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Cour

se Content

SN Name Time
1 [Introduction to MS Project 15 mins
2 |Setting up a project 15 mins
3 |[Creating Task and Task Duration 15 mins
4 |Dependencies (Linking Tasks) 10 mins
5 [Manipulating Tasks and Constraints 10 mins
6 |Updating Project Progress 10 mins
7 |Printing & Reports 15 mins

Case Studies 30 mins
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Introduction to MS project

¢ MS Project — Project Management Tools for
managing Task, Resources, Track and
Report.

¢ MS project - Widely available as part of the
MS Office suit and many of us are familiar
with its user interface.
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Introduction to MS Project
Main Screen overview:

Menu Bar —-@—Ble Edit View Insert Format Tools Project Report Collaborate Window Help Adobe PDF

idﬁﬂu@d?&%ﬁso’ﬂﬂ”v = ¢5 88 [ L] % @ NoGroup v ® Q
/ % % = Iy Show~ Arial * 8 * B I U E = = AllTasks v V= |
6 = Showall items * Show data and differences columns v @ _
Toolbar v
Task Name Duration | % W. Comp. 25 Jul"16 01 Aw
FISISIMITIW]|T[F[S[SM[T]
H Lessons learnt 1 day? 0% =
H 32 Archiving the Project documents to the Org. Repositor 1 day? 0% E
View Bar g o i Y -t
33 | 1day? 0% -

Main screen

I L Network S h OWI n g
View | Table:..... S Gantt chart
Insert | Column — view

View | Zoom..
Format | Timescale
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Introduction to MS Project

Quick demo in MS Project 2007

¢ Main screen Views
A Task View: Resource View and Combination View

¢ Manipulate 15t screen ( Excel type)

Different view - View | Table: Entry; Split 1st screen (Form View);
Show different Form View

¢ Edit Timescale bar
¢ Add/Remove table attributes
¢ View/Zoom

¢ Use of right mouse

EAP ; Rural Access Programme
Development through access



Setting up a project

¢ Add Project information
¢ Determine Project Start date

¢ Edit the standard/base Calendar
¢ Check/Edit calendar calculation options

¢ Save the file
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Setting up a project

Add project information: File | Properties

) file JE0t View Insert Format Took Projes

General | Summary | Statistics | Contents | Custom |

3 4 New. CtieN
T @ Qpen. Cists0 Title: Project1
' Close Subject: |

Save Crl+S

Manager:

Save As_

|
|
Author: | Deo Yadav |
|
|

Company:

Category:

Keywords:

Comments:

Ctri+P

»

Hyperlink |
base:

Template:

1 MyfFrstProject
2 Annual Calendar SED LRN CB CPD
3 Annual Calendar SED LRN CB CPOVY
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Setting up a project
Project | Project Information

Tools _—Eroject | Report Collaborate Window
J Sort 3 |

El'tered fOf‘. A“ TBS'(S ’ Start date: |mn 01/08/16 Current date: ‘MUH 01/08/16
QTOUD by: o GfOUp ’ Finish date: |Mc:n 01/08/16 Status date: |NA
Qutline ’ Schedule from: |Project Start Date Calendar: | Standard
WBS » | .
Ce All tasks begin as soon as possible. Briority:

Task Information... Shift+F2 ! Enterprise Custom

o) Task Notes..

4 4 Task Drivers Custom Field Name
Project Information...

Statistics... Cancel
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Setting up a project

¢ Tools | Change Working Time and then Click Exception tab to
manage non-working days or holidays and Work Weeks tab for

working days

Format ',Iools ] Project Report Collaborate Window

a & | ¥ Spelling. F7
1 :
rial AutoCorrect Options...
- Links Between Projects...
‘ Import Outiook Tasks...
Change Working Time...
| 8 Assign Resources... Alt+F10

Ct

—

Calendar 'Standard 15 & bese calondar.

A

For Standard {Project Calendar)

Legend: Click on & day to see its working

ust 2016

v| Create New Calendar ...

A | Working times for 02 August 2016:

- | (v TTw[m]F
== | 1 3415
| Nonworking
| -

S
T

L 1)

» 08:00 to 12:00
* 13:00 to 17:00

' 8|9 |10
1| Edited working

M2 13|14

— hows 15 |16 [ 17 [18 [ 13 |20 | 21
On this calendar: . . Sased on:
2123|124 |25|26 |27 |28 SRR, e
| ouit w we on Calendar
£ tion o "
;'!,.' — ) 29 |30 | 31 ‘Standerd',
| Nondefault work |
3_'1' | weok |
v
Exceptions Work Weaeks |
Nom Start Firesh ~
| |
v
Uelp Ogtions... oK | Canos!

P rap
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Setting up a project

Set the basic time schedule to match days with working time
¢ Tools | Change Working Time. Choose Work Weeks tab | Click Details

For Standard (Project Calendar) 1] Create [jew Calendar ...
Calendar 'Stangard’ t5 2 base calendar,
Legend: x Chek on & diry 1 see its working
[ ‘ st 2016 ~ | Wiorking tmes for 02 August 2016: ] ) )
||| Wedos Ml T w|[mlF[s]s R Set working time for this work week
T | (W] | e
¥ ’w [ B3 [w[nlwe[@|n . _
2 s | ettt it Select day(s): () Use Project default times for these days.
?"j’:" 5 1 wd f bl EZG et '”t:’r::lv-nnwnokmmnur m“da}l O Set dEYS to ﬂDr‘IWDr’kir‘lg time.
138 oopeondy | IETHTHT Standard’. ‘ ! ) ) _
| [39 | Mondetodtwork | |—1— Tuesday (@) Set day(s) to these specific working times:
= v Wednesday
Expeptons work Weaks | ThUFSdEY
Friday
Kame Start Finigh A~ Detatls.,
1 [[oeraun) J B0 NA = SEtUFdEY
Sunday
v
Cancel
Help OpHons... oK Cancel
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Setting up a project

¢ Tools | Change Working Time Choose Exceptions tab | Select date or dates
in the calendar

Far |Standard (Project Calendar) hd | Create New Calendar ...

Calendar 'Standard' is a base calendar.

Click on a day to see its working

August 2016 L 15 August 2016 is nonworking.

M| T|W|Th| F[S]| S
23 (4|56 7T

MNonworking

819 [10(11]|12]13 |14
Edited working

Based on:

Exception 'Dashain’ on calendar

| Exception day 55 30137 'Standard".
MNondefault work
i week v
Exceptions Work Weeks l
Name Start Finish ~ Details...
1 |Dashain 15/08/2016 19/08/2016

Delete

Help Options... Cancel
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Setting up a project

Check/Edit calendar calculation options:

¢ Tools | Options and click Calendar tab
S opwes e

{ - 1 J Schedule Calculation Spelling , |
mm ‘If“‘ ' ngjKt B’M con.bo"" w'm View General Edit Calendar
42 8 4 sp““fﬂq-— F7 Calendar options for "MyFirstProject’
—— Week starts on: Maonday hd
Arial AutoCorrect Options.. _ _ | |
Fiscal year starts in: |Januar1,r V|
Use starting year for FYjpumbering
Links Between ?IOJC(“.. Default start time: |[]8:0[] | These times are assigned to tasks when you
e enter a start or finish date without specifying a
| Import Qutiook Tasks... Defoult end time: 7e00 time. If you change this setting, consider
= ' | . | matching the project calendar using the Change
Cbawe Womag Time_ Working Time command on the Tools menu.
. Hours per day: |8.00 = |
S Assign Resoyrces.. Alt+F10
Hours per week: |4—0.00 2 |
= ' Days per month: |20 = |
- Set as Default
Local Project Cache
Resource Sharing »
Level Resources..
Tracking
Macro
Organizer..
Customize »
Options..
Enterprise Options » Help Cancel
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Save Interface
Schadue Calculation
View Genaral

Edit options for Micresoft Office Froject
| Allow cell deag and drop
| Move selection after anter

Setting up a project
Time units, currency, view settings:
¢ Tools | Options and choose View and Edit tab

Security
Collaborate
Caiendar

|v) Ask to update automatic knks
[v]Edit directly In el

View options for time units in "MyFrstProject’

Wiﬂdows in Taskbar

Save | Interface Security
_smgaug_l Calculation Spelling Collaborate

View General Edit Calendar

Default view: |Gantt Chart v|

Calendar type: |Gregorian Calendar v|

Date format: ~ |Mon 28/01/02 v]

Show
Status bar Scroll bars OLE links indicators

Entry bar Project screentips

Minutes: men E Weeks:  wk v
Hours: hr —\_' Mopths: (Mo Vﬂ
Deyg: doy vl yesrs: [y v
| Add space before label Set as Dafault
Hyperink appearance In ‘WMyFirstProject’
Hyperink color; W e v| [v]underine hyperfinks
Followed hypertink color:  |[l] Purple v Set as Dafault
Help =itas Cancal

Bars and shapes in Gantt views in 3-D

Cross project linking options for 'MyFirstProject’

Show external successors
Show external predecessors

Show links between projects dialog box on open

Automatically accept new external data

Currency options for 'MyFirstProject’

Decimal digits:

Currency:

Outline options for '"MyFirstProject’
Indent name

|:| Show outline number

Help

Show outline symbol
Show summary tasks

[ ] show project summary task

Cancel
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Setting up a project

¢ File | Save
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Setting up a project
Quick demo in MS Project 2007

¢ Add Project information
A  File | Properties

¢ Determine Project Start date
A  Project | Project Information

¢ Edit the standard/base Calendar
A  Tools | Change Working Time

¢ Check/Edit calendar calculation options

A  Tools | Options and click Calendar,
Edit and view tab

c Save the file
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Creating Task and Task Duration

¢ Add/Enter Tasks

¢ Creating Summary Tasks and Sub Task
¢ Hide or Display Tasks

¢ Enter Durations of Tasks
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Creating Task and Task Duration

¢ Click Gantt Chart from view bar and Input tasks

@ File Edit View Insert Format Tools Project Report Collaborate Window Help Adobe PDF

0 G H & QY% LB I Iy v B == 58| L] S B NoGoup v @ &
9@ % + = %y ghowv Arial *8 ¥ B I U = E = AllTasks v =
i B =2 Show all items ¥ Show data and differences columns ~+ @ =
A EE B+ B =
a Task Mame Duration Start Fir |Aug 17 14 Aug 17 21
MITW[T]F[S[SIM[TW[T]F[S[S]N

MNetwork
Diagram

Tracking
Gantt
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Creating Task and Task Duration
Task Form View

Ri ght mouse t

¢ Windows | Split( Cl i ck
i%] File Edit View Insert Format Tools Project Report Collaborate Window Help Adobe PDF
DB H & QT % B E FS I v B e 5 os| = kW B |NoGroup v @ Q F|= i@;.
i@ 9 + - % snow- [Aria W8 vm sz ui=E==NTaks 0 v|w|ac

: B =22 Show all items ¥ Show data and differences columns > =
AR EEH® BL

(i} Task Name Duration Start Fir |Aug 17 14 Aug "7 21 Aug "7 28

MITIW[T]F[S[SIM[TW[T]F[S[S[M]|TIW[T[F[S[5]

> | £

Duration: I:I |E| Effort driven Previous
T i o compite: | 2]

Type Lag ~

Units Work A ID |Predecessor Name
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Creating Task and Task Duration
Tasks Duration:| Enter Duration in Duration column

10d? — Estimated @ File Edit View Insert Format Tools Project Report Collaborate Window L

C @ % + = % show~ | Aral 8 <~ B I U|=E==
: &f =I2 Show all items ¥ Show data and differences columns
1 day? )
Task Mame Duration | % . Comp.
1 Initiation 3 days 0%
2 Projeect Kickoff 1 day 0%
3 Gaining approval from manageemen 1 day 0%
4 Determining major stakeholders 1 day 0%
5 Planning 10 days 0%
6 Gathering the upgrade details from Microsoft and othe 2 days 0%
7 List of applications running on a PC |1 day? -2 0%
6 Check HW compatibility and Space requirements 1 day?” 0%
Metwork 9 Mock run on atest P 1 day? 0%
SCEEUE 10 | Test Vista compatibility 1 day? 0%
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Creating Task and Task Duration

¢ Use Indent / outdent buttons to create Summary task
¢ Use show to activate a view level on your tasks

i%l File Edit View Insert Format Tools Project Report Collaborate Window Help Adobe PDF

D EH & QY & 2R F 9I~ve~ B 5 58| bl & B | NoGroup - ® Q@
@ % % = T Show~ frial > 8 v B I U | = = = AlTasks v V= | =
! Bf =2 Showall items ¥ Show data and differences columns ~ @ =
MEE@E®E,
1 day?

[i] Task Name Duration Start Finish 01 Aug 16 08 Aut
SIMITIW[T]FIS[S|M]T]

Determining major stakeholders 1 day Mon 01/08/16 Mon 01/08/16 == (%
- Planning 17 days? Mon 01/08/16 Tue 30/08/16 9 :

Gathering the upgrade details frc 2 days Mon 01/08/16 Tue 02/08/16 (%

List of applications running on a 1 day? Mon 01/08/16 Mon 01/08/16 == (%
Check HW compatibility and ) 15 days Mon 01/08/16 Tue 30/08/16 NG 1 T

Mock run on a test P 1 day? Mon 01/08/16 Mon 01/08/16 == 0%

Test Vista compatibility 1 day? Maon 01/08/16 Maon 01/08/16 == (%

Upgrade running S/W, if requirec 1 day? Mon 01/08/16 Mon 01/08/16 == 0%

Network Rollback plan for critical machin 1 day? Mon 01/08/16 Mon 01/08/16 = 0%

EE -/ Execution 1 day? Mon 01/08/16 Mon 01/08/16 =y 0%

Procurement of OS license keys 1 day? Mon 01/08/16 Mon 01/08/16 == 0%

Ordering the HW upgrade 1 day? Mon 01/08/16 Mon 01/08/16 == (%

Gathering of resource 1 day? Mon 01/08/16 Mon 01/08/16 == 0%

Installation of the HWW and the C 1 day? Maon 01/08/16 Maon 01/08/16 == 0%

Training/Helpdes 1 day? Mon 01/08/16 Mon 01/08/16 == %

- Steps for Upgrading to Winde, 1 day? Mon 01/08/16 Mon 01/08/16 =g 0%

I. Assess Hardware Requin 1 day? Maon 01/08/16 Maon 01/08/16 = 0%

ii. Backup Important Dat 1 day? Mon 01/08/16 Mon 01/08/16 = %

iii. Upgrade to Windows Vis 1 day? Mon 01/08/16 Mon 01/08/16 == 0%
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Creating Task and Task Duration
Quick demo in MS Project 2007:

¢ Add/Enter Tasks

¢ Creating Task and Summary Tasks
¢ Hide or Display Tasks

¢ Enter Durations of Tasks
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Dependencies- (Linking Tasks)

¢ What is Dependencies ?
¢ Types of dependencies

¢ Create Task Dependencies

EAP ; Rural Access Programme
Development through access



Dependencies- (Linking Tasks)

c Tasks need to

¢ Linking tasks o
start and finis

e linked

efines a dependency between their
N dates.

¢ Four types of task dependencies: Finish-to-start
[FS], Start-to-start [SS], Finish-to-finish [FF], and

Start-to-finish
¢ We can define

[SF].).
Lag and Lead Time
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Dependencies- (Linking Tasks)
 linktpe | Bxampe |

The successor task cannot start until the
A predecessor task finishes.When you link
B two tasks, the Finish-to-Start dependency
IS created by default.

Finish-to-Start (FS)

A The predecessor task must start when
SEHD-SIE (S2) . the successor task starts.
. .. A The predecessor task must finish when
A=A (75 5 the successor tasks finishes.

The successor task cannot finish until the
predecessor task starts. This is not widely
used.

- /}
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Dependencies- (Linking Tasks)

¢ Step-1: Select the Tasks to Link

¢ Step-2: Select the Link Tasks icon from the tool bar.

e To unlink the Tasks,
select the Unlink Tasks
button.

e Can Link and Unlink to
the non-contiguous tasks
as well.

 Click Link Arrow to
enter the Dependencies

types.

D Predecessor Name Type Lag ~ D | Successor Kame

5] Fle Edit View Insert Format JToois Project Report Collaborate Window Help Adobe PDF
QEHd KA 48 7 9 « B l= 5 4= = B  NoGroup v § § F
.- , Show~ Aral v 8 v B Z U IE &F W AllTasks = P
i = Show ail items v Show data and differences columns + 9 z
| Projesct Kickoff
Task Nams Duration | % W. Comp - 1. 101 Aug 16
FIS[SMITIW[TIFISISIMITWIT
1 Initiation 3 days 0% —
2 Projeect Kickoff 1 day 0% [==]
3 1 day 0% [
4 1day 0% o]
5 Planning 10 days 0%
6 Gathering the upgrade details froen Microscft and other 2 days 0% =]
7 List of apphcations running on @ PC 1 day? 0% ]
8 Check HW compatitality and Space requirements 1 day? 0% ]
9 Mock run on a test P 1 day? 0% -
" SUPRURPFEN ST ne —
< > <
Hame: |Projeect Kickoff Duration: id S V| EMort driven Previous Nedt
Start Mon 01/08/16 v Fintsh: Mon 01/08/16 v Task type Fixed Units ;A % Complete: %
Type L)
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Dependencies- (Linking Tasks)
Create Task Dependencies: (2 Method)

¢ Project - Task Information and Click Predecessors tab

Tools | Project _[_Report Collaborate Windo
J ) §On }
” Filtered for: All Tasks >
General Predecessors Resources Advanced | Mot | Custom Fields
E— Group by: No Group >
: Ham |Gaining approval from manageemen | Duration: [ ] Estimated
Outline > L d
k redecessors:
.eholders p—
WBS > - |2 ~
— 2 E | D Task Name Type Lag
_ | |=2 TaskInformation.. Shift+F2 _ Projeect Kickoff Finish-to-Start (FS) od
«] Task Notes...
ageeme{ ‘= Task Drivers
Iders Project Information...
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Dependencies- (Linking Tasks)

¢ Project - Task Information and Click Predecessors tab

* Double Click Task
e Click the Predecessors Tab

* Enter Predecessor,
Dependency Type and
Lag&Lead Time

 Try clicking Link Arrow to
Enter Type and Lag.

General

Predecessors R

vanced | Motes | Custom Fields

Name: |Gaining approval from manageemen

| Duration: Dgstimated

flredecessors:

—

|2

~

Task Mame

Type Lag

| o

Projeect Kickoff

Finish-to-Start (FS) 0d

Help

P rap
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Dependencies- (Linking Tasks)

Quick demo in MS Project 2007:

¢ Link the tasks
A Using Link icon
A Project - Task Information and Click Predecessors tab

¢ Define Dependency type

A Select the Task and Project |Task Information and Click
Predecessors tab

¢ Set Lag and Lead time

A Select the Task and Project |Task Information and Click
Predecessors tab
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Manipulating Tasks & Constraints

¢ Task Notes
¢ Milestones

¢ Constraints
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Manipulating Tasks & Constraints

Provide more details about activity such as Risk or
Uncertainty.

¢ Project | Task Information and click Notes tab (o
Double click Task and click the Notes tab)

IOOIS Bro-’ea lBeport Qollaborate w_indm General | Predecessors | Resources Advanced Notes | Custom Fields
‘, I _S_Ort ' MName: | Duration: |:| E|Estimated
Eiltered for: All Tasks > Notes:
S— Group by: No Group > | A === @ ‘
Outline > i |
.eholders
WBS > =
_ | 53 TaskInformation.. Shift+F2 H
=] Task Notes...
ageeme| ‘= Task Drivers
Iders | Project Information...
TO"avs U7
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Manipulating Tasks & Constraints

¢ Project | Task Information and click Advanced tab

(or Double click Task and click Advanced tab)

Tools | Project [F_{eport Collaborate Windoy

7| 9 Sort >
' Filtered for: All Tasks 2
— Group by: No Group 3 F General | Predecessors Resources Advanced | Notes | Custom Fields
Qutline > b Name: |Determining major stakeholders | Duration: [ ] Estimated
:eholders Constrain task
=  WBS » b
. Deadline: |N'°\ v |
__ | |=1 TaskInformation.. Shift+F2
«| Task Notes... Constraint type: |As Soon As Possible v| Constraint date: |N"\ v
= Task Drivers
E,M - s Task type: |Fixed Units V| Effort driven
Iders Project Information... q Calendar: |Nune V| Scheduling ignores resource calendars
Tooavs 7o
WBS code: |4 |
Earned value method: |% Complete v|

DMark task as milestone
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Manipulating Tasks & Constraints

Constraints are applied to your tasks to
Impose restrictions on the way that the task's start and
finish dates are calculated.
¢ Set a Deadline for a task

¢ Change the Constraint type for a task
(:, Constraint date General | Predecessors | Resources Advanced ] Notes | custom Fields

Name: |Projeed Kickoff | Duration: |1d = [ |Estimated

Constrain task
Deadline: |NA v |
Constraint type: | As Soon As Possible v| Constraint date: |NA
Task type: |Fixed Units v| Effort driven
Calendar: |N0ne V| Scheduling ignores resource calendars
WBS code: |?— |
Earned value method: |% Complete v|

DMark task as milestone

o EAP ; Rural Access Programme
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Manipulating Tasks & Constraints

Constraint name

As Late As Possible (ALAP)
As Soon As Possible (ASAP)

Constraint type
Flexible
Flexible

Semi-Flexible Start No Earlier Than (SNET)

Semi-Flexible Finish No Earlier Than (FNET)

Semi-Flexible Start No Later Than (SNLT)

Semi-Flexible Finish No Later Than (FNLT)

Inflexible Must Finish On (MFO)

Inflexible

Must Start On (MSO)

\

: EAP ; Rural Access Programme
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Manipulating Tasks & Constraints

A target date indicating when you want a task to be
completed. Project displays an indicator if the task is

not completed in deadline date and don't usually affect
task scheduling.

The specific date associated with certain constraint that
a task must start on or finish no later than a particular
date. Linked with Constraint type.

| EAP ; Rural Access Programme
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Manipulating Tasks & Constraints
Quick demo in MS Project 2007:

¢ Task Notes:
A Project | Task Information and click Notes Tab (or
Double click Task and click the Notes tab)

¢ Milestones:
A Project | Task Information and click Advanced tab

(or Double click Task and click Advanced tab)

¢ Constraints:

A Project | Task Information and click Advanced tab
(or Double click Task and click Advanced tab)

EAP ; Rural Access Programme
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Printing & Reports

¢ Using print preview
¢ By Creating Print Screens

¢ Viewing and printing reports

* EAP ; Rural Access Programme
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Printing & Reports

¢ Using print preview

First get the information on the screen as you would
like to see it printed, then choose

¢ File | Print Preview

EAP ; Rural Access Programme
Development through access



Printing & Reports

¢ By creating print screen

Project | Report | Collaborate  Window
v O « @l Yisual Reports.. 3
| Copy Picture... i

8 Reports..

|

v Show ¢

Render image

O For printer
() To GIF image file:

Browse...

Copy
@ F.owis on screen
() Selected rows

Timescale

(®) As shown on screen

( JErom: |Sat30/07/16 To: |Sun 04/09/16

Cancel

P s
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Printing & Reports

Tools Project | Report | Collaborate Window
J 9 v o« + A Visual Reports..
i Copy Picture...

Overview... Current Activities...

Assignments... Workload...
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Thanks
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Project Progress Tracking

¢ Once project starts, now to begin tracking the
actual progress of tasks and resources.

¢ Tracking iIs the process of gathering and
entering task information into the schedule.

¢ To begin tracking progress, a baseline plan
should be set

| EAP ; Rural Access Programme
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Project Progress Tracking

¢ Setting up a Baseline.
¢ Updating Project Progress Data.
¢ Track the actual progress of tasks

¢ Compare baseline data to actual data

* EAP ; Rural Access Programme
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Updating Project Progress

Five types of actual data can be entered in MS

Project:

¢ Actual start and finish dates
¢ Percentage completion

¢ Actua
¢ Actua
¢ Actua

duration and remaining duration
and remaining work
and remaining costs

Note: Finally comparing the Baseline to Actual Data

| EAP ; Rural Access Programme
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Updating Project Progress

¢ To save a Baseline Plan:

A Select Tools | Tracking | Set BasW

A Ensure Entire project is selected | ez

- . |Base|ine v|
A CI ICk O K () Set interim plan

Copy: | Start/Finish |

Into: | Start1/Finish1 |

For:
(®) Entire project
() Selected tasks
Roll up baselines:

To all summary tasks

From subtasks into selected summary task(s)

Set as Default

Help oK Cancel
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Updating Project Progress

Entering Actual Dates:

¢ Make sure in Gantt Chart View with Table:Entry.
c Select the task

¢ Select Tools | Tracking | Update Tasks —Dialog
box appears as:

Name: |Determining major stakeholders Duration: | 2d

i i

% Complete: |0% 2| Actual dur: |0d +| Remaining dur: |2d =

Actual Current

Start: |MNA W Start: | Mon 01/08/16

Finish: |MNA W Finish: | Tue 02/08/16

Help Motes... oK Cancel
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Updating Project Progress

Entering Actual and Remaining Durations:

¢ Make sure in Gantt Chart View with Table:Entry.
c Select the task

¢ Select Tools | Tracking | Update Tasks —Dialog
box appears as:

Name: |Determining major stakeholders Duration: | 2d
% Complete: |0% 2| Actual dur: |0d +| Remaining dur: |2d =
Actual Current
Start: |MNA W Start: | Mon 01/08/16
Finish: |NA v Finish: |Tue 02/08/16
Help Motes... oK Cancel
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Updating Project Progress

c Select the task

¢ Select View | More Views... | Task Sheet — Press
Apply

Note: Gantt chart has been removed from view

¢ Again, View | Table:Tracking

¢ Again View | Toolbars |Tracking

Views:

D = Resource Allocation ~ New...
Isplay tool menu and can select e o :
Resource Graph Edit
Resource Name Form =
Resource Sheet
From the tool menu:
M Task Details Form
Task Entry Organizer...
Task Form
Task Name Form
‘Task Sheet | v

EAP ; Rural Access Programme
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Updating Project Progress

c Select the task

¢ Select View | More Views... | Task Sheet — Press
Apply

Note: Gantt chart has been removed from view

C Agaln View | Table Tracking

Task Name Act. Sta Act. Flnlfv % Cur F'hgus 00| Act. D Rem. Dv Act. CD'; Act. Wr'\"'
= Project Windows 10 migratic NA NA 0% 0% 0 days 31 days? £0.00 0 hrs
- Initiation NA NA 0% 0% 0 days 3 days £0.00 0 hrs
Project Kickoff MNA MA 0% 0% 0 days 2 days £0.00 0hrs

Gaining approval from MNA MNA 0% 0% 0 days 3 days £0.00 0 hrs
Determining major st| MNA MA 0% 0% 0 days 2 days £0.00 0hrs

- Planning NA NA 0% 0% 0 days 2 days £0.00 0 hrs
Gathering the upgrad MNA MA 0% 0% 0 days 2 days £0.00 0hrs

List of applications ru MNA MNA 0% 0% 0 days 2 days £0.00 0 hrs

Check HW compatit MNA MA 0% 0% 0 days 1 day £0.00 0hrs

Test Vista compatibil MNA MNA 0% 0% 0 days 1 day £0.00 0 hrs

Upgrade running S/ MNA MA 0% 0% 0 days 1 day £0.00 0hrs

Rollback plan for criti MNA MNA 0% 0% 0 days 1 day £0.00 0 hrs

- Execution NA NA 0% 0% 0 days 4 days? £0.00 0 hrs

EAP ; Rural Access Programme

Development through access




Updating Project Progress

Update or report actual work hrs

¢ Select View | Task Usage
¢ Again, Format | Details and then select Actual Work

a Task Name v Work™, || Duratic Start |, Finist | patails 5 | E 01 -'i‘;;lg 16 - -
1 - Project Windows 10 migration Dhrs 31 days? Mon 01/08/16 Mon 19/0 | Work (——
Act. Work  {e—
2 = Initiation 0 hrs 3 days Mon 01/0816 Wed 03/0 | Work
Act. Waork
3 Project Kickoff 0 hrs 2 days Mon 01/08/16 Tue 02/0 | Wark
Act. Work
4 Gaining appraoval from m: 0 hrs 3 days Mon 01/08/16 Wed 03/0 | Wark
Act. Work
] Determining major stake 0 hrs 2 days| Mon 01/08/16 Tue 02/0 | Waork
Act. Waork
b = Planning 0 hrs 2 days Mon 01/08M16 Tue 02/0 | Waork
Act. Waork
7 Gathering the upgrade de 0 hrs 2 days Maon 01/08/16 Tue 02/0 | Work
Act. Work
] List of applications runnil 0 hrs 2 days| Mon 01/08/16 Tue 02/0 | Waork
Act. Work

EAP ; Rural Access Programme

Development through access




Updating Project Progress

c Select Gantt chart view

c Se
c Se

value

Task Name

L

- Project Windows 10 mig

- Initiation

Project Kickoff

Fixed Cost

L

£0.00
£0.00
£0.00

(Gaining apprnual

£0.00}

Determining maj

- Planning

Gathering the ug
List of applicatio
Check HAWW com
Test Vista comg
Upgrade running

£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

ect View | Table: Cost

Fixed Cost Accru: -v

Prorated
Prorated
Prorated
Prorated
Prorated
Prorated
Prorated
Prorated
Prorated
Prorated
Prorated

Total Coe =

£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

Baselin v

£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

Variand ~

£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

Actu v

£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

ect Task and Enter Fixed cost column to some

Remainin v

£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00
£0.00

01 Aug M6

I
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Updating Project Progress

¢ Project with a baseline serve as a basis for
comparing costs, work and dates for task and
resources.

¢ Project baselines and actual data can be viewed
graphically in charts or numerically in tables.

| EAP ; Rural Access Programme
Development through access



Updating Project Progress

¢ The following tools in MS Project to analyse and
compare baseline, actual and scheduled data

Tool Type
Tracking Gantt Chart

Variance Table
Work Table
Cost Table

Cost Overbudget  Task Filter
Slipping Tasks Task Filter

Work Overbudget Resource Filter

Description

Displays the actual and baseline information for tasks in a
graphical format (View | Tracking Gantt)

Displays the difference between actual information and
baseline information (View | Table:Variance)

Displays the difference between actual and baseline work
hours (View | Table:Variance)

Displays the difference between actual and baseline costs
(View | Table:cost)

Displays all tasks with a cost greater than baseline cost
(View | Table:Variance)

Displays all tasks that are behind in schedule (Filter Task)

Displays all resources with scheduled work greater than
baseline work. (Filter Task)

- EAP ; Rural Access Programme
Development through access



Updating Project Progress

¢ Project | Project Information and then Statistics tab
L oot e

Start date:

Finish date:

Enterprise Custom

All tasks begin as soon as

Mon 01/08/16
Schedule from: | Project Start Date v Calendar: Standard

possible.

Mon 01/08/16 v Current date: | Mon 01/08/16 “

0]

Priority: 500 &

v

RAP 2

Rural Access Programme
Development through access

Start Finish
Current Mon 10/1/07 Mon 11/18/07
Baseline Mon 10/1/07 Mon 11/19/07
Actual Mon 10/1/07 NA
Variance 0d | od
Duration Work Cost

Current 38.5d 546h $61,163.85
Baseline 38.5d 566h $59,763.85
Actual 7.92d 162h $7,816.92
Remaining 30.58d 384h $53,346.92
Percent complete:

Duration: 21% %Work: 30% e aE




Updating Project Progress

¢ Onthe View | Tracking Gantt. (In the chart area,
the baseline information is shown as the lower of the
two Gantt bars for each task)

¥UUI@ [TaskName T ISep 07 | 0ek7,07 T 0ck4,07 T [Oct 21,07 "'!
r SIMITIW[T[F[S[SIM[TW[T[F[S[SIM[TW[T[F[S[SIM[TW][T]

= Student's Name's New System ‘ W

= Create Proposal T ——— 52%
v inventory Current Equipment -

Access Current Department Needs
Design and Diagram New System

L Create Proposal for Accounting
Research Products and Services

4]
W 00 ~N O i W N -

= Selecting Vendor
=] issue RFPs
E valuate B;ds

EAP ; Rural Access Programme
Development through access
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Updating Project Progress

¢ Onthe View | Network Diagram. (The Network
Diagram view display tasks and task dependencies
In a network or flowchart format)

MCurrent Department Bésign\and Diagram New Sy
tart: 1 D: 4 Start: 1 ID: 5

p| St 0/2J07~.__] & tar 0/5/07~. ]
Finish: 10/4/07  Durr3.days Finish: 10/10/07 Dur-S.days
Res: System Administrator, System Res: System Manager, SystemAqa
Issue RFPs Evaluate Bids
Start: 10/18/07 ID: 9 B Start: 11/2/07 ID: 10
Finish: 11/2/07  Dur: 12 days Finish: 11/6/07 Dur: 3.13 days
Res: Project Manager, Finandal Of Res: Project Manager, Financial Of

Imprementing System

Start: 11/8/07 ID: 12

Finish: 11/19/07 Dur: 8.5 days

Comp: 0%

/

Purchase Equipment

Start: 11/8/07 ID: 13

Finish: 11/13/07 Dur: 4days

Res: Finandal Officer[75%)]

-

P rap
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Updating Project Progress

End.
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