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Introduction:  Projects, Work Breakdown Structure, Roles, Resources, and Status/Progress Updates 

Projects:

A project is a set of activities (tasks) and associated information that constitutes a plan for creating a product or service. A project has a start and end date, work breakdown structure (WBS), and any number of activities, relationships, baselines, expenses, risks, issues, thresholds, and reference documents. Your organization can store and manage its projects in a central location. This provides a project management solution for enterprise-level, multi-project program, as well as small projects for individual workgroups.

Work Breakdown Structure:

A Work Breakdown Structure (WBS) is a hierarchical arrangement of the products and services produced during and by a project. The project is the highest level of the WBS while an individual activity required to create a product or service is the lowest level. Each project in the enterprise project structure (EPS) has its own WBS.

Roles:

Roles are project personnel job titles or skills. You can create a standard set of roles that you can assign to resources and activities in all projects in the enterprise. The set of roles you assign to an activity defines the activity’s skill requirements.

Assign roles to activities as you would resources during project schedule and cost planning. When your plans are finalized, you can replace roles with resources, based on each activity’s role and skill requirements. 

Resources:

Resources include the personnel and equipment that perform work on activities across all projects. Labor resources are always time-based and are usually assigned to other activities and/or projects. Non-labor resources, such as materials, are recorded in terms of cost per unit, rather then hours.

Status/Progress Updates:

Reporting and consistent monitoring of activities will facilitate comprehensive exposure to all critical path issues that may arise.  Executive visibility will ensure that items of escalation can be addressed immediately without compromising time commitments.

Purpose and Objectives

This document was developed as a guide to provide a process for adding project(s) to the Enterprise Project Structure (EPS), creating, editing and deleting WBS elements, roles and resources.  Additionally, it provides an overall framework for managing and coordinating the wide variety of communication that will directly or indirectly take place during the life of the project.  Such a framework will ensure that all stakeholders receive relevant, accurate, and consistent information about the status of the project on a weekly basis.

1.0  Projects

Task 1: Adding A Project

Figure 1 depicts the steps in creating a project.

Figure 1: Adding a Project
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Step 1- Open Existing Project
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Select the Open Global Data option.  
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The Home page will appear 

 Select Enterprise and click Projects or the Projects button in the middle or the Projects button on the left side of the screen. This will open the project window
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· From the Project Window select Display Projects and click expand all.
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Highlight the EPS node that you want to add a project to. You can only add projects to the lowest level node in any branch of the EPS.
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· Click Add and the Create a New Project Wizard guide you through the steps to add a project.

· Select the EPS level by clicking on the Browse button and opening the EPS window.
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· In the “Select EPS to add into” dialog box, highlight the EPS node and click the Select button.
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· Make sure that the correct EPS appears in the field and click Next

[image: image30.png]imavera Project Planner for the Enterprise: IPSP3E-1 (IPS P3e Implementation) =181 x]

Fie Edt View Project Enferpise Tools Admin Hep

Projects $ AR ©

Back o0 Home  Di. Help

] EEE &

Frcjects

fiE vB RLAVRX

) BT 0
Resouces s i Tol x
& o col Acties
] Table Font and Colors. &
Reports
7 FiterBy By
Tracking B Group and Sort By -
Bas.
ez Project Temp
Show on Bottom
Acties

HintHelp

[E]

Expenses

Collapse Al

Threshalds

FEERlK ERELERE R

General | Dates | Notebook Items | Budget Log | Spending Plan | Budget Summery | Funding | Codes | Defaults | Resources | Setfings

s £P5 e

Tenpiotes et Tersiaes

S Rasposie Mg ik Level Levelng iy

= 2. [ FosioCaparsion et = fo El

Check-out Stalus Froject Webste URL

s
9
3
g
2
£
Checkedin | LI E
=
[t
€]

2

[User-adnin D date: 1200100 [Bcoess Mode: Shared  [Bassine: Curent Poject Z

L P — (IS ST UER ooram






Step 2 - Assign Project ID, Name and Dates

· Type in a unique Project ID (20-character limit) and a Project Name in the corresponding fields. Click Next.
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· Select the Planned Start date and the Must Finish By date (if applicable) for the project by clicking on the Browse button in the corresponding fields. A calendar will appear to select the date from. Click Next.
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Step 3 - Identify Responsible Manager

· Identify the responsible manager by clicking on the Browse button and selecting the name from the OBS.
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· Once you have highlighted the correct name, click the select button (green +). Click Next.
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· A Congratulations dialog box informs you that your project has been created. Read the text and click the Finish tab.
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· Verify that your newly created project exists under the correct node you selected. You may now modify or add project data in the Activity Detail Table.
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2.0  Work Breakdown Structure

Task 1: Creating a Project WBS Element

When creating a project in P3e, one typically develops the WBS first, and then defines activities for performing the element’s work.

Figure 1 depicts the four tasks required to create, edit, and delete WBS elements.

Figure 1: Creating, Editing & Deleting WBS Elements
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Creating WBS Elements

When you create a project, P3e automatically creates a WBS root -level element with the same name, EPS, and project IDs as the project.

Step 1 – Create a WBS Element

· From the Welcome dialog box, click the Open an existing project.



· The P3e Home screen is displayed. From the title bar, select Enterprise and click projects or click the Projects on the Home page.


· This will open the Projects window. Highlighting the new project you want to add the WBS elements to, select File and click open


· This will display the open project window. Click the open button 


· This will open the Projects window. Select Project and click WBS


· The WBS window will open. From the General information box at the bottom click the General tab and enter new information for the root WBS Name, WBS Description, and Responsible Manager.

· Once you add a WBS element you are able to move the element into the proper place by using the appropriate black arrows button.



Task 2: Edit a Project WBS Element

Figure 2 depicts the two steps required to edit an enterprise WBS element.

Figure 2: Edit a Project WBS Element


Step 1 - Select the WBS Element to Edit

· From the Projects view, choose Project, WBS.

Step 2 –Edit the WBS Element

· This will open up the WBS window. Highlight the WBS element you want to edit. To change the element’s position in the WBS click the appropriate arrow buttons. From the WBS Details Tabs you can enter new information.


Task 3: Delete a Project WBS Element

Figure 3 depicts the two steps required to delete a project WBS element.

Figure 3: Delete an Project WBS Element


Step 1 - Select the WBS Element to Delete

· Highlight the WBS element you want to delete. The Top or Root WBS element can not be deleted. Once you have highlighted the WBS you want to delete, click the delete button


· Once you delete a WBS element the following screen will appear. Click the Yes button


3.0  Roles
Task 1: Creating a Role

Figure 1 depicts the three tasks required to create, edit, and delete a Role.

Figure 1: Creating, Editing & Deleting a Role



Creating a Role

Step 1 – Create a Role

The P3e Home screen is displayed. From the title bar, select Enterprise and click Roles.
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· This will open the Roles window. Highlight an area and click the add button on the right.
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This will add a new Role. From the tabs at the bottom you add the applicable information. Then use the arrows on the right to move the role into the correct position within the role tree.
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Task 2: Edit a Role

Figure 2 depicts the two steps required to edit a Role.

Figure 2: Edit a Role


Step 1 - Select the Role to Edit

· From the Role Window click on the Role you want to edit. 

.
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Step 2 – Edit the Role

· From the Tabs at the bottom make the necessary changes 

[image: image6.png]Primavera Project Planner for the Enterprise: (No current project)

File Edt Vew Projct Enterpriss Took

adnin_Help

~=lolx|

* @

aen

Froject Manager

General

Resources

Role D

Management FL

Responsiilss

A

R |

o
bl AlFdes B o
oD i ome

D e
¥n Now ) =l
m Do D X Dol Mege
Sple et Leod T
& Ergnoos gt
aitom it B o
[ ——
8% PM Suppart Progiam Support B e
om Dattose st 5%
prsuppan Fioces npovementSuppt =0
P schudier Pt Schekir
Sttt Progomlond

[User iney

Eovel-..| Bvcos... | @anmy . [Frae  Blzocr..|

[DataDate: 14ans7 [Bcoess Mode:

[Baseline Curert Pect

FAENOKHBO wssam




Task 3: Delete a Role

Figure 3 depicts the two steps required to delete a Role.

Figure 3: Delete a Role


Step 1 - Select the Role to Delete

· Highlight the Role to delete. Then click the Del/Merge button at the right.
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Once you delete a Role that has been assigned to an activity the following screen will appear. You may do two things at this point, replace the role or delete the role. 
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If you delete a role that has not been assigned to an activity the follow screen will appear. Then click delete
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4.0  Resources
Task 1: Creating a Resource

Figure 1 depicts the three tasks required to create, edit, and delete a Resource.

Figure 1: Creating, Editing & Deleting a Resource



Creating a Resource

Step 1 – Create a Resource

The P3e Home screen is displayed. From the title bar, select Enterprise and click Resources.
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· This will open the Resource window. Highlight an area and click the add button on the right.
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This will add a new Resource. From the tabs at the bottom you add the applicable information. Then use the arrows on the right to move the resource into the correct position within the resource tree.

[image: image12.png]~=lolx|

Primavera Project Planner for the Enterprise: Test (Test Module)
Fle Edt Vew Projct Enterprise Tooks Admn Help

4 > LI @
Resources Bk Faed o D heb
 Display: All Resources O Add
Resoucs 1D Fesoucs Nome Pimay Foke Defoul Unis / Tine| S
3 8 ME MITAE Engneer Ergheer hva R BRI
e EEY NEXCOM Team Program Suppart v % o
3 QA SendyAnderson v
Bty & domes Eck Progiam Lead v B oy
QAT Rhonds Thomes Program Suppart v
e &PV Peavon v B e
QATC  AiTiofic Contiler A Trafc Contoler v -
2Pl Fiot Fiot Bhvd A=
8 1 Moteial anvd
Acivites
Genera | Codes | Detais | Unis & Prices | Aokes | Notes | Pragress Reparter
Eoeried Resoucs D Aesoucs Name
el @ [iNew Resource]
Enployes D Tite
€ Mo Address Office Phone
¥ Aetive

[User-may__[DataDate: 29Map02__ [Acoess Mods: Shared _[Baseie: Tes Modul - BT

Astart || 1] @ 53 || Bvicrosoft .| ENovell-eive...|[Epae FanProcess | B0 Creating...| [ aapm





Task 2: Edit a Project Resource

Figure 2 depicts the two steps required to edit a Resource.

Figure 2: Edit a Resource


Step 1 - Select the Resource to Edit

· From the Resource Window click on the Resource you want to edit. 

.
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Step 2 – Edit the Resource

· From the Tabs at the bottom make the necessary changes 
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Task 3: Delete a Resource

Figure 3 depicts the two steps required to delete a Resource.

Figure 3: Delete a Resource


Step 1 - Select the Resource to Delete

· Highlight the Resource to delete. Then click the Del/Merge button at the right.
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Once you delete a Resource that has resource(s) assigned to activities the following screen will appear. You may do two things at this point, replace the resource or delete the resource. 
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If you delete a resource that has not been assigned to an activity the follow screen will appear. Then click delete
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5.0  Status/Progress Updates


Responsibilities

The primary responsibility for collecting and communicating the data and making progress updates lies with the Project Manager and/or his/her designee. 

Process

The Project Manager shall update any activity on which work has been performed, started, progressed, or finished since the last update or since the start date of the project. 

Update Activities that:

· Start and finish during the current update period

· Start during the current update period but are not finished

· Start during a pervious update period but finish during the current update period

· Start during a pervious update period and continue during the current update period, but are not finished

· If an activity hasn’t started, even if it should have started, do not update it. P3e schedules activities that should have started but have not, according to their predecessors; if their predecessors have completed, P3e schedules them as of the data date

· From the activity window click the Layout Option Bar
· Choose the Show on Bottom, Activity Details
· Choose the Status Tab and make the needed changes

Analyzing the Data

Analyze Schedule Data
The Project Manager shall analyze the schedule data after the project has been updated and scheduled. This can be accomplished by the following.

· Reviewing the float data

· Reviewing the resource data

· Reviewing the project baseline

· Reviewing the percent complete data

· Reviewing relationships of activities

Analyze Resource Usage

The Project Manager shall analyze resource after the update. The Project Manager will run a resource profile to view a time distribution of resources

· Click the Layout Option Bar, then choose Show on Bottom, Resource Profile
Is the Project Behind Schedule

If the project is behind schedule, the Project Manager shall make adjustment in the schedule to get the project back on track. This can only be accomplished by the following.

· Additional resources can be applied to activities and/or

· Time can be adjusted to shorten the activities and/or

· Relationships between activities can be changed
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