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SSI Tools for Posting Status and Identifying Schedule
Variances

© post Task Status
= A
(:} Open Watchlist Tools =~
. Status Turnaround
(L} Adjust Task End Date Waorkbook @
Statusing Tools @ Status Workbook
Overview

SSI Tools supports each step of the periodic schedule reporting cycle. Providing schedule
information (“heads up”, “to-do” lists of tasks) to CAMs & team members at the beginning of each
reporting period preserves time at the end of the period for Analysis and Variance recovery.

Take a “Snapshot” of Current
Dates for Current Period Variance
Analysis. Ensure Baseline Dates

Summary for Cumulative Variance Analysis

Report,

Update
Metrl‘cs and Generate

Indices, TerE s Provide Report of

Fulfi I.I Analysis Current &
Re;?ortlng Reports Upcoming Tasks

Requirements Schedule in the Schedule
Maintenance
&
Performance
Analysis e Report Actual and

. Develop . Forecasted Dates

rerarming | s wor
Unfavorable' A tion Plans P
Schedule Status
Variances
Critical and Driving Path
Analysis, Valid Status Quality
Checks, Resource Profiles
Where to Get Help

https://ssitools.com/ssi-tools-for-microsoft-project/
https://ssitools.com/ssi-trace-tools/
https://www.ssitools.com/helpandsuport/ssiait/ssi_status _workbook _tools.htm
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Posting “Valid” Task Status

Watch our video for a detailed explanation of How to CORRECTLY status tasks in Microsoft Project.
Updating the status of tasks and milestones in a Project Plan is crucial to the effectiveness and
accuracy of the schedule. If the status of in-progress or near-term tasks is incorrect, then the dates
shown for far term tasks and key project milestones will also be incorrect. When posting status in a
project you will address Task Start & Finish dates, Task Percent Complete and, if tasks have resources
assigned to them, Remaining Work & Cost values. SSI's Post Task Status tool helps record Complete
and Accurate Task Status where:

1. All Work Accomplished is posted prior to the Current Status date.

2. All Work Remaining is posted after the Current Status date.

3. The Actual Start and Projected Finish is accurate and up to date.

4. Task information includes a Baseline showing the original planned start/finish.

Example of Valid Status showing Work Performed &
Work Remaining in Relation to the Current Status Date

Actual Duration
and Work
(Work Completed) |

’7 Status Date

|
L

Actual Start II

Date Forecasted

Finish Date

If Remaining Duration
Baseline Start and Work

& Finish (Work Remaining)
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Use of Baseline and Schedule Snapshots

The “Baseline” is typically established before execution begins. The baseline includes the original
Start & Finish Dates and the original duration of the task. If resource assignments are included in the
baseline, their dates, values and time phasing are also captured in the baseline. A “Snapshot” is
typically taken at the beginning of a reporting period and only records start and finish dates for
tasks.

Baseline Metrics

Having a baseline enables cumulative schedule variance analysis and certain schedule execution
metrics which measures how closely the project is performing to the plan (per its baseline).
Common schedule execution metrics include the following measurements or indices:

o Schedule Performance Index (SPI) measures the amount of the plan that has actually been
performed to date vs. the amount of the plan scheduled (per its baseline) to date. A
requirement of measuring SPI is that a baseline plan was captured prior to the start of
execution. Additionally, the baseline must be stable and should not be reset to mask
schedule variances. SPI shows the Cumulative Schedule Variance to the baseline plan.

Ref PASEG: 10.4.3 Schedule Performance Index (SPI)

e Baseline Execution Index (BEI) is like SPI except the item being measured is Task
Completions, i.e, the number of tasks that finished vs. the number of tasks that should have
finished. Like SPI, establishing a baseline is required for a meaningful BEI and BEI also shows
the Cumulative Schedule Variance to the baseline plan.

e Hit/Miss Index is the number of tasks that are finishing on or before their baseline date (Hit)
vs the number that are missing their baseline date (Miss). This metric is different than BEI in
two ways. First, BEI only considers tasks having a baseline or an actual finish date through the
current status date. Second, if a task has an actual finish date it is included in the numerator
of the BEI calculation even if it finished later than the baseline date.

Snapshot Metrics

Having a snapshot enables current period schedule variance analysis and certain schedule
execution metrics which measures how closely the project performed in the period vs. its schedule at
the beginning of the period. Common schedule execution metrics include the following
measurements or indices:

Current Execution Index (CEI) equals the number of tasks that actually finished at the end of the
period vs the number of tasks with a current period finish date at the beginning of the period.
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Prepare Schedule for Periodic Reporting

Definitions:

Cumulative Schedule Variance
The difference between the current Start and Finish dates and Baseline Start and Finish Dates

Current Period Schedule Variance
The difference between the current Start and Finish dates and the Start and Finish dates at the end
of the prior reporting period.

Microsoft Project enables both Cumulative and Current Period variance analysis using its Baseline
capture tool (Project / Set Baseline)

S$SI Recommendations & Suggestions

To enable Current Period variance analysis, you will need to know the difference between current
task start & finish dates and those from the last reporting period. SSI recommends archiving all Start
and Finish dates from the prior reporting period before you post performance in the current
reporting period as follows:
1. Change the Project status date to the end the current reporting period by selecting “Project
Information” from the Project menu
2. Display Startl & Finish1 (or any of the other Start/Finish 1through 10 date fields) as an archive
or “snapshot” of the current schedule dates
3. Copy current Start & Finish dates into the Start/Finish archive
Display one of the Number1 (or any of the Number 1 through 10 fields)
5. Right-click on Numberl and add a formula to its custom attributes: Finish1-Finish (shown
below)

P

Custam attributes

Formula for 'Curmrent SV

"

Edit formula

Current 5V =
Finish1-Finish
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6. As an option, you can add graphical indicators to show current period schedule variances

Indicator criteria for N

(@ Nonsummary rows
() Summary rows

Summary rows inherit criteria from nonsummary rows

() Project summary

Project summary inherits criteria from summary rows

Cut Row ] [ Copy Row ] [ Paste Row l ’Insen Rnw] [Del.ete R.ow

Test for 'Current 5V | Value(s)]
is less than [=]|0.00

is greater than 0.00

To display graphical indicators in place of actual data values, specify the value range for each indicator and the
image to display. Tests are applied in the order listed and processing stops at the first successful test,

Show data values in ToolTips

Import Indicator Criteria.. | [ 0k | | Ccancel
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Class Exercise — Prepare Schedule for Periodic Report

ing:

Open the Example Project for SSI Status Tools (ExampleProjectStatus.mpp)*

*If needed, download the Example Project at: Example Project for Status Tools Exercises

3/28/2021)
e Select Project Information from the Project menu in Microsoft
e Set the Status Date to 3/28/2021

Project View Developer Help 55| Analysis Tools Team

Project

Format

._ E E Status Date: [10] 02/28/21
-:::- -

Remainin
* | Duration

ements Analysis 20.77 da Cancel

PR O RPN .. ‘S WP . T [——

2 Ef| Update Project @
tween WES Calculate Set Mawve
«cts = Project Baseline = Project
rties Schedule Status
Status Date x
Select Date: | 03/28/2021 v| bo

MNow

1. Set the Project’s Status date to the end date of the reporting period (for the exercise we use

2. Take a “snapshot” of the current

from the Project menu in
Microsoft Project
e Choose the option to Set interim

Oget baseline
i Baseline {last saved

@ Set interim plan

on 10/30/20)

plan. Ensure the options selected 1

Eoll up baselines:
To all summary task
Erom subtasks into

@ Copy: | Scheduled Start/Finish v|
are to Copy Scheduled Into: | Start1/Finish1 v
Start/Finish Into Startl/Finish!. For:

@ Entire project .

DSelected tasks{'j

5
selected summary task(s)

Set as Default

Help Cancel

— = Status Date: [72] 3/31/21
schedule dates in the project by copying D E Ef] Update Project
schedule dates into Startl & Finish 1 (or C;"'.J'ate sst  Move

z roject Baseline ~ Project
any other non-scheduled date field) smedme{’_“p Status
e Select Schedule [ Set Baseline S )
et Baseline >

TITANT

TITANT

3. Make a formula field in Microsoft Project to show the difference between Finish and Finishi
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« Display Number 20 in the Project’s current table (or any other number field)
e Right-click on the title for the Number 20 field and select Custom Fields
e Click Rename on the Custom Fields form and type “Snapshot Finish Variance” as the

new name for Number 20

Click Formula on the Custom Fields form and type “Finish1-Finish” as the Formula for Number 20

P

Custom Fields

Field

@) Task (") Resource Project Type: Mumber -

Field
Mumberl4
Mumberls
Mumberla
Mumberl?

Mumberld '
Rename Field ﬁ

Mumberld

Number20 Mew name for ‘Mumber20': ™
Snapshot Finish Variance
oy (| b

OK ”rQJ [ Cancel

Custom attributes

@ MNone

Custom Fields ( Formula for 'Snapshot Finish Variance’
Field Edit formula
@) Task Snapshot Finish Variance =
Field || | Finish1-Finish|
MNumberl4 @
Mumberls
Mumberld
Mumberl?
Numberts BEnn o] Ee)=)E] |
%. Insert: [ Field « ] [ Function = ] E
( ok
Custom attributes m—

@ Mone (0) Lookup... | O

Formula... n—
W

4. Add Graphical Indicators that show Custom Feds EM)
.. . Graphical Indicators for "Snapshot Finish Variance” ==
Snapshot Finish Variances F—
@ Nonsummary rows
‘i'iummarvrows
. . . Summary rows inherit criteria from nonsummary rows
e Click Graphical Indicators on the © Fsiect summary
Project summary inherits criteria from summary rows
Custom Fields form and configure = e e ) e
indicdtors thdt ShOW positive Ond ;elzts::;“::apshnt F\msrz\n\:nan(e' o0 Value(s) lr;@e ‘:| D
. . . . is greater than e 0.00 8 Move
negative differences between Finish ’ U
and Finishl as shown to the right B A e e A e T T
Show data values in ToolTips
[ mport indicator criteria.. | [ ok {?] [ cancel
Values to display i
End of Exercise
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Using the SSI Status Workbook

The SSI Status Workbook tool makes a turn-around status worksheet, in Microsoft Excel, for each
task owner in a Microsoft Project file. The workbook tool automates much of the status gathering,
posting and manual data entry, which maximizes the time available for schedule analysis.

A task owner is the person responsible for assessing the performance of certain tasks in a schedule.
Task owners must be identified, in a text or Contact field, for each task and milestone in a project file
to use this tool. The SSI Status Workbook tool makes a worksheet in the workbook, based on the
sheet named “Template”, for each unique task owner.

Status worksheets for each task owner can be posted or sent to each task owner as a “look ahead”
report of current and near-term tasks in the schedule. Each task owner completes their worksheet

and returns it to the scheduler or has it available for incorporation into the schedule.

The Status Worksheet finds Current and Near-Term tasks according to their Task Owner.

Current Tasks:
Tasks Occurring on or Before the The Project’s
Project’s Status Date or are in progress Status Date
1
,
1
Ac tual | Qtr 2, 2022
Name v|Start ~ Finsh « Stat ~ Finish Mar Apr
4 High Level Design (HLD) 2/8/22 s/12/22  2/8/22 NA
4 4 High Level Design (HLD) 2/8/22 s/3/22 2/8/22 NA .
Define System Requirements 2/8/22 3/14/22  2/8/22 NA - Near Term TaSkS'
Update the Requirements Traceability Matrix  3/1/22  3/14/22 NA NA Tasks Occu rring
Develop Logical (Preliminary) Design 3/15/22  4/6/22 NA NA shortly after the
Develop Data Architecture 4/13/22  5/3/22 NA NA Project's Status
| Date
L
| |
Then it lists them in an Excel Worksheet by Task Owner
B C D E F G H
Existing Dates |
Current Project Status Date: 03/12/2022 L Updates Go Here
1 Schedule
ID Task Hame Start I e R I
2 Complete Start Finish
3 |53 High Level Design (HLD)
4 54 High Level Design (HLD)
5 |56 Define System Requirements 02/08r22 03/14/22'B0% 2182022
6 |56 Update the Requirements Traceability Matrix 03/01/22 03114422 0% should strt
7 |57 Develop Logical (Preliminary) Design 0315122 04/06/22 8%
8 |58 Develop Data Architecture 0411322 05/03/22 0%

Gray = An Actual Date, Yellow = a Current Period Task and Blue = a Near Term Task

Website | www.ssitools.com | E-mail: ssi@ssitools.com Page 10
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Setting up a Template for Status Worksheets

There are two ways to get started using the Status Workbook. 1. Start Excel and open a new blank
workbook. 2. Open an existing Excel workbook containing Status Worksheets made from a previous
session. Either way, the workbook needs to contain a sheet named Template.

When starting a new Status Workbook, open the tab named Template Sheet Setup and click the
button named Get the Master Template. Once the Template has been added to the current
workbook, it can be modified to suit the needs of the project. Modifications to the master template
can even become the new Master Template by pressing the button named Set as Master Template.

The Template is the basis for each Status Worksheet created by SSI Tools. The column mapping
shown on the Template Sheet Setup tab determines where data is taken from the active Microsoft
Project file for status worksheets. Columns A, B and C are fixed and will take data from a Microsoft
Project's task UniquelD, ID, and Name respectively. All other columns are user defined and can be
modified if needed. Column in WS shows the column letter in Excel and Field in Project is an exact
matching field name in Microsoft Project. Field in Project can use the Native field names used by
Microsoft Project, such as Textl, Text2, Text3, or they can be the Custom field names given to the
project field by a Microsoft Project user. See the topic named How to add a Custom Field Name in
Project for an explanation of Microsoft Project Custom Fields.

Structured Solutions Status Workbook X

l Make Status Sheets ] Save Status Sheets ] Track Changes ] Post Status | Post Resource Usage ]

Map Columns in the Worksheet (W5) to Project Field Names

Columnin W5  Field in Project Column in WS Field in Project
Column A: => | Column K: => | Mone
Column B: => | ColumnL: => | Mone
Column C: => | Column M: > | Hone
Column D: >> | Start Column N: == | Mone
Column E: >> | Finish Column O: => | Mone
Column F: => | Actual Start Column P: > | Mone
Column G: >> | Actual Finish Column Q: => | Mone
Column H: >> | None Column R: == | Mone
Column I: => | None Column 5: »> | Mone
Column 1: >> | None Column T: »> | Mone

Task Day,/Date Range Options
Quick Start Guide

Get Tasks if Date Range = | Tasks Within 45 Days j

[¥ Exdude if Finish Date is: 14 Days Prior to the Status Date Get the Master Template

Status Frequency:
Unes for Bue rinplchts) | Menthly [

Website | www.ssitools.com | E-mail: ssi@ssitools.com Page Tl
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Note - SSI recommends including Actual Start and Actual Finish in every template with columns
titled Updated Start and Updated Finish. Therefore, if an actual date exists in the project, it will be
shaded gray to clearly show that a task already has an actual date, or the cell will be shaded yellow
with prompts requesting Actual or Forecast dates. Blue highlights and prompts are also used in
these cells if a task is due to start or finish in the next reporting period. Highlights and prompts are
added automatically to columns used for Actual dates.

B C D E F G
Current Project Status Date: Existing Dates In Updates Go Here Template Sheet Setup ] Make Status Shet
Ll Schedule Map Columns in the Worksheet (WS) t(
ID Task Name Start Finish | UPdated | Updated Coumnin WS Fied i Project
Start - Finish ol
53  High Level Design (HLD) TeTIEE 52
54 High Level Design (HLD) Column B: >>
55 Define System Requirements 02/08/22 03/14/22 2/8/2022 should fin Column C: >>
56 Update the Requirements Traceability 03/01/22 03/14/22 should strt  should fin I EE 5 ’Staﬂi
57 Develop Logical (Preliminary) Design 03/15/22 04/08/22 should strt  |change fin? ‘ . ’Flmshi
58 Develop Data Architecture 04/12/22  05/02/22|change strt? change fin? Column £ >>
59 Conduct Preliminary Design Review (PDR) Coumn F: >> | Acual Start g,
60 Generate Presentation Materials for PD 05/03/22 05/09/22 change strt? change fin? Column G: >> | AdualFinish iy

The Template Sheet Setup tab includes options for Task Day/Date Range Options.

Get Tasks if Date Range = provides options for the date range of tasks taken from Microsoft Project.
Note - You can change the numeric value of Days (but not Months) shown in the option to increase
or decrease the look-ahead calendar day range.

Task Day/Date Range Options

Get Tasks if Date Range = All Tasks j

[ Exdude if Finish Date is:

Tasks in the Current Year

Status Frequency: Tasks Within 45 Days
(Used for Blue Highliahts) Tasks Within 3 Months
Tasks Within & Months

Tasks Within 12 Months
Tasks Within 24 Months

Double-clicking this control, displays Look Ahead Date Range showing how date ranges are used.

Exclude if Finish Date is: provides the option to exclude completed tasks if they finished a certain
number of days before the Project's Status date. If the Exclude option is checked and set as shown
below, tasks that finished more than 25 days before the Status date will not be shown in Status
Sheets.

[+ Exdude if Finish Date is: 25 Days Prior to the Status Date

Website | www.ssitools.com | E-mail: ssi@ssitools.com Page 12
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Status Frequency options control the blue highlighting in Status Sheets. Item in sheets highlighted in
Blue start or finish in the next reporting period, whereas items highlighted in Yellow are in the current
reporting period.

Status Freguency: -
(Used for Blue Highlights) | Montiy -]
Daily
Weekly
Bi-Weekl

rogress: Other

Press Quick Start Guide to open simplified instructions when using the Template Sheet Setup tab.
Quick Start includes links to a specific topic as well as a link to this online user's guide.

Quick Start Guide r\ﬂ] ‘

Chuick Start Guide: Status Workbook Tools >

{ Template Sheet setup |

Step 1t

The Excel Workbook must have a sheet named “Template®, : ]
You can Press "Get The Master Template® using the button Quick Start Guide
in the lower-right of the form, or you can open an existing
workbook with a Template that you already created.

Get the Master Template {f-r?

Step 2:

Once you have a Template in your workbook, you can
modify columns D - T by entering valid Microsoft Project
field (column) names on row 2 of the template. Quick Start Guide

Mote - you can either use the Mative or Custom Microsoft
Project field name or you can use a name that your users
will understand as long as you enter the Native or Custom
Microsoft Project field name as a cell note.

Read Template Column Mames
{From Row 2 or Cell Motes) .{f-'?

Click "Riead Template Column Mames (From Row 2 or Cell
Motes)” to validate field names using the active project. Set as Master Template

Click "Set as Master Template™ to make your current
Template the master template at the application level.

Status Workbook Help Online Maore Help on Template Sheet Setup

Website | www.ssitools.com | E-mail: ssi@ssitools.com Page 13


http://www.ssitools.com/

Structured Solutions..-

SSI Analysis Tools Training

Class Exercise — Setup Status Worksheets:

(ExampleProjectStatusSetup.mpp)*

Use the file from the previous exercise or open the Example Project for SSI Status Tools

*If needed, download the Example Project at: Example Project for Status Tools Exercises

1. Open a new workbook in Excel

workbook.

| Structured Solutions Status Workbook

Map Columns in the Worksheet (WS) to Project Field Names

Column in WS Field in Project

Column A: >
Column B ==
Column C: ==
Column D: >> Start
Column E: == Finish

|
|
|
|
|
Column F: >> | Actual Start
|
|
|
|

Column G: == Actual Finish
Column H: > Mone
Column I: == Mone
Column J: == Mone

Task Day/Date Range Options

Column in WS

Column K:

Column L:

Column M:
Column M:
Column O:
Column P:
Column Q:
Colurnn R:
Column 5:

Column T:

Get Tasks if Date Range = | Tasks Within 45 Days

-

[+ Exdude if Finish Date is: 14 Days Prior to the Status Date

Status Frequency:

{Used for Blue Highlights) | Monthly

B

==

==

=

e

=

=x

B

B

==

==

2. Press Status Turnaround Workbook on the SSI Tools menu.
3. Press Get the Master Template to add a worksheet named Template to the Excel

Field in Project

Mone

MNone

MNaone

Mone

Mone

Maone

Mone

Mone

MNone

Mone

Quick Start Guide

Get the Master Template {:"?

"

{ Template Sheet Setup l Make Status Sheets ] Save Status Sheets ] Track Changes ] Post Status ] Post Resource Usage ]

Website | www.ssitools.com | E-mail: ssi@ssitools.com
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4. Edit the template if you like (optional) by adding or removing Columns in the Excel sheet

named Template as follows:
1. Add a column for task owners to update their “Assessed” Percent Complete after
Column E.
2. Name this column “Assessed % Complete” on Row 2.
3. Right-Click the title “Assessed % Complete” and add a Cell Note describing where
the value is taken from in the Project.
4. Enter the Microsoft Project field name of Physical % Complete” in the cell note.

Now the Template sheet may look like this:

B C D E F G H I J
) ) Existing Dates In i = -
: Project Status Date: Schedule Updates__G_E_l_-ll_e_r_l_e___---- Physical %
« s Complete
ID Task Name start| Finisn |ASsessed %|Updated | Updated
Complete Start Finish

5. Select the entire column where you added Assessed % Complete.
6. Configure this entire column as Text by selecting Text from the Number group in
Microsoft Excel’'s Home menu as shown below.

File Home Insert Draw  Page Layout Formulas Data  Review View 55| Tools Developer Help  Acrobat

)~ {Pfﬁ A Cut [arial Jde A A === ® - [Bwaepte ] Tet -
(@ copy ~ — ' p— e i
Paste ’ B| I U« by O A §|§|§ = 3= |Merge&lCenter V| $~ % 9 % 0B g
- <¥ Format Painter — — —_— Fd
Undo Clipboard ] Font ] Alignment ] {EP Number ]
F2 w Jfx  Assessed % Complete
B C D E o T G H | ]
Existing Dates In -I
Project Status Date: Upd:jtes Go Here
1 role us bate Schedule pe
A
- A d % | Updated | Updated
ID Task Name Start| Finish ssessed %) Update p :.ae
Complete Start Finish

oy LN s L o

Website | www.ssitools.com | E-mail: ssi@ssitools.com Page 15
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Colurnn I:

Column A:
Column B:
Columnn C:
Colurnn D:
Column E:
Column F:
Colurnn G:

Caolurnn H:

Caolumn J:

Colurnn in W5

B

==

=

B

=x

=

=

=

-

==

Structured Solutions Status Workbook

Map Columns in the Warksheet (WS) to Project Field Names

Field in Project

Start

Finish

Physical %% Complete

Actual Start

Artual Finish

MNone

Get Tasks if Date Range =

Iv Exdude if Finish Date is:

Status Frequency:
{Used for Blue Highlights)

MNone

Task Day/Date Range Options

Colurmn in W3S

Column K:

-

Column L: ==

Column M:
Colurnn M:
Column O:
Column P:
Column Q:
Column R:
Column 5:

Colurmn T:

| Tasks Within 45 Days

-]

14 Days Prior to the Status Date

| Maornthly

E

=

R

=

-

=

==

=F

==

7. Press Status Turnaround Workbook on the SSI Tools menu.
8. Read the configuration of the Template into Template Sheet Setup by clicking Read
Template Column Names (From Row 2 or Cell Notes).

Field in Project

MNone

MNone

Nons

MNone

MNone

Mone

MNone

MNone

MNone

MNone

Quick Start Guide

| Read Template Column Names

(From Row 2 or Cell Motes) '%.“-ré

Set as Master Template

s

Template Sheet Setup ] Make Status Sheets ] Save Status Sheets ] Track Changes ] Post Status ] Post Resource Usage ]

End of Exercise

Website | www.ssitools.com | E-mail: ssi@ssitools.com
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Make Status Worksheets for Task Owners

The tab named Make Status Sheets is where you will generate a “to-do” sheet for every member of
the project team with tasks in the schedule needing to be updated.

Quick Start Step 1: Select the field name in the active project where Task Owners are identified. In the
example Below, Contact is where the names of Task Owners are listed in the project, but you can also
use any other field that describes task ownership such as the field used for Organization Breakdown
Structure (OBS), Control Account or Control Account Manager (CAM).

Quick Start Step 2: Click the button named Get Task Owner Names Listed in Project Field >> to list
each unique Task Owner name in the list below the button. Then select those names in the list.

Quick Start Step 3: Select each name in the list needing a status worksheet and click Make a Sheet
for Each Selected Name.

Quick Start Step 4: Now just select Get Tasks From Project Options and Get Resource Assignment
Options and click Get Tasks to make a separate worksheet for each task owner.

Structured Solutions Status Workbook =

Template Sheet Setup  Make Status Sheets l Save Status Sheets ] Track Changes | Post Status ] Post Resource Usage ]

Select a Project == | C:Weers\Public\sS5I_Tools\ExampleProject.mpp j

Get Task Owner Mames Jh
Listed in Proiect Field ==

Make & Sheet .
for Each
Selected Name =

Contact @ j List of Task Owners Are Shown Below

Get Tasks From Project Options
[ Get Tasks for the Current Sheet Only [ sk Before Getting Project Data for Each Sheet

[ Indude Summary Values [ Get Quantifiable Backup Data (QBD)

[ Respect Existing Filter & Sorting (Other than Auto Filter by Contact)
[ Log Cell Motes to enable Change Tracking by comparison of Cell Mote to Current Cell entry
[ Prompt Task Owners for Start and Finish date Updates on tasks occurring after the Status Date

[ add Cell Drop-downs when date updates are required

Get Resource Assignment Options

[ Get Task Resoureces [ Add Project's Resource Sheet

-

Get Tasks ‘
il

{

Quick Start Guide ‘

Getting Task Owner Names from the Project
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Get Task Owner Mames
Listed in Proiect Field ==

Contact @ j List of Task Owners Are Shown Below

This drop-down list shows Microsoft Project's Contact field plus all 30 of Project’s Text fields. Select
the field showing task ownership. Task ownership can be the name of an individual, an owning
department or organization, an accounting code or any other task attribute that denotes a project
team member who is responsible for posting task status.

If the project field you need is not in the list, simply type it instead of using one of the drop-down
choices. If the name of the field you enter matches a project field, it will read and write the unique
values in that field in the list below the drop-down.

Once you click the button named Get Task Owner Names Listed in Project Field >> a alphabetically
sorted list of the unique names in the field you selected above will display in a list box. Select one or
more of those nhames and click Make a Sheet for Each Selected Name to copy the Template sheet
as a new worksheet for each task owner. Once you have task owner sheets created, you are ready
to select options and Get Tasks from the Active Project.

D.Dart
Make a Sheet @ w
for Each
Selected Name ==

Options for Getting Tasks from the Active Project
This option group provides all the options you need for getting task information, including
Quantifiable Backup Data that you created using SSI Tools QBD Tools in Microsoft Project.

Get Tasks From Project Options
[ GetTasks for the Current Sheet Only [ Ask Before Getting Project Data for Each Sheet

[ Indude Summary Values [ Get Quantifiable Backup Data (QBD)

[ Respect Existing Filter & Sorting (Other than Auto Filter by Contact)
[ Log Cell Motes to enable Change Tracking by comparison of Cell Mote to Current Cell entry

[ Prompt Task Owners for Start and Finish date Updates on tasks occurring after the Status Date

[v iadd Cell Drop-downs when date updates are required

Get Tasks for the Current Sheet Only, makes a to-do list only for the task owner on the current Excel
worksheet. Uncheck this option to get tasks for all worksheets you made when you clicked “Make a
Sheet for Each Selected Name” from the instructions above this section.
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Ask Before Getting Project Data for Each Sheet displays a prompt allowing you to skip certain task
owner sheets if desired if the option is checked.

Include Summary Values shows all the same values for summaries as it does for tasks on each
sheet if the option is checked. It's often helpful to the users if you leave this option off since users
typically update tasks instead of summaries.

Summary Names are always shown regardless of how you set this option. You can also set
Exception fields to get from summaries even if the option is turned off. Click the button next to
Include Summary Values to enter Summary Fields to Get as Exceptions. Make a list of fields to get
for summaries, separated by commas like the example below, to get these values for summaries
even when Include Summary Values is not checked.

Summary Fields to Get as Exceptions >

If you uncheck the option named “Indude Summary Values®, you can set exceptions
based on field names in Microsoft Project.

List each field name exception below:

Motes, OBS, Contact, Text3)|

Get Quantifiable Backup Data (QBD). Having QBD is often beneficial when you have tasks that
require many steps, but it is not practical to add these steps as task in a project. QBD steps may be
sequential. An example of sequential steps for a task named “Plant a tree” could be “Dig hole”,
“Place tree” and “Water tree”. Sequential steps must be performed in a particular order. QBD may
also represent steps that can be performed in any order. An example of non-sequential steps for a
task named “Submit Drawing Package” might be “Drawing 1", “Drawing 2" and “Drawing 3".

SSI Analysis Tools for Microsoft Project includes SSI QBD Tools for managing QBD steps in an external
database that is linked to a project and its tasks. You can follow this link to see more information
about using QBD Tools in a project file. Checking the option named Get Quantifiable Backup Data
(QBD) causes SSI Excel tools to check for the presence of a QBD database associated with the active
project. You can check and set the location for the QBD database using the ellipse button to the
right of the Get QBD option. Also note that QBD is associated with a project according to its Project
Title. The project title must be an exact match of the title used when initially creating QBD using SS/
Analysis Tools for Microsoft Project. The default value for a project title is the name that appears on
the project summary task in Microsoft Project. The project title is visible when you select Summary
Task from the Show/Hide group of the Gantt Chart Format menu in a project.
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Get Tasks From Project Options

[ Get Tasks for the Current Sheet Onby | Ask Before Getting Project Data for Each Sheet
[ Include Summary Values | v Get Quantifiable Backup Data (QBD) @
[ Respect Existing Fiter & Sorting QBD for This Project X

[ Log Cell Notes to enable Changt
[~ Prompt Task Owners for Start 3 Location: C:\Users\Public\S5L_Tools

[ Add Cel Drop-downs when date Fie Name: SSI_ Analysis_DB.mdb J

Get Resource Assignment Options|  Project Title in QBD DB: | SSI_Example

[ Get Task Resoureces

» Check if QBD Exists for this project
'iﬂ 1
|

Change the Path for the QBD Database '{h?

When this option is selected, and QBD exists for the active project, those QBD will be added to each
task owner’'s worksheet. If you do not have columns named “QBD Value” and “QBD Finish” in your
template, these columns can be added for you automatically by responding “Yes” to an SSI Tools
message that is displayed when selecting this option.

QBD steps are displayed as indented, italicized items below their associated task. Task 55, “Define
System Requirements”, in the example below, includes its 5 QBD Steps. The steps named Start and
Submit for Peer Review had already been marked as completed the last time this project posted
status. The owner of this task can update the remaining steps and indicate an actual or forecast
finish date for the associated task. If the task is complete, all 5 steps will also be complete. If the
task is not complete, one or more of the steps should not be marked as complete.

Current Project Status Date: 03/19/2022 Exls;mg Dates In Updates Go Here
chedule
-
ID 1 Task Name Start 1 Enangg| Updated ] - Updated ] QBD Value | QBD Finish
Start Finish
53 High Level Design (HLD)
54 High Level Design (HLD)
55 Define System Requirements 02/08/22 03M4/22 21812022 should fin
55 QBD Step: Start h 10 ¥es N
55 QBD Step: Submit for Peer Review h 28 %es N
55 QBD Step: Update per Peer Review h 28 No h
55 QBD Step: Submit for Final Review h 28 No h
55 QBD Step: Complete h 18 No h
b6 Update the Reguirements Traceability Matrix 03/01/22 0314/22 should stt should fin

The status of QBD steps can be updated in the QBD database using $SI QBD Tools in Microsoft
Project, as shown below. Or you can use the Status Turnaround Workbook's Track Changes and Post
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Progress features, found later in this document, to update Tasks in a project and Steps in a project’s
QBD database.

ask End Date ;'I' Open Toolbox  ~ @ Find on Excel Sheet ~ 1= sSI QBD Tools . 1'5:- Sync Remote Projec
ng Tools Tools/Utilities Performance and Earned Value Multi-Project Tools
Quantifiable Backup Data (QED) pid

QBD in Active Project I QBD Step Template ] Audit and Compliance ]

Project: | C:\Users\Public\SSI_Tools\ExampleProject.mpp j Project Title: | SSI_Example

QBD DB | C:\Users\Public\55I_Tools

Go To UID liJ J

Copy/Paste Task Steps Export QBD Steps by Task
(@ List Incomplete Tasks for QBD (" Include Complete tasks
U ID Name Start Finish %% Cmp
| Define System Reguirements ‘h’ 02/08/2022 03/14/2022
B | 77 Develop System Acceptance Test Procedures 05/02/2022 06/03/2022 0%
80 Perform Software Code & Unit Testing 06/06/2022 07/08/2022 0%
81 Perform Module Testing 06/06/2022 07/08/2022 0%
Step Description Value Completed
Start 10 Yes
Submit for Peer Review 25 Yes

- Update per Peer Review ‘b

Submit for Final Review
Complete QBD Steps for: Define System Requirements X 15 No

e |_

Step Description
iteps for Tasks in this Project

Use
Add Steps r
T

| Update per Peer Review

QBD And EVMS Perform =

Step Value Is QBD Step Complete? -

Tasks with QBD Steps N Physical % Complete j
Edit Step =

= o [w .
[¥ Update Physgiits I updating steps

_| Value of Completed QBD Steps Task ;‘ |

In the

Respect Existing Filter & Sorting preserves filters and sort orders in any project field, other than the
field you use to identify task owners. For example, you might have “Apportioned Tasks”, “Schedule
Visibility Tasks”, “Schedule Margin” or “Level of Effort” tasks in a project that do not require direct
progress reporting. If you use a flag or some type of marking to identify these tasks, you can create
a filter that excludes these tasks from task worksheets. If you don't check this option, all filters and
sort orders are removed before generating worksheets except an automatic filter used to identify
task owners.

Log Cell Notes to enable Change Tracking by comparison of Cell Note to Current Cell entry records
notes in each worksheet cell displaying the current entry in the project. These notes are useful for
determining changes made in a worksheet by task owners. If you don’t check this option, you can
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still track changes by comparing the worksheet cell value to its current value in Microsoft Project.
The topic named Track Changes provides further explanation, advantages and disadvantages of
checking or unchecking this option.

Prompt Task Owners for Start and Finish date Updates on tasks occurring after the Status Date,
adds prompts and highlights to cells below columns used to display and update Actual Start and
Actual Finish. SSI recommends using Actual Start and Actual Finish for all date updates since these
can double as Actual dates, which should always be prior to the project’s status date, or forecast
dates when they are after the status date.

Add Cell Drop-downs when date updates are required add in-cell drop-down lists to columns used
for updated actual or forecast dates. Cell drop- down lists can be configured using the ellipse
button next to the option.

C D E F G
Make a Sheet

Current Project Status Date: Existing Dates In for Each
03/19/2022 Schedule Updates Go Here Selected Name >>

Updated | Updated

Task Name Start Finish Get Tasks From Project Options

Start Finish | Get Tasks for the Current Sheet Only | Ask Before Getting Prc
High Level Design (HLD)

High Level Design (HLD) | Include Summary Values J [ Get Quantifiable Backu
Define System Requirements 02/08/22 03/14/22 2/8/2022|should fin [ Respect Existing Fiter & Sorting (Other than Auto Fiter by Text2)
Update the Requirements Traceability © 03/01/22 03/14/22 shoul I Lo Gall Notes o enable Change Tracking b o of Cel Note &
Develop Logical (Preliminary) Design 03/15/22|  04/06/22 should Keep Date Y LR BT Ll 7L SEReE LD,
Develop Data Architecture 04/12/22 05/02/22 Move Per Status | Prompt Task Owners for Start and Finish date Updates on tasks occurring

Conduct Preliminary Design Review (PDR) [¥ Add Cel Drop-downs when date updates are reguired {’_ﬂ
Generate Presentation Materials for PD 05/03/22 05/09/22 .

Options for Getting Resource Assignments
This option group gives you the ability to get current resource names, assignments, and time
phasing from tasks in a project.

Get Resource Assignment Options
[v Get Task Resoureces v Add Project's Resource Sheet User Defined Calendar File:

[V Get Resource Usage By > Defined Periods j | C:\Users\Public\SSL_Tools\TSV\TS\

Get Task Resources causes each resource assigned to a task to be shown as an indented and
italicized item below the associated task. Task ID 60, “Generate Presentation Materials..”, in the
example below, has 4 resource assignments showing below the task line. When getting task
resources, it is also useful to include a column displaying Work or Cost values such as Remaining
Work like the following example.
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Get Task Owner Names Text2 ~ | List of Task Owners Are Sh
B c D E F Listed in Proiect Field >> J ortas ners Areshg
Current Project Status Date: Existing Dates In Upda Deployment
1 03/19/2022 Schedule Make a Sheet Desg
Remainin for Each Dev
5 ‘ D ] Task Name start ] Finish o 91 seectedtame >> | | U0
13 59 Conduct Preliminary Design Review (PDR) Get Tasks From Project Options
14 80 Generate Presentation Materials for PD 05/03/22 05/09/22 32.00 ™ Get Tasks for the Current Sheet Only [~ Ask Before Getting Project Data
=W Engineer 5
:II 65_’ ﬁwg’; ’IJI”;:Z’I: g gg [ Include Summary Values [ Get Quantifiable Backup Data (Q
OW Engineer ") 5
17 Systems Engineer 8.00 I Respect Existing Fiter & Sorting (Other than Auto Fiter by Text2)
} g Program Manager 8.00 ™ Log Cell Notes to enable Change Tracking by comparison of Cel Note to Current C¢
20 Legend and User Instructions | [ Prompt Task Owners for Start and Finish date Updates on tasks occurring after the,
271 [Gray An Actual Start or Actual Finish date - no update required ™" Add Cel Drop-downs when date updates are required
22 Yellow The Current Date is on or before the Current Status Date
o, . Get Resource Assignment Options

23 should strt', ‘should fin' MUST be replaced by dates
24 |No'€dDate is after the end if the Next Reporting Period (Status Date + 1 reporting interval) 7" Get Task Resoureces [ Add Project's Resource Sheet
25 ;

Get Resource Usage By > is an option that can only be selected when Get Task Resources is also
selected. When you pick this option, new columns are added to each worksheet showing the time
phased usage of work or costs (Remaining values only) for tasks having resource assignments.
Time periods can be by Week, Month or Defined Periods from a custom calendar you create as a
comma separated values (CSV) table.

Get Resource Assignment Options

[v Get Task Resources [ Add Project's Resource Sheet
[¥ Get Resource Usage By > Month j
Week
Month

_DefnedPeriods .

Here's an example of a worksheet with Resource Usage by week. New columns are added to a
worksheet showing resource assignment value in time-phased periods.

i . Existing Dates In
Current Project Status Date: 03/30/2022 Schedule Updates Go Here 02M6/2022 023002022 0213712022
D Task Name Start Einlsh Updated Up.d?ted 02/19/2022 02/26/2022 (03/05/2022
Start Finish {r_?

53 High Level Design (HLD)
54 High Level Design (HLD)
55 Define System Requirements 02/08/22 03/14/22  2/8/2022 should fin

HW Engineer g.80 16.00 16.00
56 Update the Requirements Traceability Matrix ~ 03/01/22 03/14/22 should strt  should fin

Systems Engineer {*_’? 16.00
57 Develop Logical (Preliminary) Design 03/15/22 " 04/06/22 should strt

Special Notes about Getting Resource Usage over time:

Tasks not marked as Active are ignored. The date range for Resource Assignment Usage Over Time is
set to the earliest Resume date for tasks that are in progress or the earliest Start date for tasks that
have not started. Time phased Resource Assignment Usage can be edited and imported with certain
limitations. See this topic about importing resource usage over time.

Using the option named Defined Periods displays a file browser that allows you to select a calendar
file you can create in Excel and save as a CSV (Comma delimited) file type.
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Creating Defined Periods

Defined Periods are intervals of time that do not correspond to any standard calendar period and
are defined by the user. These periods can be anything but are most often used to represent an
organization’s fiscal calendar.

The easiest way to create your own defined periods is in Excel. In an Excel worksheet, Column A will
represent the Period Label, column B is the Start date of the period and column C is the End date of
the period. A Period’s start date must be the next day after the prior period end date.

A B C
1 (2019-01 12/29/2018  2/1/2019
2 (2019-02 2/2/2019  3/1/2019
3 |2013-03 3/2/2019 3/29/2019
4 12019-04 3/30/2019  5/3/2019
3 | 2019-05 5/4/2019 5/31/2019

When finished creating the defined periods, the file MUST be saved as a .csv file and the file name
MUST be prefixed with “TSV_". If these conventions are not followed, SSI will not be able to recognize
the file as a defined periods file. Save the file in the TSV folder of the SSI Tools folder (most likely
C:\Users\Public\SSI_Tools\TSV). This is the default location the Time Scaled Values tool will look to
when the Defined Periods option is selected.

T [ C > Users > Public > SSI_Tools > TSV
| TSV_ExampleAccountingCal2021 |

| CSV (Comma delimited) (*.csv) v | ‘ @ Save |
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Add Project’s Resource Sheet makes one additional worksheet in the workbook listing the items in
the Resource Sheet in the active project. When this option is combined with Get Task Resources, the
project’s resource name list is added as an in-cell drop-down list for each resource name below a
task line like the following example.

. Updated | Updated
m Task Name 1 Start ] F|n|5h1 Start ] Finish 1
53 High Level Design (HLD)

54 High Level Design (HLD)

h5 Define System Requirements 02/08/22 0314/22 2182022 should fin

HW Engineer M
HW Engineer 3;"[]1;"22 03/14/22 should strt should fin
Systems Engineer

Program Manager I 3/15/22| 0410622 should strt

2
3
4
5
6

PM Office
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Class Exercise — Make Status Worksheets:

Use the Excel workbook from the previous exercise*
*If needed, download the Excel template for this exercise at: Status Workbook Example

1. Use the workbook you created in the previous exercise.

2. Press Status Turnaround Workbook on the SSI Tools menu.

3. Select the tab named Make Status Sheets.

Structured Solutions Status Workbook

Template Sheet Setup ~ Make Status 5hEEtSQJ Save Status Sheets I Track Changes I Py

4. Use the drop-down list next to the button named Get Task Owner Names Listed in Project Field
»> to select a Microsoft Project text field containing Task Owners (sometimes called Control
Account Manager or CAM). Use Text2 for the exercise.

5. Click the button named Get Task Owner Names Listed in Project Field >>

Get Task Owner Namess "
Listed in Proiect Field ==

Text2 @ j List of Task Owners Are Shown Below

6. Select all the names that appear in the list box

7. Click the button named Make a Sheet for Each Select Name >>. Notice that a new worksheet is

added to the workbook for each named selected in the list.

Make a Sheet gy
for Each
Selected Name ==

8. Click the button named Get Tasks on the lower right corner of the tab.

Quick Start Guide | {r? Get Tasks |

9. Select the sheet named Sys Eng
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10. Check the option named Get Tasks for the Current Sheet Only and try some of the other
options in the group named Get Tasks From the Project Options

Get Tasks From Project Options
{E iGet Tasks for the Current Sheet Only [ Ask Before Getting Project Data for Each Sheet

Include Summary Values | [ Get Quantifiable Backup Data (QBD)

[ Respect Existing Fitter & Sorting (Other than Auto Fitter by Text2)
[ Log Cel Notes to enable Change Tracking by comparison of Cell Note to Current Cell entry
[ Prompt Task Owners for Start and Finish date Updates on tasks occurring after the Status Date

| Add Cell Drop-downs when date updates are required

1. Now try some of the options in the group named Get Resource Assignment Options

Get Resource Assignment Options
lv Get Task Resources | Add Project's Resource Sheet

[ EGet Resource Usage By :=-

End of Exercise
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Options for Saving Status Worksheets for each Task Owner

Once worksheets have been created, you can separate each Excel Worksheet, by task owner, making
an Excel file and workbook for each worksheet.

Template Sheet Setup ] Make Status Sheets  Save Status Sheets lTran:k Changes ] Post Status ] Post Resource Usage ]
Quick MNotes - Save Sheets

1, Click the button named "Browse >>" to browse for a location on your computer or nettwork, Sheets wil be saved
to this location.

2, Click the button named “Save Sheets as ==" to save individual sheets using the naming convention specified by the
three user defined fields to the right of the button,

Browse = ‘ C:YUsers\Public'sSI_Tools!,
The Sheet Mame: Plus "_" & The Project Title: Plus "_" & The Status Date:
Save Sheets as ==
| Sheet Mame 55I_Fxample 2022-02-28
Quidk Start Guide

Browse to the location on your system for saving status worksheets. Worksheets in the Workbook will
be separated and saved as new Excel files in this location.

Sheet Naming options

When task owner sheets are saved, the name given to each new Excel file has three distinct parts.

You can change the sheet naming parts but we recommend using SSI's default values.

The three parts of a task owner’s sheet are: The Sheet Name, Plus “_ " & The Project Title, Plus “_" &

The Status Date.

e The Sheet Name: is the worksheet name in the workbook. These names correspond to the name
of each task owner. Since each of these will be unique, we recommend using the default setting
for the first part of the file created for each task owner.

e Plus “_" & The Project Title: is the name (or title) of the project. The default value for a project
title is the name that appears on the project summary task in Microsoft Project. The project title
is visible when you select Summary Task from the Show/Hide group of the Gantt Chart Format
menu in a project.

e Plus “_" & The Status Date is the Project's status date.

Press Save Sheets as when you are ready to make individual sheets for each task owner.
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Changes and Updates to a Worksheet by Task Owners

Yellow highlights note that task performance must be assessed by the task owner. Tasks with
Start/Finish dates prior to the project status date, but no actual performance, show as yellow cells
with red text to indicate an update is required. Task owners should not return a sheet containing the

notes “should strt” and “should fin” - these must be replaced with actual or forecast dates.

Blue cells are tasks due to Start or Finish in the next reporting period and gray cells show Actual Start
or Finish dates. The bottom of each worksheet shows a legend of highlights and font colors with

instructions for completion by a task owner.

B C D E F G H
Current Project Status Date: 03/19/2022 Existing Dates In Updates Go Here
1 . Schedule
. Assessed Actual Updated
2 ID Task Name Start Finish % Complete Start Finish
3 26 Requirements Analysis
4 31 Perform Software Requirements Analysis
5 34 Conduct User Surveys 02/28/22 03/03/22 7 20% 2/28/2022 | should fin
6 35 Develop System Software Requirements 03/04/22 03/10/22 7 0% should strt @should fin
7 36 Generate Requirements Analysis Documents U
8 37 Develop Requirements Traceability Matrix (RTM) 03/11/22 03/3122 7 0% @should strt Q?change fin?
9
10 Legend and User Instructions
11 Gray An Actual Start or Actual Finish date - no update required
12 Yellow The Current Date is on or before the Current Status Date
13 should strt', 'should fin' MUST be replaced by dates
14 Blue Current Date is on or before the end of the Next Reporting Period (Status Date + 1 reporting interval)
15 change stt?', 'change fin' should be reviewed
16 No Color Date is after the end if the Next Reporting Period (Status Date + 1 reporting interval)
17 change strt?", ‘change fin' should be reviewed
18 Use of Drop-downs lists in Date Update cells

19 "Enter Date": Replace W/Actual date if <= Status date or Forecast Date if > Status Date
20 "Keep Date": Hold the Current Start or Finish, if possible, regardless of status of predecessors
21 "Move Per Status": Allow date to move according to the status of predecessors

Cells used for Updated dates may even include a drop-down list of actions or options. This drop-
down list is configurable by the workbook creator, therefore, instructions to task owners should be

provided according to the intent of the configuration.

Updates Go Here

Actual Updated |
Start Finish
2/26/2021|should fin

Enter Date

Keep Date
should Move Per Status
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Tracking Changes and Updates in a Status Worksheet

The SSI Status Worksheet tools contains a tab named Track Changes. It provides two methods for
identifying changes made by task owners. You can track changes in all sheets or just the active
sheet by selecting Check All Sheets or Check Active Sheet Only. Methods and options for
identifying changes are shown below:

e Select a Color Option for Tracking Changes.

e Compare to Matching Task in Active Project to Track Changes, works well if you have the
project open in Microsoft Project that was used to create the current worksheet. When
this option is selected, SSI Tools will lookup the current task in the active project and
compare the cell value in the Excel worksheet to the corresponding task’s value in
Microsoft Project. If different, a change will be indicated in the worksheet cell. You can
also Record Active Project Values as Notes to place in-cell notes showing the current
value in the project when you hover over the cell or select Edit Note from the menu that
appeadrs when you right-click a cell in a worksheet.

e Use Cell Notes to Track Changes, reads embedded cell notes (which show the initial
values of each cell) to identify a cell value that was changed by the user. Note - Change
tracking may not be able to identify changes if a user copies and pastes values from
other columns*.

Template Sheet Setup ] Make Status Sheets ] Save Status Sheets  Track Changes l Post Status ] Post Resource Usage ]

Color Options for Tracking Changes
U — — —
" Mone (* Opt1 " Opt2 " Opt 3 " Opt4 -

Chedk Worksheets for Changes

-
" Chedk All Sheets J\LP (¥ Ched: Active Sheet Only
{* Compare to Matching Task in Active Project to Track Changes [v Record Active Project Values as Motes

(" Use Cell Motes to Tradk Changes

e Click Track Changes — to identify changes using your preferred tracking method.

Track Changes {h-?_

*Note — Ask users not to copy and paste from other cells on the sheet if you plan to Use Cell Notes to
Track Changes. Copy/Paste includes cell notes which are used to determine if a cell’'s value is
different than the value provided in the original worksheet.
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Changes are identified by the bold border around a cell, a back slash (\), and the highlight color you
selected. In the example below, the current value of Actual Start for the task named Develop Logical

(Preliminary) Design is “NA”. The task owner wants to change “NA” to an actual start date for the task
of 3/18/2022.

C D E F G H
Current Project Status Date: 03/30/2022 Existing Dates In Updates Go Here
Schedule
b | . 1 Updated Updated'
] Task Name Start ] Finish Start Finish
High Level Design (HLD)
High Level Design (HLD)
Define System Requirements 0z/08/22 0314/22  2/8/2022 "ﬁf‘l"?fzﬂz_?
Update the Requirements Traceability Matrix 03/01/22 03714722 32022 ‘ngampleproject.mpp
Develop Logical (Preliminary) Design 03/15/22 04/06/22] 3it8/2022 Actual Start is: NA
Develop Data Architecture 0401322 05/03/22
Conduct Preliminary Design Review (PDR)
Generate Presentation Materials for PDR 05/04/22 05/10/22
Ensure PDR Exit Criteria Has Been Met 05/11/22 0511722
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Use the Excel workbook from the previous exercise*
*If needed, download the Excel template for this exercise at: Status Workbook Example

1. Use the workbook you created in the previous exercise.

2. Inthe columns for Updated Start and Updated Finish dates, manually enter dates as if you are
the task owner.

B C D E F G
. Existing Dates In
Current Project Status Date: 03/28/2025 Updates Go Here
Schedule
) | 1 ) | . 1 Updated h| Updated b

ID Task Name Start Finish Start Finish
53 High Level Design (HLD)
54 High Level Design (HLD)
55 Define System Requirements 02/07/25 0313425 2/712025 320/2025
56 Update the Requirements Traceability I 02/28/2%5 031325 2128/2025 32002025
a7 Develop Logical (Preliminary) Design (03/14/25 04/07/25  3/21/2025 {%
58 Develop Data Architecture 04/14/25 05/02/25

3. Click Status Turnaround Workbook Tools on the SSI Tools for Excel menu to open the options
window.

4. Select the tab named Track Changes:

Template Sheet Setup ] Make Status Sheets | Save Status Sheets ITFﬂCk Changes IF'I:ust Status ]

" Mone

Color Options for Tracking Changes

5. Inthe top section, choose your preference for the Color Option for Tracking Changes:

" opt1 " Opt2 * Opt 3 ™ Opt4 -

(" Chedk All Sheets

Chedk Worksheets for Changes

(™ Use Cell Notes to Track Changes

{* Chedk Active Sheet Only

{* Compare to Matching Task in Active Project to Track Changes

6. Inthe middle section, choose your preference for how to Check Worksheets for Changes:

[+ Record Active Project Values as Motes
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7. Click the button named Track Changes on the lower right corner of the tab:

Quick Start Guide ‘ Track Changes

8. Observe the changes you made in Step 2 are identified with a bold border and slash through
the cell and highlighted using the Color chosen in step 5 above.

B C D E F G
Existing Dates |
Current Project Status Date: 03/28/2025 1=7ing Tates n Updates Go Here
Schedule
-
. Updated Updated

ID ] Task Name Start ] Finish Start Finish
53 High Level Design (HLD)
54 High Level Design (HLD)
55 Define System Requirements 02/07/25 03/13/25 2712025 "'""""'3:-‘205‘2112_
56 Update the Requirements Traceability I 02/28/25 031325 2/28/2025 "'""""'3;-'20;2112_
57 Develop Logical (Preliminary) Design 03/14/25 04/07/25] """"3:-’2-1-.1'213!2_.
58 Develop Data Architecture 04/14/25 05/02/25

End of Exercise
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Posting Changes and Updates to a Project

You can copy updates provided by team members directly to their corresponding Microsoft Project
task using Post Status. Use caution when you post status this way as it can have unintended
consequences. Here are some SSI recommendations when posting status.

¢ Evenif you use Post Status features, SS| recommends meeting with task owners to review
updates and assess consequences at every status interval.

e SSldoes not recommend posting updated Start/Finish dates, Work, Cost, % Complete or
% Work Complete values to their direct matching field in a project due to the potential for
this to cause unexpected schedule variances, invalid status and impacts on downstream
tasks. However, SSI Tools provides special options to map updated Start & Finish dates to
Start# or Actual Start and Finish# or Actual Finish. When using these options, SSI Tools
will evaluate dates provided and use them as Actual dates if prior to the project’s status
date, otherwise, they go to the Start# or Finish# reference field.

e Updates to Start/Finish dates, Work, Cost, % Complete or % Work Complete values can
be posted to reference fields in Microsoft Project. Updates to Start and Finish, for example
can be posted to Startl and Finishl (or any other Start/Finish 1-10 reference date field)
since these are reference dates only having no impact on directly changed and
downstream tasks.

eSSl never recommends posting performance percent updates to % Complete, either by
means of a Status Worksheet or when working directly with a task owner in Microsoft
Project. Performance percent updates should always be placed in Physical % Complete
and you should establish an in-progress task’s dates first, then use the Mark on Track tool
in the Schedule group of the Task menu in Microsoft Project to calculate a duration based
% Complete.

e Watch this video for a great explanation of How to CORRECTLY status tasks in Microsoft
Project using our recommended approach.
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Follow these steps to Post Status from an Excel worksheet to tasks in a project:
1. Select the Workbook and Worksheet containing updates to be posted.
2. Check the option named Only Post Changed Values (recommended) if you only want to
post cell values that were changed by the user to the active project.
Template Sheet Setup ] Make Status Sheets ] Save Status Sheets ] Track Changes Post Status l Post Resource Usage ]
Post From Workbook: ; Post From Worksheet:
| MyStatusWorkbook. xdsx j ‘ G.Arnold j

Post to Project:
| J [+ Only Post Changed Values

3. Map the columns in the worksheet to fields in the active project.
Setup Options for Posting Worksheet Data to Project

Post Worksheet Column:  To Project Field: Post Worksheet Column:  To Project Field:
| Column K | MNone
| Column L | Mone

Task Name | Mame Column M | Mone

|8
[ [

Updated Start | Startl 4 Column M | Mone
T

Updated Finish | Finish1

L

Column O | Mone

L

Note — SSI Tools provides special options to map updated Start & Finish dates to Start# or Actual
Start and Finish# or Actual Finish. When using these options, SSI Tools will evaluate dates provided
and use them as Actual dates if prior to the project’s status date, otherwise, they go to the Start# or
Finish# reference field.

Updated Start | Startlor Actual Start -

Updated Finish | Finish 1 or Actual Finish wi
4. Select a Project Field Used to Log a Change was Posted.
5. Click Post Values.

Project Field Used to Log Text1l g :
a Change was Posted == {r_.-? hd ! Quick Start Guide | . Post Values
: i t,]
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An X in a cell shows you that a value was posted to its corresponding task in a project.

-
. Updated | Updated
ID ] Task Name ] Start ] Flnlsh] Start Finish ]
55 Define System Requirements 02/08/22 03M14/22 2182022 }USH?{EUZE
56 Update the Requirements Traceability Matrix 03/01/22 031 4;22&.33#1-{21125]-@{1?{21]22

If you selected a project field in the option named Project Field Used to Log a Change was Posted,

display that field in Microsoft Project to see notes regarding the value posted from the status sheet
as shown in Textl0 below.

Mame » | Text10

Define System Requirements Status Sheet Value Posted 3/10/2023 3:24:44 PM
Update the Requirements Traceability Matrix  Status Sheet Value Posted 3/10/2023 3:24:44 PM
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Posting Status in Microsoft Project Using SSI Status Tools

Updating the status of tasks and milestones in a Project Plan is crucial to the effectiveness and
accuracy of the schedule. If the status of in-progress or near-term tasks is Incorrect, then the dates
shown for far term tasks and key project milestones will also be incorrect. When posting status in a
project you need to address task Start & Finish dates, Task Percent Complete and, if tasks have
resources assigned to them, Remaining Work & Cost values.

The SSI Tools named Post Task Status in the Statusing Tools group of the SSI Analysis Tools menu is
helpful to ensure valid status is posted to the project. The tables below show how to use this tool
when tasks have started, finished or have been delayed.

File Task Resource Report Project View Developer Help S8l Analysis Tools '

= Trace Driving Path -
132 Show All Tasks
E'CE Dependency Tracer

Dependency Analysis

1 55| Integrity Audits
E 14 Paint Assessment
&5 DECM Audits
Schedule Health/Audits

FS Post Task Status i:f
(__) Open Watchlist To
(5, Adjust Task End Date

Statusing Tools

F.;:L.Get'ﬁme Scaled Values
==| SRA + Sensitivity Analysis
iT Open Toolbox  ~

Tools/

e Copy current dates into
Start 1 & Finish 1 (or any of
the Start/Finish 1-10 date
fields).

e Track variances using a
Number field with a
formula such as: Finish1-
Finish.

e Use the SSI Watchlist tools
to capture before & after
dates for key milestones.

FS Post Task Status
(:) Open Watchlist Tools
(5, Adjust Task End Date@

Statusing Tools

Scenario Description / Image View

Task is Complete: A task Start and Finish is before the project status date.

SSI Tips: Enter the Actual Start and Actual Finish in the Microsoft Project
Enable Current Period Variance Actual Start/Finish date fields.

Analysis:

Using SSI Post Status tools:

Or use the SSI Post Task Status tool to do the same as shown

below.

Task Progress ] Work /Cost Bemaining ] Setup and Pref ] Azsignment EAL List

Actual Start/Finish Forecasted Start/Finizh

5 | ozvoans i 5

F | 0210415 “@ F

Diuration % Craps»

Phwzical % Crope» 100 v

Post D ates Shown Above

Accept The Current Task
Dratess >

M ove the Unfinished Portion
After the Status Dates >

[ Show Reference Dates

==
|
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Scenario Description [ Image View

Task is In-progress — current

A Task started and will finish after the current project status
dates ok: date. Its current start and finish are accurate, but it does not
have an Actual Start date recorded

Use Microsoft Project’s Mark on Track from the Schedule group of the Task menu.

ﬂ Mark on Track{i"?

Using SSI Post Task Status tools:

SSI Post Task Status tool has its own version of “Mark on Track” that transfers Forecast Start/Finish
dates to Actual Dates if appropriate according to the project status date.

Actual Start/Finish

Forecasted Start/Finish

F|NA

Duration % Cmps >
Phyzical % Cmps > a M

Accept The Curent Tazk r

tdove the Unfimshed Portion
After the Statusz Dates» *

[~ Show Reference Dates

5 5 -~
[ A ¢ 04/06/15 |
A 4

Food4/24m5

Post Dates Shown Above

Dratess» _@7
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Scenario Description [ Image View

Task is In-progress — current
dates not ok:

than shown in the project

A Task started (but not on its current start date) and will finish
after the current project status date and on a different date

Enter the Actual Start in the Microsoft Project Actual Start date field and adjust the Remaining

duration until you reach the Forecast Finish date.

Using SSI Post Task Status tools:

1. Enter the Actual Start in the SSI Post Status tool in the Actual S field (double-click to show

the calendar)

2. Enter the Forecast Finish in the SSI Post Status tool in the Forecast F field (double-click to

show the calendar)
3. Press Post Dates Shown Above

4. If necessary you can enter your own assessment of Percent complete using the Physical %
Ccmp field. Project automatically calculates its own percent complete based on work or

duration remaining.

Task Progress lWDrkf"EDSt R emaining ] Setup and Pref ] Azzignment EAC List ]

Actual Start/Finizh Forecaszted Start/Finizh

5 | 04/03415 E

Jtm
F | M, Fon4/20/2015

- U
Dhuration % Crope >

Post Dates Shown Above

Physical % Cmpe > 50 @ A _{r_.-?

Accept The Curent Tazk,
Dates:»

r

tove the Unfinizhed Portion
After the Statuz Dater »

—

[ Show Reference Dates
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Scenario

Description [ Image View

Task did not Start — duration did
not change:

A Task has not started, none of its predecessors are the cause
if its delay and its current duration is correct

based on the task’s duration.
Using SSI Post Status tools:

show the calendar).

Enter a Start No Earlier Than date constraint date that is later than the project status date in
Microsoft Project. Microsoft Project will automatically calculate the new Forecast Finish date

1. Enter the Forecast Start in the SSI Post Status tool in the Forecast S field (double-click to

2. Press Post Dates Shown Above - SS| Tools will automatically calculate the new Forecast
finish date based on the task’s duration.

Task Progress ] Work/Cost Remaining ] Setup and Pref ] Azsighment EAC List

Actual Start/Finizh Forecasted Start/Finish

5 5 .
| Ma 047205 4,

F | N Foosngaems @ b

Dhuration & Crps > |

Phwzical & Craps > a l

[ Show Reference Dates

i Post Dates Shovwn Above
Ly

Accept The Curent Tazk r
(B (- S —

torve the Unfinished Portion
After the Status Dates>
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Scenario Description [ Image View
Task did not Start — duration has | A Task has not started and none of its predecessors are the
changed: cause if its delay

Using SSI Post Status tools:
the calendar)

show the calendar)

Actual Start/Finish

Enter a Start No Earlier Than date constraint date that is later than the project status date in
Microsoft Project. Change the task’s duration.

Task Progress ] Work/Cost Remaining ] Setup and Pref ] Azsighment EAC List

Faorecasted Start/Finish
.

5] ome

5 p4M7/2015 Jry

F|NA

Foosomems = {?

Dhuration & Crps > |

Phwzical & Craps > a l

[ Show Reference Dates

i  Post Dates Shovwn Above
i

Accept The Curent Tazk r

Datess>

torve the Unfinished Portion
After the Status Dates> *

1. Enter the Actual Start in the SSI Post Status tool in the Actual S field (double-click to show
2. Enter the Forecast Finish in the SSI Post Status tool in the Forecast F field (double-click to

3. Press Post Dates Shown Above - SS| Tools will automatically calculate the new Duration
based on the task’s Forecast Start & Finish dates.
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Scenario Description / Image View
Task is In-progress with An in-progress tasks has remaining work and cost values to
Remaining Work/Cost: be updated as required

Step 1. — Establish correct Start and Finish dates
e Enter the Actual Start in the Microsoft Project Actual Start date field
e Adjust the Remaining duration until you reach the Forecast Finish date
Step 2. — Evaluate & Update Remaining Work/Cost
 Display Remaining Work/Cost (using a split window or some other project view)
e Change the task type to “Fixed Duration” (this ensures the values entered in step 1 do not
change).
¢ Update the remaining work or cost values for each resource assigned to the task if using an
assignment view or for the task in total if using a task view
Using SSI Post Status tools:
1. Enter the Actual Start in the SSI Post Status tool in the Actual S field (double-click to show
the calendar)
2. Enter the Forecast Finish in the SSI Post Status tool in the Forecast F field (double-click to
show the calendar)
3. Press Post Dates Shown Above

Task Progress ] Work/Cost Remaining | Setup and Pref ] Asgignment EAC List

Actual Start/Finish Forecasted Start/Finish
51 ma 5 mdATR0E
| &
F | M, Fos5/08/2015 '\”_P v

Druration % Crops> |

Phyzical & Crps > a v
Accept The Curent Task r

Datess >

tove the Unfinished Portion
After the Status Dates» *

[~ Show Reference Dates

i Post Dates Shown Above
i

4. Click the tab named Work/Cost Remaining and enter Remaining Work/Cost for Each
Assignment or Enter Total Remaining Work/Cost for the task
Tazk Progress %Ufkf‘t%t Remaining ] Setup and Pref ] Aszsignment EAL List ]

Enter Remaining “Work.Cost for Each Assignment Jb

Enter Total Remaining 'Wwork/Cozt for the Tagk "\“r w
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Class Exercise — Posting Changes to MS Project:

Use the Excel workbook from the previous exercise*

*If needed, download the Excel template for this exercise at: Status Workbook Example

1. Start with the workbook you have tracked changes in from the previous exercise.

2. Click Status Turnaround Workbook Tools on the SSI Tools for Excel menu to open the options
window.

3. Select the tab named Post Status:

- - ,
tructured Solutions Status Workbook
LA N AR LN =2 LA LS o i L L

Template Sheet Setup ] Make Status Sheets ] Save Status Sheets ] Track Changes JPost Status

4. In the top section, choose the worksheet you will be posting data FROM and ensure you have
the correct MS Project file selected to post the data TO. You can also specific to post only the
changed values from the status worksheet.

Post From Workbook: Post From Worksheet:

| Book2 @J | Design @

Post to Project:
| ;\lﬁ I+ Only Post Changed Values

5. In the middle section, map the columns where updates have been made in the status
worksheet to the field in MS Project that you want to post the data into:
Setup Options for Posting Worksheet Data to Project

Post Worksheet Column: To Project Field: Post Worksheet Column: To Project Field:
| Column K | MNane
| Column L | MNane
Task Mame | MNaone Column M | MNane
513rt| MNaone Column M | MNane
Finish | MNaone Column O | MNane
Updated 513rt| Start2 Column P | MNane

IUpdated Finish | Finish2 Column | Mane

Ll bl fladle L e fLe Ll |

Column H | Mane Column R | Mane
Column I | Mane Column 5 | Mane
Column J | Mane Column T | Mane

4

Ll Ll Gade (L fleflefl <L«

Matching Key is in == | Column A (Default)
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Post Values:

Project Field Used to Log Text10
a Change was Posted ==

6. Select the field you want to have the Posted Changes Logged in and click the button named

g Quidk Start Guide ‘ Post Values

C

Current Project Status Date: 03/28/2025

D

7. Observe the changes that were tracked in the previous exercise now have a “X” through the
cell. That is the indication that the data has been successfully posted to MS Project.

B

E

Existing Dates In

Schedule

F G

Updates Go Here

5

Task Name

Start ] Finish

Updated b Updated
Start Finish

53 High Level Design (HLD)
54 High Level Design (HLD)
55 Define System Requirements 02/07/25 03/13/2 2712025] T zipeia1Re
56 Update the Requirements Traceability I/ 02/28/25 03/13/2 2/28/2025| 3201207
57 Develop Logical (Preliminary) Design 03/14/25 04/0772 3f21'2U2
58 Develop Data Architecture 04114725 05/02/2

End of Exercise
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Variance Analysis Tools and Techniques

As performance is received from task owners and recorded in the schedule, you will be able to
assess and quantify the impact of added or deleted tasks and changes to schedule dates, durations
and dependencies. This assessment, or Variance Analysis, can be done from the perspective of
original baseline (Cumulative Variance Analysis) or for the current period only (Current Period
Variance Analysis).

The following Microsoft Project and SSI Analysis Tools and methods are useful when performing
Variance Analysis and developing Corrective Action plans.
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The SSI Watchlist Tool

S Post Task Status
(:) Open Watchlist Toals
(X, Adjust Task End Date

Statusing Tools

Overview

SSI Analysis Tools Training

The SSI Watchlist Tool enables Microsoft Project users to keep track of the current finish dates of
important items (as determined by the user) in comparison to a saved date field. The SSI Watchlist
gives users real time feedback if changes made in the project file are impacting any of the watched

items.

SSI Watchlist vooX
Watch 1 Watch2 Watch 3

Ui Mame Deadline Cur Fin Delta

4 Solution Engineering Review [SER) 3/8/23 2127123 T days

5 System Definition Review {SDR) 4/26/23 4/12/23 10 days

& Preliminary Design Review (FDR) 5/24/23 6/16/23 -17 days

ri Critical Design Review (CDR) 6/14/23 711423 -19 days

G Test Readiness Review [TRR) MA 817,23 NA

10 Production Readiness Review (PRR) 9427123 10/11/23 -10 days

11 Operational Readiness Review (ORR) 11/8/23 11/27/23 -13 days
12 Receive Authority to Operate (ATO) 11/22/23 12/11/23 -13 days

[+

Initial date field: |Deadline b |
Selected Items hd 3 Y E 'n

The SSI Watchlist Tool allows users to keep track of up to three watchlists at a time for any Project.
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Getting Started

To open the SSI Watchlist Tool, click the Open Watchlist Tool in the SSI Analysis Tools ribbon in
Microsoft Project.
The SSI Watchlist Tool is displayed on a Task Pane. A task pane is a user interface that can be docked
to any side of the Microsoft Project window. By default, the SSI Watchlist Tool Task Pane is docked to

the left side of the Microsoft Project window.

Task Resource

Report

Project

View

Developer

Help

Gantt Chart Tools

S5l Analysis Tools Gantt Chart Format

Q  Tell me what you want to do

ExampleProjectmpp - Praject Professional

< Trace Driving Path =
£33 Show All Tasks
=% Dependency Tracer

Dependency Analysis

1 55| Integrity Audits
[3 14 Point Assessment
5 DECM Audits
Schedule Health/Audits

S Post Task Status
& Open Watchlist Tools
(4} Adjust Task End Date

Statusing Tools

0o 0 & -

SSI Watchlist &
Watch 1 Watch2 Watch 3

uiD Name Deadiine | Cur Fin Delta

Initial gate fiegld: | Deadline

Selected Items -

W5 New Tasks © Auto Scheduled

GANTT CHART

X v

[T, Get Time Scaled Values 3\ Schedule Sanitizer

SRA + Sensitivity Analysis EE) Copy/Paste Assignments
[ Find on Excel Sheet =~
Tools/Utilities

i
1 Open Toolbox -

3 Exporting Toals ~
315 Perfarmance Reports -
i= S510BD Tools

Performance and Earned Value

£ Multi-Project Toolbox =

F Link Inputs/Outputs

. Sync Remote Projects
Multi-Project Tools

I Open Example Project

18 551 Tools Help

I Check for Updates
Help and Updates

Develop Detailed Design Drawings & Documents
Remaining Gtr 4, 2022
Name + | Duration v Stat Finish « Sep oct MNov Dec
Develop Data Architecture 15 days 4/13/23  5/3/23
4 Conduct Preliminary Design Review (PDR) 7 days 5/4/23 5/12/23
Generate Presentation Materials for PDR 5 days 5/4/23 5/10/23
Ensure PDR Exit Criteria Has Been Met 1day 5/11/23  5/11/23
Conduct Preliminary Design Review (PDR) 1day 5/12/23  5/12/23
4 Detailed Design (DD) 17 days 5/15/23  6/6/23
4 Detailed Design (DD) 10 days 5/15/23  5/26/23
Develop Detailed Design Drawings & Documents 5 days 5/15/23  5/19/23
Develop Software Detailed Design 5 days 5/15/23  5/19/23
perfarm Design Validation &nd Verification 5 days 5/22/23  5/26/23
Develop Deployment Plan 5 days 5/15/23  5/19/23
Genetate Bill of Materials (BOM) 5 days 5/15/23  5/19/23
a Conduct Critical Design Review (CDR) 7 days 5/29/23  6/6/23
Generate Presentation Materials for CDR 5 days 5/29/23  6/2/23
Ensure CDR Exit Criteria Has Been Met 1day 6/5/23 6/5/23
Conduct Critical Design Review (CDR) 1day 6/6/23 6/6/23
4 Development/integration & Test 116 days afal23 af12/23
4 Conduct Unit or Sub System Testing 70 days afal23 7/10/23
Develop Test Case Specifications 20 days 4/a/23 5/1/23
Develop System Acceptance Test Procedures 25 days 5/2/23 6/5/23
Procure & Receive COTS Materials 10 days 6/7/23 6/20/23
Develop Operators, Maintenance & User Manuals 10 days 6/21/23  7/4/23
perform Software Code & Unit Testing 25 days 6/6/23 7/10/23
perfarm Module Testing 25 days 6/6/23 7/10/23
4 Conduct Test Readiness Review (TRR) 7 days 7/11/23  7/19/23
Generate Presentation Materials for TRR 5 days 7/11/23  7/17/23
Ensure TRR Exit Criteria Has Been Met 1day 7/18/23  7/18/23
Conduct Test Readiness Review (TRR) 1day 7/18/23  7/19/23
4 Integration & Testing 30 days 7/20/23  8/30/23
Conduct Regression & System Testing 10 days 7/20/23  8/2/23
Verify and Validate User Documentation 10 days 8/3/23 8/16/23
Conduct User Acceptance Testing 10 days 8/17/23  8/30/23
Conduct Security Test and Evaluation 5 days 8/3/23 8/9/23
Prepare Security Certification Documentation 2 days 8/10/23  8/11/23
4 Conduct P Review (PRR) 9 days 8/31/23 ‘.1,1'1.21'23m n
]

SSI Analysis | Count: 1

Sum of Remaining Work: 80 his
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Adding Tasks to the Watchlist

Setting the Initial Date Field

Before adding tasks into the currently watchlist tab, it's important to take notice of the field selected
as the Initial Date Field:

Initial date field: |Finish A

The Initial Date Field option controls the original date that will be watched when items are added to
the watchlist. Once an item has been added to the watchlist, the initial date value will remain static
unless the initial date field option is changed.

Using the Add Button

Tasks can be added into the current watchlist by clicking the button. This button will add tasks
that correspond to the selection in the drop-down menu to the left of the button.

|5eected|t-.=-_rns "|. 3 Y m 'n

For example, if Selected Items is currently selected from the menu when the button is clicked,
only the tasks currently selected in the Gantt table will be added into the Watchlist. If Zero Duration
Items is selected, only the items in the schedule with a duration equal to zero will be added into the
Watchlist.

The Watchlist Table
Ui Mame Deadline Cur Fin Delta
4 Solution Engineering Review [SER) 3/8/23 2/27723 T days
5 System Definition Review (SDR) 4/26/23 4712723 10 days
6 Preliminary Design Review (PDR) 5524123 6/16/23 -17 days
Fi Critical Design Review (CDR) 6/14/23 T11/23 -19 days
9 Test Readiness Review (TRR) MA 817723 MA
10 Production Readiness Review (PRR} 9727123 10/11/23 -10 days
1 Operational Readiness Review (ORR) 11/8/23 11727723 -13 days
12 Receive Authority to Operate (ATO) 11/22/23 12/11/23 -13 days

The following data will be displayed for tasks in the Watchlist:
e UID - The unique ID of the task

¢ Name - The name of the task

¢ Initial Date Field — This column will show the value of the initial date that was watched when
the task was added into the watch list. The date field shown in the column title will be
determined by the initial date field option selected by the user. In the image above, the field is
set to Deadline.
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e Current  Finish — This column will show the current finish date of the task. Unlike the Initial Date
Field Column, the date value in this column will update in real time whenever a change is

made to the project.

e Delta - This column will show the delta (in days) between the Initial Date Field value and the
Current Finish value. A negative number means the current finish date is later than the initial
date. A positive number means the current finish date is earlier than the initial date.

Double clicking any item in the watchlist will cause Microsoft Project to select that task in the Gantt
Table. Pressing the delete key on any item in the watchlist will remove it from the list.

Additional Features
o Y o £

Users have access to the following other buttons in the SSI Watchlist Tool:

will force the SSI Watchlist to recalculate the current finish date values and the delta values.
will filter the project file for the items currently selected in the watchlist.

will clear the current watchlist of all tasks being watched.

& B <4 0

will open the watchlist default settings form.
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SSI Watchlist Tool Default Settings

551 Watchlist Default Settings by
Default option for adding items: Zero Duration ltems ™
Default initial date for watchlists: Finish -
Automatically calculate deltas after each edit: '® Yes ) No

Sawve Settings Cancel

Users can adjust the following default settings from the SSI Watchlist Default Settings dialog:
o Default option for adding items - this option controls what selection will be made by default
for adding items.
o Defaultinitial date field — This option controls which date field will be selected by default as
the initial date field to watch.
e Automatically calculate deltas after each edit -this option will control if the current finish
dates and delta values will be calculated in real time after each edit. If the option is set to No

e
these values will only be updated when the ®_ button is clicked.

Click Save Settings to save the selections made. Click Cancel to exit the SSI Watchlist Default
Settings dialog without saving any selections made.

Moving the SSI Watchlist Task Pane

The SSI Watchlist Task Pane can be undocked and moved around and transformed into a free
floating form or redocked to a different side of the Microsoft Project window. The easiest way to
move the SSI Watchlist Task Pane is to position the mouse cursor to the top of the Task Pane until the
cursor looks like this:

SSI Watchlist | & vooX

Then simply hold down the left click button on the mouse and drag the cursor in any direction.
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$SI Trace Tools & Variance Analysis Techniques

Select an item in the Watch List having a variance and trace its Driving Path

1. Select the first row number for an item in the watch list that has a schedule variance

2. Select Open Advanced Trace Tools Form from the Dependency Analysis group of the SSI
Analysis Tool menu in Microsoft Project

3. Select Driving Path from Trace Options and click Show path

|~’*{ Trace Driving Path =~ Y1 551 Integrity Audits |'__,1 Post Task Status r‘ﬂ Project Performance

E:n Quick Trace to Last Task sessment (:} Open Watchlist Tools La Find on Excel Sheet

EZl Open Advanced Trace Tools Form | its (5, Adjust Task End Date If Open Toolbox ~
Ij[‘iglthfﬁudits

Dependency Analysis Schedule Statusing Tools

Driving Path Analysis | Multi-Path

« Trace Options 11 Display Options - Path Analysis Options
#| Driving Path (Predecessors) # Show as Waterfall lgnore constraints
" Separate parallel paths
Driven Path (Successors) Show with Summaries R
|N-::-r‘|e "'| Driving Slack Leg Field /| Exclude completed tasks
Text10 (SSI Analysis) v | Trace Log Field Get all dependencies (driving or not)

| Get secondary path

Secondary path is defined as: |The next closest path | Show all tasks

/| Get tertiary path

Tertiary path is defined as: |The next closest path - | @ Show path
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Graphical Indicators of Variances in Microsoft Project

The example uses a number

such as “Finishl-Finish” and
graphical indicators to show

field and graphical indicators — Last

to show negqtive variances in SV v | Task Name w Duration w» Start | Finish = REeFoIrt -

red. 34 Conduct User Surveys 5 days 2f27/15 3/5f15  3/5/15

35 Develop System Software 5 days 3fef15  3f/12f15 3f12/15
Requirements

Current SV is a calculated 37 |@ Develop Requirements 20 days 3/13/15 |af9f15 af2f15
. . Traceability Matrix (RTM) Jty b

number field (with a custom 50 | @ Finalize Presentation 5 days a/10/15 |a/18f15 a/5f15

field name) showing the . Materials for SDR

difference between the current ® EZZL::;E:ER Exit Criteria Has 1day 4/17/15 |4/17{15 4/10/15

finish and a snapshot of a prior 52 |@ Conduct SDR 1day 4/20/15 |4/20/15 4/13/15

finish date. It uses a formula 5 | @ {S;-E‘;e}m Definition Review 0 days 4f20/15 |4/20f15 4f13/15

negative variances in red.

Note — the exercise named Prepare Schedule for Periodic
Reporting shows how you can make this type of a variance
indicator.

This example uses a custom bar

Add a custom bar style for variance analysis

have no variances
e Root Cause, by definition,
causes other tasks to

have schedule variances | Gantt Chart

arct

Apr

«— No Change

style to show finish variances in Boyi= - &
Cut R Paste Row Insert R
the Gantt chart It Jooed Ao
Name Appearance Show For ... Tasks Row From To
Task Normal,Active,Nat Critical Mot Manually | 1iTask Start Task Finish
e . ol T MNormal,Split Active,Not Critical,Not Mant 1;Task Start Task Finish
Ident|f|cqt|on of the Root cause. Milestone +* Milestone, Active,Not Group By Summary, 1iTask Finish Task Finish
Summary v ¥ Summary 1:Task Start Task Finish
° Often acom pleted orin Project Summary Project Summary. 1 Task Finish
“Group By Summary F 1 |Group 8y summary 1;Task Star Task Finish
prog ress tqsk Critical | —— MNaormal,Critical Active, Mot Placeholder 1iTask Start Task Finish
Critical Split Normal,Critical, Split Active Mot Placehold 1:iTask Start Task Finish
H HVH Progress — Normal,Not Manually Scheduled 1iActual Start CompleteThrough
d Preced | ng drIVI ng tGSkS Priar Finish {r/ L m—— ) A1) Litast Report Finish i, [TaskFinish  fh, |

Root Cause of Current Period Finish Variance is visible in the

Finish Variance (This is the Root Cause)

Finish Variance
(Due to Finish
Variance of Root
Cause)
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Developing Corrective Action Plans

Use SSI Trace Driving Path Tools to find opportunities along driving paths to mitigate the impact of
schedule delays. Use Watch List tools to check if corrective action meets objective.

Driving Path analysis using SSI
Trace Driving Path Tools shows
opportunities to recover schedule
delays by accelerating or
overlapping task in the driving
path

Opportunities to recover variances
usually require schedule changes
to task that follow the Root Cause.
Possible solutions include:
¢ Change task dependencies
to allow tasks to overlap
¢ Change task dependencies
to remove a task from the
driving work stream (move

Trace tools show opportunities to recover schedule
variances

March

2 (<] 5 2 2 4/5 4712 41 4/2 S
= 'L ' i
@—@‘ Possible
. ] '| Corrective
. I Action — perform
j " tasks in parallel
: S

Watch List tools show if variance mitigation efforts meet
project objectives

it to another project phase SSI Watchlist vooX
or GSSign It to Cmother Waich 1 Watch 2 Watch 3
performing organization if e e — Deadine |Curfin _ |Delta
X 4 Solution Engineering Review (SER) 3/8/23 2427123 7 days
pOSSIbIe) 5 System Definition Review (SDR) 4/26/23 4112723 10 days
e Shorten the remaining & Preliminary Design Review (PDR) 5/24/23 6/16/23 -17 days
duration of driving pqth % Critical Design Review (CDR) 6/14/23 7411723 -19 days
tGSkS g Test Readiness Review (TRR) MA BAT/23 A
° Consider If tasks can be 10 Production Readiness Review (PRR) 9/27/23 10/11/23 -10 days
.. . ih! Operaticnal Readiness Review (ORR) 11/8/23 11/27/23 -13 days
eliminated altogether while
. - 12 Receive Authority to Operate (ATC) 11/22/23 12/11/23 -13 days
still fulfilling the Statement
of Work obligations
Initial date field: |Deadline il
Selected ltems hd 3 Y m ﬁ
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