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Project Tracking

To track projects in Microsoft Project, a distinction is drawn between pl/anned, 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.
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Project Tracking

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.
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Tracking Progress on Tasks

Save current values in a schedule as a baseline
Record progress on tasks through a specific date
Record a task's percentage of completion

Enter actual work and duration values for tasks
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Tracking Progress on Tasks

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:

A Start

A Finish

A Duration
A Work

A Cost
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Tracking Progress on Tasks

| 2nd Quarter
2735 | 373 | 3A0 | 37 | 3728 | 3731 | 477 [ 474 [ 4721 [ 4726 | 55 | 5412 | 519

——This line is the current date

374

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:
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Tracking Progress on Tasks

| 2nd Quarter
A 3o 3ar] a3 47 (448 14281 55 [ 542549 [ 546
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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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Tracking Progress on Tasks

Saving a Project Baseline (cont)

A 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.

A 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.
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Tracking Progress on Tasks

Saving a Project Baseline (cont)

A It Is possible to save multiple baselines. You may
want to do this If:

A Your project is exceptionally long.

A The execution of your project has started and a
major change occurs, 1e. Funding changes,
corporate shift in priorities etc.
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Tracking Progress on Tasks

Saving a Project Baseline (cont)
To save a baseline:

-Click on Project tab ->i" click Set Baseline

-Select options for setting baseline in Set Baseline dialog box
(default setting Is for entire project)



