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About the Student

Please give a brief introduction covering the following aspects:
= Education

= Work Experience — Years, Industry, Roles

= Project Management Experience

= Purpose of wanting to learn Microsoft Project

= Anything else you think is important for me to know

OVER TO YOU !
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Agenda

1. BASICS OF PROJECT AND PROJECT MANAGEMENT
= Definition of Project
= Definition of Project Management
= Product Life Cycle and Project Life Cycle
= Constraints in a Project
= Essential Conditions for success of a project

2. WORK BREAKDOWN STRUCTURE
= Create WBS

= WBS based on phases of Project

= WBS based on Major Deliverables of Project
= WABS for construction Project

= Exercise

3. ESTIMATION
= Principles of Estimation

= Bottom Up Estimation using WBS
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Agenda

4. BASICS OF SCHEDULING
= Understanding a Schedule

= What is Scheduling?

= Examples of Schedules
= Define Activities

= Sequence Activities

= Precedence Diagramming Method
= Types of Relationships
= Types of Dependencies
= Task Network Diagram
= Activity Duration

= Critical Path Method

= Exercise

AZURITE PROJECT TRAINING AND CONSULTING PVT LTD (OPC) 2014 5




Agenda

5. MICROSOFT PROJECT - STEP 1
= Layout
= Setup Options
= Task Types
= Setup Work Column
= Setup Project Information

6. MICROSOFT PROJECT — STEP 2
= Entering Tasks

= Task Duration Calculation

= Task Rule

= Summary Task and Milestone Task
= Creating Tasks in WBS Format
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Agenda

7. MICROSOFT PROJECT — STEP 3
= Task Relationships

= Setting Parallel Paths

= Types of Task Links

= Constraints and Deadlines
= Setting a Constraint

= Setting a Deadline

8. MICROSOFT PROJECT — STEP 4
= Calendars and Creating a Calendar

= Resources and Assigning Resources
= Over Allocation of Resources

= Resource Levelling

= Guidelines for Resource Levelling
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Agenda

9. MICROSOFT PROJECT — STEP 5
= Baseline
" Tracking
= Reports

Impact of Task Types

Manual Scheduling
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Definition of Project

A Project has the following three characteristics :

= UNIQUE

Every project creates a different product, service or result. E.g, construction of a
shopping mall. Assembly line manufacture of car parts is NOT a project.

= TEMPORARY

Project has a definite beginning and end. Project is said to complete once objectives are
achieved. E.g., construction of flyover with a project deadline. Ongoing work in HR and
Finance departments are NOT projects.

= PROGRESSIVELY ELABORATED

The project scope is broadly described early in the project and made more explicit as
the project progresses. E.g., When starting to build a house you need to have a broad
layout plan in front of you which will be elaborated as the construction progresses.
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Definition of Project Management

The application of KNOWLEDGE, SKILLS, TOOLS and TECHNIQUES to project
activities to meet project requirements
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Product Life Cycle

A Product Life Cycle is undertaken to launch a Product. It may have SEVERAL
PROJECTS [each with their own project life cycles] and OPERATIONS. Product
phases are generally SEQUENTIAL and NON-OVERLAPPING.

Manufacture Car [Operations]

Launch Car
[Project] Car becomes

obsolete

Design Car
[Project]

Sample Product Life Cycle for a Car Model
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Project Life Cycle

= Project Life Cycle includes all phases required for a project to create a product,
service or result

= |t is Industry specific and can be different for different projects
= |t is divided into project phases for better control of the project
= Phase end reviews are conducted to assess project progress

= Phases can be either sequential or overlapping

= Phases can occur only once or be lterative

= Common Project Life Cycles in IT Industry :
I.  Waterfall Model

ii. V-Process
iii. Agile
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Project Life Cycles in IT Industry

Requirements Design Coding Testing User

Gathering Acceptance

Sample Waterfall Model

. eUser
REqUIreMEeNnts I eI entes

Gathering Test Case
Preparation

e|Integration
Test Case
Preparation

' «Unit Sample V-Process Model
Coding Test Case
Preparation
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Constraints in a Project

= Constraints are factors which project managers must manage
simultaneously in a project.

= The three major factors are Scope, Time and Cost which are also
called as Triple Constraints.

= Other important factors are quality, customer satisfaction, risk and
human resources.
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Conditions for Project Success

When do we say a Project is successful?

A. When Project satisfies Predefined Project Success Criteria relating to TIME, COST
and QUALITY

= Top 5 conditions for Projects to be successful:
i. Thorough Project Planning and review throughout the Project
ii.  Overall Goals of the Project should be clearly specified
iii.  Project should have clear reporting and communication lines
iv.  The core project team needs to be fully competent

v.  Allimportant stakeholders should be committed to Project’s success

Source : https://www.apm.org.uk/conditions-for-project-success
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Create WBS

= After defining project scope, the project deliverables need to be broken down
into smaller, more manageable components

= This is done by a technique called Decomposition which produces the Work
Breakdown Structure [WBS]

= WBS is an hierarchical decomposition of the work to be carried out.

= The deliverables are identified at the lowest level of the WBS known as Work
Packages

= Work Packages are further decomposed into activities that represent the work
effort required to complete the work package

= WBS can be created based on the phases of the project or based on the major
deliverables
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WBS — based on Phases of Project

Travel Portal

Project

Requirements

Gathering Design Coding Testing

High Level Low Level

Requirements
Document

Design
Document

Design
Document
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WBS — based on Major Deliverables

Travel Portal

Project

1
[ [ |

Airline l Train \ l \ l Hotel \

Module Module Bus Module Module

[ I | |
l Search \ l . \ l Search \
Route Book Ticket Route
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WBS — Combination of phases and

deliverables

Low Level
Design

Document
| J

Airline Train Module Bus Module
Module
y, 7 g

l Hotel Module
J




WBS for Construction Project

City Center

Office Building
Addition Project

Design and

: ) Foundation Structure
Engineering

Preliminary Block A

Diare Detail Drawings
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Exercise

For your current/previous Project :

= Create WBS based on phases of Project
i. Identify phases of Project
ii.  ldentify Work Packages for each phase
iii.  Identify Activities for each Work Package

= Create WBS based on major deliverables of Project
i. Identify major deliverables of Project
ii.  ldentify Work Packages for each major deliverable
iii.  Identify Activities for each Work Package
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Principles of Estimation

= Estimate is an FORECAST of the Effort or Duration or Cost of a Project

= |t is usually expressed as a point estimate with an percentage range of variance
= Lower the variance more the accuracy of the Estimate

= Rarely Estimate can be given with 100% Accuracy

= Example:
i.  Estimated Man-hours required to construct a house is 50000 hours +/- 20%

ii. Estimated Duration to complete construction of a house is 12 months +/- 10%
iii. Estimated Cost of constructing an house is 30 Lakhs +/- 15%

= To be able to Estimate Effort/Duration/Cost it is necessary to know the Size of the
Project

= Size of Project is calculated based on Requirements

= Hence accuracy of Estimates depends on Clarity of Requirements
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Bottom Up Estimation

Bottom Up Estimation:
= Can be used when requirements are well defined.

= WABS is prepared for all requirements and work packages identified.
= Activities for all work packages are identified.

= Estimation is done for each activity of a work package with the greatest level of
specified detail and then aggregated.

= QOther Estimation techniques can also be used to estimate at activity level.

= The estimate for a work package is the cumulative effort of all activities of that
work package.

= The estimates of all work packages are then “rolled up” to derive estimates of
different phases of project as well as overall project.

= Thisis called as 100% Rule. The estimate of a parent node is equal to cumulative
estimates of its child nodes.

= This technique is time consuming and costly. But also more accurate than other
techniques.
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Bottom Up Estimation - Example

Project Neo

Effort =
60+40 = 100 hours

Work Package X Work Package Y

Effort = Effort =
20+40 = 60 hours 30+10 =40 hours

Activity A Activity B Activity C Activity D

Estimated hours —
10 hours

Estimated hours — Estimated hours — Estimated hours —
20 hours 40 hours 30 hours
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Understanding a Schedule

A schedule or a timetable, as a basic time-management tool, consists of a list of
times at which possible tasks, events, or actions are intended to take place, OR
of a sequence of events in the chronological order in which such things are
intended to take place. ~ wikipedia

Date/Day Match Place Day/Night
Feb 14 - Sat | New Zealand v Sri Lanka Christchurch Day
Feb 14 - Sat | Australia v England Melbourne Day/ night
Feb 15 - Sun | South Africa v Zimbabwe Hamilton Day/ night
Feb 15 - Sun | India v Pakistan Adelaide Day/ night
Feb 16 - Mon |Ireland v West Indies Nelson Day
Feb 17 - Tue | New Zealand v TBC Dunedin Day
Feb 18 - Wed | Bangladesh v Afghanistan Canberra Day/ night
Feb 19 - Thu |Zimbabwe v TBC Nelson Day
Feb 20 - Fri | New Zealand v England Wellington Day/ night
Feb 21 - Sat | Pakistan v West Indies Christchurch Day
Feb 21 - Sat | Australia v Bangladesh Brisbane Day/ night
Feb 22 - Sun | Afghanistan v Sri Lanka Dunedin Day
Feb 22 - Sun | India v South Africa Melbourne Day/night
Feb 23 - Mon | England v TBC Christchurch Day
Feb 24 - Tue | West Indies v Zimbabwe Canberra Day/night
Feb 25 - Wed | Ireland v TBC Brisbane Day/ night
Feb 26 - Thu | Afghanistan v TBC Dunedin Day

Task Name

Gentdy scope

Virte functonsl specifcatons

Develop appicaton
Hand 011 bukd
Test bokd

Foc bugs

Release 1o manylacturng
- Release

Manyfacture product
Tron suppont eam

Owatoe | St | Fubn {3 Oveer L Ooaer 1ot
Jon | 0 [Aug Sep| Oct | Nov|Dec| Jan [Feb ! Mar

Wdays Thub2608 Wed 82008  (peemmy
1060y Tho62008  Wed 7508

Ndayy Thul008 Wed 2008

90days  Thu 82108 Wed 122408

G0deys  ThuB2008 Wed 1111208

0days Wed 111208 Wed 111208 1
15deys Th 1IN008 Wed 12008

ey Thu 12408 Wed 122008

0cdays Wed 122008 Wed 122008

2days Thu 122608 Wed 12009

1$d0ys Th 122008 Wed 11400

00y T iNS0h Wed 12009

Odays Wed 12000 Wed 12009

2

¢
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What is Scheduling ?

* Project Charter
* Scope Baseline
e Historical Data
e Resource Calendars

Scheduling is the process of
arriving at a schedule using
appropriate tools and
techniques given certain
inputs

e Decomposition
® Precedence Diagramming Method
Key Tools and [ Estimation Techniques

(-8 le1t- | © Resource Optimization Techniques

e Activity List

e Activity Attributes
* Milestone List

e Schedule Baseline
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Examples of Schedules

School Time Table

Airport/Railways/Bus Schedules
Cricket Match Schedules
Anything else you can think of ?

How important is scheduling in above examples?

As you can see Scheduling as a concept is used widely and is not specific to only Project
Management

In PMBOK Scheduling is part of Time Management process group which has the highest number
of processes defined among all Knowledge groups [7]
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Define Activities

= The WBS work packages are further broken down into ACTIVITIES or TASKS.
= This results in what is called as an Activity List.

= Activity List includes all the activities that are required for the project and
described in sufficient detail so that others can understand.

= Example: Activity List for Work Package “High Level Design Document”

Activity ID

1.2.1.1 Get Inputs for High Level Design Document
1.2.1.2 Prepare High Level Design Document
1.2.1.3 Review High Level Design Document
1.2.1.4 Rework High Level Design Document
1.2.1.5 Obtain Sign Off from Customer
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Define Activities

Activity List for Work Packages under “Low Level Design Document”

Airline Module 1.2.2.1.1 Prepare Low Level Design Document
1.2.2.1.2 Review Low Level Design Document
1.2.2.1.3 Rework Low Level Design Document

Train Module 1.2.2.2.1 Prepare Low Level Design Document
1.2.2.2.2 Review Low Level Design Document
1.2.2.2.3 Rework Low Level Design Document

1.2.2.5 Consolidate all LLD’s
1.2.2.6 Obtain Sign Off from Customer
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Sequence Activities

" |dentify and document relationships among project activities.
= Tasks have an inherent dependency with few other tasks.

= For example testing activity depends on coding activity to have already been
performed. Hence we can say that PREDECESSOR of testing activity is coding
activity. These type of tasks need to be done in sequence.

= Few tasks do not have dependency on each other. For example coding for
different modules A and B can be independent of each other. Such tasks can be
done in parallel.

= |dentifying tasks which have the potential to be done in parallel is an important
aspect of scheduling.
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Precedence Diagramming Method

= Relationships among activities are shown using Precedence Diagramming
Method [PDM].

= In this method all activities are shown in boxes/nodes. The nodes are
connected with arrows that indicate the type of relationship.

= Example:

Activity A Activity B

= Here Activity A is PREDECESSOR to Activity B.

= This is an example of Finish to Start Relationship since only on completion of
Activity A can Activity B be started.
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ypes of Relationships

Activity A
Finish to Start

Activity A Activity B

Finish to Finish

PDM can show four types of relationships : Activity B

Activity A
Activity A Activity B

Start to Start

Start to Finish Activity B
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Types of Dependencies

Mandatory Dependencies :

These are inherent in the nature of work or obligated by contract.

Prepare Review

HLD HLD

Discretionary Dependencies :

These are applied as industry practice or is desired in the project

Prepare Prepare Prepare Prepare
LLD for LLD for LLD for LLD for
Airline Train Train Airline
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Task Network Diagram

Sequencing activities for Work Package “High Level Design Document”

Get

Inputs for
HLD

Prepare Rework Obtain

HLD HLD Sign Off

Sequencing activities for Work Packages for “Low Level Design Document”

Prepare
LLD for Review Rework
Airline
Consolidate
LLD’s

Prepare
LLD for Review Rework
Train
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Activity Duration

= Number of work periods needed to complete the activity.

= Duration of an activity is calculated using the Task Rule which is as follows :
Work = Duration * Resource Units

i. Work is the Effort estimated for the activity. Various Estimation techniques discussed previously can be
used. This is usually expressed in hours.

ii.  Resource Units equals the number of resources that are assigned to the activity and the number of hours
per day they are available for this activity.

iii.  Duration calculated from above Rule is usually expressed in days.

= Example:

An High Level Design Document is required to be prepared. It’s estimated effort is 40
hours. Two resources are assigned to it. Both of them can spare 4 hours each daily
for this activity. What is the Duration of this Activity ?

Duration of activity is 5 days.
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Critical Path Method [CPM]

This method involves the following steps :
= Calculate the Duration for all activities on the Task Network Diagram.

= Calculate the early start [ES], early finish [EF], late start [LS] and late finish [LF] for all
activities by using Forward pass and Backward pass techniques.

= |dentify number of paths on the Network Diagram.

= Calculate the total duration of each path.

= |dentify path with longest duration. This path is called Critical Path.

= The Critical Path Duration will be the MINIMUM Project Duration.

= Calculate Total Float for all activities with the formula [LS-ES] or [LF-EF].

= Total Float is the amount of time an activity can be delayed without delaying the
project finish date. Float is also called as Slack.

= |dentify Activities on Critical Path. These will have zero float which means they HAVE
to start and finish on time.
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| | | u St rat| O n Customer wants Project to

Be completed in 25 days.
ES EF s this feasible?

Float= LF-EF=LS-ES Path ABE = 17 days

Float =4 Path ACDE = 21 days

ACDE is Critical Path.
Project Duration is 21 days

Float =0

Float =0

Float =0

LS LF
17
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Exercise

ES EF

Float =3

Coding of
Ul for
Module A

Coding of
Ul for
Module B

Testing of
Ul for
Module A

Testing of
Ul for
Module B

LS LF
6 9

Float =3

Float =0

Float= LF-EF=LS-ES

ES

Integration
Testing

LS
9

EF

LF
13
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Exercise

What is Critical Path Duration ?

ES EF Total Floats?
13 25

Path ADF = 19 days
Float =0 Path BCDF = 29 days
Path BCEF = 24 days

Path BCDF is Critical Path

Float =10

Task A

LS LF L5 LF

1013 132 Float =0

LS LF
5 13

Float =0

Float =0

LS LF _ Float= LF-EF=LS-ES
8 g5 Float =5
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Layout

Open a new Microsoft Project Document
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Setup - Options

Go to File -> Options -> Schedule
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Setup - Work Column

In the Gantt Chart view
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Setup - Project Information

In the Gantt Chart view
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Entering Task

In the Gantt Chart view
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Task Duration Calculation

In the Gantt Chart view
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Task Rule

In the Auto Scheduled mode Microsoft Project follows task rule which is defined
below :

Work = Duration * Resource Units [1 Resource unit = 8 hours]

(L When two of the above three variables are provided to the tool, it will calculate the third
variable using the task rule.

) If Task Type “Fixed Work” is used the user has to provide Work and Resource details and the
tool calculates Duration.

1 If Task Type “Fixed Duration” is used the user has to provide Duration and Resource details
and the tool calculates Work.

1 If Task Type “Fixed Units” is used the user has to provide Resource details and either Work
or Duration. The tool calculates the third variable.

(1 In all the above cases whatever variable is “Fixed” will not be modified by the tool.
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Summary Task and Milestone Task

In the Gantt Chart view
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Creating Tasks in WBS Format —
Exercise

Create a Schedule for the following list of activities:

Activity ID Activity Name Effort [Hrs]
1 Travel Portal Project
Design
1.2
ACtIVIty |d High Level Design Document
indicates ~ 11£2i11 — _ . Effort required
2.1, puts for High Level Design Document 16
WABS Level - 1.2.1.2 Prepare Hig: Levell Design Document 40 Afor Only last
1.2.1.3 Review High Level Design Document 8§ &
1.2.1.4 Rework High Level Design Document 8 Ievel Of WBS
1.2.1.5 Obtain Sign Off from Customer 8
Low Level Design Document
1.2.2
1.2.2.1 Airline Module
1.2.2.11 Prepare Low Level Design Document 24
1.2.2.1.2 Review Low Level Design Document 8
1.2.2.1.3 Rework Low Level Design Document 8
1.2.2.2 Train Module
1.2.2.2.1 Prepare Low Level Design Document 24
1.2.2.2.2 Review Low Level Design Document 8
1.2.2.2.3 Rework Low Level Design Document 8
1.2.2.5 Consolidate all LLD’s 16
1.2.2.6 Obtain Sign Off from Customer 16
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WBS for Travel Portal Project

In the Gantt Chart view
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= 8 - Obtain Sign Off from Customer 1day 8hrs Thu 4/16/15
% 9 - 4 Low Level Design Document 1day 112 hrs Thu 4/16/15 Thu 4/16/15
E 10 - 4 Airline Module 1day 40 hrs Thu 4/16/15 Thu 4/16/15
E 11 - Prepare Low Level Design Document 1day 24 hrs Thu 4/16/15 Ws | |
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Task Relationships

In the Gantt Chart view
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Task Relationships

In the Gantt Chart view
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Types of Task Links

Task Rcsoun.e Project View [ © 0 &
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Constraints and Deadlines

= To keep a tighter control on when activities get executed.
= There are 8 constraints in total out of which 2 are flexible.

= The flexible constraints are “As soon as possible” and “As late as possible”. These
are default constraints depending on whether forward or backward scheduling was
selected under project information.

= The remaining 6 constraints are inflexible and are associated with a calendar date.

= Constraints override predecessor relationships. Even though the task link continue
to be shown they are not maintained once constraints are set.

= They are recommended only in case of external dependencies which need to be
tracked.

= Deadlines are better recommended for tracking customer drop dead dates.

= Deadlines do not override predecessor relationships.
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Setting a Constraint

In the Gantt Chart view

—
EHS @ EBD 5 GANTT CHARTTOOLS  Mew M
FILE TASK RESOURCE REPORT PROJECT VIEW FORMAT Microsoft account = ﬁ x
& Cut FErrram—— i Task - # Find -
] [ ] TEENE Muioe - A N " ) = * Go to Task Information
ER Col 4 . - 1Summa
Paste i B I U M- A~ % 5 s @ €5 % Respect Links Manually | Auto Inspect Move Mode o Inforifation Scroll
& Farmat Painter = = o P Schedule Schedule - = - @ Milestone Y Add to Timeline 15 Task [&] Fii »
Clipboard Font [ Schedule Tasks Insert Properties Editing A (] Se I e Ct Ad Va n Ce d Ta b
HzJ ‘&WAM ‘EMAM |1EWJ\M |11:00AM |12:DB P ‘W:OD P |2,0D PM |3:00 PM |4:|}0 PM |
= Start Finish
= Tue 421115 Add tasks with dates to the timeline
=

Select Constraint type
. ‘ . — — . vb
o 2o D = i s e i v e e e i b Select Constraint date

Task A 0hrs  1day  Tuea/21/15 Tues/mfis | — .
g Click OK
Genera[l Predecessorsl Resources Adw: Motes | Custom Heldsl
= 4
Mame: | Task A ‘ Duration: | 1 day Estimated
Constrain task
.
Indicator e
=] / ; Ao
E Constraint type: Start No Earlier Than 4@ || Constraint date: | Tue 4/21/15 v
E As Late As Possible
& Task type: As 500 As Possible | Effort driven
Finish Mo Earlier Than
Calendar: Finish No Later Than Scheduling ignores resource calendars
Must Finish On
WS cone: Must Start On

Earned value metho
Start No Later Than

DMarktaskas milestone

OK Cancel

E) MNEW TASKS : AUTO SCHEDULED

€M a 9 rallr1]

AZURITE PROJECT TRAINING AND CONSULTING PVT LTD (OPC) 2014



Setting a Deadline

In the Gantt Chart view
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Calendars

-zzhﬁre are three calendar templates on Microsoft Project : Standard, Night Shift and
ours

= Create a new calendar using one of these

3 Chal?ge working time for this new calendar by changing default details under work
weeks.

= Provide location holiday list under Exceptions

= Set Project Calendar under Project Information

= Assign Resource Calendar to resources under resource sheet

= Track Resource specific leaves under Exception of Resource Calendar
= Assign Task Calendar to tasks under task information

= Create multiple calendars for teams working at different locations
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Create g Calendar

In the Gantt Chart view
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Resources

= Create Resources under Resource sheet

= Resources are of three types:
= Work — People and equipment

= Material — Consumables
= Cost — Associated with an activity

= |f a resource is available for less than 100% for this project specify it under
Maximum Units.

= Provide Standard Rates, Overtime Rates, Cost per Use
= Under Resource Tab use Assign Resources to assign resources to tasks

= Use Resource Pool to share resources across projects
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Resource Sheet

In the Resource Sheet view
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Assigning Resources

In the Gantt Chart view
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2 - 4 Design 14days 192 hrs Thu 4/16/15 Tue 5/5/15 ] C | | C k A SS | g n
3 - 4 High Level Design Document 9 days 80 hrs Thu 4/16/15 Tue 4/28/15
4 - Get Inputs for High Level Design 1day 16 hrs Thu 4/16/15 Thu 4/16/15
Document
5 - | Prepare High Level Design Document 5 days 40 hrs Fri4/17/15 Thu4/23/15 4 Resourcel
6 - Review High Level Design Document 1 day 8hrs Fri4/24/15 Fri4f24/15 5
7 - Rework High Level Design Document 1 day 8 hrs
B 8 - Obtain Sign Off from Customer 1day 8hrs
% g -y 4 Low Level Design Document 5 days 112 hrs Task: Prepare High Level Design Document
T T : :
E 10 - 4 Airline Module 3 days 40 hrs 5ot tonbn
E 11 - Prepare Low Level Design 1day 24 hrs Resources from Travel Portz
< Document L
4] Resource Name
12 - Review Low Level Design 1day 8 hrs Resource 1
Document Resource 2 Remove
13 - Rework Low Level Design 1day 8hrs Replace...
Document
14 L 4 Train Module 3 days 40 hrs Siah
15 - Prepare Low Level Design 1day 24hrs |
Document
16 L} Review Low Level Design 1day 8hrs E.é'f_|
Document
17 - Rework Low Level Design 1 day S hrs Hold down Ctrl and click to select multiple resources
Document

READY

B NEW TASKS:

e B a

WUTC SCHEDULED

9
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Over Allocation of Resources

= Resources who are over allocated will have warning indicator

= Details of over allocation can be seen from Resource sheet, Resource Usage and
Resource Graph.

= To resolve over allocation Resource Levelling technique is used

= The Resource Levelling options are:

= Automatic — Once set the tool ensures no Resource is over allocated. But there can be
many under allocations resulting in project date getting extended.

= Manual —

iii.
iv.

Here tool looks for over allocation on minute or hourly or daily or weekly or
monthly basis.

Entire Project or only a set of activities can be levelled.
Levelling order can be specified.

Actions the tool can/cannot take can be specified.
Level for selected Resources or Tasks.
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Over Allocation

In the Gantt Sheet view

—
BHS & kD = GANTT CHART TODLS Travel Portal Project - Project Standard % x
FILE TASK RESOURCE REPORT PROJECT VIEW FORMAT Microsoft account ~ m x

Over Allocation highlighted
in Indicator column

&l s ] [ ) ol

Compare New Dashboards Resources Costs In Progress Getting Custom Recent  Visual

Projects  Report~ 4 = 2 £ Startedr - = Reports
Project View Reports Export ~
[]
Task Baseline Actual Remainj | May 3,
0 Mode ~ | Task Name » | Duration ~ | Work - ~ Work - Start ~ Finish + | P = | Resource Names ~«|[||W|T | F | S |5 M
6 - Review High Level Design  1day 3 hrs 8hrs Tue 4/28{15 Wed4/29/15 5 Resourcel Resource 1
Document
7 - evel Design  Lday 8 hrs 0hrs 8 hrs 8hrs Wed 4/29/15 Thu4/30/15 6 Resourcel Resource 1
Document 1)
N | 5 Obtain Sign Off from 1day 8 hrs 0hrs 8 hrs 8hrs Thu 4/30/15 Fri5/1/15 7  Resource 1 - Resource 1
Customer
9 - 4 Low Level Design Document  20.25days 112 hrs 0hrs 112 hrs 112 hrs Thu 4/16/15 Thu 5/14/15 [
10 - 4 Airline Module 5 days 40 hrs 0 hrs 40 hrs 40 hrs Fri5/1/15 Fri 5/8/15 I
1 | = Prepare Low Level Design 3 days 24 hrs 0 hrs 24 hrs 24 hrs Fri 5/1/15 Wed5/6/15 8 Resourcel e
= Document
E
5 12 |§ - Review Low Level Design (1 day 8 hrs 0hrs 8 hrs 8hrs Wed 5/6/15 Thus5/7/15 11 Resourcel
E Document |
E 13 =3 Rework Low Level Design 1day 8 hrs 0hrs 8 hrs 8hrs Thus/7/15  Fri5/8/15 12 Resource 1
s Document
14 - 4 Train Module 5 days 40 hrs 0hrs 40 hrs 40 hrs Fri 5/1/15 Fri 5/8/15
15 ’ - Prepare Low Level Design 3 days 24 hrs 0 hrs 24 hrs 24 hrs Fri5/1/15 Wed5/6/15 8 Resource 1
Document
16 L3 Review Low Level Design 1day Bhrs 0 hrs Bhrs 8hrs Wed5/6/15 Thu5/7{15 15 Resource2
Document
17 - Rework Low Level Design 1day Bhrs 0 hrs 3 hrs 8hrs Thu5/7/15  Fri5/8/15 16 Resource 2 L
Document
18 - Consolidate all LLD's 2 days 16 hrs 0hrs 16 hrs 16 hrs Fri5/8/15 Tue 5/12/15 17,1 Resource 1
19 - Obtain Sign Off from 2 days 16 hrs 0hrs 16 hrs 16 hrs Tue 5/12/15 Thu5/14/15 18 Resourcel
Customer -

READY "5 NEWY TASKS : AUTO SCHEDULED

=mE|B a 9 [x3] 3w
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Over Allocation

In the Resource Sheet view

FH® 2- kD s RESOURCE SHEET TOOLS Travel Portal Project - Praject Standard P A
FILE TASK RESOURCE REPORT PROJECT VIEW FORMAT Microsoft account ﬁ g X
Sy X Cut T t Task - Notes #iFind ~ O A” t d R
m™ |Ca||br| '|11 'I ?gggﬁ EMarkonTrack = 3 ?_.; -; H | | ) m’!‘ Ver Oca e esou rce
ER Copy ~ =y 2 : =1 Surnmary K Detalls & & Clear~
(iar:t pese ~ Format Painter B I U &-Ar %S 3|0 D Respectlinks P(ﬂ;nl'la':)' S.;mlal e = ¥ Milestone iermeten 5 Add ta Timeline : ; rovvs hi h Ii h ed in red
art~ b Schedule Schedule - - = tm A t
View Clipboard Font [ Schedule Tasks Insert Properties Editing A g g
0 Resource Mame ¥ Type ¥ | Material Label 7 | Initials ¥ | Group T Max. v Gd Rate¥  Ovh ¥ Cost/Use ™ ACCrue v  Bace Calendar v | Add New Column =
1|4 Resource 1 Work R 100% $25.00f/hr  $0.00/hr $1.00 Prorated Standard &~
2 Resource 2 Work R 100% $30.00/hr  50.00/hr 50.00 Prorated Offshore Calendar
b |
o]
I
7]
5]
=
3
b
o
—
READY "5 NEW TASKS : AUTO SCHEDULED

B B B #

= é I | H ITI .. Wi BN

INTL
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Over Allocation

In the Resource Usage view

FEHS- @ ED = RESOURCE USAGE TODLS  Travel Portal Project - Praject Standard T o BB
TASK RESOURCE REFPORT PROJECT VIEW FORMAT Microsoft account ~ m g X
Sy ¥ Cut P — R g o 5 funnns] b Task + = Notes % Find -
jBoe  jam | TEREE Mo - whi I -~ = il Y et Over Allocated Resources
Gantt Paste I S — B I U M- A - = 5 |sa ooch c'gRespect Links Manually  Auto Inspect Move Mode PE— Information T .
Chart ~ b Schedule Schedule * =
m . and days of over allocation
May 3,15 May 10, 15 [«] . . .
0 | ResourceName - Work  »  Add New Column - | Details M 5 M T w 5 5 M £ h Ig h | Ighted I n red
asd 1‘_)/ [Work
1 |® 4 Resource 186 hrs | work 8h 8h 8h 8h 14h 16h 16h 10h gh 8h 8
Get Inputs fo. 16 hrs | work
Prepare High 50 hrs | work 8h 2h
Review High | 8 hrs | Work 6h 2h
Rework High 8hrs | Work 6h 2h
Obtain Sign C 8hrs | work 6h 2h
Prepare Low 24 hrs | Work 6h 8h 8h 2h
Review Low L 8hrs | Work 6h 2h
5 Rework Low | 8 hrs | Work 6h 2h
% Prepare Low 24 hrs | Work 6h 8h 8h 2h
] Consofidatec 16 hrs | Work 6h 8
= ObtainSign ¢ 16hrs [ work
§ 2 4 Resource 2 16 hrs :Work 6h 8h 2h
Review Low L Bhrs | Work 6h 2h
Rework Low | 8hrs | Waork 6h 2h
:Work
iWork
Work
;Work
Work
!Work
iWork
| work -
T —i= =)
Lff ——— ] [+][[<] - |

READY "3 NEW TASKS : AUTO SCHEDULED
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Over Allocation

In the Resource Graph view

————
BEHS & EIO 5 RESOURCE GRAPH TOOLS  Travel Portal Project - Project Standard 7 - 8 X
FILE TASK RESOURCE REPORT PROJECT VIEW FORMAT Microsoft account - H g X

Over Allocation

oy ¥ L Task ~ 5 -
= X cut = WS akonTrack ¢ - % @"‘? Task El W Notes m # Find
G P ER Copy - " | | ; iy iy d. =1 Summary i Details ol Clear . . .
antt aste _ R ] - inks anually  Auto nspect Move Mode nfarmation __ cro d h hI ht d th
Chart = - ¥ Format Painter B I U - A - @ Respect Links Schaduli_ Schedule - - - ¥ Milestone Y Add to Timeline | 15 Tack m Fill ays lg Ig e WI

View Clipboard Font Schedule Tasks Insert Properties Editing .
Apr 26,15 May 3, ‘15 May 10, 15 P t g I I t
5 5 M T w T F 5 5 M T w T F 5 5 M T ercen a e a Oca Ion
200% -
180%-
160%-
140%-
I
120%-
% Resource 1
[G] Overallocated: [N
w
% Allocated: [ ] 100%-
:

Peak Units:

READY "5 NEW TASKS : AUTO SCHEDULED

®mE| W a 9 3|3 8 S
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Resource Levelling

In the Gantt Chart view

FHS- 2 ED s GANTT CHARTTOOLS Travel Portz -
CT  TASK | RESOURQmo ool ORI Micrasoftaccount = 0= x G t R T b
x| neoin= e ———— = * Go to Resource Ta
®. ®. | eveling O
¥ r | as=
s = s === B : = e ™ Clear Leveling ° H H
Resource  Assign Resource Add Information Motes Details Level Level  Level _, . eve I n g p I O n S
Sheet~  Resources Pool~  Resources Selection Resource  All Next Overallocation
View Assignments Insert Properties Level ~ . .
.~ Set Levell lculat
1~ et Levelling calcuiations
Task Aprig,'i5 Apr ”
0 | Mode + | Task Name ~ | Duration = Work - | Start « | Finish ~ P -  Resource Names ~| AddNew||T F S |5 M T W T A ° CI ick Level AI I
—
1 [= 4 Travel Portal Project 17days  192hrs Thu 4/16/15 Fri5/8/15 — v
2 - 4 Design 17 days 192 hrs Thu 4/16/15  Fri5/8/15 f /
3 - 4 High Level Design Docume
4 - Get Inputs for High Level source 1 el
Document Leveling calculations
5 - Prepare High Level Desigll ) automatic ® Manual source el
- . " . ki e
5 Ed Review High Level Desig| Look for overallocations on a | Day by Day basis o !
? > Rework ngh Level Desigl Clear leveling values before leveling source 1
8 - Obtain Sign Off from Cus source 1 /
E i Leveling range for ‘Travel Portal Project’
z ¢ - < Low Level Design Documen :
T — @ Level entire project
v - 4 Airline Module e . e
rom: 16/ e
E i1 * - Prepare Low Level De source 1
é Document To: | Fri 5/8/15 \
12 § - Review Low Level Desi Resolving overallocations source
Doclment: Leveling order: standard |
EEINE | L Rework Low Level Des [ ievelionigwithin availabie siack source 1
Document Leveling can adjust individual assignments on a task
L - 4 Train Module Leveling can create splits in remaining work
5 | § - Prepare Low Level De source 1
Document Level manually scheduled tasks
15 ’ - Review Low Level Des| | = 1 | source 1
Dotument | Help | | Clear Leveling... ‘ | Level Aj | | oK | | Cancel |
7 |9 - Rework Low Level Des esource 1
Document >

"3 NEW TASKS : AUTO SCHEDULED

€ B’ a
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Guidelines for Resource Levelling

= When checking for over allocation look for over allocation on a day by day basis or
week by week basis only.

= |f a resource is over allocated on a particular day by one or two hours only you
can take a judgment call whether you want to try to reduce that over allocation or
leave it.

= |f a resource is over allocated for few days of the week but is within the expected
hours for that week you may again want to take a judgment call whether you want
to try to reduce those over allocations or leave them.

= When choosing Levelling order choose either Standard or Priority and not ID only.

= Leveling within available slack has the advantage of not changing your project end
date.

= Refer to the attached document for more information on above levelling orders.

Levelling Orders
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Baseline

In the Gantt Chart view

BH S @O s GANTT CHART TOOLS Tra
P —— .
FILE TASK RESOURCE REPORT PROJECY VIEW Microsoft account = ﬁ x

@ ﬁ Store @1

Subproject & My Apps - Project  Custom Links Between WBS Change Calculate 5

= Status Date: [ NA  ABC .
=5 o Y — Go to Project Tab

Information  Fields Projects *  Working Time  Project Baseline ~ Project
Insert Apps Properties Schedule Status Proofing 9 Set Ba Se | i n e
Task ‘ Apriz,°15s Apr19,°15 Rpr26,°15 May 3, 15 May‘\— .
o Modi + | Task Mame « | Duration = | Work - S|S My T W T E 55/ MT W T F| S|5MTWT F|5|5 W CIICk OK
1 - 4 Travel Portal Project 19days 192 hrs /
2 L - 4 Design 19days 192 hrs (®) Set baseline
3 - 4 High Level Design Docum 10days 80 hrs
4 - Get Inputs for High Lev 2 days 16 hrs
5 - B : Baseline 1
= Prepare High Level Des 5 days 40 hrs P
6 - Review High Level Des 1 day 8hrs Baseline 3
7 - Rework High Level Des 1 day 8hrs Baseline 4
= Baseline 5
g - Obtain Sign Off from C1 1 day B hrs ®) Entil gaseline 6
= - 4 Low Level Design Docume 9 days 112 hrs () Sele| Baseline 7
Z
< 10 - 4 Airline Module 5 days 40 hrs Boxtuncd
u Baseline 9
g 1 - Prepare Low Level D 3 days 24 hrs # Baseline 10
g 12 - Review Low Level Di 1 day 8hrs | From subtasks into selected summary task(s)
% 13 - Rework Low Level D 1 day 8 hrs
= - 4 Train Meodule 5 days 40 hrs
15 - Prepare Low Level D 3 days 24 hrs —— 0%
5 Cancel | 1
16 - Review Low Level Di 1 day 8hrs —10%
7 - Rework Low Level D 1 day Shrs /15 10 3 | 0%
18 - Consolidate all LLD's 2 days 16 hrs Thu 5/7/15 Fri5/8/15 17,1 : —-mﬁ
19 L3 Obtain Sign Off from C1 2 days 16 hrs Mon 5/11/1 Tue 5/12/1° 18 : -

"3 MEW TASKS : AUTO S5CHEDULED
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Tracking

BFHS @¢-ED : GANTT CHARTTOOLS Travel Portal Project - Project Standard 7 I nse rt CO I umns
PNl TASC  RESOURCE  REPORT | PROJECT | VIEW FORMAT Micrasoft 2

Status Date: NA
B Update Project

Baseline Work, Actual Work,
Remaining Work

B e =

Subproject 3 My Apps + Project  Custom Links Between WBS Change Calculate  Set Mave
Information  Fields Projects ~  Working Time  Project Baseline~ Project
Insert Apps Properties

Proofing

D

Task Baseline Actual Remainin Apr12,15 Apr1g, 15 Apr2e 12 Com pleted taSkS WIII be
ﬂ Mode+~  Task Mame ~ | Duration =  Waork - | Work ~ | Work » | Work ~ | Start ~ | Finish | Ex [ S M T W T __E Tl | S (M| T W T | F|5%
1 - 4 Travel Portal Project 20.25days 192hrs  61hrs 141 hrs v 1 B R f I d H h H d H
2 L < Design rs 141 hrs 202 hrs Thu 4/16/1° Thu 5/14/1" e e Cte I n t e I n I Ca to r
3 < 4 High Level Design Docum 11.25 days 80 hrs 61hrs 29 hrs 90 hrs Thu 4/16/1° Fri 5/1/15 B 1 68%
4 | Get Inputs for High Lev 2 days 16 hrs 16 hrs 0 hrs 16 hrs Thu 4/16/1° Fri 4/17/15 -‘m‘l— CO I u m n
3 = Prepare High Level Des 6.25 days 40 hrs a5hrs 5hrs 50 hrs Mon 4/20/1 Tue 4/28/1° 4 190%
6 - Review High Level Des 1day 8hrs 0hrs 8hrs 8hrs Tue 4/28/1° Wed 4/25/15 : - 0%
7 - Rework High Level Des 1 day 8hrs 0hrs 8hrs 8hrs Wed 4/29/1 Thu 4/30/1¢ 6 - 10%
8 - Obtain Sign Off from C1 1 day Bhrs 0 hrs B hrs 8hrs Thu 4/30/1= Fri5f1f15 7 E - 0%
= - 4 Low Level Design Docume 9 days 112 hrs 0hrs 112 hrs 112 hrs Fri5/1/15 Thus/14/1: :
g 10 - 4 pirline Module 5 days 40 hrs 0hrs 40 hrs 40 hrs Fri5/1/15 Fri5/8f15
g " - Prepare Low Level D 3 days 24 hrs 0hrs 24 hrs 24 hrs Fri5/1/15 wWed5/6/15 8
g 12 - Review Low Level Di 1 day B hrs 0hrs B hrs 8hrs Wed 5/6/15 Thu 5/7/15 11
E 13 - Rework Low Level D 1day B hrs 0hrs B8 hrs 8 hrs Thu 5/7/15 Fri5/8/15 12
LT - 4 Train Module 5 days 40 hrs 0hrs 40 hrs 40 hrs Fri 5/1/15 Fri5/8/15
15 L Prepare Low Level D 3 days 24 hrs 0hrs 24 hrs 24 hrs Fri5/1/15 Wed5/6/158 e
6 = Review Low Level Di 1 day 8hrs 0hrs 8hrs ghrs Wed 5/6/15 Thu 5/7/15 15
7 - Rework Low Level D 1 day 8hrs 0hrs &hrs ghrs Thu5/7/15 Fri5/8/15 16
18 - Consolidate all LLD's 2 days 16 hrs 0hrs 16 hrs 16 hrs Fri5/8/15 TueS5/12/1% 17,1
19 - Obtain Sign Off from C 2 days 16 hrs 0hrs 16 hrs 16 hrs Tue 5/12/1% Thu 5/14/1¢ 18
| | _ o
[« )i [ET ______| [+]

READY "3 NEW TASKS : AUTO SCHEDULED
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Report

m H - & Ed:‘ ] = GANTT CHART TOOLS Travel Portal Project - Project Standard ? - 8 X
TASK RESOURCE REPORT PROJECT VIEW FORMAT Microsoft account - ?;:'g] g X
= 3 R — Go to Report Tab and
7 I .
%?:T::‘;e R:;:.vt, Dashhvmards Rsovurcu Cc:sts In Prc:gress ;::‘:;9. Cusfom Recvent R‘:‘:z:ls Se I ect G ettl n g Sta rted
Project View Reports Best Practi(eAnaIAyzer port il .
ceterepors €T g | w-~ toget overview of Report
0 | Mode ~ | Task Name Get started with Project pric ~  Work - Work ~ Work - | Start = Finish ~ P Resource Names «|[||W [T | F |5 |5 M
1 |-'-) 4 Travel Portal Project Organize tasks 2 hrs 61 hrs 141 hrs 202 hrs Thu 4/16/15 Thu5/14/15 i i fe a t u re S
2 - 4 Design Share with your team 2 hrs 61 hrs 141 hrs 202 hrs Thu 4/16/15 Thu 5/14/15 [ — T
3 L 4 High Level Design Dc More Reports... hrs 61 hrs 29 hrs 90 hrs Thu 4/16/15  Fri5/1/15 - 1
4 |V - Get Inputs for High ceves cuays sohrs 16 hrs 0hrs 16 hrs Thu 4/16/15 Fri4/17/15 Resource 1
Design Document
5 - Prepare High Level Design  6.25days  40hrs 45 hrs 5hrs 50 hrs Mon 4/20/15 Tue4/28/15 4 Resourcel lesource 1
Document
& - Review High Level Design  1day ghrs 0hrs 8hrs 8hrs Tue 4/28/15 Wed 4/29/15 5 Resourcel [ Resource 1
Document
E 7 - Rework High Level Design  1day ghrs 0hrs 8hrs 8hrs Wed 4/29/15 Thu4/30/15 6 Resourcel [ Resource 1
5 Document
E 8 - Obtain Sign Off from 1day Bhrs 0hrs 8hrs Bhrs Thu 4/30/15  Fri 5/1/15 7  Resourcel Resource 1
z Customer
e - 4 Low Level Design Document  20.25days 112 hrs 0hrs 112 hrs 112 hrs Thu 4/16/15 Thu5/14/15
10 - 4 Airline Module 5 days 40 hrs 0hrs 40 hrs 40 hrs Fri5f1/15 Fri 5/8/15 I
11 - Prepare Low Level Design 3 days 24 hrs 0hrs 24 hrs 24 hrs Fri5/1/15 Wed 5/6/15 8  Resourcel =
Document
12 - Review Low Level Design 1 day 8hrs 0hrs 8 hrs 8hrs Wed 5/6/15 Thu5/7/15 11 Resourcel
Document
13 - Rework Low Level Design 1 day 8hrs 0hrs 8 hrs 8hrs Thu5/7/15  Fri5/8f15 12 Resource 1
Document
14 - 4 Train Module 5 days 40 hrs 0hrs 40 hrs 40 hrs Fri5/1/15 Fri5/8/15 I
13 - Prepare Low Level Design 3 days 24 hrs 0 hrs 24 hrs 24 hrs Fri5/1/15 Wed 5/6/15 &  Resource2 —
Document -

"5 NEW TASKS : AUTO SCHEDULED
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Report

BH S ¢ ED = GANTT CHART TOOLS Travel Portal Project - Project Standard 7
FILE TASK  RESOURCE | REPORT  PROJECT  VIEW FORMAT Micrasoft account =

EsBRiA il * Go to Report Tab and
Compare Mew Dashboards Resources Costs InProgress Getting Custom Recent  Visual

Projects ~ Report~ - - - i Started~ - - Reports Se I ect Da S h boa rd S’

Project View Re Critical Tasks Export

~
Late Tasks ! ' ' =
Task ) Baseline Actual Remaining Apr 28,15 May 3, '15 May 10, 15 Resou rces’ COStS or I n
(i ] | Mode « TaskName Milestone Report  Duration + | Work - | Work - | Work ~ | Work v |Start |[8 M| T W T |F & |8 M T W T F §|5MTWTFS
1 = a Travel Portal Pr Slipping Tasks  0.25days 192 hrs 61hrs 141 hrs 202 hrs Thua/1] 1. Progress for predefi ned
2 - 4 Design More Reports..  0-25days 192 hrs 61 hrs 141 hrs 202 hrs Thu 4/1] 1
3 - 4 High Level vesign vocument 11.25days 80 hrs 61 hrs 29 hrs 90 hrs Thu 4/1 1 R t
4 | - Get Inputs for High Level 2days 16 hrs 16 hrs 0hrs 16 hrs Thu 4/1 : e p O r S
Design Document :
5 - Prepare High Level Design  6.25days  40hrs 45 hrs Shrs 50 hrs Mon 4/
Document
G - Review High Level Design  1day 8hrs 0hrs 8hrs 8hrs Tue 4/2
Document
E 7 - Rework High Level Design  1day 8hrs 0hrs 8hrs 8hrs Wed 4/
5 Document
E 8 Obtain Sign Off from 1lday B hrs 0 hrs 8hrs B8hrs Thu 4/3
E Customer :
¥ - 4 Low Level Design Document  20.25days 112 hrs 0 hrs 112 hrs 112 hrs Thu 4/1 1:
1o - 4 Airline Module 5 days 40 hrs 0 hrs 40 hrs 40 hrs Frisf1/ | 1 : =
1 - Prepare Low Level Design 3 days 24 hrs 0hrs 24 hrs 24 hrs Fris/1/ i Resource 1
Document
12 - Review Low Level Design 1day 8 hrs 0 hrs Bhrs Bhrs Wed 5/ " Resource 1
Document
13 5 Rework Low Level Design 1day 8hrs 0hrs 8hrs 8hrs Thu 5/7 - Resource 1 :
Document :
14 - 4 Train Module 5 days 40 hrs 0hrs 40 hrs 40 hrs Fri5/1/ I 1
15 - Prepare Low Level Design 3 days 24 hrs 0hrs 24 hrs 24 hrs Fri5/1/ Resourge 2 :
Document -
-
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Report

BEH S 2

TASK
8

E O
RESOURCE

REPORT

PROJECT

VIEW

Compare New Dashboards Resources Costs In Progress Getting Custom Recent  Visual
Projects  Report ~ 2 = 2 £ Started | = i Reports
Project View Reports Report 1 -
e
Report 2 ==
Task . e Actual Remaining | May 3,
ﬂ | Mode « | Task Name Report 3 Work -  Work ~ | Work ~  Start ~ | Finish + | P+ | Resource Names jW T|F |5 |5 M
1 |"-) < Travel Portal Project [ MoreReports.. 5 61 hrs 141 hrs 202 hrs Thu 4/16/15 Thu 5/14/15 [
2 - 4 Design 20.25days 19Zhrs 61 hrs 141 hrs 202 hrs Thu 4/16/15 Thu 5/14/15 I
3 L3 4 High Level Design Document  11.25days 80 hrs 61 hrs 29 hrs 90 hrs Thu 4/16/15 Fri5f1/15 1
4 | L3 Get Inputs for High Level 2 days 16 hrs 16 hrs Ohrs 16 hrs Thu 4/16/15  Fri 4/17/15 Resource 1
Design Document
B - Prepare High Level Design  6.25days 40 hrs 45 hrs Shrs 50 hrs Mon 4/20/15 Tue 4/28/15 4  Resourcel jesource 1
Document
6 L3 Review High Level Design  1day Bhrs 0O hrs Bhrs 8 hrs Tue 4/28/15 Wed 4/29/15 5  Resource 1 Resource 1
Document
E 7 L3 Rework High Level Design  1day B hrs O hrs Shrs Bhrs Wed 4/29/15 Thu4/30/15 6 Resourcel Resource 1
z Document
[ - Obtain Sign Off from 1day 8 hrs Ohrs 2hrs Bhrs Thu 4/30/15  Fri5/1/15 7 Resourcel + Resource 1
Z Customer
= - 4 Low Level Design Document  20.25days 112 hrs 0 hrs 112 hrs 112 hrs Thu 4/16/15 Thu 5/14/15
o - 4 Airline Module 5 days 40 hrs 0hrs 40 hrs 40 hrs Fri 5/1/15 Fri 5/8/15 |
p
11 - Prepare Low Level Design 3 days 24 hrs Ohrs 24 hrs 24 hrs Fri 5/1/15 Wed5/6/15 8  Resourcel [i——= |
Document
12 - Review Low Level Design 1 day 3 hrs Ohrs 8hrs Bhrs Wed 5/6/15 Thu5/7/15 11 Resourcel
Document
13 = Rework Low Level Design 1 day 3 hrs Ohrs 8hrs Bhrs Thu 5/7/15  Fri5/8/15 12 Resourcel
Document
14 - 4 Train Module 5 days 40 hrs 0hrs 40 hrs 40 hrs Fri 5/1/15 Fri 5/8/15 I
15 L3 Prepare Low Level Design 3 days 24 hrs 0 hrs 24 hrs 24 hrs Fri 5/1/15 Wed5/6/15 8  Resource?2 |
Document R

GANTT CHART TOOLS
FORMAT

Travel Portal Project - Project Standard

7 - 8 X

Microsoﬁaccount'm X
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Report

FH®S @ kDO

FILE TASK RESOURCE

B W

New Dashboards Resources Costs InProgress Getting Custom Recent

——
- GANTT CHART TOOLS
REPORT PROJECT VIEW FORMAT

Travel Portal Project - Project Standard ? - x
Microsoft account - E’."q 4

Compare Visual
Projects  Report - T b 2 o Started -~ = Reports
Project View Reports Export ~
= .\l"isual Reports RSTE, =
0 | Mode - | Task Name w | Duration - g:m‘?’:z&?ﬁ:ﬁ?ﬁ;:;é Excel and w  Start ~ | Finish ~ P  Resource Names - W T F|S|5 M
1 |—-) « Travel Portal Project 20.25 days PivetDiagrams in Microsoft Visio Thu 4/16/15 Thu5/14/15
2 - 4 Design 20.25 days Professional. Thu 4/16/15 Thu 5/14/15 f
3 - 4 High Level Design Document  11.25 days Thu 4/16/15 Fri5/1/15  —
4 W - Get Inputs for High Level 2 days Thu 4/16/15 Fri4f17/15 Resource 1
Design Document |
5 - Prepare High Level Design  6.25days  surnirs 4311t IS surrs  Mon4/20/15 Tue4/28/15 4  Resourcel lesource 1
Document
6 - Review High Level Design  1day ghrs ohrs 8hrs 8hrs Tue 4/28/15 Wed 4/29/15 5 Resource 1 [ Resource 1
Document
E 7 Rework High Level Design  1day ghrs Ohrs 8hrs 8hrs Wed 4/29/15 Thu4/30/15 6 Resourcel Resource 1
E Document
E &8 - Obtain Sign Off from 1day 8hrs Ghrs 8hrs 8hrs Thu 4/30/15  Fri5/1/15 7  Resourcel - Resource 1
2 Customer
& 9 - 4 Low Level Design Document  20.25days 112 hrs 0hrs 112 hrs 112 hrs Thu 4f16/15 Thu 5/14/15
10 - 4 Airline Module S days 40 hrs 0hrs 40 hrs 40 hrs Frisf1/15 Fri5/g/15 I
11 - Prepare Low Level Design 3 days 24 hrs Ohrs 24 hrs 24 hrs Fri5/1/15 Wed5/6/15 8 Resourcel "
Document
12 - Review Low Level Design 1day 8hrs Ohrs Bhrs 8hrs Wed 5/6/15 Thu5/7/15 11 Resourcel
Document
13 L Rework Low Level Design 1day 8hrs 0hrs 8hrs 8hrs Thu5/7/15  Fri5/8f15 12 Resourcel
Document
14 - 4 Train Module 5days 40 hrs 0hrs 40 hrs 40 hrs Frisf1/15 Fri5/8/15 I
15 - Prepare Low Level Design 3 days 24 hrs 0hrs 24 hrs 24 hrs Fri5/1/15  Wed5/6/15 8 Resource2 ——
Document v

"5 NEW TASKS : AUTO SCHEDULED
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Go to Report Tab and
Select Visual Reports to
View reports in Visio formats




Exercise — Impact of Task Types

In a new Microsoft Project enter following details :

Task Task Type | Effort Resource
Driven Names

Task A Fixed Work checked 160 hours Do not R1, R2
Enter
Task B Fixed checked Do not Enter 10 days R3, R4
Duration
Task C Fixed unchecked Do not Enter 10 days R5, R6
Duration
Task D Fixed Units checked Do not Enter 10 days R7, R8

Task E Fixed Units unchecked Do not Enter 10 days R9, R10
The tool calculates Work/Duration columns. What do you notice?

Change only the Resource column by removing one Resource for each task. What do you notice?

AZURITE PROJECT TRAINING AND CONSULTING PVT LTD (OPC) 2014 74




Manual Scheduling

= Microsoft Project 2010 and 2013 provide Manual Scheduling option. This
option can be used when only a high level WBS is available and task details
will be known as the project rolls on.

" Enter a summary task and provide a start and finish date.

= Enter the tasks under the summary task as they become known with the
start and finish date.

= |f the dates for the tasks are not yet decided you can enter the text TBD.

= |f the duration of the tasks exceeds the summary duration warning is
highlighted. Right click and select Fix in Task Inspector to fix the errors.
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