The purpose of this document is to help explain how to set up a Resource Breakdown Structure (RBS) for
your organization with Microsoft Project Server 2010. The RBS is an important feature in that it can be
used to help with security settings and reporting relationships. The RBS does NOT have to be an exact
copy of your organization’s established Employee Organizational Chart but that chart can be used as a
starting point. For this example, we will be using a sample organizational chart. A visual representation
of that chart can be found at the end of this document.

To set up an RBS, you need to be logged into Microsoft Project Server 2010 as an Administrator or as a
user given permissions to create or modify custom fields. From the Home page of Project Web Access,
select Server Settings under the Settings section.

[P~ Project Web App » Home

Project web App  H:

Server Settings

You are now in the Server Settings page. Under the Enterprise Data section, select Enterprise Custom
Fields and Lookup Tables to define the RBS field and the Lookup Tables behind it.
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Project Web App

4

Projects
Project Center
Approval Center

Workflow Approvals

My Work
Tasks
Timesheet

Issues and Risks

Resources
Resource Center

Status Reports

Strategy
Driver Library

Driver Prioritization

Home

5%, Project Web App » Server Settings

) = > A
’ This page provides access to various Project Server administration functions. The functions available to you depend on your permissions.

Enterprise Data

|& Enterpris= Custom Fields and Lookup Tables |

o Enterprise Global

O Enterprise Calendars
2 Resource Center

= About Project Server

Time and Task Management Queue

U Fiscal Periods

8 Time Reporting Periods

Database Administration

@ Delete Enterprise Objects
0 Force Check-in Entarprise Objects

8 Gantt Chart Formats
@ Quick Launch

Workflow and Project Detail Pages

Operational Policies

U Enterprise Project Types
& Workflow Pl

@ Alerts and Reminders

ol Synchronization

ovisioning Settings

s Bulk Update Project Sites

There should already be a default RBS option under the Lookup Tables for Custom Fields section. Find it

Enterprise Custom Fields and Lookup Tables

and click on it. If there is not one there already, just create one. This will take you to the RBS Lookup
Table. From here we will create our table to support our custom RBS field.
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Project ot Not required No No ViockflowType 10/29/2009

Lookup Tables for Custom Fields

2 New Lookup Table |

10/26/2005

Lookup Table = Type Last Updated
Business Impact Tex 10/29/2009
Tex 10/26/2009
Tex 11/18/2009
Text 12/3/2009
Tex 10/26/2009
Tex 12/8/2009
Tex 5/6/2010
o 10/30/2009
Tex 10/30/2009
Tex 10/30/2009
Text 10/30/2009
Tex 10/20/2009
RES Text 4/13/2011
Tex 11/17/2009
o

The Code Mask option box is simply defining how the levels will look. (Think of the levels as the
reporting steps in an organizational chart.) In the example below, the sequence is Characters, the length
is any and the separator is “/”. This means that if we have four levels in our RBS, (three steps in an
organizational chart) it would be formatted like this “one/two/three/four”.

The Lookup Table section is where we will define our levels and give them descriptive terms. In this
example, the starting point has only one code mask defined, therefore we could only go to one level in
our Lookup Table. Since we will be using four levels, then we would need four rows defined for the
Code Mask since that’s how many levels deep we are going.

The following screenshot shows the default RBS lookup table with only one level and no values.
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Project Web App | Home Q

dicates 3 required fiekd

Save Cancel |
Name
2 * Name:
Type 2 unique name for the lookup table. Res
Type .
The type for the lookup table, [fez =
& Code Mask

Specify the code mask for the Jookup table, The code mask
3 mber ence of

Code preview: [*
Code mask:
Sequence Length Separator :l

Characters Any

S Lookup Table
Edit the lookup table

[3|[D]@][=]E] [«][=]=][=]~] [@]d]

[ Level Vake Description

Lookup Table definition

In the example below, you can see that we have added four levels to the code mask and you can see
how those levels correspond with our organizational chart.
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Type

J Code Mask

ora f
from one through

3 Lookup Table
Edit the lookup table

Type a unique name for the lookup table,

The type for the lookup table.

for the lookup table. The code mask
wmber

RES

Code preview: [*1*/**

Code mask:

Sequence
Characters
Characters
Characters

Characters

Separator

[3][m]@]=][e] [e]=]=]=]"] [«]a]

Level Vale

1 President

2 4 Direcctor of Marketing

3

4 Ad Specialst

4 Competitive Anzlyst

3

4 Product Brand Specialist

3 Manager of Marketing Research

= Manager of Product Marketing

Penddost 16nm scln Concinfis

Description

Completed Lookup Table

4

Now that we have completed the Lookup Table, we can set up the Custom Field that will be displayed.
Under the Enterprise Custom Fields section, select RBS.

Project Web App
4

Projects
Project Center
Approval Center

Workflow Approvals

My Work
Tasks

Home

Enterprise Custom Fields

New Field | “3Cop

Field =~
Business Impact
GollinProposalfield

Cost Type

Department

| res

Project Web App » Enterprise Custom Fields and Lookup Tables

V7] View a summary of the custom fields and lookup tables defined for Project Web App. From this page, you can also drill in to create a new custom field or lookup table, or modify the
definition of an existing custom field or lookup table.

Entity
Project
Project
Resource

Resource

Type

£

ot

o

o

Behavior

Not required
Not required
Not required

Not required

Formula
No
No
Ne

No

Enterprise Custom Fields

Graphical indicators
No
No
No

No

Lookup Table

Business Impact

Cost Type

RES

Last Updated
10/25/2009
10/20/2010
10/26/2009

10/26/2009
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In order for our Custom Field to work properly, we have to tell the field how to populate the
information. We are going to associate our RBS Lookup Table with the RBS Custom Field.

Name

* Name:
Type 3 unique name for the custom fiekd. [Res
Description
Description:
Type 2 desaription for the custom field, =

Entity and Type

The entity and type for this custom field.

Custom Attributes

' None

Choose whether the field has 2 lookup table, 2 cakulated -
formulz, or nether, |1 tookup Tabie [RES =

= to use 55 3 Gefaukt when 3ading new Rems

Calculation for Assignment Rows

You can choose how this fied gets rolied down to
assignments.

Values to Display

& Da=

€& Graphical indicators

the data or graphical

a5 of Project

Custom Field defined

Now we can open our Enterprise Resource Global file and begin to populate the RBS field. Once in the
Enterprise Resource Global file, right click and select Insert Column. Select RBS from the list of available
fields to insert.
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P

-

) Specialists

Custom Fields

Insert Column

o Resource Name v |Type ¥ |Material ¥ _Initials ¥ Group v Max. ¥ Std.Rate ¥ Ovt.Rate ¥ Cost/Use <~ AccrueAt Y BaseCalendar v Codg: I
1 |€ Trainer Work Cut 100%  $50.00/hr $0.00/hr $0.00 Prorated  Standard =
2 |€ Tester Work 3 Copy 100%  $40.00/hr $0.00/hr $0.00 Prorated  Standard
3 Adam Barr Work Paste 100%  $95.00/hr $0.00/hr $0.00 Prorated  Standard
4 Aaron Painter Work Paste Special... 100%  $85.00/hr $0.00/hr $0.00 Prorated  Night Shift
5 |® Accountant Work =i wrap Text 100%  $35.00/hr  $0.00/hr $0.00 Prorated  Standard
6 Bob Smith Work T 100% $100.00/hr $0.00/hr $0.00 Prorated  Standard
7 Hide Column !

Font...

Text Styles...

Field Settings

Once the RBS field has been added, click in the field to see the organizational chart from the RBS Lookup
Table. Select the appropriate title for each Resource Name.

[=1-Manager of Product Marketing

Product Brand Spedialist

Product Lifecyde Spedialist

Pricing Analyst
Director of Sales

RBS Column

o Resource Name ¥ Type v IRBS > iMaterial ¥ |Initials ¥ Group ¥ Max. v |Std.Rate ¥ |Ovt.Rate ~ |Cost/Use ¥ AccrueAt~ Base(*
i € Trainer Work ¥ 100%  $50.00/hr $0.00/hr $0.00 Prorated Stan =
2 | Tester Work T 100%  $40.00/hr $0.00/hr $0.00 Prorated  Stanc
3 Adam Barr Work A 100%  $95.00/hr $0.00/hr $0.00 Prorated Stanc
4 Aaron Painter Work A 100%  $85.00/hr $0.00/hr $0.00 Prorated  Night
5 & Accountant Work A 100%  $35.00/hr $0.00/hr $0.00 Prorated Stanc
6 \ Bob Smith Work - B 100% $100.00/hr $0.00/hr $0.00 Prorated  Stanc
7 Goldie Ray Work = d 100%  $50.00/hr $0.00/hr $0.00 Prorated Stanc
8 Katherine Jones Work El- Direcctor of Marketing : 100%  $75.00/hr $0.00/hr $0.00 Prorated  Stanc
[=]-Manager of Marketing Research
9 William Weeks Work Ad Spedialist 100%  $50.00/hr  $0.00/hr $0.00 Prorated  Stanc
Competitive Analyst

The example below shows exactly what our lookup table and organizational chart show in the text view
for the RBS column that we just added. As an example, look at Goldie Ray, she is the Manager of
Product Marketing and reports to the Director of Marketing who reports to the President of the

company. ltis very important to keep the RBS lookup table up to date and accurate as the organization
chart is updated with new positions or resources join or leave the company.
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o Resource Name v Type o ‘RBS ¥ |Material v Initials ¥ Group v Max. v Stdl;
1 | Trainer Work T 100% =
2 |€ Tester Work T 100%
3 Adam Barr Work A 100%
4 Aaron Painter Work A 100%
5 |® Accountant Work A 100%
6 Bob Smith Work President B 100% S
7 Goldie Ray Work President/Direcctor of Marketing/Manager of Product Marketing G 100%
8 Katherine Jones Work President/Direcctor of Marketing K 100%
9 William Weeks Work President/Direcctor of Marketing/Manager of Marketing Research w 100%

RBS assigned to a Resource Name

The example below shows the organizational chart as a visual representation of the RBS. Again, look at
Goldie Ray, she is the Manager of Product Marketing and reports to the Director of Marketing who
reports to the President of the company.
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President

_Bob Smith

Director of
Marketing

Katherine Jones

Director of Sales

Glenn Frederich

Director of
Operations

Collin Quiring

Specialists

Manager

Distribution

Jerry Vaughan|

Replenishment

Manager of Manager of Eastern/Western INorthern/Southern Warehouse Order Processing
Marketing " "
R h Product Marketing Territory Manager Territory Manager Manager Manager
Goldie Ray! Tiffany Mahnl -._l Terry Sotorl James Kinl Kellie Ale
Ad Specialist Competetive Product Brand Product Lifecycle O e T \ventol - | BOM Se;igg:lgr:der Replenishment Seasonal Order ‘
P Analyst Specialist Specialist P P i ssing Order iali Fulfil;
Lonnie Seitz| Carlos Penal Debbie Drittler| Saundra Polanco| Raymond Lear| Connie Hewer| L] KatrinaJames|| L]  charles woo| Nico Saro| Mandi Woods| Lou Phillip|

Pricing Analyst

Stock Clerk
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Seasonal Order
Puller

Victoria Olaf
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