‘Pure Training Center

Project management using MS project
Training series
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What is a project?

Project is an undertaking that: - Project has start and

 Involves a sequence of activities with start and finish dates end

» Involves work, cost, and material resources - LlpEEem &
« Aimed to achieve a set of well defined deliverables (outcomes) continuous work
 Deals with constraints (time, cost, and scope)

A project is considered successful when it fully meets the expectation of the project stakeholders

A project management is the application of project manager’s skills and tools to project activities
In order to meet project requirements
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Project stakeholder

A project stakeholder is any entity that has an interest in the project

[ government

J .

project manager himself ]

[ sub-contractors

Stakeholder [ e ]

.

[ project sponsor

customers ]

[ company executive
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Project vs program vs portfolio

Project 1
Portfolio is different managing roles
Under different experts P r08 ram A <
: Pro Ject P
Portfolio

Program B s Project 3
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Project dimensions

Budget = $500,000

Stakeholder

Scope:
Time: Location
3 years Deliverables
Target
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The two wings of the project manager °

TEn Soft skills _acquired through environment Project Hard skills acquired through
competency And experience competency College or training

« Communication skills | |
«  Time management W\ * Project scope (requirement, outcome, stakeholder, etc.)
. Leadership and interpersonal S @ . . Manggemen_t tools (proposal, budge_t, PD, contracts, etc.)
- File management « Sharing project to stakeholder meetlng§
« Annual work plan and resource allocation
* People centered manager «  Project lifecycle

* Listens to his team «  Organizational structure

» Consultative *  Project executing, monitoring and controlling
» Motivating  Project risk management

* Flexible

» Willing to delegate

« Empowering with creative ideas
» Negotiation skills
 Influencing stakeholders
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Project competency of the project manager ‘

Proposal (scope, Project budget
goal, objectives, breakup and

indicators, outcome) reporting
procedures

Organizational Income and
Procurement plan

Accounting source
documents

manuals expenditure report

Staff file (CVs,
certificates, contract Annual work plan
photos, appraisal)

Monitoring and
evaluation

Bank accounts, Status report
authorized Progress report
signatures Annual report

Profile and
organogram

Project document PD (proposal, budget, contract, costed work plan)
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Project stages

Initiation

Planning

Execution and monitoring

Project objectives

Project start date

Closure

Baseline plan

Stakeholders

Verify deliverables

Set project activities

Track scope

WBS

Estimate task duration

Stakeholder acceptance

Budgeting

Track budget

Customer acceptance

Milestone tasks

Update work plan

Log frame indicators

Evaluation

Project calendar

Corrective actions

Define deliverables

Lessons learned

Task dependencies

Performance report

Contracts closure

Funding agreement

Project resource

Annual review

Resource calendar

Final report

Records keeping

Handover

Resource assignment

Task constraint

Share work plan
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Status report VS progress report VS annual report o

Status report
 Current project condition in terms of scope and work plan

Progress report
» Monthly or quarterly file that contains activities completed and milestones reached and next plan

Annual report
» Detailed report that contains project activities, target, indicators, accomplishments,
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Project proposal

Project Negotiation Agreement Fund
1 - 655 - N - B - B

7(9 )

* Project summary
» Background

* Goal Example
» Objectives
* Project description Request for proposal (RFP) - Construction of tourism resort in Nugaal valley
« Qutcome

» Schedule plan
» Budget

- M&E

* Appendix
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Work breakdown structure (WBS) Q

1 Main goal of the project
1.1 Objective 1

1.1.1 Activity

1.1.2 Activity

1.2 Objective 2

1.2.1 Activity

1.2.2 Activity

1.2.3 Activity
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Project task D

| esson objectives Task = activity = work package
« State project objectives

 Set project start date

» Create project task and give it a name

 Estimate task duration

 Create milestone task

« Set non-working days

 Define task relationships

» Determine project overall duration
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Example project 9

Project goal: Pure training center construction project

Project objectives:

1. To design and build the main building facilities Objective2: equip offices and classes
3. Start enrollment and semesters
Equip offices Office has power, chairs,
tables, internet, etc.
ObjeCtivel: deSign and build main bUIIdlng f&Clllty Equip library Library has power, internet,
Five cl Each 2 .
Ve Classes ach accommodates 20 Objective3: start enrollment and semesters
students
One meeting hall Accommodate 150 people m
Two offices Admin and staff Hire administration Admn.w, HR, finance,
staff security, etc.
O B ASEETITORETS 210 [2Ee1E Hire lecturers 10 lecturers hired
UGS 5 2 12l 190V Ene. 4 a0 e Student enrollment Students registered
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Monitoring and evaluation a

During project management, the M & E officer is required for setting project targets using available baseline information.
He is also required in setting indicators using log frame

monitoring |dewaton

Updating work plan Progress assessment

Daily routine Annual review

Internal (done by project team) Done by external consultant or independent consultant
Exercise

Discuss the difference between outcome, output, and impact
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M & E log frame example

Project summary Objectively verifiable | Means of verification | Critical assumptions
indicators (OVI)

Goal

Outcome

Outputs

Activities

Construction of
training center

Training center
established

1000 Students
enrolled for training

Build 5 teaching

classes and 2 meeting

hall within 3 months

Percentage
completion of the
construction

Number of students
the training center
can accommodate

Number of students
enrolled in first
semester

Number of teaching
classes and meeting
halls constructed

Number of classes
ready as of now

Counting the number

of seats in each class

Training center
registration file

Visit training center
for evaluation

High number of seats
in each class will
increase number of
students

NA

Vehicle used for M &
E activities purchased
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Scheduling projects from start date

Under project tab, select project information

Project Information for ‘Pure training center construction project’ X
Start date: ‘ m w ‘ Current date: | Tue 3/2/21 w |
. Einish date: Mon 3/15/21 - Status date: | NA - |
It iS recom mended Schedule from: ‘ Project Start Date ~ ‘ Calendar: | Standard “ |

TO SChEd u Ie a p roj eCt All tasks begin as soon as possible. Priority: E
From start date

Enterprise Custom Fields

Department: o

Custom Field Name Value )

Help | ‘ Statistics... QK | | Cancel
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Task and task duration a

-

W0 = o W e e

[ I I T I T —
Lo e R o T LS I o T B

Task
Mode

-

Task Name

-

Duration

-

Start « | Finish -

-

FIIFIAIIIIAIIFIIIIA

4 Pure training center construction
project
4 Main building facilities
Five classes
one meeting hall
two offices
one lab
one library
three toilets
4 Equip offices and class
Equip the two offices
equip the computer lab
equip the library
Setup internet
4 start first enrollment and semeter
hire administration staff

hire lecturers

students enrollment

1day?

1day?

1day?

1day?

Mon 3/15/21 Mon 3/15/21

Mon 3/15/21 Mon 3/15/21

Using manual scheduling in the first few
Activities

And then automatic scheduling in
Mon 3/15/21 Mon 3/15/21 Subsequent plannlng

Mon 3/15/21 Mon 3/15/21
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Milestone task

A milestone is a task with zero duration that marks and important event within the project.
|t can be reached within the project such as finishing phase 1
It can be imposed on the project such as deadline for new funding installment request

Task < insert < milestone

construction complete 0 days
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Organize related tasks into phases

Phases group related tasks (for example all tasks related to construction will be in construction phase)

RESOURCE  REPORT  PROJECT  VIEW FORMAT

‘_?s’ cut Calibri [11 -] -~ ** Mark on Track -
e Bl Copy - . . P Respect Links
_ <~ Format Painter B I U D - & ’ *® = Inactivate
Clipboard Font F1 Schedule
Summary task
4 construction phase 10 days Mon 3/15/21 Fri3/26/21 M M
Five classes 10 days [ -
one meeting hall 5 days |
two offices 3 days |
one lab 2 days - subtasks
one library 2 days |
three toilets 3 days i |
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Setting non-working days for the entire project 0

. . . . Change Working Time it
Project calendar tells working and non-working time for each task B
- For calendar: | Standard (Project Calendar’ b Create Mew Calendar ...
For example’ Worklng hourS per day - 8AM to 4PM’ Cale;tjlarc'jstandard' isab[asejcalendar. J B -
Weekend = Friday, lunch break = 1PM — 2PM
Legend: Click on a day to see its working times:  April 20, 2021 is nonworking.

 Working S|M[T|W|[Th| F| S
1123

Nonworking

41516 |7 (8|9 (10
2 Edited working hours 1111211311415 [16 17
Based on:

Exception 'Student's day' on

On this calendar: 18
calendar 'Standard',

131, Exception day

Project < properties < change working time

; Nondefault work week

Let us assume than April 20 is student’s day and  ¢.ccione work weeks
set that day as non-working day of the project " rome i
472042021 472002021 b

1 |Student's day

~ Details...

Delete

Tue 4/20

172 12

N~
April 20 is highlighted
With grey to indicate
Non-working day ’

Fri 4/16 Sun 4/18

Help Options... Cancel
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Task note

Task < properties < notes

Task Information >

Generall Predecessors | Resources| Advanced Motes | Custom Fieldsl

Mame: ‘three toilets | Duration: E Dgslimaied

Motes:

Twao toilet will be for boys and one for girls

IH » three toilets

e
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Task dependency Q

Finish to start (FS) < Successor can not start until its predecessor
> > finishes
Predecessor
Start to start (SS) — Successor and predecessor start at the same >
time. When one starts, the other one also Successor
S > starts simultaneously — -
Finish to finish (FF) T | Both tasks finish at the same time. For
example, project rented office and project
< < finish at the same time
Start to finish (SF) — Successor task cannot finish until its
predecessor task starts
- e
3 Five classes 10 days Mon 3/15/21 Fri 3/26/21 B — _
4 7 one meeting hall 5 days Mon 3/29/21 Fri4/2/21 3 N ﬂ

d
predecessar Finish to start (FS)
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mailto:info@puretrainingcenter.com

Start to start (SS) dependency e

Task tab < information

Task Resource Mar 7, 21 Mar 14, 21 Mar 21, 21
Mode ~ Task Name v+ Duration « Start + Finish T SR T T e T T T T
- 4 Pure training center construction 25 days? Mon 3/15/21 Fri4/16/21 Task Information X
project
- 4 construction phase 25 days Mon 3/15/21 Fri4/16/21 Name: | one library Duration: |2 days  |=| [gstimated
3 Five classes 10 days Meon 3/15/21 Fri 3/26/21 Predecessors:
3 one meeting hall 5 days Meon 3/29/21 Fri4/2/21 = S Type - A
7 two offices 3 days Mon 4/5/21 Wed 4/7/21 ] one lab Start-to-Start (55) 0d
2 one lab Predecessor 2 days Thu4/8/21  Fri4/9/21
b g one library Successor 2 days Mon 4/12/21 Tue 4/13/21
3 three toilets 3 days Wed 4/14/21 Fri4/16/21
- 4 building equiping phase 8 days Mon 3/15/21 Wed 3/24/2
A9 Equip the two offices 5 days
A9 equip the computer lab 5 days
A9 equip the library 8 days
A9 Setup internet 1 day Y
A9 construction complete 0 days
- 4+ semester starting phase 4 days? Mon 3/15/21 Thu 3/18/21
A9 hire administration staff 4 days — ) Cancel
» one lab 2 days Thu4/8/21 Fri4/e/21 5 / I N

.
» one library 2 days Thu4/8/21  Fri4/9/21 655 U

Can run parallel
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Project time 6

The timeline bar can be used to determine project start date and end date

lWed T lMDI‘I wa |Sa't3.-".l? |ThLI 41 |Tue4«’6 |Sun 41 |Flid\.-"16 |WECI 4721 |MDI'I 4726 |Sat 51 |Thu 56 lTue 5 lSun LY 1] |F|i w2

Start Finish
Men 3/15/21 Add tasks with dates to the timeline Mon 5/24/21

We can also check project duration from project information dialog box

Project Information for 'Pure training center construction project’ X

Start date: v| current date: | Tue 3221 v] Project Statistics for 'Pure training center construction projectmpp’ >

Einish date: Mon 5/24/21 ~ Status date: | NA v| Start Efiish
Schedule from: | Project Start Date V| Calendar: | Standard V| Current Maon 3/15/21 Maon 5/24/21
All tasks begin as soon as possible. Priority: E Basellne N NA
Enterprise Custom Fields ACtUﬂl NA NA
T N Variance 0d 0d

) ' Duration Work Cost
Custom Field Name Value C t 51 d7 Oh $0 00
urren 4 d

Baseline od Oh $0.00
Actual od Oh $0.00
Remaining 51d? Oh $0.00

Percent complete:

Duration: 0% Work: 0%

| Help |q: Statistics... D | QK | ‘ Cancel |
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Project resource D

Availability of resource to

Lesson objectives Work on task

Cost required to pay for
 \Work, cost, and material resource Those resources

« Associate people and equipment with a task (work resource)

» Resource capacity and pay rate

 Set resource calendar to control non-working days of an individual resource
 Associate financial cost with a task (cost resources)

« Document resource notes

« Add or remove resources for automatically scheduled tasks

3/9/2021 Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027
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Work resource 9

People Staff, contracting firm, o oms“ a\e@aﬁ
C
consultant, etc. ﬁoi«O‘“e«os
: ) A0 v
Equipment Vehicle, computer, < 3«1‘&\2;%00@6 k
printer, etc. o8 et
2\»(6 ﬁa‘sx
- . {'&.\ﬁ\e caP c
View < resource views < resource sheet gt @ g
W e
BQQO/QYO
Resource Name * Initials ¥ | Group ~ | Max Units * Std. Rate = Ovt Rate » Cost/Use =
Engineer E 100% $15.00/day  $0.00/hr $0.00
Construction fir C 50% S$50.00/day  $0.00/hr 50.00
Vehicle vV 100% 50.00/hr 50.00/hr $80.00

CoS,
p@ra
Se‘ &
A resource is assigned to a task r 1o e
6‘$80
. _ . pe]‘t .
Cost of assignment = work time x pay rate i
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Resource calendar for work resources e

In this exercise, we set March 22 and 23 as non-working days for the resource Engineer. He will be attending training

Change Working Time X
For calendar: ‘Engineer V‘ Create New Calendar ...
Base calencer: R - |
Legend: Click on a day to see its working times: March 22, 2021 is nonworking.
............... ) March 202" s
: SIS orking SIM[T[W[Th[F[S
Project < change working time == 11213145 6
Monwarking
'''''''''''''''''''''''''''''' 7 (8|9 (10]11(12]13
. 31 edited working h
Go to exception tab and set off-days SRR a5 (16 [17]18 19 |20 et
On this calendar: 24|25 |26 |27 Exception "Will attend train...' on
31 . calendar 'Engineer’.
= Exception day 37 |
31 nondefault work week o |
Exceptions  Waork Weeks
Mame Start Finish ~ Degtails...
1 |Will attend training in Mairobi 3/22/2021 3/23/2021
Delete
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Resource calendar for work resources 0

In this exercise, we set 6 days by 8 hours for the construction firm resource except Friday
For multiple resources, create new project calendar instead of resource by resource change

For calendar: ‘ Construction firm w ‘ | Create New calendar ... . IThu _5.;:&:21
Base calendar: | Standard Details for ‘[Default]) X
] ] _  Set working time for this work week ]
Legend: Click on a day to see its working ti |
"""""""" Working March 2021 Select day(s): (C) Use times from base calendar for these days.
.............................. SIMIT|W|Th F|S | O set days to nonworking time,
. . . Nonworking T12]3 14156 - @ set day(s) to these specific working times:
Project < change working time = 7189 |10]11[12]13
31 Edited waorking hours From To
............... 14 (15116 (17 |18[19 |20 1 1700 &M |12:00 Pt
- - On this calendar: . - o
In the for calendar, select construction firm resource .- 21 Y23 2425 |26 27 [2 1007 500
ﬂ Exception dﬂ}’ 28 29 30 3-] L |

Click work weeks, and set working days except Friday |
31 Mondefault work week L |

Exceptions Work Weeks Help Cancel
™ . I
Mame Start Finish | G | Details... | [
1 |[Default] NA INA
Delete
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Cost resource for project budgeting

Cost resources does not effect task scheduling. They represent financial expenses on tasks

View < resource sheet
Add buying a land row and set resource type as cost

IResourceName + Type ~ |Material v Initials ~ Group <~ Max Units » Std.Rate ¥ Ovt Rate » Cost/Use v Accrue » Base

Engineer Work E 100% 5$15.00/day  S0.00/hr S0.00 Prorated Standard

Construction firm  Work C 50% $50.00/day  S0.00/hr 50.00 Prorated Standard

Vehicle Work v 100%  $0.00/hr  S0.00/hr $80.00 Prorated Standard
B Prorated
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Resource details

TASK ~ RESOURCE = REPORT  PROJECT  VIEW FORMAT

e® ® [ ] - == | @ [ | Leveling Options
oo &

== > apw -
— Sm W > Clear Leveling

Assign  Resource Add Informatioy MNotes/Details Level Level Level _,, Next Overallogati
Resources Pool~ | Resources~ Selection Resource Al Il € eratocaton
Assignments Insert Properties. | Level I

i) |Resouroe Name h |Type v] Resource Information p'e

Engineer Work Generall Costs  MNotes |Cuslorn Fields
p . | Construction fi

Vehicle Work feeAl e [ E ‘ onstruction firm
Buying a aland Cost LS

]

Pure contruction firm has implemented several successful project on construction. It will
design and construction the training facility

1 Details... | I OK 1 ‘ Cancel
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Assign work resource to a task D

TASK RESOURCE REPORT PROJECT VIEW FORMAT
[ ] @ - Leveling Options : : :
o5 ] Sn T, [teveling Op Task has a work when a resource is assigned to it
> == > Clear Leveling
Resource Add nformation Notes Details  Leve Level Level ,, Next Overallocati
¢ Pool~ | Resources Selection Resource Al "l ext Overallocation . .
signments Insert Properties Level WOI’k = duratlon X aSS|gnment
Task B/23 Sat 3/27 Wed 3/31 Sur
0' Mode | ~ | Task Name ~ | Duration ~ Start ~ Finish ~ Predecessors ~ Resource Mames -~ Addi| 12 1 2 3 4 5 8 7
- 4 Pure training center construction 50 days? Mon 3/15/21 Mon 5/24/21
project
- 4 construction phase 25 days Mon 3/15/21 Fri4/16/21
7 Five classes 10 days Mon 3/15/21 Fri 3/26/21 Foremanl I—Eoﬁemam
7 one meeting hall 5 days Mon 3/29/21 Fri4/2/21 Assign Resources X
7 two offices 3 days Mon 4/5/21 Wed 4/7/21 |
. Task: Five classes
7 one lab 2 days Thu 4/8/21  Fri4/9/21 Resource ist options
7 one library 2 days Thu 4/8/21  Fri4/9/21
5 three toilets 3 days Wed 4/14/21 Fri4/16/21 Resources from Pure training center construction project.mpp
- 4 building equiping phase 19 days Sat4/17/21 Mon5/17/21 SISl i =S RD | Units | Cost 8
_ : _ < [ForemanT 100% $5000 >
7 Equip the two offices 5 days Sat4/17/21 Fri4/23/21 =
Buying a aland 10 davs x S5 Remaove
? equip the computer lab 5 days Mon 4/26/21 Fri4/30/21 Construction firm ’
* equip the library 8 days Mon 5/3/21 Wed 5/12/21 Engineer Replace...
; Setup internet 2 days Thu5/13/21 Fri 5/14/21 :"remanz Graph
areman3
7 construction complete 0 days Mon 5/17/21 Meon 5/17/21 P Close
- 4 semester starting phase 7 days? Fri5/14/21 Mon5/24/21 Vehicle
7 hire administration staff 4 days Fri5/14/21 Wed5/19/21 Help
7 hire lecturers 2 days Thu 5/20/21 Fri5/21/21 v
P students enrollment 3 days Thu 5/20/21 Mon 5/24/21 Haold down Ctrl and click to select multiple resources
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Read resource assignment detail from task form

. S———
TASK RESOURCE REPORT PROJECT VIEW FORMAT
T ’E Network Diagram ~ ’E [T2 Resource Usage ~ Al [+! E‘E <) Highlight: |[No Highlight] = Timescale: q F‘ v [] Timeline o
= == ER Calendar - =& [ Resource Sheet + £ E 2 Yriter  (Nofiltel - |(37]Hours - Q Q Details
Gantt  Task N Team _ Sort Outline Tables _ . - Zoom Entire Selectey
Chart - Usage ~ <3 0ther Views Planner - [T Other Views - - - - E2Group by: |[No Group] - Project Tasks
Task Views Resource Views Data Zoom Split View
Task un 3/7
. . . 0 Mode + Task Mame ~ Duration ~ Start ~ Finish + Predecessors « Resource Names » | Addi| 1 2 3 4 5 6
TaS k < Sp I It VIiew < d etal IS 1 - 4 Pure training center construction 50 days? Mon 3/15/21 Mon 5/24/21 —
project :
2 - 4 construction phase 25 days Mon 3/15/21 Fri4/16/21 ﬂ_
3 » Five classes 10 days Mon 3/15/21 Fri3/26/21 Foreman1,Enginee _
E 4 I:l » one meeting hall 5 days Mon 3/29/21 Fri4/2/21 3 Engineer,Foreman’
T 5 » two offices 3 days Mon 4/5/21 Wed4/7/21 4
E 6 » one lab 2 days Thu 4/8/21  Fri4/9/21 5
% 7 » one library 2 days Thu4/8/21 Fri4/9/21 655
s |9 » three toilets 3 days Wed 4/14/21 Fri4/16/21 7
9 = 4 building equiping phase 19 days Sat4/17/21 Mon5/17/21 2
10 » Equip the two offices 5 days Sat4/17/21  Frid/23/21
11 » equip the computer lab 5 days Meon 4/26/21 Fri4/30/21 10
| 'iZ > equip the library 8 days Mon 5/3/21 Wed5/12/21 11 | m E |
4

MName: | one meeting hall | Duration: E Effort driven h_a'lanually Scheduled | Previous | | Mext |
For taSk 4, th ese Start: | NMon 3/28/21 V| Finish: | Fri4/2/21 V| Task type: Fixed Units ~ % Complete: E
~

ID | Resource Name Units Work Ovt. Work  Baseline Work  Act. Work Rem. Work
Resources are needed. g T T S

5 iForemanl 100% 40h oh 0Oh 0Oh 40h

& iforeman2 100% 40h 0oh 0Oh 0Oh 40h

7 iforeman3 100% 40h Oh Oh Oh 40h
The work needed per 2 |conametonem oo o O S i

TASK FORM

Resource to complete
This task shown
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Add or remove resource assignment 9

_ Add more resource assignment, and reduce duration
You added resources to this task. Do you want to:  /'

(O Reduce duration but keep the same amount of work,

E Increase the amount of work but keep the same duration. —> Add more resource aSS|gnment, but keep duratlon

(2 Reduce the hours resources work per day (units), but keep the same duration and work.

. Remove resource assignment, because
You removed resources from this task. Do you want to: ..
O Increase duration but keep the same amount of work. / Remal ni ng resources are al ready enough
E Decrease the amount of work but keep the same duration.

O Increase the hours resources work per day (units), but keep the same duration and work.

> Remove resource assignment, and increase
Work hours of the removed resource
for remaining resources
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Assign cost resource to a task (D

Lnreeg LongLs 3 udys VWEL S/ 1/ L0 FTIT4/ L0/ L1 £
4 building equiping phase 19 days Sat4/17/21 Mon5/17/21 2 - Assign Resources X
Equip the two offices 5 days Sat4/17/21 Fri4/23/21 | Task: Setup internet
equip the computer lab 5 days Mon 4/26/21 Fri4/30/21 10 - |+ Resource Jist options
equip the library 8 days Mon 5/3/21 Wed 5/12/21 11 1 Resources from Pure training center construction project.mpp

_l2 da‘"s Thu 5‘,13;21 Fri 5‘,14l 21 12 intemEt[san'm] Resource Mame D Units Cost ~
construction complete 0 days Mon 5/17/21 Mon 5/17/21 13 v |internet © 1 iss000

4 semester starting phase 7 days? Fri5/14/21 Mon5/24/21 9 accountant
. .. . . y | Buying a aland
hire administration staff 4 days Fri5/14/21  Wed 5/19/21 .
hire lecturers 2 days Thu5/20/21 Fri5/21/21 16 Engineer

students enrollment 3 days Thu5/20/21 Mon 5/24/21 1755 Foreman’
foreman2 Close

Eemove

L | foreman3

L

foremand
Vehicle

Hold down Ctrl and click to select multiple resources
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Formatting the work plan

Lesson objectives

Format the Gantt chart

Format specific task to make it standout

Add main tasks and milestones to the timeline view

Draw objects on the Gantt chart
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Customize the timeline view

TIMELINE

TASK RESOURCE REPORT PROJECT VIEW FORMAT
B B E@ Overlapped Tasks

=y S

Pan & Zoom
T Ul &H-A- Date Lines: ask Callout Milestone Display Display Remove from
a Format - extLines: Task | as Bar as Callout  Timeline
Font - Show/Hide < Add Tasks to Timeline X
Mar 21, 21 Mar 28, “21

Start l | Select Tasks:

Men 3/15/21 E|-|:_| Pure training center construction project ~

ED Pure training center construction project

Task =¥ construction phase

0 Mode = Task Name + | Durati I Five classes
- 4 Pure training center construction 50 da [ one meeting hall

project 1 -[1two offices
- 4 construction phase 25da ~[Jonelab
- Five classes 10 da ~L one library
- e hall = dod -[three toilets
one meeting ha v =¥ building equiping phase
- two offices 3 day: -] Equip the two offices
» 2 day: [ equip the computer lab
» one library 2 day: E equip the Ilbr_ary v
H 2 three toilets 3 day:
—& [o] 4 | | Cancel
- 4 building equiping phase 19da
- U U U
Mon 4/5/29 Fri 5/14/21
|Mar21, 21 lMarZB, 21 |Apr 4.2 |.lp( 1n.2 |.lp( 18,21 |.lp( 2521 |Mayz'2| |May 921 |May 16, 21 |May 231
St [ onstruction phase building equiping phase
Man 3521 | pon 31521 - Fi 41621 Sat 4/17/21 - Mon 5/17/21
semester starting phase

i 514021 —.Mon S/24/21

construction
complete

Mon 517,21

Finich
Mon 5/24/21
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Copying Gantt chart and timeline a

Scroll to the task you want to copy and select, then go to task < copy < copy picture, then paste to word or presentation

o !ka !TaskName Duration tarl ‘F'-"'-Sh |mar 21,21 ‘Bpr4,21 |apr 18,21 |Mayz,'z1 |may 16, 21 ‘my:«nm | 13,721 ‘szr,'u
@ Mode Flt s lw s |t/ m|lr|T|s|w|is[T|m|e|[T| s | wi s | T|Mm|[E|[T|[s|w ) s | 1T|Mm
1 » Equip the bwo offices 5 days Sat 4f17/21 Friaf23/21
12 » equip the computer lab 5 days Mon 4f26/21Fri 4/30/21 -T
13 A equip the library 8 days Mon 5/3/21 Wed 5/12/21
Evening party for celebration
14 p Setup internet 2 days Thu 5/13/21 Fri5/14/21 [ mtemnet[$1:0.00]
15 # canstruction complete 0 days Mon 5/17/21Mon 5/17/21 » 317

Select the timeline, then go to format < copy timeline < full size

Mar21, 21 |Apr 4, 21 |Apr 18, 21 May 2, 21 May 16, 21
Start = . e ca Finish
design construction phase building equiping phase
Wed 3/10/21 phasge Mon 3/15/21 - Fri 4/16/21 Sat 4/17%2?- 5035?/17/21 Mon 5/24/21
Wed
3/10/21 - semester starting phase
Sun Fri 5/14/21 - Mon 5/24/21
3/14/21

T

construction complete
Mon 5/17/21

3/9/2021 Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027
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Monitoring and controlling project progress 0

Lesson objectives

* Project baseline plan

 Project update as it progresses

» Actual task schedule
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Project baseline plan

Project < schedule < set baseline Open the task sheet from
_ View < tables < variance
Set Baseline X
FORMAT
“Baseine . Then go to@ -
(O set interim plan irce Usage ~ %l E‘EI 7 I-!Ighllght.
Copy: | Scheduled Start/Finish ~ irce Sheet ~ Sort Outline Y Filter.
Vi - EE G by:
Into: | Start1/Finish1 v . . Views T - § STOUP O
For To view the baseline fews Built-In
@ Entire project — i Cost
O Selected tasks > | Duration —l
) truction 53 days? Entry
Roll up baselines: Hyperlink
To all summary tasks 3 days? Schedule
From subtasks into selected summary task(s) 25 days Tracking
10 days
Set as Default
Scheduled plan Baseline plan
Help | | oK | ‘ Cancel | | A
[ \ [ |
Task | Task Name Start Finish Baseline Start Baseline Finish  Start Var. Finish Var.
- Pure training center ¢ Wed 3/10/21 Mon 5/24/21 Wed 3/10/21 Mon 5/24/21 0 days 0 days
- design phase Wed 3/10/21 Sun 3/14/21 Wed 3/10/21 Sun 3/14/21 0 days 0 days
- construction phase Mon 3/15/21  Fri4/16/21 Mon 3/15/21 Fri4/16/21 0 days 0 days
- Five classes Mon 3/15/21  Fri3/26/21 Mon 3/15/21 Fri3/26/21 0 days 0 days
- one meeting hall Maon 3/29/21 Fri4/2/21 Mon 3/29/21 Frid4/2/21 0 days 0 days
- two offices Mon 4/5/21 Wed 4/7/21 Mon 4/5/21 Wed 4/7/21 0 days 0 days
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Project update in the execution phase 0

Project < status < update project

Update Project x

® Update work as complete through: ed 421721 | Show completion percentage of all tasks scheduled to start before 4/21/2021
(@ set 0% - 100% complete
OSgt 0% or 100% complete only

Oﬂeschedule uncompleted work to start after: Sun 3/7/21

For: @ Entire project O Selected tasks

v = design phase 3 days? Wed 3/10/21 Fri 3/12/21 === Construction firm[50%]
v - 4 construction phase 25 days Mon 3/15/21 Friaf16/21 2 | n ----------------------------------------------------------------------------------------------- N
Einished v = Five classes 10 days Mon 3/15/21 Fri3/2e/22 | g reman1,Engineer,Constructjon firm[5¢
INISNEd | &, one meeting hall Sdays  Mon3/29/21 Friajz1 4 | gineer,Foremani[foremanz,
Tasks v = two offices 3 days Mon 4/5/21 Wed4/7/217 5 | == Foremani |
Ticked v one lab 2 days Thu4/8/21 Fri4/9/21 6
v one library 2 days Thu 4/8/21  Fri4/9/21 755
R4 ? three toilets 3 days Wed 4/14/21 Fri4/16/21 8
- 4 building equiping phase 19 days Sat4/17/21 Mon5/17/21 3
Equip the two offices 5 days Sat4/17/21 Fri4/23/21

Progress indicated on the Gantt chart

3/9/2021 Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027


mailto:info@puretrainingcenter.com

Record actual work on task schedule

View < tables < work

On task 4, currently it is 0% completion

% W.

21 Feb 28,21 Mar7,'21 Mar14,'21 Mar21,'21 Mar 28, '21  Apr 4, ‘21 Apr 11,21

Apr18,'21  Apr25'21 May2, '21  Mayt

Task Name » Work + Baseline < |Variance « |Actua + Remaining ~ Comp. /T S MWF S5 TTSMWFSTTSMWEFSTTSMWEFSTTSMWFSTTSM
4 Five classes 264 hrs 264 hrs 0 hrs 0hrs 264 hrs 0% ] reman1,Engineer,Constructjon firm[50%)],foreman4
5 one meeting hall 140 hrs 140 hrs Ohrs 140 hrs 0 hrs 00% T emkn gineer,Foreman1|foreman2, Construction firm[50%]
; o offices Jabre 2a b ohre Jabre ohre T R e ;”beé'r'ﬁéﬁi ............................................................................
5 e lab ohre ohre ohre ohre ohre T | R T A | - _ ............................................................................................
; one library ohre Db Db ohre ohre R e o S T | e
9 three toilets 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs 100%
But after completion 300hrs work is spent
o W, 21 Feb 2B, '21 Mar7, 21 Mar 14, '21  Mar 21,'21  Mar 28, '21  Apr 4, '21 Apri1,'21  Apr18,°'21 Apr25'21 May2 21 Mayg
Task Name » Work + Baseline < Variance ~ |Actual ~ Remaining « Comp. vy|T SMWFSTTSMWFSTTSMWFSTTSMWTFSTTSMWTFSTTSM
4 Five classes 300 hrs 264 hrs 36hrs  300hrs 0 hrs 100% ' Foreman1,Engineer,Construction firm[50%],foreman4
5 one meeting hall 140 hrs 140 hrs 0 hrs 140 hrs 0 hrs 0% 0 lzn gmeer,ForemaM furemanz,Constructlonflrm[50%]
E o office 24 hre 24 hre o hre 24 hre ohre BT R T L s - IR | R
7 one lab 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs 100%
8 one library 0 hrs 0 hrs 0 hrs 0 hrs 0hrs 100%
9 three toilets 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs 100%
Scheduled Actual
= 264hrs = 300hrs
3/9/2021 Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027
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Record actual start date on task schedule 6

TASK ~ RESOURCE ~ REPORT ~ PROJECT  VIEW FORMAT
3% Cut Calibri i | - .
o B Copy - . . D Respect Links Instead of changing the start date, the
> ~FformatPainter B I U O-A- e ¥ @ = Inactivate H i I
duration can be extended which will
Clipboard Font F Schedule / . .
o ml Update Tacks effect finish date
M
= Name: ‘equip the computer lab Duration: .
_—
V' - % Complete: EE Actual dur: | 0d f E Remaining dur: E
v -  Actual Current
v = sat |[Na V| start: [Mon4/26/21 «—— |
/m: [ ~| einish: [Fri 4/30/21 | . ol d start dat
v = annea start aate
Set actual start date . T | [ o] [ o]
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Optimizing task details (D

Lesson objectives

Lag and lead time

 Task constraint

 Task split due to interruption

 Specific task calendar

 Set deadline on task

« Task budget using fixed cost

 Repetitive tasks (monthly meetings, monthly reports, etc.)

* Project critical path


mailto:info@puretrainingcenter.com

Entering lead and lag times

Double click on the Gantt chart link between tasks to open task dependency dialog box
» Lag time delays the start of the successor and entered as positive
« Lead time causes the successor to start before predecessor finishes and entered as negative

E=————————————— Foreman’,Engineer,
| ———— Engi
""" Task Dependency X P

------ From: Five classes

------ To: one meeting hall

Type: | Finish-to-Start (FS) v| Lag [“El

| Delete ‘ | QK | | Cancel ‘
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Task constraint e

Task constraint controls start date, finish date, and rescheduling flexibility

Hard constraint
» Task must start or end on specified date
» Example are project handover date, project funding application date, etc.
As soon as possible constraint
« Task can start as soon as possible with flexibility in rescheduling

Task Information x
MOderate ConStraint General | Predecessors| Resources Advancedl Motes ] Custom Fields
 Start no earlier than (e.g. will start on or after 15 March) Name: | design phase Durstion: |3 days? |3] [Zgstimated
« Start no later than (e.g. will start on or before 15 March) d|k = |
- - - - P Deadline: w
« Finish no earlier than (e.g. will finish after 15 March)
 Finish no later than (eg will finish on or before 15 March) Constraint type: (| Finish No Earlier Than ) v| constraint date: (5un 3/14721 |
Task type: |Fixed Units V| [Jeffort driven
Calendar: | MNane v| Scheduling ignores resource calendars
2 WES code: 1.1
2 E = dESIgn phase Earned value method: % Complete V|

/ [ |Mark task as milestone

This task has finish no earlier than
Constraint on 14 March and will finish Help cancel
After this date

3/9/2021 Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027
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Task split due to interruption 0

Project task could be interrupted due to

» Expected circumstances (e.g. resource unavailable due to meeting or coming late due to traffic jam)
» Unexpected circumstances (e.g. shared resource assigned to another high priority task, equipment malfunction)

TASK RESOURCE REPORT PROJECT  VIEW FORMAT
== X Cut - r‘ E Not Fi
\_}E, u Calibri i -] e em e e = = Mark on Track 3 -_) w; [ 2 +- .+_I +’ m 0 e-sr -N i Fi
t o comy - &y D Respect Links Manually ~ Aut I .t M M d.l Task S Milestone Deli Informati = Detalls S J\i| _
aste . B T U -A- = _)== &5 ] anually uto nspect Move Mode as ummary Milestone Deliverable ' Information . o cro )
. * Format Painter = — = |nactivate Schedule Schedule . . - . +a Add to Timeline to Task m Fi
Clipboard Font P Schedule Tasks Insert Properties Editing
Task Resource 8 21 Apr 25, 21 May 2,2
WEB ~ o Mode ~ Task Name » Duration « Start « Finish + | Predecessors ~ Names v % Complete >~ | T 7T S M W | F 5 T
1.3.2 » equip the computer lab 5 days Tue 4/27/21 Tue5/4/21 11 0% _
pak

-

Dotted lines represent
Interruption time in which there
Is no work and duration not counted

3/9/2021 Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027
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Reschedule incomplete task (D

This task has 3 days duration and starts on Wednesday
Instead of finishing on Friday, we want to re-start it on Monday

Tue 3/9 Thu 3/11 Sat 3/13 Mon 3/15 Wed 3/17
12 12 12 12 12 12 12 12 12 12

""" Update Project X
ngdate wark as complete through: Thu 3/11/21 s
(@) 5et 0% - 100% complete
() Set 0% or 100% complete only
B @Beschedule uncompleted work to start after: ‘ m b ‘
..... For: @) Entire project () Selected tasks
Thu 3/11 Sat 3/13 Mon 3/15 Wed 3/17 Fri 3/19
| QK | ‘ Cancel | 12 12 12 12 12 12 12 12 12 12

Construction firm[50%
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Specific task calendar

Some tasks might be performed during weekends or night shifts, which differs from project calendar (8hrs by 5 days)

Standard (Project Calendar) ~

For calendar:

Create New Calendar ... | 21 May 16, '21

Calendar 'Standard' is a base calendar.

Select all days except Tuesday, and choose
Set days to nonworking days

For calendar: Recruitment@n Tuesday

Calendar 'Recruitment only ..." Is a base

Set working time for this work week

(® Use Project default times for these days.

Details for '[Default]’ X

Legend: Click on a day to see its working times: Working times for March 8, 2021: | . ] Select day(s):
March 2021 Legend: Click on a da o
: Create New Base Calendar X M; - (O set days to nonworking time.
Waorking sIMITIwlThl F[ s ] t |Sunday
Working 51 M| (O set day(s) to these specific working times:
Nonworking TH2]3]4|5(6 Mame: | Recruitment only on Tuesday 112 F
: Wednesday
E 9 1101112113 () create new base calendar | L 7 T |Thursday From To
31 Edited waorking hours > |Friday
14|15 |16 |17 [18 (19 |20 @ make a copy of | Standard v catendar 31 edited working hours 1415 |, lseturday
Cn this calendar:
21 (2225324 (25|26 (27 Cancel On this calendar: 2112212
31 excenti -
21 ption day 282920137 e
| 31 -
- Exception day 28293 B
ondefault workweek ¢ | | | | | | | | o/
i ' v ' 31 nondefault work week
Task Information b Help Cancel
: F
General Predecessorsl Resources Advanced\ Motes ] Custom Fields Exceptions
Mame: | hire lecturers Duration: | 2 days [ ]Estimated Name Start Finish | ~ C Details... | !
. 1 |[Default] MA MA
Constrain task Delete
Deadline: MA e
Jun &, '21
: - . - - . Task Name ~ | Work w | Details T W T F S S M
Caonstraint type: As Soon As Possible Caonstraint date:  MA -
< hire lecturers 16 hrs | Work 8h 8h
project assistance 16 hrs | Work 8h 8h

Fixed Units Effort driven

‘ Recruitment only on Tuesday w ‘ ] Scheduling ignores resource calendars

Task type:

3/9/2021

Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027
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Set deadline on task e

Deadline is used when a task is used as soon as possible and given sometime after finish date

Task Information *

Generall Predecessorsl Resources Advancedl Nolesl Custom Fieldsl

Mame: ‘ construction complete | Duration: E [ ]Estimated
Constrain task
i v
4 March 2021 | 2
Constraint type: | As Soon As Possible Su Mo Tu We Th Fr sa ‘ MNA o
221 2 3 4 5 6
. . 78 9 10 11 12 13
Task type: Fixed units 14 15 16 17 18 19 20
Calendar: | MNone 21 22 23 24 25 26 27 gnores resource calendars
135 28 29 30 31 1 2 3
WES code: ‘ = 4 5 6 7 8 8 10
Earned value method: % Complet ;
: [ onoe e
Mark task Jost Task: construction complete
Harkfask as miestone Deadline: Mon 5/24/21
Some of the fields above are not editable because the task is Manually Scheduled.
I

£

Milestone scheduled on /
20 May
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Task budget using fixed cost

A fixed cost is a specific amount of money budgeted for a particular task, that does not change with resource assignment

» For example a task of hiring an accountant for the project, which is paid as project starts

Open task sheet
View < tables < cost

_ﬁled » | Fixed Cost - Total v Baseline ¥ Variance ~ Actual ¥ Remainine~

staff salary 5400.00 Start 5400.00 $0.00 5400.00 $0.00 $400.00
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Repetitive task

Repetitive tasks include yearly M&E, progress reports, meetings that take resources away from project tasks

TASK RESOURCE REPORT PROJECT VIEW FORMAT

D X, Cut ‘Calibri 'l" " - M \ark on Track -~ * —e ". g %{‘? .+_| +’ 'Ii-" " Notes

1 B Copy - $RES Hinks M lly Aut Inspect M Mod S Milest Deli ble  Inf ti petalls
aste - -l 5F =M =y ¢ anua uto ns| ove e urmma ilestone Deliverable Information - . )
. ¥ Format Painter B I U O & €3> % P = Inactivate Schedulg Schedule - - - K - "4 Add to Timel
Clipboard Font I Schedule Tasks i Task Properties
Task Apr 25,21 i 1 May 16, '21 May 23, '2°
WES - 0 Mode -~ ‘ Task Name w | Duration - Start - | Finish - s MW "= Recurring Task.. w F s T T S Mo
+
1.3.5 47 - “sM&E 1day Tue 4/27/21 Tue 4/27/21 . FH Blank Row I I
Insert R ing Task
1351 FE = M&E 1 1 day Tue 4/27/21 Tue 4/27/21 &, Import Qutiook Tasks.. nsert Recurring fas
Insert a task that occurs reqularly
1.3.5.2 =4 - ME&E?2 1 day Tue 4/27/21 Tue 4/27/21 ||

.............................................................................. through the course of the project.
Recurring Task Information x /

Task Name: ‘ ME&E ‘ Duration: E

Recurrence pattern

O paily @ Day E of every DE month(s)

O weekly =
@Monthly OThg Third e Manday ~ | of every I:l . months

O Yearly

Range of recurrence

starts [ Mon 371521 o] Oendatter: |2 |2 occurrences Next assign resources to this recurring task

@ End by: | Mon 5/24/21 “

Calendar for scheduling this task

Scheduling ignores resource calendars

0K | | Cancel
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Critical path C D

 Critical path is a series of tasks that will extend project duration if they are delayed
« Atask is on critical path if total slack = 0 days

 Total slack is the time a task can be delayed without affecting project total duration

» Free slack is the amount of time a task can be delayed without delaying another task

I E [F= Network Diagram More Views X
- -
Etalendar - Views:
Gantt Task = Other Vi
S - = Er VIews = Bar Rollu -
Chart = Usage s New... VIEW FORMAT
Built-In " |Descriptive Network Diagram ) - I ]
1 cantt Char - Mol Gart i Edit.. irce Usage ~ %l E\E D"; 7' Highlight: |[No Highlight] =| Timescale: q Dﬁ
- Mode ~ >  |Gantt Chart irce Sheet ~ ¥ Filter: [No Filter] -| |Days -
| | b c — : -
Tracking Gantt - Gantt with Timeline L Sort Qutline Tables Zoom| Entire
Leveling Gantt Views - . . . ®=Group by: |[No Group] - - \project
@ Reset to Default Milestone Date Rollup Qrganizer... L
- 1ews Data Zoom
e o - Milestone Rollup
@ Save View.. Multiple Baselines Gantt
i W
T3 More Views.. - MNetwork Diagram
Non-Critical task with 2 days slack
one library 0 edays 2 days Thu 4/8/21 Fri 4/9/21 9 N I;,z days
three toilets 0 edays 3 days Wed 4/14/21  Fri4/16/21

o

It is good management practice to reduce project total duration Critical task with zero slack

3/9/2021 Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027
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Change critical path slack from default 0 days

Project Options ? it
General Add space before label ~
i [] Show project summary task
Display
Underline hyperlinks
Schedule

Proofing Hyperlink color: Followed hyperlink color:

Save Text direction options

Language Text direction:

@ Left-to-right
Customize Ribbon

Quick Access Toolbar Cross project linking options for this project: Pure training center const...

Add-Ins Show external successors Show ‘Links Between Projects’ dialog box on open

Trust Center Show external predecessors [ ] Automatically accept new external data

Earned Value options for this project: Pure training center const...

Default task Earned Value method: |% Complete @
Baseline for Earned Value calculation: |Baseline (last saved on Sun 3{7{21) @

Calculation options for this project: | Pure training center const...

[] Move end of com pleted parts after status date back to status date
[ ] And move start of remaining parts back to status date

[] Move start of remaining parts before status date forward to status date
"] And move end of completed parts forward to status date

[] Edits to total task % complete will be spread to the status date@

[] Calculate multiple critical paths®

Tasks are critical if slack is less than or equal to days

~_ oK H(Iancel‘
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Optimizing resource details a

Lesson objectives

« Resource capacity based on availability

 Different pay rates for work resource

 Material resource
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Different resource capacity based on their availability e

Resource Name = Type <~ Material = initials ~ Group « This resource is available 100% for the tasks it is assigned to
vehicle Work v 100% « If two vehicles are available capacity will be 200%
Resource Information *
General | Costs | Notes | Custom Fields
Resource name: Wehicle Initials: W
But sometimes we want to adjust resource capacity Fmait Group:
during different times, for example one vehicle ogenAecout _ o
maybe available from start up to 20 April s q = :
and two vehicles from 21 April until finish date [Jeeneric [ Jeudget
Inactive

Resource Availability

Available From | Available To Units & Change Working Time ...
MNA 4/20/2021 100%
4/21/2021 MNA 200%

3/9/2021 Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027


mailto:info@puretrainingcenter.com

Different pay rates for a resource depending on task

Resource A can be assigned to task X with $10 per day

—) Resource A has different pay rates

Resource A can also be assigned to task Y with $15 per day

Resource Information

pt

Resource Name: | driver Assignment Information X
Cost rate tables

General | Trackingl Notes |

For rates, enter a value or a percentage increase or decrease from the previous rate. Task: Equip the two offices
For instance, if a resource's Per Use Cost is reduced by 20%, type -20%.

Resource: driver
A (Default)) B C D E =

Effective Date

Standard Rate

Overtime Rate

Per Use Cost

$15.00/d

$0.00/h

$0.00

Resource Information

| Mates | Custom Fields
Resource Mame: | driver
Cost rate tables

For rates, enter a value or a percentage increase or decrease from the previous rate.
For instance, if a resource's Per Use Cost is reduced by 20%, type -20%.

A (Default) C D E

Effective Date | Standard Rate Overtime Rate Per Use Cost a
-- £10.00/d £0.00/h £0.00

Work: 5d = Units: 100% =
Work contour: Flat
Start | sat 4/17/21 v| Booking type: Committed
‘ Finish: | Fri 4/23/21 v| cost $50.00

Cost rate table: | B | ™| Assignment Owner:

: I

C

Some| le because the task is Manually Scheduled.
E ——

Select resource pay rate

3/9/2021

Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027
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Different pay rates for a resource depending on time a

Resource A has pay rate of $10 per day in first year  Resource A has different pay rates
I » Project will calculate resource cost based on

Resource A has pay rate of $15 per day in second year :
bay P Y y scheduling of the work resource

Resource Information X
General .......... C OStSI Notes l Custom Fields]
Resource Mame: | driver -y = .
N Initial pay rate is $15 per day
Cost rate tables . . . .
But starting from 20 April, pay rate will increase
For rates, enter a value or a percentage increase or decrease from the previous rate,
For instance, if a resource's Per Use Cost is reduced by 20%, type -20%. 20% 9 20% Of $15 = $l8 (neW pay ratE)
A (Default) B C D E
J Effective Date | Standard Rate Overtime Rate Per Use Cost A Assign Resources X
| $15.00/d $0.00/h $0.00 o ) ]
Tue 4/20/21 $18.00/d $0.00/h $0.00 Task: visit proje.d SIte_
— + | Resource list options
Resources from Pure training center construction project.mpp
Resource Mame R/D | Units | Cost 2 Assign
v | driver 1100% 1$45.00
visit project site 3 days Mon 4/12/21 Wed 4/14/21 8 driver Assign Resources >
3 dayS bEfo re 20 Apl’l| 9 cost=3x15= $45 Task: meeting travel to remote resort

+ | Resource list options

/ Resources from Pure training center construction project.mpp

meeting travel to remote resort 2 days Tue 8/1/21 Tue®/8/21 20 driver
N | Resource Mame R/D | Units | Cost | & _Assign
2 days after 20 April =» cost =2 x 18 = $36 < [driver 100% 1536.00 [ e |

3/9/2021 Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027
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Material resource

Material resources end as project consumes them. Examples are water and fuel

_Type v Material  « Initials v Group ~ Max Units » Std.Rate  ~

fuel Material Liter f $30.00

/

S30 per liter of fuel

Assign Resources X

Task: site visit
Resource list options

Resources from Pure training center construction project.mpp

Resource Mame R/D Units | Cost
v |fuel 5 Liter ($150.00

& | Assign |
|

Assignment cost = 5 liter x $S30 per liter = $150

Assigning material resource will not do work = no effect on task duration
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Optimizing resource assignment e

Lesson objectives

« Delay the start of work for a resource assigned to a task

« Unequal work resource assignment distribution using back-loaded contour

« Check individual resource remaining capacity per day, week, and month
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Delay the start of work resource assigned to a task a

Assume social service project is assigned to a project assistance and monitoring office. The monitoring officer
Can start the task later than the project assistance

Open task usage view

Task May 2, '21
Mode ~« TaskName + Work + Duration - |Start ~ | Finish v Add New Column || Details T T F 5 5 M T
4 equip the computer 14 days 7 days Tue 4/27/21 Wed 5/5/21 Work 2d 2d 2d 2d 2d 2d 2d
lab
project assistance 7 days Tue 4/27/21 Wed 5/5/21 Work 1d 1d 1d 1d 1d 1d 1d
maonitoring officer 7 days Tue 4/27/21 Wed 5/5/21 Work 1d 1d 1d 1d 1d 1d 1d
\ J
FORMAT !
boseine Work 7= L Outine Numbe = Both project assistance and monitoring office
Cost -T Project Summary Task 1
ra ommation Notes Start work at the same time, Tuesday
Actual Cost Detai | Summary Tasks
etails
Details Show/Hide Assignment
Assignment Information X
General] Tracking| Notes |
Details T W T F
equip the computer lab
Work 1d 1d 1d 2d
Resource: monitoring officer
Work: 7d - Units 100% - Work 1d 1d 1d 1d
Flat Work 0d od 0d 1d
Start: Fri 4/30/21 W Committed . . .
CD | | 3 days delayed for monitoring officer
Finish: |Wed 5/5/21 v | $0.00 )
Cost rtgtable: [ 7] And starts on Friday

3/9/2021 Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027
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Unequal time distribution for a work resource assignment e

» Ifaresource is scheduled for 2 day work each 8 hours, the assignment will equally apply 8 hours to day 1 and 8 hours to day 2
« Sometimes we hire new employee (resource) and we want first day to work 2 hours training only, and second day 14 hours
» We can use contour to distribute work over the scheduling time unequally (first day less work, and then gradual increase)

monitoring officer 10 days Mon 3/15/21  Fri3/26/21 Work 1d 1d 1d 1d 1d 1d 1d 1d 1d 1d

Monitoring officer is assigned to task for 10 working days, 1 day equally distributed
But we want less time in the first days, and more work in later days

Task Information 0 > Assignment Information g X

General Predecessors] Resources Advancedl Notesl Custom Fields General ITracking] Notes]
Mame: | Five classes buidling Duration: | 10 days : Dgstl'mated Five classes buidling
Constrain task Resource: monitoring officer
Deadline: | MNA V| Work: 10d : Units: 330% :
vork contour: | AT - |
Constraint type: |’ﬂls Soon As Possible v| Constraint date: ‘ NA > Start: | Mon 3/15/21 V| Committed
: : inish: | Fri 3/26/21 v $0.00
Task type: EEETETTN - | [ cffort driven
Cost rate table: |A V|
monitoring officer 6 days Mon 3/15/21  Fri 3/26/21 Work 0.1d 0.15d 0.25d 0.5d 0.5d 0.75d 0.75d 1d 1d 1d
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Remaining resource capacity per day, week, and month a

Open resource usage view, and set zoom timescale to weeks

TASK RESOURCE REPORT PROJECT VIEW FORMAT
% LI . = =E Work | Overallocation DIH
i . [I& Column Settings ~ || Actual Work L] Cost iy )
dlines Insert ] o S Add | Information MNotes
Column iH] custom Fields [ ] Cumulative Wor Remaining Availability Details
it Columns Details Assignment
Aay June
O Resource Name ~ | Work ~ Add New Ci| Details 5/2 5/9 3/16 5723 5/30
Rem. Avail. 40h 40h 40h 40h 48h
Work 24h

l

Vehicle capacity is 8 hours by 5 days calendar
Hence work per week = 40 hours
Its has work of 24 hours (3 days)

Remaining availability = 3 x 16 hours = 48 hours
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Optimizing project plan 8

Lesson objectives

* Resource allocation states

* Level over allocated resources

* Project cost (budget)
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Resource allocation e

This applies to work resource which affect project duration. Cost and material resources do not do work

» Under allocated (resource assignment < resource capacity)
« Fully allocated (resource assignment = resource capacity)

« Over allocated (resource assignment > resource capacity)

Resource Name v |Work =+ AddNew C|Details - a Foreman4 is over allocated

« foreman4 32 hrs ek i LT Assigned to two parallel task that start on Tuesday
one library 16 hrs Work 8h 8h - . ,
site visit 16 hrs Work ah o Instead of 8 hour capacity, he is working 16 hours
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Level over allocated resource 9

Open resource sheet view and spot over allocated resource marked red

(] @ . Leveling Options
e T Smm . _
> Clear Leveling

Level Level Level Next Overallocati
Selection Resource Al ull Next Overallocation
Level
Resource Leveling X
Leveling calculations
O Automatic @ Manual
Look for overallocations on a | Day by Day ~ | basis

Clear leveling values before leveling

Leveling range for 'Pure training center construction project’

@ Level entire project

O Level

Use this option in the execution phase
To level remaining assignments only

From: | Wed 3/10/21 e

To: | Tue 6/15/21 e

Resaolving overallocations

Leveling order: Standard ~ Apr i1, 21

[]Level only within available slack Resource Name » | Work « Add New Ci| Details T F 5 5 LY T
Leveling can adjust individual assignments on a task 4 foreman4 32 hrs Work 8h &h 8h &h
Leveling can create splits in remaining work site visit 16 hrs Work 8h 8h

[ |Level resources with the proposed boaking type one library 16 hrs Work 8h 8h

Level manually scheduled tasks

| Help ‘ |Clearl_euvei|g_‘ | Level All ‘ | OK | | Cancel
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Project cost (budget)

Open task sheet view, then select tables < cost, and then tables < summary

Total project cost = 51,780

Baseline cost = $890

| TASK RESOURCE REPORT PROJECT VIEW FORMAT — — ] ] —
L Task Name « | Fixed = Fixed Cost ~ Tota ~ Baseline ~ Variance ~ Actua ~ Remaining >
= [FENetwork Diagram - 29 [T Resource Usage ~ 2l BS [E‘ = Hightight: INo Highlightl 1, pyre training centercor]  $0.00 Prorated $1,780.00  $890.00  $890.00  $50.00 $1,730.00
fask E;j:f”?ﬁr Team E”'Re“’““_e T Sont Outine Tables ;'”e“ . E:O ;"te”] design phase $0.00 prorated  $75.00  $75.00 $0.00  $50.00  $25.00
age - =3 Otheriews Planner - ‘T Other Views - - =TTV ORI 4 construction phase $0.00 Prorated  $435.00  $735.00 ($300.00) $0.00  $435.00
fosk Views esource Views Built-In Five classes buidling $0.00 Prorated $0.00  $470.00  ($470.00) $0.00 $0.00

wesv @ Task ~ TaskName > DU cost -
= one meeting hall $0.00 Prorated $250.00 $250.00 $0.00 50.00 $250.00
two offices $0.00 Prorated 5$15.00 $15.00 50.00 $0.00 $15.00
Project total cost and total duration site visit $0.00 Prorated  $160.00 $0.00 $160.00 $0.00  $160.00
. one library $0.00 Prorated 510.00 $0.00 $10.00 $0.00 510.00
Can be viewed from three toilets $0.00 Prorated $0.00 $0.00 $0.00 $0.00 $0.00
PrOjeCt information < Statistics 4 building equiping ph: 50.00 Prorated $130.00 $80.00 $50.00 $0.00 $130.00
Equip the two office $0.00 Prorated $50.00 50.00 $50.00 $0.00 $50.00
Project Statistics for "Pure training center construction project. mpp’ * equip the computer $0.00 Prorated $0.00 $0.00 $0.00 $0.00 $0.00
Start Finish equip the library $0.00 Prorated 50.00 $0.00 $0.00 $0.00 50.00
B Wed 3/10/21 Tue 6/15/21 Setup internet $0.00 Prorated $80.00 $80.00 50.00 $0.00 $80.00
Baseline Wed 3/10/21 Mon 5/24/21 “M&E $0.00 Prorated $0.00 $0.00 $0.00 $0.00 $0.00
Actual Wed 3/10/21 NA M&E 1 $0.00 Prorated $0.00 $0.00 $0.00 $0.00 $0.00
Variance od 16d M&E 2 $0.00 Prorated $0.00 $0.00 $0.00 $0.00 $0.00
Duration Work Cost construction compl 50.00 Prorated $0.00 $0.00 50.00 $0.00 $0.00
Current 69d? 408h $1,780.00 4 samester starting pha 50.00 Prorated $1,140.00 50.00 $1,140.00 $0.00 51,140.00
Baseline 53d 440h $890.00 hire administration $0.00 Prorated 50.00 50.00 50.00 50.00 50.00
Actual 2.23d 8h $50.00 hire lecturers $500.00 Start  $500.00 $0.00 $500.00 $0.00  $500.00
Remaining 66.77d? 400h $1,730.00 students enrollment $0.00 Prorated  $240.00 $0.00  $240.00 $0.00  $240.00
e _ staff salary $400.00 Start  $400.00 $0.00 $400.00 $0.00  $400.00
Duration: 3% Work: 2%
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Optimizing project formatting a

Lesson objectives

« Custom resource groups
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Custom resource groups based on cost

Open resource sheet view

VIEW FORMAT More Groups X hl’- oup "=e"'l-'."'c-'. in "Pure training center construction project g *
urce Usage ~ ('l 7y Highlight: [[Na Highlight] ~| Timescale: .
g %l |:| L _ anhg : aniig ! | Groups: (OTask @) Resource Name: | Copy of Resource &Group [ show in menu
urce Sheet = Sort Outine Tabl YFlIter: [No Filter] - ||| Days N No Group New...
ort Outline Tables Zoom E : : . = i i -~
Views+ o2 xGroup b [NaGraup] B Sy e o s S e
Edit.. p By roup Resource Ascending
fiews Data Built-In — Then By Cost Resource Descending
) . ) i Resource Type
iteria v |Initials  * Group ~ Max Units ~|[No Group] standard Rate | Copy.. | Then By v
Assignments Keeping Outline Structure Work vs. Material Resources - [_]Group assignments, not resources
o]
Complete and Incomplete Resources e — Group by setting for Cost
Resource Group Font: |Segoe UI 10 pt, Bold | Font..
Resource Type
Cell background: | V|
Standard Rate
pattern I
B2 Clear Group
= N o By .
= New Group By.. Apply cancel Define Group Intervals.. | Define Group Interval >
m= '
B2 More Groups.. T .| Field name: Cost
Show summary tasks Group on: Interval ~
Maintain hierarchy Start at: 0 =
Help Group interval: | 100 : I Cancel
9 T - —— :
Resource Mame * Group ~ Max v Pe = Sid. Rate +  Owt. Rate »  Cost > Work -
# Group: No Value 1,050% '50% $880.00 51 days
< Cost: $200.00 - <$300.00 150% 50% $440.00 7 days
Construction firm 50% 50% S$50.00/day  $0.00/hr 5200.00 4 days
Vehicle 100% 100% 5$80.00/day  S0.00/hr 5$240.00 3 days
Cost = pay rate x work
< Cost: $100.00 - <$200.00 $150.00 p y
fuel r/day $30.00 5150.00 5 Liter
4 Cost: $0.00 - <$100.00 900% i00% $290.00 44 days

3/9/2021
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Report project schedule and cost variance e

Lesson objectives

* Report schedule variance
» Did tasks start and finish on time?
* Report cost variance
» Did tasks run under budget or over budget?
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Report slipping tasks

Communicating project status to key stakeholders, such as customers and sponsors,

Is the most important function of a project manager
What is the difference

In real cases, scheduled and what is actually realized differ REPORT | PROJECT VIEW D between status report
Work variance = scheduled — actual s = g and progress report?
Cost variance = scheduled - baseline sources Costs Getting Cus
View Re Critical Tasks
Project Statistics for ‘Pure training center construction projectmpp’ X Late Tasks

Milestone Report

Start Finish Slipping Tasks
Current Wed 3/10/21 Tue 6/8/21
Baseline Wed 3/10/21 Maon 5/24/21 G More Reports..
Actual Wed 3/10/21 NA
Variance od 11d

In this example, finish date has slipped by 11 days

You can also variance table to view schedule, baseline and variance for each task
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Report task and resource cost 0

Current cost = actual cost value — remaining cost value

Task cost over budget when actual cost > baseline cost

Open task sheet, then tables < cost

Task Name « | Fixed + Fixed Cost ~ Tota ¥ Baseline » Variance ¥ Actua * Remaining
4 Pure training center $0.00 Prorated $1,780.00 $890.00 $890.00 $50.00 51,730.00
construction project
design phase S0.00 Prorated $75.00 5$75.00 S0.00 $50.00 5$25.00
4 construction phase $0.00 Prorated $435.00 $735.00 ($300.00) $0.00 $435.00
Five classes buidling $0.00 Prorated $0.00 $470.00  (S470.00) $0.00 $0.00 Open resource sheet, then tables < cost
. Resource Name ¥ Cost ¥ Baseline Cost » | Variance ¥ | Actual Cost  » Remaining =
For the design phase task 4 Group: No Value $880.00 $890.00 ($10.00) $50.00 $830.00
. 4 Cost: $200.00 - <$300.00 $440.00 $450.00 ($10.00) $50.00 $390.00
BUdQEted IS 575 Construction firm $200.00 5$450.00 (5250.00) $50.00 $150.00
We have USEd 550 SO far Vehicle 5240.00 50.00 5240.00 50.00 5240.00
We have only 525 left For the construction firm resource

Cost = S450

Incurred cost so far = 550
Remaining cost = $390

3/9/2021 Pure training center | www.puretrainingcenter.com | info@puretrainingcenter.com | +252906790027



mailto:info@puretrainingcenter.com

Stoplight view of project report

Custom Fields Formula for ‘overbudget’ X
Field Edit formula
(@ Task (O Resource (I Project Type: Number overbudget =
Field | [Cost Variance]
Numberi
MNumber2

Mumberd

Numbers aann el offodher)
Mumbers Variance - Remaining ~ overbudget -
Number? Insert: ‘ Field « | ‘ Function ‘ ‘ Import Formula... ‘ $60.00 $650.00 520,{}[}0_{}0 .
Numbers 50.00 50.00 $0.00 .
| Rename.. || Delete | o | [ea ] $410.00  $410.00 $0.00 ®
Custom attributes e
OiNone O | Lookup... ‘ @ | Formula... | L Graphical Indicators for "overbudget”
Calculation for task and group summary rows i Indicator criteria for
@ Naone O Rollup: ‘ Maximurm W ‘ O Use formula | @ Monsummary rows

O Summary rows

Caleulation for assignment rows I i S
|:| Summary rows inherit criteria from nonsummary rows

P O Project summary

[] Project summary inherits criteria from summary rows

@ Mone O Roll down unless manually entered

Values to display I

(Jpata @ ‘Graphicallndica‘tors... I ‘ Cut Row | ‘ Copy Row | ‘ Paste Row | ‘ Insert Row | ‘ Delete Row

L]

Test for 'overbudget Value(s) Image

oK | ‘ cancel I is less than or equal to 50.00 @

is greater than or equal to 50.00 @
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Critical path duration shortening (crushing)

Highlight critical path tasks on the Gantt view

VIEW FORMAT

urce Usage ~ Al E|E| I:I('l <3 Highlight: |[No Highlight] =| Timescale:
urce Sheet - Z - Y Filter: Built-In
Sort Qutline Tables
Views - - - - HIZ Group by: [No Highlight]
Active Tasks

Completed Tasks
- Duration - | Start Critical

/lews Data

Date Range...

Incomplete Tasks

Late Tasks

Milestones

Summary Tasks

Task Range...

Tasks With Estimated Durations
Using Resource...

x Clear Highlight

MNew Highlight Filter...

73 More Highlight Filters...

This milestone task (construction complete) has exceeded
its deadline on 24 May, and it is on critical path

internet[$80.00]

Setup internet 2 days Mon 5/24/21 Tue 5/25/21
- M&E 2 days Mon 4/26/21 Tue 4/27/21
construction complete 0 days

Tue 5/25/21 Tue 5/25/21 W 5/25

To solve the missing deadline, we can crush (shorten)
Duration of its predecessor task that has not yet
completed

2 IMon 5/24/21 Mon 5/24/21 = | internet[$80.00]

YN
[y
=
[s1]
-
1

Setup internet

- M&E 2 days

construction complete 0 days

Mon 4/26/21 Tue 4/27/21
Mon 5/24/21 Mon 5/24/21 J 5/24

Milestone task

You may need to increase resources for the crushed task. You can also increase overtime

Deadline

() Reduce duration but keep the same amount of work.

restored

Work distributed to the resources, 8 hours for each resource
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Project crushing by adding over time to assigned resources 0

Duration reduced to 0.75 days, but overtime increased to 2hrs. Same amount of work is performed by the resource

- — — e — - - — - P [ ——

i ‘ Setup internet | Duration: | 0.75 days E [Effort driven [ Manually Scheduled | Previous | ‘ Mext |
| Mon 5/24/21 V| Finigh: | Mon 5/24/21 b Task type: | Fixed Units V| % Complete: E
| Resource Name Units Work /Ovt. Work\  Baseline Work | Act. Work Rem. Work &
linternet oh j I
Engineer 1100% h .0h 8h

If the resource has overtime pay rate, then project cost increases
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Address budget problems by optimizing resource cost

Baseline cost was $890
Current cost is $1,791.25

Project over-budget = 890/ 1791.25 = 49.8%

Duration Work Cost
Current 64d? 432h $1,791.25
Baseline 53d 440h $890.00
Actual 2.11d 8h $50.00
Remaining 61.89d? 424h $1,741.25

Right now, the vehicle resource takes the most
Resource cost for the remaining tasks as shown below

Resource Name
Vehicle
fuel

Construction firm

Engineer
internet
driver

The project manager will then check which tasks the vehicle resource is assigned to

Task
Mode = | Task Name

!

students enrollment

» | Duration

3 days

- Start
Tue 6/1/21

- | Finish
Thu 6/3/21

-

The vehicle resource is assigned to the register office team that will enroll students for 3 days at $80 / day
After consulting with team, it was suggested 2 days would be enough

Resource Name >  (Cost

Vehicle | $160.00

» Baseline Cost =

$0.00

Variance
5160.00

$0.00

* Actual Cost = Remaining ~

$160.00

+ (Cost ~ | Baseline » | Variance v Actual Cost ~ Remaining =~

5240.00 50.00 5240.00 50.00 5240.00

$150.00 S0.00 $150.00 S0.00 $150.00

5200.00 5450.00 (5250.00) 550.00 5150.00

$86.25 $195.00 (5108.75) S0.00 $86.25

$580.00 580.00 50.00 50.00 $580.00

$50.00 S0.00 $50.00 S0.00 $50.00
% Complete ~ Resource Mames T W T F 5
0% Vehicle e Vehicle

Duration Work Cost
Current 64d? 424h \ $1,711.25
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Remove no-so-important tasks to reduce project cost 0

In some situations, the project sponsor may not approve your project plan because of over-budget
You may then discuss with them reducing the number of tasks required, as those maybe postponed later in
Operational phase as project ends

TASK RESOURCE REPORT PROJECT VIEW FORMAT
o Duration Wark Cost
5 &b Cut Calibri 11 -] mmoemwm e ¥ Markon Track - Current 64d? 416h $1,620.00
nete D COPY o . P Respect Links > [Baseline 53d 440h $890.00
Ste ¢ FormatPainter B I U DA TF ¥ ® c Actual 2.17d 8h $50.00
Clipboard Font - SchodoTs Remaining 61.83d? 408h $1,570.00
Inactivated tasks will not effect Project cost reduced to $1,620
Scheduling and cost Duration not changed, but work reduced
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Share project report with stakeholders Q

One of the most important tasks required from the project manager is to communicate and communicate all the time

Various reports could be generated
« Completed tasks

* Incomplete tasks

« Cost over budget

« Milestones

 Critical tasks

* Andsoon
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Project closure Q

« End of project learning (stakeholder meeting)

» \erify scope and deliverables (work plan vs work completed)
« Evaluation of accomplishments

« Contracts closure (financial, supplier)

« Administrative (archives)

 Project handover to customer

 Final report and presentation that mirror project proposal
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