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Objectives

Describe the importance of monitoring and controlling projects
Discuss why communication is key to successful projects

Define the schedule control process and the importance of
accurate status

Create a custom status view to expedite project updates

M P you G "2- mpug.com




Five Project Management Processes

Initiating
Planning
Executing

Monitoring and Controlling

Closing

0

‘ Phase | ’ Phaselll ‘ Phase lll ‘ Phase IV ‘ cmsmg
Start SRR Process Group

Graphic adapted from Project Management Institute, A Guide to the Project Management Body of Knowledge,
(PMBOK® Guide) -Sixth Edition, Project Management Institute Inc., 2017, Page 23
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Monitoring and Controlling Process

Track, review, and regulate project progress and performance
|dentify any required plan changes

Initiate corresponding changes

0

‘ Phase | ’ Phaselll ‘ Phase lll ‘ Phase IV ‘ cmsmg
Start SRR Process Group

Definitions from the Project Management Institute, A Guide to the Project Management Body of Knowledge,
(PMBOK® Guide) - Sixth Edition, Project Management Institute Inc., 2017
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Project Schedule Management Knowledge Area

Project Management
Body of Knopwledge
(PMBOK Guide)
I I I | |
) (5) (6) M - ®
Project Integration Project Scope Project Schedule Project Cost Project Quality
Management Management Management Management Management
) (10$) (m (12) 13
Project Resource Project Communications Project Risk Project Procurement Project Stakeholder
Management Management Management Management Management

Processes required to ensure timely project completion
- Plan Schedule Management

- Define Activities

- Sequence Activities

- Estimate Activity Durations

- Develop Schedule} m Project
rojec
- Control Schedule :

Project Management Institute, A Guide to the Project Management Body of Knowledge, (PMBOK® Guide) -
Sixth Edition, Project Management Institute Inc., 2017, Pages 24-25
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Why Use a Schedule Tool?

Why develop a detailed project work schedule?
- Communication (between you and your stakeholder/customer/client)
- Communication (between you and your project team)

- Communication (between you and your senior management)

Why use a scheduling tool like Microsoft Project?
— Calculate and display project task dates
— Calculate and display use of resources
- Assist in managing the schedule once developed
= Scheduling tools do NOT build a schedule
— Calculate the project critical path
- Track and communicate progress

- Set up and examine “What if” scenarios
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Control the Schedule

Controlling (or status updating) the project schedule involves
- Determining schedule changes
- Managing the actual changes, as they occur

To determine and manage project schedule changes, you must
track the actual project progress against the original project plan
(schedule baseline)
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Information Needed to Track Progress

Availability for each resource

- Was the resource available, as planned, during the status period?

- Is the resource going to be available, as planned, moving forward (to
your knowledge)?

Task schedule for each task

- If the task started, when did task work begin (Actual Start)?

- If the task is complete, when did it finish (Actual Finish)?

- |If the task is not complete

= How much calendar time (typically days or hours) has been spent on the
task?

= How much more calendar time is needed?

Task cost for each resource, on each task
- How much work was expended on the task by the resource?
- How much work is needed, by each resource, to complete the work?

MP &
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Create a Custom Status View

Combines a task detail form with a task usage view, allowing
updates in one view

- Actual start and finish

- Actual and remaining work
- Duration

- Percentage complete

- Resource assignments
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Custom Status View

Task Usage Tools

Building the Widget.mpp - Project Professional

Report Praject Farmat Q Tell me what you want to do...
pas=) a6 o Mark on Track - "z - - 2 -
-_ - Calibri - - ?25-/555 E % i . m .l:!
B . Fa + b
Eg - %2 Respect Links 3 - + . E -7
Gantt = Paste < B IT U &M~ A - ==(_ _F o c5 ) Manually ~ Auto m Task Information . Scroll
Chart ~ - - " = Inactivate Schedule Schedule =77 i  to Task v
View Clipboard Font [ Schedule Tasks Insert Properties Editing A
% Work it Sept| =
'ﬂ' Task Mame + Planned 5tart « FPlanned Finish  « Complete - Details 2/5 aM2 319 3/26
1 4 Part A Wed 8/8/18 Fri 9/7/18 0% Base. Work I E“E 40h 40h
= Work 24h 40h 40h 40h
= Act. Work
E 2 4 Design Part A Wed 8/8/18 Fri 8/24/18 0% Base. Work 24h 40h 40h
" Work 24h 40h 40h
E Act. Work
& Sharon Ebbs Wed 8/8/18 Fri8/24/18 0% Base. Work 24h 40h 40h
Work 24h 40h 40h
Act. Work -
4 4
MName: | Design Part A Duration: | 13 days gffort driven DManually Scheduled Previous Mext
= Dates Constraint
=<
O stat: | Wed8/8/18 ~| | As Soon As Possible v| Tasktype: | Fixed Units v
D Finish: | Fri8/24/18 v|  Date NA v|  WBS code: | 1.1
=
& ®cument O Baseline () Actual Priority, | 500 |5 % Complete: | 0% =
-
E D Resource Mame Units Work Owt. Work  Baseline Work Act. Work Rem. Work ™
2 iSharon Ebbs 1003 104h i0h {104h ‘0h 104h
"5 New Tasks : Auto Scheduled E m = H i - 1 +
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Our Project

Gantt Chart Tools  Building the Widget.mpp - Project Professional

Resource Report Project i Farmat @ Tell me what you want to do...

"D x Calibri MR EMEFanT_rECk i 7 nspect -y z_l E - o
Gantt  Paste B - B IT U M E = s oo S Az Task * Infarmation D Scroll ’
Chart - - ¥ o TA e o ' % Mode - - to Task [~
View Clipboard Font P Schedule Tasks Insert Properties Editing S
X o
August September October -
0 Task Name » Duration « Start ~+ Finish + Predecessors  + Resource Mames~ £ B M E B M|  E B M I
1 4 Part"A" 21.13days  Wed 8/10/16 Fri 9/9/16  _10%
2 Design Part A 13 days Wed 8/10/16 Frig/26/16 21 Sharon Ebbs E.—f%
3 Manufacture Part A & days Mon 8/29/16 Tue 9/6/16 2 Randy Cobbs 0%
4 Assemble Part A 3 days Tue 9/6/16 Fri9/9/16 3 Mike Randoff 0%
5 Part A Complete 0 days Fri 9/9/16 Fri 9/9/16 4 &80
6 4 Part "B" 26.13days Tue 8/9/16 Fri 9/16/16 1 0%
7 Design Part B 20 days Tue 8/9/16 Frig/2/16 21 John Jones E._ﬂ%
8 Manufacture Part B 5 days Wed 9/7/16 Tue9/13/16 7 Randy Cobbs _10%
= ¢ Assemble Part B 3 days Tue 9/13/16 Frig/16/16 8 Mike Randoff = 0%
E 10 Part B Complete 0 days Fri 9/16/16 Fri 9/16/16 9 8116 :
o 1 4 part "C" 22 days Mon 8/29/16 Wed 9/28/16 1 %
S 12 Design Part C 12.5days  Mon 8/29/16 Thus/i15/16 21 Sharon Ebbs s 0% :
5 13 Manufacture Part C 4 days Fri9/16/16 wed 9/21/16 12 Randy Cobbs,Ven _ﬂ% :
IRV Assemble Part C 3 days Mon 9/26/16 Wed 9/28/16 13FS+3edays  Mike Randoff -lﬂ'%
5 Part C Complete 0 days Wed 9/28/16 Wed 3/28/16 14 & 9/28
16 4 Final Assembly a days Thu 9/29/16 Tue 10/11/16 : 1—n 0%
17 Widget Final Assembly 8 days Thu 9/29/16 Mon 10/10/16 5,10,15 Mike Randoff ‘_ 0%
13 Widget Delivery 1day Tue 10/11/16 Tue 10/11/16 17 Mike Randoff,Lac i 0%
19 4 Management 45.9days  Mon 8/8/16 Tue 10/11/16 n [ 0%
20 Project Plan 2 days Mon 8/8/16 Tue 8/9/16 Betty Smith[50%] 0% :
21 Deliver Project Plan 0 days Tue 8/9/16 Tue 8/9/16 20 0"—3«»59— :
22 Project Management 45.9 days Mon 8/8/16 Tue 10/11/16 Betty Smith[35%] 0% .
4 il o
Ready " New Tasks : Auto Scheduled E M = B i - 1 +

mpug.com




Create Base Custom Table

Step 1: Select the View tab
Step 2: Select More Tables from the Tables dropdown

Gantt Chart Tools  Class Widget Sched

Task Resource Report Proiert View Format Q@ Tell me what ¥C

Step 1: Select the Vi tab 3 FZ Resource Usage - El Sort~ 3 |[Mo Highlight] = Timescale:
e . oelec e view ta 3
P 2 — = - . - EREEDUFCE Sheet - E|E| Cutline = Y [Mo Filter] | |Weeks
e o bl B2 Other Views - e Tables 7 [No Group] -
Chart~ Usage - =1 Planner~ T& £ ] P
Task Views Resource Views Built-In
X o Cost
« | Entry
Task Hur link
© iode ~ TaskName Byperlink - | Step2:Select More Tables
1 - 4 Part "A" Schedule from the Tables dropdown
2 - Design Part A Tracking Frig
3 - Manufacture Part A Variance Tue §
4 te Assemble Part A Work Fri g
5 - Part A Complete Summary
6 = 4 Part"B" Usage
7 - :
? Design Part B m Reset to Default
8 - Manufacture Part B ]
- Eﬁ Save Fields as a Mew Tab
g -y Assemble Part B Frig
= . % More Tables... .
e 10 - Part B Complete ; Frig

mpug.com



Create Base Custom Table

Step 3: Select the Task radio button for table type
Step 4: Select the default Usage table from the list and click Copy

More Tables >

Iables:/@ Task ID Resource

Ezpﬂad Walue Schedule Indicatars A New...

try

1A

Step 3: Select the Task radio [ [Export Edit...
Hyperlink =

button for table type Rollup Table

Summary

Trackin Organizer...
i

Variance ‘\

Work v \
™~ Step4:Selectthe default

Cancel Usage table from the list

and click Copy
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Create Base Custom Table

Step 5: Rename the table

Step 6: Modify the fields and adjust the formatting, if needed
Step 7: Click OK and to close Table Definition dialog

Step 8: Click Cancel to close More Tables dialog

Table Definition in 'Building the Widget'

Mame: | Usage Tracking Table

DShowin menu

Date format: | Default V| Row height: | 3 =

[] Lock first column
ﬂuto-adjust header row heights
Dghow “Add Mew Column’ interface

Step 5: Rename the table
Step 6: Modify the fields and

" adjust the formatting, if needed
nelp

Table
Cut Row Copy Row Paste Row Insert Row Delete Row
Field Mame align Data|Width| Title Align Title | Header Wrapping | Text Wrapping
[0} Center 10 Left Yes Mo
Indicators Left 10 Left Yes Mo
Mame Left 50:Task Mame Left Yes Yes
Start Right 15 Left Yes Mo
Finish Right 15 Left Yes Ma
% Work Complete Left 10 Center Yes Mo
W

Mare Tables
Tables: (@ Task () Resource
Earned Value Schedule Indicators Y HNew...
Entry
Export Edit...
Hyperlink =
Rollup Table
schedule Copy...
Summary
Trackini Organizer...

0]
“ariance
Work b

I Apply | ; Cancel

Step 7: Click OK and to close Table
Definition dialog

o=

Lancel

-14-
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Step 8: Click Cancel to close More
Tables dialog
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Create Primary Custom View

Step 9: Select the View tab

Step 10: Select More Views from the Other Views dropdown from

the Task Views group

-

Task Resource

Report

Project

Gantt Ch

Forr

{m—— LlebuastepriTam ’F Eﬂesnurce Usage -
Step 9: Select the Viewtab B [ Calendar ~ = I Resource Sheet - | B
Gantt  Task - _ Team - -
Chart = Usage - =2 Other Views = Planner~ % Other Views - g
1 Built-In Resource Views
X Task Form
Task Sheet
'0' Timefine = Duration tart
1 [ 2 ays Wed 8/10
2 [ M@ SaveView.. /3 days  Wed8/10
3 (5 More Views... A & days Man 8/29
- Assemble Part A 3 days Tue 9/6/1
3 Part & Complete 0 davs Fri9/9/16

Step 10: Select More Views
from the Other Views
dropdown from the Task
| Views group

you
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Create Primary Custom View

Step 11: Select the New button in the More Views dialog
Step 12: Select the Single view radio button in Define New View

Step 13: Select the following in the View Definition dialog
- Name: Enter name of new view

— Screen: Task Usage

— Table: Select the new custom table

- Group: No Group

- Filter: All Tasks

More Views

View Definition in 'Building the Widget'

Wiews: @iﬂningle viewt Mame: | Status Tracking

.......................

Resource Usage ~ Mew... ) Bt Screen: | Task Usage VI
Task Details Form - -
Task ENtY / Edit Table: | Usage Tracking Table — Step13 |
Task Form s — Help Cancel

/ Group: | Mo Group V|

Task Mame Form

Task Sheet Copy... N\ = | |
Task Usage Step 11 fiter. | IIET S
Team Planner Urganizer... Step 12 - _J

Timeline [ I Highlight filter

Tracking Base [+ show in menu
MV
. Apply ¢ Cancel
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Create the Custom Status View

Step 14: Select the View tab

Step 15: Select More Views from the Other Views dropdown from
the Task Views group

Gantt Ch

Task Resource Report Project iew Farr

[ _: |_ bt Tam ~ == EHE:DurtEU:EgE “
Step 14: Select the View tab E“;

B ECalendar -

EF&EEDur:ESheet - B
Gantt  Task Teamn

= ; = Frvr
Chart = Usage - =2 Other Views ~ Planner~ & Other Views - g :
’ . i Step 15: Select More Views
1 Built-In Resource Views from the Other Views
X o Task Form dropdown from the Task
Task Sheet .~ Views group

'0' Timefine = Duration tart
1 [ 2 ays  Wed 810
2 | |I@ seveView.. /3 days Wed 8/10
3 (5 More Views... A & days Man 8/29
- Assemble Part A 3 days Tue 9/6/1
5 Part & Complete 0 davs Fri9/9/16
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Create Primary Custom View

Step 16: Select the New button in the More Views dialog
Step 17: Select the Combination view radio button in the Define
New View dialog

Step 18: Select or enter the following in the View Definition dialog
- Name: Enter name of new view

- Primary View: Select the just created single view

- Details Pane: Task Details Form

More Views View Definition in 'Building the Widget'
Views: Ogingle e Name: Combined Status Tracking
Resource Usage ~ Newr.. e — — Views disblared
Task Dretails Form | E | @.Cnmblnatmnmew played:

Task Entry Primary View: | Status Tracking w |

Task Form \ = e Details Pane: \Task Dretails Farm v|

Task Mame Form

Task Sheet Zopy... .
Task Usage Step 16 \ Showmmer\

Team Planner Drganizer...
Timeline Step 17 Help Cancel
Tracking Base \

W

Step 18
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Display Custom Status View

Step 19: Select the Task tab

Step 20: Select Combined Status Tracking from the Gantt Chart
dropdown from the Task Views group

Step 19: Select the Tabtab  |(EGREEIERN: L TR TS

Resource Report Project View Farmat Q Tell mewhat y
o e ¥ I B B B = ﬂ Mark on Track -
-— D B Calibri ML
B - - — R Step 20: Select Combined

Gantt  Paste B I U O-A- S35 =8 ooc)

Chart - > = = ]g Status Tracking from the
Custom Font = Schedule Gantt Cha':t dropdown from
the Task Views group
Combined Status Tracking

Status Tracking
LT + Duration « Start « Finish -

Lalendar 21.13days Wed 8/10/16 Fri 9/9/16
Gantt Chart art A 13 days Wed 8/10/16 Fri 8/26/16
Metwork Diagram ture Part A 6 days Mon 8/29/16 Tue 9/6/16
Fecource Sheet e Part & 3 days Tue 9/6/16 Fri 9/9/16
Resource Usage implete 0 days Frig/9/16 Fri 9/9/16
Resource Form 26.13 days Tue 8/9/16 Fri 9/16/16
Resource Graph artB 20 days Tue 8/9/16 Frig/2/16
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Custom Status View

oW
% Work
'ﬁ Task Mame - Start » Finish » Complete ~
4 Part"A" Wed 8/10/16 Fri 9/o/16 0%

e ]
= .
E e 4 Design Part A Wed 8/10/16 Fri 8/26/16 0%
=
5
= Sharon Ebbs Wed 8/10/16 Fri 8/26/16 0%
7

3 4 Manufacture Part A Mon 8/29/16 Tue 9/6/16 0%

Name: Duration: = [mEffort driven [ Manually Scheduled Previous
= Dates Constraint
7
E Start: | V| | V| Task type: | W
2 Finish: | V| Date: V| WES code:
=
= (® Current (O Baseline () Actual Priority: = % Complete: =
v
f_C 1D Resource Name Units Work " D Predecessor Name Type
: "

Read ® Mew Tasks : Auto Scheduled

Dretails

Work

Work

Work

Work

Lag

May 27,

18

I T
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Modify Format of Task Usage Panel

Step 1: Right click anywhere in the task usage panel and select

Detail Styles
May 27, 18 |
e : M T T | Step 1:Right click anywhere in
Work the task usage panel and select
8. Detail Styles... / Detail Styles
Work /' Work
Actual Work
Cumulative Worl
Work Baseline Work
Cost
Work Actual Cost
Show Timeline
! /' Show Split
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Add Fields to Task Usage View

Step 2: Select All Assignment Rows in the Show these fields list
and click Hide to remove it from the view

Step 3: Select Baseline Work and Actual Work in the Available
fields list and click Show to add them to the view

Step 2: Select All Assignment Rows in

the Show these fieldslistand click [ | | IS

Usage Details | ussd Hide to remove it from the view
Available fields: \ Show these fields: Detail Styles X
Actual Cost Wark : i
Actual Fixed Cost All Assignment Rows Usage Details l Usage Properties |
Actual Overtime Work show >> &~
Actual Work Ayailable fields: Show these fields:
ACWP Move
All Task Rows Baseline Cumulative Work A Wark
Baseline Budget Cost b h? Baseline Remaining Cumulative Wo
Baseline Remaining Tasks -~
Field settings for All Assignment Rows Basﬁ""ﬁ Work
Baselinel Budget Cost : Move
Font: |Calibri 11 pt, Regular Change Font... Baselinel Budget Work << Hide -
Baselinel Cost b
Cell background: | Automatic v| \
Field settings for selection
Pattern: | V| o
PR Font: Step 3: Select Baseline Work and Actual
cenbacegrouns [ | Work in the Available fields list and click
Cancel Pattern: | Show to add them to the view
[] show in menu

MP @ G -22-
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Modify Field Order and Cell Background Color

Step 4: Select Baseline Work in the Show these fields list and click
the up Move arrow to move it to the top of the list

Step 5: Select Baseline Work, Work, and Actual Work fields in
order and assign each a different cell color

N s c : St Baseline Workin the Show

these fields list and click the up Move
arrow to move it to the top of the list

Usage Details l Usage Properties]

Available fields:

Show these fields:

Baseline Remaining Tasks
Baselinel Budget Cost
EBaselinel Budget Work
Baselinel Cost

Baselinel Cumulative Wark

Baselinel Remaining Cumulative W ¥

EBaseline Remaining Cumulative Wo » Easeline Wark

Work
Show > = Actual Work

<< Hide

Field settings for Baseline Wark

Font: |Ca|ibri 11 pt, Regular

Change Font...

LCell background:

Pattern: m

Showin menu
- H B

Automatic Color

Theme Colors

.Illr----- ~

vt More Colors..,

v

Cancel

Blue, Lighter 40%

MP® G
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SETITTLL Step 5: Select Baseline Work, Work,
and Actual Work fields in order and
assign each a different cell color
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Change the Font Style of Fields

Step 6: Select fields in order and click the Change Font button to
modify font and/or font style

Detail Styles

Usage Details l Usage Properties
Available fields: Show these fields:
Actual Cost - Baseline Waork
Actual Fixed Cost Wark
Actual Overtime Work Show == All Assignment Rows
ACWP Actual Work
All Task Rows i Font: Font style: Size:
Baseline Budget Cost << Hide Calibri Bold 3
Baseline Budget Work hd
Field settings for Baseline Work Californian FB Italic 10
= _ | [Crlifornian 1
Font: | Calibri 11 pt, Bold | [ Change Font... | | |Calisto MT Boldfalic ¥ | [12 ¥
Cell background: | V| Cambria w7
Pattern: |_ V| [lunderline [ Strikethrough
Show in menu Color: Sample
[ B
AaBhYYZz
/
Step 6: Select fields in order and click
the Change Font button to modify
font and/or font style This is an OpenType font. This same font will be used on both your printer
and your screen.
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Completed Custom Status View

Save file as a.mpt project template or copy into other project
schedules via the Organizer

EH - e TASK USAGE TOOLS  Building the Widget.mpp - Project Professional ? - 080 X
FILE TASK RESOURLCE REPORT PROJECT VIEW FORMAT Sign in b4
— & . = Mark on Track - "2 Inspect - = % -

= % | [Calibri i -] .- - 3 . 7 - B -

- - Em - 52 Respect Links i i F‘Mm‘e' . . ] l:l ) <
antt aste B I U M-~ - 5= co ©3 ] anually uta as nformation - cro

Chart~ - 4 N L = Inactivate Schedule Schedule E" Made ~ - 5 | to Task M

View Clipboard Fant T Schedule Tasks Insert Properties Editing L

2 Work it September -
0 Task Mame = | Planned Start v | Planned Finish  ~ | Complete = ||| Details 8/5 812 2/19 8/26 9/2
1 4 Part A Wed 8/8/18 Fri9/7/18 0% Base. Work 24h 40h 40h 40h 32h

% Waork 24h 40h 40h 40h 32h

= Act. Work

g 2 4 Design Part A Wed 8/8/18 Fri 8/24/18 0% Base. Work 24h 40h 40h

v Waork 24h 40h 40h

=

2 Act. Work

rd Sharon Ebbs Wed 8/8/18 Fri 8/24/18 0% Base. Work 24h 40h 40h

Wark 24h 40h 40h

Act, Work hd

4 4
MName: | Design Part A Duration: | 13 days : gffort driven DManually Scheduled Previous Mext

= Dates Constraint

=

O stat | Weds/sns | [As Soon as Possible v|  Tasktype:

% Finish: | Fri 8/24/18 V| Date: MNA v| WES code: 1.1

'_

& @ current (O Baseline (O Actual Priority: 500 |- % Complete: | 0% |~

"4

[%5]

fi: 1D Resource Mame Units Work Owt, Work | Baseline Work | Adt, Work Rem. Wark A

2 Sharon Ebbs 11002 :104h ioh i{104h ioh {104h

™ NEW TASKS : AUTO SCHEDULED BE B B B i -———F—+
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Questions?
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