El departamento de investigacion y
desarrollo planea participar en la licitacion
de un gran proyecto para el desarrollo de un

: . EJERCICIO
nuevo sistema de comunicaciones para
aviones comerciales. La siguiente tabla v ’
muestra las actividades, los tiempos y las ENT-1 ENT-2 ENT-3
secuencias requeridas. i l i
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MATRIZ DE RESPONSABILIDADES TITULO:

PM:

DECLARACION DE PROYECTO:

\SIGNACION DE RESPONSABILIDADES

WBS PERSONAS/DEPARTAMENTOS |
DESCRIPCIO
CODE N R1 R2 R3 TOT
1 ENT-1 _ _ °
1.10 A Realizar... 1
1.20 B Realizar... 1
1.30 e Realizar... 1
200 | ENT2 [ I
2.10 D Realizar... 1
2.20 E Realizar... 1
2.30 F Realizar... 1
3.00 ENT-3 o
3.10 G Realizar... 1
3.20 H Realizar... 1
3.30 | Realizar... 1
TOT 3 3 3
—- RESPONSABLE D REVISION DE DOCUMENTOS S
A APOYO AP REQUIERE APROBACION DE
N SE LE DEBE NOTIFICAR (0] OTRO
P PARTICIPANTE L LIMPIEZA




ESTIMACION DE COSTOS PM: PAG: ESTIMACION DE COSTOS

PROYECTO
WBS Code Conocimiento/Habilidades EQUIPO
Costo
Unitario/ TOT CODE
Tipo / Hr Costo/us Tipo / Costo
Code |Descripcién Descripcién Cant |SEM |Horas TABLA Ao Costo Total |Comentarios Descripeién [Cant Costo/uso |Unitario |Costo Total |Comentarios TOTAL Code
H16*G16+116 Q18*018+P18 AK16+AG16+ AK16+AQ164
1 ENT-1 AB16+J16 1 AB16+]16
EQX , 12050
1.10 A R1 1 3 120 100 12000 1 50 50 EQUIPO PROTECCION 12050 1.10
EQX , 8100
1.20 B Rl 1 2 80 100 8000 2 50 100 EQUIPO PROTECCION 8100 1.20
EQX , 16150
1.30 Cc R1 1 4 160 100 16000 3 50 150 EQUIPO PROTECCION 16150 1.30
0
2.00 ENT-2 0 0 0 0 2.00
EQY 24075
2.10 D R2 1 4 160 150 24000 1 75 75 EQUIPO P/CULTIVO 24075 2.10
EQY 36150
2.20 E R2 1 6 240 150 36000 2 75 150 EQUIPO P/CULTIVO 36150 2.20
EQY ) 36225
2.30 F R2 1 6 240 150 36000 3 75 225 EQUIPO P/CULTIVO 36225 2.30
0
3.00 ENT-3 0 0 0 0 3.00
EQZ . 16125
3.10 G R3 1 2 80 200 16000 1 125 125 GAGE MEDICION 16125 3.10
EQZ . 24250
3.20 H R3 1 3 120 200 24000 2 125 250 GAGE MEDICION 24250 3.20
EQZ . 24375
3.30 I R3 1 3 120 200 24000 3 125 375 GAGE MEDICION 24375 3.30
COST
0 $196,000.00 COSTO $1,500.00 $197,500.00
Revisar numero de horas por dia
OVERHEAD - No se carga a este proyecto
PRESUPUESTO 200.000.00'
COSTO TOTAL 197,500.00]
1.25%|MARGEN 2,500.00]




Conceptos Basicos de MsProject Project START & Finish Dates:

Chart~ | = < FormatPainter | ¥ Rl ©- - |§# Gantt Chart Tools rojec icroso

View | Clipboard ‘ Task Resource Project Wiew Format
""" = e == wamas ;s : Status Date: ==
i Start [ ; = 5 = [ =
Wed 19/10/11 L @' = f @ 2 'iiil[a @

F] 19710711
Task Tas Subproject Project  Custom Links Between WES Change Calculate Set Move Update
0 Mode v Information Fields Projects v Warking Time Project Baseline ¥ Project Project F
Ihsert Properties Schedule Status
— ( - - X L = 1 X
Projik Information for "Projectl —.
Calendar
Gantt Chart NP ] | Start date: ed 19/10/11 v Current date:  Wed 19/10/11 -
Metwork Diagram -
— Finish date: | Wed 19/10/11 ~| Statusdate:  NA -
Task Form
Task Sheet Schedule from:  Project Start Date v Calendar: Standard v
Task Usage Gantt
Timeline Chart All tasks begin as soon as possible. Priority: E
— Tracking Gantt — Enterprise Custom Fields
Resource Form Department: ’ -
Resource Graph Metwork
Resource Sheet Diagram |
Resource Usage
Team Planner %
More Views... Task
dShR
View Bar Form

Project Start Date: Programacién hacia adelante.
Project Finish Date: Programacién hacia atras.

Timeline —

VIEW - VIEW BAR Shect

“7 [ Help ] [Stati_stics... [ QK ] [ Cancel




DURACION:

TASK MODE D - dias
W- semanas
M - meses j
, Today Thu 20 Oct Fri 21 Oct Sat 22 Oct
Start
Wed 19/10/11
@ Tesk , TaskName  |Duration | Oct'1l 23 Oct'11 30 Oct'11
Mode MIT WIT[F[s|s[m|[T|[w|T[F[s[s|m[T|w[T][F]
1 3 2, 1wk :
2 4 B 1wk
3 % C 1 wk — :
4 5 D 1wk . DIAGRAMA GANTT
. L Lk | Modificar ESCALA TEMPORAL
7 Sf-‘; G 1 wk
VIEW TIMESCALE
A CTV # N OMBRE DE L A A CTIVID AD — — - -roject Wlicrosoft Projec

Metwork Diagram ~ [§ Resource Usage ~ Al 2 Highlight: [No Highlight] ~ Timescale: Q @
@ Calendar v — Resource Sheet ~ Z = Y Filter: [Mo Filter] v Days v N
Task Team Sort  Outline Tables Zoom | Entire Selected
Usage » L8 Other Wiews + Planner~ L8 Other Views ~ S = - Group by: [No Group]  ~ * Y Project  Tasks
Task Views Resource Wiews | Data ‘ Q Zoom Out
e Q Zoom In
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—— Thu 20/10/11 Q  Zoom..
Calendar .
(3 Task  |Task Name - Duration  Start + Finish < |F11 16 Oct'11 23 Oct'11
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Payroll System Upgrade.mpp Properties
General Summary Statistics Contents Custom

Title: vPayroI System Upgrade.mpp

Subject: 'Upgrade to the Payroll System

Author: _Sara Davis
Manager: _Au'eia Sherman

Company: 1Trey Research
Category:

Keywords: 'payrol system upgrade

Comments:

Hyperlink
base:

Template:

[[]save preview picture

When you open a task from the Gantt Chart view, the Task Information dialog box displays.

Task Information

General I Predecessorsl Resourcesl Advancedl Notes I Custom Fieldsl

X

Name: | Develop detailed implementation strategy

| Duration: | Sdays |3 [JEstimated

Percent complete: | 0% |3

priority | 500 3]

Schedule Mode: (O Manually Scheduled [Jinactive
(® Auto Scheduled
Dates
start: | Fri3/11/16 v | Einish: | Thu3/17/16 v

[ pisplay on Timeline
[JHide Bar
[Jroliup

| | cance

[ ok ] cance




Throughout your project planning, you may need to add
tasks to your project plan to account for the work that

needs to be completed—especially if you used a template
as a basis for your plan and now you need to modify it to

include your project’s specific details. Before you insert
any new tasks into an existing task list, it’s a good idea to
modify the schedule options for the project to ensure
that new tasks are properly scheduled.

You can access these options by selecting the File tab,
and then selecting Options on the Backstage; in

the Project Options dialog box, select the Schedule tab.
In the New tasks created field, make sure that Auto
Scheduled has been selected in order to automatically
calculate the task’s parameters in the schedule. Then,
make sure that the Autolink inserted or moved

tasks check box is checked, so that Microsoft Project will
automatically manage the dependencies between the
tasks for you.

Project Options

General

Display

Schedule

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Scheduling options for this project:

New tasks created:

Auto scheduled tasks scheduled on:

Duration is entered in:

Work is entered in:

Default task type:

New tasks are effort driven G

Autolink inserted or moved
tasks

Split in-progress tasks G

Update Manually Scheduled
tasks when editing links

Schedule Alerts Options: |[§3] Payroll System Upgrade.mpp| v

3 Payroll System Upgrade.mpp | v

Auto Scheduled v

Project Start Date| v

Days v

Hours |+

Fixed Units v

Tasks will always honor their constraint dates G

Show that scheduled tasks have estimated durations G
New scheduled tasks have estimated durations

[J Keep task on nearest working day when changing to
Automatically Scheduled mode

OK Cancel




In project management, the concepts of duration and work are not the same thing. Duration is the amount of working
time it will take to perform a task from start to finish, measured in a specific unit of time (minutes, hours, days, weeks,
etc.). Work is the amount of time it will take to complete the task (the duration), multiplied by the level of effort that
will be given to the task by the resources assigned to it. For example, if the task “secure work permit” has a duration of
3 days and the resource “Jack” will give 50% of effort to the task, then the work for the task is 1.5 days.

For tasks with a fixed amount of work, then, you can decrease the duration of the task by increasing the effort level
through more resources. For instance, if the task “perform quality testing” has a duration of 6 days and a single quality
controller is assigned to the task with 100% effort level, assigning another quality controller to the same task with
100% effort level would reduce the duration to 3 days.



A dependency is a relationship between a task and its predecessor. All of these relationships are displayed on
the Predecessors tab of the Task Information dialog box.

Task Information
General Predecessors | Resources | Advanced| Notes | Custom Fields

Name: | Develop detailed implementation strategy Duration: | 5 days : Dgstimated

Predecessors:
ID Task Name Type Lag | A
65 Finalize detailed design based upon budgetary consideral: Finish-to-Start (FS)

0d




A task constraint is a date-based limitation placed on a task in order to control the start and finish dates. The
constraint parameters are selected from the Advanced tab of the Task Information dialog box.

Task Information prd

General | Predecessors | Resources Advancedl Notes | Custom Fields

Name: @ Develop detailed implementation strategy Duration: | 5 days : [:]gstimated

Constrain task

Deadline: | NA vl

Constraint type: As Soon As Possible v | Constraint date: I NA v
As Late As Possible

Task type: As Soon As Possible (] effort driven
Finish No Earlier Than

Calendar: Finish No Later Than Scheduling ignores resource calendars

Must Finish On
Must Start On
Earned value methog Start No Earlier Than
Start No Later Than
DMark task as milestone

WBS code:

10
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P Critical Tasks ==y

=[O slack
Format

v |[C] Late Tasks

& Bar

%= BarStyles

88 hrs
4 days
3 days
3 days
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2 days
0hrs

82 hrs

J-RE icrosoft Project

-G v v v b
= —o

e Py ey gy =y
— — [
- -_— e e o s o = .
Baseline Slippage 4 4
¢ P ¢ ¢ ¢ ¢ $ $ ¢

Styles Gantt Chart Style

it o |DED - [Predece] 728 Aug™11 [04 Sep 11 [11 Sep 11 ]
SIsM[TWITIF[S[SM[TW[T]F[S[SIM[TWIT[F[S]

wed 31/08/1 Wed 14/09/1
wed 31/08/1 Mon 05/09/1 [_
wed 31/08/1 Fri 02/09/11 255

Mon 05/09/1 Wed 07/09/1 3 [
b 4

Tue 06/09/1° Mon 12/09/1 2,355

Tue 13/09/17 Wed 14/09/1 355,5,4

wed 14/09/1 wed 14/09/1 6 4 14109
Wed 31/08/1 Wed 14/09/1 900 00000 000

ACTIVIDAD
RUTA CRITICA

The critical path is the longest path of linked tasks in a
project, calculated by adding all of the durations of
the individual tasks in the path, which determines the
total duration of the project. The critical tasks in this
path drive the end date of the project.

In short, the project duration cannot be shorter than
the total duration of all of the tasks in the critical path.
In general, a project will only have a single critical

path, though some more complex projects could have
more than one.

Microsoft Project automatically calculates the critical
path for you, but does not display it for you by default.
In the Gantt Chart view, check the Critical Tasks check
box from the Bar Styles command group on the Gantt
Chart Tools Format tab. Then, tasks in the critical path
will be displayed in red in the Gantt Chart.
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Holgura total = LS(a) — ES(a) = LF(a) — EF (a)

Holgura libre = min. (Es (todas las sucesoras de a)) — EF(a)

Holgura total: Cantidad de tiempo en que se puede incrementar la duracion de una actividad sin retrasar la terminacion del

proyecto.

Holgura libre: Cantidad de tiempo en que se puede incrementar el tiempo de una actividad sin retrasar el inicio de la actividad

inmediatamente siguiente.

Nota: El uso de la holgura total en una actividad puede afectar las fechas de inicio de las actividades sucesoras a todo lo largo de la
red, pero no se afectard la fecha de terminacion del proyecto. Si se emplea la holgura libre no se afectardn las fechas de inicio de la

red.

" T TR P PROYECTO-LOMB-CONACY TIETK

ask Resource Project Wiew Format

=== 5‘\ -
e ,Q Resource Sheet Z
Team =

Planner ~ L8 Other Views ~

! El\letwork Diagram ~ @ _=g Resource Usage ~ :\l

[}
& Calendar ~
v ﬂ, Other Views v

Task Wiews Resource Views

+l

=]

Sort  Outline | Tables

Start |

Tue 01/11/11

Task ¥ Task Mame ¥ Durg

1 ]&_I?e = CIUDAD VERDE 235

2 =) = ETAPA I: PROTOTIPOS 20d
INVESTIGACION

3 = OBRA CIVILE INSTALACION 1wl

3 = COMPRA MATERIAL 1wl
PROTOTIPOS

5 = DISERIO, CONSTRUCCION ¥ 1wl

ENSAMBLE DE PROTOTIPOS
6 =3 COMPRA, EQUIPO DE 1wl

nnnnnnnnnnn

N | 2 Highlight: [No Highlight]
7 Filter: [No Filter]
: Group by: [No Group]
Built-In

Cost
v | Entry

Hyperlink

Schedule

Tracking

Wariance

Work

Summary

Usage
_;3 Reset to Default
EE Save Fields as a New Table

=% More Tables..,

Free
Slack

0 hrs
0 days
0 days
3 days
0 days
0 days

Total
Slack

0 hrs
0 days
3 days
3 days
0 days
0 days
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Notas

* Creacion de notas en el diagrama de Gantt

RS Gantt Chart Tools

Task Resource Project Wiew Format
# Cut el T U on e e & e = Mark on Track ~ % T Inspect ~ 9 Summary lo | Motes 34 Find ~
L] N 0z 25z S0z 7S 100z ) » ) f— .
=3 Copy ~ v Respect Links EQ Move ~ 0 Milestone Details (2 Clear ~
Paste v v| S o= | @8 | @ &5 Manually| Auto Task Information .- Scroll
7 Fromatpainter | B £ U - A- Tad 890 o e Schoduls [Schedutel B Mode ~ - i3 Deliverable B Add to Timeline | to Task @) Fill ~
Clipboard Font I Schedule Tasks Insert Properties Editing
Task Name SPI Juration Start Finish Pr 28 Aug 11 D4 Sep 11 11 Sep 11 18Sep™1 | 1ok Not i
o 7 7 7 " " FIS[SM|T WIT[F 5|5 M[T W[TIF[S|SM[T WT[F[S S M[T W] o 1
1 - EJ-REC 0 88 hrs Wed 31/08M1 Wed 140911 P —— ) Show the Notes tab in the Task
Information dialog box to write a
2 I A I 0 4 days| Wed 31/06/11| Mon 05/09/11 - note relevant to the selected task,
3 B 1] Jdays Wed 310811 Fri02/09M1 28 -1 : T
4 c 1] 3days Mon 050911 Wed 070941 3
5 D 1] Sdays Tue 060911 Mon 120941 2/ MF
=] E 1] 2days  Tue 130911 Wed 140941 3% IG
7 END 1] Ohrs Wed 140911 Wed 140911 6 ¢ 1409

Agrupacion de tareas

BT = T I E“RECWMAicrosore Projectm

Task Resource Project View Format
* Cut Arial -8 . o a e e & ? Mark on Track ~
N 0z 25z S0z 752 1002 )
53 Copy ~  Respect Links
Gantt Paste v v| % o | &8 | e &
Chart~ + < Format Painter I U &4 @ | 89 % %2 = Inactivate
iew Clipboard Font [ Schedule

SN

Tasks

Indentacion
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Baselines

* A baseline is a specific measurement, calculation, or point on some sort of scale that is used as a basis for
comparison. Your project baseline is a snapshot of the planned scope, time, and cost of the project

according to the approved project plan. As the Eroject is then executed, you can compare your actual scope,
time, and cost against the baseline to measure how the project is performing.

. T#ei)e arle a number of questions that you can pose to determine if your project is on track as compared to
the baseline.

* For scope:

* Are we performing the tasks we planned?

* Are we performing different tasks than we anticipated?

* Are we performing more or fewer tasks than we anticipated?
* Fortime:

l ] ” - -
* Are we on schedule? (21" ' R T SO TUcy
Task Resource Project Wiew Format
* Are we bEh'nd SChEdUIe'P uw‘P—‘ j [=— = il = "ﬁ Status Date: =3 —
L7 »j@ ﬂ_] 8 _ ) wg | =T | =5 i 01011 | =
L Eefbdee T
* Are we ahead Of S(:helele'P Subproject Project  Custom Llinks Between WES Change Calculate Set Mowve Update
Information Fields Projects v Working Time Project |Baseline v| Project Project Protecte
° FOI’ COSt' Insert Properties =¥ SetBaseline... Status
o A b d > o o ‘WBS v |Task Name v | & Clear Baseline - PS;&ug M Pq
re we on u get * 1 RECA - 1 EJ-REC o | Set Baseline
Take a snapshot of y schedule
* Are we under bUdget? celendar : RECA A ° t}:a:i?ﬁélrzldcip:‘:)s1ilrjwfgrr5:t?;r:c;t:mljtt i
3 RECA.2 128 1] -
tasks, resources, and assignments,
* Are we over budget? 4 RECA.3 13¢ o | |
Compare multiple baselines to see
5 RECA 4 14D 1] - L
how your project has changed over
6 RECAS 15E 0|f time. o
7 RECA B 1.6 END 0 Ohrs 14




Recurring Task

El equipo se reunira cada viernes para revisar el avance del proyecto.
Incluir una tarea repetitiva por los siguientes 20 dias
Insertar - Tarea repetitiva

Juntas 2h Sty ] Notes
& Milestone =5 Details
i " n | Information - .-
Task Resource Project Wiew Format j Deliverable 5 ,.-"—'.dd to Time
B oy — 5 o
I Cut Mark on Track ~ 4 - Inspect ~ | © v Summa o | Notes <
= * Gii 1 - PE@ess 7 > ¢ Dinsp = ) Praperties
- 53 Copy ~ 52 Respect Links & Move & Milestone -=| Details =
Gantt Paste vA-| %o | ed | e &5 s Task Information - . 5 Sep 11
e | 2% GPrormatpainter | B £ U S AF-SARTT AN N - — % Mode + > |’ Deliverable 3 Add to Tim & Recurring Task... WTTFTS 28 [M'TT i
Wiew Clipboard Font [ Schedule Tasks @ Task Properties E Blank Rau
WBS Task Name SPI Juration 28 Aug "1 14 Sep 11 Recun RS Sep 1 -
ecurring Task... i
o v v v T | FISIS[M]T [WT[F ]SS [M][T W]T]F ol = WIT[F[S[S[M[T Insert Recurring Task
1 RECA - 1EJ-REC 0 28 hee = #4  Blank Rout
2 RECA.1 114 ©) Project Help —— 5 Import d IPSert Recurring Task Insert a task that occurs regulgrly
| (6" ‘mporty through the course of the project.
3 RECA.2 128 N (2) () (@) ﬁ @ AL @ @ Insert a task that occurs regularly
4 RECA 3 1ac o\ 7 through the course of the project. . .
- - recurring task v P Search ~ For example, you might define a
5 RECA .4 14D Y For example, you might define a weekly status meeting as a
5 RECA.5 15E If a task repeats at setintervals, enter it as a recurring task. If it - weekly status meeting as a :
p g || e e recurring task.
7 RECA.6 16 END does not repeat at setintervals, enter it as a reaular task every - - -
. na- ? ? ? ﬁ ? Mark on Track ~ & - @Inspect - & o Summar,
T T S2pespect Links V| B Move @ Milestor ©  |TaskName Duration Start Finish [ Nov 8,'09 Nov 15,'09 Nov 22,'09
® S5 ik ’ S e ! ! TIF[s[sM[TWI[T[F[s[SM[TW[T[F[S[SM[TW[T]F[S
R et 1 > [=1JUNTAS EVALUACION |8.25 days Mon 11/16/09 Thu 11/26/09 90000 0000
2 E 1.1 JUNTAS EVALUA 2hrs Mon 114609 Mon 1116109 9
3 | 1.2 JUNTAS EVALUA 2hrs Tue11A7109 Tue 1117109 ]
ToskNemo: | | Dostiond| ah 4 E 1.3 JUNTAS EVALUA 2hrs Wed 111809 Wed 1118109 0
a 5 | 1.4 JUNTAS EVALUA 2hrs Thu11/9098 Thu 11419109 ]
ecurrence pattern
5 b b
R ’1—‘ +‘ weekis) on: E 1.5 JUNTAS EVALUA 2hrs  Fri11/2009  Fri11/20/09 0
7 | 1.6 JUNTAS EVALUA 2hrs Mon11/23108 Mon 1123109 0
[[)sunday  [|Monday [|Tuesday  [T]wednesday 8 E 1.7 JUNTAS EVALUA 2hrs Mon11/2309 Mon 11/23/09 ]
[Chursday  [CJEriday [ saturday 9 |4 1.3 JUNTAS EVALUA 2hrs Mon 11/23/09 Mon 1142309 1]
f
REECELETE R 10 | 1.9 JUNTAS EVALUA 2hrs Tue11/2409 Tue 11724109 [}
Start: ‘Wed 31/08/11 ® : 0 . occurrences —
1 | 1.10 JUNTAS EVALU, 2hrs Wed 11/25/09 Wed 1112509 ]
©Endby:  wed 14/09/11 12 |4 1.1 JUNTAS EVALU, 2hrs Thu11/26/09  Thu 11/26/09 '}
Calendar for scheduling this task 13 [ 2 ACCOUNT ACME CORF 9 days? Mon 11/16/09 Thu 11/26/09 [+ =
Calendar:  MNone Scheduling ignores resource calendars 14 [ 2.1 PRESENT PROPO 3 days? Mon 11/16/09 Wed 11/18/09
15 =] 2.1.1 VERIFY AC' 3 days Mon 11/16/09 Wed 11/18/09 g
1R 1444 CNAE D Adave Man 4A41MENG Tua 14M7THNO |




Dependencias =)

i
i

* Fin a comienzo [Finish to start (FC)]

[=/ 1 ACCOUNT ACME CORF 9 days? Mon 11/16/09 Thu 11/26/09

El término de una tarea marca el inicio de la 1.1 JUNTAS EVALUZ 8.25 days Mon 1116/09 | Thu 11/26/09 001
. =l 1.2 PRESENT PROPO 3 days? Mon 11/16/09 Wed 11/18/09
Slglllente =/1.24 VERIFY AC 3 days Mon 11/16/09 Wed 11/18/09

1.21.1 SOF 2days Mon 111603 Tue 1147109
1.21.2LICEI 3days Mon 111603 Wed 11418109

1.2.2 CONTACTI 3days Mon 111603 Wed 114158109
1.2.3WRITE DET. 2days Mon 111603 Tue 1147109

1.2.4 PRESENTA 1 day? Mon 111603 Mon 11416109

=/ 1.3 ACME BUDGET 2days Thu1119/09 Fri11

° Comlenzo a Comlenzo [Start-tO-StaI't (CC)] 1.3.1 CONFIRM IT Tday Thu114809 Thu11
Las dos tareas empiezan simultaneamente 13ZDEORMAC 2 days Thu 111948 Fritt

= 1.4 MAINTAIN CONT. 1 day? Mon 11/23/09 Mon 11
144 INFORMITL 1 day? Mon11/23/08 Mon 11
142TRACKCH: 1 day? Mon11/23/08 Mon 11 -

=1 1.5 BEGIN CUSTOMI: 1 day? Tue 11724/09 Tue 11 Start-to-Start (55)
154 FINALIZA P 1day? Tue 112408 Tue 11 Finish-to-Finish (FF)
152RECEVE Al 1day? Tue11/2409 Tue11/24ma | |Start-to-Finish (SF) : E
153SETDEADL 1 day?| Tue 1172419 Tue 11i24mg | L€

Task Dependency

PRESENT PROPOSAL
ACME BUDGET

Finish-to-Start (FS) ¥ Lag:

Finish-to-Start (FS)

 Fin a fin [Finish-to-finist (FF)]
Las dos tareas terminan simultaneamente
 Tipos de dependencias que se pueden definir en MsProject

* Comienzo a Fin [Start-to-finish
(CH)]

El inicio de una tarea marca el final
de la otra
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* Administrar los recursos del proyecto

Objetivo: Seleccionar el boton de asignacion
de recursos
*Aprender a gestionar recursos: las personas,

) ° ) : *Asignar los recursos :
equipos, facilitadores y material necesarios

para llevar a cabo las tareas del proyecto. E]Lgf' e [— e
e Introducir los recursos en el proyecto y B a2 B :
asignarlos a las tareas. pracoer [ ROOHIY oo~ macoctie | esmorges - | 0" Netes O
*Asignar costos a los recursos e I —— S
*Presentacion de la informacion de recursos CE IR A A DA

17



*En la barra 1izquierda seleccionar “hoja de

recursos’”’ ﬂ 23

Hoja de
recursos

 |MNombre del recurso Iniciales Grupo Capacidad méxima | Tasa estandar | Tasa horas extra| CostolUso |Acumu| ﬂ

administrative assistart a 100% $0.00mr $0.00mr $0.00 Prorratd
operations manager 0 100% $0.00mr $0.00mr $0.00 Prorrate
architect a 100% $0.00Mmr $0.00mr $0.00 Prorrate

* Seleccionar el icono de la grafica de Gantt de
la barra izquierda

* Seleccionar tarea y el boton de asignacion de
recursos

=}

Gantt ® Asignar recursos a una tarea
Chart

Ly AA U |
| Task Resource Project View Format

0~ > — =] p— @ @ [ Leveling Options
@ n@ ! ) B »@ &'a >@

S Clear Leveling

Assign  Resource Substitute Add Information Notes Details Level Level Level X
Resources Pool~ Resources | Resources Selection Resource  All  iihi Next Overallocation
Assignments Insert Properties Level
ThuOlSep Fri02Sep Sat03Sep Sun 04 Sep Mon 05 Tue 06 Sep Wed 07 Thu 08 Sep Fri 09Sep Sat10Sep
start [ e
Wed 31/08/11
I8
o Task - Task Name - Duration - g B8 sug 11 P4 Sep 11 A1 Sep 11 A8 Sep 11
Mode TIF[s[sM[TWI[TIF[S|SIM[TW[T[FIS[SIM[T W[T[F[S[SM[T [W[T][F
1 = - EJ-REC 88 hrs v P ]
2 =) A 4 days -
3 =3 B 3 days
4 =3 C 3 days
5 b= D 5 days
6 =) E 2 days Resource list options
v % END Ohrs Resources from EJ-REC
[ 2 Assign l
Resource Name |
Remove
M Replace...
MF
Graph
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 Dar doble “click” en un recurso de la hoja
de recursos.

Incluir la informacion de e-mail

Seleccionar la disponibilidad del recurso, del
dia actual al 30 de octubre.

i} Resource Name Type Material Label  Initials Group Max. Units =~ Std. Rate Ovt. Rate CostiUse Accrue At |Base Caler
<> 100% | $100.00/hr $0.00/hr $0.00 Prorated | Standard
&> KIM Work K 100% | $100.00/hr $0.00/hr $0.00 Prorated | Standard
General ] Costs I Notes ] Custom Fields ]
Resource name: JAMES Initials: )
Email: Group:
Booking type: Committed v | Type: Work v

[ Generic [Budget

Resource Availability

= E
Available From | Available To Units ShapoeiarkipalTinels

j100% ......

v

[ Details... I [ OK l[ Cancel

Métodos de acumulacion de costos:

Inicio .- Se acumulan tan pronto como
comienza la tarea que usa el recurso
Fin .- Si los costos no se acumulan hasta que
la tarea finaliza (costos fijos siempre son
acumulados al final de «cada tarea)
Prorrateo .- Se acumulan conforme avanza la
tarea que utiliza el recurso, basandose en el
trabajo realizado (método utilizado por
omision)
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Overallocation

* As you may already know, allocation is the act of scheduling tasks and the resources to perform them, taking
into account both resource availability and project duration. Overallocation occurs when a resource has

been assigned to do more work a project than it can within its normal working capacity.

* For example, if you schedule Jan Kolas to spend 100% of her time on the task to develop the detailed
hardware design and 50% of her time on the task to develop the detailed software design, and those tasks

occur simultaneously in the project schedule, then she is an overallocated resource.

* |In the Gantt Chart view, tasks with overallocated resources will display an overallocation icon—sometimes
referred to as the burning man icon—in the Indicators column.

Task

0 Mode v Task Name v Duration « Start ~ Finish v Predecessors v
47 - 4 Develop Detailed 10 days Thu 1/14/16 Wed 1/27/16
Infrastructure Design
Documents
43 | ¢ - Develop detailed hardware 10 days Thu 1/14/16 Wed 1/27/16 46
design
4 9 - Develop detailed software 10 days Thu 1/14/16 Wed 1/27/16 46
design

0  Resource Name v Type v Material v |nitials ¥ Group v Max. v 5td. v Ovt v Cost/Use ¥ AccrueAt ~ Base M
1 Sara Davis Work S Sales & Marketing 100% $65.00/hr $75.00/hr $0.00 Prorated Standard
2 ¥ Jan Kotas Work J 100% $50.00/hr $60.00/hr $0.00 Prorated Standard
3 Shammi Mohamed ~ Work S 100% $45.00/hr $55.00/hr $0.00 Prorated Standard
4 Software Engineer ~ Work S 100% $125.00/hr $150.00/hr $0.00 Prorated Standard
Cloud Services Cost C Prorated
Server Blades Material S $5,000.00 $0.00 Prorated
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Methods of Resolving Resource Conflicts

When you identify that there are overallocated work resources in your project plan,

you need to level them. Leveling refers to the modifications made to a task to
resolve resource overallocation.

* There are a number of methods you can use to level resource allocation for a
task:

* Increase the duration of a task. (This approach is used when resources are fixed.)

* Increase the number of resources assigned to a task. (This approach is used when
task duration is fixed.)

* Reassign the task to another resource that is available.
e Reschedule the task to a time when the resource is available.

* Note: Project managers typically use a combination of these methods to achieve
a level project.



 Work duration, units

Work = Duration * Units (Units = Resources)
Duration = Work/Units

(Adding additional resource units after the initial resource
Assignment, the work will remain constant = “effort-driven”)

v

Duration Start

v

v

Finish

v

Prede: Sugust

[ September

m o o o

Mame: A

Constrain task

Deadline: A

Constraint type: As Soon As Possible
Task type: Fixed Units
Calendar: None

WES code: 1.1

Earned value method:

[ Mark task as milestone

% Complete

4

4

Duration: | 4days |~ [ |Estimated

Constraint date:  MA v

Effort driven

Scheduling ignores resource calendars
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Task Resource Project View Format
[ Cut . Mark on Track ~ Inspect ~ * o Summary = Notes
A & s b - eEees T o ® - -
- 53 Copy ~ L 52 Respect Links (5] Move ~ & Milestone :] Details
Paste ) T U & A~ Qo €8 e €5 _ ) Manually| Auto - Task Information —~
v J Format Painter = — il 7~ == Inactivate Schedule Schedule E} Mode . P Deliverable 2 Add to Timeline
Clipboard Font I Schedule Tasks Insert Properties
o Task _ |Task Name o |Puration | Start . |Finish + |Predes aanst September [ Octc
Moce 1408 | 2108 | 2808 | 0409 | 1109 | 1808 | 2509 | 0240 | 0940 |
- EJ-REC 88 hrs Wed 31/0811 Wed 14/09M11 —
A ; Mon 05094 - JM
B 3days Wed 310811 Fri 0209411 2SS
s 3 days Mon 050911 Wed 070911 3
D S days Tue 060941 Mon 120911  23SS MF
E 2 days Tue 130911 Wed 140911 3555 IG
END Ohrs Wed 140911 Wed 140911 6 ¢ 1409
<[] » |4 [m]
MName: | A Duration: | 4 days % Effort driven [ | Manually Scheduled [ Previous ] [ Mext ]
Dates Constraint
Start:  Wed 31/08/11 v As Soon As Possible v  Tasktype: Fixed Units v
Finish: ~ Mon 05/09/11 v Date: MNA v  WBS code: 1.1
© Curent ()Basene () Actual  priority: | 500 |- % Complete: | 0% =




Effort driven

When you assign or remove people from a task, Project lengthens or shortens the duration of the task based on the
number of resources that are assigned to it, but Project does not change the total work for the task. This is called

effort-driven scheduling and is the setting Project typically uses when you assign resources to tasks.

1.Double-click the task.
2.In the Task Information box, click the Advanced tab.

3.Uncheck the Effort driven check box.
You can add the Effort Driven column to a sheet view. Right-click a column heading and then click Insert Column.

Although effort-driven scheduling works most of the time, you may want to change this to more accurately reflect

what happens when resources are added or removed for a particular task. For example, you may want to see the total
work increase as you add more people to a task.

Here are some exceptions to watch out for when you change the effort-driven setting.
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Exception
First assighment

Fixed work tasks

Fixed unit tasks

Fixed duration tasks

Summary tasks

Inserted projects

Explanation

Effort-driven calculations apply only after resources are initially assigned to the
task. After the first resources are assigned, the work value doesn't change as new
resources are assigned or removed from the same task.

You can’t remove effort-driven scheduling from fixed-work tasks. Fixed work tasks
do not have flexible work values, and are therefore always effort-driven.

If the assigned task type is fixed units, assigning additional resources shortens the
duration of the task.

If the assigned task type is fixed duration, assigning additional resources
decreases the individual unit values for resources.

Summary tasks and inserted projects can’t be set to effort-driven.

Inserted projects can’t be set to effort-driven.
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When Effort

Driven is set

to:

Fixed Duration

Fixed Duration

Fixed Duration

Fixed Work
Fixed Work
Fixed Work

Fixed Units

And the Fixed field (task
Type) is:

If enter the value -
deliberately change:

Work

Units (Resources)

Duration

Units (Resources)
Duration
Work

Duration

Then the field that will

recalculate is:

Units (Resources)

Work
Work

Duration
Units

Duration

Work

Any notes or comments:

If Effort Driven is Yes, then the Work should not be
changing

If changing the Duration field, then the duration is not
fixed and so this setting is least appropriate when
changing the duration field

If changing the Work field, then the work is not fixed

and so this setting is least appropriate when changing the
work field.

If Effort Driven is Yes, then the Work should not be
changing.

This does not make sense if Effort Driven means total
amount of work on a task stays the same regardless of

number of resources assigned
26



Fixed Units Work Duration If Effort Driven is Yes, then the Work should not be
changing

Fixed Units Units (Resources) Duration If changing the Units field, then the units are not fixed
and so this setting is least appropriate when changing the
Units field
No Fixed Duration Work Units
No Fixed Duration Units (Resources) Work
No Fixed Duration Duration Work If changing the Duration field, then the duration is not

fixed and so this setting is least appropriate when

changing the duration field

Fixed Work Units (Resources) NA Impossible — Fixed Work can’t be non-effort-driven
No Fixed Work Duration NA Impossible — Fixed Work can’t be non-effort-driven
0 Fixed Work Work NA Impossible — Fixed Work can’t be non-effort-driven
0 Fixed Units Duration Work
0 Fixed Units Work Duration
0 Fixed Units Units (Resources) Work If changing the Units field, then the units are not fixed
and so this setting is least appropriate when changing the
Units field
27
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Calendarios

Objetivo: * Ver opciones de calendario
File - Options

* Introducir vacaciones

: General —
.Crear nucvos Calendarl()s bases Change options related to scheduling, calendars, and calculations,
Display
I || Schedule ] Calendar options for this project: @ EJ-REC |Zl
. 14 * /4
*Modificar los dias de trabajo estandar Prosfing Weekstatson: [sunday [
Save Fiscal year starts in: :January B
Language Use starting year for FY numbering
. * /4 .
° faul ime: : . These times are assigned to tasks when you enter a start or
MOdlﬁcar la' Jomada la'boral eStandar Advanced Default garttime: | 06:99 3. El finish date without specifying a time, If you change this
Default end time: | 05:00 p.m. El setting, consider matching the project calendar using the
Customize Ribbon r — Change Working Time command on the Project tab in the
Hours perday: |8 tibbon,

Quick &ccess Toolbar Hours per week: ‘40

<l', ‘ <I', '41

*Asignar recursos a un nuevo calendario base

Add-Ins Days per month: v20

Trust Center Schedule

eEditar calendarios de recursos
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Base Calendars

* A base calendar defines the

working days and working hours
that can be used when assigning
tasks and resources to the
project. The base calendar that is
assigned to your project can be
viewed in the Calendar field in
the Project Information dialog
box. The Standard base calendar
is the default for all new files you
create, but you can change it to
one of the other built-in base
calendar options from

the Calendar drop-down.

The base calendar options
include the following.

Base Calendar

Standard

Night Shift

24 Hours

Description

Monday through Friday
8:00 AM to 12:00 PM
1:00 PM to 5:00 PM

Tuesday through Friday
12:00 AM to 3:00 AM
4:00 AM to 8:00 AM
11:00 PM to 12:00 AM
Saturday

12:00 AM to 3:00 AM
4:00 AM to 8:00 AM

24 hours a day
7 days a week
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Working time refers to any time when labor is being
performed on a task or by a resource in order to complete
the project. Nonworking time refers to any time when labor
is not being performed. Depending on your organization’s
typical work schedule, you may have different working and
nonworking time than what is defined in the default hours
of Microsoft Project’s base calendar. If so, you can create a
base calendar that defines your organization’s working and
nonworking dates and times, including any holidays that the
company observes, and apply it to the project.

To modify working time, select the Project tab on the
ribbon, and then select the Change Working Time button in
the Properties command group. In the Change Working
Time dialog box, you can view and change working time via
the calendar that is displayed.

Change Working Time

For calendar: | New Project Calendar v

Calendar 'New Project Calendar’ is a

Click on a day to see its working times

May 2016 A
SIM|[T|W|[Th|F | S
1 314 (5|6 |7

8 |9 |10]11 12|13 |14

15 |16 |17 |18 |19 |20 (21
22 [23 (24 (25 |26 |27 |28
31

Exceptions Work Weeks

X

Create New Calendar ...

: Working times for May 2, 2016:

+» 8:00 AM to 12:00 PM
» 1:00 PM to 5:00 PM

Based on:

Default work week on calendar
‘New Project Calendar’.

Name Start Finish A
1 | Memorial Day 5/30/2016 5/30/2016
2 |Independence Day 7/4/2016 7/4/2016
3 |Labor Day 9/5/2016 9/5/2016
4 |Election Day 11/8/2016 11/8/2016
v

Details...

Delete

Close
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The Legend on the left side of the
calendar provides a brief explanation
of how each type of time appears in
the calendar, and the table below
provides a more detailed description
of each classification.

Appearance

Working

Nonworking

Edited working hours

Exception day

Nondefault work week

Meaning

Labor will be performed during the defined working hours on
this date.

Labor will not be performed during the defined working hours
on this date. This typically includes weekends and holidays.

The hours during which labor will be performed on this date
have been changed to something other than the normal
working hours.

The hours during which labor will be performed on this date
are different than the normal working hours. For instance, an
organization may only be operating during the morning on the
day before a major holiday.

The hours during which labor will be performed during this
entire week are different than the normal working hours. For
instance, an organization may shut down operations for an
entire week if a majority of employees will be out on vacation.
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Exceptions

* In Microsoft Project, an exception is any date (or dates) when the defined working time is different than the normal working time in the
base calendar. Often, an exception will be a holiday that you have added to your base calendar. All of the exceptions for the selected
base calendar are displayed in the Exceptions table below the calendar in the Change Working Time dialog box.

* You can add an exception to the base calendar by selecting a date in the calendar in the Change Working Time dialog box and entering
a name for the exception in a blank row in the Exceptions table.

Working Time vs. Non-Working Time for Exceptions

Exceptions \Work Weeks

| Name Start Finish ~ By default, when you add an exception to your base calendar, it
1 |Memorial Day 5/30/2016 5/30/2016 . . . . .
i b B B is automatically added as an entire day of nonworking time.
3 _|Labor Day 9/5/2016 9/5/2016 However, if the organization will actually be working some of
4 |Election Day 11/8/2016 11/8/2016

the day—say, just the morning of the day before a major
holiday—you can make part of the day working time and part
of the day nonworking time. You can do so by selecting the

v exception in the Exceptions table and then selecting
the Details button.
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In the Details dialog box, you can view and modify the
specific details for the selected exception. Here, you can set
the desired working times for the exception and even set up
a recurrence for the exception. For instance, if your
organization needs to stay open for a few nights in a row to
perform an inventory, you may extend the working times for
the exception date and set up a recurrence to repeat daily
for the next three days. The recurrence feature is also
useful for a holiday that does not change from year to year
(for example, Labor Day is the first Monday in September).

Details for 'Memorial Day'

Set working times for these exceptions

(® Nonworking
(O Working times:

Recurrence pattern

@® Daily Every |1 2 days
(O Weekly
(O Monthly

O Yearly

Range of recurrence

Start: | Mon 5/30/16

v] (® End after:

Help

(O End by:

1 =/ occurrences
Mon 5/30/16
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21" _—

Task Resource Project Wiew Format
e
53

® = F (9 = =2 B

Subproject Project  Custom Links Between WES Change Calculate Set Move
Information Fields Projects v Warking Time Project Baseline ¥ Project

Insert Properties Schedule

For calendar: Standard {Project Calendar) v [ Create New Calendar ... ]
|| Calendar 'Standard' is a base calendar.
Click on a day to see its working times:
October 2011 ~  ‘Working times for 20 October 2011:
S MY Pw Tl E f +08:00 a.m. o 12:00 p.m.
« 01:00 p.m. to 05:00 p.m.

2|3 |4 |S |6 |7 |8

|
9 [10 {11 [12 [13 |14 [a15 B

Based on:
16 |17 (18 |19 E 2 (e Default work week on calendar 'Standard',
23 |24 |25 |26 |27 |28 |29
30 |31 .
Exceptions | Work Weeks
N Start Finish - Details. ..

Delete

e Crear un nuevo calendario base

Tools — Change working time
 Nombre : Late Shift

Tools Project Report Collaborate Window Help
VP90 @ e chEa| 5 L] S B NoGrow QT E O -
= Al Tasks

v Y:
Change Working Time

ask Name

For calendar: [Standard {Project Calendar) v Create New Calendar ... l

/1 ACCOUNT ACME C Calendar 'Standard'is a base calendar,

» Revisar que esté la opcidon de copiar del calendario
estandar

o Cambiar el horario en este calendario de Lunes a
Viernes de 3 pma 7 pmyde 7:30 pm a 11:30 pm
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Change Working Time - i[ = = e v
= ) Visual Reports Compare Spelling
Reports Projects
For calendar: Standard (Project Calendar) - Reports Proofing
Calendar 'Standard' is a base calendar. 3 I I October
B [ 28m8 [ 04m3 [ 1109 [ 1809 | 2508 [ 02M0 [ 08M0 [ 16M0 | 23
Legend: Click on a day to see its working times: e~
October 2011 ~ 17 October 2011 i ing. ; = 1
T Tco;; T TS ctober is nonworking Details for 'e' : . ﬂ
8 Set working times for these exceptions
213 |4 |5|6|7 |8 @ Monworking
9 (10 |11 |12 (13 |14 (15 | () Working times:
Based on: -
16 15 [19 [20 [21 |22
:E Exception ‘e’ on calendar 'Standard'.
23 |24 [25 [26 [27 [28 |29 ]
londefault work
ook 30 |31 i
Exceptions | work Weeks Recur;encepattem
Name: Start Finish Detail... © Daily Every |1 2 days ~ " ~ - 7 I — =
 —— () | el SL, P AR A RN o G | NoGroup ey al Ly
Delete ©) Monthly - —
) yearly Ze Show v | Arial +8 + B 7 U All Resources v Ve |2\ B
Range of recurrence -
Start: Mon 1771011 v (@ End after:
> End by: o Resource Name Type Material Label | Intials Group Max. Units | Std. Rate Ovt. Rate CostlJse  Accrue At |Base
JAMES 100%  $100.00/hr $0.00/hr $0.00 Prorated Star
~ & KIM Work K 100%  $100.00/hr $0.00/hr $0.00 Prorated |Stan
MICHAEL Work .
. Resource Information
TELECONFERENCE  Material
General I Costs I Motes I Custom Fields ]
Resource name: ’JAMES Initials: ’J ‘
Email: ’ Group: { }
[ windows Account... | l Code: { }
Booking type: ’Committed v | Type: ’Work v‘
\ [ Generic [[JBudget
Resource Availability Ir
MNA ~ [
- - = - Change Working Time ... ]
Available From | Available To Units SLeL g
LA S 100%.......
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* Asignar recursos a diferentes calendarios base

Abrir la “hoja de recursos”™
Seleccionar un recurso

Seleccionar “Horario de trabajo”

Seleccionar el calendario para Late Shift

Resource Name Type Material Label Initials Max. Units | Std. Rate Ovt. Rate Costllse Accrue At |Base Calendar
JAMES Work J 100% $100.00/hr $0.00/hr $0.00 Prorated |Standard m
KIM Work K 100% | $100.00/hr $0.00/hr $0.00 Pro{24 Hours
MICHAEL Work M 100%  $100.00mhr $0.00Mr $0.00 Pror|LATE SHIFT
TELECONFERENCE  Material T $0.00 $300.00 Pror|MNight Shift

* Presentar el proyecto en
forma de calendario

Ver - Calendario

Standard
domingo lunes martes miércoles jueves viernes | g
29 30 31 1 sep 2 3
|Desconec¢ar
{ Trasladar almacén, 5 dias
5 6 i 8 9 10
Desconectar computadoras, 2 dias || Trasladar mueblessarchivos de oficind{Montar mobiliario, J|Conectar con

Desmontar mobilia

Trasladar almacén, 5 dias |

12 13 14 15 16 17
Conectar computadoras, 2 dias ]
19 20 21 22 23 24
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*Seleccionar la vista de “uso de recursos”

* Ver recursos de cargas de trabajo nos permite e Seleccionar un recurso
saber s1 hemos planeado mas capacidad de la e It a la tarea seleccionada
disponible en algunos recursos o cuales recursos e Con F5 seleccionar ir a una fecha determinada
estan planeados por debajo de su capacidad.
.9
o Resource Name Work Details . . v T
«Cuando un curso tiene planeada mas capacidad de ® |if — | e e
= rs ¥ 24h

la disponible nos aparecera en rojo CONTAGTID.  24hs ‘work | #h  oh o

WRITE DETA 8 hrs Work Sh

PRESENTAT! s | work gh

MAINTAIN CC 16 hrs Work

€  Resource Name Type Material Label  Intials Group Max. Unts | Std.Rete | Ovi.Rate | CostUse |AccrueAt Base Calendar BEGIN CUST 24 hrs
1 <D JAMES Work J 100% | $100.00mr | $0.00/r $0.00 Prorated Standard Work
2 @ KIM Work K 100%  $100.00/hr $0.00/r $0.00 Prorated Standard REY ITEMS "0 hrs | Work
3 MICHAEL Wiork M 100%  $100.00mr $0.00mr $0.00 Prorsted  Standard ARPROVAE 24 his Work
4 TELECONFERENCE  Material T $0.00 $300.00 Prarated & = KIM 96 hrs | ywrk 176hi  14.4hi 14.4h 1.6h
Al SOFTWARE ) 16 hrs | ywork 1.6h 6.4h 6.4h 1.6h

LICENSES 24 hrs Work sh 8h Sh

WRITE DETA s | work gh

ACME BUDGE 16 hrs | \Work

CALL ITDIRE 16 hrs Work

SEND INIYOIC 3hrs | work

SETURPFOLL 8 hrs Work
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Automatic Resource Leveling

In Microsoft Project, you can also automatically level
overallocations. Leveling works by splitting tasks or adding a
delay to tasks until the resources that are assigned to them are
no longer overallocated. When performing this automatic
leveling, Microsoft Project does not change who is assigned to
each task and does not level the material resources, cost
resources, or proposed resources; it only levels the work
resources, generic resources and committed resources.
Because of these changes, leveling can delay the finish date of
some tasks and, consequently, also delay the project’s finish
date.

Note: Prior to leveling, you may want to set the task priorities
in the Task Information dialog box. The priority sets the task’s
importance in the schedule and its availability for leveling.
Tasks that have lower priority are delayed or split before those
that have a higher priority.

[ ] o m= )] Leveling Options
[ | — o = -
»® Clear Leveling

Level Level Level ,
o

Selection Resource All  mnli Next Overallocation

Level

Command

Level Selection

Level Resource

Level All

Leveling Options

Clear Leveling

Next Overallocation

Function

The selected tasks will be leveled
according to the settings configured in
the Leveling Options dialog box. This
command is only active when you
select two or more tasks.

The selected resource will be leveled
according to the settings configured in
the Leveling Options dialog box.

All overallocated resources will be
leveled according to the settings
configured in the Leveling
Options dialog box.

The Leveling Options dialog box
opens, where you can choose how
Microsoft Project will level your
resources.

Any leveling you previously applied to
the project plan will be undone. If two
or more tasks were selected, only the
leveling for those tasks will be cleared.

The next overallocated resource in the
project plan is selected.
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The Resource Leveling Dialog Box

You can control how Microsoft Project levels your resources by
selecting Leveling Options and then setting the leveling parameters in
the Resource Leveling dialog box.

There are many options that can be configured from the dialog box:

eYou can choose between Automatic and Manual for how leveling calculations
will be made.

eYou can choose by which unit of time that overallocations will be identified.
The default is Day by Day, but you can also choose from Minute by
Minute, Hour by Hour, Week by Week, or Month by Month.

eYou can choose whether to clear old leveling values before applying the new
leveling calculations.

eYou can choose whether to level the entire project or only for a specific period
of time that you select.

eYou can choose the order in which tasks will be leveled. The default
is Standard, but you can also choose from ID Only or Priority, Standard.

eYou can choose which built-in leveling rules are followed when resolving
overallocations.

From within the dialog box you can also choose to clear any leveling you have
already applied to the project plan or choose to level all overallocated resources
using the parameters you just set.

Resource Leveling

Leveling calculations
(O Automatic (® Manual

Look for overallocations on a I Day by Day v | basis

Clear leveling values before leveling

Leveling range for 'Payroll System Upgrade’
@ Level entire project
O Level From: | Mon 11/30/15

To:  Mon 6/13/16

Resolving overallocations

Leveling order: Standard v

D Level only within available slack

Leveling can adjust individual assignments on a task
Leveling can create splits in remaining work

[:l Level resources with the proposed booking type
Level manually scheduled tasks

Help Clear Leveling... Level All Cancel
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1 = JAMES 120 hrs | work 24h sh sh
CONTACTID  24hrs | work ah ah ah
WRITE DETA 8hrs | work ah R esource
PRESENTATI 8hrs | work ah
MAINTAINCC 1641 | work
BEGINCUSTY 24 hrs | work
KEY ITEMS 1605 | Work -
APPROVAL 245 Work M V’
2 |[& EHkm 96 hrs | work 176hi  144hi  144ni  16h 7h sh = ore views
b SOFTWARE 16 hrs | wark 16h 6.4h 6.4h 16h -~ —
LICENSES 24 hrs | ywork 8h ah h |.: X
WRITE DETA 8hrs | work ah .
ACME BUDGE 16 work 7h sh !IBWS :
aw 3 Resource
i @ Nov 22,03 .
[ - ] T [ W [ T F s ws M Levellng Gantt NeW- o
18 CONTACT ID DIRECTOR JAMES . —
19 WRITE DETAILS JAMES KIM M'Iestone Date ROIIUD
20 PRESENTATION DATE JAMES .
5 mawmamcomacr ( : Milestone Rollup Edit
28 BEGIN CUSTOMIZATION « . . e
Bl jemes Multiple Baselines Gantt =
3 APPROVAL N .
etwork Diagram
Relationship Diagram Copy...
(5 ) Resource Name + |Type - Material - [niidls , |Group | Max. Details 25 Sep '181 Resource A"ocation
Label Units
= Unassigned Work 100% | Work .
: or o Resource Form Qrganizer...
END Waork Work
EEr] Work J 100% | work ‘ RBSOUI’CB Gl’aph
A A Wark J wiark
o = Jovor i il Resource Name Form
EJ-REC Waork [ Work
; o : o Resource Sheet
P— 8 Work c Work
Diagram - MF Work M 1009 | work
D Wark M Wovk
=G Work | 100% | Work
E Waork i Work cantal
»
Task N Leveling Delay  Durti Start Finish Zaen
(3} M?)sd < ame eveling Delay | Duration &l inist 5 Sep 1S 1
i 2 EJ-REC 0edays 72hrs  ted31/08/11 lon1
i © a Oedays 2days  ‘ed 31/08/11 hu 0
i 2 B Dedays 3days  ‘ed 31/08/11 Frio
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@ |Resource Name o |work | AddNewcColumn |Details dctober [Novernber
02/10 | 09/10 | 16/10 | 23/10 | 30/i0 [ I
2 - d 80 hrs work i a0h a0h
a 40 hrs ‘Work 40h
d 40 hrs Work 40h
Work
‘Work
Work
‘Work
Work
Work
‘Work
Work
‘Work
<[] »
Task MName Leveling Delay |Durat ctober Movernber
Mode | 02/10 | 09/10 | 16/10 | 23/10 | 30/10 | ¢
1 a 0 edays 1wk Ed
2 2 d 7edays 1wk —_—ac——d
| = JAMES 120hrs  work sh sh 3h sh 7h 1h
CONTACT 1D 24 hrs | work ah ah ah
1 WRITE DETA ahrs | work oh oh oh ah
1 PRESENTATI 8hrs | work 7h 1h
1 MAINTAIN CC 1645 | wWork
1 BEGINCUSTI  24hrs | work
1 KEY ITEMS 165 work
1 APPROVAL 24 hrs | work
& Bkm 96 hrs | york 176hi  144h  144h 16h 7h
Ll SOFTWARE ) 16 hrs | work 16hi  B4hi  B4hi  16h
LICENSES 24 hrs | wwork sh sh sh
1 WRITE DETA 8hrs | work ah
| 3
©  TaskName Levelin Nov 15,'08 Nov 22,'09
s s M
CONTACT ID DIRECTOR
1 VWRITE DETAILS
1 PRESENTATION DATE JAMES
1 MAINTAIN CONTACT «

Level:
Entire Pool
@) Selected Resources:

EJ-REC

1G
M
MF

[

Level Now ] [ Cancel

Task | Resource | Project  View Format
82 o g e @
D [ &
8 8 & PERLS e & Je
Assign  Resource Substitute Information MNotes Details Lev Level Level

2] Leveling Options
S Clear Leveling

Tk Next Overallocation

Resources Pool~ Resources Selection Resource Al
Assighments | | Properties Level |
|a EJ-REC Level Resource
ThuOlSep Fri02Sep  Sat03Sep  Sun 04| [ Level tasks for the selected
Start s w e wm| resources.
Wed 31/08/11 Leveling resolves resource conflicts
or overallocations by delaying or
Task Task Name Duration Start Finis splitting tasks, based on the
(i ] Mode v h v settings in the Leveling Options
s dialog box.
(K =S - EJ-REC 72hrs Wed 310811  Mor
2§ 2 A 2 days Wed 310811 Thu
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Revisar cambios

automaticos de nivelacion

Views:

Bar Rollup

Calendar

Descriptive Network Diagram
Detail Gantt
Gantt Chart
Milestone Date Rollup
Milestone Rollup
Multiple Baselines Gantt
Metwork Diagram
Relationship Diagram

~

| €

=
@

Copy...

Organizer...

Apply

]

[

—_—

Cancel

Los dias originales de la tarea aparecen
en verde mientras la nueva
calendarizacion aparece en azul

1

14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29

o

<

[

Task Name

(=] ACCOUNT ACME CORP

JUNTAS EVALUACIC
=] PRESENT PROPOSAI
(=] VERIFY ACME N
SOFTWARE
LICENSES
CONTACT ID DIRI
WRITE DETAILS
PRESEMNTATION [
END VER AC
=] ACME BUDGET
CONFIRM IT DIRE
INFORM ACCOUP
(=] MAINTAIN CONTAC"
INFORM IT DIREC
TRACK CHANGE
=] BEGIN CUSTOMIZAT
FINALIZA PROP

Leveling Delay

0 edays
0 edays
0 edays
0 edays
0 edays
7.04 edays
0 edays
3 edays
6 edays
0 edays
0 edays
0 edays
0 edays
0 edays
0 edays
0 edays
0 edays
0 edays

Durati ¥ 8,'03

21 day
11 d:
8 day

8 d¢
4d:
3d
3dk
2k
1dk
Od

313 d:

1
2k

2 day
1dk
2k

3 day
3d

MNov 15, '09 MNov 22, '09 Mov 29, '09

M[TW|T[F|S

SIMITW[TIFIS|SIMITWI[T[F[S|SIM|[TW|T]|F

A T
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' Tarea con un recurso sobre-asignado.
 Incrementar las unidades maximas de los recursos
o WBS  Task Name - Juration o |
°Selecci0nar un recurso 1 A - ACCOUNT ACME CORP '.17 wks? N
. ., 2 A.a - Present Proposal 124wks? N
Ir a la sobreasignacion 3 Aad - Verify ACME'snel 42 wks M
. 4 & Aal Industrial Clients 3wks
Dar doble click a un recurso - t: vy i PR
* Aumentar las unidades a 200% 51 A2 Cotact T diector | 8whs
., . ., ALY Aald Reliahility 8 wks
Se resolvid el problema de sobre asignacion 8 aad Cantim presertatior 0.2 wks?
9 ‘v‘ A.b - Budgeraty Process .33 wks? W
10 | § Aha Confirm IT director | 1.33 wks ¥
» Cambiar trabajo en una tarea asignada ey Ab2 Paymenttorms | 02 whst|¥
. . . 12 A.c = Maintain Contact 186 wks? 1
Eliminar las horas de trabajo de una tarea 15 @ § A Upcites 273 wks
14 & § Ac2 Reauirements 0.2 wks?
15 > Notes: 'Track any changes in 13 wks W
T P ACME's requirements’
V ' § This task has resources assigned owke ¥
17 ‘V’ ! f which are overallocated. 2whs| Y
18 & Right-click for options. S wks ¥
19 A.e - Finalize Purchase 0.4wks? W
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When you identify that there are overallocated work resources in your project
plan, you need to level them. Leveling refers to the modifications made to a task
to resolve resource overallocation.

Th?(re are a number of methods you can use to level resource allocation for a
task:

Increase the duration of a task. (This approach is used when resources are fixed.)

Increase the number of resources assigned to a task. (This approach is used when
task duration is fixed.)

Reassign the task to another resource that is available.
Reschedule the task to a time when the resource is available.

Note: Project managers typically use a combination of these methods to achieve
a level project.



The Leveling Gantt Chart

When you utilize Microsoft Project’s automatic leveling function, many changes will be made to your project plan without you seeing
them. It may be useful to review these modifications using the Leveling Gantt Chart, which shows you a comparison of your project
plan before leveling and after leveling. In the Leveling Gantt Chart, each task will appear with two different colored bars, one for its
placement in the project schedule before leveling and for after leveling. You can also view the delay caused by leveling in the Leveling

Delay column.

If you are not happy with the changes made through automatic leveling, you can clear the changes and either make adjustments to

the Leveling Options and try again or you identify which tasks need adjustments and make them manually.

=~
=

ask
0 VMode v Name v

Review curre
Analysis comple

Develop det:
Develop det:

k=

Develop det:
Develop det:
Align long/shor
Design complet

3 -
3 -
36 - 4 Design
37 - Secure necessal
38 - 4 Draft Preliminal
39 - Preliminary
40 - Preliminary s
M - Preliminary ¢
42 - Preliminary ¢
43 - Preliminary s
E 44 - Draft prelimi
S - Review prelimi
2 46 - Obtain feedbac
E 47 - 4 Develop Detaile
=T - Develop det:
49 - Develop det:
50 -
-
-
-
-
-

Leveling Jan 17,16 Jan 24,16
Delay v Duration v  Start v Finish v Successors w|W T F S S M T W T F S S M T W T F S
0 edays 0 days Fril/1/16  Fri1/1/16 35 jl
0 edays 0 days Ned 1/13/16 Ned 1/13/16 37 ﬂ 1713
0 edays 40 days Thu 1/14/16 Wed 3/9/16 Il
0 edays 3 days Thu 1/14/16 Mon 1/18/16 41,39,42,43,4(
0 edays 3 days Tue 1/19/16 Thu1/21/16
0 edays 3 days Tue 1/19/16 Thu1/21/16 44
0 edays 3 days Tue 1/19/16 Thu 1/21/16 44
0 edays 3 days Tue 1/19/16 Thu 1/21/16 44
0 edays 3 days Tue 1/19/16 Thu 1/21/16 44
0 edays 3 days Tue 1/19/16 Thu1/21/16 44
0 edays 0 days Thu 1/21/16 Thu1/21/16 45
0 edays 2 days Fri 1/22/16 Mon 1/25/16 46 .
0 edays 2 days Tue 1/26/16 Ned 1/27/16 50,48,49,51,5. i
0 edays 20 days Thu 1/28/16 Ned 2/24/16 I

0 edays 10 days
14 edays 10 days
0 edays 2 days
0 edays 2 days
0 edays 2 days
0 edays 0 days
0 edays 10 days
0 edays 0 days

Thu 1/28/16 Ned 2/10/16 53
Thu 2/11/16 Ned 2/24/16 53
Thu1/28/16 Fri1/29/16 53
Thu1/28/16 Fri1/29/16 53
Thu1/28/16 Fri1/29/16 53
Ned 2/24/16 Ned 2/24/16 54
Thu 2/25/16 Wed 3/9/16 55
Wed 3/9/16 Wed 3/9/16 57

—=—t
-<“‘
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Restricciones

Calendarizar tareas con restricciones
* Aplicar una restriccion flexible

Task Information

General ] Predecessors

Resources Advanced I Notes ] Custom Fields

MName: lCONFIRM IT DIRECTOR

‘ Duration: [JEstimated

Constrain kask

Deadline: NA

Ml Vl
Constraint type: B ¥ Constraint date: \NA v
) As Late As Possible
, As Soon As Possible
d [=Ebee: Finish Mo Eatlier Than
: Calendar: Finish Mo Later Than Scheduling ignores resource calendars
WES code: Must Finish On
| - Must Start On
|  Earned yvalue method Start No Earlier Than _
Start Mo Later Than
il [IMark task as milestorie

I OK ] [ Cancel

]

| Task Information @ |

[ Mark task as milestone

General I Predecessors I Resources Advanced I Motes ] Custom Fields ]
Name: “NFORM IT DIRECTOR ‘ Duration: Estimated
Constrain task N

Deadline: [NA v] i
=
Constraint type: [Must Finish On V] Constraint date: [Fri 11/27j09 v]
=
Task type: l Fixed Units V] Effort driven =
Calendar: INOHG V] Scheduling ignores resource calendars B
WEBS code: lAMA-‘Ll ]
Earned value method: l% Complete v] -u

i [ OK ] [ Cancel J
E ‘

AMA-T =TT

1.4.1 INFORMIT [ 1day?  Fri11/2709 Sun11/29/09

Planning Wizard @

This action will cause a scheduling conflict. Task 26 of '"ACMECORP' has a task
constraint or is linked to a task that cannot move, and as a result the constraint
or the link cannot be set.

You can:

(®)Cancel. Avoid the scheduling conflict.:
() Continue. Allow the scheduling conflict.

[ OK ] [ Cancel J [ Help ]
[Jpon't tell me about this again.




Seguimiento

RHad9-¢-qQme mve-m [Compatibility Mode] = Micrasoft Project |

(i) WBSE  Task Name Duration Start Finish P "Nov 15, '09 Naov 22, '09 Nov 29, ‘09
Task Resource Project View Format SIM]TIWITIFIS SIMIT[W]TIFIS SIMITIWI
= . 1 AMA = 1 ACCOUNT ACME CORF 21 days? Mon 11/16/09  Fri 12/11/09 .
B * cue Arial -8 - QRESER (3 ok on T = ?Impec 2 O AMA-1 11 JUNTASEVALUZ 11 days Mon 11/16/09 Mon 113009 | | | | | BEEBER I
=3 Copy ~ _ = Mark on Track L5 Move - ;
Gantt | Paste _ BIU MDA o 8 35 brually 0 | g 14 AMA-2 = 1.2 PRESENT PROPO 8 days? Mon 11/16/09 | Thu 11/26/09
ot ER UpdateTasks |hedule schedule [ Mode 15 AMA-2.1 =1 1.2.1 VERIFY AC 8 days Mon 11/16/09 Thu 11/26/09 E
Clipboard Font 2 Schedule Tasks 16 & Ama-211[ 1211 50F] ddays Mon 11416038 Thut14909 | (kM|
’l’Task MName » Juration o Stat Finish , Predecessorg Update Tasks 17 & AMA-21 2 1212 LICE Zdays Mon11/2308 Thu 11/26/09 : E}KIM

1 - PROB 14 days Mon 010841 Thu 18/08/11 Show the Update Tasks dialog box.

2 (v ] - 4days MonO1/D8/1  Thu 0408/ 1 You can update information for the

3 B 3days Fri0S08M1 Tue 090EH1 2 ;?fc’-;t;f:;:nk;iestléc?:tsan&zf:l o : -

4 C 5days VWed 100841 Tue 16108111 2.3 e TTals LT istein, mes e aeieE o WBS  Task Name Duration Start Finish P 'Nov 15, '09 Nov 22,09

5 D 2 days Wed 1700811 Thu1808M1 34 start and finish dates, and create 5 IM | T IWIT IF IS & IM | T ]WIT IF IS

notes, 1 AMA =] 1 ACCOUNT ACME CORF 21 days? Mon 11/16/09  Fri12/11/09 :
2 O AMA-1 1.1 JUNTAS EVALUA 11 days Mon 11/16/09 Mon 11/30/09 1111 ; 11111
14 AMA-2 =] 1.2 PRESENT PROPO 8 days? Mon 11/16/09 Thu 11/26/09 i
AMA-2.1 = 1.2.1 VERIFY AC  5.25 days Wed 11/18/09 Thu 11/26/09
A 1.21.1 SOF 4 ¢ 9 Tue 11/24/09
AMB-21.2 1.2 2 LICE| 3days Mon11/2309 Thu 11/26/09 KIM
AMA-211 4 days Mon 114609 Thu 1119109

AMA-21.2
AMAD D 12 pdate Tasks

AMA-23 12| Name: | SOFTWARE NEEDS | Duration:

AhMA-2.4 12

AMA-D 5 1 2| % Complete: (0% £ | Actual dur: Remaining dur: | 4d -

AMA-3 = 1.3ACN Actual Current
B AMA-3.1 T3] srart; [wed 11/18/09 v stat: |Mon11/16/03 | '
E AMA-3.2 1.3

inish: |NA v|  Finish: | Thu 11/19/09 ]

AMA-4 = 1.4 MAI|

i [ 14 [(motes.. | [ ok | [ cancel | Tracking: Linea de seguimiento

AMA-4.2 1.4

* Meter informacion del progreso actual .



Actualizar el proyecto segiin la calendarizacion

AYG-EJ [Compatibility Mode] = Microsoft Project s

— o : - More Views @
= = Status Date: __—ﬁ
E { ® s s = = ;ﬂ Tog ii :

F ]
: i 24110111 A Yiews:
wm Links Between WES Change Calculate Set Move Update Syncto “isual Repo - *
Is Projects v Working Time Project Baseline v Project Project Protected Actuals | Reports Resource Graph A New
Properties Schedule Status Repc Resource Name Form — ;_]—
o | Act.Start _ [Act.Finish | % | Phys._ | Act. _ | Rem. _  Act.Cost | gy TR Resource Sheet
Comp. % Dur. Dur. S[SM[T W[T[F[S[SM] Resource Usage
Mon 0108111 HA 50 e - Task Details Form
I - o oe | Thuoamsi1| ooy JPdate Project - e =, Task Entry COPY...
Fri 050811 NA, 509 Mon 24/10/11 Tasl': Form
Wed 100811 NA, 25 Tm— Task Name Form grganlzer. o
Wed 17/08/11 NA 1ol @ Set 0% - 100% complete Task Sheet
& N
() Set 0% or 100% complete only Task Usage —
_ g il HA
() Reschedule uncompleted work to start after: | Mon 24/10/11 Tracklanantl: P —
For: (@ Entire project () Selected tasks
- Apply Cancel

o WBS  Task Name Nov 15, '09 Nov 22, '09 Nov 29, '09
SISMTW[TIFIS|SM[TW[TIFIS|SM[TW[T[F[S

<IlllllllllllllllIlIlIl#llllllllllllllllllllllllllb

1 | AMA =] ACCOUNT ACME CORP
2 C

AMA-1 JUNTAS EVALUACIC 1 100180180100% ! 100100100180180100% 1 0%
u-yo 14 « AMA'z E] pRESE.‘T PROPOSAI 4Illlllllllllllllllllllllllllllllllll- 100%
Base'ine 15 « AMA-ZJ E] VER":Y ACME " <Illlllllllllllllllllllllllll. 100%
Task: SOFTWARE NEEDS 16 | @ AMA-211 SOFTWARE oy 190%
1Baseline Start: Mon 11/16/09  Duration: 2d 17 @ AMA212 LICENSES 100%
.......... Baseline Finish: Tue 11/17/09 —
- hono T 1 18 AMA-22 CONTACT ID DIRI
18 | AMA-23 WRITE DETAILS
Network || TR AMA-2.4 PRESENTATION [
Diagram v it
21 | AMA-25 END VER AC ¢ 11726
‘. 2 | AMA-3 =] ACME BUDGET Sy 100%
- 22 e nkdn 24 SARICIONA IT RIDE | A ANOL
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Linea de progreso

— - J |
% ) LU = =3 {’h [ Critical Tz
- 4 &2 Column Settings ~ 0 siack
Text |Gridlines| Layout Insert .. Format
Styles - Column 4] Custom Fields » [ Late Task
.' Gridlines... Columns | Bar
"- Progress Lines » & Task Mame - Juration |

Calendar Progress Lines

ind Intervals I Line Styles I

nt progress line

isplay:
t project status date @

ting intervals

isplay progress lines:
ally (@) Weekly
ekly

Monthly

rery
Mon [ |Tue [ |wed
CJei  [sat

. ‘ week on

Thu [sun

Insert or update proaress lines in

= ‘A7 wks? N
124wks? N
42wks N

Selected progress lines
Display:

] ~

Progress Line Dates (3

[7 Delete

-

Display progress lines in relation to

1at: (@) Project start ‘ Mon 28/02/11

@ Actual plan () Baseline plan

.

[ ok || can

Gantt Chart Tools = om I 0 Icro ]|
Project View Format
£ = g {% [C] Critical Tasks = - e ey ey ey ey
) - "= @ G —

3 column Settings ~ [ stack —_— =l =l [S—=]—

. Format Baseline Slippage
n ] Custom Fields v [ Late Tasks = prea ¢ ¢ ¢ ¢ ¢

Columns Bar Styles | Gantt Chart Style

- [ Task Name . Mar 11 {&pr 11 May 11 Hun 11 Hul 11 1ug 11

A - ACCOUNT ACME CORP !

A.a - Present Proposal |
L.a1 - Verify ACME's ne: ‘
RN Industrial Clients
212 Licenses
Laz2 Contact IT director
Lal3 Reliahility
Lad Confirm presentatior

A.b - Budgeraty Process |
Y Confirm IT director ||
Lh2 Payment terms

A.c - Maintain Contact !
L Updates
L.c.2 Requirements

Ad - Customization
L.di Modifications

VoaA P O—

2027 [06[13 2027 [03 [10[17 [24

®

01[08 [15[22[29[05 [12[19[26 [03 [10]17 [24 31 [07 [14]
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Reportes

Gantt Chart Tools
Project View F
a2 =2 5
@ =

N —

] B

m Links Between WES Change

5 Projects ¥ Working Time
Properties i

ormat

PivotDiagram - Critical Tasks Statu.. & X l

Calculate

Status Date:

i 25710711
Set Move

Project Baseline v Project
Schedule

= =
= =
i L%
Update Syncto

Project Protected Actuals
Status i

“isual Reports
Reports

Reports

Select Template

Show report templates created in: Microsoft Excel

Microsoft Yisio

Task Summary | Resource Summary | Assignment Summary
Al I Task Usage | Resource Usage | Assignment Usage
Baseline Cost Report Resource Cost Summ
Baseline Report (Metric) Resource Reraining

Baseline Report (US)
Baseline Work Report
Budget Cost Report
Budget Work Report
Cash Flow Report

Cash Flow Report (Metric)

@) Cash Flow Report (US)

Critical Tasks Status Report (Metric)
Critical Tasks Status Report (US)
Earned Walue Over Time Report
Resource Availability Report (Metric)
Resource Availability Report (US)

< | 1

Resource Status Repo
Resource Status Repo
Resource Work Availa
Resource Work Sumrr
Task Status Report (M
Task Status Report (U

[ Mew Template...

[ Edit Template...

[ Manage Template...

Sample

b

Add Category

] IsCritical:Is Critical
] TasksiTasks

Add Total

Actual Cost
Actual Overtime Cost
Actual Overtime Work
Actual Work
Baseline Budget Cost
Baseline Budget Work i

@ tore about PivatDiagrams

g »
2

Critical Tasks Status

JACCOUNT ACME
\CORP

Shapes

PivotDiagram - Task Status Report

Add Category

] Resources:Resources
=] Type:Type
(] Tasks:Tasks

Add Total

Actual Cost
Actual Overtime Cost
Actual Overtime Work.
Actual Work
Baseline Budget Cost
Baseline Budget Work

0 IMore about PivotDiagrams

0]
!

ACCOUNT ACME'

TR AP YR PR PRV v AR v AYPOTTd YRR PR T d Y PO

ACCOUNT ACME
CORP g
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Visual Reports

* With the Visual Reports feature, you can export your project data to another application that can display it in a more
visual manner, such as Excel or Visio. You can choose what fields (including custom fields) to display in a visual report while
viewing it and modify how it is displayed directly in the application, without having to run the report in Microsoft Project
again.

* When avisual report is generated in Excel it displays as a PivotTable, which contains data from the project plan; and a
PivotChart, which is an interactive chart that graphically represents that data in the PivotTable. The PivotChart can help
you visualize your project data so that you can easily see patterns and make comparisons. Once the report has been
generated, you can make changes directly to it by filtering the content or changing the layout.

* When a visual report is generated in Visio it displays as a PivotDiagram, which is a collection of shapes arranged in a tree
structure that helps summarize data in a visual, easy to understand format. The PivotDiagram can be manipulated to
display your data in various ways, and is especially useful for viewing hierarchies like the work breakdown structure. Once
the report has been generated, you can customize the diagram and perform calculations directly in the application.



5.2.11 The Visual Reports Dialog
Box

e The Visual Reports command is found

on the Export command group on

the Report tab. When you select it,
the Visual Reports - Create

Report dialog box opens, where you
can choose which built-in Excel or Visio
template you want to use and what
timescale to include in the report. The
report that is generated will
automatically open as a new file in its
respective application. You can then
view and modify the file to suit your
needs, and save it in the generated file
format.

Visual Reports - Create Report

Select Template
Show report templates created in: Microsoft Excel

Task Summary Resource Summary

All Task Usage Resource Usage

: Baseline Cost Report

: Baseline Work Report

: Budget Cost Report

: Budget Work Report

: Cash Flow Report

: Earned Value Over Time Report

‘ Resource Cost Summary Report

: Resource Remaining Work Report
: Resource Work Availability Report
: Resource Work Summary Report

Microsoft Visio

Assignment Summary
Assignment Usage

Select level of usage data to include in the report:

Weeks v

D Include report templates from:

Help Save Data...

New Template...
Edit Template...

Manage Template...

Sample

i

View
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Built-In Reports

* Microsoft Project has a number of built-in reports, which you access from the View Reports command group on
the Report tab. The built-in reports are grouped into four types, and can be found on their respective command drop-

downs: Dashboards, Resources, Costs, and In Progress.

Task Resource Report Project View Format

L S 5 I

New Dashboards Resources Costs InProgress Getting Custom Recent
Report ~ v v v v Started~ - v

View Reports

Dashboard Reports
Dashboards are dynamic reports that show project status and important indicators. There are five dashboard reports, each

of which provides a different eye-catching view of project information.

Report Type Description Use

Burndown Displays two side-by-side line charts. The Work To see if your project is ahead of
Breakdown chart shows how much work has schedule, on schedule, or behind
been completed and how much is left. schedule.
The Task Burndown chart shows how many For instance, if either the Remaining
tasks have been completed and how many are Cumulative Work or Remaining
left. Tasks line is steeper than the others,

then the project might be tracking

behind schedule.
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Cost Overview

Project Overview

Upcoming Tasks

Work Overview

Displays three widgets showing the total cost, remaining cost, and percent
complete, and two charts and a table illustrating the status of project costs.

The Progress Versus Cost shows progress made versus the cost spent over time.
The Cost Status table shows the cost status for the top-level tasks in a table
format, while the Cost Status chart shows it graphically.

Displays a widget showing the percent complete, and a chart and two tables
illustrating the status of project tasks. The % Complete chart shows the status for
all the top-level tasks. The Milestone Due table shows milestone tasks that are
due to be completed soon. The Late Taskstable shows tasks that are past due.

Displays a widget showing the percent of work complete, and a chart and a table
illustrating tasks that are starting or finishing within the next week. The Tasks
Starting Soon table shows the status of tasks scheduled to start in the next 7
days, while the Remaining Tasks chart shows the status of tasks scheduled to
finish in the next 7 days.

Displays three widgets showing the percent of work complete, the remaining
work, and the actual work and four charts illustrating work and resource data.
The Work Burndown chart shows how much work has been completed and how
much is left. The Work Stats chart shows how much work has been completed
and how much is left for the top-level tasks. The Resource Stats chart shows how
much work has been completed and how much is left for each resource.

The Remaining Availabilitychart shows the remaining work availability for each
resource.

To see if your project is under budget, on
budget, or over budget.

For instance, if the Cumulative Percent
Complete line is below the Cumulative
Cost line, your project may be over budget.

To see how much of your project is complete.

To see how much of your project still needs to
be completed, and which tasks are scheduled
to be completed soon.

To see how much work has been completed
and how much work still needs to be
completed.
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Resource Reports

* Resource reports show important information about the resources assigned to your project. There are two resource
reports, each of which provides a different view of your resource information.

Report Type Description Use

Overallocated Resources Displays two charts illustrating information To see which resources are assigned
about your overallocated resources. The Work more work than they can accomplish
Status chart shows the actual and remaining  in the time allotted.
work for overallocated resources.
The Overallocation chart shows surplus work
assigned to overallocated resources.

Resource Overview Displays two charts and a table illustrating To see the status of all project
information about your project resources. resources.
The Resource Stats chart shows how much
work has been completed and how much is
left for each resource. The Work Status chart
show the percent of work completed by each
resource. The Resource Status table shows the
amount of remaining work for each resource.
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Cost Reports

* Cost reports show important information about the costs associated with your project. There are five cost reports, each
of which provides a different view of your cost information.

Report Type
Cash Flow

Cost Overruns

Earned Value
Report

Description Use
Displays four widgets showing the actual, baseline, and remaining costs and To see how much has
the cost variance, and a chart and a table illustrating the overall project been spent on the project

costs. The chart shows the project’s cumulative cost and cost per quarter. to date.
The table shows cost information for all top-level tasks.

Displays two charts and two tables illustrating how much has been overspent To see which tasks and
on project tasks and resources. The Task Cost Variance chart and table show resources are over
cost variance for all top-level tasks. The Resource Cost Variance chart and budget.

table show cost variance for each resource.

Displays three widgets showing the estimated cost at completion (EAC), the To see if the project is
actual cost of work performed (ACWP), and the budgeted cost of work behind schedule or over
performed (BCWP) and three charts illustrating the earned value for the budget.

project. The Earned Value Over Time chart shows the project’s earned value

over the life of the project to date. The Variance Over Time chart shows cost

and schedule variances over the life of the project to date. The Indices Over

Time chart shows cost and schedule performance indicators over the life of

the project to date.
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Resource Cost Overview

Task Cost Overview

Displays two charts and a table illustrating
overall resource costs. The Cost Status chart
shows the current cost associated with each
resource. The Cost Distribution chart shows
how costs are spread out over the different
types of resources. The Cost Details table
shows cost details for each resource.

Displays two charts and a table illustrating
overall task costs. The Cost Status chart shows
the current cost associated with each task.
The Cost Distribution chart shows how costs
are spread out over the tasks in the project
plan. The Cost Details table shows cost details
for the top-level tasks.

To see the cost status for all project
resources.

To see the cost status for all project
tasks.
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In Progress Reports

* In Progress reports show how your active tasks and pending milestone tasks are currently performing. There are four in
progress reports, each of which provide a different view of your project’s progress.

Report Type
Critical Tasks

Late Tasks

Milestone Report

Slipping Tasks

Description Use

Displays a pie chart and a table illustrating the current status of all tasks To see the progress of all tasks on
on the critical path. the critical path.

Displays a pie chart and a table illustrating all the tasks that are currently To see which tasks are behind
tracking late according to the schedule. schedule.

Displays three tables and a chart illustrating the current status of the To see the status of all milestones

project’s milestones. The Late Milestone table shows milestones that are for the project.
past due. The Milestones Up Next table shows milestones that are due in

the next 30 days. The Completed Milestones table shows milestones that

are 100% complete. The chart tracks the remaining scheduled tasks

against the remaining actual tasks.

Displays a chart and a table illustrating all tasks that are currently behind To see which tasks have been or
schedule. The chart tracks the remaining cumulative work against the will be completed later than
remaining cumulative actual work. The table shows slipped tasks (where planned.

the finish date is beyond the baseline finish date).
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The New Report Command

* In addition to the numerous built-in reports in Microsoft Project, you can also create your own custom reports to meet
your specific needs. You start by selecting the New Report command in the View Reports command group, which provides
you with four types of reports that you can create: Blank, Chart, Table, or Comparison.

File Task Resource Report Project View Format
BRI 1 [ v S 5 I i T < 7
Compare = New Dashboards Resources Costs InProgress Getting Custom Recent

Projects Report~ v v v v Started~ - v
Project
v Duration «
1 [ hplate 167 days
2 s I 5 days
3 | I I 1day
s b Blank Chart ip 1day
3 |« rces 2 days
6 |4 1day
7 |« 0 days
8 28 days
9 D I r sture 2 days
10 I I ronment 2 days
1 Table Comparison onment 2days
12 ““ns enviro 2 days




Format Bar Styles

» To call attention to specific tasks in your project plan, such as a milestone or summary task, you can customize how they appear in
the Gantt Chart using the Format Bar Styles command from the Format Bar Styles drop-down in the Bar Styles command group. In
the Bar Styles dialog box, you can select from a variety of customization options to change the appearance of the task bars—such
as their color, shape, or pattern—for specific types of tasks, in order to distinguish them from each other in the Gantt Chart.

Bar Styles X

Cut Row Paste Rov Insert Row ‘
Name Appearance Show For ... Tasks Row From To | "

Task Normal Active,Not Manually Scheduled 1:Task Start Task Finish

Split b Normal,Split, Active,Not Manually Schedu 1iTask Start Task Finish

Milestone * Milestone, Active,Not Group By Summary 1:Task Finish Task Finish

Summary I i Summary,Active,Not Manually Scheduled 1:Task Start Task Finish

Project Summary Project Summary 1:Task Start Task Finish

*Group By Summary — Group By Summary 1iTask Start Task Finish

*Rolled Up Task Normal,Rolled Up,Not Summary,Not Ma 1:Task Start Task Finish

*Rolled Up Split & Normal,Rolled Up,Split, Not Summary 1iTask Start Task Finish

*Rolled Up Progress Normal,Rolled Up,Not Summary 1:Task Start CompleteThrough

*Rolled Up Milestone <& Milestone,Rolled Up,Not Summary 1:Task Finish Task Finish

*Deliverable Start 1 Deliverable 1iDeliverable Start Deliverable Start

*Deliverable Finish I Deliverable 1iDeliverable Finish Deliverable Finish

*Deliverable Duration Deliverable 1:Deliverable Start Deliverable Finish v

Text Bars
Start Middle End
Shape: l VI Shape: l V‘ Shape: l V‘
Type: l V‘ Pattern: ‘ V‘ Type: l Vl
coor: [ | oo | v coor: | - |

Note: You can also change the appearance of just a single, selected task using the Format Bar command from
the Format Bar Stylesdrop-down.
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Task Path

« With a more complex project, the
information displayed in the Gantt Chart —
might start to get a little overwhelmin
with so many multi-colored bars an
task link lines. To help you sort this out
visually, Microsoft Project has included
the Task Path feature, which highlights

Analyst
Analyst
Analyst
Analyst
Analyst
Analyst
12/8

how tasks are linked to each other in The Task Path is o Shammi Mohamed
the schedule. displayed for all —
) tasks connected to |
* With Task Path, you can select any task this selected task: o Ayt

in the task list and then view the chain ' —r

of predecessor tasks and successor B s e —

tasks that are linked to it. You can also yellow, driving . |

differentiate between and view driving predecessors are * 12016 .

predecessors and driven successors, orange, successors ySom Do

whose scheduling is driven by the are light purple, and

selected task. You can choose to display .

one, all, or any combination of these e uesccassors - oo Kot

task types for the selected task in the are dark purple. i Software Engi .
Gantt Chart. With the task selected, = —

simply choose the type of tasks you - Sara Davie

want to see in the connected chain from
the Highlight Task Path drop-down from
the Bar Styles command group on
the Gantt Chart Tools Format tab.



Task Progress

 When the project is in the execution phase and work is being performed against the tasks, you need to capture your task
progress in order to keep the project plan up to date. Task progress can include the actual start date that work began, the

percentage of work that has been completed, and the actual or projected finish date of the task given the other two
factors.

* When you update the progress on a task, Microsoft Project may automatically update the amount of work completed and
the associated cost depending on the task’s settings. Additionally, any auto-scheduled successor tasks that are dependent
on the task you are updating will be automatically rescheduled if the update causes a change in the dependency date. For
example, if you complete a predecessor task a day early, Microsoft Project may assume that the successor task that is
supposed to start when the predecessor finishes can also start a day early.

The Status Date Dialog Box

» Astatus date is a date that you set within Microsoft Project that you will use to report on your project’s status. When you
update your task status, you can specify whether that status is as of the current date or as of the status date. For example,
if your team reports their task status to you on Friday and you enter your updates on the following Monday, you can set
the status date to the previous Friday’s date so that your reporting and estimates are accurate.

* You can use the Status Date dialog box to change the status date for the project. You can access it from
the Status command group on the Project tab.

Status Date X

Select Date: | Wed 8/24/16 »




The Mark On Track Command

The Mark on Track command will update a selected task so that it is on schedule as of the status date. Based on the dates and durations for the task and
the amount of work that could have been completed for the task in that time frame, it will update the percent that a task is complete and the actual (or
already utilized) and remaining amount of time in the task’s duration. For example, if you have a task that is scheduled to last two weeks and work is
progressing as it should after the first week, selecting the Mark on Trackcommand will update the progress to 50% complete as of the status date. You
can even select multiple tasks and mark them as on track as of the status date all at once.

The Mark on Track command is accessed from the Mark on Track drop-down in the Schedule command group on the Task tab.

- . . = Mark on Track ~

The Update Tasks Dialog Box mEEEe 2

5:— _? se | oo &5 - %arll»,tu_,r;’fri(-l» |

-7 Update Tasks

If you need or want even more control over updating a task, you can use the Update SchedTle [
Tasks command from the Mark on Track drop-down in the Schedule command group. The
command opens the Update Tasks dialog box, where you can update the task progress manually, at
a much more detailed level.

Update Tasks
One of the task progress updates that you can make in the Update Tasks dialog box is to a task’s Name: [Develop detailed software design buration: [10d
actual start and finish dates. For instance, if a task did not start on the date in which it was — " -
supposed to according to the project plan, you should update the actual start date of the task in % Lomplete: [ 10% [7] Adualdur | 1d =) Remaining dur: {34
order to prevent its delay from affecting the entire project (as would possibly happen if you just Actual cument
marked the task on track) and to maintain an accurate record of the project’s progress. Or, if a task Sart: | Fi 21916 v] st [Fizjtoe
that started on schedule ends before or after the planned finish date, you should update the actual Einish: [ NA [
finish date of the task. Help Notes... Cancel
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Tracking Progress Against Duration

* There are a number of values that you can update for a task within the Update Tasks dialog box in order to track its progress
against its duration.

Value

Percent
complete

Actual duration

Description

The percent complete is the amount of the task that has been completed, as a percentage of total
completion. A task that has not been started is 0% complete and a task that is finished is 100% complete.
When a task is in progress and you want to update its progress in the project plan, you can enter a
percentage value between 0 and 100 to represent the task’s status. This amount is displayed and updated in
the % Completefield.

For example, you could specify that the Develop detailed software design task is 80% complete based on the
amount of time that has passed in the schedule for that task.

If you enter a value in the % Complete field, Microsoft Project will automatically calculate and update the
actual duration and remaining durations values.

The actual duration is the amount of the scheduled duration that has been spent on a task to date,
calculated as the scheduled duration multiplied by the percent of duration complete. This value is displayed
and updated in the Actual dur field.

For example, if the task Review hardware vendors has a scheduled duration of 5 days and the task is 20%
complete, the actual duration is 1 day.

If you enter a value in the Actual dur field, Microsoft Project will automatically calculate and update the
percent complete and remaining duration values.
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Note: Values in the Update Tasks dialog box fields are not updated in real time. In order for Microsoft Project to perform its calculations and
update the other fields accordingly, you need to click OK in the dialog box. When you open the Update Tasks dialog box for that same task again,
the fields will all be updated to reflect the appropriate values.

Remaining
duration

The remaining duration is the amount of the scheduled duration that is left for the task to be completed. If you
enter a value for actual duration, it is calculated as the scheduled duration minus the actual duration. If you
enter a value for percent complete, it is calculated as the scheduled duration minus the actual duration
multiplied by the percent complete. This value is displayed and updated in the Remaining dur field.

For example, if the task Secure necessary architectural resources has a scheduled duration of 3 days and 2 days
have been spent on the task, the remaining duration is 1 day. Or, if 50% of the task has been completed, the
remaining duration is 1.5 days.

If you enter or edit a value in the Remaining dur field manually, Microsoft Project calculates a new task duration
and updates the percent complete. If time has already been spent on the task, the actual duration would not
change.

For example, the task Obtain feedback/input on design has a scheduled duration of 4 days, and 3 days of the
task have already passed but the reviewers need an additional 2 days. You would need to update the task by
adding 2 days to the remaining duration value. The actual duration would stay the same, but the percent
complete will update to reflect the amount of the task that has been finished according to the duration and the
project schedule will change to reflect the additional time needed for the task.
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The Work Table

Actual Overtime % W.
Task Name v Work v Baseline + Variance « Actual v Work v Remaining v Comp. ~
I | 4 Infrastructure Deployment Template 2,328 hrs 2,328 hrs 0hrs 206 hrs 8 hrs 2,122 hrs 9%
2 - Scope 72 hrs 72 hrs 0hrs 72 hrs 0 hrs 0 hrs 100%
8 4 Analysis 616 hrs 616 hrs 0 hrs 134 hrs 8 hrs 482 hrs 22%
9 > Review Current Infrastructure 96 hrs 96 hrs 0hrs 9.6 hrs 0 hrs 86.4 hrs 10%
° The Work tab|e disp|ays informatiOn 17 Review.busi.ness N 24 hrs 24 hrs 0hrs 14.4 hrs 0hrs 9.6 hrs 60%
. goals/direction/vision
abOUt the Work that IS SCthUled for 18 Identify Target Areas for 216 hrs 216 hrs 0hrs 0hrs 0 hrs 216 hrs 0%
your project. _ Improvement
26 Define system requirements 40 hrs 40 hrs 0hrs 40 hrs 8 hrs 0hrs 100%
° NOte: YOU can inse rt COlumnS in the 27 2eefti::§starget performance 40 hrs 40 hrs 0hrs 12 hrs 0hrs 28 hrs 30%
table to ShOW additiOnaI ﬂelds/ SUCh 28 4 Review Current Market 200 hrs 200 hrs 0hrs 58 hrs 0 hrs 142 hrs 29%
as Actual Overtime Work, which you Solution Vendors
. 29 Hardware vendors 40 hrs 40 hrs 0hrs 10 hrs 0hrs 30 hrs 25%
can use to tra Ck yo ur p rogress aga In 30 Software vendors 40 hrs 40 hrs 0hrs 24 hrs 0hrs 16 hrs 60%
31 Communications vendors 40 hrs 40 hrs Ohrs 16 hrs Ohrs 24 hrs 40%
32 Design partners 40 hrs 40 hrs 0hrs 0hrs 0hrs 40 hrs 0%
33 Implementation partners 40 hrs 40 hrs Ohrs 8hrs 0hrs 32 hrs 20%
34 Review current market O hrs Ohrs Ohrs Ohrs 0hrs 0hrs 0%
solution vendors complete
35 Analysis complete 0hrs 0hrs 0hrs 0hrs 0hrs 0hrs 0%
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Tracking Progress Against Work

Value
Actual work

Actual overtime
work

Description

Actual work is the amount of work that has already been completed by your resources for the assigned task. This amount
is displayed and updated in the Actual Work field.

For example, the resource assigned to the Review software vendors task may have worked 24 hours on the task during
that status week, and that needs to be captured as progress against the scheduled work for the task and the project.

If you enter a value in the Actual Work field, Microsoft Project calculates and updates the amount of actual work for the
summary task(s) and project summary task, the amount of work remaining for the task, the percent of work complete on
the task.

Actual overtime work is the amount of overtime work—work scheduled to take place beyond the resource’s normal
working hours— that has already been spent by your resources for the assigned task. This amount is displayed in

the Actual Overtime Workfield, if it has been added.

For example, the resource assigned to the Define system requirements task may have worked 8 overtime hours in order
to complete the task, above and beyond the 40 hours that was originally scheduled for the task.

Note: Overtime work and actual overtime work are assigned and updated in the Task Usage table. Once added there, you
can insert the respective columns in the Work table and the associated values will display. Assigning and utilizing overtime
will affect your costs.

Remaining  Remaining work is the amount of work still scheduled and/or required for the task to be completed. It is calculated as the
work amount of work scheduled minus the amount of actual work already completed. This amount is displayed in the Remaining
Work field.
For example, if the resource assigned to the Define target performance metrics task has already performed 12 hours of the 40
hours of work assigned to them, the task has 28 hours remaining.
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The Cost Table

* The Cost table displays information about the costs associated with the tasks and resources for your project. There are a
number of values that you can view—and, in the case of the fixed costs and accrual methods, update—for a task within
the Cost table in order to track its progress against project costs. You do not enter any values into this table when
tracking project progress; Microsoft Project enters them based upon changes you have made to duration and work.

Fixed Cost
Task Name v Fixed Cost v Accrual v Total Cost « Baseline v Variance « Actual v Remaining «
1| a Infrastructure Deployment Template $1,612,960.00 Prorated $3,903,600.00 $3,903,520.00 $80.00 $629,234.40 $3,274,365.60
2 - Scope $1,440.00 Prorated $6,320.00 $6,320.00 $0.00 $6,320.00 $0.00
8 4 Analysis $1,744,000.00 Prorated $1,865,960.00 $1,865,880.00 $80.00 $477,748.00 $1,388,212.00
9 - Review Current Infrastructure $18,000.00 Prorated  $36,000.00 $36,000.00 $0.00 $3,600.00 $32,400.00
17 Review business $3,600.00 Prorated $4,680.00 $4,680.00 $0.00 $2,808.00 $1,872.00
goals/direction/vision
18 - Identify Target Areas for $18,000.00 Prorated  $36,000.00  $36,000.00 $0.00 $0.00  $36,000.00
Improvement
26 Define system requirements $3,000.00 Prorated $5,680.00 $5,600.00 $80.00 $5,680.00 $0.00
27 Define target performance metrics $3,000.00 Prorated $5,600.00 $5,600.00 $0.00 $1,680.00 $3,920.00
28 4 Review Current Market Solution $10,000.00 Prorated  $34,000.00 $34,000.00 $0.00 $10,540.00 $23,460.00
Vendors
29 Hardware vendors $2,000.00 Prorated $4,000.00 $4,000.00 $0.00 $1,000.00 $3,000.00
30 Software vendors $2,000.00 Prorated $7,000.00 $7,000.00 $0.00 $4,200.00 $2,800.00
31 Communications vendors $2,000.00 Prorated $3,800.00 $3,800.00 $0.00 $1,520.00 $2,280.00
32 Design partners $2,000.00 Prorated $4,600.00 $4,600.00 $0.00 $0.00 $4,600.00
33 Implementation partners $2,000.00 Prorated $4,600.00 $4,600.00 $0.00 $920.00 $3,680.00
34 Review current market solution $0.00 Prorated $0.00 $0.00 $0.00 $0.00 $0.00

vendors complete
35 Analysis complete $0.00 Prorated $0.00 $0.00 $0.00 $0.00 $0.00



Variance

* In project management, variance is the difference
between the baseline and the actual performance

Task Baseline Start Finish
for any of the key constraints for a project—scope, Moo=t v | Start v |Finsh - |BasclineStartv |Finsh _ ~ [Ver. v |Var ~
ti me, a nd cost. Variance can be pOSitive, indicati ng 1 |wg 4 Infrastructure Deployment Template Mon 11/30/15 Tue. 7/19/16 Mon 11/30/15 Tue. 6/21/16 0days  20days
that the ro'ect iS exceedin the Ia n: or It can be 2 |wy - Scope Mon 11/30/15 Fri 12/4/15 Mon 11/30/15 Fri 12/4/15 0 days 0 days

. p J . . g . P ! g |mg - Analysis Mon 12/7/15 Wed 1/13/16 Mon 12/7/15 Wed 12/30/15 Odays 10days
negative, indicating that the project is under the 3% |w 4 Design Thu1/14/16 Thu3/17/16 Thu12/31/15 Thu2/18/16 10days 20 days
pIa n. 37 |wg Secure necessary architectural resources Thu1/14/16 Mon 1/18/16 Thu12/31/15 Mon1/4/16 10days 10days

38 |mg 4 Draft Preliminary Infrastructure Design Tue 1/19/16  Mon 2/8/16 Tue1/5/16 Mon1/11/16 10days  20days

* Microsoft Project includes a number of built-in Documents
tools that will dlsplay variance for the three key ,: - Preliminary hardware design Tue 1/19/16 Mon 1/25/16  Tue1/5/16 Mon1/11/16 10days  10days
f f . t: 40 |mg Preliminary software design Tue 1/26/16  Mon 2/1/16 Tue 1/5/16 Mon1/11/16 15days  15days
actors tor yOU r prOJEC : 41 |mg Preliminary communications design Tue 1/19/16 Mon 1/25/16 Tue 1/5/16 Mon1/11/16 10days  10days
. . . 42 |wg Preliminary connectivity LAN/WAN design Tue 2/2/16  Mon 2/8/16 Tue 1/5/16 Mon1/11/16 20days  20days
* The Variance table ShQWS variances in pla nned and 43 |mg Preliminary support environment design Tue 1/19/16 Mon 1/25/16  Tue1/5/16 Mon1/11/16 10days  10days
actual dates and duration. 4 - Draft preliminary infrastructure design Mon2/8/16 Mon2/8/16 Mon1/11/16 Mon1/11/16 20days 20 days

document complete

* The Work table shows variances in pIa nned and 45 |wg Review preliminary design documents Tue2/9/16  Fri2/12/16 Tue1/12/16  Fri1/15/16 20days  20days
aCtual WO rk_ 45 |me Obtain feedback/input on design Mon 2/15/16  Thu2/18/16 Mon 1/18/16 Thu1/21/16 20days  20days
47 |ws - Develop Detailed Infrastructure Design Fri2/19/16  Thu3/3/16  Fri1/22/16  Thu2/4/16 20days 20days

* The Cost table shows variance between planned Documents
54 |w Align long/short term infrastructure design Fri3/4/16 Thu3/17/16 Fri2/5/16 Thu2/18/16 20days  20days

a nd aCtuaI costs. with business goals

35 |wg Design complete Thu3/17/16 Thu3/17/16 Thu2/18/16 Thu2/18/16 20days 20days

* You can view their respective commands in
the Tables drop-down from the Data command
group on the View tab.
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The Project Statistics Dialog Box

* The Project Statistics dialog box displays overall statistics for five key categories for your project: start and finish dates,
duration, work, and cost.

* For start and finish dates, it displays the current start and finish dates, the start and finish dates set in the initial baseline, the
actual start and finish dates (if your project is in progress, only a value for the start date will display), and the variance
between the baseline start and finish dates and the actual start and finish dates.

* For duration, work, and cost, it displays the current amounts of scheduled time, work hours, and costs that exist in the
project plan; the scheduled time, work hours, and costs as set in the initial baseline; the actual amount of time, work hours,
and cost already spent on the project; and the remaining amount of time, work hours, and cost left on the project.

Project Statistics for 'Payroll System Upgrade.mpp' X
Start Finish
Current Mon 11/30/15 Tue 7/18/16
Baseline Mon 11/30/15 Tue 6/21/16
Actual Mon 11/30/15 NA
Variance od 20d
Duration Work Cost

Current 167d 2,328h $3,903,600.00
Baseline 147d 2,328h $3,903,520.00
Actual 15.86d 206h $629,234.40
Remaining 151.14d 2,122h $3,274,365.60
Percent complete:

Duration: 9% Work: 9%

You can open the Project Statistics dialog box by
selecting the Project Information command from

the Properties command group on the Project tab, and
then selecting the Statistics button.
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Baselines in the Gantt Chart

To compare your current project status
to any of the baselines you have created
for your project, you can view the
baseline in the Gantt Chart. In the Gantt
Chart view, select the baseline that you
want to view from the Baseline drop-
down from the Bar Styles command
group on the Gantt Chart Tools

Format tab. Microsoft Project will
display baseline bars below the task bar
in a different color, to show the tasks as
they were initially scheduled in the
selected baseline.
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When you select a baseline to display in the Gantt Chart,

the baseline bar appears below the task bar.
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Slippage

» Slippage is the amount of additional schedule duration caused by failing to meet a scheduled date in the project plan. For
example, missing the deadline for a milestone because a task took a week longer than planned could cause an additional two
weeks of slippage in the project plan when all affected subsequent tasks and resources are accounted for.

* You can view slippage to see which tasks have slipped from their initial schedule in the baseline. In the Gantt Chart view,
select the baseline you want to view slippage against from the Slippage command drop-down in the Bar Styles command
group on the Gantt Chart Tools Format tab. Microsoft Project will display the slippage for any slipped tasks as a line between
the baseline bar and the task bar

N
v
I
12416

Sara Davis

+. Sara Davis

— Sara Davis— ™\ l
"1 1/13
vﬁ 1/13

When you view slippage in the Gantt Chart, it displays as
a solid line between the baseline bar and the task bar.
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The Tracking Gantt View

Using the Tracking Gantt view, you can view how your tasks are progressing over time and whether their start and finish
dates are slipping. The Tracking Gantt compares the start and finish dates for your tasks as they were initially planned in
the selected baseline and the scheduled or actual start and finish dates for your tasks as they exist in the current project
schedule.

To view the difference between your initial plan and the current schedule, select Tracking Gantt from any of
the View command drop-downs. Microsoft Project will display the baseline bar below the task bar, with tasks that are part
of the critical path in red.
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When you view the Tracking Gantt, the baseline bar appears
below the task bar. Tasks in the critical path display in red. 73




Views

* Views in Microsoft Project provide a visual representation of project data that can be useful for tracking your project
throughout its lifecycle. You can use a specific view to focus on specific aspects of your project or view specific types of
data. For instance, there is a view that helps you track your progress and a view that shows you how your resources are
being utilized. Typically, views contain a combination or two or more tables and/or charts.

Default Views

* There are a number of built-in views that are considered the most commonly used views; they are accessible from the
various view commands on the various ribbon tabs. The View drop-down lists them all on the Task and Resource tabs, and
they are found in the various commands of the Task Views and Resource Views command groups on the View tab.

View Description Use
Calendar Shows the tasks in the project schedule in calendar  To see which tasks are scheduled for a
format. You can view tasks by month, week, or a particular time period.

custom time period you select.

Gantt Chart Shows project tasks in two ways: as a list and as bars  To see a list of your tasks and a graphical
plotted against the project timeline. representation of when they are scheduled to
occur.
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The More Views Dialog Box

* |n addition to the built-in views provided from the view commands, there are a number of other views from which you can
choose to display your data in Microsoft Project. These additional view are listed in the More Views dialog box, which you
can access by selecting More Views from any of the view command drop-downs.

More Views X

Views:

Bar Rollup A New...
Calendar —
Descriptive Network Diagram Edit
Detail Gantt S
Gantt Chart
Gantt with Timeline Copy...
Leveling Gantt
Milestone Date Rollup Organizer...
Milestone Rollup

Multiple Baselines Gantt

Network Diagram v

Apply Cancel

View Description Use

Bar Rollup Shows a simplified, high-level view of all To see a high-level summary of the
tasks in the project plan. project.

Descriptive Network Diagram Shows more information for each node To see a more detailed graphical
than in the regular network diagram representation of how tasks are
view. sequenced.
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