COMMON ISSUES WITH MS PROJECT

Often students find something is “wrong with the dates” in their project. Things aren’t “looking

right?” Here are some things to look for:

Manually Scheduled Tasks

Scan the Task Mode column for any manually scheduled tasks (push pins). Change the tasks to
automatically scheduled.
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Accidentally Place Hard/Inflexible Constraints

Scan the Indicator column for any constraint icons (calendars). If you didn’t mean to place the
semi-flexible or inflexible constraints, select the Start and Finish cells for those tasks and press
Delete.

Before

B 9- - 50

File

| Bl Network Diagram - TI (7§ Resource Usage - Al ‘  Highlight [No Highlight] - Timescale: Q @ @) [ Timeline Timeline - I, B switch Windows - .
) calengar ~ 8 @Resourcesheet - & =] P Fiter:  [NoFifte - [2IHours - | O oetais - £ = Armange All =g

Task  Resource Project | View Format

G Task Team Sort Outline Tables - Zoom Entire Selected New Macros
Chart ») Usage = (5 Other Views - Planner - CB Other Views = = S + BZcroupby (NoGroup] - ~ Project Tasks window . Hide - =
Task Views Resource Views Data Zoom Split View Window Macros

€

Calendar

10:00AM  12:00PM  2:00PM  A00PM & 8 10:00PM  12:00AM  2:00AM  4:00 AM 5:00 AV 8:00 AV 10:00 AM  12:00 PM  2:00 PM

start
Fri10/9/15

- Task Name . Duration . |Start - |Finish o - [satoct 10 F 4
‘ 6 | 8 [10[12] 2 [ 4 [ 6] 8 [10[12] 2] 4 6 ]8 [10[12] 2] 4] 6| &
= Paint the Room 175 hrs  Fri10/9/15 Sat 10/10/15 =
= Prep 10.33hrs  Fri10/9/15  5at10/10/15 nd]
= Gotohardware  0.83hrs  Sat10/10/15 Sat10/10/15 L
store
Pick paint colors 20 mins Sat10/10/15  Sat 10/10/15 Don,Mikel Anne
Buysupplies  30mins  Sat10/10/15 Sat10/10/15 3 Don,Mikel Anne

Remove furniture 60 mins. 5at10/10/15  5at10/10/15 4 Don
Clesnvalls  somins  [Fr10/9715 —Fni0/o/1s b I—
Remove wallplates 15 mins Fri10/9/15  Fri10/9/15 6 Mikel Anne
Put up painter's 30 mins Sat10/10/15 Sat10/10/15 5 Don
tape
Assemble supplies 15mins Fri 10/9/15 Fri10/9/15 6 Mikel Anne
- paint 6.33hrs Fri10/o/15  sat10/10/15 1
Paint 1st coat trim 2 hrs S$at10/10/15 Sat10/10/15
areas

Paint 1st coat walls 2 hrs

Paint 2nd coat trim 90 mins.
areas

Task Resource Project View

Network Duagras = [T Resource Usage = T pughiight: (Mo Mighlight] +  Timescale: (5] i [ Timeline Timeling . sl swten wingows
G: ] g @ @ %l =+ i anight: (Mo Higligntl Q - 3. B —
== i} calendar = @ Resource theet - = Filter: [Na Fier] = [E0] Mimutes - [ netass - — = amange ail - ]
ke Tram Sort Cuivne Tankes Zoom  Entire Mew Magran
L Cthes Views + Planner + 28 Othet Views = it - - EGwouwby [NoGou - = Praject Windew ] Hide = p:
Hetource Visws Zoom SPHE View Window Mages

- |Task Name - Curation . (St -

|safa 10| o [sola[so[2c[10| 0o [s0|a[s0[20]10]0(sofsw[s0]2
- —

Paint the Room 13 hrs Sat 10/10/15 Sat 10/10/15
= Prep 243 hrs satafinfis  satiofiofis p—
< Golohadware  083hes  Sal10/10/15  Sat 10/10/1% T
store
3 Pick pant eolors 20 mins sat10/10f15  Sa1 1010415 ﬂgmml.mm
4 Buysupplics  30mins  Sat /1015 Sat10/10/15 3 Don,Mifel Anne
5 Remove furniture 60 mins Sat 10/10/15  Sat 10/10/15 4 rb Don
& Clean walls 30mins  Sat10/10/1%  Sat10/10/15 555 V| Mlljel Anne
i Rernove wallplates 15 mins Sat10/10/15  sm 1010015 6 Mikel Anne
¥ Putup painter's 30 ming Sat 10/10/15  Sat10/10/15 5 = von
tape
El b3 Assemble supplies 1Smins  Sab10/10/15 St 10/10/15 & Mikel Anne
10 = = Paint S5 his Sab10/10/15  Sat10/10/15 1 v =
1 = Paint 1stcoattrim 2 hrs Sat 10/10/15  Sat 10/10/15 A —
areas
1z = Paint 1st coat walls 2 hrs Sat10/10/15 Set10/10/15 1155 L:E
13 = Paint 2nd coat trim 90 mins Sat 10/10f15  Sat 10/10/15  12FSe2hrs

areas |
Paint 2nd coat a0 mins Sat 10/10/15  Sat10/10/15 1355 4

4 =
walls
15 2 = Clean-Up 247hes St 10/10/15  Sal10/10/15  10FSe3 hes
16 = Clean brushes 30mins 5at10/10/15  Sat 10/10/15
=

L o - %W,’ .

Rev. 10/9/2015 This material is a proprietary product of ACT Training. Page 2
Any unauthorized use, reproduction or transfer of these
materials is strictly prohibited



Task Durations Still Set to Default

Scan the Duration column for any durations that were not set (i.e. duration will have a ? after
it). Enter the durations for those tasks. Ignore the Summary tasks. Their durations will update

when you update the sub tasks.
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Tasks Not Linked

Scan the Predecessors column for any missing predecessors. In this example, the user forgot to

link the Summary tasks. So, there’s all starting at the same time.
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Outline Nesting Issues

Make sure that all summary tasks are on the correct level. Sometimes, you may accidentally
nest summary tasks under each other.
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