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Lessord

In this lesson:

9 Assign work resources to tasks.
1 Control how Project schedules additional resource assignments.
9 Assign costesources to tasks.

You are now ready to assigesourcedo tasks. An assignment is the matching of a resource to a task to do
work.

From the perspective of a task, you might call the process of assigning a resourcassigiskient; from
the perspectiveof a resource, you might call it a resource assignmieig.the same thing in either case: a
task plus a resource equals an assignment.

When you assign resources to tasks, you can answer questions suchf@ltoihimg:

1 Who should be working on what tes and when?

1 Do you have the correct number of resources to accomplish the scope of work that your project
requires?

1 Are you expecting a resource to work on a task at a time when that resource will not be available to
work (for example, when someone wikklon vacation)?

1 Have you assigned a resource to so many tasks that you have exceeded the capacity of the resource
to workt in other words, have yoaverallocatedhe resource?

In thislesson you assigwork resourcesto tasks, and you observe where resoumssignmentshould

affect task duration and where they should not. You then assigpsairesourceand see what effect it has
on a task.

Excercise 1

1. Open the fileSimple Assignmentprovided.
2. On theProjecttab, in thePropertiesgroup, clickProject Information and thenclick Statistics
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MPicrosof't:
I’OJECt 2010
Project Statistics for "Simple Assignments’ @
Start Finish
Current Mlon 172,12 Tue 2728412
Baseline P, P,
Actual P, P,
Wariance 0d nd
Duration Wiork Cost
Current 41d 0h %0.00
Baseline 0d 0h %0.00
Actual od 0h s0.00
Remaining 41d ah 50.00
Percent complete;
Durakion: 0% Weork: 0%

Note the current duration of 41 days and zero cost. After you assign work antld&®st 2 dzND S a =

check these values again.

3. ClickClosab b SE (i

& 2 dzQf dsouitd apsynmie@.dzNJ T A N&

NJ

4. On theResourcedab, in theAssignmentgroup, clickAssign Resources

.

Assign Resources

Task: Planning Phase
|£| Resource lisk options

Resaurces fram Simple Assignments
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Hold dowwsn Crrl and click to select mulkiple resources
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5. IntheTask Nameolumn, click the name of task 2ssign launch team members
6. In the Resource Nameolumn in theAssign Resourcedialog box, cliciCarole Polandand then

clickAssign
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cost rate recorded, Project caletés the cosg T
her scheduled amount of worin the task) and displays that value, $420, in the Cost field of the

Assign Resourcekalog box.
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7. IntheTask Nameolumn, click the name of task @pmplete autor questionnaire
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The resources assigned to the selected task — — The names of assigned
have a check mark next to their names in resources appear next
the Assigned Resources dialog box. to the Gantt bars.

[} Task . [Tesk Hane ~ |Puration . |hart - Finizh - D 25, 11 n L, 'L Jan g, 12 [Jan1E 12 |dan 32,13 =
Mode | % [ [T W [T [F 5 [ [0a[ T T [TJ[F 5 [E (W [T W T FIE [ [A[T[W[T[F [ [F[MTWT]F]=
= Planning Phase Wlan 1217 Won LA6f12 v -
WIon 1211 W 172412 Carale Paland
h-] completeasthor 1wk TuelF12  mOn 1z
LIS E e
-] Schaduls suthor 1wk Tue /310 hdon 174417
IFEEFY IS
-] Design and order 2 wks Tued/3'12  Mon 1fig/12
marketing material
= Flanningcomplete! 0 days Mon1/16M1T  Mon LAgf12 & L
a2 =l i —_—
] Intermal Lounch Phase 18 doyy Tue IA712 2oz pR—
-] Kickef book laumch |1 day Tued/A71%  Tue 113712 —
n'IEEtII'IE Tkt G W Un b s
[ Resource | opkinns
2 Plan author's frawsl 3 daps Wed 18/ kon 1,237 bt
itinersry Rzsounces from Simple &ssignments
= Channel Salesprep | 2wks whed 11812 Wed 27112 Cercle Polard
=2 Coinplete book 2 ays Thii 2/212 FH 273712 v%.
launich form s
[Cmprpediors
=2 Prepars ook sd es kit 1wk Thii 2/213 wed 248,11 [
2 Distribteinternal 2 days Thuifa'll  Frlo 210012 [Harve Merens
marketing material mg’w‘
s
= - Publix Launch Phase 12 days Blon 21312 Tue 2/20/12 N C0
2 = Aiithor travel and 2 days mlon 21202 Tae 2f14f12 e Jorcdan
AppEARNCES Lids Scuia
= sthioreadia 1da Mon2/13/12  Man 3/13/12 FHirking Sardc il
N Intervlew ‘ = et Hold comn o and ook o ssset nltioks resounes
- ¢

e ancl Tue 21412 Tue 2719712

8. In the Resource Name&olumn in theAssign Resourcedialog box, clickioni Poeand then click
Assign

9. On theViewtab, in theSplit Viewgroup, cliciDetails Project splits the window into two panes. In
the upper pane is the Gantt @t view,and below it is the Task Form.

— The names of the view or views displayed appear here.

@ |1k - [ - |Duration o |Start « Firich . Dec 25, 11 [lan1, 12 [lang, 12 [Rn1s, 12 [lerzz 13 Ta
fdada [E[aTMIT W T [F (= [=[ea[T [T [F =[5 ([T (W7 [F]3 [ [M[T [T [F 5[5 [W]T[#]TF =]
L = = Planning Phase A1 danys Kon 122 Manifi6f12 -
2 = Assign launchteam  1day Monidd/e Wan 1242 tarale Poland
| members | |
z = 1wk Tuelff12  Wan 1/9412 Toni Foe
1 "E- Schadula author 1wk Tue 13717 han 1/9/17
interyies
5 = Dasign and ordar 2 wks Tue 13713 Wan 1,/18/13
miark=ti ng material
£ = Flsnning complete!l 0 dayrs Won L/16/12  Wan 11612 * 1116
r 2 = Intemal launch Phase 18 days Tue 1712 Fri2fanfi2
[ = wickotf baak lainch 1y Tue L7117 Tue /17712 Hssign Resources =
meeting Tast: Corplebs aUthor questioners.
4[u] - ¥ [4a] [ Pessaurea bt opticne
= e | Apsources From Sinple Rasgrneces
Heram; | Conpizbe athor qestionsire [rrstion: |JM: & [CEfforcdrven  C0f=nuaby Schedded | Prasious Hazt =
= - = L4550
Sharky | Tue LfFL2 ~| Fnmgh:  Mon LfsfL2 v Taskiyps;  FoedUnks - W oppktm | 0% |T | [Resource Hame RiD  |unis  |cest I3 -
D |Restuica Mara Urds | Weork |« | 1D |Rraseassce Mava e | =g | =] ¥ B Benoro |
14 (Ton Pap 100%: iR [ | 2 iassonisondbean merbars o od 3 | | t L —
il down Cirl ared ek to s=lect mukple resources
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10. Click anywhere in th&ask Formand then, on thé=ormattab, in theDetailsgroup, clickNork. The
Work details appear.
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Marme: | Complete author questionaire Duration: | 1wk = [C|Effort driven [ | Manually Scheduled [ Previous ] [ Mk

Skark: Tue 1/3/12 - Finigh: Man 1/9/12 - Tas}s bype: Fized Units - L Cnmlete: 0%

I _'Resnurce Marne Uniks Work Ok, Work | Baseline Work Ak, Work Rerm, Wark | =
14 iToni Pos 100%s 40h ah ah ah 40h |
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L
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Ready | %NewTasks:Autn Scheduled |

Now, in the Task Form, you can see the essential scheduling values for thik veestdduration,
40 hours of work, and 100% assignment units. Because theCTAsMY A & | KlFyRe g1 &
RAzNY GA2Yy X dzyAldasz |y Rispgy@didrno@l f dz5ax e&2dzQft €SI @S

11. Using theAssign Resourcedialog box, assign the following resources to tagissyou do so, note
the Duration, Units, andWork values in thelTask Form

For this task Assign this resource

4, Schedule author interviews Jun Cao

5, Design and order marketing material Toby Nixon

8, Kickoff book launch meeting Sharon SalavariighyNixon

Sharon has a 50% Max. Units value to account forhadfitime schedule. As a result, Project
assigned her at 50% units.

12. In the Gantt Chart view, drag the vertical divider bar to the right until the Resource Names column
is visible.

13. Click in theResource Namesolumn for taskp~ t € Iy | dzi K 2 Nabixkithedidldk & € A
arrow that appearsThe resource names appear.

14. In the list of resource names, click the check boxesdme Dovand Zac Woodalland then press
the Enterkey.

15. Click in theResource Namesolumn for tasklO, Channel Sales pregnd then click the arrow that
appears. In the list of resource names that appears, clack\Woodalbnd then press the Enter
key.

Tip In this exercise, you assigned resources using the Assign Resdialog box and thResource Names

column in the Gantt Chart view. In addition, you can assign resources ifabsle Form and on the
Resources tab of the Task Information dialog box, among other placgs. @ 2dz dzaS t N2 2SO
develop your owrpreference for the way you assign resources.
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After you create a task, but before you assign a resource to it, the task has duratioo work associated
with it. Why no work? Work represents the amount effort a resource or resources will spend to
complete a task. For example, if ytnvave one person working full time, the amount of time measured as
work is thesame as the amount of time measured as duration. In general, the amount ofwibrkatch

the duration unless you assign more than one resoua task or theone resource you assign istn
working full time.

Project calculates work using what is sometimes called the scheduling formula:
Duration x Units = Work

[ SGoa 221 G | &ALISOAFTAO SEIYLX S | yoRtaskdigdhe wieskS a4 S ¢
or five working days. For our book launch project, five daysals 40 hours. When you assigned Toni Poe

to task 3, Project applied 100 percedt¥ ¢ 2y A Qa ¢2NJ Ay3d GAYS (G2 GKA&a Gl
looks like this:

40 hours (same as one week) task duration x 100% assignment units = 40fhwark
In other words, with Toni assigned to task 3 at 100% units, the task should rédQui@urs of work.

| SNBQa | Y2NB O2YLX SE SEI YLX S ondzaddoodah to lask,eachat 62 N
100% assignment units. The scheduling formula for @askoks like this:

24 hours (same as three days) task duration x 200% assignment units = 48theark

¢KS ny K2dz2NE 2F 62N] Aa GKS adzy 2 FworkvinyiBeRdords, as K 2 dz
currently scheduled, both resources will work full timetba task in parallel for its threday duration.

As you saw previously, you define the amb of work that a task represents when yidnitially assign a
resource or resources to it. When using automatically scheduled t&skgect gives you an option to
control how it should calculate work on a task when wsgign additional resources to tigsk or unassign
resources from the task. This optid calledeffort-driven scheduling You have a lot of flexibility in how
you apply effortdriven scheduling. You can turn on effaitiven scheduling for an entire project plan or
just specific tasks.oti can also use the options in an Actions list to control how Prejeatild recalculate
work on a task immediately after making a resource assignment.

Effort-driven scheduling applies only when you assign additional resources or reraswarces from
automatically scheduled tasks.

Excercise 2

1. Inthe Gantt Chart view, click the name of t&slDesign and order marketing material
Currently, Toby is assigned to this task. A quick check of the scheduling ftwokddike this:

80 hours (two weeks) I & 1 R dzNI ( A 2 yasdignmenunits = 80 Fours 8f wvarkQ a

t208 ySSRa a2YS KS{fLI gAGK (dKA& dlalz az2 @&2dzxQff
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In the Resource Nameolumn in theAssign Resourcadialog box, click Zat/oodall, and then click
Assign.

Zacis added to the task and Project updates the scheduling formula values:
80 houstask duration x 200% (te dzY 2 F ¢206&Qa | yR

Bl 0Qa

FaaAayy

Next, you will use a feature called the Actions list to control how Project schethdesork on a
task when adding or removing resources. Note the small triamgke upperleft corner of the
name of task 5. This is a graphical indicator thataation is now available. Until you perform
another action, you can use the Actiotist to clbose how you want Project to handle the

additional resource assignment.

Click the name of task 5, and then click the Actions button that appears just teftraf the task

name.
Look over the options on the list that appears.

6 Task . [Task Name - |Duration | Start - (Finish » Predecessors _ Resource Mames
hode
4 = Schedule author 1 ke Maon 1/2/12  Mon 179412 2 Jun Cao
interviews
3 =rcs vr Design and arder |2 wiks Tue 1,/3/12 Mon 1/16/12 2 Toby Mixon,Zac
Woodall
= You'we added new resources to this task, Is it because you wanted to:
& 4
E 7 = O Reduce duration so the task ends sooner, but requires the same armount of work (person-hours)
(5] - . _
Y P = (= Increase totalwork because the task requires more person-hours, Keep duration constant, Sharon
a O PReduce the hours that resources wark per day, Keep duration and wark the same, Salavaria[50%], Tab
R | = Show e rrore details, Jane Dow, Zac
M EETR VWoodall
SN | = Channel Sales prep 2 wks wed 1/18/12  wed 2/1/12 & Zac Waodall

These options allow yowtchoose the scheduling result that you want. You adjust(i K S

RdzNF} §A2ys GKS NBaz2d2NOSaQ 62Nl = 2N GKS

il &1Q
I 88A 3y Y8

Tip You will see other Actions indicators while using Project. They generally appearywben

YAIKI{

20KSNBAASIl aKeeRAZRESNER2SOL Y aldzalil &R12Q &1 KR diN

changes after you assign an additional resource). The Actions listypivese chance to change
how Project responds to your actionsor this task, you want the additional assignment team

additional work done il K S RdzNF A2y ® ¢KAaA
list without making a change.

Click the Actions button again to close the list.
bSEGZ &2dzQftt NBY23S |
resource assignment on the task.
Click the name of tastp~ t t I

2NRAIAYI§

NEB & 2 dzNid® to FcheBuléthelremainirdy |

Ad 0KS F

Y E

I dzdi K 2.} Cxr@ntlyibth Jasefand Zaohagsiynet td.B

the task. Jane has told you that she needs to complete the planned work alone, but over a longer

time period. Thisis OOSLJi I 6t S (G2 @&2dzx a2 @&2dzxQf f

dzy | aa A3y

In the Resource Nameolumn in theAssign Resourcedialog box, clickac Woodll, and then click

Remove
Click theActionsbutton that appears just to the left of the task name.
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- = Flanning complete!l  0days Mon 1/16/12  Mon 1/16/12 5
I___:—"I 7 'E';> = Internal Launch Phase 18 days Tuelf17f12  Fri2fi0/12 1
£ I = Kickoff book launch 1 day Tue 1/17/12  Tue 1/17/12 Sharan
&5 meeting Salavaria[50%],Tob
9 =N vr Plan authar's travel |3 days wed 1/18/12 Mon 1/23/12 8 Jane Dow
= Wou rermoved resources from this task, requiring a change in its schedule, Do wou want to:
10 = Zac Wwoodall
a % O Increase duration so the task ends later but requires the sarme total waork (person-hours)
(| Decrease the total work because the task requires less person-hours, Keep duration constant,
4 [ T O Increase the hours that resources work per day, Keep duration and work the sarme, »
Showy re more details, - Assig
Marne: | Plan author'soravermrmerary DUFEUT | Y R L e B LT | Mext n
Task: F
Skark:  wed 1718012 *  Finish: Mon 1423012 *  Tasktype: Fixed Units * % Complete:r | 0% i

8. Clickincrease duration so the task ends later but requires the same total work (persoars).
t N22SO0 AYyONBlIasSa (GKS RIagRal RN wolkBgalfrantE Y Wb « 8
to 48 hours. This 48 hours is the same total work on the taskn both Jane and Zac were
assigned, but now all the work belongs to Jane.
{2 FTINE &2dz2Q0S 06SSy | R2dzadAy3 &vdzbsbuickdroyh tabky. R & 2 N
You can also change the default setting for a task suchakatou add resources to the task, its
RdzNJ} 6 A2y A& RSONBIFI&SRe | 2d2Qff R2 &2 ySEGO®

9. Inthe Gantt Chart view, click the name of td€k Channel Sales prepurrently just Zais assigned
to this task, and it has a twaveek duration.

m = Flanning complete!l 0 days Mon 1/16/12  Mon 1/16/12 5 3 &1
T -3 = Internal Launch Phase 18 days Tue 11712 Fri2f10/12 1 1
£ < Kickoff book launch 1 day Tue 1/17/12  Tue 1/17/12 Sharaon
a8 meeting Salavaria[50%], Tob
& =X Flan author's travel 6 days wed 1/18/12  Thu 1/26/12 8 Jane Dow
itinerary
10 < | Channel Salesprep |2 wks wed 1,/18/12 wed 2/1/12 8 Zac woodall
11 =3 Complete book 2 days Thu 2/2/12 Fri 2/3/12 10
launch farm
- -
4 [ (AN ERA 13
= Assign Resources =]
Hame; | Channel Sales prep Duration: | 2wks | =) [ |EFfort criven [ |Manualy Scheduled | Previous L
— | Task: Channel Sales prep
Starky  wred 1/18/12 ~  Finigh:  wedz2j1j12 v Taskbype:  FixedUnits v % Complete: |0% |< [&] Resaurce [st options
1D |Resource Name Urits Work. vk, Work | Baseline Wark | Ack, work Rem. Work | =

18 fZac Woodal a0 jeon o oh oh s0h Fugsources From Simple Assignments

Zac Woodal - e

Resource Mame RID Linits. Cosk

. 100%  i44,400,00 Remove

5 P

£

%ﬂ; [ Replace... |

i Dan Jume ———
Hary Morcos Graph

10. In the Task FormclickEffort-driven, and then cliclOKin the upperright cornerof the Task Form.
There is no change to the duration, units, or work values for this task, but watah happens
when you assign an additional resource.
11. In the Gantt Chart view, click the name of task 10, and then, inAg®gn Resourcedialog box,
clickHany Morcosand then click Assign.
¢lFal mMnQa RdzNI GA2Y A& NBRAzOS Rwork diithétask ie@aing&®S | &
hours, but now it is split evenly between Zac and Hany. This isdheduling result that you
g yiGSR® LF Al o1 ayQis chadgizhod PropEcRespaads to th&aslditibrali A 2 y
resource assignment.
Tip By ddault, effort-driven scheduling is disabled for all tasks that you create in Project.
change the default setting for all new tasks in a project plan, on the File tabQOgiidns. In the
Project Options dialog box, click the Schedule tab and theiDsle & (i Kasks dveSeiorR NRA @Sy €
check box. To control effodriven scheduling for a specific task tasks, first select the task or
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tasks. Then, on the Task tab, in the Properties group, Icifiokmation, and on the Advanced tab of

the Task Informgon dialog box, selector cleartie9 T F 2 NIi RNA @3Sy é OKSO]l o62E
The order of your actions matters with regard to effdriven scheduling. If you initialpssign two
resources to a task with a duration of three days (equal to 24 hours), Prepbetduleseach

resource to work 24 hours, for a total of 48 hours of work on the task.

However, you might initially assign one resource to a task with a duration of 24 houlatenddd

a second resource. In this case, effdriven scheduling will cause Projea schedule each
resource to work 12 hours in parallel, for a total of 24 hours of workhentask. Remember that

GKSYy AlGQa U ddh¥rSsehed2lyigr adj®&E TagkNdliratiamly if you add or remove
resources from a task.

Assigning Cost Resourcesto Tasks

Cost resources do no work and have no effect ondbieeduling of a task. Cost resources might include
categories of expenses that you wamt budget and track for accounting or financial reporting purposes.
Broadly speakinghe costs that tas& can incur can include:

T

22N)] NB&a2dzNDOS O02adax adzOK & | LISNER2yQa aidl yRE
on the task.

Cost resource costs, which are a fixed dollar amount that you enter when assigning the cost
resource to a task. The amourg not affected by changes in duration or any other schedule
changes to the task, although you can edit the amount at any time. You can also see cumulative
costs resulting from assigning the same cost resotgcaultiple tasks.

Excercise 3

1.

Click the nara of taskl17, Author reading and signing at book falihis task requires air travel by

0KS | dziK2NE YR 82dz2Q@S Itf20FGSR bynn Ay IyidAa
FAaA3ySR NBaA2dzZNOS | yR y2 toOtBedaskd CANBUOZ &2dzQf t |
In the Resource Name&olumn in the Assign Resources dialog box, dlmmki Poeand then click

Assign

Project assigns Toni Poe, a work resource, to the task. As you can see in tfiel€Cobthe Assign
Resources dialog box, this assignment hasth@ di ® bécKusehi©éork resource, Toni Poe, has

no cost rate or peuse cost. So evell K2 dzZAK GKS | daA3ayyYSyid 3ISYySNI
associated withit. Nexe 2 dzQf £ [ aadaA3dy GKS 02ai NB&az2dz2NOSo

In the Assign Resourcedialog box, select the Cofield for the Travelcost resource, typ&00, and

then clickAssign Project assigns the cost resource to the task.

You can see the cost incurred by this assignment in the Cost column of the Res@irces dialog

box. The travel cost value will reméime same regardless of amhanges made to the scheduling

of the task, such as work resources being assignétd dzy' I a3 A Iy SR 2NJ GKS Gt a
Note the task has the same duration of one day and Toni Poe has the samanditgrk values

as tefore. Assigning the cost resource affected only the ousirred by this task.

On the Project tab, in the Properties group, click Project Information, anddli@nStatistics.
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.

Project Statistics for "Simple Assignments’ @
Start Finish
Current Mlon 172,12 Tue 2721512
Baseline Fil P,
Actual Pl P,
Wariance 0d nd
Duration Wiork Cost

Current 3ad 396h %19,740.00
Baseline 0d 0h %0.00
Actual od 0h s0.00
Remaining 36d 396h 519,740.00
Percent complete;

Durakion: 0% Weork: 0%

Note the shorter duration of 36 days (it had been 41 days) and the $1%@40The shorter
duration is the result of applying effedriven scheduling to somtasks. The cost is the sum of
work resource assignments plus the one cost resoassignment.

Tracking Progress on Tasks

Until now, you have focused on projeafanningt developing and communicating thaetails of a project
plan before actual work begins. When work begins, so doesnd phase of project management:
trackingprogress. Tracking means recording projetails such as who did what work, when the workswa
done, and at what cost. Thesketails are often calledctuals
Tracking actuals is essential to properly managing, as opposed to just planning, a prbgegroject
manager must know how well the project team is performing and witetake correctiveaction. Properly
tracking project performance and comparing it witie original plan allows you to answer such questions
as the following:
T ' NB dFrata adFNIAYy3 YR FAYAAKAY3I |a LXIFYyYySRK
date?
9 Areresourcesspending more or less time than planned to complete tasks?
91 Are higherthan-anticipated task costs driving up the overall cost of the project?
Microsoft Project 2010 supports several ways to track progress. Your choice of a tnagkhnad should
depend on the level of detail or control required by you, your progmbnsor, and other stakeholders.
Tracking the fine details of a project requires additiomalrk from you and possibly from the resources
working on the project.
Therefore, before you dgin tracking progress, you should determine the level of dgmil need. The
different levels of tracking detail include the following:
1 Record project work as scheduled. This level works best if everything in the project occurs exactly
as planned.
f RecordSI OK Gl alQa LISNOSydlFr3asS 2F O02YLX SiAz2ys SAGK!
50, 75, or 100 percent.
1 Record the actual start, actual finish, actual work, and actual and remaining duration for each task
or assignment.
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9 Track assignmerdevel work by time period. This is the most detailed level of trackitere, you
record actual work values per day, week, or other interval.

Because different portions of a project might have different tracking needs, you megt to apply a
combination of these approaches within a single project plan. For exanyale,might want to track high
risk tasks rare closely than lowisk ones.
' FGSN) RSGSt2LIAY3 | LINRP2SOG LI I y> 2y SstordeordacthdNP 2 S O
and evaluate projet performance. To judge project performanpeoperly, it is helpful to compare it with
your original plan. This original plan is called blaseline plan, or just the baseline. A baseline is a collection
of important values in a projegilan such as thelanned start dates, finish dates, and costs of the tasks,
resourcesf) YR FaaArAdyyvySydad 2KSy &2dz alF @S | o0l a@fudsy Sz t
and saves it in your Project plan for future comparison.
The specific values saved in a baselinclude the task, resource, and assignment fieddswell as the
timephased fields.

Task Fields Resource Fields Assignment Fields

Start Work and timephased work Start

Finish Cost and timephased cost Finish

Duration Work and timephased work
Work and timephasedork Cost and timephased cost

Tip: Timephased fields show task, resource, and assignment values distributed over tiregafmle, you
can look at a task with five days of work planned at the weekly, daily, or hiewdy and see the specific
baseline work values per time increment.
You should save the baseline when
1 You have developed the project plan as fully as possible. (However, this does not mean that you
cannot add tasks, resources, or assignments to the pra@jter work has started, for this is often
unavoidable.)
 ,2dz KI@S y24Gd &S0 adlINISR SyidSNAy3 | Oldzr £ @I t dzS
Project supports not just 1 but up to 11 baselines in a single plan. The first one isBaslgithe, ad the
rest are Baseline 1 through Baseline 10. Saving multiple baselind® aaeful for projects with especially
long planning phases in which you might wémtcompare different sets of baseline values. For example,
you might want to save andompare he baseline plans every month as the planning details change. Or,
you mightwant to save a new baseline at various points during the execution of the project plan.
You could, for example, save the Baseline before work starts, then Baseline 1 a aftenthork starts,
Baseline 2 two months after work starts, and so on. You can thenthiewarious baselines and compare
GKSY G2 GKS | OldzZt &aOKd&mMtame. S G KNRdzZZIK2dzi GKS LINRB2SO

Exercise 4

1. Open the projecSimple Tracking
2. On theProjecttab, in theSclredule group, clickSet Baselineand then click Set Baseline.
The Set Baseline dialog box appears.
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ClickOK
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has changed. You will now see some of the changes caussaying the baseline.

On theViewtab, in theTask Viewgroup, clickOther Viewsand then clickrask Sheet

The Task Sheet view appears. Because this is a tabular view, it does not inclGdmthehart, so

more room is available to see the fieldsinthetable2 4 & 2 dzQf f &A6AGOK G2 (GKS
Task Sheet view. The Variance tablens of several predefined tables that include baseline values.

On theViewtab, in theDatagroup, clickTables

In the listed tables, note the check mark next to Entry. This means that thetBbkeyis currently
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Clickvariance

The Variance table appears. This table includes both the scheduled and batatirand finish

columns, shown side by side for easy comparison.



