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MS Project 2003: A Scheduling Tool for Successfully Managing your Projects

Tracking Project Progress

{> Schedule Control

Define the Estimate the Sequence the Develop
Activities Activities Activities Sched

Controlling the schedule that is bein&&ute

» Determining that the schedule has ¢

» Managing the actual changes whefsandsas the
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MS Project 2003: A Scheduling Tool for Successfully Managing your Projects

Tracking Project Progress

{> What information is needed to track the progress?

Availability information for each resource : \I

» Was the resource available as planned? &

Task Schedule Information (Task Duration) for{\ask @

» Is the resource going to be available as planngd?

» When did the work actually start on the tas
» If the task is complete, % :
4 When did it actually finish?
» If the task is not complete, Q
4 How much calendar time has b nt on the task?
4 How much more calendar time i ed?
Task Cost Information for each ource for e l@
%resource’?

» How much more work 4§ ete the work by each resource?

» How much work was expen on the task
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MS Project 2003: A Scheduling Tool for Successfully Managing your Projects

Tracking Project Progress

{ Sample Task Sheet/Status Form

Widget Development Project
Status Report Starting 8/6/2002

Resource: Sharon Ebbs

.00 000 JURIL R
As of Last Status
Scheduled | Scheduled Actual | Projected | Est Tot | Act e A
WBS # |Task ID Task Name Start Date End Date | Start Date | EndDate | Hours | Hours }"Ho h 8 | ETC | 5 S w | fr | Total
2 |Design Part & H2RA002 Fin: hb 100.00 ) 1]
1 |Design Part C AR2002 2002 hb 1]

EpowaARDS INDUSTRIES, LLE.
MS Project 2003: A Scheduling Tool for Successfully Managing your

Revision 003 (04/2008) Section 6 - 4

©Copyright 1998 - 2008, Edwards Industries, LLC. .
All rights reserved. Section 6 - 4
P Caemima 1o Prover Sucerse (Refer to page ii of this document for copyright details)



MS Project 2003: A Scheduling Tool for Successfully Managing your Projects

Tracking Project Progress

From

Set current date Update resource

Change view to ‘

Develop the
Schedule

and status date

calendars for VAC, sick, etc.

(Project, Project Information)
1. Enter project status date
2. Enter current date

(Tools, Change Working Times)
1. Select “Resource” from “For:” menu
2. Enter non-working times for resource(s)

(Tools, Options,
1. “Updating task statu:
status” - off
2. “Edits to ta
the status d

Select “Update

LOE Task Tasks” and update actual
as duration
Status CTools, Tracking, Update Tasks) ' Révise estimated
ools, Tracking, Update Tasks
Select task 1. Enter actual duration k t(i complete
requiring status v 2. Enter task actual start date ork”) for each
resource assigned to
(Click on Task ID) Performance
. Enter base ho non-OT) in the task.
Task Status|  Select “Update Tasks” “Actual Work 1. Enter estimated hours in the
and enter status 2. Enter»ove e "hour ‘Actual .quk,. fields for the
Overtime AMork assignment
(use work a ide for actual'work
Preferred Method 1 Actual Duration (Tools, Tracking, Update Tasks) Method 2 Percent Complete (Tools, Trae pdate Tasks) hou ered)

1. Enter cumulative actual duration for task
2. Enter remaining duration for task
3. Enter task actual start date

1. Enter % complete for ta
2. Enter cumulative actual d 0 k
3. Enter task actual start d

“El Task Sta IS°E ty”

(View, EI T. @ )

@’r plete will spread to

N

amine

Repeat to “B” until Reschedule nd re-level

all status entered uncompleted work rce

eq.)

Communicate I
schedule status

Finish

Select the next task to
status

Examine: (Vi
Summary)
evel: (Tools, Level Resources...)

(Tools, Tracking, Update Project) Resource Usage

1. Click “Reschedule uncompleted
work to start”

2. Enter reschedule date

3. Select “Entire Project”

Until the next
status session
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MS Project 2003: A Scheduling Tool for Successfully Managing your Projects

Tracking Project Progress

{ Control the Schedule - Process Assumptions

The project tracking process presented in this course issbased on so
Project options changes from the default settings.

The MS Project template file (GLOBAL.MPT) p;ov@zy Edward ustries
does incorporate these changes automatically f chedul

schedules updated using the organizer.
In other schedule files, these option chan md need t kgde
manually BEFORE following this trackin ure.
Two “Calculation” options must be h%om th fault conditions.
» The “Updating task status updat@rce status” op must be turned OFF.
» The “Edits to the total % com& e sprea e status date” option must

be turned ON. \
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MS Project 2003: A Scheduling Tool for Successfully Managing your Projects

Tracking Project Progress

{> Schedule Control - Process Assumptions (cont.)

Options |z|

N

Wiew l General ‘ Edit Calendar
Save Interface Security ’
« - 3 Calculati i i
Turn OFF the “Updating task i ] 2l ol
status updates resource status”  jons for Microsoft Office Project '
option (clear check box). de: % Automatic € Manual & caleiéte o -
Calculate: * Allopen projects Active project R R '
\ sl i hese options will only.ep

Calculation options for 'Class Widget Schedule.mpp!
| ilipdating task sfatus Updates resource skatis:
™ Move end of completed parts after status date back ko status date

-

if the “Updating ta atu
updates resource status” option
is turned on.

™ Move stark of remaining parts before status date Forward bo status date Il
I Click'the “Set as\Default” to

Earned Yalue. .. establishghese parameters for
¥ Edits to total task % complete will be spread to the L NEW projects created.
/'7 Inserted projects are calculated like summaty tasks l" [7

/ [V actual costs are always calculated by Microsoft OFficef®
NOTE: The parameters set in

ity

this dialog box only address the
individual project being worked
on and NEW projects (if “Set as
Default” is clicked). These are
NOT global changes and will
need to be reset for any other
existing project files.

NG

Turn ON the “Edits to the total
% complete will be spread to

the status date” option (fill i -
Check bOX). Cal IF 5lack |5 1es5 than ar (n]

Help

costs accrual: Prarated

ultiple critical paths

’
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MS Project 2003: A Scheduling Tool for Successfully Managing your Projects

Tracking Project Progress

{ Project Options: Calculation

“Updating task status updates resource status”

» This option defines whether or not the task status (pe

N

tduration
complete) is directly tied to the amount of work co @ ited by the re%e

assigned to the task (percent work). ¢

» When this option is ON, MS Project will automatically calculate
work for the resources assigned to the tas% sk status

» When this option is OFF, you must enter, ctual work forithe fésources
and the status of the task.

» Edwards Industries recommends tur'n@ option{OFF.
¢ This provides the most accurat% of project co
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MS Project 2003: A Scheduling Tool for Successfully Managing your Projects

Tracking Project Progress

< P rOJ e Ct O ptl ons.: C al Cu I atl on Calculation aptions For 'Project’

I¥ {ipdating Eask stabus dpdates resource statls:
™ Maove end of completed parts after status dats back ko stak
I &nd move start of remaining parts back bo status date

emaining parts before stabus date Forward kg

“Updating task status updates resource status”

» Sample Task — 4 weeks in Duration

Update Task Statis updates it it 160 hrs A B4
Resoutce status U5 e _’ ] i
T ———— e S O OO

» With Updating task status updates resource s
of 25% is recorded, the tool automatically re ed actual ho

0
8 Task Name = % = 0o Wl:lrl"v Durati OA) Work Com €eq i
CumplrmzJ Completgs —— % Complete A T 125 o
2 Update Task status updates T 5 330 hrs
Resource stams - on piid
4 3 N
Q@ Task Mama Wark Duration Start Finish : Jan
$ 12028 1/4 1018 1123 a1
2 Update Task status updates F 320 hrs 320hrs,  Mon 1/5M04  Fri 2270407 Base.
otk 40h 40h 40h 40h 40h
40h
Ohveralloc
test 320 hrs Mon /5004 FAL227/04 . Waork
otk 40h 40h 40h 40h
Act. Work 40h
Actual Hours are automal GIEIE
recorded by the tool.
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MS Project 2003: A Scheduling Tool for Successfully Managing your Projects

Tracking Project Progress

{ Project Options: Calculation

[ Updating task stabus updates resource status

[™ Move end of completed parts after status date back to status da
I And move stark of remaining parts back o status date

ining parts before status date Forward to st

“Updating task updates resource status”

» Same Sample Task — 4 weeks in Duration

Update Task Status updates 0% 0% 160 hrs
Resource status 1

» With the Option OFF — when “% Complete” o
not automatically record actual hours wor

% Work lete = 0.
B  |Task Name % % Worl_ | Duratior
- - - -
i CumplELEJ CumplrmzJ 12128 17 Ml | W 1725 21
3 Update Task Status Updates 25% 0= 320 hrs [T
Resource Status - off L - -
4
0 [Task Name ‘ Work ‘ Duration Start ‘ Finish De
12028 114 111 1118 1125 2
H Update Task Status Updates 320 hrs 320 hrs.  Mon 14504 Fri 22704 ase. k
40h 40h 40h 40h
ct. Work
ralloc.
test 320 hrs Mok 14 Fr Base. Waork
Work 40h 40h 40h 40h
Act. Work
Actual Hours - A

recorded.
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