Notes on Preparing the EVA
(Earned Value Analysis Using MS Project 2013)
1.  Save your plan and budget as an ordinary MS Project file.
2.  Save your plan and budget in a separate file using a new filename, as a baseline.  To save your plan and budget as a baseline, 

A.  Select ‘Project’ tab, click on ‘Set Baseline’ and select ‘Set Baseline’


B.  Select ‘Entire project’, then click ‘OK’


C.  At this point you may need to set a Status Date.  To do so:



a. Select ‘Project’ tab, click on ‘Project Information’



b.  Enter a status date in the ‘Status date:’ box—the current date will work, 



      unless you have some other date at which you want EVA computed.
3.  Enter your actual progress and cost into the baseline project file:
A.  On the Gantt Chart view, select ‘View’ tab, click on ‘Tables’ and select ‘Tracking’

B.  Enter actual progress in ‘% Comp’ and  ‘Act. Cost’ columns  (Note:  By default, MS Project considers cost is independent of duration.  Therefore, if the activity is not 100% complete, by default, MS Project will not let you override the actual cost.  This can be fixed by changing the default setting in ‘Options’ under ‘File’ tab.  Select ‘Schedule’ and uncheck ‘Actual costs are always calculated by Project’ box under ‘Calculation options for this project’.

4.  Print your earned value report or table.  To do this…
A.  Select ‘View’ tab, click on ‘Tables’ and select ‘More Tables’

B.  Select ‘Earned Value’ and click ‘Apply’

C.  Alternatively, you can print out the Earned Value Report by clicking on the ‘Project’ tab and then selecting ‘Reports’ and then double-clicking on the ‘Costs’ Icon and then selecting (double-clicking) ‘Earned Value’
5.  Show your progress line.  To do this:

A.  On the Gantt Chart view, right click on the Gantt Chart itself and select Progress Lines’.  On the ‘Dates and Intervals’ tab, check ‘Display:’ and click ‘OK’.

6.  Print your tracking Gantt Chart.
7.  Discuss whether your project is ahead-of or behind schedule.
8.  Discuss whether your project is above or below budget, based on your EVA.
