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PREFACE

Project planning is critical in guiding stakeholders, sponsors, teams, and
the project manager through the many phases of the project. Planning is
required to establish desired goals, reduce risks, avoid missed deadlines,
and produce the agreed-upon product, service, or outcome. This book
introduces students to project planning and management through the use
of project management software.

A statement of task, a resource list, a task breakdown structure, a project
timetable, and a risk plan are all standard components. The business needs
and problems and the project objectives, deliverables, and critical
milestones are all included in the scope. The baselines for the project are

set in the project plan.
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INTRODUCTION

What is a project?

A project is usually considered a one-time activity that is done
to produce something new, such as a product, service, or

outcome. That is to state, a project should have a definite start
and finish date.

Projects are created in all types of industries. Sometimes to

understand what is considered a project we need a set of
examples.
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Some examples of project:

Education Projects
‘Research, create and test new
courseware

‘Organize training workshops
‘Organize an educational
conference

Event Projects

-Organizing a press conference
-Organizing a corporate party
-Planning annual budget reports
-Office relocation

Construction Projects
-Building a new house
‘Designing and constructing
new roads

‘Creating a new manufacturing
assembly line




INTRODUCTION

Why project plan
matter?

Q Clarify the process & activities

@ Gives you information
project

Forecast resources
requirement

o Provide milestone
Track project progress

o =Y

Visualize entire




INTRODUCTION

What is Microsoft
Project?

Microsoft Project is a project management application. Project
management application is a computer software that aids

project team in the management of activities and

nlans, as well

as the tracking of progress, resource allocation, and budgeting.

Who uses MS Project?

This product is for project managers S

and anybody else involved in a project. 5&3}

It is one of the most widely used 1

project management software since it A

allows managers to do most of their

planning tasks. < ;



INTRODUCTION

What can you do in
MS Project?

The following features are commonly seen in project
management software:

Ploviing

In terms of project management fundamentals, we should begin by
planning our major tasks and activities. Deadlines, due dates, time frames,
durations, and priorities must all be planned.

Joaikeing

Once the main tasks have been planned, it is time to track the tasks.
Tracking is a task monitoring and control activity. The project management
application software will allow you to use tracking tools to keep track of
and control your work, as well as guarantee that the project stays on track.

? ’ :g
We can't be confident that our project is going as planned if we don't
measure it. We may utilise formulae to build and apply key performance

indicators (KPIs) and measurements using project management
application software.

Repporfing

We must create reports at the end of our project that reflect the present
condition of the project and the status of its tasks. We will be able to
Create project reports and assess percent completion for each job and
objective using the project management application system

5



INTRODUCTION

What you will learn?

For the contents of this edition, we will learn the foundation of
knowledge in Microsoft Project to:

Create tasks

Create tasks that represent
the steps to
complete the project.

Track project performance

Track project performance by
comparing the current state of
completion to the original
baseline plan.

Assign resources

Assign resources such as the
people, materials, or equipment
needed to deliver
the project.

Create reports

Create reports to visualize
the project’s progress and
share them with your
project team, stakeholders,
and sponsors.
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MS PROJECT INTERFACE

! Interface Tour

Get to know Ms Project environment

1.Start a new project with creating a blank project.
2. Go to File menu, click New > Blank Project




MS PROJECT INTERFACE

—

3. Click on each label for the explanation

Quick Access Toolbar Project filename Window sizi ng button

Gantt Chart - visualisation of

Task view - project .
Lok project schedule

activities

1 Most commonly used command in the application and it can be
customized I

2 Your project file name and the version of the software I
3 Button for minimize, maximize and close application window I

q Ribbon tabs, groups and icon. Each tab contains several groupings of buttons

and drop-down lists which are related to one another. I
5 The Timeline View displays the timelines of all your active projects in a visual
format. I

6 Task view shows list of activities contained in the project I
7 Gantt chart can be either time-phased work or Gantt chart I

8
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Ribbon tabs

Microsoft Project Ribbon Tabs consists of:

Info - view project information and the Organizer

New - create a new file
Open - open any MS Project file
Save - save any changes to the current file

Save As - create a new copy of the project file

Print - adjust print settings and print the current file
Share - share project file by through email

Export - create a new copy of the project file or export as

PDF
Close - closes the current project file

Account - account a product information

Feedback - give feedback to Microsoft

Options - adjust any MS Project settings
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Task tabs

Vol iy [T O L) o | Frafrsarcsd

provides buttons for adding, formatting, and working with tasks. I

Resource tabs

Gantt Chart Tools

Q Tell me what you want to do

Resource Format

Resource

1= o e% i) & . ™ [ Leveling Options

— ' -

~Tas ‘“ = . — »™ Clear Leveling tab groups
Assign  Resource Details

Level Level _

Assignments

Properties

View I

The View group is a
drop-down menu where
we can choose any
custom view. The default
view that is available to
select is the Resource
Sheet view.

Properties I

The Properties group is
where we can easily
access resource
information. We can also
acCess resource notes,
and resource details.

Assignment I

The Assignments group
has an option to assign
resources to the taskin
the project. It also has an
option to create a
resource pool to be able
to share resources
between different
projects. It also has an
option to refresh and
update the resource
pool.

Insert I

The Insert group has a
drop-down menu where
we get to choose where
to add resources from
such as the address
book or Active Directory.
It also has options for
adding resources that
are work, material, or
Cost resources.

Level I

The Level group is where
yOU Can access many
options to level
resources in Microsoft
Project.

10
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Report Tab

Gantt Chart Tools

Project1 - Project Professional

groups
Export I

The Export group is
where we can find visual
reports that can be
exported either to MS
Excel or MS Visio.

Project View Help Format

i::.___

[
e 8

Q Tell me what you want to do
&_ !

HE T = N Tl ol

Compare New Dashboards Resources Costs InProgress Getting Custom Recent Visual

Projects Report ~ = & & g Staneg = = = Rer::-ort_s
| Project View Reports

Compare I View Reportsl

The Compare Projects
group compares two
versions of the same
project. A comparison
report is created to show

Export

The View Reports tab is
where we can view any
new reports,
dashboards, resources,
cost, in progress, getting

any differences between
the two project
schedules.

Project tab

=

started, custom, and
recent reports. This is
where we can create
new reports and view
already existing reports.

File Task Resoy === =

B Get Add-ins 0|

-

Subproject

&3 My Add-ins ~

Project

View

Project Custom Links Between WRBS

Information  Fields

Add-ins

I Insert

Gantt Chart Tools
Help Format

Change
Working Time

Calculate Set
Projects

Q) Tell me what you want to do

Move
Project Bﬁeline ~ Project

Project tab
groups

Project1 - Project Blofessional

Status Datefl =] NA ABC

Ef| Updag® Project “

Spelling

Properties Schedule

Status Proofing I

Insert I

The Insert group helps
insert a related project
as a subproject to the
current project file. This
will make the current
project file a master
project file with
subprojects.

Schedule I

The Schedule group is
where we can quickly re-
calculate our project by
using the Calculate
Project option.

Add-ins I

The Add-ins group is
where we can find new
add-ins using the Get
Add-ins options.

Status I

The Status group gives
us the ability to quickly
change the status date
and also update the
project file.

Properties I

The Properties group is
where we can find
project information,
create or modify custom
fields, add links between
projects, create a WBS
structure, or modify
calendars and working
times.

Proofing I

The Proofing group is
where we can check
spelling in Microsoft
Project.

11
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View Tab

View tab groups

Gantt Chadt Tooks Project] - Project Professional REENA BINTI ROsLL #5, =
L ormal al
esource Lsage A | + Highlight: |[Mo Highlight] = 503 -+ Timeling | Timeline -
o ¥ =
1 v " I, Ins Eil 1 e Mt
urce Sheel -~ e (MG Filter = Details
Ty Jutlime Tables Oom ntire

S Switch Windows j—

I
=

Task Views I Resource Views I Data I

The Task Views group is The Resource Views The Data group is where
where we can access group is where we can we Can access

different task views such access different resource information in our

as the Gantt Chart, Task views such as the schedules such as sort,
Usage, Network Diagram, Resource Sheet, and show different outline
Calendar, Timeline view, Resource Usage or any levels, and access any
and any other out of the customized views tables.

box views

Zoom I Split View I Window I

The Window group is

The Zoom group is The Split View group is
. where we can have
where we can zoom our where we can split the . .
. multiple new windows to
schedule any way we current view we are on .
. . . work on different parts
want. We can quickly use into multiple panes

the dropdown to filter by of the schedule.

day, month, or year.

Macros I

The Macros group is
where we can access any
macro information.

12
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Format Tab

Format I Columns I Bar Styles I

The Format group has The Columns group is The Bar Styles group is
Text Styles, Gridlines and where the column where the bars on the
Layout option that can settings can be Gantt Chart can be

be customized. managed. modified and managed.

Gantt Chart Show/Hide Drawings

The Gantt Chart Style Tf;]e Shok:/v/H|d? group is Tk;]e Dravz/jmgs.group |E

group has predefined where the outline tinere & drawiing can e

Gantt bar styles to number, project chosen to use on the
summary task, and project file.

quickly change the color

of the Gantt bar summary tasks can be

easily shown or hidden.

13
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CREATING YOUR FIRST SCHEDULE

Project Schedule

A project schedule outlines the tasks that must
be completed, the resources that must be
utilised, and the deadline for completion.

4 |ntiation 5 days? Mon 17/5/21 Fri21/5/21 48 hrs f 1
Definning Team Ilham Ahmad 1 day Mon 17/5/21 Mon 17/5/21 8 hrs Ilham Ahmad
Organization
Establish Intial contact Adam Daniel 1 day? Tue 18/5/21 Tue 18/5/21 8 hrs 2 am Dani
Conduct intial interview  Nadia Helmy 2 days Tue 18/5/21 Wed 19/5/21 16 hrs 2 Nadia H
Define Jeffry Muhammad 2 days Thu 20/5/21 Fri 21/5/21 16 hrs 3,4 Je
problem/opportunity
Problem ID Statement Adam Daniel 0 days Fri21/5/21 Fri 21/5/21 0 hrs 5 2

4 Planning 6 days? Mon 17/5/21 Mon 24/5/21 64 hrs f
Describe project scope Jeffry Muhammad 1 day? Mon 24/5/21 Mon 24/5/21 8 hrs 6

) Conduct feasibility Nadia Helmy 2 days Mon 17/5/21 Tue 18/5/21 16 hrs s Nadia Heln
analysis

i Define tasks and schedule Adam Daniel 2 days Mon 17/5/21 Tue 18/5/21 16 hrs dam Dani

) Refine project scope Ilham Ahmad 3 days Mon 17/5/21 Wed 19/5/21 24 hrs quham A
Select baseline project  Jeffry Muhammad 0 days Wed 19/5/21 Wed 19/5/21 0 hrs 10,11 19/5
plan

4 Analysis 12 days? Thu 20/5/21 Frid/6/21 72 hrs
Data needs analysis Nadia Helmy 2 days Thu 20/5/21 Fri 21/5/21 16 hrs 12
Resource identification Adam Daniel 3 days Mon 24/5/21 Wed 26/5/21 24 hrs 14
Define major processes  Ilham Ahmad 2 days Mon 24/5/21 Tue 25/5/21 16 hrs 14
Design preliminary models Jeffry Muhammad 2 days Wed 26/5/21 Thu 27/5/21 16 hrs 16
Deliver preliminary Adam Daniel 0 days Thu 27/5/21 Thu 27/5/21 0 hrs 15,17
models

't's a timetable that outlines start and end dates
and milestones that must be met tor the project
to be completed on time.

't is often used in conjunction with a work
breakdown structure (WBS) to distribute work
among team members.

14



CREATING YOUR FIRST SCHEDULE

—

Betore beginning a project, there are some
questions to ask yourselt and your project team on

the project schedule as follows.

Whaif weedy 1o be doe o Phe puoject?

Every project must create a task list and deliverables. Before entering the
information into the scheduling application, such as Microsoft Project, you can
brainstorm this on a spreadsheet. If we like, we may even enter them straight into
the scheduling tool.

Houw long will the prsject (akke?

This is where we begin to look at work estimates and duration.

Whail o The ovllen of The Tasles?

This is where we plan how to integrate network logic and dependencies
across activities.

When shondd, The work bo dlone?

Asking this question may bring up a discussion about task dependencies,
calendars, deadlines, constraints, and baselines.

Who iy going To do The work?

A discussion about resources and how they should be assigned to tasks
may be part of this conversation.

15



Let's get started on your
first project in just a few
steps.



CREATING OUR FIRST SCHEDULE

W LTS

Let's do some basic configuration before you create
your schedule

Set Auto Scheduling as the default option.

% Format Painter

View Clipboard

Task
| o |I"-::nde v Task Name

a = . s 2 iaa L e - | PSS BN S L - o
Project Options ? Pt
General B
Change options related to scheduling, calendars, and calculations. |
Display
1 I Schedule Calendar options for this project: ‘ @5 Projectl -

FrooanS Week starts on:
Save Fiscal year starts in: | January v

Language Use starting year for FY numbering
Advanced Default start time: | 8:00AM  ~ These times are assigned to tasks when you enter a start or
_ finish date without specifying a time, If you change this
Customize Ribbon Default end time: | 3:00PM  ~ setting, consider matching the project calendar using the
. Hours per day: 8 - f;hange Working Time command on the Project tab in the
Quick Access Toolbar ribbon.
Hours per week: 40 -
Add-i ~
" Days per month: 20 -
Trust Center
Schedule
Show scheduling messages ©
Show assignment units asa: | Percentage ™| —
Scheduling options for this project: | @ Project1 - |
Mew tasks created: | Auto Scheduled - l

Auto scheduled tasks scheduled on: ﬁmject Start Date "i

Duration is entered in: Days v
Work is entered in: Hours hd

16
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Now, let’s schedule a simple project!

To make a project plan, follow the steps below.

New

Search for online templates

Suggested searches:  Projects Schedules  Analysis  Ind

Blank Project New from existing project

Project] - Project Professional

1 10 1r 1 nr 1r i1r 1r1r 1 r 12 r—_a1r_ i1r_—_1r—_—_1r—_a1r—ar [] Outline Number

| ] — _-
1 Slack T?E IE‘SI — _ —| — — — — —| — — — — —| - — — [v] Project Surmmary Task
FP&EI
JlateTasks  pah- - [] Summary Tasks
Bar Style Gantt Chart Style Show/Hide
P 20 Sep "21 27 Sep 21 4 Oct 21 2 80ct 2
Start - Finish = Predecessors « PNames + AddNewColumn ~ |F |5 5 M | T W T F 5|5 M| T W TF S|S M T W T F $|S M| T W, T F SIS M T | W

On Format Tab, create a
Project Summary Task.
This is a “wrapper” task for
our entire project.

Here's what you should see:

Task Resource
0 Mode = Task Mame ~ Duration - Start - Finish ~ Predecessors  +  Names -
- 4 Projectl 0 days? Tue 28/9/2 Tue 28/9/2

Choose a suitable name for your project.

Task Resource
Mode = [ 125k Mame Duration < Start = Finish w Predecessors  ~ | Names -
4 Min Café Project 1 0 days? Tue 28/9/2 Tue 28/9/2

17
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Step 2: Set a start date for the project.
Navigate to the Project tab >>Project
Information

Format Q Tell me what you want to do

F | = P Status Date: l_ MNA

] : === Ef| Update Project
n WBS Change Calculate Set Mowe : :

~  Working Time  Project Baseline ~ Project

Schedule Status

Enter the project's start date
(in this case, September 13th, 2021):

Project Information for 'Projectl’ >
Start date: Maon 13/9/2021 “ | Current date: | Tue 28/9/21 W
B Finish date: Tue 28/9/21 Status date: MA | [
Scthedule from: | Project Start Date | Calendar: Standard v
All tasks begin as soon as possible, Eriority: 500
Enterprise Custom Fields
Department:

Step 3: Create a task list.
The following tasks must be completed as part of
this project:
e Make a business plan.
e Obtain a business license.
e Open up a bank account.
e Funding
e Choose a location for your business
e Set up office
e Recruit a team
e Make a promotion.

18
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Let's complete Microsoft Project with those tasks.
Fill up the Task Name column with the tasks.

Task

ﬁ Mode = Task Mame w Duration « Start + | Finish w | Predecessors «
- 4 Min Café Project 1 day? Mon 13/9/21 Mon 13/9/21
- Make a business 1 day? Mon 13/9/21 Mon 13/9/21
plan
- Get a business 1 day? Mon 13/9/21 Mon 13/9/21
license
- Create a bank 1 day? Mon 13/9/21 Mon 13/9/21
account
4 - Get funding 1 day? Mon 13/9/21 Mon 13/9/21
3 - Select business  1day? Mon 13/9/21 Mon 13/9/21
location
- Set up office 1 day? Mon 13/9/21 Mon 13/9/21
- Hire crew 1 day? Mon 13/9/21 Mon 13/9/21
- Run promotion 1 day? Mon 13/9/21 Mon 13/9/21

Step 4: Enter task durations

At this point, the Project has no estimate of how
long each task will take. As a result, there is a
guestion mark in the duration column, and the start
and end dates are not yet valid.

19
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Now we'll update the Project about the duration
of each work. Fill in the estimated time in the
duration column.

For example, you can type "3d" to select
3 days or "2w" to designate 2 weeks.

Task

ﬂ Mode = Task Name » Duration -« Start « Finish -
- 4 Min Café Project 21days? Mon 13/9/21 Mon 11/10/21

- Make a business Mon 13/9/21 Fril7/9/21
plan

- Get a business Mon 13/9/21 Mon 13/9/21
license

- Create a bank Mon 13/9/21 Mon 13/9/21
account

- Get funding Mon 13/9/21 Mon 11/10/21

- Select business Mon 13/9/21 Fri17/9/21
location

= Set up office Mon 13/9/21 Tue 14/9/21

- Hire crew Mon 13/9/21 Fri 24/9/21

-5 Run promotion Mon 13/9/21 Thu 16/9/21

You'll see from the list that the tasks must be
completed in a specified order. The tasks are linked in
several ways. For example, we can't get funding
without a business license.

It's now time to "link" all tasks and enter the estimated durations

20
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Step 5: Link tasks in the right sequence

Each task should be completed in a particular
order. To carry out the order, let's link the tasks

sequentially.

For example, we want a business license should
follow after creating a business plan.

Task
ﬂ' Mode « Task Name » Duration -« | Start + Finish v Predeceszors «
¥ - 4 Min Café Project 21days? Mon 13/9/21 Mon 11/10/21
! ¥S Mon 13/9/21 Fril7/9/21
plan
2 - Get a business 1d3y? Mon 20/9/21 Mon 20/9/21 1
license
5 - Create a bank 1day? Mon 13/9/21 Mon 13/9/21
account
- Get funding 21 days Mon 13/9/21 Mon 11/10/21
- Select business 5 days Mon 13/9/21 Fri17/9/21
location
Enter Task 1 as a predecessor of task 2 in the Predecessor
column

Task "Get a business license" has been moved to
the right of the task "Create business strategy”
(refer to blue taskbars).).

Task Resource 13 Sep 21 _'.-:'.'|. 21 275
0 Mode » Task Name » [Duration -« | Start | Finisl v Predecessors  »  pames » Add NewCo F E 3 M T W T F o3 35 M T W T F : 3 M
- 4 Min Café Project 21 days? Meon 13/9/21 Men 11/10/21
— S Mon 13/9/21 Fril7/9/21 ——
plan
=X Get a business 1daf? Mon 20/9/21 Mon 20/9/21 1 °
=X Create a bank 1 day? Mon 13/9/21 Mon 13/9/21
account

Mon 13/9/21 Mon 11/10/21
Mon 13/9/21 Fri1l7/9/21

Mon 13/9/21 Tue 14/9/21
Mon13/9/21  Fri24/9/21
Mon 13/9/21  Thu 16/9/21

21
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The next step is to put the remaining tasks in the
correct order. To do this, we can use the alternate
method of linking dependent activities.

Select the remaining tasks in rows 2-8

'ﬂ' Task Resource

Mode ~ Task Name » Duration -~ Start ~ Finish ~  Predecessors ~ Names -
- 4 Min Café Project 21 days? Mon 13/9/21 Mon 11/10/21
1 - Make a business 5 days Mon 13/9/21 Fri 17/9/21
plan
2 - Get a business 1 day? Mon 20/9/21 Mon 20/9/21 1
license
3 - Create a bank 1 day? Mon 13/9/21 Mon 13/9/21
account
4 - Get funding 21 days Mon 13/9/21 Mon 11/10/21
3 - Select business 5 days Mon 13/9/21 Fri 17/9/21
location
- Set up office 2 days Mon 13/9/21 Tue 14/9/21
- Hire crew 10 days Mon 13/9/21 Fri 24/9/21
- Run promotion 4 days Mon 13/9/21 Thu 16/9/21

Click the link button on the Task tab.

Mod ask Name +» Duration - Start = Finish + Predecessors ~ Mames = Add Hew Co
- 4 Min Café Project 49 days? Mon 13/9/21 Thu 18/11/21
- Make a business 5 days Mon 13/9/21 Fri 17/9/21
pla
2 - Get a business 1day? Mon 20/9/21 Mon20/9/21 1
license
3 L Create abank 1day? Tue 21/9/21 Tue 21/9/21 2
account
4 - Get funding 21 days wed 22/9/21  wed 20/10/21 3
5 - Select busine s Sdays Thu 21/10/21  Wed 27/10/21 4
locatio
& - Set up office 2 days Thu 28/10/21  Fri 29/10/21 5
7 = Hirecre w 10 days Mon 1/11/21  Fri1zf1/21 6
8 - Run promotion 4 days Mon 15/11/21  Thuigfly/21 7

Our tasks are now in the correct order, and the
Gantt chart has been updated.

22
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Step 6: Adding Resources

To complete the project's tasks, you'll need
resources. They can be people, equipment,
facilities, financing, or anything else (excluding
labor) required to finish a project assignment.
The key to successful project management is
optimal resource scheduling.

Work Cost Material
resources resources resources
People and A task's financial cost. Consumable
equipment to execute  Expenses for travel, items that are
the tasks. food, and other items. used to complete

tasks in a project.

23
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Work Resource Names
You can name your resource according to your
convenience.

Resource

|dentified person. Christ, Amy

A job or group Engineer, Trainer, Typist

Equipment Photostat machine,
Printer

24
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Step 7: Add a milestone to your schedule

You have certain milestones to work towards
across every project. Milestones are specific
points in time whenever a goal must be fulfilled.
We haven't yet included any milestones, so let's
do that right now.

Create a new milestone called 'Business fully set
up' to mark the completion of our business setup.

By setting a task's duration to zero, you can establish
a milestone (zero days).
Grey diamonds represent milestones:

F||| TMLLUFE

- Blusirsis Tully 461 L 0 day 1019/2020 11119/2000 B v 117189

-

The milestone we entered also represents the
project's estimated completion date.

25
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PRACTISE A PROJECT PLANNING

Practicing planning a project based on the scenario given

Scenario

Mr. Shahril wants to build a new house for their
family. To make sure the new home is ready on
time, a project has been defined to contains the
following list of activities along with their
required times for completion. The most
Important stage in managing the construction
project is planning. Parts of project planning
include accounting for and gathering the tools
and supplies needed for the job. He found 8
things for him to consider before building a new
house as follow:-
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Things to consider before building a house

: Maintenance Warrant Customization
Time to Move- . y Personal decision
. Benefits? Offer? .
In Special needs
701 Y 02 03 04
Character Efficiency Cost Neighborhood

Antique features and Comfort affordable It's not a planet

05 06 07 08

After assessing the needs that have been considered, he met
with the manager construction company to discuss the
design plan of the house, the estimated construction cost,
and the facilities that will be obtained before the agreement
Is made by both parties. A contract for new home
construction will describe in details and include a listing of
all the parts to be included in the house
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Construction Planning & Timeline

Finishing a construction project on time and on budget is
every builder’s goal. So how do you set yourself up for
success? Whether you're renovating a bathroom or building
a new home from the ground up, every construction
project starts with a plan.

What is a construction plan?

A construction plan is a document that outlines the tasks,
resources, and requirements needed to complete a build on

time and budget.

What is a construction plan?

PE| Pen ddencpi{es_ hEtWEEH. A breakdown of all the tasks @
edate tasks In a certain required to deliver a finished
orcer puild
Resource assignments A detailed project timeline that

Q showing which build team or outlines when tasks need to @
are responsible for the work nappen to ensure Work s

completed on schedule

= Important design, planning, Major milestones—like contract
— and closeout documents, approvals, inspections, or draw
contracts, budgets, permits, requests—for tracking forward
inspection reports, progress in the construction
and construction change schedule
orders
4
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Construction Planning & Timeline

P-D-C-A Flow

o
@
{._:.

P P S,
Ry «,!; -/
Plan Check
Determine Location Site Work Construction followed Move In
Floor Design Site Preparation the plan and cost ?7

Construction planning roughly

20/03 25/07
02/05 & 10/11
. Milestone 1 Milestone 2 '. Milestone 3
12/02 I0/06 0500
Pre-Construction Closeout
Floor Design _ —
Approval Site wn{k and
Permit foundation
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Construction Planning & Timeline

Steps Activity the Home Building Process

A ti
nPre-Cunstructinn
nDesign and planning 1 month
2
HSEmpIE approval 1 week
3
nBlds and Contracts 2 weeks
_ 4
nCnntract Execution 0
Prepare the site for construction and Pour
Foundation:
5
nﬂbtaining Permits and Applying for Permits 7
: 7
=A construction crew levels the ground. 8
Installs temporary foundation forms made of 9 8
wood.
8,9
The Footings Have Been Installed 10
nflnmplete the Rough Framing
The floor, wall, and roof systems have all been . 11
completed.
Exterior Walls are sheathed and protected with . 13 -
protective wrap. —_
14
Draw #2 0
nﬂuugh Plumbing, Electrical, and HVAC
nPlpes Wires 12 15
_ 17,15FS + 2 days
Vents and Sewer Lines 10
18
Lines of Water Supply 15
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Construction Planning & Timeline

continue

Act it

19FF+3 days

Shnwer Units and Bathtubs

20

Ductwork for a Heating and Air Conditioning System 7
. 21

Vent Pipes in the HVAC System 13
22

Draw #3 0

Install Insulation

23

5.1 Fiberglass 8
25

Cellulose 4
26

Mineral Wool Foam 5

27FS+5 days
Blocks of Concrete

28
Concrete Forms for Insulation 10
29
Foam Spray 7
30
5.7 Insulated Panels for Structural Use 15
31
Ridged Foam vs. Foam Board 12
32 —
Draw #4 0
Complete the Drywall and Interior Fixtures, Start Exterior
Finishes =
33
6.1 Drywall is Hung and Taped 20
35FF+4 days
The texturing has been completed. U
36

Paint is applied to the first coat. 1 week

375545 days
The exterior finishes (brick, stucco, and stone) are applied. 1 month Y
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~ Construction Planning & Timeline

continue

Dependency

7.0 Finish Interior Trim, Install Exterior Walkways and Driveway

38
7.1 Installed doors, windowsills, and decorative trim 10
" g ow " 4{]
7.2 Installed cabinets, vanities, and fireplace mantles 15
_ 41
7.3 The Last Coat of Paint 7
Install Hard Surface Flooring, Countertops; Complete 43
. . 3 weeks
Exterior Grading
o _ ) _ 44
Finish Mechanical Trims; Install Bathroom Fixtures 2 weeks
Install Mirrors, Shower Doors; Finish Flooring, Exterior 45
) 1 month
Landscaping
) 46
ot Final Walk-Through 2 weeks
_ a7
Move - In 0
_ -
f-"'-fff-f-
.-".-F.-F.
S
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Plan the Project:

1. Start New Project File
« Change Working time before start the planning task

Gantt Chart Tools Change Working Tme .
Fl:”lTlEt 30 g B P e S O L4 0
Legend: Click on a day bo see its wosking times: 13 May 2021 is nonworkng.
Ay LAhC
J""'""""‘" f [ sTum]T]w[m Flsi\i
Project  Custom Links Between WBS Change I m Narmworking H
Information Fields  Projects *  Working Time a0 Il il R R
. . 21| Edited working hours MO 1zu = et o
ropertes On this calendar: %17 18 9 |20 |27 |22 Exception ‘Har Baya Asdiffitri on
1 & calendar “Standard'.
et 23 |24 |25 |26 (27 |28 |28
31 | Hondetault work week | |30 |31 :)
Exceptions  wWork Weeks 'v
1 L vame | start | Firush A Dygtails...
u 1 | Hewr Vewr's Dy Sl =Ll =y T vy
Cllck on thE dE_tE fﬂr 2 | Chamese Mew Tears (12022021 (130272021 Drlcte
. - _ 3 [FestDayotfamaden  [13oac01  [aescoen
setting nonworking day 3~ Decaration of Maacea [isouzoar [rsowaont
_ ) 5 |Labawr Day [msaon ;s
{p“h"n hﬂlldﬂ}f} 6 | Hasi Flaym sttt (13882021 U200 o
T N
— i . *-'
Haip Gptiond... E Carced
2. Project start Date: 01 Jan 2021
Froject Information for "Project1’ X
: : Start date: |m '-'| Cyrrent date: |Tue Pl Trd | w
Report Project View
Einish date: Thiu 2350821 Stabus date: | A o
Schedule from: | Project Start Date ul Calendar: | Standard e
All tasks begin as soon as possible, Priority: 500 =
Enterprise Custom Fields
Properties Depariment:
Custom Field Name WValue
Help Statjstics... " Cancel
3. Show the Project Summary
Wiew Help )
: [ ] Outline Number
—— _-“I-____‘_-
@1_ g o = =, _m Project Summary Task ) -
Slack _ _ rawing
Bar Styles Show/Hide Drawings 33
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4. Project Title “Build a New House”

MNotes

Details
iy Add to Timeline

Infoarmation

Properties

F Y

Percent complete: 0% = Priority; | 500 |-
Schedule Mode: Manually 5cheduled Inactnee
Auto Scheduled
Dates
Start:  Thu 23/09/21 Finish:  Thu 23/09/21

I:I Display on Timeline
[ ] Hide Bar
[ 1Rollup

Help OK Cancel

5. Save your New Project File as “MyNewHouse ProjectPlan.mpp”

Gantt Chart Tools MyNewHouse_FrojectPlan - Project Professional

Farmat '1:.] Tell me what you want to do
zal Tasks ?_--IIIIIIIIIIIII_IIIIII-
: Task Baseline Slippage } Py Py Py & } ,‘l,' ,} Py -

Summary Task Infermation E-i
General | P m‘-mmrﬂ] Resources | g am:e-l:l] MNotes ] Custom Fields |
Hame: Build a New House Duration: | 1 day? |- Estimated
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6. Enter Task with Detalls as listed in the table below :
/. Set WBS for :

a. Pre-Construction:

Design and Planning:

Sample approval

Bids and Contracts

Contract Execution

b. Prepare the site for construction and Pour Foundation:

Obtaining Permits and Applying for Permits

A construction crew levels the ground.

Installs temporary foundation forms made of wood.

The Footings Have Been Installed.

c. Complete the Rough Framing

The floor, wall, and roof systems have all been completed.

Exterior Walls are sheathed and protected with protective
wrap.

d. Rough Plumbing, Electrical, and HVAC

Pipes and Wires

Sewer Lines and Vents

Lines of Water Supply

Shower Units and Bathtubs

Ductwork for a Heating and Air Conditioning System

Vent Pipes in the HVAC System 35
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e. Install Insulation

Fiberglass

Cellulose

Mineral Wool Foam

Blocks of Concrete

Concrete Forms for Insulation

Spray Foam

Insulated Panels for Structural Use

Ridged Foam vs. Foam Board

f. Complete the Drywall and Interior Fixtures, Start
Exterior Finishes

Drywall is Hung and Taped

The texturing has been completed.

Paint is applied to the first coat.

The exterior finishes (brick, stucco, and stone) are applied.

g. Finish Interior Trim, Install Exterior Walkways and
Driveway

Installed doors, windowsills, and decorative trim.

Installed cabinets, vanities, and fireplace mantles.

The Last Coat of Paint.
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GANTT CHART

Create sub-task

Click the Indent Task in the T Inactate
<=  Schedule Group on the Task tab o [P ——
(Alt+Shift+Right) to create subtask i become s

Task
“ Mads = Task Marne » Duration

b

= Bl o6 oo & v mpesn N

Schedule

Lreating a hierarchy will help you

\. oetier o janire your ta 1

- Start = | Finish = Predecessors -
0 - « MyNewHouse_Pro 190 days? Fri 01/01/2 Thu 23/09/
3 - # Pre-Construction 35 days Fri 01fo1/21 Thu 18/02/2
4 -, Design and 1 mon Fri 01/01/21 Thu
planning 28/01/21
3 - Sample approv: 1wk Fri 29/01/21 Thu 04/02/2- 4
8 - Bids and 2 wks Fri 05/02/21 Thu 5
Contracts 18/02/21
7 - Contract 0 days Thu Thu &
Execution 18/02/21  18f02/21
8 - 4 Prepare 42 days Fri 19/02/21 Mon
Construction Site 19/04/21
and Pour
Foundation
9 - Apply forand 7 days Fri 19/02/21 :
Acguire Task Mame w Durstion - Star - Fimigh » Predecedsors -
10 -, Construction 15 days Tue 4 Prepare 69 days Wead Wead
Crew Levels 02/03/21 Construction Site zfmin wf12/n
11 - Puts Up 10 days Tue and Pour
Wooden Forms 23/03/21 Founda 4 Sheathing Applied to Exterior Walls, Covered With Protective ¥ ~
for the Ap [ 115 Draw =2
Temporary 16 Complete Rough Plumbing, Ebectrical HVAC
Pm rneae wen e g e
: installed e e L2 Cr (119 water Supply Lines
13 -, Draw #1 0 days Mon 19/04/2 Pute ()20 Bathtubs, Shower Units
Wod (i Ductwork for HVAC System
for tl (22 HvAC Vent Pipes
[123 Draw #3
Sample nu.tp Ut Tem| o[ J24 install insulation

Press key Or Click on

1.  Dropdown arrow
2. Checkbox
To set Predecessors

Eoot [ 125 Fiberglass
()26 Cellulose

Irsta
[ 127 Foam Minersl Weol
Draw [ )28 cConcrete Blacks
2 Comple [ 129 Insulstion Cancrets Forms
Framin [ )30 Spray Foam
[ 131 structural Insulated Panels
Flool [_]32 Foam Board or Ridged Foam
Wall (133 Draw =4 v
Syste ¢ 3
Com
sheathing 5 days Wed Tue
—ppliad t0 2fosf1  28f08/21
Exterior Walls, - e
Covered With
Protective
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8. Set Constraint for:

Task Name LEMSIEL Constraint Date

nt Type

Design and planning 18/01/2021

The Footings Have

Been Installed
Ductwork for a Heating

and Air Conditioning MFO 25/06/2021
System

Fiberglass SNLT 16/07/2021
Move-in 26/04/2022

SNET 26/03/2021

N

(Ccanstraint setting:

On Task Tab o , In Properties Group e click Information
view e , Information windows pnpupo , go to Advanced tab

\and setting constraint )
Jo
Information . Editing
s
M EJE Calibri -1 m
Paste é' BIU]|®H- Properties

-

Clipboard Task Information X

General| Predecessors | Rﬂ-nurnlts | custom Fields |

Hame: - Ciesign and planning
Constrain task

Duration: | 2wks = [ Estimated

Dead]ine: Fri 15,/01,/2021 e

Constraint type: kit Finish OnR e | Constraint date: | [Mon 18/01,/2021 e
Task type: | Fixed Duration »fl [ Effort driven

Calendar | Hone ul Scheduling lgnores resaurce calendars

WHBS code: 1.1

Earned value mathod: %% Complete e |

[] Mark task as milestone

- Help Ok Canecel
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Sample output

“Tﬁ:ll: Retoinre e
Mode = Tak Hame w Duration » Start w [Finish w Predecewsors «  Mames

v - 4 MyNewHouse Pro 319 days Tue 05/01/2) Thu 14/04/22
re- - Tue 05/01/21 Thu 11/02/1
Tue 05/01/21 Mon 18/00/21

2 ‘El-il}q ‘

planning

,II This task has a '"Must Fimish On’
constraint on Mon 18/01/21.

&) This task goes past its deadline on
Fri 15/01/21

9. Set Constraint for:

Resource Name . Std. Rate (RM)
Zakwan Ahmad Work 100% 2500.00/week 0.00
Color Setting Services Work 100% 100.00/hour 0.00
Electrical Setting Services = Work 100% 900.00/day 0.00
Plumbing Services Work 100% 150.00/hour 0.00
Alvin Sean Work 100% 2000.00/week 0.00
Johny Evans Work 100% 65.00/hour
Mr. Shahril Work 100% 0.00/hour
Interior Design Work 100% 200.00/hour
Exterior Design Work 100% 200.00/hour
¥ e P
| u;. T
Tips: How to change i [
Currency Format ] e [ R
On File tab -> Option e e B

view -> Display - > [
Currency option -> OK

s e 1 by e
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A Usi®

" - " " b v - - r - A -

e @ A Mimad WA O i 1 RNA 2 SN0 DR i A (DL Far EM 0LDD Prorated Shaniand
Color Setting N e C 1 AN 10000/ hr EM EM OO0 Prorated  Stancard
LEMVICRS 0LI00 hr

Electrical Setting WWori E 1 AN 50000/ day EM RM OO0 Prorated  Standard
SETVICES L1000 r

Plumibang Sernces  Wirk 2 1 RAA 150000, Far 308 CLI00, Far RM 0LDD Pracated  Standard
A lvirs Sean W ol A 1 RM 200000 wk IMO0D/Mr RMODD Prorated  Standard
kohny Evans W o | | AM 65,00 P IM OO0/ BM OO0 Prorated  Stancard

Sample Output

10. Assign Resources to :

Resource Name Assigned to task

Zakwan Ahmad Draw #1, Final Walk-Through

oG] LI [ IST-1a(S-Cl The Last Coat of Paint, Draw #5

Electrical Setting Fiberglass, Draw #4
Services

Plumbing Services Draw # 3, Pipes and Wires

Alvin Sean Design and planning, Draw # 2, Final Walk-Through

Johny Evans Draw # 3, Draw #4, Final Walk-Through

Interior Design Draw #5

Exterior Design The exterior finishes (brick, stucco, and stone) are
applied.

Mr. Shabhril Move - in

Sample Assign Resources to:

- Draw #2 0 days Thu 29/04/21 Thu 29/04/21 14
16 - 4 Complete Rough 50 days Frizofoa/21  wWed 14/07/21
o Plumbing, Electrical
T HVAC
- - Pipes and Wires 7 days Fri 30/04/21 Mon 10/05/21 15 [ Ahvin Sean
Z - SewerLinesand 5 days Tue 11/05/21 Wed 19/05/21  17,15F5+2 days —'“'“’55‘*”‘“
— , Johry Evans
- Water Supply ~ 15days  Thu20/05/21 Fri11/06/21 18 % ;U:;Li;;';&r_.ic&r
Lines [ ] Zakowan Ahmad
- Bathtubs, Shower 3 days Mon 14/06/21 Wed 16/06/21 19FF+3 da
Units VI
21 (E e Ductwork for 7 days Thu 17/06/21 Fri 25/06/21 20
HWVAC System
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11. Enter fixed cost for: (Table Cost. Gantt Chart View)

Task Name Fixed Cost

Footings Are Installed RM7,000.00
Floor System, Walls, Roof Systems Are RM20,000.00
Completed

Doors, Windowsills, Decorative Trim Installed RM15,000.00
Cabinets, Vanities, Fireplace Mantles RM25,000.00
Installed

Complete Exterior Grading

Install Hard Surface Flooring, Countertops; RM10,000.00

Gantt Chart Tools

Project Format ~ Tell me what you want to do

=0
“ @Resuurce Sheet ~

== [°3 Resource Usage ~ A -+
AR

Sz
'j Y Filter: [No Filter]

Team Sort Outline Tables

Planner ~ Crs Other Views ~ -

Resource Views

- -~ 3ZGroup by: [No Group]
Data

On View tab, in Data group, click on Tables

Task Mamie

U 4 MyMewHause_ProjectPlan

1 @ Pre-Cormstruction
Dasipn and plandiing

X [ Lample approval

s Bids and Cosbracts

3 Contract Execution

b # Prepare Construction Site and Pour Foundation
Apply for and Acguire Permits

B Congtraction Craw Leveds Site

9 Puts Up Wooden Forms Par the Temparary Foundation
1c Footings Are Installed

" Diravw &1

i 4 Complete Rough Framing

13 Floor System, Walls, Roof Systems Are Completed

Faied Coit

< Highlight: [No Highlight] ~

-

i

» Faedlofl = Sremul w  [obsl ok =  Baseline = VEnano
RMA 0,00 Prorated RM 14520000 RM 0.00 145,200

EM 000 Prorated Rl 3, Oo0a0 0xD REA D000 HRA &, i

R 0,00 Prorated A 4, 000, 00 FiRA D00 4R 4, O

A .00 Prarated BM I:l.l:l.'.l EM |:-_|:|:|'| EM

RisA D00 Frorated R 0.0

A .00 Prorated BM .00

B 0,00 Frorated R 7,000.00

R4 D00 Frorated RN 0.0

R .00 Prorated RM Q.00

Rt ©.00 Prarated B 000

RM 700000 Frorated R T O, OO
R .00 Frorated RM Q.00

B 0,00 Provated o 20, 000,00

RisA 20, 00000 Frarated IR 210, OO0, O

Sample Output

RM D00 RM
B D00 L
R4 .00 U4 7 00
RM OL00 RM
RM D00 RM
BEMOCD  RM
RM D00 3pA 7,00
RA D00 Bk
RibA .00 v 20,00
FR DU00 % 20, 00
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12. View a Dashboard

On Report Tab, in View Reports Group, Click Dashboard

B (—_) - = Report Tools

File Task Resourc 2 roject View Help Design Q Tell me what you want to do

== ' - e — = [= =
»/le @ o | A E‘: - Q_'_Ir‘ ||l II

New |Dashboardd Resources Costs InProgress Getting Custom Recent  Visual
Report v - - i Started - ud ud Reports

Project View Reports Export

o [ug |
(s
Dashboards Resources C

Burndown
Cost Overview Types of report can be choose

Project Overview

Upcoming Tasks

Work Overview

[i] More Reports...

13. Save file and Close

TEEFEE Tt - - 5 = Y - e

CI = 7 . T fiem T oy Rk (== ] b

& . - - [ . 9
- e e T e L ey = Sierikuia
- P - = 1
EgSH PR, IR J LR | =y ol L e ke
= A BT e Ly . P L
.| [ iR e T T e ]
| T Tl e ] o L w I
= < PP N N N eI . =i L 1 1
i
L et oy Py ool sl ppipry ey e ¥ gy -
= hreeprerioe opas rech sy Pt LEo ] [ o]
- rresE ey el breey i o oamesl | sy [ o]
Sl = Foy ey Famor ey reemiierd i ey il [ ] = 1
- fremwj [ =] e [ LR = [ ]
= o Tt o Sy | ooy faf e (L] |
i - Foy Sy il ol et ey Sy il e N gy (L] " =
5 ey -
= -, 1yl iy e e i gl i G el @ i ke 11 Ll
: T
i B TR i H b Lid R
= 4 e e ISTTELE MEAL Ll L r
L] Fildia ] ey iy u Ly L Bl — N ]
= T i U o 1L o] [ ] % ¥
L T T Py I e B
L] N T T ] iy oA Bl (]
E H e |l A e iy = LEa
= S S . 11 1 LFd
= d ol i i ey (L]
= el ol i el LT e
C 5 AT PR 2] § LR L
= LM LIy a (L]
. ] il e el = B ] ]
L. ] B = " IErpan mA ]
n o A L P =gyl = (]
HITE] L e T = = i
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Event

Open House
Wedding
Gathering

Marketing

New Product
New Design

Do more with Gantt chart

Innovation/Research

Product
Application
Article

—— Construction

Highway
School Building
Shopping Mall

Improved cohesion and improved communication

Measure project progress

Time management

Look at task dependencies

Motivate remote team members

Avoid overload
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Conclusion

Gantt charts are an ideal option for project teams to use to
organize different tasks, monitor project progress, and get
an overview of project implementation. Nowadays, Gantt
charts are widely available in development teams as well
as in IT project management. Gantt charts can be
extended to other areas to plan tasks, especially in large
teams.

el

K1 John
ask 2 Mary

‘estone 2 "'" x

Mary
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