Tools and Systems for Project Management

It is important to get regular status updates in any project. Status reports should contain
updates on budget, schedule, and the quality of output (how much you are delivering of
your product or service). We do this by using different tools, such as Gantt charts and
work breakdown structures (WBS).

Gantt Charts

Gantt charts, also known as bar charts, represent schedule information. On a Gantt
chart, activities are listed on the vertical axis (y-axis), dates are shown on the horizontal
axis (x-axis), and activity durations are shown as horizontal bars placed according to
start and finish dates. Gantt charts are relatively easy to read and are frequently used in
management presentations.

You can see an example of a Gantt chart below. This Gantt chart spans over four
weeks, and shows the time it might take to work on specific tasks in that given
timeframe.

WEEK 1 WEEK 2 WEEK 3 WEEK 4

Write Landing Page Copy
Approve Page Copy +

Review Landing Page Design 1
Build Landing Page +

Code Review Landing Page

Write Promotional Email
Design Promotional Email
Send Promotional Email

Analyze Campaign Results

Plan Agenda for Meeting
Reserve Room

Finalize Presentation
Approve Presentation

Create Invitations

Rewrite Online Calculator
Code Review Calculator
Update Messaging

Publish Calculator
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A work breakdown structure (WBS) is a diagram showing the total scope of work to
be carried out by the project team to accomplish the project objectives and create the

required deliverables.
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The work breakdown structure dictionary is a document that provides detailed
deliverables, activities, and scheduling information about each component in the WBS.
The WBS dictionary is a document that supports the WBS. Information in the WBS

dictionary may include things such as:

Code of account identifier
Description of work
Assumptions and constraints
Responsible organization
Schedule milestones

Quality requirements

Acceptance criteria

Technical references
Agreement information
Associated schedule activities
Resources required

Cost estimates
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