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|ntr0ducti0n Opening a Microsoft Project (MSP) project schedule that has been stored in a Clarity
project repository, at first glance seems like a simple task. Inspect the opened
project file with this first impression in place, and soon you will be surprised, very
surprised.

ASurprised? What kind of surprises?0 W
project from Clarity into MSP, he or she may see that:

The project finish date has slipped, or

The total hours of work for the project, a phase, activity, or task have increased or
decreased, or

The task start date or finish date for one or more key tasks are earlier or later, or
Tasks now are project milestones

These are a few of the many changes that may appear when a project manager
opens his or her project schedule from Clarity.

Xinifydéds Best Practices Usi ng -coaéhing enabliesh
the CIO or PMO Director to minimize the effects of these risks to project data by
focusing the project manager on the key task at hand: Re-aligning the project
schedule with expectations without chasing answers to endless questions that
typically ask some form of AWhy did it
alignment process the project manager will begin to gain more and more insight into
just that question: AWhy did it do tha-

See the bottom of the last page of this tutorial for more information on how Xinify can
support and assist you and your organizat i ondés pr oj ect manag
and Microsoft Project more efficiently and effectively.

Overview This article is a brief guide and tutorial to working with a Microsoft Project schedule
that has been stored in the Clarity project data repository.

The article contains the essential steps needed to convert the project schedule, and
align the resulting converted Microsoft Project schedule with the pre-conversion
Open Workbench project schedule: (a) preparation and file conversion, (b) project
data verification, and (c) aligning the post-conversion project schedule data with the
pre-conversion project schedule data.
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The Microsoft The main equation in the Microsoft Project Scheduling Algorithm is:
Project Work = Duration x Units
Scheduling Any updated value in this equation automatically changes another while the third
. value is fixed based on the preference of the user.
Algorithm
WORK
UNITS DURATION
When Microsoft Project resolves the above equation, you may see unexpected
results. For example, you have a 5-day fixed-duration task and you assign a
resource for a workload of 80 hours, the Units value increases to 200% (80 = 40 x
2). Therefore, you should verify the calculations resulting from your data.
AbOUt There are often misunderstandings abou
) and Awor ko. Aontamosntandveork antbunt, which may not always
Duration & be equivalent values.
Work 9 Duration is the total of active working time required to complete a task.

1 Work is the total amount of work to be performed on a task, in the specified
duration, by all assigned resources

For instance, a task may take 8 hours to perform but it can happen anytime in a
40-hour week. 8 hours is the Work amount while 40 hours is the duration.

MicroSoft Project Terr Definition

Duration The total number of business days required te ecagkef his is the
number of business days from the start date to the finish date of a ta

Work Work is the total amount of effort, measured in hours, scheduled to K
in completing a task.

Units Units represent the percentage of a ressigoed to a task.

Elapsed Duration The amount of calendar time a task will take to finish

Remaining Work Estimate to Complete. The additional hours required to complete the

Task Type Work remains constanEioed Workasks, regardless of demnin duration

or the number of resources (assignment units) assigned to the task.

Assignment units Faxed Unitsasks remain constant, regardless of the
amount of work or duration on the task.

Task duration remains constdritxéat Duratiotasksegardless of the
number of resources (assignment units) assigned or the amount of
Split Tasks When work on a task is interrupted, split tasks can be created to refl
peri ods when work is and isnoét
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Understanding There are three task types in Microsoft Project: Fixed Units, Fixed Duration and
Fixed Work.
Task Types
Fixed Units Fixed Units are the most commonly used task type. Use of the Fixed Units task
f | type allows Microsoft Project to calculate ASAP Finish Date based on resource
(Default) availability.

When a Project Manager assigns a resource to a task, the PM specifies the
assignment units in the Units field of the Assign Resources dialog box. You can
display the units by inserting the Assignment Units column to the Task View.

The Fixed Units task type dictates that the percentage of assignment units on a

task remain constant regardless of changes to duration or work. This, for many

Mi crosoft Project wusers, is the defaul
most project tasks. If you increase task duration, Microsoft Project will not require
that you to find another resource or force a 50% resource to work 100% in an
assignment.

Changes to a Fixed Unit task create these results:

1 If you revise the duration, work also changes, and units are fixed.
| If you revise work, duration also changes, and units are fixed.
1 If you revise units, duration also changes, and work is fixed.

Fixed Work The Fixed Work task type dictates that the amount of work on an assignment

should remain constant regardless of changes to duration or units. When the Fixed
Work task type is used, minimizing a t
priority, thus Assignment Units are adjusted to complete the task in the expected
timeframe.

When a resource is assigned to a task, thetask 6 s dur ati on i s t
measured in hours. The Task Usage or Resource Usage views are the
recommended views in which to display Fixed Work hours.

Changes to a Fixed Work task create these results:

1 If you revise the duration, units also change, and work is fixed.
1 If you revise units, duration also changes, and work is fixed.
1 If you revise work, duration also changes, and units are fixed.
Fixed Du ration The Fixed Duration task type is used when the priority is to maintain a constant

duration while varying work and assignment units. To complete work, assign
resource as needed to satisfy Finish Date.

Changes to a Fixed Duration task create these results:

1 If you revise units, work also changes, and duration is fixed.
1 If you revise work, units also change, and duration is fixed.
1 If you revise the duration, work also changes, and units are fixed.
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WOFk Contour When you assign a resource to a task, Microsoft Project applies, by default, a flat
contour. A flat contour implies that the work is uniformly distributed across the task.
This flat contour can be seen at all levels of detail and can be managed (added or
subtracted).

It is important to remember, however, that Microsoft Project does not update the
work contour so, for example, if 4 hours are removed from Tuesday, it does not
mean 4 hours are automatically added somewhere else in the project.

The Clarity Microsoft Project Interface maintains an assignment work contour. For
exampl e, Aflato assignments r emai-opened a
from) Clarity. The possible work contour values in Microsoft Project are mapped to
the loading patterns in Clarity. (See the mapping below.) Those contours not
supported in Clarity (such as fAdoubl e
iContourod | oading pattern. But even th
are maintained in the Microsoft Project file.

Note: If there is a contour assignment with a gap (in working time) between the end

of the actual wor k and the start of th
status updates resource stptoagwess nas
checked, the work contour wil | be set to O6FI at 6.

Tip: Use Flat work contour as much as possible to reduce the time you spend
updating the plan. Use other contour types to manage your resources more
precisely.

Note: There is a notable performance advantage when assignments have a work
contour that is not FfAcontour 0. I n the
work must be set in Microsoft Project on a day-by-day basis. Note that actual work
is always set in this way so projects with a high proportion of actual work will open
more slowly than those projects with mostly remaining work.

Mappi ng When opening from Clarity:
MiCI‘OSOﬁI Fixed (Clarity) becomes Contour (msp)
Pij ect Work Uniform (Clarity) becomes Flat (msp)

Front (Clarity) becomes Front (msp)

Contour t0C|arity Back (Clarity) becomes Back (msp)

» Contour (Clarity) will map to whatever the Work Contour was in Microsoft Project
Loadlng Patterns| whenthe project was saved (i.e. Turtle, Bell, etc.)

When saving to Clarity:

Back (msp) becomes Back (Clarity)

Front (msp) becomes Front (Clarity)

Flat (msp) becomes Uniform (Clarity)

Contour (msp) becomes Fixed (Clarity)

Any other Work Contour becomes Contour (Clarity)
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