Building the Work Breakdown Structure (WBS) in Planview

Definitions

Baseline: A formally approved version of the project schedule and/or budget that is used as the

benchmark for comparing future progress as the project is completed.

Milestone: A significant event in the project, usually completion of a phase or of a major

deliverable.
Work: In Planview, projects and programs are documented as Work.

WBS: The Work Breakdown Structure (WBS) is a hierarchical structure in which work items or
project elements are broken down into smaller work packages, with larger activities often
dependent on the completion of the smaller activities that make them up. Each descending level
represents an increasingly detailed definition of the project objective. In Planview, each project
entered as Work has a unigue WBS, which must be built and updated in order to generate

project status reports.

Icons in this job aid

Q Information

Steps

O This process is usually completed as part of the Work lifecycle after new Work has been

entered in Planview. The steps on this job aid assume completion of the Creating New Work

job aid.

Open Work and Resource Management

1. Log into Planview: https://vumc.pvcloud.com/planview/.

Active Lifecycle All Active Change All Active Issues My Active Issues My Active Risks My Active Change Global Links
Steps Requests Requests

2. Click Work to open the Work menu.
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3.

Show Work, select the work you want to open, then choose Work and Resource
Management as your action.

Work Menu
Show Select [Recently Visited Work v] Action
M) Work Portfolios * *  WBS Job Aid = Work View
* = Work and Resource Management
TWCM Program
¥ Financial Planning Detail

EPMO Standalone Project O‘, Time Appraoval

™ Notifications
+ New Work Portfolio Testing Lifecycle [™ Notifications

=
+ New Work @ Content

Testing Indicator Labels .
I Delets Work
Document Upload Test

Testing Childrens Workflow

Testing EPMO Workflow

Add Indicators

Select Work

Set Up the WBS

1.

The Work and Resource Management tool opens in a new window. The default Column Set
should be set to 01. Project — Build Schedule. If this column set is not chosen, click the
Column Set list to choose this set.

WorkiProject: WBS Job Aid | Work and Resource Management

Pivot: \Work Breakdown ] Column Set: 01. Project - Build Schedule ¥
Line# | [-]Name 00 - Indicators - 1. Indicator BL and Target edul
I = | 1 | [=| Work/Projq 00 - Indicators - 2. Indicator Prograss Updates

2 ]
v 2 EIPhase| 40 piE Management (WRM)
- 3 L

3 00. Gantt Chart

- 4 =]z

R 1 01 Project- Build Schedule
hd 5
- 8 02. Project - Plan Resources
- r 03. Project - Track Progress
- 8 B 04. Project - Baseline Variance
s 2 05. Project - Below PPL Attributes (WRM)
- 10

Q8. Agile Development - Corporate
- 1 -
CPM Sehadula
- 12 z: [In|
BE + New | | Manage Column Sets

- 13 =]
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2. Once the Build Schedule column set is chosen, the WBS template becomes available for

editing. If your project is using Indicators to track progress on key metrics, follow the steps in

the Adding Project Indicators job aid to complete the Phase: Project Indicators section
of the WBS.

Work/Project: WBS Job Aid | Work and Resource Management

Pivot: Work Breakdown » Column Set: 071. Project - Build Schedule

Line # [F] Name Work Type Work Status Schedule Sta
- 1 [=] WorkiProject: WES Job Aid ENT - Small Open/Approv
| = 2 | [=] Phase: Project Indicators ENT - Small OpenfApprow
- 3 [=] := OIndicator (Overall Measure]] - #1 ENT - Small Open/Approv
= 4 [=]:: Measurable action that impacts indicator ENT - Small Open/Approv
- 5 : Progress update on action ENT - Small Open/Approv
- 6 : Progress update on action ENT - Small Open/Approv
= 7 : Progress update on action EMNT - Small Open/Approv
- 8 [=]:: Measurable action that impacts indicator ENT - Small Open/Approv
= 2] : Progress update on action ENT - Small Open/Approv
- 10 : Progress update on action ENT - Small Open/Approv
= il : Progress update on action ENT - Small Open/Approv
- 12 [=] 22 OIndicator [Overall Measure]] - #2 ENT - Small Open/Approv
- 13 [=]:: Measurable action that impacts indicator ENT - Small Open/Approv
= 14 : Progress update on action EMNT - Small Open/Approv
- 15 : Progress update on action ENT - Small Open/Approv
= 18 : Progress update on action ENT - Small Open/Approv
- 17 [=]:: Measurable action that impacts indicator ENT - Small Open/Approv
- 18 : Progress update on action ENT - Small OpenfApprov
- 19 : Progress update on action ENT - Small Open/Approv
- 20 : Progress update on action ENT - Small Open/Approv

3. The Phases have been given titles in the WBS template that coincide with project phases

widely used in project management. If your project needs more specific phase titles, you can

double-click in the Phase row to change its name.

Work/Project: WBS Job Aid | Work and Resource Management

Pivot: Work Breakdown v Column Set: 01. Project - Build Schedule v
Line# | [-] Name

- 1 [=] Work/Project: WBS Job Aid

= 2 Phase: Projectindid 1o ple-click inside a
[ - P Planning o Phase row to change the

- 26 :: Determine key sI DhElSE name.

- 27 [=] Phase: Design

- 28 .- Design Time Reporting

- 29 [=] Phase: Test

- 30 :: Test Time Reporting

- 31 [=] Phase: Implementation

- 32 .- Implementation Time Reporting

el 33 .- Implementation

Work Type Work Status S
ENT - Small Open/Approv
ENT - Small Open/Approv
ENT - Small Open/Approv:
ENT - Small Open/Approv
ENT - Small Open/Approv
ENT - Small Open/Approv
ENT - Small Open/Approv
ENT - Small Open/Approv
ENT - Small Open/Approv
ENT - Small Open/Approv
ENT - Small Open/Approv
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Add Tasks to the WBS

1. Double-click in a template row to add a project task to your WBS.

WorkiProject: WBS Job Aid | Work and Resource Management

Pivot: Work Breakdown w Column Set 01. Project - Build Schedule ¥

Line # [=] Hame Work Type Work Status Schedule

- 1 [=] WorkiProject: WB'S Job Aid ENT - Small Open/approv

- 2 Phase: Project Indicators ENT - Small Open/Approv

- 25 [=] Phase: Planning I - T oV
| | = | ———— Double click inside to :l:

- 2 H rti - .

anning Time Reporting ) add a task to this phase. |22

- 27 [=] Phase: Design 1 mp— '

- 28 :: Design Time Reporting ENT - Small Open/approv

- 29 [=] Phase: Test ENT - Small Open/approv

b 30 :: Test Time Reporting ENT - Small Open/Approv

2. Double-click in each column in this task’s row to update its information. For example,

double-click inside Schedule Start to add a start date for this task.

Work/Project: WBS Job Aid | Work and Resource Management

Pivot Work Breakdown » Column Set: 01. Project - Build Schedule v
Line# | [-] Name Work Type Work Status Schedule Start Duration Schedule Finish Milestone Flag
- 1 [=] Work/Project: WBS Job Aid ENT - Small Open/Approv MNo
- 2 Phase: Project Indicators ENT - Small Open/Approv MNo
- 25 [=] Phase: Planning ENT - Small Open/Approv MNo
| - | 26 | Determine key stakeholders ENT - Small | C~| B ‘ No
- 27 [Z] Phase: Design ENT-Small  Openifpprov | | @ June 2016 [} D
- 28 Design Time Reporting ENT - Small Open/Approv Su Mo Tu We Th Fr Sa No
- 29 [=] Phase: Test ENT - Small Open/Approv 1 2 3 4 No
- 30 Test Time Reporting ENT - Small Open/Approv 5 6 7 3 g 10 1 No
= 3 [=] Phase: Implementation ENT - Small  OpeniApprov 12 13[ 14 15/ 16/ 17 8 No
- 32 Implementation Time Reporting ENT - Small QOpen/Approv 19 20 21 22 23 24 25 No
- 33 Implementation ENT - Small Open/Approv 26 27 28 29 30 No
- a4 [=] Phase: Close ENT - Small  OpeniApprov Mo
- a5 Close Time Reporting ENT - Small  OpeniApprov No
- % Lessons Learned ENT - Small  OpeniApprov No
- a7 Final Statusing ENT - Small  OpeniApprov No

Note: You may not use every column for every task row. Keep in mind that the WBS can be

O edited at any time during the project lifecycle. Also remember that the project status reports
pull information from the WBS, so it's important to complete as much as possible.

3. Each task row contains a field called Milestone Flag. Click inside the Milestone Flag field to

select whether each task is a milestone in your project.

Work/Project: WBS Job Aid | Work and Resource Management

Pivat Wwork Breakdown v Column Set: 01. Project - Build Schedule v
Line # [=] Name Work Type Work Status Schedule Start Duration Schedule Finish Milestone Flag

- a5 [=] Phase: Planning ENT - Small Open/&pprov No
= 26 - Planning Time Reporting ENT - Small Open/Approv Mo
o 7 [=] Phase: Design ENT - Small Open/Approv No
= 28 - Design Time Reporting ENT - Small Open/Approv ﬁ Mo
o 29 [=] Phase: Test ENT - Small Open/Approv No
- 30 i Test Time Reporting ENT - Small Open/Approv No

O Note: Tasks with the Milestone Flag marked “Yes” appear on the Project Status Report in

Planview, so it's important to note which tasks are milestones.
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4. To add more rows to each phase of the WBS template, right click on the task you just

entered, then select the Insert ¥ icon. This creates a new task at the same detail level as

your previous task.

WorkiProject: WES Job Aid

| Work and Resource Management

Pivot: Work Breakdown » Column Set: 01. Project - Build Schedule v
Line # [=] Name Work Type Work Status

- 1 [=] Work/Project: WBS Job Aid EMT - Small OpeniApprov

- 2 Phase: Projgct Indicators EMT - Small OpeniApprov

- 25 Phase: Pl in EMT - Small Open/Approv

= ﬂ& g peniAppi
- 26 | o — ENT - Small Open/Approv:
|- | = T y— il

- 27 = m ENT - Small  Open/Approv
Task Information...

- 28 EMT - Small OpeniApprov
Relationships >

- 29 [=] Phase: O EMT - Small OpeniApprov
Assignment

- 30 i Des| Assignments ’ EMT - Small OpeniApprov

- 39 [<]Phase: 7 “Vork Detail.. ENT - Small  Open/Approv

- 3z : Tes| Baseline Summary... ENT - Small  Open/Approv

- 33 [=] Phase: | Content... ENT - Small Open/Approv

- 34 :Imp| Estimating > ENT - Small  Open/Approv

- s lmpl  Delete ENT - Small OpeniApprov

O Note: The template is structured such that tasks are automatically indented under phases.

You may also want to create sub-tasks (referred to as “children” in Planview), which are

further indented under tasks.

5. To create a sub-task (child) for a particular task, right-click the task and click the Insert

Under = icon.

Work/Project: WBS Job Aid | Work and Resource Management

Pivot: Work Breakdown v Column Set: 01. Project - Build Schedule v
Line# | [-] Mame Work Type \

- 1 [=] Work/Project: WBS Job Aid ENT - Small
- 2 Phase: Project Indicffors ENT - Small
A 25 [=] Phase: Planning ENT - Small
| - | 2% | i Determj=atoo gy ENT - Small
- 27 [=] Phase: Desi Insert Under Cirl + Insert ENT - Small
- 28 .- Design TaskIn ENT - Small
- 29 = Phase: Test| o ononships ENT - Small
- 30 :TestTin| ASsignments ENT - Small
- 31 [=] Phase: Imply Work Detail... ENT - Small
. 32 :Implems  Baseline Summary... ENT - Small
- 33 :Implemd Content... ENT - Small
- 24 [=] Phase: Clos| Estimating ENT - Small
i 35 Close Tl pejete ENT - Small
36 :: Lessons TEameT ENT - Small

O Note: You can build a WBS with up to five levels of tree structure (i.e., three levels of nested

subtasks under each phase and task).
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6. To delete atask or sub-task from your WBS, right click inside the corresponding row and

click Delete.

Work/Project: WBS Job Aid ‘ Work and Resource Management

Pivot: \work Breakdown v Column Set: 01. Project - Build Schedule v

Line # [F] Name Work Type Work Statu
- 1 [=] Work/Project: WBS Job Aid ENT - Small Open/Appl
= 2 Phase: Project Indicators ENT - Small Open/Appi
A 25 [=] Phase: Planning ENT - Small Open/Appl

| v | 26 | [=] :: Determine key stakeholders — Lo
+ & =

- 27
o = Task Information...
- 29 [=] Phase: Design Relationships
- 30 : Design Time Reporting Assignments
= 3 [Z] Phase: Test Work Detail..
- 32 : Test Time Reporting Baseline Summary
- 33 [=] Phase: Implementation Content...
A 34 : Implementation Time Reporting Estimating
- &5 : Implementation Delete
= B [=] Phase: Close ENT - Small OpervApp!

7. Repeat steps 1-6 as much as needed to fully account for all tasks and sub-tasks in your
project's WBS.

Update Schedule & Create Baseline

1. After you have completing adding task and schedule information to your WBS, click the

Schedule button to generate a schedule for the full project.

WorkiProject: WBS Job Aid | Work and Resource Management

Pivot: \Work Breakdown » Column Set: 01. Project - Build Schedule v E Schedule
Line # [-] Name Work Type Work Status Schedule Start IDur:tticm Schedule Finish Milestone Flag

- 1 [=] WorkiProject: WBS Job Aid ENT - Small Open/Approv &M7I2016 30.0d 7282016 No
- 2 Phase: Project Indicators ENT - Small Open/Approv No
- 2 [=] Phase: Planning ENT - Small Open/Approv 6172016 30.0d Ti29/2016 No
- pr:} :: Determine key stakeholders ENT - Small Open/Approv 61712016 30.0d 71292016 No
- 27 [=] Phase: Design ENT - Small Open/Approv No
- 28 :: Design Time Reporting ENT - Small Open/Approv No

2. Right click in row 1, where your project title is located. Click Baseline Summary to open the

baseline window.

Work/Project: WBS Job Aid | Work and Resource Management

Pivat: \Work Breakdown ¥ Column Set 01. Project - Build Schedule v
Line# | [-]Name Work Type 1
| . | 1 | [=] WorkiProject: WBS '~~~ l ENT - Small

+ BB

o 2 Phase: Project In ENT - Small
Task Information... Shift + Fg

- 23 [=] Phase: Planning EMT - Small

. Relationships »

- 26 .- Determine kg EMNT - Small
Assignmel

- 27 [C]Phase: Design | ~Ssinments > [ENT - Small

- 78 - Design Time|  WWork Detail... ENT - Small

- 29 [=] Phase: Test Financial Planning Detail EMNT - Small

- 30 :: Test Time Rel  Financial Planning Preview... ENT - Small

- 3 L 1 Baseline Summary. ENT - Small

- 32 o Implementatiy  Content... EMT - Small

= 33 :Implementatid  Estimating 3 [EMT - Small

= 34 [=] Phase: Close ENT - Small
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3. Inthe baseline window, click Create New Baseline.

Help Close
Work/Project: WBS Job Aid | Baseline Summary for WBS Job Aid
Baseline Name Active Locked Created On'w Created By Last Updated On Last Updated By

4. Inthe New Baseline window, type a Baseline Name. Add comments if needed about when
and why this baseline was created. Click Save.

Help Close

Work/Project: WBS Job Aid Create New Baseline for WBS Job Aid

Required Fields]|

Baseline Name | | h

Comments

Save || Cancel
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