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 Set baseline – open baseline file

 Set status  - make sure BEFORE current date

 Update schedule progress –

 set status gridline to see the line

 Open tracking table

 ‘update project’ icon

 Prepare ‘tracking summary’ table

 Fill in the schedule data

 Track actual data 

 Use actual data

 Update it to obtain what has been achieved

 Data entry to MSP

 Identify variances

 Identify variance in tracking summary

 Take action
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- Identify Baseline
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Work Program
Baseline 1 

Approval

NO

YES

6



Current /Actual

Start

Finish

Duration

Cost

variable

Planned

Baseline Start

Baseline Finish

Baseline Duration

Baseline Cost

static

Variance
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How to check baseline program submitted by 

contractor is as per required baseline……..???
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Baseline bar
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- Determine Status Date
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2

1

Status Date : 
17/7/2011
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54

3

2
1
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- Update Schedule Progress
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Baseline :
Ref. 

Column

Schd. 

Progress

Actual 

Progress
Variance Actions

Financial 

Progress
Actual Cost

Physical 

Progress
% Comp

Project 

Finish Date
ID
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1 2

3
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2
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- Track Actual Progress
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What to assess?

Start & 
finish date 

each of 
activity

% 
complete 

work



Insert new column
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Choose column name 
Text1@2@3@.......n
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Right click at 
new column!

1

2

3

4 26



2 1

a. Copy data from column 1 into column 2
b. Then, insert data of actual progress in column 1.
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No Activity Actual 

Start

Actual 

Finish

% Complete 
(tracking date @ 

status date)

External Work

1 Earthwork 15/3 90

Dewan

1 Frame 20/5 80

2 Wall 1/7 45

3 Roof 5/7 10

Pondok Pengawal

1 Frame 18/5 80

2 Wall 23/6 78

3 Roof 24/6 75
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To update actual progress work in MSP :  

Priority steps :

1. % complete

2. Actual Start

3. Actual Finish
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- Identify Variances
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Cost Variances

Duration Variances

Project Start/Finish 

Variances

Financial Progress

Physical Progress

Project Finish date

For
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Baseline : 1
Schd. 

Progress
Actual Progress Variance

Financial 

Progress
495,000.00 435,300.00 - 59,700.00

Physical Progress 40% 35% - 5%

Project Finish 

Date
30.11.2011 10.12.2011 + 10 hari
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- Action to Variances
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Priority Action :

Project Finish Date

Financial Progress

Physical Progress
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No Tarikh Penilaian (Fizikal) Sebenar

(%)

Jadual

(%)

Awal /Lewat

(rujuk MSP)

1 Januari 10 15 Lewat 5 hari

2 Februari 15 20 Lewat 15 hari

3 Mac 25 40 Lewat 25 hari

3
7

No Tarikh Penilaian (Kewangan) Sebenar

(%)

Jadual

(%)

Awal /Lewat
(rujuk SKALA)

1 Januari 12 17 Lewat 10 hari

2 Februari 17 20 Lewat 15 hari

3 Mac 23 30 Lewat 20 hari
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Contoh template laporan  kemajuan kerja yang perlu disediakan oleh 
kontraktor
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