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Splitvice offers you a new way of managing work on all levels of your company.
Of course, an innovative solution to manage work requires a slightly different
approach than what you are used to.

We call the knowledge workers those people that actually work on the
projects in their company.

This guide is intended to quickly introduce new knowledge workers to the
essential concepts of Splitvice.
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Executing work

When the strategy has been defined and the work manager has defined all the
work packages to be executed, all there is to do is execute the work.

Knowledge workers will execute work items and report progress back in the work
mode of Splitvice. Work log information entered at these levels is consolidated and
integrated in the strategy level. Each of the knowledge workers can at any time see
his own up-to-date tasklist with a clear indication on the priority of the task, that is
set in accordance with the strategy and the importance of the project.

A knowledge worker can visualize his work items either in a list or in a (customized)
kanban board.

If you plan to work also on the administrative, strategic or
work management level of Splitvice, make sure you read
those training guides first. Spllt‘\/lce




Topics covered in this guide

Work mode

* Projects and operations (you can skip this if you read the Strategy or the work
management guide)

Viewing and managing work items

Creating additional child work items

Creating and view Kanban boards

Logging work

Throughout this presentation, when we use the term task,
we refer to a work item. These terms are used both for the
same concept of an item that a knowledge worker must do splitvice




Projects and operations

(skip this section if you read the strategy guide or the work management guide)



Projects vs. Operations

Every company can basically split its daily activities in two categories:

- Projects, which are the activities you do to create a certain product (a building, a
machine, a web application, ...). This can be related to one customer order, or
could be a generic product. Each project has a start date, an end date and a goal.

- Operations, which are activities you do on a regular interval and are not directly
related to an on-going project. E.g. a weekly administrative task you have to do or
a monthly personel meeting. Operations are recurring, but the resources they
consume can vary. For example, the first 3 months after a product is released,
their might be a lot of service calls. Occasional service work on a finished project

is also part of operations.
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Projects vs. Operations

Projects

* Defined on a strategy level because
you can decide to do or to not do
them (e.g. ROl not sufficient, not
enough resources, etc...)

* Work and expenses (budgets) are
defined and must be closely
monitored

* Priority between projects, timing and
budget can change depending on the
business

Operations

* Defined on a work management level
because they primarily exist to make
sure the time spent on them is taken

into account

* Knowledge workers will create the
work items for a specific operation
whenever they do that kind of work.
This way they can also log work for

operations.
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Work items

split /ice



Work items

* Whenever in Splitvice a project work package is activated (or started) and a role
or knowledge worker is assigned, a corresponding work item for this work
package is created

* A work item always has a certain workflow it must follow. There is a default
predefined workflow called ‘Splitvice’ that is no more than start -> doing -> done.

* Since the knowledge worker might want to refine the work further, he can create
additional child work items for the top level work item (that corresponds with a
work package).

 Child work items will “take away” budget and timing from their parent work
items. The remainder will be stored in the parent work item. This way a
knowledge worker can bring more clarity in a task on a level where the work
manager might not be involved anymore
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Work item concept and relations

Strategy
Level

Work
management

level

Work item
level

Portfolio

Project Project A

Project B

My portfolio

Project C

Project D

Top level work package

Child work package

Project B

Remaining
time & budget

Top level work item

Child work item

Work Item X

Remaining
time & budget
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Managing work items

* Work items can be viewed in the work item list or on a Kanban board.

* Work items can be defined in tree ways
- Whenever a work package is started, a corresponding work item is created automatically
- Whenever a knowledge worker decides to create a child work item

- When a knowledge workers needs to execute work that is related to an operation, he will
create a new work item for this operation in the work item overview
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WORKING ON PORTROLIO

Rocket Science

O—

Kanban board

Filter  Assigned to me

- (& RUN

id Work item name
“e children

lim%
LaunchPlgdsd foot
LaunchP
DEMOE-28 prepare raw materials like concrete,

water,_cupper
DEMOE-29 prepare PCB

Project/Operation Resources
Pr: Fly to IO g
Pr: Fly to the moon g
o Y S

m 0

Fr: Demot as demo

project for veryenormeous 0
long names

Fr: Demot as demo

project for veryenormeous 0
long names

Pr: Demock as demo

=2iE 2E 2E 2= Q= =

= 1=

1=



Splltllce <A manage o

WORKING O PORTFOLIO

. Filter  fly to the moon M @ .ﬁ @'_ﬂ 0] RUN
Rocket Science
DASHEOARD Work itemn Id Work itern name Project/Operation Resources Assigned to Urgency +|, Priority
w _ AP11-11 design nose 2-his Pr: Fly to the moon 2 user Worker 100 Undefined
38 ADMINISTRATION
‘ AP11-11 Pr: Fly to the moon a — 100 Low
AP11-12 nbly @ 222 Pr- Fly to the moon 0 =g _ Aldrin 100 Undefined
AF11-49 Pr: Fly to the moon 100 U defined
1gn Pr: Fly to the moon 100 wdefined
n— . ask Pr: Fly to the moon fined
8— Work items
Aril-so Nl Pr: Fly to the moon fined

Kanban board

Urgency is calculated in the context of a portfolio and related to
the critical path of the different projects. Priority is an
indication of the work manager within a certain project. \




Work item properties

* Click on a work item to open the work item details

* Properties are split in to three parts

- The general properties, such as the name of a work item
- The work that is still to do for this work item

- The work that has been done and logged for the work item
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General work item properties

Edit work item design nose 2

GEMNERAL WORK TO DO WORK LOG SCHEDULE PROPERTIES

Mame design nose 2

1. Fill in a name. For top level items that are
D] bueame =5 oeremoe automatically created, the name is the same as
"""""""""""""""" the linked work package and cannot be changed

2. Optionally, a due date can be set

3. Each work item can also have a custom check
list. A handy feature that makes sure you do not
forget anything

Description

Checklist +

CAMNCEL
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Work item work to do

Edit work item design nose 2

GEMERAL WORK TC DO WORK LOG SCHEDULE PROPERTIES

Remaining work 18625 dayis) Scheduled from 21/11/2019 until 29/01/2020 to Worker

B Show all roles In the work to do tab you can see how much work

e 40 do man-days there is still to be done for each of the roles.

Astronout 063

o It is also possible to update the work still to do
ETE 800 when you notice that the assigned time is not
sufficient or not required.

Rocket sciencist 10
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Work item work log

Edit work item design nose 2

GENERAL WORK TO DO WORK LOG SCHEDULE PROPERTIES
As role Project Manag v
Peecrpton | 220 In the work log tab, a knowledge worker can
a 06/12/2019 ~ Frida 4 Hours =+ o o . .o e
y enter time for this work item, for a specific
role he played in this. Logging work will

Work done 11 day(s)= 37.13% D Work item is completed decrement the Work to do

User Role Hours Date

Worker Mechanic 16 04/04/2018 T

Neil Armstrong Astronout 16 28/02/2018 E

Neil Armstrong Astronout 56 27/02/2018 o

CANCEL

Work can also be logged for a role which was not foreseen.
This will obviously not decrement any work to do, but will be
visible in the work done.
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Creating child work items

N + Quick search
Work item management Q 1. Go to the work item management

Filter  fly to the moon

- O7aW

which you want to add a child

2. Make a query that has the work item for

i e L el 3. Use the + on the work item to create a child

ddachidwerkitente =4 Fjll in all properties for this child work item

Name Name 5. Click save to add the child work item

‘ Work item Id Work item name Project/Operation
| v  AP11-11 design nose 2
APLL-11 Add child item }mun item
AP11-12 Assembly
AP11-43 m GENERAL WORK TO DO
AP11-51 linked to design
AP11-17 toplevelSubtask Description

[J puvedate £ 08/12/2019

Priority A

Checklist +
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Creating work items for operations

1. Go to the work item management

2. Click the add button in the upper right corner
to create a work item for an operation

3. Fill in all properties for this work item,

including the estimated work load.
Add operation work item

4. Click save to add the work item

GEMNERAL WORK TO DO PROPERTIES

5. The freshly created work item will be shown

Operation  Monthly financial report

in a list. You can create child work items or log
work on it from here.

Name

Priority Low

Checklist +
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Work item queries

1. Go to the work item management

2. Click the add button next to the filter drop-
down to create a new work item filter

3. Define the filter as what work items you
Define filter want to see:
- Assigned user

@@ 5row oty actve work ftems T My projects only - Assigned user belonging to a user group

- Assigned role
USER GROUP ROLE PROJECT WORK PACKAGE OPERATION o
Project

[ 2nd for weight Project work package

g II:uild I:;;nch platform Operatlon
y to

D Fly to Jupiter
D Fly to the moon

4. Click OK to run the filter

. 5. If you want to use the filter later again, give it
a hame and save it




* Go to the work mode

* For the work packages that were started, view the properties of the
corresponding work items

Create one or more child work items

Create a work item for an operation you defined

Create a custom filter for your project and save it as “My Project work
items”

Q
.
e

O

(O

S
al
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Logging work to measure progress



Logging work and timesheets

* Work can be logged on a project work package, but it’s better if everybody logs
work on the work items. This holds for project work items and operation work

items.
* When work is logged, it’s also possible to revisit the work to be done.

* The quickest way to work log regularly is using timesheets

splitvice




Log work in a work item

Edit work item prepare raw materials like concrete, water, cupper

GEMERAL WORK TO DO WORK LOG SCHEDULE PROPERTIES

For Jurgen Devlieghere e .
As role Project Manager -
Description Description

E 06/12/2019 ~ Friday 0 Hours +

Work done 0 day(s), 5 Hours= 17.24% [_] Work item is completed

User Role Hours Date
Jurgen Devlieghere Project Manager 2 01/11/2019 @
Jurgen Devlieghere Project Manager 3 27/10/2019 Tl

LOG WORK

CANCEL

1. Open work item from the work item list or
from the Kanban board

2. Under Work log, you can log work for
yourself. If you have multiple roles, make

sure you choose the right role.

3. The work to do —in the tab ‘Work to do’ -
will be automatically diminished. If it does
not match your expectations any more, you
can adjust this.

4. If you made a mistake in previous logs, you

can edit them.
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WORKING O PORTROLIO

Rocket Science

DASHBOARD
$02 ADMINISTRATION

@ straTEGY

&3 WORK MANAGEMENT

=) WORK
s —
o— Work items

Kanban board

'Er My work log

Filter

This week
Role Date \L Task Id
Electronics 05/12/2019 LaunchPL-13
Electronics 04/12/2019 LaunchPld2
Electronics 03/12/2019 Launch
Electronics 02/12/2019 LaunchPL-13
Administration  02/12/2019 Launch

Total time logged in this list: 1 days and 3 hou

- ®

Package name

test platform

Fort = f o

test platform

Spllt\/lce ¥ Work log items for Jurgen Devlieghere

Project or Operation

Build launch platform

Do il I gk -t

Build launch platform

Time Logged

2 hours

3 hours

Feedback

| - -1 days -2 hours



Spllt\/lce ¥ Timesheet overview

WORKING ON FORTFOLIO

@ £ 021272019 ¥ @

Rocket Science

DASHBOARD s Work package Work Iern Role - - =i e i o vy
Total = 11/ 31 3/8 4/8 2/7 2/8 0/0 0/0 0/0

152 ADMINISTRATION
Holidays

@f IR ECK Binge TV case 34343 Finance

ﬁ? WORK MANAGEMENT Binge TV Friends Project Manager

g WORK Binge TV Friends test onmachine  Project Manager

— Work items
Kanban board
Build launch platform find financing Finance
57 My work log
. . AR
8 Timesheets Build launch platform test 2 to close a work ite Administration
3 4 2 2

2 Holidays




Visualizing work items using Kanban



Kanban introduction

* Kanban is a great way of visual management. It’s widely used in software and
other development, but originally comes from production sites.

* The biggest benefits of Kanban are:
- |t makes very clear where bottlenecks arise.

- |t avoids working on too many things simultaneously, reducing switch time and helping
throughput.

- |t avoids working on things where there is no time to complete it. This is “avoiding waste”.

* Kanban is often used with paper post-it notes. While this has
advantages, the biggest disadvantage is it’s difficult to have — il
several views (e.g. several Kanban boards) on the same work “",\ v | |

Cowd

items. ganses

—

* Kanban is closely linked to workflow, where work flows from
left to right. In Splitvice, Kanban is built on top of workflows. splitvice




Workflows as base for Kanban

* Splitvice support workflows for work items and lets you graphically design them

* A Kanban board has columns. Each column contains states of the workflows.

* Depending on the state in the workflow, the work item shows up in the Kanban column
User Defined board Articles for magazines @ O e @

Design Article

L JoRoX e Ko o r Xr)

None ¥ filter new and unsaved s 1 0 SAVE AS DEFAULT FILT

Ready to print

Editor

e splitvice




Define a Kanban board

To define a Kanban board, you need to do these 4 steps

1.

2
3.
4

Start the creation of a new Kanban board
Fill in basic data like the name and the workflows the board uses
Create the columns and set them in the right order from left to right

Populate the columns with the states of the workflows.
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Spl.lt\/lce Kanban Boards

WORKING ON PORTFOLIO MName 4\

Rocket Science

Workflow board all in sequence

DASHBOARD Budget report flow

@ ADMINISTRATION Workflow board Copy of default

custom kanban

@ STRATEGY
Workflow bos

83 WORK MANAGEMENT

Workflow board Design mechanical part

@ WORK glec tasks

EE Work items Workflow bo:
oo Finance
kKanban board

for deleted w
=1
0 My work log

My, jobs




Step 2 of 4 to define a Kanban board

Define Kanban board

GEMNERAL DEFINE COLUMMNS WORK IMN PROGRESS POPULATE COLUMMS
Mame
Default filter  Assigned to me - @
workflows 1. Provide a name for this Kanban board
Splitvice VIEW

2. Select the default filter. When using the Kanban board,
the filter can be updated, but this is the default. It defines

D Design mechanical part VIEW

[] example workflow VIEW what work items you want to see.
[ Show work log dialog when a task moves to the next state 3. Select the workflows of which you want to visualize
work items. The default workflow Splitvice is predefined
SAVE CANCEL and is simply: Start-Do-End
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Step 3 of 4 to define a Kanban board

Define Kanban board

GEMERAL DEFIME COLUMMNS WORK IM PROGRESS FOPULATE COLUMMNS

- 1. Click on the + to create the first column of

the Kanban board. Give it a name.

SAVE CAMCEL

Define Kanban board

2. Add column per column by clicking on the
GEMERAL DEFINE COLUMMNS

plusses.
Article to write ]i[ Article to edit ]i[ \ ‘frticle to proof Iﬁ[ \ ‘Ready to print Tﬁ[

3. You can drag columns to change the order SP|.| tVice




Step 4 of 4 to define a Kanban board

Define Kanban board

GEMERAL DEFINE COLUMNS WORK IN PROGRESS POPULATE COLUMNS
workflows
~ Splitvice
Do End
Solice Soltie 1. Drag unassigned workflow states to the
columns of the Kanban board.

~ example workfl

Exclusive

Exclusive approve by CFO adjust budget plan End 2' Optiona”yl under lwork in progress’l Set
sxnple vorilon sxenple vorlow e WIP limits. These WIP limits will provide
visual feed-back if a column has too many
items once the board is used with real items.

example workfl example workflow

Article to write Article to edit Article to proof Ready to print
< < <
 Selected sta :
o T — 3. Click Save to save the Kanban board.
example workflow example workflow
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splitVice

WORKING ON PORTFOLID

Rocket Science

DASHBOARD
$03 ADMINISTRATION
@ sTrRaTEGY

&3 WORK MANAGEMENT

=) woRrk

EE Work items

Kanban board

Kanban Boards
Name'rh

Workflow board all in sequence

Mgﬂ_rep ort flow 000

Workflow board Copy of default

custom kanban

Workflow board Deepn admin

Workflow board Design mechanical part

elec tasks

Workflow board examp

Finance

for deleted wis



Use a Kanban board

Set a filter for seeing the right work items

and to define the swimlanes

If the filter you want is not available yet,
create a new one.

Set Swimlanes if you want to split up

work items per user, group, Project or 03 rd sim ple VB KB boa rd ?

Operation

Swimlanes MNone

~ Filter  Assigned to

Colums are shown as
defined

doing

Working

done

Each workflow state which represents
work has 2 sub-columns: Waiting and
Working so you can see where too
much work piles up

choose the children

ieghere

You can drag and drop work items to
another column, following the

workflow as defined.

Work items are shown including who
they are assigned to. Open the work
items by hitting the pencil appearing if
you hover over the work item.
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Follow the flow:
move the work item through the
workflow



Moving the work item through the workflow

* In the Kanban board, you can drag items according to the workflow.

* In the work item itself, you edit the workflow state of the work item

Edit work item child :
(E WOTKHEEH N 1. Work items that follow the default workflow

WSt ‘Splitvice’ can only be closed. Use the ... menu on a

WORK TO DO

GENERAL

work item to do so.
child

MName child _—

Description 2. Work items that follow a different work flow show the fin report end of 2019
. next steps in the work item under ‘“Workflow’.

[ Duedate = osr22005 report for March 19

Choose a new state to let the work item follow the work

Workflow
flow Friends
@ make spec i test on machine
O — design 3. You can also choose the next step immediately under the

Team mesting

... menu of the work item

FIN-136 report december 2020

@ 992 Pr: Fly
=0

o Work packages

% Gantt chart

- Workflow step : > design
_ T Delete

Op: Te




You are up and running!

As soon as all knowledge workers are creating
and handling the different work items,
information will start flowing through all levels.

Splitvice will create more transparency and will
provide realistic timelines so everybody can strive
for the same goal: projects that are simply well
done.
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Find additional learnings in these

Contact us for more information:
http://splitvice.com
support@splitvice.com


http://www.splitvice.com/tutorials

