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To analyze project performance with earned value analysis…
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1. On the Tools menu, click Tracking, and then click Set Baseline. Set the baseline for your project to today’s date. Save this version of your project as Baseline_project_name, with the relevant date. 
2. On the Tools menu, click Options, and then click the Calculation tab. 

3. Click Earned Value. 
4. In the Default task Earned Value method box, click the calculation method you want Microsoft Office Project 2007 to use (eg., % Complete). Changing this setting affects only tasks that are added to the task list after the setting is changed; it has no effect on existing tasks. 
5. To change the earned value method for existing tasks, go to /View/Gantt Chart, and  select the tasks whose earned value method you want to change. For up to 10 tasks at a time, hold down the Control button while right buttoning on the Task Information column. 

6. Click  Task Information [image: image2.png]


, and then click the Advanced tab. In the Earned value method box, click the calculation method you want (% Complete). Check to see that % Complete values show under the /Task Information/General tab for each task. 
7. Back under /Tools/Options/Calculation/Earned Value…in the Baseline for Earned Value calculations box, select the specific set of baseline values you want Project to use when it calculates earned value totals, and then click Close. Generally this is the baseline you set in Step 1 (‘Baseline on MM/DD/YYYY’). 
8. To see project and task-level earned value totals in tables, on the View menu, click More Views.
9. In the Views list, click Task Sheet, and then click Apply.
10.  On the View menu, point to Table, and then click More Tables. 
11. In the Tables list, click Earned Value, Earned Value Cost Indicators, or Earned Value Schedule Indicators, and then click Apply.
12. Note that many of the earned value fields have not been calculated yet (ACWP, BCWP, BCWS, CV, etc.). To update your project with current information, on the Tools menu, click Tracking/Update Project. Choose how you would like to update the project—all tasks complete through a date? (today’s date?) or selected tasks as % complete, etc. Once your project has been updated with % Complete, save that version of your project under a different name, with a different date than the baseline. 
13. Check each task’s % Completion using /Task Information/General for each task to ensure the reporting is accurate. Revise any steps above as needed. 

 Note   To see detailed information about each Earned Value field, point to the field heading.
14. To see a breakdown of the earned value of tasks by period so you can determine the exact date your project will run out of money, on the View menu, click Task Usage.

15. On the Format menu, click Detail Styles, and then click the Usage Details tab. 

16. In the Available fields list, select the Earned Value fields you want to display, click Show, and then click OK. 

 Notes 

· You can review timephased (timephased: Task, resource, or assignment information that is distributed over time. You can review timephased information in any available time period in the fields on the right side of the Task Usage and Resource Usage views.) earned value totals graphically by copying values from a Project schedule (schedule: The timing and sequence of tasks within a project. A schedule consists mainly of tasks, task dependencies, durations, constraints, and time-oriented project information.) to a Microsoft Office Excel 2003 workbook. You can then use the Excel Chart Wizard to create charts with your earned value totals. 

· If you want to see the values in the earned value fields calculated up through and including a date you specify rather than the current date, on the Project menu, click Project Information. In the Status date box, type or select the date you want Project to use as a status date.
Once you have calculated the earned value metrics for your project, discuss them in your case study write up. Many of the metrics you calculate are appropriate metrics in your Quality Management Plan. 
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