
USING ROW & COLUMN HEADINGS
Note
These headings are repeated in the notes pages below to identify the field or column that the note refers to.

LOGO
Note
Your logo here!

REPORTS & RESET BUTTONS
Note
Buttons provide the user with the ability to produce reports directly from this register - Issue Management Plan, Issue Analysis Grid, Issue Grid Register .
Keep the register up to date and no additional effort will be required.

Phil
Note
Buttons to generate differing views of the Register. Simplifies viewing and analysis.

RISK ANALYSIS GRID
Note
Every Issue Analysis Grid generated is retained in the Register. Named as you require can provide an audit trail and allow comparison of progress and performance.

Phil
Note
The prime component of the Issue Register this is where all issue data is retained and the data source of all reports and other tools.

ISSUE MANAGEMENT PLAN TAB
Note
This populates automatically when I.M.P. button pressed.

TEAM CODES TAB
Note
Records the Programme,Project and other group/team names to ensure consistency of update and reporting.

GENERAL INFORMATION
Note
Example here  is an unmodified ABBT Issues Register. 
Amendment may be needed due to new customers requirements e.g. Customers Name, Logo, field description requirements etc however the principals and statements in notes below will still apply. 

CONTINUATION
Note
This is the continuation of the view shown above. 


GUIDELINES
Note
Red flags in the corners of cells indicate a note or guideline is present. See following pages for details.



A2Cell:
The Issue Number is comprised of two parts - "Team Code" and "Seq No."Comment:

F2Cell:
Name of the individual requiring the issue to be registered.Comment:

G2Cell:
Date Issue first entered onto this register.Comment:

I2Cell:
The Manager of the 'Team' affected by the Issue will determine its importance Five (5) levels of priority only should be used with One (1) having the lowest ranking and  Five (5) the lhighest ranking.Comment:

J2Cell:
“Impact” – Defined as the impact on cost, schedule (timescales and resources required) and quality (ability to meet objectives or support the critical success factors).Comment:
5 Very High > 75% of budget or > three months delay or critical requirements will not be met.
4 High 30% to 75% of budget or < three months delay or a few key parameters will not be met.
3 Medium 10% to 30% of budget or < two months delay or a few key requirements will not be met.
2 Low 3% to 10% of budget or < two weeks delay or a few desirable requirements will not be met.
1 Very Low < 3% of budget or < two days delay or will meet all requirements

K2Cell:
A calculated field = Priority X Impact.  The Higher the number the GREATER the IMPORTANCE. Comment:

L2Cell:
To allow further prioritisation each issue should be coded to indicate which of Cost, Quality or schedule is affected by the issue. Use in cell list to select.Comment:

O2Cell:
This provides the means to extract e.g. a 'Top Ten' for a Programme Boards review using the Calculated Importance and Impact Code fields to assist in selection. Enter e.g. 1 to 10 to select those for review. Comment:

U2Cell:
The person best able to determine and confirm if the Issue has been 'resolved'.Comment:

V2Cell:
The person designated to carry out the work and resolve the IssueComment:

W2Cell:
Provided to allow teams to determine full range of actions required of its team members. (Filtering on this field allows a team manager to determine full impact on his/her project.)Comment:

X2Cell:
This allows an Issue to be highlighted/selected for considerations by higher authorities. An in cell list is provided to select from.Comment:

Y2Cell:
Issue types include Conflict (Con), Off Specification (OffSpec), Query (Query) and Request for Change (RFC), Statement of Concern (Concern). Select from in-cell list.Comment:

AA2Cell:
DO NOT REMOVE. These numbers are referred to by the issue assessor grid and used when "'Resetting Register' after production of the Grid or Issue Management Plan.Comment:

AB2Cell:
Risks reported as BLUE should be changed to BLANK when report has been seen and acceptedComment:

AD2Cell:
Escalted, Resolved or Closed. Select from in-cell list.Comment:

AF2Cell:
Any matters arising or  remaining after issue has been resolved.Comment:

A3Cell:
Validated abbreviated area code. Comment:
Select approriate code  imediately on registration of an Issue. 
When used in conjunction with the "Seq No." it provides the unique Issue number.
See pick list in each cell.

B3Cell:
To generate latest number use Autofilters. Select and filter out appropriate "Area Code". Click autofilter on "Seq No." to view list of all issues raised by that team showing all numbers used. Use next number in sequence.Comment:

C3Cell:
This is a formula driven field. Do NOT enter any data here.Comment:

D3Cell:
A single, one line entry will ensure that the issue is stated clearly.Comment:
This will become the index item for the Issue Management Plan.
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E3Cell:
Expand the description of the issue here.Comment:

K3Cell:
This is a formula driven field. Do NOT enter any data here.Comment:

M3Cell:
Actions which when complete will resolve the issue.Comment:

N3Cell:
History & Performance Metrics. Comment:
What has happened recently can be addedd here along with a description of the means of measuring the effectiveness of the solution.
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