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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
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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
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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:

« Start

= Finish

= Duration
= Work

= Cost
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Tracking Progress on Tasks
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2nd Quarter
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——This line is the current date
This task is behind schedule
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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 apprOX|mater as we want it:
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Tracking Progress on Tasks

| 2nd Quarter
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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)

= 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.

= 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)

= It IS possible to save multiple baselines. You may
want to do this If:

» Your project is exceptionally long.

« 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 ->— click Set Baseline

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



Tracking Progress on Tasks

Saving a Project Baseline (cont)

To view your baselines, use:

= Tracking Gantt view
= Multiple Baselines Gantt view

Or...

= YOUu can insert baseline values into charts by

Clicking on Format tab -> in Columns group — click Insert
column



Tracking Progress on Tasks

Tracking a Project as Scheduled

Use this if actual work is proceeding exactly as
planned.

-Click on Project tab— click Update Project

-In Update Project dialog box — select Update work as
complete through option and enter appropriate date in date
box



Tracking Progress on Tasks

Entering a Task's Completion Percentage

After work has begun on a task — you can quickly record progress as a
completion percentage

Some ways of entering completion percentages:

-Use the 0%, 25%, 50%, 75% and 100% complete buttons in Schedule group of
Task tab

-Enter any percentage value you want in Update Tasks dialog box
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Entering a task’s completion
percentage

So, if atask’s 4 days long, and you enter 50% completion, 2 days
of it are complete — have actual duration, and it has 2 days of
remaining duration.

- If you have an actual start date, it's better to enter it than to
use percentages.

Ologa ¢ % 50 3l candy ¢ abl 4 gide dagall CIE13]) ¢ UL
Audiell Baadl o (e g Lgdg ¢ ddad)l Buad! - jlx)
Gl plaseianl cpo Joo o] JiadIl (ped ¢ (Jad cuy gl cbd OB'13]
gl



+—
m
—II—
I_l
=
=
[a)
LD

Entering a task’s completion
percentage

. Note the progress bar shows 50% complete

. If you hold the mouse over the progress bar,
you'll get that yellow screentip.
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Entering actual values for tasks
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This a more accurate way of tracking tasks.

Record what actually happened. Actual start, finish, duration values.

This behaves exactly like you'd expect.

Entering an actual start date moves the scheduled start date to the actual start
date.

Same with the finish date.

When you enter an actual work value, Project recalculates the remaining work
value.
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Entering actual values for tasks
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“When you enter a task’s actual dUration, If it is less thah the scheduled duration,
Project subtracts the actual duration from the scheduled duration to determine
the remaining duration.”

So, it thinks the task is partially complete.

If you enter a duration that’'s equal to the scheduled duration, it's marked as
100% complete.

If the duration you enter is longer, Project adjusts the scheduled duration
accordingly.
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Entering actual values for tasks

. You can enter these things under the View
able: Entry > Work

Wyiark Bazeline Variance Actual Remaining Jan 11, '04
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45 hr= Ohrs . :

3 Develop productior
4 Pick locations 16 hrz O hrs
a Hold auditions I : 32 hrz 32 hrs
G Pre-Production c:u:ur. 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs
. = Production 456 hrs 0 hrs 456 hrs 102 hrs 354 s
E o Rehearze 214 hrs a hrs 214 hrs 102 hrs 112 hrs
:15 9 =hoot video 226 hrs 0 hrs 226 hrs 0 hrs 226 hrs
.:'_‘-'_ﬁ-.' Log footage 16 hrz 0 hrs 16 hrs O hrs 16 hrs
Production comple 0 hr= 0 hr= O hr= O hr= O hr=
=l Post-Production 72 hrs 0 hrs 72 hrs 0 hrs 72 hrs
Fine cut edit 45 hrs 0 hrs 45 hrs 0 hrs 45 hrs
Add final audio 24 hrs a hrs 24 hrs a hrs 24 hrs
Hand off master to 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs
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