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Project Tracking
To track projects in Microsoft Project, a distinction is drawn between planned, actual,

and scheduled information about tasks. Planned task dates (start, finish, duration) are

those that are assigned in the initial schedule that is created. As the project progresses,

actual dates are recorded; these may or may not be different from the planned dates. In

response to changing circumstances, the project may have to be rescheduled; this new

information is recorded as scheduled dates.

ЙϠϦϦЮЙтϼϝІвЮϜсТMicrosoft Project̪аϦтϾттвϦЮϜдтϠϤϝвмЯЛвЮϜАА϶вЮϜϣ

мϣтЯЛУЮϜЬмϸϮЮϜмсжвϾЮϜЬмϲаϝлвЮϜ.ϵтϼϜмϦаϝлвЮϜϣАА϶вЮϜ)ϣтϜϸϠЮϜ̪жЮϜϣтϝл̪

ϢϸвЮϜ(скШЯϦсϦЮϜаϦϝлжттЛϦсТЬмϸϮЮϜсЮмцϜрϺЮϜаϦиϔϝІжϖ.ЙвЧϦаϸ
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ϵтϼϜмϦЮϜАА϶вЮϜϝлЮ.ϣϠϝϮϦЂϜРмϼДЯЮϢϼтПϦвЮϜ̪ϸЦдтЛϦтϢϸϝКϖЮмϸϮϣ

ИмϼІвЮϜ̫аϦтЬтϮЂϦиϺкϤϝвмЯЛвЮϜϢϸтϸϮЮϜϵтϼϜмϦЪϣЮмϸϮв.



The three different types of information make it possible to keep track of how a 
project is progressing with regard to the initial plan.

Enter the actual completion data for tasks that are already complete or under way. 
To do this, click on each task that is complete, and select Tools|Tracking|Update
Tasks... In the Update

Task dialog box, type the percentage of work completed or the actual finish date.

ϸЧϦ ϣтУтЪ ЙϠϦϦ ϤϝвмЯЛвЮϜ дв ϣУЯϦ϶вЮϜ ϣϪыϪЮϜ ИϜмжцϜ ϱтϦϦ ИмϼІвЮϜ а
ϣтЮмцϜ ϣА϶ЮϝϠ ХЯЛϦт ϝвтТ.

ϣтϼϝϮЮϜ мϒ ЬЛУЮϝϠ ϣЯвϦЪвЮϜ аϝлвЯЮ ϣтЯЛУЮϜ ЬϝвЪшϜ ϤϝжϝтϠ Ь϶ϸϒ .Ю аϝтЧЯ
 ϤϜмϸϒ ϸϸϲм ̪ ϣЯвϦЪв ϣвлв ЬЪ ФмТ ϼЧжϜ ̪ ШЮϺϠ | ЙϠϦϦ |ϝлв ϨтϸϲϦ а

 ...ϨтϸϲϦЮϜ сТ

тϼϝϦ мϒ ϾϮжвЮϜ ЬвЛЯЮ ϣтмϚвЮϜ ϣϠЂжЮϜ ϞϦЪϜ ̪ аϝлвЮϜ ϼϜмϲ ЙϠϼв сТ ϵ
сЯЛУЮϜ ̭ϝлϦжъϜ.
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Â Save current values in a schedule as a baseline

Â Record progress on tasks through a specific date

Â Record a task's percentage of completion

Â Enter actual work and duration values for tasks

Â ̮Ъ ЬмϸϮ сТ ϣтЮϝϲЮϜ атЧЮϜ ДУϲBaseline

Â аϸЧϦЮϜ ЬϮЂ)progress (ϸϸϲв ϵтϼϝϦ Ьы϶ дв аϝлвЮϜ сТ

ÂϾϝϮжшϜ ϣвлв ϣϠЂж ЬϮЂ

ÂаϝлвЯЮ ϢϸвЮϜ атЦм сЯЛУЮϜ ЬвЛЮϜ Ь϶ϸϒ
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Saving a Project Baseline

A baseline is a snapshot of key scheduling and cost information in your project 
plan at a specific point in time, fields saved are:

Â Start

Â Finish

Â Duration

Â Work

Â Cost

ІвЮϜ ϣА϶ сТ ϣУЯЪϦЮϜ ϤϝвмЯЛвм ϣтЂтϚϼЮϜ ϣЮмϸϮЮϜ дв ϣАЧЮ мк ЀϝЂцϜ Имϼ
ск ϣДмУϲвЮϜ ЬмЧϲЮϜм ̪ Ϣϸϸϲв ϣтжвϾ ϣЯϲϼв сТ ШϠ ϣЊϝ϶ЮϜ:

ϣтϜϸϠ

̭ϝлжϖ

ϣтжвϾЮϜ ϢϸвЮϜ

ЬвК

РЯЪ
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We must adjust our schedule to allow for the slippage. Here is how it can be done:
Increase the time allotted to the task so that 60% of the task represents the number of
days till today's date. Click on the task Conduct survey, and choose the
Project Update Project..., increase the Remaining Duration to 10, and click OK. The task is now 
going to take longer, but the completion bar is still short of today's date. Choose the menu item 
again, and in the Update Task dialog box, change the % Complete
back to 60%. Now, the schedule is approximately as we want it:

ФъϾжыЮ ϰϝвЂЯЮ сжвϾЮϜ ϝжЮмϸϮ АϠЎ ϝжтЯК ϞϮт .ШЮϺϠ аϝтЧЮϜ ϣтУтЪ ШтЮϖ:
 ЬϪвт ϨтϲϠ ϣвлвЯЮ ЈЊ϶вЮϜ ϤЦмЮϜ ϢϸϝтϾϠ аЦ60амтЮϜ ϵтϼϝϦ пϦϲ аϝтцϜ ϸϸК ϣвлвЮϜ дв ́ .

 ϣвлвЮϜ ФмТ ϼЧжϜ"ИыАϦЂъϜ ̭ϜϼϮϖ " ϣвϚϝЧЮϜ ϼЊжК ϼϦ϶Ϝм ̪" ϤϜмϸϒ | ЙϠϦϦ |ϝлвЮϜ ϨтϸϲϦ а
 ."... ϼϜмϲЮϜ ЙϠϼв сТ"ϣвлвЮϜ ϨтϸϲϦ " пЮϖ ϣтЧϠϦвЮϜ ϢϸвЮϜ ϢϸϝтϾϠ аЦ ̪10 ФмТ ϼЧжϜм ̪
"ХТϜмв ."ЮϜ ϵтϼϝϦ дв ЬЦϒ ЬϜϾт ъ ЬϝвЪшϜ АтϼІ дЪЮ ̪ ЬмАϒ ϝ̯ϦЦм дфϜ ϣвлвЮϜ ФϼПϦЂϦЂамт  .

 ϤϜмϸϒ ϣвϚϝЧЮϜ ϼЊжК ϼϦ϶Ϝ | ЙϠϦϦ | аϝлв ϨтϸϲϦ ... ϨтϸϲϦ ϼϜмϲЮϜ ЙϠϼв сТм ̪ оϼ϶ϒ Ϣϼв
 ́ϼттПϦϠ аЦ ̪ ϣвлвЮϜComplete  пЮϖ оϼ϶ϒ Ϣϼв60 ́.ϸтϼж ϝвЪ ϝ̯ϠтϼЧϦ ЬмϸϮЮϜ дмЪт ̪ дфϜ:
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Choose a different view to get a better sense of how the project has changed. Choose

View|More Views... In the More Views dialog box, choose Tracking Gantt Chart (this

is the last in the list), and click on Apply. (You will have to change the Timescale as

described earlier.) The Gantt Chart now looks as follows:
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Saving a Project Baseline (cont)

Â The original project plan, adjusted to perfection, is the ideal 
balance between scope, schedule and cost.  This plan is 
usually agreed on by stakeholders before project begins 
execution.

Â The best time to save your original baseline is when the plan 
has been developed as fully as possible, but before you have 
started tracking.

ÂϪвЮϜ дϾϜмϦЮϜ ̪ ЬϝвЪЮϜ ϞЂϲ ϣЮϸЛвЮϜ ̪ ϣтЯЊцϜ ИмϼІвЮϜ ϣА϶ ϼϠϦЛϦ дтϠ сЮϝ
ϣУЯЪϦЮϜм сжвϾЮϜ ЬмϸϮЮϜм ФϝАжЮϜ .ϣА϶ЮϜ иϺк пЯК ФϝУϦъϜ аϦт ϝв ϢϸϝК дв

ИмϼІвЮϜ ϺтУжϦ ̭ϸϠ ЬϠЦ ϣϲЯЊвЮϜ ϞϝϲЊϒ ЬϠЦ.

ÂА϶ЮϜ ϼтмАϦ аϦт ϝвϸжК мк сЯЊцϜ ЀϝЂцϜ А϶ ДУϲЮ ϤЦм ЬЎТϒ дϖ пЯК ϣ
ЙϠϦϦЮϜ ϒϸϠϦ дϒ ЬϠЦ дЪЮм ̪ дЪвв йϮм ЬвЪϒ.

Tracking Progress on Tasks



Saving a Project Baseline (cont)

Â It is possible to save multiple baselines.  You may 
want to do this if:

ÂYour project is exceptionally long.

ÂThe execution of your project has started and a 
major change occurs, ie. Funding changes, 
corporate shift in priorities etc.

ÂДУϲ дЪввЮϜ двbaselines ϢϸϸЛϦв .ШЮϺϠ аϝтЧЮϜ сТ ϞОϼϦ ϸЦ
ϜϺϖ:
ÂсϚϝжϪϦЂϜ ЬЪІϠ ЬтмА ШКмϼІв.

Âрϒ ̪ ϼтϠЪ ϼттПϦ Ϩϸϲтм ШКмϼІв ϺтУжϦ ϒϸϠ ϸЧЮ .Ϧм ЬтмвϦЮϜ ϤϜϼттПϦ ϤϝЪϼІЮϜ Ьмϲ
ШЮϺ пЮϖ ϝвм ϤϝтмЮмцϜ сТ

Tracking Progress on Tasks



Saving a Project Baseline (cont)

To save a baseline:

-Click on Project tab ->ïclick Set Baseline
-Select options for setting baseline in Set Baseline dialog box
(default setting is for entire project)
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