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Setup your project

Add project information
Determine project start date
Check / Edit the standard/base calendar
Check / Edit calendar calculation options
Fine-tune your configuration
o Time units, currency, view settings
0 Work and duration calculation units
Save your file

Create your project plan

Input your tasks and create a WBS (work breakdown structure)
0 Tasks and summary tasks
o0 Milestones
o Deadlines
o Constraints
Give your tasks an initial duration / first global assessment
0 Estimated / Elapsed / Normal duration
Determine the task dependencies
o FS/SS/FF
0 Lag/ Lead time
Define your resources
o0 Functional / Named resources / Group resources
o Grouping resources
o Edit calendar information for your resources
Assign resources to your tasks
0 Assign resources button
o Form view
Fine-tune your schedule
o W=D=*U
0 Check task type
o Effort drive tasks
Check over-allocation
Format your schedule
o0 Format Bar Styles for all objects
o Format Bar for one specific object

Track your schedule

Save the baseline

Choose your tracking method & enter actual values
0 Using percentages
0 Using actual duration and actual start/finish
o0 Using actual work

Using time-scaled views (task and resource usage)

Evaluate the progress and adapt your planning

Communicate

Through printing

By creating print screens

With the help of reports

By exporting information to excel
Through the web/intranet



1 Setup your project

Add project information : FILE /7 PROPERTIES

Strategic Plan 2nd quarter 2007 Properties @g]

General | SUMMArY | Statistics | Contents | Custam

Title: Strategic Plan 2007
Subject:

Author:

Manager: Philippe Rideau

Camparny! W CQ-CMD

Cabegory:
Keywords:

Comments:

Hwperlink
base:

Template:

|:| Saye preview pickure

[ o9 l[ Cancel ]

Determine project start date : PROJECT / PROJECT INFORMATION

Project Information for “Strategic Plan 2nd quarter 2007

Start date: Man 40607 w|  Current date:  [wed 16/05/07 .

Finish date: Thu 61207 Skatus date: A o

Schedule fraom: | Project Skart Date |  Calendar: Standard L
All tasks begin as soon as possible. Ericrity: so0 &

Enterprise Custom Fields

Help ] [ Statiskics. .. [a]'4 l [ Cancel




Check / Edit the standard/base calendar: TOOLS /7 CHANGE WORKING TIME

Change Working, lime ﬁ‘l
s [ o cor 3
Cabendar ‘Standand is & base calendar, 1
Lagend: ek on & day b sée ks working times:
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Set the basic time schedule to match days with working time of 7h30 :

Choose Work Weeks / Select Default Time Table / Click Details
Select days to change and set days to the specific working times of your choice

Details for ‘[Default]’ X]

Set working time Far this wark week,

Select dawv(s): (") Use Project default times For these days,
Manday (73 Set days bo norwarking time.

Tuesday () Set day(s) to these specific working times:
Wednesday

Thursday

Sunday

(a4 ] [ Cancel

Set holidays or non working time :

Activate Exceptions tab
Select date or dates in the calendar



Click under name and give a name to your day or period of non-activity
Verify the dates and fine tune by clicking on details

Change Working Time [z|
For calendar: |Standard (Project Calendar) v| [ Create Mew Calendar ... ]
Calendar 'Standard’ is a base calendar. &dd Calendar to Enterprise. ..
Legend: Click on a day to see its working times:

July 2007 | 16 July 2007 is nonwarking,
1 w |Th| F 0

Based an:
Exception ‘holidays' on calendar
‘Standard'.
Exceptions Work Weeks ]
Marmne Skart Firiish A Details. ..
1 |holidays 16/07 2007 31/07 /2007 =
Z | Ascension 150812007 150612007 Delete
|
b

’ Options. .. ] [ [o]4 ] [ Cancel ]

Check / Edit calendar calculation options : TOOLS /7 OPTIONS /7 CALENDAR

fiptions E!
Saros inmiace e |
Erhciuie Cabnuisten peling Collabewsbe !
awt tanaral At [Coiendar

Calorelar opiors or S shoge Man ind quarttee

Wenk, (Lt it Marday w
Dl e starts ! | Tanoary w
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witer a ibaet or ferh dety wahout ol vig o
S S ST e
Weorkireg Time osmmand on e Tock mera
Higears per oy 750 -
s par sk 17,50 =
Detyn pa nih: a .
Skt ul’.\du:|
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Fine-tune your configuration : TOOLS /7 OPTIONS

Time units, currency, view settings
Click on Set as default whenever you want a setting to be permanent

View tab allows you to set outline number for tasks, add project summary task and determine

your currency for the project

Zurrency options for 'Strateqic Plan 2nd quarter,,.'

Placement: CUFFEncy

Qutline options For 'Strategic Plan 2nd quarter, ..’

Show outline number Show summary tasks

Edit tab allows you to minimize space for units

Yiew options For time units in ‘Strategic Plan 2nd quarter.,,.’

Add space before label

Work and duration calculation units

Indent name Show autline symbaol Show project summary task,

Minutes: | V-| Weeks: Ew
Hours: h ~| Months: |mo
Days: d | vears: P |

Decide which units you want to use for work and duration calculations — preferably choose a

different one

Scheduling options For 'Strateqgic Plan 2nd quarter,,.'
Mew tasks: |Start ©n Project Start Date v|
Duration is entered in: Weeks v/
Work is entered in: Days v/
Default task type: Fixed Units v/




Save your file: FILE / SAVE

Save in | [5) omd

B Iy Recent IEEE 164
Documents %Strategic Plan 2nd quarter 2007
@ Desktop Eh}Strategic Plan 2nd quarter 2007+EM

=
Docurnents
9
Computer

‘:ﬂ Iy Mekwork
Places

File name: | strategic Flan 2007 v

Save as bype: |Pr0ject - |

2 ) [ ]




2. Create your project plan

Input your tasks and create a WBS (work breakdown structure)
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Insert new tasks with the Ins key
Move tasks by selecting them and then dragging them to their new location
Delete tasks by selecting them by clicking on their ID number then hitting Del key

Tasks and summary tasks
Use Indent / Outdent buttons to create Summary Tasks:

DS @AY shnagd 9 -0- &

i o = T thowe =8 = B
Use Show to activate a view level on your tasks
Be aware that changes to summary tasks involve all their subtasks/children — deleting a
summary = deleting all subtasks, idem with moving or indenting.

Milestones
To create miles tones set your task duration to 0d

Deadlines

Double click the task or click the task information button to go to TASK INFORMATION and
choose ADVANCED to see the deadline

Task Information E|
General | Predecessors l Resources 'Hdvantedl | Maotes | Custom Fields |
Name: [Reparts completed | uation: [0 3] [Clestiated
Canstrain task
Deadline: \Mon 31/12/07 3|
Constraint type: | As Soon As Possible | Constraint date: |NA v/

Constraints

Avoid using constraints to early in your plan — they tend to block the automatic calculation of
MS Project; to remove them reset a constraint type to As Soon As Possible



Give your tasks an initial duration / first global assessment
Just type in duration in the duration column / field

Differentiate between 10d? — 10ed — 10d or Estimated / Elapsed / Normal duration

You can multiple select several tasks and change duration of multiple tasks by using
the task information button on the default toolbar.
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Determine the task dependencies

To create dependencies:
FIRST select the predecessor task THEN the depending task, and then click the Link Tasks
button on the default toolbar
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— 1121 Aegorts compiesed 20 drys e
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1.1 4.1 Implementation plan Tor 20078 compieied 1.07 derys -]

Use the Predecessor/Successor form view, by splitting your screen, then Right Clicking on the
grey area; then type in the ID or select the predecessor or successor tasks.

§ 143 Comglete ? rogional and AW Hational Workshops s dwhs =
Freceperes | 1121 Fegorts compieted 20 darys ]
Gantt . (U © 1D Comglete § Phase T countny dessbopment mis sions and & whs t= =
: IEEETETUEN NS e em—m
E L] 14,32 & Frase I oountry dervelopment migskong completed 0 ey & L
Gt 1 104 Cohinmibies Ll whe -
chet (Y 1141 Implernertalion phan for 20078 compisted 107 drgs 8
T-] 13 14,5 Complete 7 TaclBnanors workshop for SART and WTo 0,10 whe ==} Hide: Figrm View
— 4 1.1 5.1 Eeep e fnaniber of acllaors 10T days =] Resoirces & Peaderessns
Network. (ST = 106 Comgilete 1 SAFE Framowosk Workshop for 020 5.2 whs = S —
L1 1.4 51 Heep e number of faclbaiors 1,07 derys ] = B T
E 17 = 10T Complete 1 manag eielop wolkshop .71 whe ==]
| 1171 Vekrkstuop compirted 1107 dorgs 8 Racource Juca
| 5 | Riesourcs Werk
Rressunce ost
jame: |mbydrikomertrbsmaondod Qs W 2 [FIEert diven .
Sugt; | Hon 40607 w|  Fegh:  |Fsoome ¥ Tmkope  [PoedUnks | wcompes (0% 3] e
M Predecessor bame Tope Lag - I Eumcessoe Bame Type Lag -
10 | &Phase 2 counbry development missiore o P5 d

Resoure
Graph




FS/ FF 7/ SS

Using the link tasks button tasks are always first Finish to Start (FS) — in Form view you can
change them to either Finish to Finish or Start to Start (FF/SS)

Lag / Lead time

Form view also allows you to set some buffer time (LAG time) or have a task starting before
the predecessor has completely finished (LEAD time = negative LAG time)
Alternatively in the Gant view, you can also double click the lines connecting the tasks

Define your resources : RESOURCE SHEET VIEW

Functional / Named resources / Group resources

You can describe resources with their proper name, their functional description or as a group.
When referring to a group you can set the Max. Units to a equivalent % of the FTE
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Grouping resources
You have to determine possible groups yourself by giving them a name and typing them in
each time in exactly the same way

Edit calendar information for your resources: RESOURCE INFORMATION / GENERAL /
CHANGE WORKING TIME

When resources have specific times of non-availability, or a specific work regime you have to
adapt their personal calendar — this happens in exactly the same way as the base calendar
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Assign resources to your tasks

Assign resources button

By using the Assign Resources button on the main toolbar, then selecting the Resource, then
clicking on Assign:
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Form view
You can also add resources through a resource form in Split window mode, asper your liking:
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Fine-tune your schedule

W=D=*U

After adding a resource an initial equation is applied by the program whereby the Duration is
multiplied by the maximum availability giving birth to WORK — Work does not exist when no
resource has been applied to a task (ASSIGNMENT)

To fine tune assignments, you can either change Work, Duration or UNITS (the intensity with
which work is done). MS Project is going to recalculate according to the type of task and
according to the setting Effort driven or not.

Check task type

There are 3 types of tasks: Fixed units, fixed work or fixed duration. Fixed duration means
that your prefer the program not to change durations, which results in recalculation of work or
of units. With fixed work you express that the work volume should not be changed. Fixed Work
tasks are effort drive by default. In most circumstances fixed units is a good starting point.
However to get MS Project to calculate the way you like, you might have to reset the task
type. Use following table to predict/understand how the program is going to recalculate:

Which value is re- You Change

calculated?

Task Types UNITS WORK DURATION
Fixed Units Duration Duration Work

Fixed Work Duration Duration Units

Fixed Duration Work Units Work

A good way to plan is by assessing the work volume for a task in ‘man days’ or in hours and
then by determining with which intensity the work is being done over time (base on your
experience). MS Project then calculates duration for you (if you left the task type as Fixed
Units)
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1" = 104 Colamibars L1 wks L=
£ ¥ £ »
Maine [country development mssons and agn [uration; W - [#1Effeet driven | Frevess | | Nest
Spt) | Mon 40407 w gl IFai T304 L Task bype: Feend Linitsy %l w Complte: o &
' Reunroe Name Unkx Work Cnll, Wiork | Baseline Wark Ak, Work Rem. Work | &
2  wol :I;ﬁm & F&I iod |od |od Bl

A more advanced way of planning is through TASK USAGE of RESOURCE USAGE Views,
whereby you can enter WORK into a schedule that has a timescale of your liking. Adapt the
timescale by zooming or by Right clicking the Timescale at the top of ANY view and then
clicking on Timescale.

-12 -
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Effort driven tasks

If you have already assigned resources and you add new resources, then MS Project is going
to react either by RE-DISTRIBUTING the allocated work when effort drive is ON, or by just
ADDING new work to the resource and the task when effort driven is OFF

Check over-allocation

Use the Resource management toolbar / GO TO THE NEXT OVER ALLOCATION to detect
possible over allocation. Over allocated resources are going to be in red in the Resource Sheet
views.
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You can then either adapt your schedule manually or use an automatic feature of MS Project to
address over allocation: TOOLS / LEVEL RESOURCES

Resource Leveling [g|
Leveling calculations
() Autamatic (%) Manual
Look for overallocations on a |Da~:.-' by Day V| basis

Clear leveling walues before leveling

Leveling range For 'Strateqic Plan 2nd quarter 2007

(%) Level entire project

i Level Frorn: ||"'"|'2'|'I 40607 |
To |Fri 7/03 008 |

Resolving overallocations

Leveling order: |Stanu:|ar|:| vl

[ClLevel only within available slack

Leveling can adjust individual assignments on a kask
Leveling can create splits in remaining work,
[]Level resources with the proposed booking type

Clear Leveling. .. Level Mo l | oK | [ Cancel

Beware that MS Project calculates everything to the MINUTE and that resources in red DO NOT
necessary mean that they are over-allocated on a week or day basis.

Format your schedule

FORMAT / BAR STYLES
Used to format all the bars of same type of object — you can change the look of the Bars and
the text accompanying the bar

Bar Styles [‘5_<|
| |
Task ~
Mame Appearance | Show For ... Tasks Raow From To
Task e TR 1i5tart Finish 0
Splie Mormal; Split 1iskart Finish
Progress Marmal 1iActual Start CompleteThrough
Miestone o Milestone 1:Finish Finish
Summa | 1:5kark Finish
Projeck Summary 5 Praject Summar 1igtart Finish A
] >
Text Bars l
Skark Middle End
Shape: | V| Shape: Shape; | V|
Iwpe: | vl Patterm: Tipe: | vl
Color: | v caon Color: | vl
- 14 -




FORMAT / BAR
Used to format ONE or SOME SELECTED bars — you can change the look of the Bars and the
text accompanying the bar

l Bar Text ]

Skart Middle End

Sample;

) Resource Hames

[ Reset ] I (o] 4 ] ’ Cancel
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3. Track your schedule

Save the baseline : TOOLS /7 TRACKING /7 SET THE BASELINE

This is the first step to start tracking. All the scheduled values are copied to the baseline
fields.

X

Set Baseline

|Baseline (last saved on Wed 16/05/07) v|

() Set interim plan
Copy |Start,|'Finish |
Into; | StartdfFinish1 |
Far:
@ Entire project
() selected tasks

Foll up baselines:

To all summaty tasks
From subtasks into selected summary task(s)

Set as Defaulk

L Ok ] [ Cancel

Choose your tracking method & enter actual values

To track values the program offers some helping tools like the TRACKING TOOLBAR, the
TRACKING GANTT view and also a TRACKING table.
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Using percentages

When using percentages to track the program enters all the actual values and fields for you .
The % complete field is available at several places or by clicking the appropriate percent
button on the tracking toolbar.

Using actual duration and actual start/finish

Use Update Task button to enter either ACTUAL DURATION or ACTUAL START or/and ACTUAL
FINISH dates.
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Using actual work

Alternatively enter ACTUAL WORK in a Resource Work form view:
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Using time-scaled views (task and resource usage)

The most detailed and powerful way of working is by using a USAGE view (Task or Resource) ,
then by ADDING the ACTUAL WORK field onto the view (RIGHT click work) and by adding
ACTUAL WORK in the appropriate boxes.

-17 -



= Prowisnion of capacl 1515 duys B owke | Wk | G54 105d
Agt W .-'ﬂl_}_ 85
= Prowision of Cap 1515 days Mowhs Work | 1 M| Gfd 105
AW E..'il{ 850
= Complete M 3 duys 1547 wha B Wbk | 1 L BEd MEd
Aot | B L]
. e == -
At o Wk B51 Bsd
& s o [T heed Work 1A A5
Aot 154 154
e 40 days = Cumulstive Work | !l:l.‘ "
Al Bursehne YWork. 3 3
[N 20 days « | Ve ot | H.‘ ad
Al dd 4
Mepotscc  Odwys  Oomys weq ARG [ | SN ET s
Al W
= Complets 71 LEE dwhe Wk
Add. W

Mmports o 0y Hdwys | Wik

€ Resottes  Oaws  Uawn | Vkeh I | I I i I I |

Evaluate the progress and adapt your planning

Use the Tracking Gantt to evaluate progress in comparison to the baseline; the Tracking Gantt
also shows the Critical path, allowing to easily detect those tasks which you should adapt first
when you try to get your project back on schedule.
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4. Communicate

Through printing

The basic rule for printing is : first get the information on the screen as you would like to see it
printed, then choose FILE / PRINT PREVIEW.
LEGEND and options can be found in FILE / PAGE SETUP.

By creating print screens

Use the COPY PICTURE button to make more advance print screens to be used in PowerPoint
and Word.

Copy Picture E|

Render image

{:} Far printer
() To GIF image File:

| Browse, ..

Copy
{3_} Rows on screen
() selected rows
Timescale
(*) As shown on screen
O From: | Tue 1j0S/07 v| To: |Wed 26/03/08 v/

[ oK I[ Cancel ]

With the help of reports : REPORT Menu

The Report Menu gives you access to preconceived reports, which you can also Edit asper your
convenience.

Reports &|

- =
= s

OveErview, .. Current Activities, .. Cosks, ..
g | [

fssignments. .. \Workload. .. Zuskom, ..
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By exporting information to excel or to html/ the web

You can use COPY/PASTE from any worksheet view in Project. But you can also you FILE /
SAVE AS TYPE to choose the export wizard inviting you to use or create a MAP for export to
Excel.
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B ars D9 | pca st Excoel Weorkiook =
Froject -~
o A
S 'T'\-u: ot 2000 - H00) p—
s b sl o ke
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Export Wizard - Resource Mapping

Map Resources Daka
Destination worksheet name: Export filker:
|'-.-'-.-'h|:| Dioes What |.ﬁ.II Resources V|
Verify or edit how wou want to map the data.
Mame L
Fram: Microsoft Office Project Field To: Excel Field Data Tvpe
Resources and Assignments Texk B E
Skart Skart Text Move
Finish Finish Teuk
Work, Scheduled Work, Texk E
w
[ Add Al ] [ Clear All ] [ Insett Row ] [ Delete Row ] [Bage on Table. .. ]
Preview
Project:  |Mame Skart Finish Wi'ork
Excel: Resources and AssiStart Finish Scheduled ork,
wrol Maon 11)06/07 Fri 7j12)07 39 davs
Preview: |wcoZ Mon 40607 Fri 7/03/05 9z,5 days
w3 Maon 11/06/07 Fri 13/07/07 20 davs
) >
: i - 20 -
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10 basic insights to better master MS Project

1. MS Project is a database
All views and tables show the same data from different perspectives.

2. MS Project is a calculator
Everything is recalculated to minutes. And then shown in time units as per your configuration
settings.

3. Start each project schedule by checking your basic configuration settings
These include your default calendar, the calendar calculations, metadata, currency and time
settings.

4. Let MS Project calculate
Let it calculate start and end times for you !

5. MS Project is already programmed to be asap ;
Don’t put constraints initially; if needed put them in when project is ongoing.

6. Use an outline code to discern your task levels and WBS structure
You can use the default one or your own.

7. Each of the input fields have 3 faces, personalities or characteristics

Input happens in duration | work | cost fields — but to be able to manage a project you need 3
versions of those fields: scheduled | baseline | actual — different versions are shown in
different views and tables.

8. Set the timescales to weeks and month for easier management

The default setting is by days and weeks — in many cases a key to mastering views and
schedules is triggered off by zooming out the time scale to weeks and months. This makes
assessing over allocation (in weeks) much easier to handle too.

9. Think in work-terms as much as possible.

Distinguish between work and hours. If you prefer work in “man days”, do so, but then
express duration in weeks.

Work only exists when resources are assigned, which triggers off the formula W =D * U .
Have a good eye on the task type at all times.

10. Tracking a project = entering actuals
To track values, search for the appropriate ‘actual’ field and enter the data.
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