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Topics 
• Planning and executing feedback control 

systems 
• Options setup 
• MSP out of the box configuration 
• Scheduling process example 
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Project Planning & Execution Process 
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Process Philosophy 1 
1. MSP doesn’t control timing, we do. 
2. Primary objective is schedule control, not resource management. 
3. No partial day tasks. 
4. All tasks have at least 1 predecessor or an external driver. 
5. All tasks have at least 1 successor or they are a deliverable. 
6. No holiday calendar.  A task may start before a holiday and finish after.  This 

eliminates the need to adjust calendars when someone decides to work during a 
holiday. 

7. Only 1 person (the scheduler) updates the schedule.  Others may receive the mpp 
after each status update for their own analysis and to make changes but all 
changes go back to the scheduler. 
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Process Philosophy 2 
8. Status is reported as a finish date update, not % complete. Finish dates drive the 

schedule. The Mark on Track command calculates task % complete.  
9. The mpp is archived with a different name after each status update providing a 

complete history of the project. 
10. A copy of each status update is baselined in preparation for the next update.  This 

makes changes visible in the next update. 
11. All tasks assume 1 person day of work per day resulting in MSP showing some 

resource overloading.   As tasks are defined as fixed duration this doesn’t impact 
the schedule.   
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Finish Date Reporting 

Ask when will the task finish?  
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%       0         10          20        30         40         50         60        70         80          90       100 

PD Work      1           2            3            4             5           6           7           8            9         10 

Don’t ask for % complete 

%       0           10           20            30           40             50            60          70          80          90         100 

Status Date 

If the task will finish day 12 – MSP “Mark on Track” 
calculates the task is 41.7% complete as of the status date  

Before status update 

After status update 
PD Work      1           2            3            4             5           6           7           8            9         10       11       12 

6 



Process Philosophy 3 
12. The team may define work for each task, but our experience is that this is 

unnecessary.  When an overload appears the team can quickly assess whether a 
true overload exists and an adjustment is required. 

13. Costs are defined in person-days, not $. 
14. We do not capture actual work for 2 reasons. 1) Actuals > 1 person day of work per 

day will extend task duration and undermine the integrity of our schedule, and 2) a 
significant amount of activity is not on the schedule like meetings, phone and 
computer time, travel, conversations, personal time.   

15. Project time is best captured  by a  separate labor claiming application.  That will  
provide the most accurate project cost and ACWP in an earned value calculation. 
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Scheduling Example 
• What MS Project out of the box looks like 
• Initial Planning table with added fields 
• Planning script, integrity, and filters 
• Baselining 
• PAILite Template Ribbon 
• Re Planning table with more fields 
• To Do’s table with more fields 
• Planning revision notes, baselining, and to do’s next week 
• Status update: status table, status reporting and managing slippage 
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MS Project out of the box 
Gantt Chart View 

Entry Table 
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1             2                       3          4            5           6            7 

Fields not enough to define the schedule 









What the Initial Plan Table needs  
to define the schedule 

Project Administration Institute, Inc. 20 



Project Administration Institute, Inc. 

1                       2 3     4          5          6    7         8       9    10 11 12    13 

Initial Plan Table 
9 Fields required 
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PAILite Template Ribbon  
with the 39 most used menu commands 
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Baseline bars 
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Initial Plan Report 
to team 



Continued Planning  
The Planning Table for replanning the last plan  

Project Administration Institute, Inc. 26 



Project Administration Institute, Inc. 

1                    2 3    4       5          6  7          8      9     10    11   12 13 14 15 16 17  18  

Planning Table 
14 Fields required 
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Planning Script to Achieve Integrity 
4 Task Integrity checks: 
1. Duration:  How many days will it take?  Preferred max is 2 wks. Any missing 

durations? 
2. Predecessors: What has to happen before you can do this task?  Missing 

predecessors are only allowed for external dependencies. 
3. Successors: What can’t happen until this task is done? Missing successors are 

only allowed for deliverables. 
4. Resources: Who will do it? 

– If you are estimating work enter what % or how many days of the duration will 
each resource  work? 
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Planning Table 
Duration Greater Than 2 wks 

+ 1 missing duration 
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Planning Table 
No Predecessors or Successors 
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Planning Table 
PAI  No Resources 
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Planning Table 
Durations, dependencies, resources fixed 

Critical Path (highlighted) 

36 



Project Administration Institute, Inc. 37 



Project Administration Institute, Inc. 

Planning Table  
Finish & Duration Variances (highlighted) 
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Replanning Report to Team  
Finish & Duration Variances (highlighted) 

The project end date moved from 5/22 to 10/9 20, 20 weeks 
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All agree this is their plan 
Baseline the plan 

To Do’s Table for the coming week ending Sunday 2/17/19  
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Planning Table  
Baselined 

No more variances 
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To Do’s Table 
12 Fields required 
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4 To Do’s as of 2/17/19 
Late Tasks Only Apply filter 
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To Do’s Table as of 2/17/19 
Late Tasks Only Highlight filter 
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4 To Do’s Report as of 2/17/19 
Late Tasks Only Apply filter 

“190211 Your Project 0217 To Do’s only” 
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4 To Do’s Report as of 2/17/19 
Late Tasks Only Highlight filter 

“190211 Your Project 0217 To Do’s” 
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Status meeting on 2/18M  

Status Update for the week ending Sunday 2/17/19 
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Status Report Table 
16 Fields required 
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Status Report Table 
4 (late) To Do’s  
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Tasks 4 & 5 complete 

Task 8 delayed 5 days to 2/19 
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Task 8 delayed to 2/19, 5 days 
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Pushing tasks 9 & 10 into the future 
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Marking task 8 on track for 2/19, its now 71% complete 
and the project is 2% complete 



Project Administration Institute, Inc. 

Status Meeting Summary  
Monday 2/18 for the week ending Sunday 2/17/19 

 
• Tasks 4 & 5 completed on their scheduled finish dates 
• Task 8 needs 5 more days till Tuesday 2/19 pushing task 9 & 10 into the future 
• Task 8 now on track for 2/19 and 71% complete 
• Fortunately Tasks 8, 9, & 10 are not on the critical path and didn’t affect the 

project end date  
 

• Save the mpp file as “190218 Your Project 0217 Status” 
• Produce the 2/17 Status Report to the team and stakeholders 
• Produce verbal description of the update including “project is now 2% 

complete” 
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2/17 Status Report  
Changes 
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2/17 Status Report  
Critical Path 



Project Administration Institute, Inc. 60 

2/17 Status Report  
Critical Path 
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Status Meeting Update continued 
Monday 2/18 for the week ending Sunday 2/17/19 

• Baseline the project and save it as  “190218b Your Project 
0217 Status” 

• Advance the status date 1 week to 2/24 and produce the To 
Do views for the next update 

• Setup next status meeting 
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3 To Do’s as of 2/24/19 
Late Tasks Only Apply filter 
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3 To Do’s as of 2/24/19 
Late Tasks Only Highlight filter 



We are Now in the Execution Cycle of the 
Project Management Process 

Project Administration Institute, Inc. 64 



Project Administration Institute, Inc. 65 

Using MS Project to  
Track and Control a Project  

Ed Mahler, PMP 
Project & Portfolio Scheduling Services 

Project Administration Institute, PO Box 974, Larchmont, NY 
edmahler@paiwebsite.com 

914-834-4162, Cell 917-734-3953, Fax 914-834-5248 

http://paiwebsite.org/�
mailto:edmahler@paiwebsite.com�

	Using MS Project to �Track and Control a Project 
	Topics
	Project Planning & Execution Process
	Process Philosophy 1
	Process Philosophy 2
	Finish Date Reporting
	Process Philosophy 3
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Scheduling Example
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Planning Script to Achieve Integrity
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Slide Number 46
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Slide Number 53
	Slide Number 54
	Slide Number 55
	Slide Number 56
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Slide Number 61
	Slide Number 62
	Slide Number 63
	Slide Number 64
	Slide Number 65

