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1. What to do with non-applicable tasks

Tasks should not be deleted. For the tasks that are not applicable to your project, enter zero duration and add the

note “Not Applicable” in the Description as shown below. Also, if a non-applicable task has an associated

relationship with a lag than the lag duration should be removed (set to zero).

| - E-® A I:):’ = Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project o B =
File Task Resource Project View Acrobat Format [~ e BF £2
a =’ 35 . Pl — ﬁMarkonTrack' ; @Inspe:t' e Summary = J éa'
Mt e - TEess T + [\ % @ =
Ba- . 4 Respect Links [ move - & Milestone FrAd
e P g (B U A UF PR ot | Soneduie e P Mode | o gpanerne - | U g 09 @)
iew Clipboard Font £ Schedule Tasks Insert Properties Editing
WBS Task Name - Start Finish | Duration , | Responsibiity . | Total , 4 PrdQuarter |istQuarter (3rd Quarter [1stQui &
Slack Jan [ Apr [ Jul [ Oct | Jan [ Apr | Jul

CNT.M5.050 Bid Opening Wed 1/6/16 Wed 1/6/16 od MassDOT.PM 0d ¢ Bid Opening

CNT.ME.060 lesue Construction Contract NTP Sun JENE Sun 3818 od MassDOT.PI 0d 4 Issue Consti

CNTMS.070 Scope of Service Complete Mon 35617 Mon 3617 0d MassDOT.PW 0d

CNT.100 - Project Development Tue 1114114 Sat 2/7TM5 390d 758d =g Project Development

CNT.100.010 Finalize Project Plan and Design Schedule Tue 1M14/14  Wed 2/12114 30d Consultants DES 758d

CNT.100.020 Project Design Schedule Updates Thu 2M3i14 Sat 2/7115 360d Consultants.DES 758d =]

HWY =/ Highway Design Tue 11414 Sun 7M2M5 545d 6d =========g Highway Design
T S T R T T O T ST T au e rora i mal Design Report (Not applicable)

HWY.200.010 Prepare Functional Design Report (Not applicable) Tue 11414 Tue 1/14/14 od Consultants.DES 238d gn Report (Not applicable)

HWY 200 020 Submit Functional Design Report (Not applicable) Tue /214 Tue 9/2/14 od Consultants.DES' 36d : Functional Design Report {Not applicable)

HWY.200.030 Review Functional Design Report (Not applibale) Tue /2/14 Tue /2114 od MassDOT.HW. 36d 1 Functional Design Report {Not applibale}

HWY.200.040 Approval of Functional Design Report (Mot applicable) Tue /2114 Tue 9/2/14 od MassDOT.HW. 36d ral of Functional Design Report (Not applicable)

¥
HWY.303.010 Conduct Survey (MassDOT) Tue 11414  Wed 32614 72d MassDOT.HW &d
HWY 303.020 Conduct Survey Tue 11M4/14)  Wed 3/26/14 72d Consultants. DES 6d

In order to avoid zero duration tasks becoming Milestones, you should follow the next steps:

e Double-click on the non-applicable task
e Go tothe Advanced Tab
e Uncheck the “Mark Task as Milestone” checkbox

e C(Click OK

Task Information

General | Predecessors | Resources Advanced | MNotes | Custom Fields |

MName: | Prepare Functional Design Report (Mot applicable)
Constrain task
Deadline: MNA
Constraint type: As Soon As Possible
Task type: Fixed Duration
Calendar: MazsDOT Highway Division Working
WBS code: HWY,200.010

Earned value method: % Complete

[ Mark task as milestone

« Constraint date:

4

[ Effort driven

Duration: | 0d

MNA

w [|Scheduling ignares resource calendars

[=]

=[] Estimated

OK

] [ Cancel




2. How to Update the Schedule
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The easiest and most efficient method to update the schedule is by using the UD PDS Schedule View. The following
fields are shown on this custom table:

WBS (Work Breakdown Structure) Remaining Duration Actual Finish
Name Responsibility Baseline Start
Start Slack (a.k.a. schedule float/criticality) Baseline Finish
Finish Actual Start

While updating the schedule, you may find it useful to insert more fields such as Duration, Actual Duration and %

Complete.

As shown below, before the Baseline is set the Schedule shows “NA” in the Baseline Start and Baseline Finish fields.

|E|| = 9~ =- = | m.jj;a._;tm| Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project
Task Resource Project View Acrobat Format
] P "EL"_’I = E Status Date: — i Ei—| Y @
@ E ﬂ_l LL@Q — B = Efl 11404 — n i 2IQ
Subproject Project  Custom Links Between WEBS Change Calculate Set Mave Update Visual Reports Compare | Spelling
Information Fields Projects - Waorking Time Project Baseline = Project Project Pro Reports Projects
Insert Properties Schedule Status Reports Proofing
WBS Name Start - Finish - Duration - Rerl'\:iiningv Actual - % Complete - Act. Start - Act. Baseling - Bﬁselinev
Duration Duration Finish Start Finish
CNT.100 -/ Project Development Tue 114/14 Sat 27115 390d 390d 0d 0% HA NAJ NA NA
CNT.100.010 Finalize Project Plan and Design Schedule Tue 114114 Wed 2/12/14|30d 30d|0d 0% HA NAS N& NA
CNT.100.020 Project Design Schedule Updates Thu 21314 Sat 2/TM5 380d 360d 0d 0% NA NAS NA& NA
HWY = Highway Design Tue 11414 Sun 71215 545d 545d 0d 0% HA NAJ NA NA
HWY.200 -/ Functional Design Report Tue 114/14  Thu 1062114 262d 262d 0d 0% HA NAJ NA NA
HWY.200.010 Prepare Functional Design Report Tue 11414 Fri 3/14/14 |60d 60d|0d 0% A NAS NA NA
HWY.200.020 Submit Functional Design Report Tue 92114 Tue 9/2/14 | 0d 0d|0d 0% NA NAS NA NA
HWY.200.030 Review Functional Design Report Wed /314 Thu 10/2/14 304 30d|0d 0% NA NAS NA NA
HWY.200.040 Approval of Functional Design Report Thu 10/214 Thu 10/2/14 0d 0d 0d 0% NA NAJ NA NA

Once the Baseline is set, the Baseline Dates (Baseline Start and Baseline Finish) will autopulate and should not be edited.

This is the ‘comparison’ that is useful in the update and the review/reporting of the schedule.

| Lﬂ ) - 3 i _L‘u|jj:_j|LtM| Typical Bridge-5tate ROW as of 4-15-2014.1.mpp - Microsoft Project
Task Resource Project View Acrobat Format
‘—"j 3{; Cut arial e - eooosss EMarkon Track - 5? % @ I_|:|':>—| ﬁ 3 v 0 @ e | Mote
B E3y copy - . y = Respect Links . _ o ) :l Detai
Ciaar:tttv Pafte F Format Painter I u| - A r Qo | #8 | es el e ——— Eu-lir;gilllg S, Inseect Mg\re I\-10vde Tafk Summary Milestone Deliverable | Information F;EAddi
View Clipboard Font Fl Schedule Tasks Insert Properties
WBS Name - Start Finish Duration Remaining - Actual % Complete - Act. Start - Act. . Baszeline Baseline .
Duration Duration Finish Start Finish
CNT - Contract/Project Management Tue 1114114 Mon 3/6M7 1143d 1143d od 0% NA NA Tue 111414 Maon 3/6M7
CNT.MS = Project Milestones Tue 1114114 Mon 31617 1148d 1148d od 0% NA HA Tue 1114114 Mon 3617
CNT.M5.010 Issue Design Contract NTP Tug 114114 Tue 11414 od 0d od 0% N& MA Tue 11414 Tue 1/14/14
CNT.MS.020 PM Submits Documents for Advertising Sat 10/2415 Sat 10/2415 od od od 0% N& MA Sat 1072415 Sat 10i2415
CNT.MS.030 Prepare for Advertise Sat 10/31/15 Sat 11/7HMS 2d 2d od 0% N& MA Sat 1043115 Sat 11/7M5
CNT.MS.040 Advertise Construction Contract Sat 11/715 Sat 1175 0d od od 0% N& MA Sat 11715 Sat 11/7M5
CNT.MSE.050 Bid Opening Wed 1/6/16 Wed 1/6186 0d od od 0% N& MA Wed 1/6/16 Wed 1/6/16
CNT.MS.060 lzsue Construction Contract NTP Sun 3616 Sun 3616 od od od 0% NA HA Sun 3616 Sun 36ME
CNT.M5.070 Scope of Service Complete Man 36117 Mon 3617 od od od 0% N& MA Maon 36/17 Maon 3617
CNT.100 ~ Project Development Tue 11414 Sat 2715 390d 390d 0d 0% NA HA Tue 11414 Sat 21715

3
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2.1 How to Set the Status Date

The Status Date is the date in which the schedule is to be updated. This is also commonly called the ‘data date’ and is
routinely performed in monthly increments. Simply, everything to the left of the Status Date (line) is considered
complete (or ‘actualized’). Everything to the right of the Status Date (line) is considered to be the remaining forecasted
to complete.

Before you start updating the schedule for every monthly update, the correct Status Date should be entered. To set the
Status Date follow the next steps:

1) Click on the Project tab

2) Click on Project Information
3) Enter the Status Date

4) Click OK

After the status date is set you will not see any change in the schedule, however, it will play a critical role while you are
updating it.

Project Information for ‘Typical Bridge-State ROW as of 4-15-2014.1.mpp’ E
Start date: Tue 1/14/14 v Currentdate: Wed 4/30/14 -
Einish date: | Mon 3/6/17 - | seusdate: |FIHEE {
Schedule from:  Project Start Date * Calendar: MassDOT Highway Division Working Cz »

All tasks beqin as soon as possible. Priority: E

Enterprise Custom Fields
Department: |

[ .

Custom Field Name Value (3

bep | [ statistics... [ ox ][ cancel

There are many ways to update a schedule by either using the customized table, the “Update Tasks”, the “Task
Information” or the “Update Project” features. In this document, we will illustrate how to update the schedule by using
the pre-established view UD PDS Schedule.
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2.2 How to update tasks that started and finished before the status date

2.2.1 If the actual dates are the same as the planned dates:

To quickly update the task, select the task and click on “Mark on Track” or press the “100%"” button. The actual
dates will auto populate and will be the same as the planned dates.

Example 3.2.1: The task “Prepare Functional Design Report” has duration of 60 days the planned dates are
1/14/14 to 3/14/14. The status date is 5/2/2014. Let’s assume that the task actually started and finished as

planned.
Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project
g Task | Resource  Project  View  Acrobat Format
ﬁ 3 & cut vt T | mm= l%f Mark on Trackj Q [ -|:|> | b—\'é _DE>‘ 'ﬁ B e 0 ‘;l el ne
3 copy ~ _ 52 Respect Links - Eoe
antt | Paste B 7 O | %A~ G| 88 | e &5 Manually| Aute | Inspect Move Mode | Task Summary Milestone Information — -
arte - < Format Painter v = an 8 % = Inactivate Scheduls |Schedule s - - - T Ac
iew Clipboard Font Schedule Tasks Insert Propert
- B-B A -
Was | Name 2| st [ markonTrack Actual | % Complete _ | ActStert _ | Act | Baselne _ | Baseline
Duration Finish Start Finish
CNT W5.020 PI Submits Documents for Advertising Sat 1024115 mz;"a‘rze;:':c?:gdf;“ EEEE od 0% A NA Sat 10/24115 Sat 10/24/15
CNT 15.030 Prepare for Advertise Sat 1021415 od 0% NA NA Sat 102115 Sat 1177415
CNT WS.040 Advertise Construction Contract satt1ns | GEHine status date on the Froject 0d 0% NA NA Sat 11715 Sat 11715
CNT M5.050 Bid Opening Wed 1/616 | this calculation. od 0% NA NA Wed 116116 Wed 116116
CNT 145.060 Issus Construction Contract NTP Sun 36116 Sun 66 od od od 0% NA NA Sun 36616 Sun 30616
CNT 15.070 Scope of Servics Complets Mon 36117 Mon 3617 od 0d od 0% NA NA Mon 3617 Mon 3617
CNT 100 -/ Project Development Tue 114114 sat 21715 390d 390d od 0% HA NA Tue 1114114 sat 21715
CNT 100.010 Finalizs Project Plan and Design Schedule Tue 11414 Wed 2112114 30d 204 od 0% NA NA Tus /14114 Wed 211214
CNT 100.020 Project Design Schedule Updates Thu 2113114 Sat27M15  360d 360d od 0% NA NA Thu 2/13/14 Sat 21715
HWY -/ Highway Design Tue 114114 Sun 7215 545d 545d od 0% HA nA Tue 1114114 Sun 72115
HWY.200 -/ Functional Design Report Tue 114114 Thu 102714 262d 262d od 0% HA nA Tue 1114114 Thu 107214
HWY 200.010 Prepare Functional Design Report | Tuein Fri 3 s0d &0d 0d 0% NA NA Tue 1/14/14 Friai
HWY.200.020 Submit Functional Design Report Tug 9214 Tue 9214 0g 0d 0d 0% HA A Tue 8/2/14 Tue 97214
Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project
g Task | Resource  Project  View  Acrobat Format
g —-j ,1, cut arial Te Y -1 3!‘.13”: onTra(k - Q -E|> \> _|:||:>| ﬁ B o ‘ E = Nota:
23 copy T "2 Respect Links - ) | [l oetai
it | Paste o vamter B L U [ DA R 6 e S Manually|_Auto || Inspect Move Mode | Task Summary Milestone Information P
iew Clipboard Font ; Schedule Tasks Insert Properties
7 - E-BAS ~
was | Name | st _ | Finsh _|Duraton _ |[Remaining _ Actual  _ [%Complete _ | Act Stat _ | Act _ | Baseine _ | Baseine
Duration Duration Finish Start Finish
CNT.MS.020 PM Submits Documents for Advertising Sat 10/24115,  Sat 10/24/15 0g 0d 0g 0% NA NA Sat10/24115  Sat 1024015
CNT.MS.030 Prepars for Advertise Sat10/2115  Sat 117415 2d 2d od 0% NA NA Sat 10/21415 Sat 117715
CNT.MS.040 Advertise Construction Contract Sat 11745 Sat11/7M5 od od od 0% NA NA Sat 117415 Sat 117715
CNT.MS.050 Bid Opening Ved 1/6/16)  Wed 1618 0g 0d 0g 0% NA NA Vied 11616 Wed 118016
CNT.MS.060 Issue Construction Contract NTP Sun 2618 Sun AEHE 0d 0d 0d 0% NA NA Sun 2616 Sun 206015
CNT.MS.070 Scope of Service Complste Mon3/BHT|  Mon 36T od od od 0% NA NA Mon 36T Mon 36117
CNT. 100 = Project Development Tue 111414 Sat 27115 390d 390 od 0% NA NA Tue 11414 Sat 27115
CNT.100.010 Finalize Project Plan and Design Schedule Tue 1114114 Wed 21214 30d 304 0g 0% NA NA Tue 1114114 Wed 2012114
CNT 100,020 Project Design Schedule Updates Thu 2113414, Sat27M5  360d 3504 od 0% NA NA Thu 2113414, Sat 2715
HWY ~' Highway Design Tue 114114 Sun 7112115 545d 513.86d 31.14d 6% Tue 1114114 HA Tue 114114 Sun 7112115
HWY.200 = Functional Design Report Tue 1114114, Thu 10/2i14  262d 87.33d 174.67d &7% Tue 11414 NA Tue 114114, Thu 102114
HWY.200.010 Prepars Functional Desion Report T Tuetrians Friaf44]  60d od &0d 100% Tue 1M4/14 | Fria/l4i4 | Tue 114/14 Friaians) |

As noticed, the remaining duration is now 0, the Actual Duration is 60 days and the % Complete 100%.

2.2.2 If the actual dates are different than the planned dates:

In order to accurately update the task, the Actual dates should be entered manually in the Actual Start and
Actual Finish fields using the dropdown calendar feature.
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Example 3.2.2: The task “Prepare Functional Design Report” has duration of 60 days the planned dates are
1/14/14 to 3/14/14. The status date is 5/2/2014. Let’s assume that the task actually started on 1/18/2014 and
finished on 3/30/14.

Gantt Chart T«

Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project

g Task Resource Project View Acrobat Format
= & cut - [ eeees 2 5 -
52 Copy - o =
B I U X e = o
ew Clipboard Font Schedule Tasks Insert Properti
BAF -~
WBS Name - Start Finish Duration _ |Remaining Actual % Complete _ | Act Start _ | Act. Baselne _ | Baselne
Duration Duration Finish Start Finish
CNT.100 - Project Development Tue 1114114 Sat2715  390d 390d od 0% NA NA Tue 1114114 Sat 217115
CNT.100.010 Finalize Project Plan and Design Schedule Tue 1114114 Wed 2112114 30d 30d od 0% NA NA Tue 111414 Wed 21214
CNT 100.020 Project Design Schedule Updatss. Thu 2/13i14. Sat27Ms  380d 3504 od 0% NA NA Thu 211314 Sat 24715
HWY - Highway Design Tue 114114 Sun7M2i15  545d 545d od 0% NA NA Tue 1114114 Sun 711215
HWY.200 - Functional Design Report Tue 114114, Thu 10/2114  262d 262d od 0% A A Tue 11414  Thu 10/2114,
HV/Y.200.010 Prepare Functional Design Report Tue 1/14/14 Fri3M14/14 80d 60d od 0% Tue 1/14114 Fri3/14/14
HWY.200.020 Submit Functional Design Report Tue 9/2/14 Tue 9/2/14 [ 0d o [ g January, 2014 3 M Tue 97214 Tue 972114
HWY.200.030 Review Functional Design Report Wed 9214 Thu 10/2/14 30d 30d 0d Mo Tu We Th Fr S 5u NA Ved 9/314 Thu 1072114
HWY.200.040 Approval of Functional Design Report Thu 1072114 Thu 10/214 0d 0d 0d 1 2 3 4 5 NA Thu 10/2/14. Thu 1072114
HWY.220 - Design Exception Report Thu 3/27114  Thu 10/2114  190d 190d od 6 7 8 9 10 11 12 HA Thu 3/27114)  Thu 1012114
HWY.220.010 Prepare Design Exception Report Thu 3/27/14 Sun 52514 s0d 60d od 13 14 15 16 17 18 19 MA Thu 3/27/14 Sun 5/25/14
HWY.220.020 Submit Design Exception Report Tue 9/2/14 Tue 9/2i14 od 0d od 207 ;; ;gz ?; ;‘1‘ = = NA Tue /2114 Tue /2114
HWY.220.030 Review Design Exception Report Wed 8/3114  Thu 10/2/14 30d 30d od NA Wed 8/3/14 Thu 107214
HWY.220.040 Approval of Design Exception Report Thu 102114 Thu 10/2/14 od 0d od NA Thu 107214 Thu 107214
HWY.303 - Conduct Survey Tue 1114114 Wed 3/26/14 72d 72d od NA Tue 11414  Wed 3126114

Typical Bridge-State ROW as of 4-15-2014.1.mpp

- Microsoft Project

g Task Resource Project View Acrobat Format
A = Tram |
g 1 df: cut il s  eossss E Mark on Track . 5?. -E:> l.,é 7|:E>| 'ﬁ B ‘ E el NUte.s
53 Copy ~ _ o Respect Links 5 i X :l Detail
;r:tttv Paste JFormat . T u - é - | Sg &D gf) o Inadivate Elir;gjaul‘l: Sc’:zgoule Inseed Mg\re Movde Tavsk Summary Milestone Information @Addt
ew Clipboard Font Schedule Tasks Insert Properties
H-c-E-BAF -
WBS Name Start Finish Duration - Remaining - Actual % Complete - Act. Start - Act. - Baseline - Baseline
Duration Duration Finish Start Finish
CNT.100 =/ Project Development Tue 1114114 Sat 27115 390d 390d od 0% NA NA Tue 1114114 Sat 27115
CNT.100.010 Finalize Project Plan and Design Schedule Tue 1/14/14|  Wed 2112114 30d 30d 0d 0% NA NA Tue 171414 Wed 2112114
CNT.100.020 Project Design Schedule Updates Thu 21314 Sat 2/7/15 360d 360d 0d 0% NA NA Thu 211314 Sat 2/7/15
HWY =/ Highway Design Tue 1114114 Sun 7112116 545d 507.1d 37.9d T% Tue 1114114 NA Tue 1114114 Sun 7112115
HWY.200 =/ Functional Design Report Thu 1116/14  Thu 10/2114 260d 75d 185d Ti% Thu 1116114 NA Tue 1114114 Thu 10/2i14
HWY.200.010 Prepare Functional Design Report Thu 1/16/14 Sun 330/14 T4d od 74d 100% Thu 1/16/14 | Sun 3/30/14 | Tue 1/14/14 Fri3i4/i4
HWY.200.020 Submit Functional Design Report Tue 92/14 Tue %2114 0d 0d 0d 0% NA& N& Tue 9214 Tue 92114
HWY.200.030 Review Functional Design Report Wed /3/14 Thu 10/2114 30d 30d 0d 0% NA NA Wed 97314 Thu 10/2114
HWY.200.040 Approval of Functional Design Report Thu 10:32/14 Thu 10/2/14 0d od 0d 0% NA Na& Thu 10v2114 Thu 10/2/14

As noticed the remaining duration is now 0, the Actual Duration is 74 days (1/16/14-3/30/14) and the %
Complete 100%.

2.3 How to update the tasks that started but are still in progress

2.3.1

If the task started and progressed as planned up to the Status Date:

Select the task and click “Mark on Track”. The program will enter the Actual Start Date equal to the planned
Start date and the Remaining Duration will be calculated as Planned Duration minus the Actual Duration.

Example 3.3.1: The task “Prepare Design Exception Report” has duration 60 days and the planned dates are
3/27/14 to 5/25/14. The status date is 5/2/2014. Let’s assume that the task actually started and progressed as
planned.
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W8S Name . Start . Finigh . Duration . Remairlingv Amu_a\ . % Complete . Act Start . Ac1 . Baseline . Easz_aline
Duration Duration Finigh Start Finigh
HWY - Highway Design Tue 114/14)  Sun711215  545d 545d 0d 0% HA HA Tue 1114114 Sun 711215
HWY.200 - Functional Design Report Tue 144/14  Thu 10i244  262d 262d 0d 0% HA HA Tue 114114 Thu 10/2114
HWY.200.010 Prepare Functional Design Report Tue 1114114 Fri3didi4 60d 60d od 0% NA Na Tue 1/14/14 Fri3M4/14
HWY.200.020 Submit Functional Design Report Tue 92114 Tue 8214 0d 0d 0d 0% NA NA Tue 9/2/14 Tue 9/2/14
HWY.200.030 Review Functional Design Report Wed 93114 Thu 100214 30d 30d 0d 0% NA NA Wed 913114 Thu 10/2/14
HWY.200.040 Approval of Functional Design Report Thu 10/2/14,  Thu 100214 0d 0d od 0% NA HA Thu 107214 Thu 1072114
HWY.220 - Design Exception Report Thu 3i2714)  Thu 10i21M4 190d 190d od 0 HA HA Thu 3127114 Thu 10i2/14
HWY.220.010 Prepare Design Exception Report Thu 327114 Sun 5/25M14 60d 60d 0d 0% INA |vl NA Thu 327114 Sun 5/25/14
HWY 220.020 Submit Design Exception Report Tue 972114 Tue 9/2M14 0d 0d 0d 0% NA NA Tue 92114 Tue 9/2/14
HWY.220.030 Review Design Exception Report Wed 8/3/14|  Thu 10/214 30d 30d od 0% NA HA Wed 9/3/14 Thu 1072114
HWY.220.040 Approval of Design Exception Report Thu 102114 Thu 10214 0d 0d 0d 0% NA NA Thu 10214 Thu 1042114

B9 -E-@AF

Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project

ﬂ Task Resource Project View Acrobat Format
= s
% 3 :* Cut arial s L eossss le WMark on Track I % % % LDI:—‘> % B e ‘ e | Mote
53 Copy o . " v Respect Links - : S X ElDeta
;r;ttt' Pafte  Format Painter B If U Sy A e é‘\; @ E oyt 21?"1;1\:2' S(‘I:gs?ﬂe Inseact Me\re vads Tavsk Summary Milestone Deliverable | Information @Add
oW Clipboard Font £] Schedule Tasks Insert Properties
WBS Name - Start - Finish - Duration - Remalmng' Actual - % Complete - Act. Start - Act, - Baseline - Baseline
Duration Duration Finish Start Finish
HWY = Highway Design Tue 114114 Sun 7112115 545d 526.8d 19.2d h Tue 1114114 NA Tue 1114114 Sun 71121158
HWY.200 = Functional Design Report Tue 114114 Thu 10/2114 262d 262d od 0% NA NA Tue 1114114 Thu 102114
HWY 200.010 Prepare Functional Design Report Tue 11414 Fri 3114114 80d 60d od 0% NA N Tue 111414 Fri3M4n4
HWY 200.020 Submit Functional Design Report Tue 214 Tue 9/2/14 od od od 0% NA NA Tue 9/2/14 Tue 92/14
HWY.200.030 Review Functional Design Report Wed 9/3/14 Thu 10/2M4 30d 30d od 0% MNA. MNA, Wed 9/3/14 Thu 10/2114
HWY.200.040 Approval of Functional Design Report Thu 10/2/14 Thu 10/24 od od od 0% NA. NA, Thu 10/2H4 Thu 1062114
HWY.220 = Design Exception Report Thu 327114 Thu 10/2114 190d 111.89d T8.11d % Thu 327114 NA Thu 327114 Thu 10:2/14
HWY.220.010 Prepare Design Exception Report Thu 32714 Sun 5/2514 60d 23d 3rd 62% ITI‘Iu 274 I NA Thu 2714 Sun 52514
HWY 220.020 Submit Design Exception Report Tue W24 Tue 92114 od od od 0% NA N Tue 9214 Tue 9214

After clicked on Mark on Track, the Actual Start Date autopopulated, the Actual duration is now 37days
(3/27/14-5/2/2014) and the Remaining duration is 23 days (5/3/2014-5/25/2014).

**If more/less time is required to complete the task in the future, you can manually increase/decrease the
duration or the remaining duration fields**

Example 3.3.1.1: In the case that we described above, let’s assume that the remaining 23 days are not sufficient
to complete the task and we want to increase the remaining duration to 30 days.

do-c-B-BAg|- Gantt Chart Tools Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project
ﬂ Task Resource Project View Acrobat Format
. e =
ﬁ :] * Cut rial Te Y -1 .Z Mark anTrack - * % % Lg % W e ‘ ﬁ k] Note:
23 Copy ~ . w ¥ Respect Links - . . == Detai
ial:ttt' Pavsta fFurmat e B 7 U | &~ A - g | 8h|eeh . glmtézll\z S Inseact Mg\re Movde Tavsk Summary Milestone Deliverab Information @Addl
iew Clipboard Font Fl Schedule Tasks Insert Properties
WEBS Name - Start - Finigh - Duration - Remainin Actu.al - % Complete - Act. Start - ;f\ct - Baseline - Eas.e\ine
Duration Duration Finish Start Finish
HWY - Highway Design Tue 11414 Sun 712115 545d 525.92d 19.08d 4% Tue 171414 NA Tue 11414 Sun 7112115
HWY 200 - Functional Design Report Tue 1114114 Thu 10/2114 262d 262d od 0% NA NA Tue 1114114 Thu 10/2114
HWY.200.010 Prepare Functional Design Report Tue 1/14/14 Friar4/14 60d 60d od 0% NA NA Tue 1/14/14 Fri3i4/14
HWY.200.020 Submit Functional Design Report Tue H2/14 Tue ¥2/14 od od od 0% NA NA Tue H2/14 Tue H2/14
HWY.200.030 Review Functional Design Report Wed %314 Thu 10/2/14 30d 30d 0d 0% NA NA Wed %314 Thu 10/2/14
HWY.200.040 Approval of Functional Design Report Thu 10/2/14 Thu 10/2/14 od od od 0% NA NA Thu 10/2/14 Thu 10/2/14
HWY.220 = Design Exception Report Thu 3127114 Thu 10/2114 190d 117.53d 72.47d 38% Thu 3127114 HA Thu 327114 Thu 10/2/14
HWY.220.010 Prepare Design Exception Report Thu W2714 Sun 6M1/14 67d 3rd 55% Thu W2714 NA Thu W2714 Sun %2514
_HWYZZU 020 Submit Design Exception Report Tue $/2/14 Tue 9/2/14 0d 0d 0d 0% NA NA Tue $/2/14 Tue $/2/14
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After we manually changed the remaining duration, the program automatically recalculated the planned Finish
Date, the duration and the % complete.

2.3.2 If the task started earlier/later than the planned date but it progressed as planned:
Manually enter the Start Date and click “Mark on Track”.

Example 2.2: The task “Prepare Design Exception Report” has duration 60 days and the planned dates are
3/27/14 to 5/25/14. The status date is 5/2/2014. Let’s assume that the task actually started on 4/17/2014
and it progressed as planned.

™A E-BAS|-

Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project

Task Resource Project View Acrobat Format
a _"‘j * Cut Arial . . eesso= El‘dark onT.racK - 5? % % |_DE>—| E [ - ’ B Rl Note.s
=3 Copy = - = . w Respect Links L - - :| Detail
aar:tttv Pavste JFormat et B J U By - A T 3 ) Qlilr;udilllz Sc}:z;&zﬂg Imeect Mcz\re Mavde Ta'sk Summary Milestone Deliverable | Information _@Addt
iew Clipboard Font Fl Schedule Tasks Insert Properties
WBS Name - Start - Finish - Duration - Remaining - Actual - % Complete - Act. Start - Act. - Baseline - Baseline
Duration Duration Finigh Start Finigh
HWwY = Highway Design Tue 111414 Sun 71215 545d 545d 0d 0% Tue 1114114 NA Tue 111414 Sun 71215
HWY.200 =/ Functional Design Report Tue 1114114 Thu 10/214 262d 262d 0d 0% NA NA Tue 111414 Thu 10/2114
HWY.200.010 Prepare Functienal Design Report Tue 1/14i14 Fri3M14/14 60d 60d od 0% NA Na Tue 171414 Fri3/M4r4
HWY.200.020 Submit Functional Design Report Tue 972114 Tue 9/2/14 od od od 0% NA Na Tue W2/14 Tue W24
HWY.200.030 Review Functional Design Report Wed 9/3/14 Thu 10/2/14 30d 30d od 0% NA, NA Wed 9/3/14 Thu 10/214
HWY.200.040 Approval of Functional Design Report Thu 10/2/14 Thu 10/2/14 od od od 0% NA, NA Thu 107214 Thu 10/214
HWY.220 -/ Design Exception Report Thu 41714 Thu 10214 169d 169d 0d 0% Thu 417114 NA Thu 32714 Thu 10/2114
Fll'Y.EZ‘O.U?U Prepare Design Exception Report Thu 41714 Sun 611514 60d 60d od 0% | Thu 4/ 4 N& Thu 372714 Sun 572514
FWY.Z?D.UZD Submit Design Exception Report Tue 972114 Tue 972114 0d 0d od 0% NA N& Tue 92114 Tue 92114
HWY.220.030 Review Design Exception Report Wed 97314 Thu 1072114 30d 30d od 0% NA, NA Wed 9/314 Thu 10/214
HWY.220.040 Approval of Design Exception Report Thu 107214 Thu 10v2/14 od 0d od 0% NA N& Thu 10v214 Thu 10v2114
"D E-BAdls ’m‘ Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project
File Task Resource Project View Acrobat Format
% j‘_}lg‘gcut Arial -z - RESeR EMI 5? % %l_':":;ﬁ & *
53 Copy ~ = e ¥ Respect Links - I X j
aar:tttv Paste e — Bz o | M- A- T dh s E——— ?li!ﬂi'fﬁ s:ﬁﬁs‘;m Inspect Move Mode | Task Summary Milestone Deliverable | Information o]
iew Clipboard Font E} Schedule Tasks Insert Properties
WBS MName - Start - Finish - Duration - Rr:\malmngv Actual - % Complete - Act. Start - Act. - Baseline - Baseline
Duration Duration Finish Start Finish
HAY ~ Highway Design Tue 11414 Sun 7112115 545d 536.7d 8.3d % Tue 11414 NA Tue 11414 Sun 7i12i115
HWY 200 - Functional Design Report Tue 114114 Thu 10/2114 262d 262d od 0% NA HA Tue 114114 Thu 10/2114
HWY 200.010 Prepare Functional Design Report Tue 1114114 Fri3i14/14 B0d 60d od 0% NA MNA Tue 1/14/14 Fri3i4i4
HWY.200.020 Submit Functional Design Report Tue 9214 Tue 92114 od od od 0% NA. MA Tue 94214 Tue 9/2M14
HWY.200.030 Review Functional Design Report Wed 8/3/14 Thu 10/2/14 30d 30d 0d 0% NA NA Wed /314 Thu 10/214
HWY.200.040 Approval of Functional Design Report Thu 10214 Thu 10/2/14 0d od od 0% NA NA, Thu 10/214 Thu 10/214
HWY.220 -/ Design Exception Report Thu 417114 Thu 10/2114 169d 138.96d 30.04d 18% Thu 417114 NA Thu 3127114 Thu 10/2114
HWY.220.010 Prepare Design Exception Report Thu 4/17/14 Sun B/15/14 60d 44d 16d 7% Thu 417i14 NA Thu 3/27/14 Sun 572514
HWY.220.020 Submit Design Exception Report Tue 9/2/14 Tue %2114 od od od 0% NA MA Tue 9/2/14 Tue 9/2/14

After clicked on “Mark on Track” the Actual Duration is 16 days (4/17/14-status date) and the Remaining
duration is 44 days (5/3/2014-6/15/2014).

**|f the task requires more/less time to be completed in the future, you can increase/decrease the duration
or remaining duration.

2.3.3 If the task started but for some reason stopped/paused:
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Enter manually the Actual Start date and enter the Actual duration. Then, since the remaining portion cannot
be planned to happen in the past you should reschedule the task to start after the Status Date by clicking on
Project-> Update Project->Select “Reschedule Uncompleted Work to start after Status Date” -> Select “Selected
Tasks”->Click OK.

Example 2.3: The task “Prepare Functional Design Report” has duration 60 days and the planned dates are
1/14/14 to 3/14/14. The status date is 5/2/2014. The task actually started on 1/15/2014 but stopped after 10
days. The Actual Start date should be entered manually, the Actual Duration should be entered manually as 10

days and the uncompleted work should be rescheduled to start after 5/2/14.
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ﬂTask
W EE O (2 ED

E-BASI|~

Resource
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Project View Acrobat Format
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Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project
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Information Fields Projects - ‘Working Time Project Baseline = Project Project Pro Reports Projects
Insert Properties Schedule Status Reports Procfing
wBes Name Start Finish Duration - Remaining - Actual % Complete - Act. Start - Act. - Baseline - Baseline
Curation Curation Finish Start Finish
CNT 100 - Project Development Tue 1114114 Sat 2/T15 390d 390d od 0% NA NA Tue 114114 Sat 2715
CNT 100.010 Finalize Project Plan and Design Schedule Tue 11414 Wed 21214 30d 30d od 0% NA NA Tue 171414 Wed 21214
CNT.100.020 Project Design Schedule Updates Thu 21314 Sat 27715 360d 360d od 0% NA NA Thu 2113114 Sat 2718
HWY = Highway Design Tue 111414 Sun 71215 545d 545d od 0% Tue 114114 NA Tue 114/14 Sun 7215
HWY.200 = Functional Design Report Wed 1154 Thu 10/2114 261d 261d 0d 0% Vied 11156/14 NA Tue 1114114 Thu 10i2114
HWY.200.010 Prepare Functional Design Report Wed 1/15/14 Sat 3/15/14 60d 60d od 0% Na Tue 11 Fri3n
HWY. 200.020 Submit Functional Design Report Tue 92114 Tue 9/2/14 od od od 0% A NA Tue 9/2/14 Tue 972114
HWY 200030 Review Functional Design Report Wed 9/3/14 Thu 10/2/14 30d 30d od 0% NA NA Wed 9/3/14 Thu 10/2/14
Lnansnnn asn B el oF Evvm bl i [o— P T o aa aa o i e T Anm A T AR
=9~ IERAF- A ¥ |= Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project
ﬂ Task Resource Project View Acrobat

Status Date:
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1project Project  Custom Links Between WES Change Calculate Set Move ﬁ s Update Visual Reports Compare Spelling
Information Fields Projects - ‘Working Time Project Baseline ~ Project Project P Reports Projects

nsert Froperties Schedule Status Reports Proofing

WBS Name Start Finish Duration - Remaining - Actual - % Complete - Act. Start - Act. Baseline - Baseline 1

Duration Duration Finigh Start Finigh I

CNT 100 - Project Development Tue 114114 Sat 2/715 390d 380d od 0% NA NA Tue 114114 Sat 2/715 I
CNT.100.010 Finalize Project Plan and Design Schedule Tue 11414 Wed 212114 30d 30d 0d 0% NA NA Tue 114114 Wed 2112114
CNT.100.020 Project Design Schedule Updates Thu 211314 Sat 215 360d 360d od 0% NA NA Thu 211314 Sat 2715
Hwy = Highway Design Tue 114114 Sun 711215 545d 539.81d 5.19d 1% Tue 1114114 NA Tue 1114114 Sun 712156
HWY.200 = Functional Design Report Wed 11514 Thu 10/2114 261d 232d 29d 1% Wed 111514 NA Tue 1114114 Thu 10/2114
HWY 200010 Prepare Functional Design Report Wed 111514 Sat 3/15/14 60d 50d 10d :l 17% Wed 111514 NA Tue 1114114 Fri3nan4
HWY.200.020 Submit Functional Design Report Tue %2114 Tue 9/2114 0d od 0d 0% NA NA Tue 92114 Tue 9/2114
HWY.200.030 Review Functional Design Report Wed 9/3/14 Thu 10/2114 30d 30d od 0% NA NA Wed 913114 Thu 10/2114
HWY.200.040 Approval of Functional Design Report Thu 10v214 Thu 10/2/14 od od od 0% NA NA Thu 1072114 Thu 10/2114
|9~ ntt Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project

ﬂ Task Resource Project View Format
1 p frzm== = g Status Date: J Ei §i—| = ;;]}g
® B (9 =2 & =B 53
bproject | Project  Custom Links Between W8S Calculate  Set  Move Update Visual Reports Compare | Spelling
Information Fields Projects ‘Working Time Project Baseline ~ Project Project Reports Projects
Insert Properties Schedule Statu Reports Proofing
WBS Hame Start Fini Update Project \EI Act Baseline Baseline
. Finish Start Finish

CNT.100 - Project Development Tue 1144 § = Updst= work as complete through: ilolZICE NA  Tuedi4it4]  Sat2i7is

CNT.100.010 Finalize Project Plan and Design Schedule Tue 114i14] e © 5et 0% - 100% complete MA Tue 111414 Wed 212114

CNT.100.020 Project Design Schedule Updates Thu 23014 I e 0 T e MA Thu 2314 Sat 2715

HwWY = Highway Design Tue 4144114 Sl @ Reschedule uncompleted work to start after:  Fri 5/2/14 - W14 NA Tue 1114/14 Sun 72115

HWY 200 - Functional Design Report Wed 115114 TH _ 14 NA Tue 1114114 Thu 10i2114

- For: () Entire project N

HWY 200.010 Prepare Functional Design Report Wed 11514 5 14 NA Tue 171414 Fri3f4n4

HY.200.020 Submit Functional Design Report Tue 9/2/14 [ Help ] [ oK J [ Cancel NA Tue 9/2/14 Tue 9/2/14

HWY 200.030 Review Functional Design Report Wed 9/3/14 T NA Wed 9/3/14 Thu 10/2/14

HWY.200.040 Approval of Functional Design Report Thu 104214 Thu 10/2/14 od od od 0% NA NA Thu 10/2/14 Thu 10/2/14

WBS Name - Start Finigh Duration - Remaining - Actual % Complete - Act. Start - Act. - Baseline - Baseline
Duration Duration Finish Start Finish

CNT.100 =/ Project Development Tue 1114114 Sat 21715 390d 390d 0d 0% NA NA Tue 1114114 Sat 217115
CNT.100.010 Finalize Project Plan and Design Schedule Tue 111414 Wed 21214 30d 30d od 0% NA NA Tue 114114 Wed 21214
CNT.100.020 Project Design Schedule Updates Thu 2314 Sat 215 360d 360d od 0% NA NA Thu 211314 Sat 2715
HWY = Highwray Design Tue 1114114 Sun 712115 545d 540.25d 4.75d 1% Tue 114114 NA Tue 1114114 Sun 711215
HWY.200 =/ Functional Design Report Wed 1115114 Thu 10/2i14 261d 247.12d 13.88d 5% Wed 1/15/14 NA Tue 111414 Thu 10/2/14
[Hwy.200.010 Prepare Functional Design Report I Wed 1/15/14 Sat 812114 158d 148d 10d 6% Wed 11514 NA Tue 114/14 Fri3/4/14
_HWY.EDD.DED Submit Functional Design Report Tue 9214 Tue 9214 0d 0d 0d 0% NA NA Tue 92114 Tue 92114
HWY.200.030 Review Functional Design Report Wed 8/3/14 Thu 10v2i14 30d 30d od 0% NA NA Wed /314 Thu 10/2114
HWY.200.040 Approval of Functional Design Report Thu 10/2/14 Thu 104214 od od od 0% NA NA Thu 1042114 Thu 100214
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2.4 How To update tasks that were planned to start before the Status Date but didn’t actually start

This paragraph refers only to situations where the task’s predecessors are complete and the task was scheduled
to start before the status date but it did not. In this case you should reschedule the task to start after the Status
Date. The unstarted tasks in the past will remain in the past unless you use the “Reschedule Uncompleted Work
to Start After” feature.

Example 3: The task “Prepare Design Exception Report” has duration 60 days and the planned dates are 3/27/14
to 5/25/14. The task did not start before 5/2/2014 even though its predecessors (Issue Design Contract NTP,
Conduct Survey and Conduct Survey (MassDOT)) are complete. The task will be moved after the status date by
using the “Reschedule Uncompleted work after” feature.

I.H 9 - 3' GSAE}E - Gantt Chart Tools Typical Bridge-State ROW as of 4-15-20141.mpp - Microsoft Project
g Task Resource Project View Acrobat Format
= =z § i = % Status Date: || | =0 — ' %ﬂ == 1&
B e g E B Ees s il 5 =3
iproject Project Custom Links Between WBS Change Calculate Set Move Update Visual Reports Compare Spelling
Infarmation Fields Projects = Working Time Project Baseline ~ Project Praject Reports Projects

nsert Properties Schedule Reports Proofing

WBS Hame - Start Fin] Update Project @ Act. | Baseine | Baselne

B Finish Start Finish
CNT.100 - Project Development Tue 11414 g [ Update work s complete through: Fri 5/2/14 NA Tue 11414 Sat 2715
CNT.100.010 Finalize Project Plan and Design Schedule Tue 171414 Wy (@) Set 0% - 100% complete NA Tue 1114114 Wed 2112114
CNT.100.020 Project Design Schedule Updates Thu 213/14 Set 0% or 100% complete only A Thu 213014 Sat 27/15
HWY - Highway Design Tue 11414, Sufl (© Reschedule uncompleted work to start after:  Fri 5/2/14 - a4 A Tue 1114/14 Sun 714215
HWY 200 -/ Functional Design Report Vied 111514 TH _ _ 14 NA Tue 1114114 Thu 10/2114
- - For: () Entire project @

HWY 200010 Prepare Functional Design Report Wed 1/15M14 5 14 NA Tue 11414 Fri3i14/14
HWY.200 020 Submit Functional Design Report Tue 912114 Help oK ] [ Cancel NA Tue 912114 Tue 912114
HWY.200.030 Review Functional Design Report Wed 9314 T NA Wed 33114 Thu 10/2/14
HWY.200.040 Approval of Functional Design Report Thu 1072114 Thu 1042114 0d od od 0% NA NA Thu 107214 Thu 107214
HWY.220 = Design Exception Report Thu 327114 Thu 10/2114 190d 190d od 0% NA NA Thu 32714 Thu 10/2114
HWY.220.010 Prepare Design Exception Report Thu 327114 Sun S25/14 60d 60d od 0% NA NA Thu W2714 Sun %2514
HWY.220.020 Submit Design Exception Report Tue 92114 Tue 942114 od od od 0% NA NA Tue 214 Tue 214

WBS Name - Start - Finish - Duration - Remaining - Actual - % Complete - Act Start - Act - Baseline - Baseline -

Duration Duration Finish Start Finish

CNT 100 - Project Development Tue 111414 Sat 2/TM5 390d 390d od 0% NA HA Tue 1114114 Sat 2715
CNT.100.010 Finalize Project Plan and Design Schedule Tue 11414 Wed 21214 30d 30d 0d 0% NA NA Tue 1714114 Wed 211214
CNT 100.020 Project Design Schedule Updates Thu 2113014 Sat 2715 360d 360d od 0% NA HA Thu 213114 Sat 2715
HWY - Highway Design Tue 114114 Sun 7112115 545d 545d od 0% NA HA Tue 1114114 Sun 7112115
HWY 200 -/ Functional Design Report Sat 5/3/114 Thu 10/2114 153d 153d od 0% NA HA Tue 1114114 Thu 10i2/14
HWY 200.010 Prepare Functional Design Report Sat 5/3/14 Tue 7/1/14 60d 60d od 0% NA NA Tue 1/14/14 Fri3/14/14
HWY 200.020 Submit Functional Design Report Tue 9/2/14 Tue 9/2114 od 0d od 0% NA NA Tue 9/2/14 Tue 87214
HWY.200.030 Review Functional Design Report Wed 9314 Thu 10/2M14 30d 30d 0d 0% NA. NA Wed 9/3/14 Thu 10/2114
HWY.200.040 | Approval of Functional Design Report Thu 107214 Thu 10/2114 od 0od od ‘U% | NA NA Thu 10/2/14 Thu 10/2/14

As noticed the Start Date of “Prepare Functional Design Report” moved to 5/3/14.

Update the Schedule using the “% Complete” field

The % Complete represents how much of the Task has been done (Actual Duration/Duration). You should be
very careful when you use the % Complete to update the schedule since you may end up entering Actual Dates
in the future. Once you enter a % complete, the program automatically enters the Early planned Start Date into
the Actual Start field.

10



Note that in MS Project, the % Complete is about the duration only — doesn’t apply to units installed or units

remaining.
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Example: The task “Prepare Design Exception Report” has duration 60 days and the planned dates are 3/27/14
to 5/25/14. The status date (or the ‘data date’ of the schedule we are updating) is 5/2/2014. Let’s assume that
we worked 12 days on preparing the Design Exception report out of the 60 (20%). When the 20% is entered, the

Actual Duration autofills with 12 days (0.2 x 60=12) and the remaining duration field with 48 days (60-12).

However, considering that out of the 36 days (3/27/14-5/2/2014) that we were supposed to work we only used
12 days, there is uncompleted work before the Status date which needs to be scheduled in the future. To
reschedule the work, we will use the “Reschedule Uncompleted work after” feature.

= E-3Ag= Typical Bridge-State ROW as of 4-15-2014 1.mpp - Microsoft Project
E Task Resource Project  View  Acrobat Format
= — cut R Mark on Track = - o Note
= wa s - PEmee T + % % EHE @~ @ == =
3 copy ~ =2 Respect Links g ] Deta
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e | T Sfrormatpainter | B L U S- A 8822 o nactivate e [ | =P z % ” & T add-
ew Clipboard Font Schedule Tasks Insert Properties
was Name Start Finish Duration _ |Remaining Actual | % Complete _ | Act. Start | Act | Baseine Baseline
Duration Duration Finish Start Finish
HWY ~ Highway Design Tue 114114 Sun 7215  545d 538.77d 6.23d 1% Tue 1114114 NA Tue 1114114 Sun 74215
HWY.200 - Functional Design Report Tue 114114 Thu 102114  262d 262d od 0% HA HA Tue 1114114 Thu 10i2/14
HWY.200.010 Prepare Functional Design Report Tue 1/14/14 Fri3i4nd,  60d 60d od 0% NA NA. Tue 1714114 Fri 3414,
HWY.200.020 Submit Functional Design Report Tue 9214 Tue 912114 od od od 0% A NA Tue 9/2/14 Tue 9/2/14
HWY.200.030 Review Functional Design Report Wed /3114 Thu 10/2114 30d 30d od 0% A NA, Wied 9/3/14 Thu 10/2/14
HWY.200.040 Approval of Functional Design Report Thu 10/2/14  Thu 10/2/14 od od od 0% NA NA. Thu 10/2/14 Thu 10/2/14
HWY.220 - Design Exception Report Thu 327114 Thu 102114 1904 164.67d 25.33d 13% Thu 3127/14 HA Thu3/27(14  Thu 10i2/14
HWY.220.010 Prepare Design Exception Report Thu 32714 Sun 5/25/14 60d 45d 12d 1EEaE EE NA. Thu 3/27/14 Sun 5/25/14
HWY 220,020 Submit Design Exception Report Tue 9/2/14 Tue 912114 od od [ . A NA Tue 9/2/14 Tue 9/2/14
HWY.220.030 Revizw Design Exception Report Wed 9/3(14 Thu 10/2114 30d 30d od NA NA. Wed 9/3/14 Thu 10/2/14
[= E-BAS I+ Typical Bridge-State ROW as of 4-15-2014.1.mpp - Micro
E Task Resource Project Wiew Acrobat Format
status Dat Update Project =]
atus Date: —
BCER D 2 = - -
U s e == :E 52014 () Update work as complete through: Fri 5/2/14
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Information Fields Projects = ‘Waorking Time Project Baseline * Project ®) Set 0% - 100% complete
ot or 100% y
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WES Name Start Finish | Duratic_|emaini _ (@) Reschedule uncompleted work to start after:  Fri 5/2/14 -
turation _ . . ~
- - - For: @) Entire project () Selected tasks
HWY.200.020 Submit Functional Design Report Tue W2M14 Tue 3214 0d 0d
HWY.200.030 Review Functional Design Report Wed 9/3/14|  Thu 10/2/14/30d 304 -
HW.200.040 Approval of Functional Design Report Thu 106214 Thu 10/214|0d od
HWY 220 -/ Design Exception Report Thu 3i27114 Thu 10/2/14|190d 164.67d | 25.353d 13% Thu 3/27M4 NA HNA
HWY.220.010 Prepare Design Exception Report Thu 32714 Sun 525114 60d 48d 12d 20% Thu 32714 MNA MNA
HWY.220.020 Submit Design Exception Report Tue W2M14 Tue 3214 0d 0d 0d 0% NA MA MA
HWY .220.030 Review Design Exception Report Wed 9314 Thu 10/2/14 30d 30d 0d 0% NA MA M
|9~ E-BAFIs Typical Bridge-State ROW as of 4-15-2014.1.mpp - Microsoft Project
g Task Resource Project  View  Acrobat Format
= = cut Mark on Track = - R o Motes
S ar s - ememe T + 2 B EHE @ -~ ¢ == 2
=3 Copy ~ =2 Respect Links d =] Detail:
sntt | Paste I U | &-A- Sy | &8s e Manually| Auto | Inspect Move Mode | Task Summary Milestone Deliverable | Information ..
art+ = - Format Painter = - - T £ Inactivate Schedule [Schedule s = = = I Add e
iew Clipbeard Font Schedule Tasks Insert Properties
WBS Name - Start Finish Duration _ |Remaining Actual [ % Complete | Act Start | Act Baseine _ | Bassine _ | |
Duration Duration Finish Start Finish k
HWY - Highway Design Tue 1114114  Sun 71215  545d 538.92d 6.08d 1% Tue 1114114 NA Tue 1114114 Sun 7112115
HWY.200 - Functional Design Report Tue 1114114  Thu 10214, 262d 262d od 0% NA NA Tue 1/14114)  Thu 10/2114
HWY.200.010 Prepare Functional Design Report Tue 111414 Fri3/14M4 80d &0d od 0% NA NA Tue 1714114 Fri3/4M4
HWY.200.020 Submit Functional Design Report Tue 8/2/14 Tue 8214 od od od 0% NA NA Tue 8214 Tue 81214
HWY.200.030 Revisw Functional Design Report Wed 8/314]  Thu 10/2/14 30d 30d od 0% NA NA Wed 97314, Thu 10/2/14
HWY.200.040 Approval of Functional Design Report Thu 10/2/14]  Thu 10/2/14 od od od 0% NA NA Thu 1072414 Thu 10/2/14
HWY.220 - Design Exception Report Thu 327114  Thu 10214 190d 170.17d 19.83d 10% Thu 3i27/14 NA Thu 312714 Thu 10/2114
HWY.220.010 Prepare Design Exception Report Thu3/27/14)  Thu6/19/14]  85d 73d 12d 14% Thu 3/27/14 NA Thu 3/27/14. Sun 5/25/14
HWY.220.020 Submit Design Exception Report Tue 9214 Tue 9214 od od 0d 0% NA NA Tue 92114 Tue 8214
HWY.220.030 Review Design Exception Report Wed 9/3/14 Thu 10/2/14 30d 30d od ID% B | NA NA Wed 9314 Thu 10/2114

2.5 How to add tasks that represent a Revision to a Submittal

This section refers to the instance in which a submittal is rejected and requires the designer to revise and
resubmit the submittal for approval. In order to properly document this instance within the schedule, the
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designer is asked to first, add a Revision (“Rev”) nhumber to the associated task’s name. Second, the designer is
to remove all previously actualized dates that are associated with the original submittal, EXCEPT for the original
submittal’s Preparation “Start Date.” Lastly, the designer it to update all start/finish dates (aside from the
original submittal’s Preparation “Start Date”) with the revised submittal’s actual dates.

Example: The submittal task “Review of Bridge Sketch Plans” has been rejected and therefore, requires a
revision and resubmission. The designer is asked to first, add a Revision (“Rev”) number to the associated task’s
name.
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Second, the designer is to remove all previously actualized dates that are associated with the original submittal,
EXCEPT for the original submittal’s Preparation “Start Date.”
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Lastly, the designer is to update all start/finish dates (aside from the original submittal’s Preparation “Start
Date”) with the revised submittal’s actual dates.
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2.6 How to Submit Design Schedule Updates to the MassDOT PM (i.e. column fields to use)

The design schedule’s pre-established MassDOT “views” have been set up with standard column fields for

updating the design schedules; however, the designer is asked to “hide” certain columns when submitting the
design schedule to the MassDOT PM.

The designer is asked to submit the monthly design schedule updates to the MassDOT PM in Microsoft Project

and PDF file versions with the following column fields:

-WBS

-District

-Name
-Start
-Finish

-Responsibility
-Total Slack

An example is provided below. The designer should adjust all columns to be “best fit width.”

WES

CNT
CNT.MS
CNTMS.M0
CNTME.020
CNT.MS.030
CNT.MS.040
CNT.303
CNT.303.010
CNT.303.020
CNT.303.030
CNT.303.040
Hry
HWY.200
HWY.200.010
HWY.200.020
HWY.200.030
Y. 200,040
HWY.219
HIVY.219.010
HWY.219.020
HIVY.219.030
HWY.219.040
HIY.220
HWY.220.010
HAY.220.020
HWY.220.030
HIAY. 220,040

D,

o N e wN A

Heme: .

- ContractProject Management
= Project Milestones

Issue Design Contract NTP
FM Submits Documents for Advertising
Prepare for Advertise

Adivertise Construction Contract

- Conduct Survey

Canthict Survey
Submit Survey
Review Survey
Appraval of Survey

= Highway Design
= Functional Design Report

Prepare Functional Design Report
Submit Functionial Design Repart
Review Functionsl Desion Report

Approval of Functional Design Report

- Healthy Transportation Policy Waiver

Fregeare Heattny Transportation Policy Waiver
Submit Heathy Transportation Policy Waiver

Review Healthy Transpartstion Policy Waiver

Approval of Heslthy Transportation Policy Waiver By Chief Engir

=/ Design Exception Report

Prepare Design Exception Report
Submit Design Exception Report

Review Design Exception Report

Appraval of Design Exception Report By Chisf Engineer

Start

2817
ansn7
21817
115319
11419
115819
ansnt
2M5MT
ansnT
4NENT
BA417
512617
a2ENT
PEAT
11/23n7
112417
372318
A2EAT
72517
112307
112417
37238
942617
aREnT
1102317
12417
2

Finish .,
11919
1919
2HEAT
11619
1519
11819
61447
41517
41517
614117
61417

1012019
32318
12317
1237
32313
342318
312318
1024n7
12317
aizang
32318
3238
12317
11237
32318
30238

Duration

998d
938d
od
1d
2d
1d
120d
60

Responsikilty ., Totel Slack .

MassDOT P
MassDOT PM
MassDOT PM
MassDOT PM

Consultants Other
Consultants.Other
ez =DOT H
MassDOT HiY

Consutiants DES
Consutiants DES
MassDOT Ht
MassDOT HiY

Consuttarts DES
Consutiants DES
MazsDOT Hy
MassDOT HY

Consutiants DES
Consultants DES
MassDOT Hy
ez =DOT H

128d
18d
18d
151d
18d
536d
6750
486d
381d
381d
133d
44
44d
347d
34Td

2017
[Mar [May | Jul [Sep Mov |Jan

2018
Mar [May [ Jul [Sep oy

2019 2020
Jan [Mar [May | Jul [Sep Mo | Jan [Mar [May| Jul [Sep oy

20
Jan [Mar May|

g i

4

Issue Design Contract

i

xp Project Mil
@ PM Submits Documents for

i
@ Advertise Construction Co

Report

@ Approval of Functional Design Report

Policy Waiver

miit Healthy Transportation Policy Waiver

p====ty Conduct Survey
=
@ Submit Survey
=
& Approval of Survey
=
7 7y Functional Design Report
=
@ Subinit Functional Design
[s===-=]
= P Healthy Tr
=]
¢ Sub
[s==——=]
& Approval of Healt
= 1 Design
=
4 Submit Design Exception

ml

& Approval of Desi

Report

n Exception Report

Highway Design

Transportation Policy Waiver By Chief Engineer

By Chief Engineer

Advertising

ntract
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