.



1.3. Statement of Purpose

The purpose of this research was to improve student understanding of
project change management through the use of mind mapping software and the
framework of organizational change management to aid and communicate the
change management process in an IT project management course. The
importance of why change management is needed is also stressed in this

research.

1.4. Research Question

The central question to this research was:

Can the introduction of tools like mind mapping software and the process
framework of Organizational Change Management (OCM) improve students
understanding of project change?

1.5. Assumptions

The following assumptions were applicable to this project:

e |T project managers, students, and professors provided the most current
exercised material for this study.

e Instructors teaching IT project management courses would be able to
incorporate a unit of project change management into the curriculum.

e Relevant case studies used as references to justify this project were not
only ethical but accurate.

e Purdue University’s OpenMind mind mapping software would be free of

charge to students, and the acquisition of software would be accessible to



both graduates and undergraduates in IT labs upon the request of
instructors.

1.6. Limitations
The following limitations were applicable to this project:
This study was directed towards the lectures and labs taught at Purdue
University in the Computer Information Technology department only.
This study was limited to the number of subject matter experts (teaching
project management and/or change management courses at Purdue
University with industry level experience) that were willing to incorporate

the presented unit material into the classrooms.

1.7. Delimitations
The following delimitations were applicable to this project:
The unit created was integrated into current project management course
material from the Fall /Spring 2009-2010 semesters only.
1 semester cycle (6 months) was used to analyze and integrate research
into a case study.
This project did not cover in depth implementations of project change

management; only summarized core concepts and principles.



1.8. Organization

This project consisted of two main sections and covered several aspects
including:
e Project management consolidated history and research
e Change management consolidated history and research
e A Drief history and purpose behind mind maps
e Virtual mind map uses for management today
e Effective in-classroom learning theories and instructional design
e The need to integrate change management into academic project
management studies
e The need to adapt mind mapping tools to aid the integration of
communicating change management into project management
curriculums
The next chapter outlines the concise history and assessments of project and
change management research along with mind mapping examples used to

improve efficiency of project management tasks and in classroom learning.



SECTION 2. REVIEW OF RELEVANT LITERATURE

Due to the growth and implementation of new technology, there is an
increasing need for project and change management. Conceptually, change
management is one of the most critical factors that leaders, particularly executive
staff, must consider when facing company projects (Goncalves, 2007). This
literature review provides pedagogical methods and fundamental concepts of
project management (PM), change management (CM), and mind maps
individually, as well as collectively. Additionally, this review framed the research
guestion at hand: Can the introduction of tools like mind mapping software and
the process framework of organizational change management improve students

understanding of project change in courses?

2.1. Approach to This Review

The body of literature in project and change management in both IT and
non-IT areas is extensive. This research, however, specifically focused on
leading people through structured processes in communicating project change.
This section provides accepted and effective methods within change
management areas. Such methods serve as starting points for monitoring and
controlling projects. Prosci is a research organization that offers a change
management methodology for controlling organizational change. Prosci (2009),
Change Management Methodology consists of three key principles:

1. “Change management requires both an individual and an organizational
perspective



2. ADKAR presents an easy-to-use model for individual and organizational
change

3. A 3-phase process gives structure to the steps project teams should take”
(refer to Appendix I)

This report builds upon Prosci’s principles, along with other consolidated
textbook best practices. Prosciis one of the few companies that have conducted
longitudinal benchmarking studies over the past 12 years on managing the
people side of change with data from more than 570 project leaders and change
management practitioners across organizations within 65 countries (Prosci Best
Practices in Change Management, 2009). Prosci's data and research
additionally proves change management within projects is emerging.

2.2. Consolidated History of Project Management and Research

“Project management is the process of applying knowledge, tools, and
techniques to a project’s activities to deliver stated project requirements within
agreed-upon scope, time, cost, and quality constraints” (Brewer & Dittman,
2009, p.525). Project management began to take effect only a few decades ago
and still continually arises today in various disciplines. Project management
began to grow in value for businesses and other organizations because they
found it critical to communicate and collaborate with multiple departments and
professions. Project management developed from several fields including
construction, engineering, and defense activities to name a few (Cleland and

Gareis, 2006).

In the early 1870s, the construction of transcontinental railroads

demonstrated the need for project management. Business leaders became



overwhelmed in the task of manufacturing and organizing large quantities of raw
materials. Without a systematic guide to follow, additional tasks of organizing
more than a thousand labor workers became even more strenuous. As larger
scaled government projects began to arise in the later part of the 19" century, so

did the need for project management (Stevens, 2002).

Between 1861 and 1919, Henry Gantt began studies of management for
Navy ship construction during World War I. Gantt developed charts (commonly
called Gantt charts) which displayed milestone markers and task bars to illustrate
the duration of a process. After World War I, newer structures such as PERT
(Program Evaluation and Review Technique) charts, SWOT (Strengths,
weaknesses, opportunity, and threat) analyses, and critical path methods were
developed to facilitate and maintain greater control over projects (Cleland and
Gareis, 2006). Microsoft Project software is commonly used in the 21 century
as a technique in identifying and displaying items to be performed in a project;
this is also known as the work break down structure (WBS) of tasks and

deliverables (Brewer & Dittman, 2009).

2.3. Project Management Research Summary

The Project Management Body Of Knowledge (PMBOK) serves as a
project management guide in describing the fundamentals of managing a project.
The PMBOK consists of nine knowledge areas (Project Management Institute,

2008):



. “Project Integration Management — The processes and activities
needed to identify, define, combine, unify, and coordinate process

and project management activities.

. Project Scope Management — Describes all the work necessary to
produce the final product (this is normally produced as a formalized
document/agreement between the stakeholders and producer of

deliverables).

Project Time Management — Determines the project completion
time and scope. Activities such as planning, organizing,
scheduling, delegating, analyzing, and monitoring of specific tasks

are performed to approach a project goal or milestone deadline.

. Project Cost Management — Cost estimation and control for a
project in order to determine the amount of money being spent and
the amount of money expected to be received within a limited

budget.

. Project Quality Management — Project management technique or
strategy that is implemented to assure that an awareness of quality
is embedded in all phases of the project from conception to

completion.

Project Human Resource Management — Involves organizing and
managing a project team which is made up of people with specific

skills and responsibilities. The project team, also known as project


http://www.project-management-knowledge.com/definitions/t/technique/
http://www.project-management-knowledge.com/definitions/q/quality/
http://www.project-management-knowledge.com/definitions/s/skill/

10

staff, should be involved in plans and decision making from the

beginning of the project.

g. Project Communication Management — Keeping all members of the
project management team aware throughout each project phase.
The project manager must know the communication process
involved in effective project management. Communication between
team members and project stakeholders is important; bad

communication can lead to a negative impact on the final product.

h. Project Risk Management — Identifying and mitigating risk on a
project. The desired outcome of risk management is to increase
probability (planning for the worse) to maximize the results of

positive events.

i. Project Procurement Management —Project management process
in which products or services are acquired or purchased from
outside the existing employee base in order to complete the task or
project” (Method 123 Project Office Methodology, 2000; Project

Management Institute, 2008).

These nine areas are mapped across five central phases:

a. “Initiating — The starting stage towards project success which
identifies the project team and project scope through a Statement

of Work Document (SOW), as well as determine the relationship


http://www.project-management-knowledge.com/definitions/p/project-management-team/
http://www.project-management-knowledge.com/definitions/r/result/
http://www.project-management-knowledge.com/definitions/e/event/
http://www.project-management-knowledge.com/definitions/e/event/
http://www.project-management-knowledge.com/definitions/s/service/

11

between the project and its alignment with the organization’s overall

charter.

b. Planning — Developing the relevant resources, timelines and
milestones, and mapping project delivery to business priorities (i.e.
risk management, communications, quality, cost/budgeting,

duration and sequencing, external dependencies).

c. Executing — Assigning of the project team and distribution of
information to ensure the proper activities is instituted. This process
also includes ensuring quality assurance methods are in place to
address change management, organizational updates, possible

changes to the plan, etc.

d. Controlling and Monitoring — Ensuring the resulting deliverable
maps back to the original plan, and risk from uncontrolled external
actions is mitigated. Project Plan Methodologies (PPM) can have

a significant impact by setting up a secure infrastructure to:

a. Monitor quality, costs and schedule;

b. Manage stakeholder relationships, risk and contract
monitoring;

c. ldentify discrepancies or variations within the project schedule;

d. Provide the PMO more control.

e. Closing — Making sure all deliverables are met according to set
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expectations of the project. Upon closing a project, project review
should be initiated and compared to the project plan to ensure
contract closure” (Method 123 Project Office Methodology, 2000;

Project Management Institute, 2008).

The PMBOK addresses aspects of project change and the importance of it
in project management, but does not devote a knowledge area to change
management. Itis seldom for a project to run perfectly in accordance to a project
management plan, which is one of many reasons why change occurs. Change
requests can apply or occur in any knowledge area. The PMBOK points out that
every aspect of change should be identified, reviewed for approval and rejection,
documented, and managed as it occurs from the project initiation stage through
the project completion stage (Project Management Institute, 2008). The
awareness factor of project change is indeed addressed within the PMBOK,
however, there is no segment or examples composed of how to manage change

if it occurs when applied to any knowledge area.

2.4. Change Management Consolidated History and Research

Change management is extremely important in today’s environment.
Change is not easy to engage and even more challenging when incorporated into
large businesses. Goncalves and Peters present two important principles of
change. Goncalves (2007) states, to implement a successful project change, a
structured management plan should be developed and executed. According to
Peters (2006), the planning of change is one factor, but the implementation of

change through communication is considered an even greater necessity. One
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solution to handling pressures and transformations of an organization, is to
increase in knowledge on what creates a successful project change. Good
organizational change management (OCM) attempts to avoid project failure
through the use of effective communication, leadership commitment, and visual
transformation (monitoring the change as it happens) on projects along with the
aligning of group expectations, integrating teams, and in managing people

training (Peters, 2006).

Project change initiatives should be recommended by the change
management leader. Although the change management leader or specialist
performs as a key role in change initiatives, this person normally does not have
people supervisory responsibilities. While a junior or senior level project
manager can be appointed as a change leader to aid project teams in meeting
business, schedule, or budget objectives, an outside specialist is sometimes
recommended to deal with the people perspective of change to minimize
employee resistance and engagement. This person coaches sponsors and

forefront supervisors into delivering project change plans (Whitten, 2010).

There will be employees, including managers, that are neither willing to
change nor willing to engage in the change management process. As the
president of Prosci states, “The number one obstacle to success for major project
change is employee resistance and the ineffective management of the people
side of change” (Hiatt, 2006). For this reason, it is important to value high-ranked

employees that are in support of project change. The change initiator can ideally
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create a foundational pro-change coalition with visibly active managers and staff

to influence the rest of the resistors along the way.

2.4.1. Research on Prosci's Modular Template ADKAR
Prosci is a recognized leader in change management research. Prosci
introduces Awareness, Desire, Knowledge, Ability, and Reinforcement (ADKAR)
principles and methods as a process improvement tool to manage change. The
ADKAR modular template is popularly used for business reprocess design to
incorporate change managment (Prosci Change Management Methodology,
2009). There are five stages that stucture this process. The following phases

are depicted accordingly in table 2.4.1.

Phase Strategy Activity Project Success
Awareness Assess change Communication On time; On budget
Desire Assess organization  Sponsorship Achievement of
business objectives

Knowledge Assess sponsor Training Lower costs;

model Increased revenue
Ability Assess risks and Coaching Increased quality of

challenges service
Reinforcement Develop special Resistance Higher morale

tactics management

Table 2.4.1 ADKAR Model

1. Awareness - Awareness is the first stage of change management.
This is the phase where one must define why the change is needed,

the risk of not changing, why the change is currently proposed now
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instead of later, and what is currently wrong with the existing process.
In this phase a leader will experience pro and con attitudes. For
example, “If it's not broke why fix it?” or better yet, “This change was
long overdue” (Whitten, 2010). This is also the current stage to

visually see who is pro-change or reluctant to the change presented.

. Desire — Everyone has their own personal view of the recommended
change. So as a change leader, a desire to change must be instilled
during this phase along with leader participation. Many may commonly
mistake the ‘awareness’ phase to imply desire. However, this phase
focuses more on the expected questions of “What’s in it for me?”, “Is
this an opportunity for me to rank higher in position?”, or “Will this

change serve as a threat to my job?”

. Knowledge — It is imperative that the change management leader
delivers the needed knowledge to staff, so that they may perform
change as well as sustain it. This phase includes training in skills as
well as behavior. Training must include both technical and non-
technical dimensions because IT projects typically change business
processes and practices; these can become barriers to achieving
project goals such as deadlines, costs, and quality. If new technology
or software is needed for the change, workshops or tutorials in using
technology should be incorporated. If there is an increase of
responsibility and accountability of staff duties, this would be the stage

the change leader would address to all involved in the change as well.
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4. Ability — During this phase, the ability to implement change must be
displayed. This includes displaying the ability to achieve the intended
level of performance for the change too. Proficiency or ‘talent’ is the
emphatic key. A skill can be taught. However, a learned skill (where a
process is known) does not imply talent; in essence, knowledge alone
is not good enough. Tools and materials, coaching support, and

access to mentors should be expressed and presented in this phase.

5. Reinforcement — This is the last phase of the ADKAR model where
overall success should be noted along with sustaining the new
processes and resistance. To ascribe meaningful reinforcement, the
person receiving the changes and witnesses of the change must be
respected. This is also a good phase to give optional rewards whether
it's financially, socially, or responsibility based. Some team members
ideas of a reward might be valued differently, so creative incentives are
not obligatory, but definitely recommended to let members of the team

know their appreciation is valued (Whitten, 2010).

2.5. The Brief History of Mind Maps

Mind maps are used across disciplines to enhance learning,
brainstorming, memory, and even problem solving. Mind mapping employs the
full range of cortical skills (e.g. word, image, number, color, rhythm, and spatial
awareness). Theoretical concepts of mind maps date as far back to eighteen

centuries ago. However, the origination of mind maps is arguably claimed in the
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late 1960’s by a British psychologist named Tony Buzan (Abdeen et al., 2009;
Beel, Gipp, & Stiller, 2009).

A mind map is usually constructed with the start of a term or phrase
centered in the middle of a page and then further branched off into contextual
words and concepts. To create a traditional mind map, the creator must start
with the use of an unlined blank piece of paper and work quickly without pausing
or over analyzing. This traditional mind mapping principle encourages users to
think outside the box. Instead of judging and editing each idea, mind maps
encourage the opposite. The original intentions of mind maps were to serve as
‘rough notes’, a way to jot down thoughts. Mind maps didn’t entail hierarchical
and sequential structures until later (Barth, 2006).

Before modern mind maps were used in relation to a project environment,
the center of a mind map functioned as the start of a project and as the core of a
mind map. Strategies and then action tasks relative to the resolution (the core of
the mind map) were branches produced as ways to make the resolution happen.
Mind maps avoid list formats to construct open possibilities. The key to using a
traditional mind map is to get every possibility written down when collaborating
ideas.

2.6. MindMapping Software

Freeware and commercial software tools exist to support the creation of
mind maps. The most popular ones, such as Mind Manager and Free Mind,
average about 1.5 million users and 150,000 downloads a month (Beel, Gipp, &

Stiller, 2009). Mind mapping software allows an individual to organize and
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present information to others as a form of communication. Creating mind maps
with mind mapping software is a great way to capture abstract facts and reduce
massive information. A virtual map is an innovative form of sharing ‘virtual
landscape’. It is also one of the most productive techniques used to aid learning.
The less linear layout of a brain is more reminiscent of concept maps, which
were developed back in the 1960’s (Barth, 2006). In essence, visual learners
would benefit from the use of mind maps in both academic and industry

environments.

2.6.1 Mind Maps Used in Project Management Professions

Mind mapping software allows the user to create both hierarchical and
free-form structures for organizing thoughts. A free-form map should be used for
collaborating ideas on a project while a hierarchical map should be used as a
frame working template to present managed projects. There are mind mapping
applications used to aid project managers in addressing issues and processes.
Portfolio management, governance, and the selection phases of the project
management life cycle can all be facilitated with mind mapping tools. Mind maps
have been used for change management kickoff stages and mid project review
checkpoints. As a result, important clues were gathered to reveal a persons’
desire, knowledge, and intended project outcome (B. Coryell, personal
communication, April 19, 2010).

The illustration in Figure 2.6a displays how mind mapping software can be
used to record schedule duration of each project’s phase. For example, the

scope statement and project schedule is developed within the planning phases
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by either a project manager or analyst. The start and ending date of those

deliverables can be drawn in detail to record task completion as shown.

Q' Initiate
Develop Scope Statement
5/19/2008 : 521/2009
3 day(s)
R: Analyst

Q Plan =1 Develop Project Schedule
5/22/2009 : 5/25/2009
2 day(s)
R: PM

Scope -
Q Execute
SharePoint Project
Development Q) Close
Q control

Figure 2.6a Mind Map PMBOK Example Using Mindjet Software (Makar, 2009)

Virtual Mind maps, mind maps created with computer software, can be
limitless in information and not only pertinent to outline just the PMBOK phases
of a project. It can further be used to enlist and map detailed descriptions about
a project’s status, team members, stakeholders, schedule, task completion,
dependencies, and other assessed constraints as depicted in Figure 2.6b. The
map shown below demonstrates members of a project, their role within the
organization and duration of tasks (inscribed in the tan boxes), detailed task
responsibilities (branched off from their name), percentage of task complete (the

shaded blue squares), and dependencies (the arrows) of a preceding task.
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Figure 2.6b Project Overview using Mindjet Software

Before a project release date, a project manager reviews whether each
stakeholder’s deliverable has been met based on stakeholder expectations and
prospective deadlines; this is known as the ‘go-live date when used in status
reports (B. Coryell, personal communication, April 19, 2010).

Newer versions of mind mapping products allow import and export
features to and from common applications such as Microsoft Word, Excel, and
Project. With open sources such as Free Mind and Mindmeister, mind maps can
easily be exported into HTML, XML, JPEG, or Open Writer applications. This
allows a user to spend more time in preparing for a presentation rather than
using an extensive amount of time to create one.

Mind maps can be used as an alternative delivery method individually or

collectively. Node features are provided within mind mapping software to display
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or hide zoomed key points when a topic is presented. To make the delivery and
clarity of a message more engaging, nodes are minimized and expanded
alongside a branch of sub information until discussed. Nodes are also used to
prevent overcrowding of information (Makar, 2009).

Figure 2.6¢ displays a virtual mind map being used as a tool to brainstorm,
collaborate, deliver, and agree on document requirements for a real-world
project. The name of the project serves as the central idea (shaded), the four
branches extended from the title are the chosen domains the project outlines,
and the detailed branches extended from the four domains entail the material

needed to complete each domains’ objective.
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Figure 2.6¢c Changes to Project Doc Requirements Using Mindmeister
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Assigned icons, colors, and map markers can be applied to any process
or task of a project to label task completion, priorities, budget awareness, status
of deliverables, checkpoints, issues, and ‘traffic light statuses’ (refer to Figure
2.6d). The task priorities tool (encircled numbers) allows the user to rank a task
according to deadline, the task complete tool (shaded time boxes) allows a user
to mark the completion of a task, the resources tool allows a user to assign a role
or name to the task, the flags tool allows a user to capture issues, and traffic

light statuses of tasks can be set using fill colors shown below.
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Figure 2.6d Map Markers & Tools Defined (Makar, 2009)

2.6.2 Mind Maps used in Academic Professions
There are numerous benefits teachers and students can gain from using
mind mapping software. A significant amount of time can be saved using mind
mapping tools to document meeting notes, tasks, or lecture slides. Virtual mind

maps can be used in academic environments as well as business environments
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to aid in the efficiency and effectiveness of communication. Conceptual
understanding can also be enhanced with mind maps when used in classroom
settings (Pollard, 2010).

Farrand, Hussain, and Hennessy (2002) conducted a case at the
University of London School of Medicine and Dentistry to examine whether mind
maps improved factual recall of written information. The study consisted of 50
participants who were 2" and 3" year medical students alternatively assigned to
one of two groups, a mind mapping group and a self-selected study group.
Three trials were given to test students over assigned material read within 5
minutes, 10 minutes, and a week later. Although both groups showed test
improvements, the mind mapping group exhibited more correct recalled
information in trials 1 and 2 then the self-selected group; the mind mapping group
also had a 24% statistical increase of correctly recalled information in the third
trial. The author concluded that even minimal exposure to mind maps can aid in
memory retention (Pollard, 2010).

Mind maps can be used as a tool for instructional delivery in classroom
settings to teach students with diverse learning styles. In 2001, a mind mapping
case study was presented in an economics course at the University of
Minnesota. The instructor introduced mind mapping techniques to the students
for two classroom assignments which was followed by an administered survey a
year later for feedback. There was a 60% response rate on surveys that
revealed students with ‘doing’ learning styles favored mind maps, while the

students with ‘thinker’ learning styles preferred lecture techniques only. Students
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who favored mind maps also felt it was important to have varied classroom
exercises and active collaborative learning (Budd, 2004).

Mind maps can be used as a visual aid to introduce new concepts within a
classroom. At the University of Southern Mississippi, a mind mapping case study
was used as a method in a college algebra and trigonometry course to introduce
relationships and steps in an algorithm. The instructor would draw a mind map
using key words to depict students’ developed questions and suggestions. The
students would apply symbols to the mind maps in correspondence to their
addressed keywords. When given tests, the students would sketch a mind map
along the side or corner of the sheet to recall information to solve a problem.

The author concluded mind maps can be used as an effective teaching and
learning tool to introduce new topics while gaining participatory learning (Pollard,
2010).

2.7. Teaching Theories and Models Used for Relative Case Studies

Teaching principles are used and applied in classroom settings relative to
this project. Referenced material on effective teaching strategies for unit

planning will be illustrated and defined in this section.

2.7.1. Unit Planning

According to Moore (2005), “Courses are usually divided into a sequence
of manageable units. A unit is a series of learning activities and experiences that
surround a cluster of related concepts. Unit plans are organized around a

specific theme to support the overall chapter of a topic. A unit plan links the
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goals, objectives, content, activities, and evalution an instructor has in mind”

(p.114).

Roberts and Kellough (2008), emphasize a well structured unit should capture six
components:

1. “Atopic: the subject suggested by a course outline or textbook

2. Goals and objectives: a list of your learning intentions in broad and
specific terms

3. Content outline: an outline of the material to be covered with as much
detail as you feel is needed to clarify the subject and help you with the
sequence and organization

4. Learning activities: teacher and student activities — introductory,
developmental, and culminating activities — arranged in a lesson

5. Resources and materials: list of materials to be selected to prepare for
the unit

6. Evaluation: an outline of your evaluation procedure — homework, test,
and special projects which should be planned and prepared prior to
instruction”

2.7.2. The Socratic Method
Moore (2005), presents the socratic method as a verbal technique used to
draw learned information from students through a questioning-and-interaction
sequence. Many teachers use the socratic method to logically challenge
students to think and carefully scrutinize their answers through a series of posing
guestions. The Socratic method can be summoned into a general pattern as
follows:

1. “A broad, open ended question that most students can answer is asked
first.

2. A second guestioning series begins to narrow the range of responses and
focuses the students’ thinking onto the topic of the questioning strategy.
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3. Review lectures and/or statements are interspersed among the questions
in order to keep the salient points in the forefront.

4. A concluding question then brings students to the desired end point.”
(Moore, 2005)
2.7.3. The Constructivist Learning Approach

The constructivist learning approach is a theory that promotes
guestioning, problem solving skills, critical thinking skills, and active participation.
This theory explains how humans generate knowledge and meaning from an
interaction between their experiences and ideas. Akinoglu and Yasar (2007),
emphasize that the constructivist learning approach contributes to classroom
participation and conceptual understanding in the learning process. This theory
underlines ‘active inquiry, independence, and individuality in learning a task’

(Pollard, 2010).

2.7.4. The Universal Design

“Teachers routinely use partner learning, cooperative group learning,
integrated thematic units and lessons, and hands-on learning experiences for
classroom and lab interaction. This ultimately brings the community to the
classroom and the classroom to the community for learning opportunities.
Universal design learning (UDL) provides students with multiple means of
representation, engagement, and expression” (Thousand, Villa, & Nevin, 2002).
There are five characteristics used to encompass this design (refer to table
2.7.4.); this design helps gain facts about the learner (Thousand, Villa, & Nevin,

2002).
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f-2

Pro-active

More qualitative
than quantitative

Provide multiple
approaches to
content, process,
and product

Student centered
and student led

Lend of whole-
class, small-
group, and
individualized
instruction

Itis assumed that students have different needs. Educators provide
students with multiple means of representation, engagement, &
expression.

[t is more than giving some students additional work to do and some
students less to do. Differentiated instruction involves changing the
nature of the assignment.

Bv adjusting each of these teaching elements, teachers design different
approaches to what students learn, how students learn, how thev
integrate and applv what they have learned, and how they demonstrate
proficiency.

Leaming experiences are most effective when thev are engaging,
relevant. and interesting to the leamer.

Differentiated instruction utilizes a varietv of instructional groupings
depending on the desired outcomes.

Table 2.7.4 Five Characteristics of Universal Design



28

SECTION 3. FRAMEWORK AND METHODOLOGY

3.1. Approach to Research

This study favored the belief that little attention has been devoted to
managing changed constraints of a project, such as scope, time, cost, or quality.
The foundation to this project was to understand that new tools exist to support
learning and understanding. Recent research supports the concept that mind
mapping has become an additional tool for fostering constructive learning,
memoaorization, interaction, creativity, and interpretation of complex concepts in
higher education (Meagher, 2009). This project addressed how mind maps can
be used as an effective tool to aid students in applying organizational change

management principles to project change management.

This research was designed to collect qualitative data. This research
report allowed the researcher the opportunity to:

¢ Review and analyze best industry change management practices
and benchmarks

e Evaluate the use of mind maps in graduate studies across various
universities and disciplines

¢ Provide examples of how to incorporate change management
practices using mind mapping software into PM courses at Purdue

University
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3.2 Theoretical Framework

Syllabi guidelines, lecture notes, and PowerPoint slides in PM curricula
exhibited how prominent lessons were being taught for managing projects, but
neglected to show information on how to manage project change. Virtual mind
maps were used as an interaction tool to help reconcile the gap between
students learning change management (CM) and delivering changes to a project.
To respond to changes, the ADKAR methodology suggests individuals must first
become aware of the need to change. Awareness (the first step in the ADKAR
phase) addresses all of the following:

e The reason behind the change

e Why the change must be implemented

e What will be the risk factors if resistant to change
Goncalves (2007) states, “change management is one of the most paramount
factors leaders must consider when facing project change within the industry.” In
conclusion, there was a need to teach students effective forms of communication
for delivering and managing project change.

‘In-person’ communication is the best delivery method to communicate
project change and cannot be expressed enough. Although email is most
commonly used, Prosci’s Best Practices in Change Management (2009)
concludes face-to-face and verbal communication is the most effective. With
mind mapping tools and associated software, students can better organize major
concepts (Lamont, 2009). In an Entrekin report sample, this is illustrated as a

visual representation to students by relating unknown concepts to known
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concepts. A new subject is introduced, then the teacher draws or presents a pre-
made mind map to the class of where the new material correlates or evolves in
later lessons (Brinkman, 2003). In relation to project management, change
management research would be introduced, a mind map of project management
phases (refer to Figure 2.6a) would be drawn, and then change management
concepts would be discussed and figured into the map somewhere between the
initiation and execution stages of where change is likely to occur. Mind mapping
software offers nodes as a tool to hide information until needed for this example.

Desire is the second phase in the ADKAR method. The intent is to build
desire for the anticipated change. The personal motivation and organizational
drivers in support of this report is to enhance students knowledge on how to
manage change using industry examples and exhibit how mind maps can be
utilized as a learning tool for conceptual understanding (Brinkman, 2003;
Meagher, 2009). Both of these motivational drivers could be illustrated by taking
Sakaguchi’s classroom exercise approach (refer to Figure 3.2) used at Oregon
Health and Science University (OHSU). Have the students create a personal
mind map to outline knowledge gained in groups from the lesson presented.
Then, provide a one page virtual mind map to the students to summarize the
lectures’ major concepts of the unit presented after each group activity (Lamont,
2009).

As a lab activity, a professor could issue a business case endeavor (refer

to Appendix E and F) where unexpected changes occur during the execution
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stages of a project. In doing this, students can illustrate learned material on

managing change and apply material to a real-world business case.
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Figure 3.2 Infusing Science and Research into the Dental Curriculum at OHSU (KMWorld.com)

The knowledge phase of ADKAR, as applied to this project would require
teaching and educational skills from instructors. As stated by Professor Whitten,
“Capability does not infer desire, desire requires malleability” (J. Whitten,
personal communication, April, 2010). Detailed change management material
will have to be learned first by instructors before it is taught to students. Mind
mapping training can be learned through an on-line tutorial provided within
Purdue’s OpenMind mind mapping software. A workshop could be taught by an
in-house professor that is currently proficient in both areas of project and change
management to save costs. Using an outside professional/resource would be the

alternative approach (e.g. subject matter experts, professional or incidental
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instructors/trainers, facilities, books and materials, or on-line training

technologies).

Demonstrated ability to implement the change and achieve desired
change management performance relies a great deal on training materials and
the willingness to be trained. Instructors and corresponding teaching assistants
should use the mind map approach for taking core concept notes on learned
change management during the workshop. An assessment test can be
generated afterwards by the workshop instructor to measure personal proficiency
on criteria learned for integrating CM into PM practices; this is for instructors’
personal use only, not to be surveyed. This activity will allow instructors to
undergo the student experience of using mind maps for learning change

management curriculum.

Reinforcement was the last stage for implementing this project.
Goncalves (2007) and Hiatt (2006) states leadership involvement in one on one
coaching is the best reinforcement approach to manage resistance. This would
include assistance from junior/senior level project managers and experienced
change management professionals within technology departments; not
necessarily meaning outside or limited to the university itself.

3.3. Data Sources

Validity and credibility of this qualitative research relied on case study
reports and dissertation studies. This research also relied on textbooks and

Prosci’s Best practices for managing change.
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3.4. Deliverables

In conducting this project, the following deliverables were produced:

1. Determined through research which best practices on communicating
project change was more highly effective by examining Prosci’s principles
(Prosci Change Management Methodology, 2009).

2. Determined through research which learning theory and instructional
design technique should be applied to the case study to best introduce
new unit material.

3. Developed a lesson plan schedule outlining objectives, introduction, notes,
assignments, and instructional aids/tools for the new unit on PCM.

4. Generated a lecture PowerPoint instructional slide presentation outlining
core project change management principles and concepts for delivering
change.

5. Generated a set of PowerPoint slides describing and demonstrating the
use of mind maps.

6. Developed project and classroom exercises for students to illustrate

conceptual understanding of project change management.
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SECTION 4. UNIT COMPOSITION

4.1. Methodology

The delivery of unit course materials was created using the Constructivist
Learning Approach Model of Moore (2005) and the Universal Design Model of
Thousand, Villa, and Nevin (2002). Unit course material also demonstrated the
use of the Socratic Method of Moore (2005). These models were chosen
because they (refer to 2.7.1- 2.7.4 in Literature Review) encourage collaborative
learning and student-teacher interaction with the implementation of real-world

examples.

The Constructivist Learning Approach Model is a theory that is used in
higher education to promote questioning, problem solving skills, critical thinking
skills, and active participation (Moore, 2005). To apply method, instructional
lecture slides were created along with real world case study assignments. The
instructional lecture slides included questions to ask students and suggested in-
classroom examples for instructors to use as a way to obtain student-teacher
interaction. The case study assignments were set up as laboratory handouts for
the students to complete in order to challenge their problem solving skills while

gaining hands on experience.

The Universal Design Model is a theory that promotes teaching

techniques should be diverse because students have different learning styles
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(Thousand, Villa, & Nevin, 2002). Mind maps, video clips, and an

individual/group in-classroom activity were incorporated into the creation of the
new unit material. The case study assignments created also illustrated diverse
learning styles. These assignments provide students an opportunity to practice

the information presented in the instructional lecture slides.

The Socratic Method is a verbal technique used to draw learned
information from students through a questioning-and-interaction sequence
(Moore, 2005). Every inquisitive question is based on a student’s response after
the first question is asked. A sample dialogue of the Socratic Method was
demonstrated in the produced instructional lecture slides. This material was also

created to encourage in-classroom participation.

4.2. Unit Lectures and Assignments

Mind maps are used in the beginning phase of the instructional lecture
unit to outline core objectives (refer to Appendix B, slide 2) of organizational
change management (OCM) to approach project change. Mind maps are also
used to summarize the instructional lecture unit (refer to Appendix B, slide 40) to
capture abstract information of OCM for project change management. The mind
maps used in this unit demonstrated how to introduce and communicate new
concepts to project management. Mind maps are further used to demonstrate
how to address project change using the ADKAR model (refer to Appendix F).
An informational clip on mind maps is presented in lecture slides prior to the
introduction of project change management. A brief tutorial of OpenMind

(Purdue’s free mind mapping software) is further used as a laboratory
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assignment before change management projects are issued (refer to Appendix
E, F, G, and H). The developed lesson plan created for this unit outlines the full

incorporation of lectured and assigned materials (refer to Appendix A).
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SECTION 5. DISCUSSION

This project generated new unit course materials with the Socratic Method
described by Moore (2005), the Constructivist Learning Approach Model of
Moore (2005), and the Universal Design Model of Thousand, Villa, and Nevin
(2002). This project also illustrated how OCM can be used to manage project
change and stressed the importance of project change management. Prosci’s
Change Management Methodology framework and ADKAR modular template
were both used and summarized for this project. Deliverables relative to the
methods used will be discussed in this sector.

The Constructivist Learning Approach Model of Moore (2005) is illustrated
in Appendix B (slides 2,15, and 34) notes. As the unit is covered, students are
encouraged to incorporate mind maps as a note taking method to abstract key
facts of the information presented. When the lecture is complete, groups can be
created to combine mind mapping content. The note slides also pose questions
to students for classroom interaction when discussing common forms of business
communication and rewards of change completion when monetary value is not
an option.

The Universal Design Model of Thousand, Villa, and Nevin (2002) is
illustrated in Appendix C (slides 3-4), E, and F. Two video clips are provided for
the students to view in the classroom. The first video clip is a four minute video
on the fundamentals, laws, and techniques behind creating mind maps. The

second video clip is a two minute video on mind mapping techniques used in



38

both business and personal life. A case study is also presented as a laboratory
handout to issue to students. The students are asked to take the role of a project
manager and team lead the launch of a new SharePoint collaboration site; a
Microsoft technology that allows a company to host intranet based web pages
and share Microsoft Office documents between users on the intranet. The
students are instructed to create mind maps to entail the project’s document
requirements and work development plan as a project manager to complete the
project assignment. However, scope changes occur and the student has to
communicate to the team the project changes under stressed circumstances.
Students are further asked to create another mind map to address project
change to the team using the ADKAR model and change management best
practices learned within the developed unit.

Appendix B (lecture slides 3-4) stresses the importance of project change
management and (lecture slides 10-34) summarizes the ADKAR modular
template. Growing statistics on accountability projects for technology is used to
demonstrate the importance of project change along with contributing factors that
lead to project failure. The ADKAR stages, Awareness, Desire, Knowledge,
Ability, and Reinforcement is defined in great detail within the note section of the
slides in conjunction with how the same model can be demonstrated when
addressing project change. This is also illustrated within the business case
assignment as a solution to address a project team on scope changes (refer to
Appendix F). The ADKAR model can be applied to any constraint changes of a

project such as time, cost, and quality; not just limited to scope. Prosci’s Change
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Management Methodology framework consist of three principles (Preparing for
change, managing change, and reinforcing change) which is also presented in
Appendix B (slides 35-38) to help illustrate how OCM can be used to manage
project change. The note section provides summary details of each principle
along with expected deliverables that should result as an output of the
framework.

The Socratic Method described by Moore (2005) is represented in
Appendix B (slide 15) to introduce best channel forms of communicating project
change. Students are asked for the most common form of communication to
begin open discussion. Another probing question is then asked based on the
student’s continued response; the example provided captures the student’s
reasoning and personal viewpoints. Once the instructor chooses a stopping
point for questioning, information within the slide is further presented on preferred
best practices for communicating change.

5.1CONCLUSION

This directed project demonstrated how mind maps can be used as an effective
tool to aid students in applying organizational change management principles to
project change management. The literature review (illustrated in Chapter 2)
provides examples on successful mind mapping exercises used to approach new
concepts in higher education. The created deliverables of unit material also
provide examples on how ADKAR stages and organizational change
management best practices can be communicated through mind maps to
manage project change. Due to these results, the researcher strongly believes

the introduction of tools like mind mapping software and the process framework
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of Organizational Change Management can improve a students understanding of

project change management.

5.2 Future Work
This directed project presents a case study for future efforts. To validate
the effectiveness of the produced material, experimental testing across
disciplines can be used within academic environments. The growing of
technology is limitless. Therefore, updated and continual research on both

industry and academic learning tools would be desirable.
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APPENDIX A

Unit Lesson Plan
Topic: Managing IT Project Change

Objectives: To maximize the student educational experience who bring an appropriate,
sincere effort and interest of the subject matter to the classroom.

This unit will provide students with the following:

1. Information on an Organizational Change Management (OCM) framework to
Approach project change
2. Understanding the importance of why project change management is needed.
3. Demonstrate knowledge of change management techniques using project
management tools to control PM constraints
- Microsoft Project
- OpenMind mind mapping software

Introduction: The primary objective of this unit is to provide students a rich and robust
learning experience on how to approach project change using organizational change
management best practices, tools, and techniques. This unit is structured around the
material found on change management using Prosci’s benchmarking report (2009) on
change management and M. Goncalves (2007) Change Management Concepts and
Practices Survival Guide. The unit material will be covered in class according to the
general course outline. The class will use actual business case study examples to get
hands on experience working as a project manager facing project change. The class will
also receive hands on experience working with a computer based project management
software package.

Resources: Mind Map video clips and PowerPoint slides
Procedure:

1. Use mind mapping video clip as an attention grabber to start lecture.

2. Explain how mind maps are a rising tool for both industry and academic
environments.

3. Ask students to mind map abstract key points of unit material presented when
discussed to capture conceptual understanding.

4. Ask students posing questions using the Socratic Method for student-teacher
interaction.

5. Present virtual summary mind map of unit material at the end of the lesson to
students and assign laboratory project once mind maps have been introduced.

Evaluation: Observe student participation and see if they actually incorporate mind
maps into note-taking practices. (In-class mind maps may even be collected at the end
of the lecture from students)
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Unit Objectives

Introduce Organizational Change
Management (OCM) framework
to approach project change

Understand the importance of
why change management is
needed

Unit
Objectives

Demonstrate knowledge of

change management techniques {Microsoft Project :
using project management tools ——
to control project management Mind Mapping Software :
(PM) constraints

Unit Objectives are as follows: [Read off the objectives. Emphasize the last
objective will be obtained through the assigning of real business case projects.
As the unit is covered, encourage students to incorporate mind maps to abstract
key facts of the information covered. As the instructor, you may choose to walk
around the classroom to evaluate the use of mind maps or simply collect notes at
the end of the lesson for observation. The instructor may also have students
break into groups after the presented lecture to combine mind mapping content].
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Technology Became the Most Active M&A
Sector During the Late 1990's

00t 28%
$12,000 1% 20%
1% .
10.000 s 2
10% ;
8.000 ! ¢
6.000 | '
4,000 4 3
2,000 4 ‘
|
o4 o . .
1996 1997 1998 1999 2000

11 Technology MSA Actvity
M Gilobal M&A Activity Not iIncluding Technology

S GO
BE Ot v The s wahn r—— T V——— WA S ——— . Ty

Figure 1.1
The U.S. spent 3.28 billion dollars on global change management and accountability
projects for technology in the year 2000 (roughly one-third of the total spent on
global change projects); this percentage still continues to rise.

(Goncalves, 2007)

Changes in IT projects often occur from new company processes or from the
development of a project itself. [Read statistic]

Change is not easy to engage and even more challenging when incorporated into
large businesses. Research presents two important principles to implement a
successful project change: 1) a structured management plan should be
developed and executed and 2) the implementation of change should be
communicated.

One solution to handling pressures and transformations of an organization, is to
increase in knowledge on what creates a successful project change. Good
organizational change management (OCM) attempts to avoid failure through the
use of effective communication, leadership commitment, and visual
transformation on projects along with the aligning of group expectations,
integrating teams, and in managing people training.
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Why Manage Change? Some Projects Fail To Succeed
When Change Occur Due To Contributing Factors
+ Should have communicated better
* Should have had more peopleinvolved

* Should have encouraged management to be more supportive and visible in
the project

* The project was undermined by managers/users who felt threatened by
the change

* Did not support the vision, or just plainly were resistant to the change
* Culture barriers
* Lackof change management expertise or best practices

* Employee uncertainty and fears (Whitten, 2010)

Some projects fail to succeed when change occurs due to various contributing
factors. [Read off contributing factors].
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When To Start Change Management Activities?

-Project initiation/ problem identification stages
* >60% said they should have started there
* <30% actually did

-Most did incorporate change before a new system design

was implemented (which is good)
* Usually during the system design phase

-11% waited until the system implementation phase
(whichis not good)

(Whitten, 2010)

Most project change should start in the initiation stage of the project life cycle.
However, this is not what necessarily happens across vast organizations. [Read
off bullet statistics to follow through]
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Prosci’s Key Principles

* Change management requires both an individual and an
organizational perspective

+ ADKAR presents an easy-to-use model for individual
change

* The 3 phase process gives structure to the steps project
teams should take

1. Preparefor change
2. Managechange
3. Reinforcechange

(Prosci, 2009)

Prosci is one recognized leader in organizational change management research
popularly used. There are three key principles that frame Prosci’'s Change
Methodology.

1) Change Management requires both an individual and an organizational
perspective

2) The ADKAR model is an easy-to-use model for individual change

3) The 3 phase process: preparing for change, managing change, and
reinforcing change gives structure to the steps a project team should take
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Change Management Requires Both An Individual And
Organizational Perspective

Individual Change Management

* Organizationsdon’t change themselves, individuals change them
* The success of a project relies upon each employee

* Effective change management requires understanding and an
appreciation of how one person makes a successful change

* Without an individual perspective, we are left with activities instead of
a goal or outcome to be achieved

(Prosci, 2009)

To approach project change, an individual and organizational perspective should
be considered. Individual change management focuses on how one person
makes a change successfully. Organizations change through the collective
change of individuals. The success of a project relies upon each employed
individual. Every employee has their on different way of doing things. Effective
change management requires both an understanding and appreciation of how
one person makes a successful change. Without an individual perspective,
activities are all that is left without an overarching idea of the goal or outcome to
be achieved.
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Change Management Requires Both An Individual And
Organizational Perspective

Organizational Change Management
* There are processes and tools that can be used to facilitate change

* Communication and training tools are often the only activities used
when no structure approach is applied

* Aprocess should be putin place to scale change management
activities

* Aprocess should be putin place on how to use the complete set of
tools available for project leaders and business managers

(Prosci, 2009)

While individual change management focuses on the understanding of how an
individual makes a successful change, organizational change management
focuses on understanding what tools are available to help individuals make
changes successfully. There are communication and training tools along with
processes that can be used to facilitate change. Communication and training
tools are often the only activities used when no structure approach is applied. A
process should be put into place to scale change management activities and
instruct project and business leaders on how to use the complete set of tools
available.
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Prosci Integrates Individual And Organizational
Change Management For Successful Change

Change Management Tools ADKAR phases of change

Awareness

e >

Sponsor Roadmap

Coaching
---
Management
/"—’/- el
/_,—'/ _— -
C:'_'___

(Prosci, 2009)

9

The development of change management tools in Organizational Change
Management (OCM) process and phases of individual change described by the
ADKAR model represents Prosci’s methodology of assessing effective change.
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ADKAR'’S Easy-To-Use Model For
Individual Change

Phase Strategy Activity Project Success . .
ADKAR Principles:
Awareness Assess change Commnamication Omtime; On
budget
Desire Assess Sponsorship Achievement of -AW areness
organization business
objectives .
-Desire
Enowledge Assesssponsor  Training Lower costs;
i model ° Increased 'KnOW|Edge
revenue
. _ _ _ -Ability
Ability Assessnisksand Coaching Increased qualiy
challenges of service .
-Reinforcement
Feinforcamernt Develop special Pesistance Higher morale
tactics management
(Prosci, 2009)

Prosci introduces Awareness, Desire, Knowledge, Ability, and Reinforcement
(ADKAR) principles and methodologies as a process improvement tool to
manage individual change. Each ADKAR stage assesses a strategy and activity
type to deliver expected project results. The ADKAR model can be used to
address project change as it does for organizational change. Anytime a project’s
constraints (scope, time, quality, costs) changes, the same model stages can be
used to address a project team on the need for the project change.
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STAGE 1:
BUILDING AWARENESS
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Building Awareness

— Develop effective communication to the business
organization the consequences and risk of not
changing

— Sponsor the change effectively

— Initiate managers and supervisors to be effective
coaches during the change process

— Provide employees with ready access to business
information

{Whitten, 2010)

Awareness is the first stage of the ADKAR principles. This is the phase where
one must define why the change is needed, the risk of not changing, why the
change is currently proposed now instead of later, who is affected by the change,
and what is currently wrong with the existing process. In this phase a leader will
experience pro and con attitudes. When a project’s constraint changes, it is
important to build awareness.

For example, if a stakeholder changes the scope of a project, the reason for the
change needs to be addressed; e.g. budget issues, lack of resources, client
need.

The project manager should sponsor the change effectively and inform everyone
involved on the project about the project change as soon as possible.

The project manager should also appoint forefront managers and supervisors
that are respectable leaders, to be effective coaches during the project change.
Leaders can serve as coaches as well as provide ready access information to
employees in regards to the project change.
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Building Awareness Engagement

* |Individual views of the current state

* Individual perceptions of the problems that are
motivating the planned changes

* Credibility of the sender

* Misinformation and rumors

(Whitten, 2010)

Remember when promoting project change, all constraints such as scope, time,
guality, and costs can be affected variables. It is important to acknowledge
individual views of the project’s current state and perceptions of the problems
that are motivating planned changes in the awareness stage. The credibility of
the sender (person delivering project change) is also important and can vary
based on the individual. The awareness phase is also the best time to clear up

misinformation or rumors of why the project change is needed.

Awareness Presentation Reaction Examples:

‘We'’ve heard all this before.”

“This is just another attempt to reduce costs.”

“OK, we need to change to remain competitive.”

“OK, we are losing business because our product costs more than the
competition.”

-Professor J. Whitten
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Tactics For Building Awareness

Tools & Techniques A D K A R
——=> Activity

Communications

Sponsorship

X X
Coachin
9 X x x x
Resistance
M t
anagemen x
Training X X

(Prosci, 2009)

Communication, sponsorship, coaching, resistance management (managing the
people resistant to change through project evaluation), and training are all tools
and techniques that can be used enlisted under ‘Activity’ within the ADKAR
model. Ready access to business and/or technology implemented information,
effective communication, effective sponsorship and coaching by managers and
supervisors all help build awareness as illustrated.
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Forms of Communication

* Face-to-face

* Group meetings (large or small)
*  Email

* Intranet

* Executive presentations

*  Workshops

* Phone conferences

* \oice messages

* Postersand banners

* Memos and letters

= Videos

* Social events

* Flyers

* Video conferences (Whitten, 2010)

* Demonstrations

There are various forms of communication channels to deliver project change.
[Ask students which is commonly used to communicate today from the bulleted
list e.g. 1) Q: What is the most common communication tool used within a
business environment? A: Email 2) Q:When shouldn’t you use email to
communicate information? A: When the tone of the email can be considered
unclear. 3) Q: Can you explain your reasoning? A: For example, addressing a
statement made that you don’t agree with that might come off as offensive rather
than concerned to someone of a different (business or ethnic) culture. 4) What is
an alternative form that can be used in place of email? A: Phone 5) What if the
time zone or the sender’s schedule availability is not convenient to meet via
conference call, etc.] Although email is most commonly used, Prosci’s Best
Practices concludes face-to-face and verbal communication is the most effective
depending on what the message is. It is important to identify and determine
which message would be most appropriate for your audience by:

1) Determining what types of communication will be most effective (this could
vary by age groups, department cultures, and type of message)

2) Determine when is the best time to send message
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3) Make note of what channels have been most or (least) effective in the past
before addressing your audience

After collecting responses to the following questions, it is then necessary to:

1) Identify preferred senders (maybe a high-level respectable supervisor over an
equivalent level co-worker)

2) Execute the plan (getting the message out there)

3) Follow-up as necessary (to monitor the action behind the message)



61

APPENDIX B

Why Verbal Communication Over
Written Communication

* Not everyone reads their emails, letters, memos, etc.

* Interpretation between what receiver reads versus what
the sender thinks and actually writes is sometimes
misunderstood

* Many times the author of the message is not the sender

* Tone and body language can’t be seen through written

communication
(Whitten, 2010)

Verbal communication is more effective than written communication for these
reasons:

1)

2)

3)

4)

Not everyone reads their email, letters, memos, etc.

The interpretation between what the receiver reads versus what the
sender thinks and actually writes is sometimes misunderstood; this leaves
less room for clarification

Many times the author of the message is not the sender or the person
calling the action; just the message deliverer

The tone and body language the author uses cannot be communicated
through written communication
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Project Change Initiator

* The project change initiator is the spokesperson for the change
rationale

- Normally does NOT have people supervisory responsibilities
- Coaches identified sponsors of change

* |dentified sponsors (managers and coaches with supervisory
responsibility over a department or organization) should be
trained to

- Stay engaged with project team through the change
- Stay engaged with the community to be impacted by the change
- Build the sponsorship coalition of managers and coaches

- Communicate directly with employees
(Whitten, 2010)

Project change initiatives should be recommended by the change management
leader. Although the change management leader or specialist performs as a key
role in change initiatives, this person normally does not have people supervisory
responsibilities. While a junior or senior level project manager can be appointed
as a change leader to aid project teams in meeting business, schedule, or budget
objectives, an outside specialist is recommended to deal with the people
perspective of change to minimize employee resistance and engagement. This
person coaches sponsors and forefront supervisors into delivering project
change plans. [Read 2" bullet and the lists that follows]. Managers and
supervisors must build the awareness of change themselves and then think
through impacts of change on an individual before presenting awareness of
change.
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STAGE 2:
CREATING DESIRE
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Creating Desire

Change initiators create the desire to change and should
participate in the change.

Desire is personal influence and addresses:

.

The nature of the change

The organizational context of the change

Each employee’s personal situation

Eachindividual's personal motivators

(Whitten, 2010)

Everyone has their own personal view of the recommended change. So as a
change leader, a desire to change must be employed during this phase along
with leader participation. Many may commonly mistake the ‘awareness’ phase to
imply desire. However, this phase focus more on the expected questions of
“‘What's in it for me?”, “Is this an opportunity for me to rank higher in position?”, or
“Will this change serve as a threat to my job?” Desire is personal influence and
addresses [read bulleted list]
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Attributes That Motivate Individuals

* Desire to help others

* Desire to make a difference

* Avoidance of pain/obstruction (paycut orjob loss)
* Desire for recognition

* Respect

* Advancement (promotion)

* Power (higher ranked position)

* Financial security
(Whitten, 2010)

There are inherent attributes that motivate individuals [Read bulleted list].
Voluntary participation is sometimes achieved when any of the above can be
accomplished as a personal motivator from employees.
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Creating Desire Is All About Power And Authority

1. Effectively sponsor the change with
employees

2. Equip other managers and supervisors to
become change leaders

w

. Assess risk and anticipate resistance

P

Engage employees in the change process

5. Align incentive programs

(Whitten, 2010)

There are ethics the change leader should follow throughout the project change
process:

1) Effectively sponsor the change with employees. Some employees can figure
out how to change, other employees might have to be shown the way.

2) Equip other managers and supervisors to become change leaders. lItis
necessary for managers and supervisors to be trained about the change through
either effective group or one-on-one conversations. Employees usually go to
their immediate supervisor or manager for any questions or concerns, and for
this reason, leaders need to be prepared for any employee inquiries about the
change.

3) Assess risk and anticipate resistance. Evaluate the scope of change, groups
affected, number of employees in each group, the degree of change (process,
role, technology), impact of past changes, etc.

4) Engage employees in the change process. Always keep the organization
involved of changes, especially if the group is affected as the result of change.
Too, this helps gather insight about how the culture responds to change.

5) Align incentive programs. Is there any impact of compensation involved or
other measurable incentives?
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Tactics For Creating Desire

Tools & Techniques A D K A R
——> Activity
Communications X
Sponsorshi
i x /x| x
Fo
Coachin
= X ’ X ’ X X X
n | |
Resistance | ]
Management X
Training X X

(Prosci, 2009)

Sponsorship, coaching, and resistance management are all used to help create
desire as illustrated and discussed in the ADKAR model.
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STAGE 3:
DEVELOPING KNOWLEDGE
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Developing Knowledge

* Assess each individual’s current knowledge
and skills

* Capability of each individual to learn
» Resources available for education and training

* Access to or existence of the required
knowledge

{Whitten, 2010)

It is important that the change management leader, the project manager, delivers
the needed knowledge to staff so that they may perform change as well as
sustain it. This phase includes training of skills as well as behavioral changes. If
new technology or software is needed for the change, workshops or tutorials in
using technology should be incorporated. If there is an increase of responsibility
and accountability of staff duties, this would be the stage the change leader
would address to all involved in the change as well. Developing knowledge
addresses [Read the bulleted lists]
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Tactics For Developing Knowledge

Tools & Techniques A D K A R
—— Activity
t
Communications X
Sponsorship X X X
Coachin /
- X 3| [Fe3e ol 3¢ X
Resistance
Management X
Training X X

(Prosci, 2009)

Coaching and training are both used to help develop knowledge as illustrated in
the ADKAR model.

Tactics used include:

1) Effective training and education programs; which should not be mistaken as
interchangeable. Training is not equivalent to education. Training
focuses on hands-on demonstrations and education focuses on readings,
lectures, seminars, and other similar learning aids.

2) Job aides; resources, tutorials, and tools available within the work
environment (both software and hardware)

3) One-on-one coaching (training coach or an experienced fellow co-worker)
4) User groups and forums; forums are useful for employees to teach one

another in larger groups and user groups are for post-implementation
support to reinforce learning such as the ‘help desk’ within organizations.

70



APPENDIX B

STAGE 4:
FOSTERING ABILITY
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Fostering Ability

Psychological blocks

Physical abilities

Intellectual capability

Time available to develop needed skills

Availability of resources to support skill
development

(Whitten, 2010)

During this phase, the ability to implement change must be displayed. This
includes displaying the ability to acquire the intended level of performance for the
change too. Proficiency or ‘talent’ is the emphatic key. A skill can be taught, but
that does not necessarily imply the talent is there to execute performance, even
though the process is known to get there; in essence, knowledge alone is not
good enough. Tools and materials, coaching support, and access to mentors
should be expressed and presented in this phase. To demonstrate the ability to
carry out change, [Read bulleted lists] should all be addressed.
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Fostering Ability

* Knowledge does not infer ability
» Ability = f (Knowledge)

* There is a possibility that training or
knowledge development could be insufficient

(Whitten, 2010)

Knowledge does not infer ability. Knowing how to do something and actually
having the capability to do that thing is completely different. Ability is a function
of knowledge. Some will catch on fast and get it, while others may require more
time. Too, there is a possibility that training or knowledge development could be
insufficient. Training could be poorly designed or there could be a lack of
awareness and desire for the need to change.
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Tactics For Fostering Ability

Tools & Techniques A D K A R
——> Activity
ti
Communications X
Sponsorship X X X
Coachin
9 X X X x| X
Resistance “ 'i
Management X “ |
Training X \ X/

(Prosci, 2009)

Coaching and training are both used to help foster ability as illustrated in the
ADKAR model.

Tactics used include:
1) Fostering the day-to-day involvement of supervisors

2) Providing access to subject matter experts; an expert in the prospective
change which includes the use of any new technology or software

3) Implement programs for performance monitoring [Can use an example of how
you get evaluated for your job]

4) Provide hands-on exercises to reinforce training
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FAQ’s For Fostering Ability

* |s it possible that poor performance (or ability)
is actually disguised as resistance to change?

* What do you do with employees who cannot
perform with acceptable throughput or
quality of the new system?

(Whitten, 2010)

Two main frequently asked questions should come to mind when dealing with
change [Read bulleted lists]. It is possible for poor performance to be disguised
as a resistance to change. However, it is up to the head supervisors and
managers to decide the consequences to both questions; not the change initiator
or leader. In most cases, if an employee is not willing or not able to maintain job
responsibilities after personal training or coaching, they get released after a
warning or confrontation meeting.
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STAGE 5:
REINFORCING CHANGE
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Reinforcing Change

Degree to which reinforcement is meaningful
to the person impacted by the change

Association of the reinforcement with actual
demonstrated progress or accomplishment

The absence of negative consequences

Accountability systems to reinforce change

(Whitten, 2010)

This is the last phase of the ADKAR model where overall success should be
noted along with sustaining the new processes and resistance. To ascribe
meaningful reinforcement, the person receiving the changes and witnesses of the
change must be respected. Reinforcing change addresses the [Read bulleted
list]. This is also a good phase to give optional rewards whether it’s financially,
socially, or responsibility based. Some team members ideas of a reward might
be valued differently, so creative incentives are not obligatory, but definitely
recommended to let members of the team know their appreciation is valued.
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Tactics For Reinforcing Change

Tools & Techniques A D K A R
——=> Activity
Communications X
Sponsorship X x /%
]
Coachin \ [
2 X X X X X/
Resistance
Management X
Training X X

(Prosci, 2009)

Sponsorship and coaching are both used to help reinforce change as illustrated
in the ADKAR model. Once change is complete, it is imperative that steps
continue to be followed for communicating project change. Both managers and
supervisors should share responsibility for celebrations and recognitions as a
result of successful project change. This is an appropriate phase to give rewards
to those who helped make change possible. This is also the stage where the
change initiator or leader should gather feedback from employees of the process
and results implemented, conduct audits, implement performance measures, and
build accountability mechanism before celebrating successes.
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Rewards Of Change Completion

* Events
- Stress relief events
*Company dinner, lunch, or happy hour
*Company outing to a sports event
(after key milestones or the end of a project)

*  Gifts
- Things of value or token of appreciation
*Appreciation certificates
*Trophy or name added to a “wall of recognition’

= Monetary Value
*Bonuses
*Performance based incentives (raise)

-Rewardsdepend on the size of the project; small project change is not done like this.

(Whitten, 2010)

Rewards can be socially, financially, or responsibility based. Every employee is
different. Not everyone wants just monetary rewards. Before recognition of
rewards is issued, be sure the reward is relevant to the recipient (find out his or
her reward preference). [Ask students what would be their reward preference
under various circumstances; e.qg. if already paid well, and money isn’'t any
greater of a reward than what you’re already making as a salary, what would be
your preferred incentive?] Rewards can fall into the types of categories: events,
gifts, or monetary value. Events can be used as a stress relief reward after the
end of the project or a key milestone. This type of reward can be a company
expense paid dinner, lunch, or happy hour (rare), or outing. Gifts could be used
as things of value or a token appreciation for achieving success such as
appreciation certificates, trophies, or any other types of recognition. Monetary
value is another reward option that could be used such as bonuses or a
performance raise. Small project change is typically not rewarded like this.
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The 3 Phase Process Gives Structure To
The Steps Project Teams Should Take

1. Prepare for change
2. Manage change

3. Reinforce change

{Prosci, 2009)

The three phase process gives structure to the steps project teams should take
when approaching change:

1) Prepare for change,
2) Manage change,

3) Reinforce change.
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Phase 1: Preparing For Change

Define your change
management strategy

>

Prepare your change
management team

o~

Develop your
sponsorship model

an organizational attributes profile team structure and roles

a change management strategy
SRR ; sponsor assessments
a change characteristics profile

Copynght Prosci 1996-2010
Prosci is a registered trademark

Contact Prosci

emad

phone: 970-203-9332 or 800-700-2831
1367 S. Garfield Ave

Loveland. CO 80537 USA

Preparing for change is the first phase in Prosci’s methodology. It provides
awareness of why and how much of the change is needed. The following steps
should be performed in phase 1 [Read off steps in figure]. As an output, a
change characteristics profile and an organizational attributes profile should be
created, a change management strategy should be developed, team structure
and roles should be produced, and sponsor assessments should be defined as
relevant deliverables.
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Phase 2: Managing Change

Develop change
management plans

o

Take action and
implement plans

communication plans a sponsor road map
coaching plans
training plans
resistant managementplans

Copynght Prosci 1996-2010
Prosci is a registered trademark

Contact Prosci

emad

phone: 970-203-9332 or 800-700-2831
1367 S. Garfield Ave

Loveland. CO 80537 USA

Managing change is the second phase in Prosci’s methodology. It's centered
around developing plans needed to make the change happen. The following
steps should be performed in phase 2 [Read off steps in figure]. As an output,
communication plans, training plans, coaching plans, resistant management

plans and a sponsor road map should all be defined as relevant deliverables to
push out change.
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Phase 3: Reinforcing Change

Collect and analyze
feedback

>

Diagnose gaps and manage
resistance

9

Implement corrective actions
and celebrate successes

reinforcementmechanisms
individual recognitions

compliance audits

change review .
success celebrations
group recognitions

Copynght Prosci 1996-2010
Prosci is a registered trademark

Contact Prosci

emaidl

phone: 970-203-9332 or 800-700-2831
1367 S. Garfield Ave

Loveland. CO 80537 USA

Reinforcing change is the last phase in Prosci’'s methodology. It's often
overlooked but needed to develop plans to sustain change. Usually measures
and mechanisms are developed by the project team in this phase to ensure
continued change is maintained. The following steps should be performed for
phase 3 [Read steps in figure]. Once steps are complete, reinforcement
mechanisms, compliance audits, change review, individual recognitions, group
recognitions, and success celebrations could all serve as output deliverables.
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Benefits Of Using Organizational Change
Management For Project Change

* Quicker Return of Investment, ROl (or equivalent)
* Expedited attainment of productivity goals

* More clearly defined roles, responsibilities, & behaviors to project
change

* Reduced resistant

* Reduced re-training and support
(Whitten, 2010)

There are probable benefits of using OCM framework.

Identifying the need for a project change early and properly managing the
change can lead to a quicker return of investment and expedited attainment of
project goals; this can especially be done if a suggested change is made that can
reduce the costs of resources and/or the amount of time spent on a specific
milestone or project deliverable.

Once a project change is made, team members need to be aware of their newly
defined roles if responsibilities have increased. The project manager and
forefront leaders need to also be aware of any negative behaviors from members
of the team that might lead to resistance; if resistance occurs, consequences of
jeopardizing the project change needs to be communicated to the team member.

Managing project change early-on also reduces retraining and support needed
during the knowledge and ability stages of ADKAR; this way project change can
be made and sustained as a team through the right sponsorship, coaching, and
mentoring support.
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UNIT SUMMARY

as an organizational business change
initiative

Project change should be positioned ‘

Make the necessary investments to
manage change by planning,
communicating, and training your team

Introducing "OCM’ to
Approach Project Change
) ¥

Create a forefront of well respected change
leaders throughout all departments to
manage project change

using OCM .ADKAR model, and
incorporate it throughout all project life

cycle phases change impact and proactively deal with

[ Make rapid decisions and stick to them }
resistance

[ To become successful, commit resources to ]

‘Every person is a change agent — Change is too important to leave to only the
experts; each individual’s personal mind set and mastery are the ultimate
tools for change.’

-Marcus Goncalves
Change Management Concepts and Practice (2007)

The following OCM guidelines were covered and should be considered when
addressing project change:

1) Project change should be positioned as an organizational business change
initiative; change is bound to happen when incorporating new technology into
an organization

2) Create a forefront of well respected change leaders throughout all
departments to manage project change; the change delivery to a project team
is important, but the person delivering the message is just as important also.
Make sure the change initiator/s is pro-change, passionate about the change,
and well respected (e.g. supervisor or high-level executive)

3) To become successful, commit resources to change impact and proactively
deal with resistance; ensure resources are available to a staff or team to
demonstrate the ability to manage change with the necessary equipment,
sponsorship, and coaching. Analyze those who are resistant and act
accordingly to minimize project change failure.

4) Make rapid decisions and stick to them using OCM -ADKAR model, and
incorporate it throughout all project life cycle phases.

5) Make the necessary investments to manage change by planning,

communicating, and training your team
(Whitten, 2010)
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,, Suggested Resources

* Change Management: The People Side of Change

* ADKAR:A Model For Change In Business, Government,
And Our Community

* Change Management Concepts And Practices
* Free-Tutorials (in the web based learning center)
www.change-managment.com

In support of the material covered, the following literature is suggested [Read off
bulleted lists]



APPENDIX B

87

References

Goncalves, M. (2007). Change Management: concepts and practice. (ix, 126p). New York: ASME
Press.

Hiatt, J. (2006). ADKAR: a model for change in business, government, and our Community: How to
Implement Successful Change in our Personal Lives

and our Professional Careers. Prosci Research Publications.

Prosci's Best Practices in Change Management. (2009 ). Retrieved from http://www.change-

management.com/best-practices-report.htm

Prosci’'s Change Management Methodology — Change Management Process and Model. (2009).
Retrieved from http://www.changemanagment.com/change- management-process.htm

Whitten, J. (2010). Unit 5 ADKAR Methodology. Retrieved From Lectured Notes
Online Website: blackboard.purdue.edu/webct/urw/Ic8056011 .tp0/cobaltMainFrame.dowebct
http://www.change-management.com/best-practices-report.htm




APPENDIX C

88

Created By: Mikaela Nweke




APPENDIX C

THE BRIEF HISTORY OF MIND MAPS

Mind maps defined

-a diagram used to represent tasks, strategies, or
other ideas linked to express a centralized idea

* Origination of mind maps claimed by Tony Buzan in
the late 1960’s

* Mind maps are used to:

- enhance learning
-brainstorming
-memory

-problem solving
(Cleland & Gareis, 2006)

Mind maps are diagrams used to represent tasks, strategies, or other ideas
linked to effectively express a centralized idea or keyword. In project
management, this centralized idea can serve as the resolution, deliverable, or
organization. Theoretical concepts of mind maps date as far back to eighteen
centuries ago and is arguably claimed by a British psychologist named Tony
Buzan. Mind maps are used across disciplines in both industry and academic
environments to [Read bulleted list following]. Mind mapping employs the full
range of cortical skills (e.g. word, image, number, color, rhythm, and spatial
awareness).

89
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.‘,.- ‘N""‘O a¥

Wﬁ How To Make Ny
W

Mind Maps :

-Traditional Mind Maps

1. Usea blank, unlined paper
2. Startmap construction with a centralized keyword, topic, or goal
3. Branch out topic with contextual words that help contribute to centralized idea

-Virtual Modern Mind Maps

1. Select Create New Mind Map using software

2. Clickin white work space to start map construction with a centralized goal or
solution

3. Branch out topic with steps to approach the goal or solution by selecting the 'Add'
or ‘Subtopic’ button within toolbar

4. Use the ‘Map Marker’ or ‘Recommendation’ box (normally listed off to the right
side of a map) to assign priorities, colors, deadlines, tasks to person/s, images , task
completion percentage, notes, etc.

Creating Mind Maps

(Buzan, 2000)

There are two types of mind maps that exist: Traditional Mind Maps and Virtual
Mind Maps. However when constructed, both maps follow the same concept;
one is just created with paper and pen while the other is created with software. A
mind map is usually constructed with the start of a word centered in the middle of
a page and then further branched off into contextual words and concepts. To
create a traditional or virtual modern mind map, the creator must start with the
following steps listed ****[Instead of reading numbered list, please visit ‘Creating
Mind Maps’ link <http://vimeo.com/7326217> to show students YouTube clip of
mind map fundamentals, laws, and techniques which is 4:06 minutes
long]****The original intentions of mind maps were to serve as a way to jot down
thoughts, also known as ‘rough notes’. Mind maps didn’t entail hierarchical and
sequential structures until later stages which is where virtual mind mapping
comes in. The first video clip we will watch is going to illustrate how to construct
a mind map along with the major concepts and laws of mind mapping.
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MINDMAPPING SOFTWARE

Popular software products used to support the creation of mind maps
-Mindjet Mind Manager 8.0/9.0
-Free Mind/Open Mind (*enterprise tool used by Purdue University)

Mind mapping software allows:

* Anindividual to organize and present information to others as a
form of communication

* Capture abstract facts and reduce massive information

*» Aidlearning, conceptual understanding, and memory retention for

visual learners
(Beel, Gipp, & Stiller, 2009)

Mind Mapping Technigues in Business & Personal Life

Freeware and proprietary software tools exist to support the creation of mind
maps. The most popular ones such as Mind Manager and Free Mind averages
about 1.5 million users to 150,000 downloads a month. A virtual map is an
innovative form of sharing ‘virtual landscape’. It is also one of the most productive
techniques used to help [Read the bulleted list] Let's take a minute to exhibit the
mind mapping techniques used in both business and personal life ***[Please visit
YouTube clip, ‘Mind Mapping Techniques in Business & Personal Life’
<http://www.youtube.com/watch?v=c8TPpV3Fan4&feature=channel> provided at
the bottom of the slide which is 1:52 minutes long]***
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MIND MAPS USED IN PROJECT
MANAGEMENT PROFESSIONS

Mind Map Structures:
* hierarchical

» free-form =

SharePoint Project
Development o Closs

Specific Mim 1: Workihops and

Infusing Schence and
Research into the Dental
Sehool Curriculum at OHSU

Specific Aim § Faculty ennchment
5| programs i science and research

= Bvalsation

Princpals & {Lamont 2009; Makar, 2009)

Mind mapping software allows the user to create both hierarchical and free-form
structures for organizing thoughts as shown. A free-form map should be used for
collaborating ideas on a project (the map displayed in the bottom left corner)
while a hierarchical map (the map displayed in the upper right corner) should be
used as a frame working template to present managed projects. Portfolio
management, governance, and the selection phases of the project management
life cycle can all be facilitated with mind mapping tools. Mind maps have also
been used for change management kickoff stages and mid project review
checkpoints as well.
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MIND MAPPING TOOLS
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(Makar, 2009)

Here is an example of common mind mapping tools. Assigned icons, colors, and
map markers can be applied to any process or task of a project to label task
completion, priorities, budget awareness, status of deliverables, checkpoints,
issues, and ‘traffic light statuses’ as displayed. The task priorities tool (encircled
numbers) allows the user to rank a task according to deadline, the task complete
tool (shaded time boxes) allows a user to mark the completion of a task, the
resources tool allows a user to assign a role or name to the task, the flags tool
allows a user to capture issues, and traffic light statuses of tasks can be set
using fill colors. The mind map alongside these tools utilizes all of the markers
enlisted to communicate project feedback, users within the project, and to display
dependencies of tasks.
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MATE W AN

OpenMind 2 ..o instruction

To begin OpenMind Mind Map tutonal, please follow the instructiona steps listed

below.

1. Select the [START] menu and choose [OpenMind 2.0.] application.

2 A pop-up dialog box should display. Select the [New Document] option.

4. Ancther dialog box should then display with 2-tab options, ‘New Map’ and
‘Terplates’. (Take the time to familiarize yourself with the fedured free-form
hierarchical, and outline mind maps listed under the [New Mapj tab. Do the
same with the business, education, personal, and project management

features isted under the [Tenplates] tab as well.)

om

After browsing, Select [Help] fromthe toolbar menu followed by [MatchWare

on the Web], [MatchWare Home Page].

o«

Under the ‘Products’ tab, find which version of software the 1ab contains.

Once found, select the [Learn More] linktothe night of the enlisted product

~

Seled [Tutorials] within the left hand colurm underneath the ‘Home' tab and

complete all 5 brief training modules exhibited.

L]

Once you have completed the video training, recreate ‘Introducing OCM to
Approach Project Change Management’ summary mind map slide for hands

on practice.

Laboratory Instruction Assignment

[Direct students to lab exercise] To familiarize yourself with mind mapping
technology for upcoming projects, please refer to the laboratory instructional

exercise.
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Introducing Organizational Change Management For Project Change Management

[SAMPLE EXAM]

1) Which form of communication is the best option to communicate change?

2)

3)

4)

moow>

Face-to-face
Intranet

Email

Mind Maps

None of the above

Which tools and techniques should be used for building awareness?
Choose all that apply.

moowp

Communication
Coaching

Sponsorship

Resistant Management
Training

Prosci recommends 3 phases that give structure to the steps project
teams should take. Which is not a process?

A.

mo oW

Prepare for change
Initiate change
Reinforce change
Manage change
None of the above

What does the acronym ADKAR stand for?

moow2

Ability, Desire, Knowledge, Awareness, Reinforcement
Advise, Desire, Knowledge, Address, Reinforcement
Awareness, Desire, Knowledge, Ability, Reinforcement
Address, Design, Knowledge, Ability, Reinforcement
Awareness, Desire, Knowledge, Advise, Reinforcement
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5) Which tools and techniques should be used to build desire for project
change? Choose all that apply.

6)

7

8)

moow2

Coaching
Communication
Sponsorship

Resistant Management
Training

How much did the U.S. spend on global change management and
accountability projects for technology in the year 20007

moow2

3.28 million
3.28 billion
1/2 of the total amount spent for change management globally
1/3 of the total amount spent for change management globally
3.27 billion

Some projects fail to succeed when change occur due to which
contributing factors? Choose all that apply.

moowy

Culture barriers

Should have communicated better
Employee uncertainty

Employee fears

All the above

Change management activities should start doing which project
management phase?

moow>

Initiation
Execution
Planning
Implementation
Controlling
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9) Which of the following are factors of individual change management?
Choose all that apply.

A.
B.
C.
D.

E.

Organizations don’t change, individuals do

The success of a project relies upon each employee

Effective change management requires understanding and an
appreciation of how one person makes a successful change

Without an individual perspective, we are left with activities instead of a
goal or outcome to be achieved

Answer choices A, C, and D

10) Which of the following is NOT a factor of organizational change
management? Choose all that apply.

A.
B.

Only effective training and tools should be used to facilitate change
Communication and training tools are often the only activities used
when no structure approach is applied

. A process should be put in place to scale change management

activities

. A process should be put in place on how to use the complete set of

tools available for project leaders and business managers

11) All of the following are change management tools except

Communication

. Coaching

. Resistance Management
. Reinforcement

. Training

12) ADKAR principles consist of _ phases

moow»
RN R
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13) The awareness phase of ADKAR addresses all of the following except

moow»

Why the change is currently proposed now instead of later
Who is affected by the change

What is currently wrong with the existing process

The power of the change initiator

Why the change is needed and the risk of not changing

14) Change initiators create the to change and should participate

in the change.

moow

Awareness
Desire
Knowledge
Ability

All of the above

15) Verbal communication is considered more effective than written

communication for which of the following reasons? Choose all that apply.

A.
B.

moo

Not everyone reads their emails, letters, or memos

Interpretation between what receiver reads versus what the sender
thinks and actually writes is sometimes misunderstood

Many times the author of the message is not the sender

Tone and body language can’t be seen through written communication
All of the above

16) What is the fourth phase of the ADKAR model?

moowz

Ability

Desire
Knowledge
Awareness
Reinforcement

17) The change initiator is normally responsible for all of the following except

moowz

Align incentive programs

People supervisory responsibilities

Equip other managers and supervisors to become change leaders
Assess risk and anticipate resistance

Engage employees in the change process



100

APPENDIX D

18) Which tools and techniques are used to develop knowledge and foster
ability for project change? Choose all that apply.

moow2

Coaching
Communication
Sponsorship

Resistant Management
Training

19)Knowledge does not infer ability. Ability is the function of what?

Ability = f ( )

moow

Skills

Knowledge

Willingness

Desire

Answer choices A, C, and D

20) Which tools and techniques are used to reinforce change? Choose all
that apply.

Coaching
Communication

. Sponsorship
. Resistant Management
. Training

21) Financial security, promotional advancement, and recognition are all

attributes that motivate individuals under which phase of the ADKAR

model?

Ability

Desire
Knowledge
Awareness
Reinforcement
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22) Training or knowledge development could be insufficient due to

Poorly designed training
Lack of awareness

Lack of desire
Inadequate Sponsorship
All of the above

moow»

23) All of the following are outputs of the phase two process for managing
change EXCEPT

Sponsor road map

Compliance audits

Training plans

Coaching and Communication plans
Resistant management plans

moowz

24) Which are outputs of the phase one process in preparing for change?

A. change characteristics profile, sponsor assessments, produced team
structure and roles, organizational attributes profile, and change
management strategy

B. change review, organizational attributes profile, change management
strategy, produced team structure and roles, and sponsor
assessments

C. training plans, communication plans, coaching plans, resistant
management plans

D. Answer choices A and C

E. Answer choices A, B, and C

25) Which of the following are outputs of the phase three process for

reinforcing change? Choose all that apply.

Reinforcement mechanisms
Compliance audits

Change review

Individual and group recognitions
Answer choices A and B

moow»
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26)The change initiator should do all of the following EXCEPT

moow»

Foster the day-to-day involvement of supervisors
Implement programs for performance monitoring
Confront employees directly that are resistant to change
Provide hands-on exercises to reinforce training
Provide access to subject matter experts

27) By contrast, what has proven to be the most effective channel ?

moowz

Video

Conference calls
Face-to-Face
Email

None of the above

28) Job security, skills related to planned changes, and loss of power and

control are all primary concerns and reasons employees/managers are

moowp

in favor of change.
resistant to change.
in support of change.
both Aand C

none of the above

29) Mechanisms used to keep change in place are part of which ADKAR

phase?

30)

moowz

Awareness
Ability
Reinforcement
Desire
Knowledge

defines change happens one person at a time, and address

the existence of processes and tools that can be used to facilitate change.

moow»

Organizational Change Management
Project Change Management
Individual Change Management
ADKAR modular template

Both A and B
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Introducing Organizational Change Management For Project Change Management

[ANSWER KEY]

1) Which form of communication is the best option to communicate change?

2)

3)

4)

A.

moow

Face-to-face
Intranet

Email

Mind Maps

None of the above

Which tools and techniques should be used for building awareness?
Choose all that apply.

moowzr

Communication
Coaching
Sponsorship
Resistant Management
Training

Prosci recommends 3 phases that give structure to the steps project
teams should take. Which is not a process?

A.

moow

Prepare for change
Initiate change
Reinforce change
Manage change
None of the above

What does the acronym ADKAR stand for?

moow>

Ability, Desire, Knowledge, Awareness, Reinforcement
Advise, Desire, Knowledge, Address, Reinforcement
Awareness, Desire, Knowledge, Ability, Reinforcement
Address, Design, Knowledge, Ability, Reinforcement
Awareness, Desire, Knowledge, Advise, Reinforcement
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5) Which tools and techniques should be used to build desire for project
change? Choose all that apply.

6)

7

8)

moow2

Coaching
Communication
Sponsorship
Resistant Management
Training

How much did the U.S. spend on global change management and
accountability projects for technology in the year 2000?

moow2

3.28 million
3.28 billion
1/2 of the total amount spent for change management globally
1/3 of the total amount spent for change management globally
3.27 billion

Some projects fail to succeed when change occur due to which
contributing factors? Choose all that apply.

moow>

Culture barriers

Should have communicated better
Employee uncertainty

Employee fears

All the above

Change management activities should start doing which project
management phase?

moow>

Initiation
Execution
Planning
Closing
Controlling
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9) Which of the following are factors of individual change management?
Choose all that apply.

A.
B.
C.
D.

E.

Organizations don’t change, individuals do

The success of a project relies upon each employee

Effective change management requires understanding and an
appreciation of how one person makes a successful change
Without an individual perspective, we are left with activities
instead of a goal or outcome to be achieved

Answer choices A, C, and D

10) Which of the following is NOT a factor of organizational change
management? Choose all that apply.

A.

Only effective training and tools should be used to facilitate
change (Should read processes and tools should be used to
facilitate change)

Communication and training tools are often the only activities used
when no structure approach is applied

. A process should be put in place to scale change management

activities

. A process should be put in place on how to use the complete set of

tools available for project leaders and business managers

11) All of the following are change management tools except

Communication

. Coaching

. Resistance Management
. Reinforcement

. Training

12) ADKAR principles consist of ___ phases

moow»
TR WN PR
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13) The awareness phase of ADKAR addresses all of the following except

moow»

Why the change is currently proposed now instead of later
Who is affected by the change

What is currently wrong with the existing process

The power of the change initiator

Why the change is needed and the risk of not changing

14) Change initiators create the to change and should participate

in the change.

moowp

Awareness
Desire
Knowledge
Ability

All of the above

15) Verbal communication is considered more effective than written

communication for which following reasons? Choose all that apply.

w >

moo

Not everyone reads their emails, letters, or memos

Interpretation between what receiver reads versus what the sender
thinks and actually writes is sometimes misunderstood

Many times the author of the message is not the sender

Tone and body language can’t be seen through written communication
All of the above

16) What is the fourth phase of the ADKAR model?

moowz>

Ability

Desire
Knowledge
Awareness
Reinforcement
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17) The change initiator is normally responsible for all of the following except

moow»

Align incentive programs

People supervisory responsibilities

Equip other managers and supervisors to become change leaders
Assess risk and anticipate resistance

Engage employees in the change process

18)Which tools and techniques are used to develop knowledge and foster
ability for project change? Choose all that apply.

moowzr

Coaching
Communication
Sponsorship

Resistant Management
Training

19)Knowledge does not infer ability. Ability is a function of what?

Ability = f ( )

moowz

Skills

Knowledge

Willingness

Desire

Answer choices A, C, and D

20)Which tools and techniques are used to reinforce change? Choose all that
apply.

Coaching
Communication
Sponsorship
Resistant Management
Training
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21)Financial security, promotional advancement, and recognition are all
attributes that motivate individuals under which phase of the ADKAR

model?

Ability

Desire
Knowledge
Awareness
Reinforcement

moowz

22) Training or knowledge development could be insufficient due to

Poorly designed training
Lack of awareness

Lack of desire
Inadequate Sponsorship
All of the above

moowz

23) All of the following are outputs of the phase two process for managing
change EXCEPT

Sponsor road map

Compliance audits

Training plans

Coaching and Communication plans
Resistant management plans

moowz

24) Which are outputs of the phase one process in preparing for change?

A. change characteristics profile, sponsor assessments, produced
team structure and roles, organizational attributes profile, and
change management strategy

B. change review, organizational attributes profile, change management
strategy, produced team structure and roles, and sponsor
assessments

C. training plans, communication plans, coaching plans, resistant
management plans

D. Answer choices Aand C

E. Answer choices A, B, and C
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25) Which of the following are outputs of the phase three process for

reinforcing change? Choose all that apply.

Reinforcement mechanisms
Compliance audits

Change review

Individual and group recognitions
Answer choices A and B

moow>

26)The change initiator should do all of the following EXCEPT

Foster the day-to-day involvement of supervisors

Implement programs for performance monitoring

Confront employees directly that are resistant to change
Provide hands-on exercises to reinforce training

Provide access to subject matter experts

moowz

27) By contrast, what has proven to be the most effective channel ?

Video

Conference calls
Face-to-Face
Email

None of the above

moow»

28) Job security, skills related to planned changes, and loss of power and
control are all primary concerns and reasons employees/managers are

in favor of change.
resistant to change.
in support of change.
both A and C.

none of the above

moow>»

29) Mechanisms used to keep change in place are part of which ADKAR
phase?

A. Awareness

B. Ability

C. Reinforcement
D. Desire

E. Knowledge
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30) defines change happens one person at a time, and address

the existence of processes and tools that can be used to facilitate change.

Organizational Change Management
Project Change Management
Individual Change Management
ADKAR modular template

Both A and B

moowz>
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Foilkts Planning s Research Gonsulting Eibm

MANAGING CHANGE IN IT PROJECTS (Part 1)

Case Background: Case Study Name — Foilers P&R Group
Business Background

Foilers P&R consulting is a small internal service group within an IT division
that offers four domain service areas in organizing research, developing business
plans, coordinating strategies, and in constructing benchmarks. Foilers P&R
group currently is fully staffed with software developers, database managers,
system and business analysts, network engineers, and a new recently hired
project manager (YOU). SharePoint is a Microsoft technology that allows a
company to host intranet based web pages and enable the collaboration on MS
Office documents between users on the intranet. You are in charge of
configuring a SharePoint collaboration website of Foilers P&R services from
beginning to end. You scheduled a meeting with the consulting firm’s
stakeholders to gather all document requirements needed that their services
entail. After concluding the meeting, your verify with stakeholders that the
website will include: offered services (the four domain areas), site usage
guidelines, an event calendar to schedule meetings and upcoming events,
suggestions and discussions feedback tool for client interaction, a survey page,
vision statement, and document links. Remember to organize related document
requirements accordingly to match the ‘look and feel' design content (of your
choice) for the website. Use map markers to note the mandated document
requirements and create additional site features.

1) Create a virtual mind map to organize the document requirements and 2)
generate a complete work development plan using Microsoft Project. A mind map
of your work development plan should be used when delivering to project team.

Project Title: Implementation of Foilers P&R SharePoint System

Start Date: 01/26/2011 Finish Date:?
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Managing Change In IT Projects (Part I) Sample Key
About Us &' ' Vision Statement

T Offered Services 0[

r "’ Meetings

f"¢-: \-

—
MON ]
) H Event Calendar @
|
Document Requirements \

Upcoming Events

. = Information from relative websites
Document Links @
~Co- NS0 es

Implementation of Foilers

P&R SharePoint System \ Site Usage Guidelines

b

I
- ¥
I/ Suggestions and Discussions &' SUneys

The design layout for this exercise should be hierarchical. The student should
have added extra features to help organize the content for the website. All
document requirements enlisted should have some type of map marker beside it
in the mind map (free of choice). The project title should be listed as the core of
the mind map as well. In creating the Work Development Plan, any well thought
out process to approach project for this exercise is correct as long as steps are in
great detail and make sense (Refer to the sample development plan provided for
conceptual ideas).
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Managing Change In IT Projects (Part I) Sample Key

Implementation of
Foiler's P&R SharePoint
System

113

Planning Phase 5 days Mon 08/1/11 Mon 08/8/11
Meetwith stakeholdersto

define docreguirements 1day Mon 08/1/11  |Mon 08/1/11
Hawve stakeholders sign the

agreed SOW to validate scope days  Tues08/2/11 |[Thurs08/5/11
Meetwith team (analyst,

developers, stakeholder’s,

etc.) to define necessary 1 day Fri 08/06/11 Fri 08/06/11

steps and time duration of

tasks to create WBS

Manage and control all

constraints of projects once

WEBS is complete throughout |(ongoing)
all PM phases

The students should have also created either a hierarchical or free-form mind
map to deliver the planning phase steps. The duration of each task (the start and
end date) should also be noted for each activity.

Foiler's P&R SharePoint System 4 1 || Time Info
Document tmescale

Year, month, day and time
AD

Meet with stakeholders to define
document requirements

Have stakeholders sign the agreed
SOW to validate scope

Meet with team (analyst,
developers, stakeholder's, efc) to
define necessary steps and time

from 1AD to 3,000

Aug 2,201

m

End time:

Planning Phase Aug5, 2011

Implementation of
Foiler's P&R
SharePoint System

duration of tasks to create WBS

}, Delete Times

Manage and control all
constraints of projects once
the WBS is complete
throughout all PM phases

1 r

Brahch time information

k oju] A |\ EIpaLunng |\ |Elauag
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Foilkys Planniny g Researeh Gonsulting Eiym

MANAGING CHANGE IN IT PROJECTS (Part II)

Case Background: Case Study Name — Foilers P&R Group
Business Background

It has been two weeks and the design and structure phase of the site has
already been forwarded to the software developers based on the document
requirements provided. However, you receive an urgent email stating changes
have been made by the stakeholders to have each domain service area own
their own site workspace (separate tab also known as a page) within the
SharePoint site. You have to communicate changes to the document
requirements throughout the rest of the team who have already received the
‘kick-off’ instructions, and are currently out on other project assignments.

1) Incorporate scope changes to the mind map and 2) use the ADKAR design
model to address the project change to your team (Be creative in your reasoning
when addressing each ADKAR stage). A mind map should be used to
communicate changes. Follow best practices and change management
procedures to best facilitate change in this situation. State your proposed method
and explain why chosen.

Project Title: Implementation of Foilers P&R SharePoint System

Start Date: 01/26/2011 Finish Date: ?
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Managing Change In IT Projects (Part Il) Sample Key

I.\ Slte Usage Guidelines

T
r Y
List and Shared Documents ‘

H (hyperlinks outlined on the home  +— — y
r Document Links page) h _____% About Us @ ¥ Vision Statement
e P | J

Subtopic -

AEEE—

— \ Implementation of Foilers
H B Event Calendar PAR SharePoint System

!’I" Meetings

ﬂ Upcoming Events+ J

1)The design of this exercise is still completely free of choice, but the layout for
this exercise should now both be free-form and hierarchical to distinguish
features between the home page document requirements and tab/workspace
document requirements. An added note and red flag is used to display urgent
changes made to ‘offered services’ and is separated from the rest of the
branches. The rest of the header branches (Event Calendar, Discussions, About
Us, and List & Shared Documents) are optional to separate based on the design
of the web page. As long as the ‘offered services’ changes are clearly noted and
moved apart from the rest of the branches, the rest of the features used in the
mind map should be acceptable.

2)There is no wrong answer in addressing the reason behind the project change.
The important factors of why the change is needed is not provided which leaves
room for student creativity. However, the answers provided should be reasonable
(Refer to the sample mind map provided for conceptual ideas).
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Managing Change In IT Projects (Part Il) Sample Key

Implementation of Foilers P&R SharePoint Systems (Project Change)_II |

Reinforcement: 1) Are there any
potential rewards?A team lead
opportunity for the next assignment. 2)
How will resistance be managed?
Employees resistant will have to
answer to the director, the stakeholder
of the project.

Ability: 1) Will tools and materials,
coaching support, and access to
mentors be provided? Yes; the
project manager will provide
necessary software and supporting
research to change of responsibility
and an in-house SharePoint
specialist will be accessible

N

Awareness: 1) Why the change is needed?
Stakeholders changed document requirements to
create a more user-friendly customer site 2)The
risk of not changing? Loss of potential revenue 3)
Why the change is currently proposed now
instead of later? To prevent rework and save time

Implementation of
Foilers P&R
SharePoint Systems
(Project Change)

Desire: 1) What's in it for me? Exposure as a
new employee 2) Is this an opportunity for me to
rank higher in position? Yes, based on the
outcome of project; success will open doors for
increased responsibility (larger revenue
projects) 3) Will this change serve as a threat to
my job? No, actually benefits

D 4

Knowledge: 1) Will new technology need to
be learned? Yes; SharePoint and its
capabilities 2) Will workshops or tutorials
be accessible? Yes, 7 on-site classes will be
offered a month. Tutorials are done on-line
during your own leisure time. 3) Is there is
an increase of responsibility and
accountability of staff duties? No

To communicate change throughout the rest of the team, top channel forms
(refer to Appendix B, slide 15) of communication should be used for this exercise
for the discussion segment. Face-to-face, group meetings, workshops, video
conferencing, phone conferences, phone messages, and email are all optional
answers. Although face-to-face is the most recommendable answer for
communicating change, team members are not within reach so verbal
communication (e.g. phone or video conferencing) is the next best form to use
according to research. Student answers should reflect the situation and validation
for their answer should be explained.
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In this appendix, a laboratory instruction handout is provided which should be
given to the students as a mind map practice assignment (should be issued
before the business case assignments in Appendix E & F). Instructions on how to
operate OpenMind 2.0 is also provided with snap shots of how to access tutorials
along with instructional snap shots on how to recreate the summary mind map in
Appendix B (slide 2).

M AT O WV AR E

nIIEIIM““l 2 Laboratory Instruction

To begin OpenMind Mind Map tutorial, please follow the instructional steps listed
below:

1. Select the [START] menu and choose [OpenMind 2.0.] application.
2. A pop-up dialog box should display. Select the [New Document] option.

3. Another dialog box should then display with 2-tab options, ‘New Map’ and
‘Templates'. (Take the time to familiarize yourself with the featured free-form,
hierarchical, and outline mind maps listed under the [New Map] tab. Do the
same with the business, education, personal, and project management
features listed under the [Templates] tab as well.)

4. After browsing, Select [Help] from the toolbar menu followed by [MatchWare
on the Web], [MatchwWare Home Page].

5. Under the ‘Products’ tab, find which version of software the lab contains.
Once found, select the [Learn More] link to the right of the enlisted product.

6. Select [Tutorials] within the left hand column underneath the ‘Home’ tab and
complete all 5 brief training modules exhibited.

7. Once you have completed the video training, recreate ‘Introducing OCM to
Approach Project Change Management’ summary mind map slide for hands

on practice.
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1. Select the [START] menu and choose [OpenMind 2.0.] application.

W‘E . .
'-._.__ Microsoft Office Word 2007

I Paint
¥
Fﬂ Microsoft Office PowerPoint 2007
5-_-'%-7 Calculator
,\1 OpenMind 2.0
@I Internet Explorer
E iTunes
|M| Mindjet MindManager 9
&
»

. OVD Decrypter
'O

All Programs

Start Search

I

2. A pop-up dialog box should display. Select the [New Document] option.

Welcome to MatchWare OpenMind I

d p, NEW DOCUMENT
—

[ ) OPEN DOCUMENT
| y
B 7

=4 \
|
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3. Another dialog box should then display with 2-tab options, ‘New Map’ and
‘Templates'. Take the time to familiarize yourself with the featured free-form,

hierarchical, and outline mind maps listed under the [New Map] tab.

New Document g |

Templates \

Mind Map

ZJ) help [ open ] [ cance |

Do the same with the business, education, personal, and project management
features listed under the [Templates] tab using the [File], [New] option from the

toolbar. Do not save.

Mew Document [ S|

MHews FMap "~ @

o sees [ sends

|:| Education mProject Management
fen[ ] Personal

Lo 0] My Templates

Z) Help [ open | [ cancel
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4. After browsing, Select [Help] from the toolbar menu followed by [MatchWare

on the Web], [MatchWare Home Page].

A OpenMind 2 "Demo” - [Project Management]

) Fle Edt View Insert Tooks Windo
Help Fi
Shortcuts
Licenses...
MatchWare on the Web l*| Online Support
About OpenMind... | MatchWare Home Page

5. A new internet window will open. Under the ‘Products’ tab, find which version
of software the lab contains. Once found, select the [Learn More] link to the right

of the enlisted product. (*If current version not found use the following updated

version applicable.)

& Mind Mapping Software - MatchWare MindView - Windows Internet Explorer = | S| S|
@ '\_./l - |§, http://www.matchware.com/en/products/default.htm - | +y | A | | Yahoo! Search 0 Vl
@ - @_’ - &~ |Web Search @Book{marksv [7 Settings «
wooahe I@ Mind Mapping Software - MatchWare MindView l_l far ~ B v d= v [k Page v @, & Tools » z
MATCHWARE

Software for Creative Minds

Home @ Support Downloads Buy Now Contact Us Search

Match\Ware MindView MindView 3

FREE TRIAL »

MindView Business MindView 3 is an intuitive mind mapping software application that lets BUY NOW »

wou get started right away. Display your information in 5
interchangeable views, including the Timeline view. Mindiew 3 is ideal LEARN MORE »

for education and private use.

Mindview
Product Comparison

Live Demo

MatchVWare Mediator
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6. Select [Tutorials] within the left hand column underneath the location of the

‘Home’ tab and complete all brief training modules exhibited.

Education Home

MindWiew 3

MindWiew 3 Business

Product Comparison

Solutions

Examples

Business

Support

Assistive Technology

Home Access

DsA

4| Adding branches - MindView 3
—_—

& How to add a main branch .,'._“ S.mSFein B8 PN GEEE B "
# How to add a sub branch —— e e i

Click here to download video or launch in external player.

Click here to download a pdf of the tutorial.

‘ Customizing your Mind Map

* How to format the branch text — o —
& How to format the branch color I T ¢

Click here to download video or launch in external player.
Click here to download a pdf of the tutorial.
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ﬂdding images

* How to add images from the multimedia catalog
» How to add custom branch images

Click here to download video or launch in external player.
Click here to download a pdf of the tutorial.

|

Adding attachments

» How to add attachments
0 Image Files
o Application Files
0 Videos Files
0 Sound Files [ ) )
* How to view attachments 1 [
g EE

Cliclke here to download video or launch in external player. -
Click here to download a pdf of the tutorial.

4 Importing from M5 PowerPoint
—

* How to prepare the import from MS PowerPoint
# How to use the import Wizard

Click here to download video or launch in external player.
Click here to download a pdf of the tutorial.

7 Using the Timeline - Time Management

¢ How to add dates to your Branches in the Mind Map
Wiew

® How to switch to the Timeline View

# How to add date in the Timeline Outline

& How to Print yvour Timeline

Click here to download video or launch in external player.
Click here to download a pdf of the tutorial.

iz Back to Top
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' Exporting to M5 Word

* How to prepare the export to MS Word
® How to use the export Wizard

Click here to download video or launch in external player.

Click here to download a pdf of the tutorial.

d Importing from M5 Word
e ——

# How to prepare the import from MS Word
® How to use the import Wizard

Click here to download video or launch in external player.

Click here to download a pdf of the tutorial.

(] Exporting to MS PowerPoint
e —

# How to prepare the export to MS PowerPoint

® How to use the export Wizard

Click here to download video aor launch in external player.

Click here to download a pdf of the tutorial.

Copyright © 2010 MatchWare A/5. All rights reserved.

7. Once you have completed the video training, recreate ‘Introducing OCM to

Approach Project Change Management’ summary mind map slide for hands

on practice.

1) Select [File], [New]

il Openiind 2 "Demo™ - [ *]

A I

Pr

Edit Wiewr Inserit

[ mMew... Crrl+-m
@ Open... cCtrl+Or
Close
=l Ssawve Crrl+-5S
S3VE BS...
Sawve as Template...
=1 Print... CErl+-P

Import from
Export to
Pack & Go...

Properties...

Exit
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2) Select [New Map] tab, [Mind Map] option, then click [Open]

MNew Document

Templates \

3) Highlight the word [Subject] and type in the title/core of the map. Tap
the [Enter] key.

M OpenMind 2 "Demo” - [Subject]

m File Edit Wieww Insert Tools wWWindowr Help
iOERl a0 HI & = - = - @& 100% - EH Y &I ElIE:
wEOoOEE B ME

Project Management | *  Subject |

.Nange management o

m FEile Edit Wiewr Insert Iools windowr Help
D@ 20 H @ o - @& 100% - [ QU I BIEi[am
s SS]r)

Project Management | *  Inmtroducing "OCM’ to Approach Project Change management Summary™ |

Introducing "OCM' to
Approach Project
Change management
Summary
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4) Double click the core of the mind map to add branches/ideas OR select
the core of the mind map and tap [Enter]. To rename [ldea], highlight
and key-in preferred term or phrase (similar to step 3).

Introducing "OCM" to
Approach Project
Change management
Summary

Idea Idea

*You may undo a mistake at anytime with the [Edit], [Undo] option from the
toolbar. A user may also insert a comment, image, hyperlink, branch, sub-
branch, delete a branch, etc. by simply right clicking any idea of the mind map; a
featured dialog box should appear.

| Insert r Branch Enter
Sub-branch Insert
Pre-branch Shift+Enter

Attach Object L4

Cut Chrl+X

»
Copy Ctrl+C RESXERIOLE

Comment F11i

il

Paste Ctri+\v

Make the necessal
investments in OCM =

planning 2) Communig
3) Training I:I

Floating Comment . A
Position It project as

business change
Branch Picture initiatives

Filter
Fitter Off

Floating Picture

Delete
Detach

ducing '"OCM' to
wroach Project
ge management Secure passionate &

Make rapid decisi - Summal committed leadership when
stick to them, and f Edit Text F2 - incorporating project

through using OCM > ~ change

*You can change the font color while editing text using the color palette in the
Toolbar.
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View Insert Tools Window  Help
VNS o - o & & 100% - @ D 2| Byl [F: am -13-1
= E Al

ent | ¥ Imtroducing "OCM’ to Approach Project Change management Summary™

Make the necessary
investments in OCM: 1)
planning 2) Communication
3) Training

Position It project as
business change
initiatives

Introducing "OCM’ to
Approach Project

Change man Insert +| Secure passionate &
Make rapid decisions, Summ »mmitted leadership when
stick to them, and follow Attach Object +| incorporating project
through using OCM change
g g i Chri+X 9
CEri+C
Crl+v
»
»
|  Colzpea 000 |
F2 |

*A user may also add icons/map markers to a branch listed in the multimedia
catalog to the right of the map by left-clicking an idea (to highlight it) followed by
another left-click on preferred icon.

@
[AUser Area -
» LA Clipart (I
5
Make the necessary —
investments in OCM: 1) Position It project as
planning 2) Communication business change
3) Training initiatives
. /
Introducing 'OCM' to
Approach Project I e,
Change management Secure passionate & :
Make rapid decisions, Summary l:on_'lmit‘ted Iea_dershir:» when
stick to them, and follow incorporating project
through using OCM - change 3
lcons
RIEEEEE TR
teas@AaBBY
HADRVETOEZE! @
CEERESG EE®E
FEs@oFza0
|(EEOHRE TR @ 6
. s &G @

n
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WEEK TUESDAY TOPIC | WEDNESDAY (PSO) / HWK THURSDAY TOPIC
1 Semester Introduction No Class Introduction to Project
8/23 and review Syllabus Management
8/25 . *Introduction to Mind
Presentation #1 Map (video clip) as a
sample PM tool
Chapter 1 Brewer/Dittman
Presentation #2
Homework #1 Assigned
*OpenMind Lab
Instruction Assigned
2 Profile of a Project No Class Project Management
8/30 Manager ‘A Systems View’
9/1 Homework #1 Due Friday
Chapter 3 Chapter 2 Brewer/Dittman
Brewer/Dittman
Presentation #4
Presentation #3
3 Project Management Project Selection — Tools and Project Selection as part of
9/6 Life cycles and Technigques Integration Management
9/8 methodologies
Review Homework #2 Chapter 4 Brewer/Dittman
Presentation #5
Presentation #6
*Unit can be
implemented here at Homework #2 Assigned
the earliest stage of
PMBOK phase, but
before closing phase
4 Project Initiation No Class Project Planning — Intro,
9/13 Stakeholder Analysis Homework #2 Due Friday Plan development, Scope
9/16 and Project Charter Planning and Definition

Presentation #7

(WBS)
Chapter 5 Brewer/Dittman
Presentation #8

Homework #3 Assigned
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WEEK TUESDAY TOPIC | WEDNESDAY (PSO) / HWK THURSDAY TOPIC
Project Planning — No Class Project Planning — Time
5 Human Resource Homework #3 Due Friday Planning
9/20 Planning
9/22 Presentation #9 Chapter 6 Brewer/Dittman
*Business Case Presentation #10
Study 1 can be
assigned here at Homework #4 Assigned
the earliest
6
9/27 Project Planning — No Class Project Planning — Schedule
10/29 Duration Estimating Development
Presentation #11 Presentation #12
---------- Exam 1-----------
Exam 1 Review Presentations (2-11)
7 Project Planning — Cost PSO — Homework discussions; Project Planning — Quality
10/4 Management exam results
10/6 Chapter 7 Brewer/Dittman
Presentation # 13 Homework #4 Due Friday
Presentation #14
Homework #1 Assigned
8 No Class, (Usually No Class Evening Exam!
10/11 October Break)
10/13
9 Project Planning — Introduction to MS Project Review Risk Management Planning
10/18 Quality & Case Study and associated
10/20 | Communications assignments Chapter 8 Brewer/Dittman
Planning
. *Business Case 2 can be Presentation #16
Presentation #15 assigned here at the
earliest
10 Risk Management Milestone #1 Assistance Project Planning —
10/25 Planning Continued... Milestone #1 Due Friday Procurement Planning
10/27

Chapter 9 Brewer/Dittman

Presentation #17
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WEEK TUESDAY TOPIC WEDNESDAY (PSO) / HWK THURSDAY TOPIC
11 Project Execution Build the Schedule with duration Project Control
11/1 and dependencies
11/3 Chapter 10 -Intro,
Brewer/Dittman Correction to Milestone 1 -Integrated Change Control,
-Scope Verification
Presentation #18
Chapter 11 Brewer/Dittman
Presentation #19
12 Project Control Schedule Development and Project Control
11/8 -Scheduled Control Resources -Quality Control
11/10 -Cost Control -Manage Project Team
Milestone #2 is Due Friday -Performance Reporting
*Unit can be -Manage stakeholders
implemented -Risk Monitor & Control
here at the latest -Contract Administration
Chapter 12 Brewer/Dittman
Chapter 13 Brewer/Dittman
Presentation #20
Presentation #21
Exam Review
————————— Exam 2---------
13 Project Control Resources, Cost, Gantt Charts, Ethics Lecture
11/15 Presentation #21 Actuals
11/17 | Continued Chapter 14 Brewer/Dittman
Milestone #3 is Due Friday
Project Closeout Presentation #23
-Administrative Closure
Contract Closeout
*The latest
business case
projects should
be assigned
14 No Class Evening Exam | No Class No Class Thanksgiving
11/22 Week)
11/24
Project Management Resources, Cost, Gantt Charts, Guest Lecture
15 Office Outsourcing Actuals and
11/29 _ . .
12/1 Presentation #24 Review Milestone #5
Milestone #4 is Due Friday
16 Maturity Models Milestone #5 questions/problems Virtual Teams
12/6
12/8 Presentation #25 Milestone #5 is Due Presentation #26
Review for Final
17 Comprehension Final
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Universal Design Model

V. Products
(How students
demonstrate &

convey thair
leaming)

Consider;

®'e ocadamic &
soclal goals of the
students

Consider:

®ome lecrning
outcomes & h the
®sicte & school wit be mzw ”

district standards

®omulti-level
assessmen! & critevia

®cuthentic products

—_colioge
e
o) sang

;
!

:

Chorct raeachng
Ol

LI

|

®n what order will
concepts and
content be taught

g
i
g
;

ok Pestocy

|

Sermonavaion of o sl

:

emultidevel and
multi-sensory
materials that best

;
:

e ST O DG e OOy

__video
conveay concepts IR AU e Yo
and confent fo each prosecioson

—Popacre

student

@Social/Physcal
Environmental
Conditions or Lasson
Location

T e
— N IR ciied CGlosgoOoms
I Snofhes part of schoolt

—_Surencry ol sferdows

®@Student-speacific
tecching strategies

Consider:

®@Systermns of support,
assistance, or
supernvision

(Thousand, Villa, & Nevin, 2002)
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The Socratic Model

Richard Paul (1993) outlines the types of questions that can be used in the
Socratic dialog sequence to probe the underlying logic or structure of student
thinking and enable them to make reasonable judgments. Example questions might
include the following:

e Questions of clarification
— What do you mean by that?
— Can you give me an example?
—~ Why do you say that?

Questions that probe assumptions
— What is being assumed?

—~ Why would somebody say that?
— Is that always the case?

Questions that probe reason and evidence

~ What are your reasons for saying that?

— What criteria do you base that argument on?
~ Could you explain your reasons?

Questions that probe implications and consequences

— What might be the consequences of behaving like that?
- Do you think you might be jumping to conclusions?

-~ How can we find out?

Questions about viewpoints or perspectives
— What would be another way of saying that?
— How do Judy’s ideas differ from Mike’s?

— What is an alternative?

Questions about the question

— How is that question going to help us?

— Can you think of any other questions that might be useful?
— What is the question?

(Moore, 2005)
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Prosci's Change Management Methodology Framework

catalog

Key principles:

1. Change management requires both an individual and an organizational

perspective

L P

take

Individual change management

Understanding how one person
makes a change successfully

Organizations don't change,
individuals do. Mo matter how
large of a project you are taking on,
the success of that project ultimately
lies with each employee doing their
work differently, multiplied across all
of the employees impacted by the
change. Effective change
management requires an
understanding for and appreciation
of how one person makes a change
successfully. Without an individual
perspective, we are left with
activities but no idea of the goal or
outcome that we are trying to
achieve.

ADKAR presents an easy-to-use model forindividual change
The 3-phase process gives structure to the steps project teams should

Change management requires both an individual and an
organizational perspective

Organizational change
management

Understanding what tools we have
to help
individuals make changes
successfully

While change happens one person
at a time, there are processes and
tools that can be used to facilitate
this change. Tools like
communication and training are
often the only activities when no
structured approach is applied.
When there is an organizational
change management perspective, a
process emerges for howto scale
change management activities and
how to use the complete set of
tools available for project leaders
and business managers.
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APPENDIX K
ADKAR presents an easy-to-use model for individual change

The first step in managing any type of organizational change is understanding how
to manage change with a single individual. Prosci's model of individual change is
called ADKAR - an acronym for Awareness, Desire, Knowledge, Ability and
Reinforcement. In essence, to make a change successfully an individual needs:

Awareness of the need for change

Desire to participate and support the change
Knowledge on how to change

Ability to implement required skills and behaviors
Reinforcement to sustain the change

ADKAR describes successful change at the individual level. When an organization
undertakes an initiative, that change only happens when the employees who have
to do their jobs differently can say with confidence, I have the Awareness, Desire,
Knowledge, Ability and Reinforcement to make this change happen.”

Because it outlines the goals or outcomes of successful change, ADKAR Is an
effective tool for:

Planning change management activities
Diagnosing gaps

Developing corrective actions
Supporting managers and supervisors
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Phase 1 - Preparing for change

Define your change
management strategy

Prepare your change
management team

Develop your
sponsorship model
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Phase 1 - Preparing for
change

The first phase in Prosci's
methodology is aimed at
getting ready. It answers
the question: "how much
change management is
needed forthis specific
project?" The first phase
provides the situational
awareness that is critical
for effective change
management.

Outputs of Phase 1:

+« Change
characteristics
profile

« Organizational
attributes profile

+« Change
management
strate gy

. Change
management

team structure

+« Sponsor
assessment,
structure and
roles
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Phase 2 - Managing
change

The second phase of
Prosci's process is
focused on creating the
plans that are integrated
- ~. into the project activities -

. what people typically think
Phase 2 - Managing change of when they talk about

change management.
Develop change Based on Prosci's

manaaement plans research, there are five
g P plans that should be

created to help individuals

v move through the ADKAR
Take action and Model.

implement plans

Outputs of Phase 2

\ . » Communication
plan
+ Sponsorroadmap
o Training plan
» Coaching plan
» Resistance
management plan
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I ™y
Phase 3 - Reinforcing change
Collect and analyze
feedback
Diagnose gaps and manage
resistance
Implement corrective actions
and celebrate successes
I J
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Phase 3 - Reinforcing
change

Equally critical but most
often overooked, the
third phase of Prosci's
process helps project
teams create specific
action plans for ensuring
that the change is
sustained. In this phase,
project teams develop
measures and
mechanisms to see ifthe
change has taken hold, to
the see if employees are
actually doing their jobs
the new way and to
celebrate success.

Outputs of Phase 3:

« Reinforcement

mechanisms

« Compliance audit
reports

« Corrective action
plans

¢« Individual and
group recognition
approaches

¢  3uUccess
celebrations

e Afteraction
review
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The linkage between individual change management and organizational
change management is the key - and is what sets Prosci's approach apart
from other change management methodologies. There are numerous
models available that address individual change. There are also numerous
models available that give guidance and structure to project activities for
change management resources. The difference with Prosci's
methodology is that it integrates individual change management and
organizational change management to ensure the achievement of
business results.

The image below shows the connection between the change management
tools developed in the organizational change management process and
the phases of individual change described by the ADKAR model. This
picture is the essence of effective change management and is the core of
Prosci's change management methodology.

Change ADKAR
m anagem ent phases of
tools change

Communications : Awareness

Sponsor roadmap Desire

Coaching Knowledge

Resistance mgmt \ Ability

Training i Reinforcem ent

Connecting organizational and individual change management
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