Managing Project Budgets and Costs with a Template

By Terry Kneeburg, Sensei Project Solutions

Have you ever struggled with planning and tracking your project budgets and costs in Microsoft Project?
We would like to introduce the Project Budget and Costs Template which includes a helpful guide to
walk you through the 4-step process. This template takes advantage of the powerful new Reports
feature in Microsoft Project 2013.

Overview

When you open the template, you will be presented with a guide which outlines the steps in the
process: Create, Plan, Track, and Report. Click on the Start button to view the first step in the process.
Work through each page of the guide to view detailed instructions.
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Views, Reports, and Sample Schedule
The template includes several items to help you get started. First, there is a sample project schedule
with budgets and costs included. Use this to visualize a fully-planned project schedule.

August September October November
Task Name Wwork  ~  Duration ~ stat -  Fimish  w || 7/21 7/28 8/4 811 8/18 8/25 91 9/8 9/15 9[22 9/20 10/6 10/13 10/20 10/27 11/3 11/
4 Project Budget and Costs Template 220 hrs 47 days Aug1'14 Oct 6'14
Project kickoff 0hrs 0days Aug 1°14 Aug1'14 o 8/1
4 Planning s2hrs. 13 days Aug1'14 Aug19'14 1

4 Scope Document 52 hrs 13 days Aug1'14 Aug19'14 1
specify deliverables and acceptance 16 hrs 4days Augl'ia Aug6'14 Steve Router[50%]
criteria l
Build Work Breakdown Structure 24hrs 6 days Aug7'14 Aug14'4 fsteve Router[50%]
Document project assumptions 12 hrs 3 days Aug15'14 Aug19'14 Steve Router{50%]
Scope Document complete 0hrs 0days Aug 19'14 Aug 19'14 # 8/19

4 Deploying 168 hrs 34 days Aug 2014 Oct 6'14 T

4 Hardware 44 hrs 16 days Aug20'14 Sep 10'14 -1
Procure server hardware 20 hrs 10 days Aug20'14 Sep2'14 7 lDaN‘V Bautista[25%] Hardware Expense[$20,000.00]
Deploy server hardware to network 24 hrs 6 days Sep3'14 Sep10'14 Danny Bautista[50%]
Hardware complete O hrs 0days Sep 10°14 Sep 1014 & 9/10

4 Software 36 hrs 20 days Aug20'14 sep16'14 T 1
Procure system software 20hrs 10 days Aug20'14 Sep2'14 T oy Egger(25%] softwar 000.00]
Install and configure software 16 hrs 4days Sep11'14 Sep16'14 Johnny Eager[50%]
Software complete 0hrs 0days Sep 1614 Sep 1614 9/16

4 System Test 40hrs 5 days Sep17'14 Sep23'14
Execute system test scripts 40 hrs 5days Sep17'14 Sep23'14 Juan Sosa
Testing complete ahrs 0days Sep 2314 Sep 2314 4 9/23

4 Knowledge Transfer 48 hrs 34 days Aug20'14 Oct6'14 I
Pay for training room hrs 1day Aug20'14 Aug20'14 i ing: )
Prepare training material 24 hrs 6 days Sep24'14 Oct1'14 - JlDian’ Traini 000.00]
Conduct training sessions 24 hrs 3days Oct2'14 Oct6'14 Diane Johnson
Training complete 0hrs 0days Oct6'14 Oct6'14 4110/5

Project complete Ohrs Odays Oct614 Oct 614 & 10/6

Second, custom views provide access to the fields you will need at each stage in the process. These may
be accessed in the same way as other project views.
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Finally, the sample custom report shown below is provided so that you may view the project budget and
cost breakdown. Access this report from the Report ribbon by selecting Custom, then Budget and Cost
Tracking.

Budget and Cost Tracking

Project Name
Project Budget
560,000.00

552,000.00 $50,920.00 552,420.00
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B Budget Cost M Baseline Cost Cost

Project Budget $52,000.00 $50,920.00 $52,420.00 $42,680.00 $9,740.00 $1,500.00

Hardware $20,000.00 $20,000.00 $18,500.00 $18,500.00 $0.00 ($1,500.00)

Labor $12,000.00 $10,920.00 $10,920.00 $4,180.00 $6,740.00 $0.00

Software $15,000.00 $15,000.00 $18,000.00 $18,000.00 $0.00 $3,000.00

Training $5,000.00 $5,000.00 $5,000.00 $2,000.00 $3,000.00 $0.00
Tips

1. If you are viewing the project schedule and want to access the help pages, just go to the Report
tab, select Custom, and choose Project Budget Start.

2. On each page of the guide you may select either Previous or Next to navigate to other pages.

3. Within the guide, access a specific page by clicking on the name in the bar at the top of the
page.

4. Look for blue text in the guide for quick access to views and reports.

Best of luck with your projects!
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