DECISION FOCUS®
70

GETTING STARTED

Getting started with Decision Focus 7.0 is fast and easy. This QuickStart and Reference Guide
will show you how the many features and capabilities of Decision Focus will help you solve more
problems faster, and make winning decisions.

NEW FEATURES IN 7.0:
Decision Focus 7.0 helps you:

* Quickly diagnose and size up situations and determine the Hyperlinks and Attachments
best analysis method. You can now link documents, folders,
web content or any other file to any

* Analyze each problem or decision scenario and make solid .
Decision Focus worksheet cell.

judgments using the proven Decision Focus processes.

¢ Communicate results effectively using the Decision Focus One-Step Bundling
visual displays, or exporting to Microsoft® Word, Excel, A Decision Focus worksheet
PowerPoint or Adobe Acrobat. file containing multiple links and
attachments can easily be shared with
other users.

Decision Analysis Graphics
Display important decision criteria in a
variety of graphical formats.

Enhanced Decision Risk Analysis
To make sure decision objectives
are met, risks are considered and
mitigation plans addressed prior to
making an important decision.

Executive Summaries

Create fully formatted executive
summaries of your Decision Focus
analysis - instantly.

For complete descriptions and
instructions, consult the Decision
Focus 7.0 Users Guide.
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How 10 S7ART DECISION Focus® SoFTware

When you run the Decision Focus Setup program, Setup automatically creates a new program
group for Decision Focus. You are then ready to start Decision Focus. You can click on the shortcut
icon that is now on your desktop @ or click on Start, Programs, Decision Focus, Decision Focus

7.0. The window below appears:

%DedﬁonF«Mth

. Howto | BB Dox

- Pae:a‘il| y Hemcal

J Check it

Select a tool or process:

right tool

completion.

8z = ¥
Situation Problem Decision Risk Mitigation
Analysis Analysis Analysis Anal
Resolve abroad  Find the root cause of  Evaluate alternatives Protect a planning or
situation. a specific deviation. to select the best implementation
option project
Tool Chooser Action Manager Collaborate
Get help in selecting the Drive tasks through to Opena MS Word

template to gather
collaborative input

NoTe THE 5 ‘AcTiON' TABS

There are 5 tabs across the screen above to access the main features:

% Decision Focus® Coach

. How to [@: Doit

Present it

y Resources
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'How 70’ TaB

Use this tab to learn the tools for the first time, review previously learned skills or provide a concepts
overview for those in decision-making meetings. There are three ‘How to’ features:

) Decision Focus® Coach
* Text that describes how to complete each tool B o 137 00

— J Cheek it y Rmu\ces]

~
and each Step- \ For How to” infarmation on a particular step, move your mause over the slepin the

55 fiow below.
.ﬂ\ STEP 2. SEPARATION B

RN riise WHAT:  The breakdown of a general stuation into its specric parts

,_"' Present i

Tool Chooser

- Y WHY:  Tomake the complex situation more manageabla, you

Sihugtion fnaksis must first separate it more discrete, specific sub-issues.
_— - HOW:  Break out the specific parts that make up the situation

» Use the same ‘noun - negative descnptor word' format as

* ‘Open a Sample’ — a collection of real-world

Prablem Analysiz you did for Step 1.
completed worksheets so you can see how T Agay th cuestions oow o your s,
others have used the tools.  Deckion Anabsis | 3 ASK:  What are the specific contributing factors of this situation? =
% m Why is it like it is? |
What do you mean by this? "
Risk. Miigation ™ Why are you concemed?
Analysiz

m What are the sub-issues?

STEP 3. SETPRIORITY

¢ ‘One Minute Lessons’ — a series of animated < 'S
. . OpenaSample .. | WHAT:  The ranking of the sub-issues of the situation in terms of
Collabona
slides with examples to walk you through LT e Utgency and Growth. R
each step.

=

‘Do 1r' Tas

Use this tab to access the tools and the step-by-step coaching screens:

* Situation Analysis * Tool Chooser
* Problem Analysis ¢ Action Manager
* Decision Analysis * Collaborate

* Risk Mitigation Analysis (Problem Prevention)
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SiTUATION ANALYSIS

This tool is used to solve broad, complex situations that have many related causes and effects. Click
on the button labeled:

bl Edt Specsl Window Help

1.SITUATION STATEMENT to start the DlpEci+ 20 ol &) yinel v GEEHE- Do B
first step. .

SITUATION ANALYSIS o 3
[broad, multiphe-couse concerms) e

5
5 - u 5
o = GE CEh
3._SET PRIORITY K

(0

PROBLEM ANALYSIS

This tool is used to solve sudden, deviation-type problems. It will help you find the root cause of
the problem. Click on the button labeled:

1.PROBLEM STATEMENT to start the
first step.
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DECISION ANALYSIS

Use this tool to select the best choice between alternatives and options. The process will analyze
criteria and assess the critical risks in your decision. Click on the button labeled:

1.DECISION STATEMENT to start the
first step.

Fie [de Sprcsl indow Hele

04Ut

DS+ ED S & sibia) ) BEMOE- Do) B

2

Objeci ANALYSIS
(i CTion Of EROMR)

—Hodlar—_

Risk MiTiGATION ANALYSIS (PrRoBLEM PREVENTION)

Use this tool to implement a decision or critical plan. It will provide a method to forecast and
prevent obstacles that threaten success of the plan. Click on the button labeled:

1.PLANNING STATEMENT to
start the first step.

Fie ot Speoisl Wedew Help

b pisi~i+8le] =10 & sluiel o SEWAS: B0 B

Ukt
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TooL CHOOSER

This is a quick process to assess the critical issue you are facing and choose the appropriate tool to
use. If you are clear on which Decision Focus® tool to use, go directly to that tool. If you are unsure

which tool to use, select the Toor. CHOOSER.

AcTioN MANAGER

/~ Decision Focus® Tool Chooser

This Tool Chooser helps you identify which of the 4 Decision Focus®tools is most appropriate to

resolve your issue.

Step 1 Describs below the issue you are facing, Uise 50 words or less

SienZ
Selact the option below that most
closely resembles your s

“fou need to:

_=_ _ Fesclveabioad complex
SIB=  issue, with multiple
= causes and effects.

Isolate the root causs of
=S| * a specific deviation that
has suddertly occured

Make a choice between
.*.  options and assess the
tisk of sach
Implement a decision and

" protect the success of &
plan.

Tool Problem Analysis

Problem Analysis is atool used to isolate the root
cause of a specific deviaion-type problem. Here are
characteristics of issues that require Problem
Analysis

Thete is a specific deviation from a normal

level of performance.

‘You can identify a specific object (product.

pracess, thing.) AND a specific defect.

The cause is a mystery, hidden andior

unconfirmed

The deviation problem has suddenly occurred

+  Yourgoal is tofind and correctthe root cause,

Here are some examples:
Processor failures on hand-held device
Systern crashed G times lastweek and the
cause is unknown

hidarhing ndinks failinn nm Serie: 7

Open Selected Toal Cancel

The AcTiION MANAGER is a tool to track each step of your Decision Focus projects, in terms of
dates and accountability (who). You’ll transfer action steps from Situation Analysis, Problem
Analysis, Decision Analysis or

Ele Eoe Specal Wedew Help

. o . D| ol +814] wio] 8] 3 mie) 7| BEWDE- So-| @ v
Risk Mitigation Analysis to the 5 it omemsn -

owe | ACTION MANAGER

Action Manager via the File owee |

menu for each tool. It will help !
you communicate progress,
identify when to elevate action
items to others for completion
and keep track of what is
happening for each project. The
Action Manager can be exported
to many different formats

such as Microsoft® Word,

Excel, PowerPoint and Adobe®
Acrobat® Reader.

Jalalolobafafaladalale]
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Access the templates to:

COLLABORATE
* Gather data from others for input into Situation Analysis, Problem Analysis, Decision Analysis or

Risk Mitigation Analysis.
* Use the Creative Process tools:
* Creative Working Question
* Idea Spurs
= Object Analogy
¢ Manage meetings:
= Meeting Agenda
* Meeting Summary

=5 Decision Focus® Collaboration Taols
Decision Focus provides you with M3 WordBtemplates that describe a

WHAT:
step and ask for input.
Templates provide you a starting point for gathering information from others
and facilitate collaboration among other "stakeholders” involved in the issue, -

HOW: Step 1: Select below a step on which you want to collaborate by double
clicking on it {or elick once on it and then click button "Cpen Selected Tool").
Step 2: When the MS Word template opens, look for "Note to -
Collaboration Leaders" for information an what to customize within the
Seno COLLABORATION
REQUES
-

template before sending itio others,
Step 3-5. Send the template via email {0 your "stakeholders” asking for

their feedback. Collate their responses. Then, use the inputyou receive

to finish the step of that Decision Focus tool
Select the step for which youwant {0 open a Collaboration Tool template. Note thatnot all
steps lend themsehes to collaboration and some steps do not have a template,

Decision Analysis

1. Decision Statement ot
2.1 Identify Criteria.dot
2.2 Prioritize Criteria.dot
4. Assess Risks dot

Problem Analysis
1_Problem Statement dot
2. Description cot

Situation Analysis
1. Siluslion Statement ot
2. Separtion dat
5. Action Plan.at

Other Templates
Creative Working Q.dot
ldes Spurs dot
Mesting Agends dot
Mesting Summary dot
Object Analogy dot

Cancel

Problem Prevention

1. Planning Statement cot

2. List Steps dot
3. Potential Problems.dot

ing Question

Creative Wo

Ilipelsa SR

s 061 1905, CoNEGM, SERGNIY ST PIOIEM, LI 55 word.

Fi-phrais Mt Craatie Woming GUston (S

1
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Vi B can ontBE BT
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-
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'‘CHECK 1T ThB

Use this tab to review your completed work, check it for accuracy and quality, and confirm you have
avoided common pitfalls.

% Decision Focus® Coach

. How to @ Dﬂité i Present it i Resources

'PRESENT IT' TAB

Use this tab to export your work to Microsoft® PowerPoint, Word, Excel and Adobe® Acrobat®
Reader. You can also use the Export Icons on your tool bar.

File Edit Specisl Window Help
¥ Decion Focun® Couch ==

0| 2l +[#]3] wl@l & &/nl@ ¥ EEWHE dlo-| B
B[] ow [Be] o

Presenting Your Data =
i Export to:g

The softwaee supplies you with multple ways 1o pressnt your Decision Focus woek 10
How to Evpat 1o 0P With the Chck of your mouse. you Can sxport your workshaets 1o
PowsFoat

P L Wt B Gomay *  PowerPoint
E ¢ Mot Wotsbst Ol
ShmRErAR ] ¢ Adhe Acntu Resder e Word
* Acrobat Reader
Ihl:rru’?wn Microsoft® PowsrPoint | ppt)

*  Excel
(The Export to PowarPoint feature bansfers you data e seveeal Tamplats’ shdes for
st [vour skde show. The layout and sequence of the shdes ars designad tn provide you with .
it fthe ighwat prebabity fo success i ‘seling your robhem Sokitons, Gecisces and plans ° EXCCHUVC Repoft ( %Ofd Format)
Foe Example, note that the Sauation Analysss side show presents the Eflects’ aary in the

How 10 Erpart ln [ EQUENCE. This is by design. R is cnlical 1o gain buy-in on the Efects of a Sauation
dgrobt [pa]  [bedore presenting Cawses or Action Plans.

To axport your completed workshest 1o PowerPoint:

Dpen your complited workshest, click on the meny ftem File. In the drop down
wandow, chck on Export to PowerPoint PoweiPoet opens snd your dats bom the
worksheet 13 mserted inlo the shide show

[T Decision Focus® Coach

.Hr»-m n?Dﬂl”/. CM:H|-! Present & Fﬁuwu:

'RESOURCES' TAB

Use this tab to access valuable resources to Ciick bolow to access Resource infermation:
help you get better results from Decision

Register your Software For continued timely updates to your

Focus 7.0 software. , be sure to regi
One Minute Lessons Open a PowerPoint presentation that
demonstrates further how to do each
step.
Tutorials More help on using the software.
Focus Web Site Focus Performance System, the
K of Decision Focus Software,

our home base on the web.




REFERENCE GUIDE

WHen 1o UsE
SITUATION ANALYSIS
Lt o
- -
-

PROBLEM ANALYSIS

DECISION ANALYSIS

broad, complex situation or problem

difference between what is happening and what you want
multiple causes and effects

need multiple actions to resolve it

developed over a period of time; not sudden

a specific problem deviation

difference between actual performance and accepted performance
can identify a specific item and its defect

root cause needs to be identified and verified; cause is uncertain

usually a sudden occurrence

need to make a choice

options are somewhat clear, but the choice is not
decision risk needs to be managed

the choice is complex or politically sensitive

need buy-in or commitment
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WHeN 0 Use
Risk MimicaTioN ANALYSIS

AcTioN MANAGER

to forecast threats to implementation plans and assure success
tight deadline with few options for delay
plan is complex with integration of many parts

has a high degree of risk and new activities

need to track completion and accountability of action items
want follow-up on action items on a regular basis

need actions from Situation Analysis, Problem Analysis, Decision
Analysis or Risk Mitigation Analysis transferred into a project

tracking format
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