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At-A-Glance: Manage Performance Improvement Projects  

Add a Performance Improvement Project 

Go to the My HR Link 
1. Click Sign-On 
2. Enter NUID and Password 
3. Verify Login to My HR 
 

4. Click Workspace Tab 
5. Click Team Tools Link 
6. Verify UBT Tracker is displayed 

 

Note: Note: UBT Tracker is designed for 
Internet Explorer 6 (IE 6) 
 

If you are using IE 7,  upgrade to IE 8  
and run in Compatibility Mode 

Step 1   Login to My HR           Step 2   Access UBT Tracker 

TIPTIPTIP: Include Specific Target and Deadline 
ExampleExampleExample: We will improve [measure] to 87% by Q4-10 

TIPTIPTIP: Enter Date and Value of Metric. Enter the baseline for a brand new project 
ExampleExampleExample: 1/15/10 [measure] = 76.3% (baseline) 

TIPTIPTIP: Enter the Date for each update.  Identify a procedure/tool that has given the best results or helped overcome an obstacle. 
ExampleExampleExample: 2/25/10 Leaving a card in the patient room with the name of the housekeeper and a check marked list of what was 
cleaned has helped inform the patient. Previously, if the patient was not there or awake, they assumed we had not cleaned. 

Leave blank until 
project is closed 

Click My Teams 
Click the Name of the Team 
Scroll down to the Project Details tab 
Click Add New Project 

Fields of the NEW blank Project: 
 

1. Enter Name of Project 
2. Click Start Date field and Select the date 
3. Do NOT enter a Completed Date 
4. Select the Focus Area from dropdown  
5. Enter your SMART Goal 
6. Select the Performance Metric  
7. Select the Data Source for Metric  
8. Select the Results from dropdown 
9. Enter information in Describe Results 
10. Select Using RIM/PDSA Yes/No answer 
11. Enter Learning or Successful Practices  
 

Leave Chart Labels blank 
Click Save 

 TIPTIPTIP: If metric is Other, describe metric 
ExampleExampleExample: Coding Turn Around Time 
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Delete PIPs:  
Projects that contain no Tests 
of Change and no Test of 
Change Data can be removed 
from UBT Tracker.   
 

Steps:  
• Delete all Test Data for each 

Test of Change 
• Delete all Tests of Change 
• Delete the Performance 

Improvement Project 

Delete Performance Improvement Projects   

List of 
Projects 

Check Metric Value 
Navigate to the Project Page 
 

• Click My Teams 
• Click the Name of the Team 
• Select the Project 
• Scroll down to the Project Details tab 
 

Click the link and the website will open 
in a new window. 

 

Check Metric Values: Determine how 
the team is doing toward the goal by 
checking the most recent rating for 
the metric. 

Update Performance Improvement Project (PIPs) 

List of 
Projects 

Selected 
Project 
Details 

My Teams 
Click the Name of the Team 

 
1. Find the project in the List 
2. Select the Project 
3. View Project details 
4. Click Edit this Project   
5. Update Results Rating  
6. Update Describe Results & 
7. Update Learnings or Successful 

Practices 

Tips: 
Describe Results: 
• Include baseline performance 

on the target metric:  
 

• Include current performance 
on target metric  

 

• Do not delete previously 
entered data 

 

• Include other relevant meas-
urable or observed results. 

 

Learnings or Successful 
Practices: 
• Complete and enter a sen-

tence that begins: “The most 
successful things we’ve tested 
so far are: 1)….” 

 

• Complete and enter a sen-
tence that begins: “The big-
gest barriers we’ve encoun-
tered so far are [X & Y] and 
we have overcome them 
by….. 

Q4-09       13.5 Baseline 
04/01/10   11.2 Current  
06/01/10     9.7 Dept Survey of 20 clients applying Test of Change XYZ.  We implemented XYZ as daily process/practice 
09/01/10   10.1 Current 

If providing updates over multiple time periods, place month/year or quarter/year at end of sentence in 
parenthesis, e.g. (Mar09) or (Q1-09) 
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