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We hear it all the time — people want to know which reports other
customers love and use. So we reached out, and you answered!

Together we've created the Adobe Workfront project manager cookbook.
Inside, you'll find 10 useful reports and dashboards to explore simple reports,

complex reports, and cross-project views to help you manage work more
effectively.

Take these recipes, try them out in your own Adobe Workfront reporting
kitchen, and just like any good recipe, make them your own! Then, share
what you learn with your fellow work management experts on the
Adobe Workfront Community.
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Report recipes

Team "In-The-Weeds" Weekly Task Report

Submitted by: Tim Wyckoff

Company: Shaw Industries Inc.

Prep: 20-30 minutes

Yield: A clean, list-based view of all tasks due for a team by week. Project managers and team members
can see what's coming, what's overdue, and where to jump in — without needing a dashboard.

Serves: Project managers, team leads, individual contributors, and resource managers

Report type: Task

Detailed instructions
Step 1: Create a task report
Go to Reports > New Report > Task Report

Step 2: Set filters for scope, date range, and status
Use the following filter logic:

» Scope: Assignment Roles >> Role ID = Graphic Designer
Substitute your target role, home team, or manager here.

= Overdue: Planned Completion Date is before this week AND Task Status is not complete/closed.

» Upcoming: OR Planned Completion Date is this week OR Planned Completion Date is next week.

Graphic Designer Task Report

Columns (View) Groupings Filters Chart

Set Filter Rules for your Report:

Project > Status Equates With | @ Equal v Current X

AND v

Assigned To > Role ID (-] Equal v Q ECY
Graphic Designer X
AND v

Task > Percent Complete (-] Less Than v 100 -
Add another Filter Rule

OR v

Project % Planned Completion Date | @ | | Between v $$TODAYDW @ Setrelativedate ® | $$TODAYew @ Setrelativedate ©
Add another Filter Rule

OR v

Project > Planned Completion Date | @ Between v $$TODAYb+1w @ Setrelativedate (@ | $$TODAYe+iw @ Setrelativedate @
Add another Filter Rule

OR v

Project > Planned Completion Date || @ Between v $$TODAYb+1w @ Setrelativedate © | $$TODAYe+lw @ Setrelativedate @
Add another Filter Rule
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Step 3: Group tasks by Planned Completion Date (week)

To make the report meeting-friendly:

» Go to the Grouping tab.
» Add a grouping by Planned Completion Date.

= Configure it to group by week, if your instance supports date bucketing.
Step 4: Adjust columns in list view

Use conditional formatting to highlight information in rows, such as tasks that have not been started.

Columns

Task Name

Priority

Project Name

Planned Completion Date
Planned Hours

Assigned To (Primary Assignee)
Actual Hours

% Complete

Project Condition

Planned Project Completion Date

o Important:
If your organization assigns more than one user to a work item, use Assignments instead of Assigned To.

Assigned To only shows the primary assignee, while Assignments ensures that all assigned users appear
in the report. This guidance also applies anywhere else this field is referenced in other report instructions.

If your environment uses only one assignee per task, Assigned To may still work, but Assignments is the

better default when shared ownership is possible. This is also consistent with how Blueprints are
typically built.
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Graphic Designer Tosk Report

Columns (View) Groupings Filters Chart

New Column Rule

When the
Task  Percent Complete [} Equal (Case Sensitive) v

Show the field like this

© Text Color . TextFormat B 1 TextAlignment = = = Background \ ‘ Show Text (]
Show an icon there
S o
REPORT
Graphic Designer Task Report «++ Report Actions As of June 19, 2026 at 1:56 PM Eastern Daylight Time c

I:-> v Q El Gantt v Al (© Report... Nothing

Task Name Assignments Duration Pln Hrs Predecessors Start On Due On % Complete T
Distribute New Leads to HR Rep (if applicable) 1Day 1 Hour o8 516/23 5M17/23 0%
Put Leads into Email Tool 1Day 4 Hours g}o45 5N7/23 518/23 0%
Send Thank You for Coming, Sorry We Missed You Emails 1Day 0 Hours Troas 518/23 519/23 0%
Project Close Debrief 2 Days 0 Hours 6/2/23 6/6/23 0%
Complete Event Metrics Form 1Day 0 Hours g}°47f5+10d 6/2/23 6/5/23 0%
Archive Files, Project Close 1Day 0 Hours <2_]—049 6/5/23 6/6/23 0%
Verify Project Setup/Schedule - Roy Campbell 1Day 0 Hours 3/16/26 3/16/26 | 1%
Send to print - Freddy Rumsen 1Day 0 Hours 3/31/26 3/31/26 | 1%
Create Layout - Rick Kuvec 1Day 0 Hours 3/23/26 3/23/26 I 3%
Confirm in Sandbox - Lane Pryce 1Day 0 Hours 2/20/26 2/20/26 IS%

Final product

A meeting-ready weekly task table, grouped by due week, showing team workload at a glance. Use it to drive
your weekly standup and surface at-risk items before they become blockers.

REPORT

Graphic Designer Task Report Show Filters ~++ Report Actions As of May 29,2026 3t 232 PM Eastern Daylight Time

B v Q 2 cnt Y/ ReportDefoult @ Report Default Mew Task Grou...

¥ | Task Name Assignments Duration Pin Hrs Predecessors Starton Due On % Complete Percent Complete  Percent Complete  Project: Name
> Project: Planned Completion Date: April (48)

~ Project: Planned Completion Date: July (5)

Design Layout for Mobile ad Kyle Kuvec 988 Days 2 Hours M6Nns 7730025 m m m Mobile Campaign

Delivery Team - Scrum Backlog
Creative Layout Kyle Kuvec S Days 40 Hours 422126 428126 0% 0% 0% [SEQ Content Sprint
(Pillar + 3 Supporting
Pasts)] Company Blog
Creative Layout Kyle Kuvec 5 Days 40 Hours an2nRs 4129126 0% 0% 0% New Microsite

Template - BL Project

Creative Layout Kyle Kuvec 5 Days 40 Hours anne 4128126 0% 0% 0% [SEO Content Sprint

(Pillar + 3 Supporting
Posts)] Company
Website

Creative Layout Kyle Kuvec 5 Days 20 Hours nss 7122125 0% 0% 0% Discovery Days
Conference - Landing
Page

~  Project: Planned Completion Date: December (1)

Creative Layout Kyle Kuvec 1Day 8 Hours W30/25 12125 B\ E% E*z SKO FY26 - All About
The Agents
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Report recipes

My Projects' Open Tasks (Project Manager
"Pulse" View)

Submitted by: Paul Calvillo

Company: Omnicom

Prep: 20-30 minutes

Yield: A clean, project manager-centric view of all can-start tasks assigned to others within projects you
own, so you always know what work is in motion without needing a dashboard.

Serves: Project managers, program managers, and portfolio managers

Report type: Task

Detailed instructions

Step 1: Create a task report

Go to Reports > New Report - Task Report

Step 2: Filter to tasks assigned to others that can start
Prerequisites: Tasks should use predecessor relationships. Can Start means a task is ready to begin because its
predecessor conditions have been met. Build filters that answer, “For the projects | own, what tasks are assigned
to other people and can be worked on right now?”
Use these filter ideas:
= Limit to non-parent tasks: Task > Number of Children <1
» Limit to your projects: Project > Owner ID = SSUSER.ID
= Or use a portfolio, program, or group filter if that is how you scope “my projects”
= Optional: Exclude inactive projects with Project > Status not in Complete, Dead
» Exclude tasks assigned to you: Task > Primary Assignee ID!= SSUSER.ID

= Focus on work that is ready now: Task > Can Start = True

= Optional time awareness: Planned Completion Date = This Week OR Planned Completion Date < This
Week AND Task Status not in Complete, Closed

Step 3: Group in a project manager-friendly way
Choose a grouping that matches how you review work:

= Option A — By Project, then by week: "Within each project, what's everyone working on this week?"

= Option B — By week, then by project: "This week, across all my projects, what's everyone working on?"

7 © 2026 Adobe. All Rights Reserved. Adobe Confidential. AdObe


https://experienceleague.adobe.com/en/docs/workfront/using/manage-work/tasks/task-information/can-start-task-overview

{ Task »» Number of Children H (] ‘ ‘ Less Than v 1 |

<

AND v

[ Task »> Project Owner ID H (-] ‘ ‘ Equal v Q

SSUSERID X

AND w

{ Project »» Status H?| ‘ Equal v [ In Progress X | [ Planning X]

v

)
AND et

{Task »» Can Start H (-] | ‘ Equal (Case Sensitive) v © Tue O False

AND ™

J

{ Task »> Status | ‘?! ‘ Not Equal v . [ Canceled XJ [ Complete X]

‘ v

Step 4: Adjust columns in list view

Make sure you are using Assignments vs Assigned To ID.
Columns
Task Name
Project Name
Primary Assignee
Task Status
Planned Start Date
Planned Completion Date
Planned Hours
% Complete

Project Condition
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Final product

Tasks grouped by project or due week, showing Primary Assignee, Status, Planned Start/Completion, and %
Complete. All tasks shown have Can Start = True.

REPORT

My Project's Open Tasks Hide Fitter

Filtered By
Can Start equal (case sensitive) true
and Number of Children less than 1
and Project Status in In Progress, Planning
and Project Owner ID in $SUSER.ID
and Status not in Canceled, Complete

Details Summary
[—) v
> Project: Name Parent: Name Task Name Status Assignm
> Status: On Hold (7)
> Status: New (3)

> Status: In Progress (3)

9 © 2026 Adobe. All Rights Reserved. Adobe Confidential. AdObe



Report recipes

Current Task Informationona
Project Report

Submitted by: Nichole Vargas

Company: Adobe Workfront

Prep: 5 minutes

Yield: Leveraging text mode collections, this project list or report quickly shows what child task(s) on
projects | own can be started without having to click into the project timeline itself. The column shows
not only the name of the task(s), but who it is assigned to and the planned start date.

Serves: Project managers, program managers, and portfolio managers

Report type: Project

Detailed instructions
Step 1: Create a new Project report (If leveraging the list view of the Projects area, skip this step)

Go to Reports > New Report > Project Report. Add a clear title and description so users understand the
report's purpose.

Step 2: Filter to show active Projects 1 Own
Project Owner ID > Equals > SSUSER.ID
AND

Project Status > Equals > Current (or any active status)

New Project Report Report Settings
Columns (View) Groupings Filters Chart
Set Filter Rules for your Report: Apply an Existing Filter Switch to Text Mode
Project >> Owner ID () Equal v Q
| © ssUsERID x
AND v
Project »> Status (-] Equal v Current X

curre M

Add another Filter Rule

Optionally, add additional filters based on your specified criteria, but this is the bare minimum.

10 © 2026 Adobe. All Rights Reserved. Adobe Confidential. AdObe



Step 3: Add your text mode collection column to show the current task(s) that can start

Go to the Columns (View) tab and select Add Column > Switch to Text Mode > Edit Text Mode > Delete any
text that appears and then paste the following;:

displayname=Current Task
listdelimiter=<div>
listmethod=nested(tasks).lists
type=iterate

valueexpression=IF({numberOfChildren}=0,IF({canStart}="True"IF(ISBLANK({actualCompletionDate}),
CONCAT({name}," - "{assignedTo}.{name}," - "{plannedStartDate}))))

valueformat=HTML
width=300

Q Important:

This text mode collection column pulls in the name of any child task(s) that can start, along with the
assigned user and planned start date. Keep in mind that if you are not using predecessor relationships on
your tasks, any child task without one will be pulled in.

Final product

A high-level view of what task(s) are ready to be worked on in your projects. You can also incorporate
percent complete or any other task-level fields into this CONCAT expression. If you'd like to include additional
information, it only requires a slight modification to the text mode value expression.

REPORT

‘ ‘iaj ca n Sta rt TaSkS Within ProjeCtS I Own *** Report Actions As of June 19, 2026 at 1:45 PM Eastern Daylight Time 5]
[ﬁ N2 Q E‘ Gantt V Al (© Report Default Nothing
Name Owner Start On Due On % Complete Current Task
Summer Mailer MKTG23 Dan Product Marketing Director = 3/16/26 3/31/26 | 1.67% Verify Project
Setup/Schedule - Roy
Campbell - - 3/16/26
Create Layout - Rick Kuvec -
-3/23/26
Send to print - Freddy
Rumsen - - 3/31/26
TS 06121 - Social Blog Post 002 (Digital) Dan Product Marketing Director ~ 6/10/21 6/10/21 E% Verify intake form, Make
assignments, Solidify
schedule, Insert module if
necessary, Make project
"Current" - - 6/10/21
Assign and Reassign Users - Job Role Changes Dan Product Marketing Director = 2/13/26 2/20/26 68.33% Confirm in Sandbox - Lane
Pryce - - 2/20/26
n © 2026 Adobe. All Rights Reserved. Adobe Confidential. AdObe



Report recipes

Project Meeting Agenda and Minutes

Submitted by: Mark Evans

Company: LifeNet Health

Prep: 1 hour

Yield: A project meeting dashboard that helps teams run structured status meetings, capture discussion
in real time, and generate a meeting-minutes report immediately after the session.

Serves: Project managers and project lead

Report type: Dashboard (2x Task, 1x Note Reports)

Detailed instructions

This recipe creates a simple meeting operating system inside Workfront. Build the three reports below and add
them to a dashboard in this order: Tasks Due in the Next 7 Days, Tasks Due in Days 8-14, and Project Team
Meeting Updates ("Meeting Minutes"). Once built, add the dashboard to the left panel of a project or surface it
through a layout template.

Report 1: Tasks Due in the Next 7 Days
Refer to “Tasks Due Next Week” shown in Recipe 1, Team "In-The-Weeds" Weekly Task Report.

Report 2: Tasks Due in Days 8-14

Go to Reports > New Report - Task Report.

Add a clear title and description so users understand the report's purpose. Copy Report 1and change only the
date filter: Task >> Planned Completion Date is between SSTODAY+8d and SSTODAY+14d. Update the report
title so the time horizon is clear.

12 © 2026 Adobe. All Rights Reserved. Adobe Confidential. AdObe



Report 3: Project Team Meeting Updates ("Meeting Minutes")

Create a new Note Report with these columns: Task >> Name, Task >> Assigned To >> Name (label as "Task
Owner"), Note >> Note Text (see text mode below), Task >> Planned Completion Date, Task >> Projected
Completion Date, Task >> Progress Status, Task >> % Complete.

Text mode for the Note column (includes author):
displayname=Note
linkedname=direct
namekey=noteText
querysort=noteText
valueexpression=CONCAT({noteText}," -- ", {owner}.{name})

valuefield=noteText
valueformat=HTML

Text mode grouping;:
group.Ovaluefield=task:backlogParent
group.0valueformat=string

group.lvaluefield=task:name

group.lvalueformat=string
textmode=true

In Report Prompts, add a prompt for Note >> Entry Date. Make sure Show prompts in Dashboards is checked.

13 © 2026 Adobe. All Rights Reserved. Adobe Confidential. AdObe



Final product

Display the dashboard during a project meeting and work through due-soon tasks first. Capture decisions and
follow-ups directly in the task update stream. At the end of the meeting, run the Meeting Minutes report for the
session's time frame and export if needed — an immediate written record with no separate document required.

Bs;:]::ct Agen d a / M i nutes As of May 7, 2026 at 5:01 PM Eastem Daylight Time %

Tasks Due Next 7 Days
Details Summary
@ New Task [ﬁ v Explore campaign calendars m Q E' Gantt (© Report Default Report Default
Planned %
M Task Number Task Name Task Owner Assignments Latest Update Completion Date 1 Commit Date Complete
v The Sloth Productivity Initiative (2)
2 Hibernation Briefing Mark Evans Mark Evans Briefing Planned for May 8th at 12:36 PM — Mark Evans on 5/7/26 5/8/26 0%
Mochi Slumberton
Nimbus Dozerfield
7 Nap Nimbus Dozerfield Mark Evans A % & — Mark Evans on 5/7/26 513126 0%
Mochi Slumberton
Nimbus Dozerfield
Vv Project Deliverables Planning (3)
4 Define Relaxed Project Scope Nimbus Dozerfield Mark Evans 5/8/26 0%
Nimbus Dozerfield
5 Minimum Viable Effort Planning Mochi Slumberton Mochi Slumberton 5m/26 0%
Nimbus Dozerfield
6 Strategic Slowdown Metrics Mark Evans Mark Evans 512126 0%
Mochi Slumberton
Tasks Due Next Week
Details Summary
() New Task = v Explore campaign calendars (EEEEY Q 2 contt © Report Default Report Defautt
Planned %
v
Task Number Task Name Task Owner Assignments Latest Update Completion Date 1 Commit Date Complete
v Project Execution (2)
9 Low-Energy Delivery Push Mochi Slumberton Mochi Slumberton 518/26 0%
10 Leisurely Quality Check Nimbus Dozerfield Mochi Slumberton 5/20/26 0%
Nimbus Dozerfield
vV The Sloth Productivity Initiative (1)
n Celebrate....Slowly Mark Evans Mark Evans 5121126 0%
Mochi Slumberton
Nimbus Dozerfield
ng
Project Team Meeting Updates: "Meeting Minutes”
What should we include in your Report?
Note » Entry Date
‘ - Any — v
Run Report
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Report recipes

Project Updates Search

Submitted by: Mark Evans

Company: LifeNet Health

Prep: 10 minutes

Yield: A prompted report that lets users quickly search for project updates by project, task, note content,
owner, or date.

Serves: All project users, especially project managers and project leads

Report type: Note

Detailed instructions

This report gives users a fast way to locate updates without opening tasks one by one. It's especially useful when
a Project Manager needs to answer questions like: What was the latest update on this task? Who posted a specific
note? When did this project discussion happen? Where was the decision first mentioned?

Step 1: Create the Note Report
Go to Reports > New Report > Note Report.

Add a clear title and description so users understand the report's purpose. Create a new Note Report with these
columns: Link to Task, Note >> Note Text, Owner >> Note Entered By, Note >> Entry Date.
Text mode for the Link to Task column:

displayname=Link to Task

linkedname=task

namekey=view.relatedcolumn

namekeyargkey.0=task

namekeyargkey.l=name

querysort=task:name

styledef.case.0.comparison.icon=false

styledef.case.0.comparison.leftmethod=taskiD

styledef.case.0.comparison.lefttext=task:name

styledef.case.0.comparison.operator=in

styledef.case.0.comparison.operatortype=string

styledef.case.0.comparison.righttext=

styledef.case.0.comparison.truetext=

valuefield=task:name

valueformat=HTML
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Step 2: Configure report settings

Add a clear title and description so users understand the report's purpose. Set the report to load in the Details tab
and to show enough records to be useful when filtered on a dashboard.

Step 3: Add prompts
Add prompts for the following fields and ensure Show prompts in Dashboards is checked:

= Project >> Name

Task >> Name

Note >> Note Text

Note >> Owner ID

Note >> Entry Date

“Link to Task” is a custom display label applied in Text Mode; the underlying field is the task name/link field.

LINK TO TASK NOTE TEXT NOTE ENTERED BY ENTRYDATE =11 X

Train Inside Sales ~ Sample Text John Smith Apr 15,2011
Team

Optional: Add this report to a single-report dashboard and place it in the left panel of every project. When
used within a project context, it becomes a lightweight way to search that project's update history.

Final product

A searchable update log for your projects. Helps project managers answer questions faster, track historical
decisions, and avoid clicking through multiple tasks to find the right note.

Updates Search
What should we include in your Report?

Task >> Name

—Any — v
Note > Note Text
—Any— v
Note > Owner ID
—Any — v
Note > Entry Date
—Any— v
Project % Name
(- -
Run Report
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Report recipes

Project Owner Notes

Submitted by: Skye Hansen

Company: Merkle

Prep: 15-20 minutes

Yield: Shows overall health of active projects by project owner. A running narrative of where each project
stands and what's needed — ready for status conversations, leadership check-ins, or handoffs when
you're out.

Serves: Project managers and anyone covering for them

Report type: Project

Detailed instructions

This report gives a project owner the ability to store a short, current narrative that can be pulled up any time: for
a 11, a leadership check-in, or a weekly review. Because the narrative is already in the system, planned or sudden
absences don't leave your coverage guessing.

Assumptions: A Project Owner Notes custom form with three paragraph fields—Running Notes (where the
project stands), Project Manager Availability and Coverage (plain language for when you're out and who's
covering), and Action Needed (risks, blockers, decisions). Ask your admin to attach the form to active projects in
bulk or through templates. In a pinch, the project description field works as a proof of concept.

Step 1: Create the project report

Go to Reports > New Report > Project Report.

Add a clear title and description so users understand the report's purpose.
Step 2: Add columns

Add the following columns. The three custom fields are inline editable — update them straight from the report.

Columns

Project Name

Running Notes (custom field)

Project Condition

Action Needed (custom field)

Project Planned Completion Date

Project Priority

Project Manager Availability and Coverage (custom field)

Project Last Update Date

17 © 2026 Adobe. All Rights Reserved. Adobe Confidential. AdObe



Sort by Planned Completion Date. The three custom fields are inline editable — update them straight from the report.

Column Preview | Hide preview | Applyan Existing vew | ((Add colum
NAME RUNNING NOTES CONDITION ACTION NEEDED DUE ON PRIORITY PM AVAILABILITY AND COVERAGE LAST UPDATE DATE
CRM Integration - Tampa Office ON Jun 28,2026 2 Apr 14,2011

Step 3: Filter to your projects
= Project >> Status Equates To: Current, Planning, On Hold (or your preferred active statuses)

= Project >> Owner ID = SSUSER.ID

‘ My Project Status

Columns (View) Groupings Filters Chart

Set Filter Rules for your Report:

‘ Project »> Status Equates With H Q ‘ ‘ Equal v ‘ | Current X | | On Hold X | | Planning X ’
| ]
‘ AND v
‘ Project > Owner ID H @ ‘ ‘ Equal v ‘ Q|
[ 0 ssuseriD x |

Add another Filter Rule

Step 4 (Optional): Group by Condition

Group by condition so that the person viewing the report sees what needs attention first.

My Project Status

Columns (View) Groupings Fil

Group by:

Project » Condition H (—) ‘

[ Collapse this grouping by default

18 © 2026 Adobe. All Rights Reserved. Adobe Confidential. AdObe



Final product

A list of your projects, each carrying its own short status: where it stands, who's watching it, and what it needs.
Tip: pin it to your global navigation bar so updating the notes becomes part of your normal rhythm.

REPORT
Iz

. Show Filters +++ Report Actions As of May 28, 2026 at 5:06 PM Pacific Daylight Time (5
My Project Status
Details Summary
> v Q, 2eant Y/ Reportefault (D Report Default Report Default
Last
v | Name Running Notes Condition Action Needed Due On Priority PM Availability and Coverage Update
Date

v Condition: At Risk (2)

Website: Celebrity Visit ‘Gwen Stefani indicated she might not At Risk Reach out to her agent 7//33 None Out every Friday until Fall, Jordan is 5/28/26
be able to make it on Jul 12033. taking care of this one

Thank you Email for Sweepstakes Entrants Email is being reviewed by Legal At Risk Remind Legal reviewer on Friday that ~ 6/30/26 Normal Out every Friday until Fall. Alex is 5/28/26
we really need it by Monday taking care of this one

v Condition: On Target (138)

BC-Q424-9211-Web Page - New Not started yet. Kickoff scheduled for On Target Order donuts end of summer 3/30/31 Normal Out every Friday until fall, but this can 5/28/26
fall wait until | get back
test email request 4 - Project This one is just a test On Target 3/11/26 Normal Out every Friday until fall, but this can ~ 5/28/26

wait until | get back
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Report recipes

Cross-Project Visibility with
Cross-Project Predecessors

Submitted by: Tim Wyckoff

Company: Shaw Industries

Prep: 20-30 minutes

Yield: A report that pulls in related projects, based on cross-project predecessors, into a single view to let
Project Managers and stakeholders see how work in one project impacts another - and quickly answers
"Where are we?" without chasing status updates.

Serves: Project managers, task owners, cross-functional teams, and executive

Report type: Project / Task

Prerequisite: This recipe consists of a Main project where you can see tasks linked to milestone tasks in
multiple Related projects. Because these are linked via cross-project predecessors, the Main project will show the
current status of all the milestone tasks in the Related projects.

Detailed instructions

Step 1: Create connection tasks in each related project

In each related project, identify the milestone tasks that signal completion to another team.
Step 2: Link connection tasks to the main project

In your main project, create tasks that depend on those milestone tasks from the other projects.
For example:

= Launch Final QA depends on Landing Page Ready for QA from the Web project

To create the link:

1. Open the task in the main project.

2. Go to Predecessors.

3. Search for and select the connection task from the related project.

4. Choose the dependency type, usually Finish-Start.

This setup creates the cross-project dependency that will later drive your reporting and visibility.
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Step 3: Test that the dependency is working

Hover over the predecessor icon on a task in the main project.

You should see:

» the related project name
» the predecessor task name
= the current status of that task

= whether dates have shifted

If the related task moves, the dependent task in the main project should adjust automatically, depending on

your Workfront settings.

* Workbam v Mo Pethiie  Trangiorm The C > mpt New Product Oev
- PeamGmks  PujectCuns PRaeensd Completon e
G New Product Development - Project " 17 @ e o 2 Dive Hotmsn Sep 14, 2626
Toshs
£ nas (F) Mew Task = Plleows T am 77 rmes
Preject Detasls v Task Name Assagnments Duration P Fredecrsors StartOm
B Cone [ wiby Proqoct Manigir 20k 5 Howrs "IN
2 Upts - Saes Repeesentatrer 3 Wherks 6 Howrs o3 2
PA e 5 Enginee 5 Vs 200 Hows ote 102026
Aty ™Y Paction Ergnte 7 Weeks 220 Howrs Jors 2eize
e L Markating Sales Repeesrtaton 30 Days 80 Howss ro N1ie
Aopeonls » Advrriving & Promotions Desgre 1 Nomh 80 Howrs N
e » Markating Video 21 Days
Rates » v Ditribation
[ eiling Roconss
Drpersis
Howrs
I Wordoad Bakancer ~ Cross Project: FIO Marketing Video - Project
o 1D: 218012 1o 7180121
PLN START PLNEND g__o 7
Apr9 May 22 At Risk Current
% COMPLETE PROJECT OWNER
€ sie% 4—— () Claudiajones
Integrated Campaigns Ma
PLN START PLNEND PREDECESSORS
Apr9 May 22 0 Tasks
PROIECT Fercam Coorgied

FIO Marketing Video - Project U

% " e

N

2.

amine

S Tasks
) nss ) Mo Task |
] project Detats . v ek Name P—
Bl susnessase 1 * Video Project Magper Task 31 488 Hours 49126
=) Upastes 2 ~ Crmative Layout and Copy % Dy 73 Heurs aloize Al
™ vocuncaes 3 Lroatwe Lawout K Kuvos 20 S Howrs 4926 466
- o . betual Cungry [T - Dy 201 Alas Analsn
) mswes (0)
Hrl Copy Lopyvarter 300 % Fours AW 4226
D mss
\ s Drcrcdimard Cingry Sqporion Abibosar 2Dy 0 Herars = alnie Arziias
) Aeprovdls \S
w t Frame Azets Cavadla ks Dy 4Hours 45026 426
N Easeines
= [ v On Location Vidwo Shoat 7Dy 06 Hours alonze anone
] Rotes
: 9 Shoet Jasmine lobnson Dy 32 Hows asis 4026
@iing Records Jory Bald
Dot ¥ivine
2 Gxpenses Ted Chow
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Step 4: Keep it current
For this recipe to work well, both sides of the dependency need to stay updated.

Teams managing the related projects should:

» update task status regularly

» keep % Complete current

= maintain accurate dates

= use comments to note blockers or risks

The project manager for the main project should:
= monitor milestone tasks from related projects

= review dependency impacts

= adjust dependencies if the workflow changes

cigiieer 7 wveeks £oU nouI> SO

Task 1: Video Project Master Task oton2

otiont
A Cross Project: FIO Marketing Video - Project

D: 218012 St 2180121
PLN START PLN END CONDITION STATUS %Yot
Apr9 May 22 At Risk Current
% COMPLETE PROJECT OWNER
ks, gacon ) Claudia Jones _
Integrated Campaigns Manager See Project
PLN START PLN END PREDECESSORS SUCCESSORS
Apr9 May 22 0 Tasks 1Task
o 25

Step 5: Build a visibility report

Build a task report that shows tasks in the main project alongside their cross-project predecessor tasks, then
add it to a dashboard for leadership and stakeholders. Add a clear title and description so users understand the
report's purpose.

Columns

Project Name

Task Name
Predecessor Task Name
Status

Due Date
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Final product

A living dependency map across projects.

PROJECT Percent Complete Project Owner Planned Completion Date Condition Status

F|0 Ma rketi ng Video = Project {9 7«’:7 eee 84.62% ¢) Claudia Jones May 22, 2026 At Risk @® Current
Ze Tasks
S i~ ra] .
Tasks @ New Task |:—> v Q Board EI Gantt V Filters © standard Nothing
E Project Details # 1 v Task Name Assignments Duration Pln Hrs Predecessors Start On Due On % Complete
@ Business Case 1 Vv Video Project Master Task 31Days 488 Hours 4/9/26 5/22/26
@ Updates 2 Vv Creative Layout and Copy 10 Days 72 Hours 4/9/26 4/23/26
a Documents 3 Creative Layout Kyle Kuvec 2 Days 8 Hours 4/9/26 413126
@ ssues (0) 4 Initial Copy Bert Cooper 5 Days 40 Hours 4/9/26 4/16/26
@ Risks 5 Final Copy Copywriter 3 Days 16 Hours SJoa 416/26 4/21126
i
6 Proofread Copy Spencer Aldean 2 Days 8 Hours JJos 4/2126 4/23/26
@ Approvals
N 7 Frame Assets Claudia Jones 1Day 4 Hours 4/9/26 4/10/26
Baselines
R 8 v On Location Video Shoot 7 Days 196 Hours 4/9/26 4/20/26 m
ates
o 9 Shoot Jasmine Johnson 1Day 32 Hours 4/9/26 4110126
EEJ Billing Records Joey Baird
David White
Expenses Ted Chow
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Report recipes

Project Hygiene Dashboard

Submitted by: Lyndsy Denk

Company: IDEXX

Prep: 60-90 minutes

Yield: A project-level hygiene dashboard that helps Admins and Project Managers quickly find
incomplete setup, stale records, and projects that should be closed or corrected.

Serves: System admins, project management office leads, and project managers

Report type: Dashboard

Detailed instructions

Use this dashboard to monitor the overall quality of project records in your instance. The goal is not to police
every edge case but to surface the projects most likely to need cleanup. To scope reports to a specific business
unit or leader:

= For functional groups: add Owner >> Home Group ID or Owner >> Home Team ID
= Forindividual users: add Project >> Owner ID = SSUSER.ID
Report 1: Projects with No Owner

Go to Reports > New Report > Project Report.

Add a clear title and description so users understand the report's purpose. Create a Project Report to identify
projects without an assigned owner. Review immediately so accountability and routing are clear.

Columns

Project >> Name
Project >> Owner
Portfolio >> Name
Program >> Name
Group >> Name

Any field that helps determine who should assume ownership
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Grouping: Entered By >> Name | Filter: Project >> Owner ID is blank
Optional chart: Column | Y axis: Record Count | X axis: Entered By >> Name

6

1
1 .
0

Entered By: Name

Record Count (Count)

Report 2: Untitled Projects
Go to Reports > New Report > Project Report.

Add a clear title and description so users understand the report's purpose. Create a Project Report to surface
placeholder or abandoned records named "Untitled Project" or named like template copies. Before deleting
anything, check for assignments, updates, and recent activity.

Columns

Project >> Name
Owner >> Name
Portfolio >> Name
Program >> Name

Project >> Description

Report 2: Untitled Projects
Text mode column showing all tasks within the project:
displayname=Tasks
listdelimiter=<p>
listmethod=nested(tasks).lists
type=iterate
valuefield=name

valueformat=HTML

25 © 2026 Adobe. All Rights Reserved. Adobe Confidential. AdObe



Grouping: Project >> Status

Filters: Project >> Name contains "untitled" OR Project >> Name contains "template" AND Project >> Status not
equal to Cancelled or Complete

Campaign: paned %
DG Name Owner: Name Napmeg : Entry Date Completior Tasks Desc Due On Cornaleta
Date P
Vv Status: Not Started (1)
PAID MEDIA TEMPLATE FOR 5/21/26 917/26 Strategy Review 917/26 0%
COPYING TASKS Revise copy (Strategy review 1)

Build with digital media agency
(minimum 3 weeks)

Creative review of agency work

Strategy review 2 (if needed)

Creative development -
Build/animate assets

Proofing + Legal Review Deliverables include:
Copyediting Final Review [# of - Paid social ads
Assets] - Today's Veterinary
Review 2 with Strategist Practice social ads
Project Setup & Kickoff (may be able to

LOB Review leverage above,

Report 3: Projects with No Company
Go to Reports > New Report > Project Report.

Add a clear title and description so users understand the report's purpose. Create a Project Report to find
projects missing a company association. In many organizations this field supports access, security, client
alignment, and cleaner reporting.

Columns

Project >> Name
Template >> Name
Owner >> Name

Company >> Name

Grouping: Owner >> Name | Filter: Project >> Company ID is blank
Chart: Column

» Y axis: Record count

= X axis: Template >> Name

Report 4: Projects with No Portfolio

Go to Reports > New Report > Project Report.

Add a clear title and description so users understand the report's purpose. Assign all projects to a portfolio that
fits best with the project's subject matter. Bonus points for also assigning a Campaign. This supports access,
security, and reporting.
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Columns

Project >> Name

Any contextual field to help determine the correct portfolio
Owner >> Name

Project >> Status

Grouping: Owner >> Name | Filter: Project >> Portfolio ID is blank

N Name Entry Date Due On 4 Desc Status
> Owner: Name: S S (2)

v Owner: Name: S mmes(2)

5/13/26 5/20/26 Use this template when you need to update an ~ Complete
Owner: existing asset. 100%
Update Detailer 5/14/26 5/20/26 Product dimensions, etc =re Complete
Owner: incorrect in the sales detailer. Please update to 100%

reflect the attached info.

Report 5: Projects with No Program
Go to Reports > New Report > Project Report.

Add a clear title and description so users understand the report's purpose. Create a Project Report to find
projects that belong in a program but haven't been assigned one.

Columns

Project >> Name

Any contextual field to help determine the correct program
Owner >> Name

Project >> Status

Grouping: Owner >> Name | Filter: Project >> Program ID is blank
Report 6: Projects 100% Complete but Not Closed
Go to Reports > New Report > Project Report.

Add a clear title and description so users understand the report's purpose. Create a Project Report to identify
projects that appear finished but are still open. Closing these improves dashboard accuracy and reduces noise
for end users.
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Columns

Project >> Name

Owner >> Name

Last Note >> Note Text
Project >> Last Update Date
Project >> Status

Project >> Planned Completion Date

Grouping: Project >> Status, Owner >> Name

Filters: Project >> Percent Complete =100 | Project >> Status not equal to Cancelled, Complete (or any status
equated to closed or complete)

Optional chart: Column | Y axis: Record Count | X axis (group columns): Owner >> Name and Status

2

Record Count (Count)

Owner: Name

Report 7: Projects at 0% Complete and Not Updated in 6+ Weeks
Go to Reports > New Report > Project Report.

Create a Project Report to identify projects that appear stalled, abandoned, or never truly started.

Columns

Project >> Name

Owner >> Name

Project >> Description

Project >> Planned Completion Date
Project >> Entry Date

Project >> Planned Start Date

Project >> Last Update Date
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Grouping: Owner >> Name, Project >> Status

Filters: Project >> Planned Start Date < SSTODAY | Project >> Last Update Date < $STODAY-6w | Project >>
Status not equal to Cancelled (or any status equated to cancelled)

7

Record Count (Count)
w

Owner: Name

tls In Progress On Hold Not Started Requested

Report 8: Projects Started but Still in Requested or Planning Status
Go to Reports > New Report > Project Report.

Add a clear title and description so users understand the report's purpose. Create a Project Report to find
projects where work has clearly begun but the status hasn't been updated to reflect it.

Columns

Project >> Name

Project >> Status

Owner >> Name

Project >> Planned Start Date

Project >> Planned Completion Date

Last Note >> Note Text
Grouping: Owner >> Name | Filters: Project >> Percent Complete > 0 AND Project >> Status = Planning
or Requested

Optional chart: Column | Y axis: Record Count | X axis: Owner >> Name

2

Record Count (Count)

Owner: Name
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Final product

A practical command center for project data quality. Helps teams close completed records, correct missing
metadata, and improve portfolio structure without manually digging through the system.

DASHBOARD

H H v Dashboard Actions As of June 19,2026 at 220 PM Eastern Daylight Time %
Admin | Projects and Tasks Cleanup ~
Review projects and tasks that appear to be stagnant to urge along, close, or deactivate. Monitor for governance and compliance behavior to assess opportunities for training and education, ----- Updated Nov 2022 Denk
Reports in this dashboard | Projects and Tasks Cleanup
Details Summary

P v Q VY report.. @ Report.. Report ..
V) Name Description

v Shareable Folder: Name: Admin | Workfront (14)

Admin | Active proofs in closed projects Proofs listed here are in projects that are closed. To also close out the proof consider:
1. Adjusting the workflow to require only one decision.
2. Ifthere is not decision, demote the decision-maker(s) to Reviewer.
3. Lock the proof.
Leave an update on the document reflecting your changes for transparency and audit purposes.

Admin | Overdue Tasks (0% completed) not Updated in 3+ Weeks Identify tasks that should potentially be completed and are not. To help ensure users are not distracted by excess work data on their
dashboards, old tasks should be completed, canceled, or deleted.

Admin | Projects 0% Complete - Not Updated in 6+ Weeks Identify projects that are not being used. To help ensure users are not distracted by excess work data on their dashboards, unused
projects should be marked as on hold, completed, or canceled.

Admin | Projects 100% Complete but NOT in Closed Status ACTION: Mark as complete or prompt an owner to mark as complete.
Identify projects that should be completed and are not. To help ensure users are not distracted by excess work data on their dashboards,

old projects should be marked completed or canceled. This excludes projects with planned completion within the last 30 days since
some owners tend to revisit projects before officially closing.

Admin | Projects started, but status Requested or Not Started If users have logged progress on a project, update the project status to In Progress.
Admin | Projects with No Owner Action: Assign an owner
Admin | Projects with No Portfolio Assign all projects to a portfolio that fits best with the project's subject matter. Bonus points for also assigning a Campaign. Contact the

Workfront Help Desk if you have questions.

Admin | Tasks with 0 Hours Tasks with planned hours of 0 will not appear in resource management tools. Adjust all the tasks listed here to have planned hours of
work.
Admin | Untitled Projects Here is a list of projects with a title of "Untitled Project" or related to a project template. This usually means someone created a project

and did nothing else. Check that the project has no assignments, updates, or other activity. If empty, delete it.

g all 14 reports

Admin | Projects with No Owner

Details Summary Chart
Export ‘ Hide Values Showing default Report Filters, Views and Groups
6
5
5

IS

Record Count (Count)

1

0 .

Alexa Baggitt Lyndsy Denk
Entered By: Name

Admin | Projects with No Portfolio

Details Summary
[—) W Q E’ Gantt V Report... (@ Report... Report....
2] Name EntryDate  DueOn ¥ Desc Status
> Owner: Name: Alexa Baggitt (4)

v

Owner: Name: Gina Clark (1)

v

Owner: Name: Sarah Fricke (3)

v

Owner: Name: Elzbieta Budrecke (1)

v

Owner: Name: Sara Stone (2)
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Admin | Tasks with 0 Hours

Details  Summary
= v

> Task Name Project

Task
Number

v

Project: Status: On Hold (12)

v

Project: Status: Not Started (38)

v

Project: Status: In Progress (91)

v

Project: Status: Requested (1)

Details Summary Chart
Export H Hide Values Showing default Report Filters, Views and Groups
7
6
6
g5
3
[
= 4
H 3 3
E
s
£ 2 2
g2
g
= 1 i A 1 1
1
. il i1
Alex Colin Diana  Emanuela  Erica  KimFurst Lyndsy  Stephen
Hooydonk  Minte Martinez ~ Ferrante  Clemons Denk Miller
Owner: Name
1l In Progress OnHold 1l Not Started

Details Summary Chart
[ Export [ Hide Values Showing default Report Filters, Views and Groups

700
16

Record Count (Count)
eonow
s 8 38

o & 3 3

-

k

Last Update Date

il in progress 1l On Hold 1l Not Started Requested

Admin | Untitled Projects

Details Summary

B v

Q E-Garm Y Report.. @ Report...

Assignments Pln Hrs Start On Due On Project status

Showingall  All v tasks

Details Summary Chart
Export | | Hide Values ] Showing default Report Filters, Views and Groups
3
g 2
52
3
o
£
H
3
o
=t 1 1
1
g
z I I
0
Chelsea Rice Lyndsy Denk Shelby Poduch

Owner: Name

Closed Status

Details Summary Chart

Record Count (Count)

Export | | Hide Values ] Showing default Report Filters, Views and Groups

A

~

3

l I l l l
[
Alex

I ChelseaRice  Chloe Glover  Emanuela Shanitra  Shelby Poduch
Hooydonk Ferrante Fulgham
Owner: Name

1l 1n progress On Hold

Q 2aent Y report.. © Report...

Planned
> Name Owner:Name ~ Campaign: Name EntryDate  Completion Tasks Desc DueOn % Complete
Date

> Status: In Progress (7)
> Status: On Hold (1)

> Status: Not Started (2)
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Report recipes

Task Hygiene Dashboard

Submitted by: Lyndsy Denk

Company: IDEXX

Prep: 30-45 minutes

Yield: A task-level hygiene dashboard that surfaces hidden capacity issues and stale task records that
need attention.

Serves: System admins, project management office leads, and project managers

Report type: Dashboard

Detailed instructions

This dashboard focuses on task records that commonly distort workload visibility or create unnecessary noise in
project execution. It works well as a companion to the Project Hygiene Dashboard.

To scope the reports:

= For functional groups: add Project Owner >> Home Group ID or Project Owner >> Home Team ID
= For individual users: add Task >> Project Owner ID = SSUSER.ID

Report 1: Tasks with 0 Planned Hours

Go to Reports > New Report - Task Report.

Add a clear title and description so users understand the report's purpose. Create a Task Report to identify tasks
that are assigned but have no planned hours. These tasks disappear from workload and resource-management
views, making capacity data misleading.

Columns

Task >> Task Number
Task >> Name
Project >> Name
Task >> Assignments

Task >> Planned Hours
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Grouping: Project >> Status, Project Owner >> Name

Filters: Task >> Work = 0 | Project >> Status not equal to Complete or Cancelled | Task >> Status not equal
to Complete

7 Task

Task Name Project Assignments Pln Hrs Start On Due On Project status
Number

> Project: Status: Not Started (42)
> Project: Status: On Hold (11)

v Project: Status: In Progress (79)
v Project Owner: Name: — (1)

9 Creative review = 0 Hours 5/29/26 5/29/26 In Progress
Detailer_Update

Report 2: Overdue Tasks Not Updated in 3+ Weeks
Go to Reports > New Report > Task Report.

Add a clear title and description so users understand the report's purpose. Create a Task Report to identify late
and apparently stale work. These tasks are prime candidates for follow-up — they may be blocked, forgotten,
or inaccurately represented.

Columns

Task >> Name

Project >> Name

Project >> Status

Task >> Assignments

Task >> Predecessors

Task >> Planned Start Date

Task >> Planned Completion Date
Task >> Percent Complete

Task >> Last Update Date

Grouping: Task >> Last Update Date (by Month), Project >> Status, Project Owner >> Name

Filters: Project >> Status not equal to Cancelled, Complete, or Queue | Task >> Status not equal to Complete |
Task >> Number of Children = 0 | Task >> Last Update Date < SSTODAY-3w | Task >> Planned Completion Date
< $STODAY | Project >> Personal = False
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Optional chart: Column | Y axis: Record Count | X axis: Last Update Date and Project >> Status

Final product

Two reports that help project managers and admins spot task records affecting workload accuracy or masking
execution problems. Especially useful in weekly governance reviews or PMO office hours

600
550
2 500 B
€ 450
g 400
-~ 350
5 300
8 250
°
2 200 O
g 150
" .
50
o 2 ek . EE EROE
'» v % v o o oV v o v ¥ o
$ $ $ $ $ $ $ $ $ $ $ $
- & - o o - R - o o - -
& N S d & Ry & & < & & <
Last Update Date
tls InProgress 1l On Hold  1ls Not Started Requested
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Report recipes

Resourcing at a Glance (Instant
Insights Dashboard)

Submitted by: Carol Majewski, Director of Program Management

Company: RAPP

Prep: 20-30 minutes

Yield: A single dashboard that surfaces real-time allocation data from multiple Workload Balancer filters,
so people managers can see allocations across teams without constantly changing filters or navigating
Resourcing.

Serves: People managers, project managers, resource managers, and team leads

Report type: Dashboard

Prerequisites: This dashboard surfaces data from Workload Balancer, so accuracy depends on how well the
customer has set up the Workfront areas that feed resource management. If key inputs such as schedules, job
roles, planned hours, resource preferences, and project setup are incomplete, the dashboard may still display
data, but that data may not be reliable. If the customer needs help preparing their instance, consider the Resource
Management Preparation blueprint bundle, which includes checklist-style assets intended to improve resource
management data quality.

Detailed instructions

Assumptions: Users already rely on Workload Balancer and the filters used for this dashboard are already
shared with the teams that need them. Dashboards have a 25-item limit.

Step 1: Create display and copy link

Go to the Resourcing area and open the Workload Balancer. Switch to the Assigned Work tab. Select the filter
you want (e.g., Creative Team, Dev Squad A), the number of weeks to display, and the view: day, week,
or month.

Click the Sharable link icon and copy the link to your clipboard.

N Resource Management

iv WorkoadBalancer () (TEEED) Today < > Feb13-26,204 v Day & BukAssignments iy @ A
Planner > UNASSIGNED WORK oy Feb 2024 4 n Shareable link
N, Zl-te:w o Clearan
[5] Workload Balancer > ASSIGNED WORK WK Feb12-18 WKFeb19-25 ki
- Gustavo Card -
Utilization B o 0% 0 0
+ New Filter
(&) Resource Pools > () Michae!Horton %87 2505
Natale Ely
> Art Director 243 433 x
5 (@ Christopher Whieley 023 2483
= Copywrit
Stack filters
All Laukoter
> AL Geative Lead 435 3475
= v Saved (1 active)
s 1g Tammy Simmons 432 3262
Creative Lead
Creative Team One Assigned Work
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https://experienceleaguecommunities.adobe.com/product-updates/blueprint-released-resource-management-preparation-132976#access_token=eyJhbGciOiJSUzI1NiIsIng1dSI6Imltc19uYTEta2V5LWF0LTEuY2VyIiwia2lkIjoiaW1zX25hMS1rZXktYXQtMSIsIml0dCI6ImF0In0..Yr_ku6O3m_5vflU5be_fXT0iBBDmQROdANF4q2En_OJt9NVu9Fennpya8INzdxqamNXq-trnPV9XqBenNlD18NUwoZmZKKYYz8UYjwvSUoSWO8KWNlEn1aptNNgQPEJIpUMK7PJLJEYBOhzTExMJUje93acdSezuQPl0dGMfrv0LVmjZ1gnuXCoiKWI-eEhITTHwe8Sv5-MOEdao-S-tzb43Q4kYMJ5MqxBDCGoimEjTc0TPfiY-v7pKq6zYqoFrA21vVMpHJkmabkbOa0F73-F63xb2v2wOLTN020N9fZ-02E47Dcr0kMHH3wmUkrRQtoBALMKWD9oBmETfeZszHg&token_type=bearer&expires_in=86399997
https://experienceleaguecommunities.adobe.com/product-updates/blueprint-released-resource-management-preparation-132976#access_token=eyJhbGciOiJSUzI1NiIsIng1dSI6Imltc19uYTEta2V5LWF0LTEuY2VyIiwia2lkIjoiaW1zX25hMS1rZXktYXQtMSIsIml0dCI6ImF0In0..Yr_ku6O3m_5vflU5be_fXT0iBBDmQROdANF4q2En_OJt9NVu9Fennpya8INzdxqamNXq-trnPV9XqBenNlD18NUwoZmZKKYYz8UYjwvSUoSWO8KWNlEn1aptNNgQPEJIpUMK7PJLJEYBOhzTExMJUje93acdSezuQPl0dGMfrv0LVmjZ1gnuXCoiKWI-eEhITTHwe8Sv5-MOEdao-S-tzb43Q4kYMJ5MqxBDCGoimEjTc0TPfiY-v7pKq6zYqoFrA21vVMpHJkmabkbOa0F73-F63xb2v2wOLTN020N9fZ-02E47Dcr0kMHH3wmUkrRQtoBALMKWD9oBmETfeZszHg&token_type=bearer&expires_in=86399997

Step 2: Create a resourcing dashboard
Open the Main Menu and click Dashboards - New Dashboard. Name it (e.g., Resourcing - Instant Insights).

Add a clear title and description so users understand the dashboard’s purpose. Choose a two-column layout if
you plan to show multiple teams side-by-side. Think of this dashboard as your resourcing homepage.

New Dashboard

Dashboard Details Available Reports & Calendars Select Layout / Add Reports

e Built-in, public, and viewable private reports and calendars. D D D ﬁ 56 UDH ﬁ ooo
= =
O ® (0] o o (o] (@]

Creative Resourcin \g Dashboard | searchiy name

DDDDDD = 1

Links to Workload Balance to show Assigned Work Items for Drag reports here to arrange
Creative teams. ' your dashboard

No matching results

Step 3: Add an External Page for each resourcing view
In the dashboard builder, click Add External Page.

Click the Sharable link icon and copy the link to your clipboard.

Note: If the dashboard embeds Workfront content as an External Page, a System Admin may need to
enable embedding of Workfront in an iFrame first. This is not required for every external page, and some
URLs may still be blocked by security or authentication behavior.

Complete the following fields:

Name: e.g., Creative Team - Assigned Work or Product Team A - 4 Week View

Description: Context for the view

URL: Paste the Workload Balancer sharable link from Step 1

Height: Start at 500 (increase if your filter returns many users)

From the embedded view, users can change the timeline, toggle Show allocations, and expand a user to see
projects and tasks.

Add External Page

Name %
Creative Team #1 Assigned Work

Descripson
Client A, Client B

vRL %
1b3BSZVAvamtsb2FKXYI6bOVSDHINTDY%IE

Height

&) -~
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Step 4: Repeat, arrange, and share

Add an External Page tile for each additional team or time window. Drag and drop to arrange by department,
region, or priority. Use the pencil icon to refine names and descriptions. Click Save + Close to finalize, then share
via Dashboard Actions - Share with People Managers, Project Managers, and Resource Managers.

For users without direct Resourcing access, this dashboard acts as a shortcut to see Assigned Work and, if they
have rights, jump into the Workload Balancer for edits.

Edit Dashboard

Dashboard Details
Nome #

Creative Resourcing Dashboard
Descripton

Links to Workload Balancer to show Assigned Work filters for Creative
teams.

coneet

Final product

Available Reports & Calendars Select Layout / Add Reports

o0 22 (0 ood 2=

+ i Creative Team #1 Assigned Work

Built-in, public, and viewable private reports and calendars \

Search by name
Creative Team #4 Assigned Work

+ I Creative Team #2 Assigned Work

No matching results ! Creative Team #5 Assigned Work

reative Team #3 Assigned Work

A single dashboard with embedded, interactive Workload Balancer views for each team. Managers open one
page to see allocation across the entire organization.

DASHBOARD
@ : : ~ Dashboard Actions &3
. Creative Resourcing Dashboard L&
Links to Workload Balancer to show Assigned Wark filters for Creative teams.
Creative Team One Assigned Work Creative Team Two Assigned Work
Workload 0 . 7 Workload — 7
? Feedback v v - il ] ~ - M~ il 3
o @ - Todsy < > 2weeks ] Week ol 8, By ® Today < > 2weeks ] Week alo U
> ASSIGNED WORK May 2026 > ASSIGNED WORK Way 2026
W Moy 723 wa2May24-30 w2t sy 7-23 w22y 24-30
> @ It za > o e
Michael Horton Paul Ricklen
> & Art Director T < = Art Director g 9
Nicole Bui . Ralph Jeon
o Art Director & > (@) 2hhcoe 083 19
> &M Rufino Medrana as 6 > @ horen 89 1388
> ° Mrany}ollcek 2918 297 > RT 'éz;ml"'“" 21 1013
> 9 O‘;‘:}g?j“ Weakdey 297 2627 > {(BE) David Eyman 2042 043
> 6 gﬂmﬂd 3392 3n47 > (M) Noah Michel 36 1nes
Alf Laukoter Rich Edmondson
> AL Ot Lend 4095 228 > RE cativ Lzad 2077 2002
s Ac AmandaCarlson i o
> 5565 58 Creative Team Three Assigned Work
Workload = = m A
> 120 .37 Balancer ® @ Today < > || 2medks v [V | Week v e e
5 ; B > ASSIGNED WORK My 2026
W21 May 1723 W22 May24-30
Tommy Simmons
> TS Gestivelead 4007 2988 -
anny Lima
> DL Art Director 3345 597
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Now it's your turn.
Happy cooking!

Need more resources or want to join more conversations about project management? Check out the Adobe
Workfront Community.

https://experienceleaguecommunities.adobe.com/adobe-workfront-22
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