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Introduction to Microsoft Project XP

When you have completed this learning module you will have seen how to:
e Use the main menu

e Use the task pane

e Use the new project pane
e Use the basic search pane
e Use Microsoft Project Help
e Use the Office Assistant

e Show a toolbar

e Hide a toolbar

e Move a toolbar

e Use the Standard toolbar

e Use the Formatting toolbar
¢ Use the Project Guide

What is Project XP?

Project 2002

e Microsoft Project 2002 is Microsoft's answer to project management. It
provides all the tools you need for effective planning, tracking, problem
solving, sharing, and completing a project in keeping with conventional
management principles and practices.

It can be used for a project of any size. It simply provides a framework to

start with, as well as the means to organize and manage effectively. Itis like
having a project management assistant.

The Project 2002 Environment

Using the Main Menu
o The,Main Menu'cantains all of the Praject 2002 _menu options. From these
menuoptionsypyou can access most of Project 2002's features. It consists of

drop-down menus that allow you to select the command you want to
execute ;

I8 Microzoft Project - Project3

Eﬂ File Edit ‘jew Insert  Formak  Tools  Project Collaborate  Window  Help

Using the Task Pane

o The Task Pane is a like a dialog box that lists some of the most common
tasks that you might want to accomplish with Project. The Task Pane
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automatically opens when Project is started for the first time. If the pane
does not open, open it by selecting View > Toolbars > Task Pane from the
main menu.

e Project provides two task panes: New Project and Basic Search. You can
navigate between the two task panes by clicking the down arrow on the
upper right hand corner of the task pane and selecting the pane you would
like to use or by using the arrows at the top left corner to move to the next

pane:
4 g Mew Projeckt = %’ Basic Search > |
Op pr| v | Mew Project Chhaech for:
= .r : Back |
Projs search h kext:

EF; Moreprofeces— | |

Using the New Project Pane
e The New Project Pane allows you to open an existing project, or create a
new project from scratch, from an existing project or from a template:

4@ & Mew Project * M

Open a projeck
Project2

EF; Mare projects...

Mewr
[ Elank Project

Mew from existing project
@ Choose project. .,

Mew from template
ereral Templates. .,

% Templates an my Web Sites, .

W ] Templates on Microsoft, com

Using the Basic_Search Pane

s The Basic Search Pane provides a dialog box for searching key words. You

can specify the perimetersifor your search by using/the Search in and
Results should'be drop-dewn menus:
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4 o+ Basic Search * X

Search for:

Search bexk:

I Search | | Restore |

@ Search Tips...

Other Search Options:

Search in:

|Se|eu:teu:| locations | vl

Resulks should be:

|Se|eu:teu:| file types | vl

Fast searching is currently disabled
Search options. ..

To show or hide the Task Pane:

e To show the task pane, right click on any toolbar and select Task Pane. A
check mark will appear beside the toolbar if it is selected

OR from the main menu, choose View = Toolbars and select Task Pane
from the drop-down menu.

e To hide the task pane, right click on any toolbar and deselect Task Pane

OR from the main menu, choose View = Toolbars and deselect Task Pane
from the drop-down menu.

Using Microsoft Project Help

o Project 2002's help is similar to the help found in Microsoft Office products.
You can access it several ways.

To access Microsoft Project Help:
e Click on the Help icon found on the far right corner of the Standard toolbar:

.F'ﬁgu:usu:uft Praoject Help

OR«from/ the main menu, choose Help > Microsoft Project.Help

OR press the F1 key.

¢ You can find information using one of three tabs in the Microsoft Project
Help window: Contents, Answer Wizard and Index:
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Conterts  Answer Wizard |1r‘u:|e:-: |

What would wou like to do?

ype your queskion here and then

Select topic to displa:

Accessing the Office Assistant

The Office Assistant can also assist you in finding help on any questions
you may have. Simply click on the Office Assistant, type your question
into the text box and click search. The assistant will show you a list of
possible help topics of which you can click on to open the Microsoft Project

Help window and access the necessary information.

To show the Office Assistant, from the main menu, choose Help = Show the
Office Assistant.

To hide the Office Assistant, from the main menu, choose Help > Hide the
Office Assistant

OR right-click on the Office Assistant and select Hide.

To turn the Office Assistant off, click on the Office Assistant, choose
Options, and deselect the Use the Office Assistant check box in the Office
Assistant dialog box:

Office Assistant HE |

Gallery  Opions I

[ ise the Office Assistant:
¥ Respond ko F1 key ¥ Move when in the way
I¥ Help with wizards ¥ Guess Help topics

¥ Display 3 ~

Ik I Cancel

Toolbars
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Using Toolbars

e Project has 14 toolbars in all. The Standard and Formatting toolbars are
shown by default. The other toolbars are used only for specific functions in
Project.

Showing a Toolbar

¢ From the main menu, choose View > Toolbars and select the toolbar you
would like to show

OR right-click on any toolbar and select the toolbar you would like to show.

Note: A check mark will appear beside the name of a toolbar if it is selected.

Hiding a Toolbar

¢ From the main menu, choose View = Toolbars and deselect the toolbar you
would like to hide

OR right-click on any toolbar and deselect the toolbar you would like to hide.

Moving a Toolbar

e Toolbars can be anchored to any edge of the Project 2002 window, or they
can float independently. To move a toolbar, place your mouse over the left
edge of the toolbar you want to move. Your cursor will change to the move
cursor. Click your mouse and drag it to the location you want to move it to:

INEEn

Using the Standard Toolbar

e The Standard toolbar provides quick access to commonly used actions. An
icon represents each action. When you paoint to_an icon (without clicking), a
descriptive tool tip appears.\to help you identify it.“ The following is a list'and
brief'description of the icons on the Standard toolbar :

New - creates new project.
Open =opens an existing project.
Save - saves the current project.
Search - performs a search.

Print - prints the project.

0 &3 i Wi
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@. Print Preview - changes display to print preview .
Spelling - performs a spell check.
Cut - cuts the selected range to the Office clipboard.

Copy - copies the selected range to the Office clipboard.

Format Painter - pastes formatting from one item in your project
over another.
Undo - undoes the last action.

Hyperlink - inserts a hyperlink.

Link Tasks - links selected tasks.

Unlink Tasks - unlinks selected tasks.

Ve
E Paste - pastes the last item fromthe Office clipboard.
-
==
=

Split Task - splits selected tasks.

Task Information - displays the Task Information dialog box.

Task Notes - displays the Notes tab in the Task Information dialog
box.

Publish All Inform ation - publishes to the Microsoft Project Server.

ordi selection in the dro
m.
00

%- Go to Selected Task - changes the view to view details of the

ﬁ' Assign Resources - opens the Assign Resource dialog box.

selected task.
Copy Picture - opens the Copy Picture dialog box.

Microsoft Project Help - opens Microsoft Project Help.
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Using the Formatting Toolbar

e The Formatting toolbar provides quick access to commonly used formatting
actions. An icon represents each action. When you point to an icon with
your cursor (without clicking), a descriptive tool tip appears to help you

identify it. The following is a list and brief description of the icons on the
Formatting toolbar:

* Outdent - makes the selected task a summary task.
* Indent - makes the selected task a subtask.

dl]: Show Subtasks - shows subtasks.

— Hide Subtasks - hides subtasks.

52 Hide Assignments - hides assignments.

shaw = Show - allowsyou to select the level of detail you w ant to see in
your project from a drop-dow n menu.

Arial . Font - selects fonts from a drop-dow n menu.

o
4

Font Size - selects font size from a drop-dow n menu.

Bold - changes the selected text to bold.

Italic - changes the selected text to italic.
Underline - underlines the selected text.

Left Align - aligns the selected text to the left.
Center - aligns the selected text to center.

Right Align. - aligns the selected text to the right.

Filter - allows you/to filter tasksracecording to the selected option
from the drop-dow n menu.

Bl Tasks

Auto Filter - places a drop-dow n menu at the top.right.of every.
column to allow you tofilter information easily.

Gantt Chart Wizard - starts the Gantt Chart Wizard.

=T il e ~ =
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Using the Project Guide

The Project Guide is a new "goal-based user interface" that can help you
start your project. Itis similar to the task pane and provides guides and
wizards in four main categories: Tasks, Resources, Track and Report:

@ @ Tasks b4

Flan and schedule vour
project's tasks by clicking an
iterm below, Clicking an item
displays tools and instructions
for completing that step.

Define the project

Define general working times
List the tasks in the project
Organize tasks into phases
Schedule tasks

Link to or attach more task
inforrmation

Aadd columns of custarm
inforrmation

Set deadlines and constrain
tasks

8dd docurnents to the project

Publish project information to
the reb

After planning vour tasks, vou
can go to the Resources area
to build your project's team
and assign people to tasks,

You can easily navigate from one topic to the next using the Project Guide
toolbar:

Resnurces Track Report Mexk Steps and Relaked Activities = _

To,show or hide the Project Guide, simply click.on the Show/Hide Project
Guide icon on the Project Guide toolbar:

xt St.’nd R‘

= ShowfHide/Project Guide|

Note: You can also click on the "x" button in the upper right-hand corner of
the pane.

The Next Steps and Related Activities drop-down menu lists all of the
available tools in helping you start your project, and provides a quick way to
navigate around the Project Guide's main topics and subsections:
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Mext Skeps and Related Activities *[ g
Tasks

Cefine the project

Cefine general working times

Lisk the tasks in the project

Organize tasks into phases

Schedule tasks

Link ko or attach more task information
Add colurns of custom information
Set deadlines and constrain tasks

Add documents to the project

Publish project information to the Web

Review Questions

How would you:

¢ Use the main menu?

e Use the task pane?

e Use the new project pane?
e Use the basic search pane?
e Use Microsoft Project Help?
¢ Use the Office Assistant?

e Show a toolbar?

e Hide a toolbar?

e Move a toolbar?

e Use the Standard toolbar?
¢ Use the Formatting toolbar?
e Use the Project Guide?

SAMPLE
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Defining the Project

When you have completed this learning module you will have seen how to:
o Create a New Project

e Open a Project

e Use File Properties

e Enter Startand Finish Dates

¢ Establish a Project Calendar

e Save aProject

e Close a Project

e Quit Project

Creating a New Project

Starting a New Project

e From the main menu, choose File > New and click on Blank Project in the
New Project task pane:

& New Project v X
Open a project
Projectz
ﬁr More projects...

MNew
[ Blank Project

Mew from existing project
Choose project, .,

Mew from template

@ General Templates. ..
@ Templates on my Web Sites. ..
@ Templates on Microsoft,com

click'on New ico on the Standard toolbar

OR press the Ctrl + N key combination.

Opening a Project
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Opening a Project
e From the main menu, choose File = Open

~u
OR click on Open icon E? on the Standard toolbar

OR press the Ctrl + O key combination.

e This will display the Open dialog box. Browse to find the project you wish to
open. Open either by highlighting the file and clicking Open, or by double
clicking it:

Open

Laak in: I.D My Dacurments -T\L - el R » Tools =
)My eBooks "

;é dl"-’ly Music

History .ﬂl‘ﬂy Pictures
)My Received Files
EMF Videos

@ My Webs

My Documents | {L)3naolt Catalog

a

L)
[}
N
=
[m]
pm )

*

Fawarites

=]
¥ Fiename: ] | ODBC... | Open v|
Py Mebwork =

Places Files af bype: IMiu:ru:us-:uFt Project Files j Cancel

K

UsingiFile Pi@pertieS, A R B Je—

Utilizing\File Properties

o Filegproperties automatically gathers and stores miscellaneous information
about afile. To access file praoperties, from the main menu, choose File'=
Properties. The File Properties dialog box is displayed. Inthe Summary
tab, you can enter any additional information you may want to record
regarding your project:
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Project? Properties EHE |

iGeneral  SUMMAEry |5tatistics I Cankents I Custam I

Title:

Subject:

Managet:

|
|
Author: |
|
|

Company:

Cakegory: I

keyiords;

Carmments:

Hypetlink, I
base;

Template;

[ Save preview picture

Ik I Zance|

Entering Start and Finish Dates

Inputting Start and Finish Dates

e The first step in starting a new project is establishing basic project
information. The start or finish date is what you will use to anchor your
project. Your schedule will be built around either the start date or the finish
date that you,ehoose.

s The'start and finish date information is entered in the Project Information
dialog box.

e “To enter project information, from the mainimenu, choose Project =
Project Information. The Project Information dialog box will be
displayed:
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Project Information for "Project1”

Start date: m j Current date: |M-:|n 19/05/03 j

Finish date: | Mon 19/05/03 j Status date:  [NA j

Schedule Frann: IF‘r-:ujeu:t Start Date j Calendar: |Standard j
Al tasks begin as soon as possible. Pricrity: s00 -2

Enterprise Custom Figlds

| -

Cuskom Field Mame Yalue

Help Skakjskics, .. (0] 4 I Cancel

Depending on what you choose from the Schedule from drop-down menu
(Project Start Date is the default), either the start date or finish date will be
available for you to select.

You can either type in the date, or click the down arrow to display a pop-
up calendar to select a date.

Typically, the other fields (Current date, Status date, Calendar, and
Priority) can be left as the default values.

Click OK. Project will close the dialog box and save the information for you.
This information can be changed at any time throughout your project, and
can be useful in trying out "what-if" scenarios in the planning stage.

You can choose to have the Project Information dialog box open
automatically every time you start a new project by choosing Tools =
Options to open the Options dialog box. On the General tab, check off
Prompt for preject infofor new projects:
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Options EE4 |

alculation | Speling | ollaborate | Save | Interface

Wiew General | Edit Calendar Schedule

General options For Microsoft Project

I show startup Task Pane [ Set autoFilker on For new projects
[ open last file on startup W Recently used Fils list: |4_3 entries
Iw iPrompk For project info For new projects!
Usepname: |
Planning ‘Wizard

¥ advice from Planning Wizard
[ advice about using Micrasaoft Praject
¥ advice about scheduling
¥ advice about errors

General opkions for ew Produck Brochure - Resource Conflicks'

¥ automatically add new resources and kasks

Defaulk skandard rate: |III.I:IIII,|'I'|
Default overtime rate: |IZI.EIIZI.I'|‘| Set as Defaulk |

Help | O I Cancel I

Establishing a Project Calendar

Setting up a Project Calendar

o Project supplies three basic calendars (Standard, Night Shift and 24
Hours) that you can use as foundations to create your own base calendar.
You can make a calendar that indicates general working times for each
resource or group of resources. Project will use thishinformation for things
like scheduling resources and converting task durations.

Making'a New Calendar

e To makea new calendar, from'the main menu, choose Tools = Change
Working Time. The Change Working Time dialog box will open:
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Change Working Time E |

For: IStandard (Project Calendar) j
Set working time for selecked dateis)
Seleck Daterls): Set selected datels) to;
May 2003 ;l * Use default
SImMlT Wi ThiF|S = Monwarking tirme
Manwarking e ¢~ Mondefault working kime

455?8910_'

Edited working Eram: T
ot MOIFS 11 [12 13 [14 |15 [16 17 [ 8:00 Am | 12:00 PM
on this calendar:

18 REM 20 |21 (22 |23 |24 | 1:00 PM |5:I:I|:I P

T Edits ko a day of
the week 25 |26 |27 |28 (29 [=0 |3 | |

" Edits ko an
i individual davy ;I | |
| |

Help | Hew, .. | Cptians. ., | Ik I Cancel

e Click on New. The Create New Base Calendar dialog box will open:

Create New Baze Calendar |

Mame: | Zalendar 1

(¥ iCreate new base calendar!

™ Make a copy of |Standard j calendar

(0] 4 I Cancel

e Enter a descriptive name for the new calendar.

¢ Use the radio buttons to either create a new base calendar, or make a
copy of the type of calendar you select from the drop-down menu.

o' Click OK to go'back to the"Change /Working'Time,dialag box to customize
the new base calendar.

Changing CalendariOptions
¢ nClick on Options to open the'Calendar tab in the Optionsydialog boXxmsEnter
the appropriate information to describe a typical workday and workweek.
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e Click OK to close the Options dialog box:

Optons g |

Calculation | Speling | Collaborate | Save | Interface

Edit iCalendar ! | Schedule

Wizt Gaeneral

Calendar options For 'Project1’

YWeek skarts on: | Sunday vI
Fiscal wear starts in; | January TI

™| lWse starting wear for B numbering

Default stark kime: |3;|:||:| AM These times are assigned to tasks when wou enter a
stark or finish date withouk specifying a time, IF you
Default end time: |5;|:||:| FM change this setting, consider matching the project

calendar using the Change Warking Time command on
the Tools rmenu.

Hours per day: g.00 :
Hours per week: | 40.00 3:
Daws per month; 20 =

Set as Default |

Help | (0] 4 I Cancel I

To change a Calendar:
e You can make exceptions to the regular schedule set in the Options dialog
box by altering working times and working days.

¢ In the Change Working Time dialog box, select the calendar you would like
to make the changes to from the For drop-down menu.

¢ Use the Select Dates portion of the dialog box to select a specific date or
range of dates.

o Use the Set Selected Date (s) to portion ofthe dialog box to make|the
necessary changes.

savin) /A 1 W/ 0 § i .

Saving Your Project
¢ From the main menu, choose File > Save

||
OR click on Save icon H on the Standard toolbar

OR press the Ctrl + S key combination.
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¢ If you are saving your project for the first time, the Save As dialog box will
open:

Save in: I{_]I'-hr[bol:urr-cnts j - 8 ¥ 05 E e Tods~
My =Books
) I A vy Music
History My Pictures
My Received Files
- ™ 1y videos
i My Webs
My Documents
)
Deskiop
|
Fanarites
g File name: Projectl - .
e | xl _ opec Save
Places Save asbypet [project = Carecel i

e Browse to find the location where you would like to save your project, enter
a name in the File Name text box, and click Save.

Quitting and Closing

Closing a Project
¢ From the main menu, choose File = Close

OR click on Close Window [x] button on upper right hand corner of the
Project window:

Quitting Project 2002
e From the main menu, choose File > Exit

OR click on Close Window [x] button on the title bar:
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How would you:

e Create a New Project?

e Open a Project?

e Use File Properties?

e Enter Startand Finish Dates?
¢ Establish a Project Calendar?
e Save a Project?

e Close a Project?

e Quit Project?

SAMPLE
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When you have completed this learning module you will have seen how to:

Enter a task

Enter task durations
Enter subtasks

Use recurring tasks
Use task notes
Assign milestones
Enter constraints
Edit tasks

Delete tasks

Move tasks

Create dependencies

Entering Tasks

Tasks are the specific activities that must be completed in order to finish your
project (i.e. a 'to-do’ list. Your task list is the backbone of your project plan.
It is essential to create your task list as comprehensively as possible because
if a required task is omitted, you may not be able to achieve all of your goals.
It is beneficial to create your task list in approximately the same order as the
tasks will be performed, although it is not necessary to be completely
accurate as there are ways to edit, add, delete and move tasks.

Entering Tasks

There are a couple ways to enter a new task. The first is to click in the Task
Name column in the first row of the Gantt table and enter the task name.
The task name will also appear in the entry bar above the Gantt table.

Note: The Gantt Chart is the default view in Project. It will be discussed in
more detail later:
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I & Microsoft Project - Project]

File Edit ‘Miew Insert Format  Tools  Project  Collaborate Window  Help

Tasks Resources Track Report Mext Steps and Related Activities =

-

LEeH&E SRV 2RSS > @ =i Bl

ir
AT

@ oo - -"'gih-:uwv |F'.ria| ,”3 ,| B 7 U|=E==
EJl Task 1
1] Task Mame Duration Start Finizt Predeceszor
Task 1 I

e You can accept the information you entered by clicking on the green check
mark in the entry bar or by moving to another cell:

HE SEV A
E_'JJTaskl
by

Task Mame ‘ Wiork ‘ E

e After you accept the information, the task is assigned an 1D number that is
displayed in the far left column.

e The second way to enter a task is to enter the information in the General tab
of the Task Information dialog box.

e You can access the Task Information dialog box by clicking on Task
Information icon on the Standard toolbar
OR from the/main menu, choose Project = Task Information

OR double-click on the task

ORgpress the Shift + F2 key ‘combination::
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T ask Information |

General |Preu:|e-:essu:ur5 | Resources | Advanced I Mokes |Custu:um Fieldsl

Marme: rm Ciuration: Ild? 3: [¥ Estimated
Percent complete: |D% 3: Priority: | 200

[Dakes
Stark: | Tue 20/05/03 j Finish: | Tue 20j05/03 j
[ Hide task bar

[ Roll up Gantt bar ko summary

Help | | (4 I Cancel

Entering Task Durations

Entering Task Durations

Project uses 1 day as the default length for task durations. If your estimate
for the duration of your task is different than one day, you can change it.

To change the duration of a task, either type the duration into the Duration
column in the Gantt table view

OR use the arrow buttons on the right end of the Duration box to adjust the
duration incrementally:

“ne A Dur

Tazk1
|

Project uses abbreviations for different time measures. Use these
abbreviations whentyping in the durationt

m Minutes

h Hours

d Days

ed Elapsed days
w Weeks

mo Months
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e Note the question mark beside the duration. This indicates that the
duration is an estimate. Unless you know the exact beginning and end times,
leave it as an estimate so that Project will have greater flexibility in adjusting
the amount of time needed to complete a task.

e Project automatically calculates the Start and Finish dates based upon the
basic project information you provided in the Project Information dialog
box and the task duration you entered. It is best to leave the dates as
Project has calculated them and fine-tune them at a later date.

Entering Subtasks

Entering Subtasks

e Subordinate tasks, or subtasks, are used to break large tasks into smaller
units until you reach the level of detail you want. This can be useful in the
displaying and printing of your project.

e By breaking large tasks into smaller, more manageable tasks, you may be

able to schedule them to run concurrently, and thereby reduce both the
duration of the task and the duration of the project.

To enter a subtask:

¢ Inserta row by highlighting the row directly below where you want to insert a
subtask:

(1] Task Mame Duration Start Finizh
1 Tazk 1 1 day?| Tue 2000503 Tue 20005503
Tue 200503 | Tue 20/05103
Task 3 1 day? Tue 200503 Tue 2000203
Tazk 4 1 day? Tue 200503 Tue 20005103

e To create a new row, from the main menu, choose Insert = New Task

OR press the Insert key on your keyboard.

e This'will create a new task row:

Task 2 1 day?
Tazk 3 1 dayy
Task 4 1 dayy

o Enter the name of the subtask. Accept the new task by clicking on the check
mark in the entry bar, or by moving to another cell.
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e Click on the Indent icon E:} on the Formatting toolbar to indent the new
task to make it subordinate

OR right-click on the new task and select Indent from the drop-down
menu.

e The higher-level task becomes the summary task:

&  |Taskname ‘ Duration Start ‘ Finizh ‘
1 =l Task 1 1 day? | Tue 2000503 | Tue 2000503
2 | Subtask 1 ! 1 day? Tue 2000503 Tue 2000503
3 Tazk 2 1 day? Tue 2000503 Tue 2000503
4 Task 3 1 day? Tue 2000503 Tue 2000503
5 Task 4 1 day? | Tue 200303 Tue 20003503

Creating a Summary Task
o Alternately, you can choose to group the tasks you have already entered
under a summary task.

e Inserta row by highlighting the row directly below where you want to create
a summary task:

Task Mame Duration Fimizh

Tue 200503 Tue 200503

2

Task 2 1 day?| Tue 200503 Tue 20005003
3 Task 3 1 day? ) Tue 20005/03 Tue 20005003
4 Task 4 1 day? Tue 20005/03 Tue 20005103

e To create a new row, from the main menu, choose Insert = New Task

OR press the Insert key on your keyboard.

o This will createga new tasigrow. Enterthegname,of the summary tasks
Accept the new task name by clicking on the checkimark in the entry bar, or
by moving to another cell.

e Select the rows that you would like to groupsunder the summary task by
highlighting them.

¢ “Click on‘the Indent iconI E:}‘ on the'Formatting toolbarto indent the tasks
to make them subordinate

OR right-click on the highlighted tasks and select Indent from the drop-
down menu:
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I-EL#=-‘F§5hc.w- Arial -5 - B I U [E]

_Inu:lent | |

o Task Mame Duration Start Finizh

1 Summary Tazk 1 day? Tue 200503 Tue 2000503

Using Recurring Tasks

Entering Recurring Tasks

e Certain tasks fall into the category of recurring tasks. They could happen on
a daily, weekly basis, or intermittent times throughout your project. Project
allows you to create the task once and then designate both the frequency and
the timing to it.

To create a Recurring Task:

¢ From the main menu, choose Insert > Recurring Task.
e The Recurring Task Information dialog box opens:

Recurning Task Information |

Task Marne: || Curation; | 1d 2

Recurrence pattern
" Daily
% Weekly
C Monthly | [ sunday [ Monday [ Tuesday [ wednesday
" early [ Thursday [ Eriday [ Saturday

arngje EIF FecUrrence
AR
Skark: ITue 20/05/03

| EvEry j week an:

CIE I

Enter a name in the Task Name box.

Enter the duration in the Duration box.

Enter the recurrence pattern by using the option buttons, drop-down
menus and check boxes in the Recurrence pattern section.

Enter the length of time the task recurs by using the options in the Range of
recurrence section.
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Using Task Notes

Entering Task Notes

e Notes can be attached to a task to quickly display information regarding

anything related to it. Notes can be displayed onscreen and included in
printed reports.

To enter a Task Note:
e From the main menu, choose Project = Task Notes

OR right-click on the task and select Task Notes from the drop-down menu

OR double-click on the task and select the Notes tab in the Task
Information dialog box:

T ask Information |
General I Predecessars | Resources | Advanced Motes |Custn:|n'| Figlds |

Mame: |Task1 Ciur akion: Ill:l? 3: [V Estimated
MNotes:
=[ @

A=

|
elp Zance|

o Use the area provided to enter your notes. You can use the formatting tools
provided/to format\your{note!

o Click OKto save and attach the note to your task.

Assigning Milestones
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Assigning Milestones

o Milestones are used to mark key moments in a project and can help you
monitor your progress. Although a milestone is usually a task with no
duration, it is possible to make a task that has a duration a milestone.

¢ Milestones are marked with a diamond in the Gantt Chart view:

€ |Task MName Duration Start Firizh F| |18 May'03
= S|I‘I.I1|T |W|T |F |E

1 [Fl Summary Task 1day? | Tue 2000503 | Tue 20/05/03 .y
2 Taszk 1 1 day? | Tue 2000503 Tue 20005003
3 Task 2 1 day? Tue 20303 Tue 2000503
4 Tazk 3 1 day? Tue 200503 Tue 2000503
=) Tazk 4 1 day? | Tue 2000503 Tue 20005503
5] ileztone 1 Odays Tue 2000503 Tue 2000503 » 20005

To create aMilestone:

e Create a new task and enter a null value in the duration field. Project will
automatically recognize it as a milestone.

OR

e Highlight the task you would like to make a milestone and select the Mark
Task as Milestone checkbox in the Advanced tab of the Task Information
dialog box:

T ask Information |

General I Predecessars | Resources Advanced | Motes | Custam Fields |

Mame: ||""'|i|E:5tl:|I'|E: 1 Diur akion: IUd 3: | Estimated

Conskrain task.

Deadline: | MA j

Constraint bype: |,.:.,5 Sann As Possible j Constraint date: |N.ﬁ. j

[ [
T e Fixed Uniks W Effark driven
SCNEE in on oS =0 I Calendars
: % Complete
| -

I alendar:
v Mark kask as milestone
Cancel |

Help |

Entering Constraints

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 31 — Microsoft Project XP - Foundation Level Manual

Adding Constraints

e A constraint is a parameter placed upon a task that limits the start or finish

of a task.

e By default, the As Soon as Possible constraint is applied to every task. The

following is a list of all of the constraint types that are available to choose

from:

As Soon as Possible

As Late as Possible

Finish No Earlier Than/Finish no Later

Than

Must Finish On/Must Start On

Start No Earlier Than/Start No Later
Than

Schedules the task to start as soon
as the beginning of the project.

Schedules the task to end no later
than the end of the project.

Schedules the tasks to finish no
later or sooner than a specific date.

Schedules the task to finish on or
start on a specific date.

Schedules the task to start no
earlier than or no later than a

specific date.

To enter a Constraint:
e Open the Task Information dialog box and click on the Advanced tab:

T ask Information

|

General I Predecessars | Resources Advanced | Motes | ustam Figlds |
Marme: |Task1 Ciuration: |3|:| 3: [ Estimated

Conskrain task,

Deadline: |N-':'- j
Constraint tvpe: | e g e ) =] -% Constraint datke: |N.ﬁ. j
] As Soon As Possible
T g Finish Mo Earligr Than W EFFiEFE driven
lerdar Finish Mo Later Than i :
T " Mist Finish Gn oo oG

Musk Skart On
Stark Mo Eatlier Than
method:| Stark Bo Laker Than

su:qu calendars

[ o |

Mark. task as milestone

Help |

Cancel

!

e Choose the desired constraint from the Constraint type drop-down menu
and enter a constraint date if applicable.
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Using Deadlines

e Deadlines differ from constraints in the way that Project doesn't take the
deadline date into consideration when creating a schedule. It will however,
alert you if the estimated finish date for a task is after the deadline date by
flagging the task in the Gantt view with an exclamation mark.

To create a Deadline:

e Click the down arrow on the right of the Deadline field in the Advanced tab
of the Task Information dialog box and choose a date from the drop-down
calendar

OR type in the date using the dd/mm/yyyy format.

Editing Tasks

Editing Tasks

e Tasks can be edited using a number of different methods, although the
easiest and most convenient way is to use the Task Information dialog box
because all of the task information is readily available for you to review and
change if necessary:

General IFreu:lemssnrsI Resorces | Advanced | Notes | CustomFields |

Name: | Duration: | | I¥ Estimated
Percent complebe: | 3: Priciriky : | 3:

[akes
Start: | ﬂ Einish: | j

[F Hide task bar
¥ Roll up Gantt bar ko summary

\

Deleting Tasks

Deleting Tasks

e Occasionally you will need to delete tasks either because they were entered
in error or they are no longer relevant. There are several ways to do this.
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To delete a Task:
e Highlight the task or range of tasks to be deleted.
¢ From the main menu, choose Edit > Delete Task

OR press the Delete key on your keyboard
OR right-click on the highlighted task(s) and select Delete Task:

| 0

Task Mame ‘ Duration

Start ‘

E Ssummary Task 1 day? Tue 20/0503

Tue 2000503

T 0503

Cuk Task. SOMSIE

4
5 Copy Task POMS05
B B paste 2010503
Paste Special. ..
few Task
| Delete Tﬁgk
A Fort... g

Moving Tasks

Moving Tasks

e Highlight the task or range of tasks that you would like to move.
e Drag and drop the task(s) to the desired location

OR cut and paste the task to the desired location.

¢ An important thing to keep in mind when moving tasks is that when you
move a summary task, its subtasks move with it. In order to move a subtask
toa new location, you must first outdent it so that it,is at the highest possible

level.

Creatiflg DependendiesW /' B & i B

Establishing Dependencies

o Dependencies are a way to link tasks together in order to describe which
tasks must precede or succeed one another - some tasks must start or finish
before another task can begin or end. Creating dependencies allows Project
to create a flexible time framework relative to the task preceding or
succeeding it.
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e There are two types of tasks in a dependency. A predecessor task must
occur before another task. A successor task must occur after another task.

e There are four different types of dependencies (or linkages) that will be
discussed in detail.

Using Finish-to-Start (FS) Dependencies

e The finish-to-start dependency is the most common type of relationship.
The start of one task begins as soon as its predecessor finishes. The
successor can't start until the predecessor finishes.

To create a Finish-to-Start (FS) dependency:

o There are a few different ways to establish a finish to start dependency.
e Use the Predecessors tab in the Task Information dialog box:

Task Information E |

General Predecessors | Resources | advanced I Mokes | Zuskom Fields |
Marme: |Task2 Curation: Ilday? 3: [V Estimated
Predecessors:

#|o1 Finish-to-start (F35)
10 Task Mame Type
2 Task 1

Stark-to-Skark (350
Finish-to-Finish (FF)
Stark-to-Finish (5F)
(MNaone)

Help | | (0] 4 I Cancel

s Click"on the /down arrow at the right side of the Task Name column to select
the_name of the task you would like to set as the predecessor.

e Chogse the type of dependency/from the drop-down menu of the Type
column.

e Click OK.

OR

¢ In the Gantt Chart view, hover your mouse pointer over the task you would
like to make the predecessor until the cursor becomes four arrows pointing
outward:
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18 Mary '03 25 May '03 01 Jur
SMTW[TIFIS|S[M[TWI|T[F[S|S|M]|
b

Task,
Task: Task 1
Skart: Tue 20/05/03  Durakion: 1 day?
Finish: Tue 2000503

¢ Click and drag the mouse pointer to the task that you would like to make the
successor. The cursor becomes a link symbol and an information box is
displayed describing the link you are creating:

ame Dk ticn Start Fimizh 18 May '03
SMITw[TIF|S

nmary Task 1 day? Tue 2000503 Tue 2000503
Tazk 1 1 day?| Tue 2000503 Tue 20005103
Finish-to-Skart Link
T|From Finish ©F: Task 2

Tao Skark OF: Task 3

¢ Release the mouse and the link will be created.

OR

e In the Gantt table view, highlight the tasks you want to link.
¢ From the main menu, choose Edit = Link Tasks

==

OR click on Link Tasks icon on the Standard toolbar

OR press the Ctrl + F2 key combination.

Using Start-to-Finish (SF) Dependencies

¢ In a start-to-finish dependency, the successor task is completed after its
predecessor starts. In other words; the successor task cannot finish until the
predecessor/task starts. The start/to finish relationship is rarely used,
although it may be necessary in unusual instances.

To create a Start-to-Finish (SF) dependency:

o Usefthe Predecessors tab inithe Task Information dialog;bex.(as outlined
in"the previous section) to set this link.

OR

e Create a dependency using any one of the methods used to create a finish to
start dependency (described in the previous section).

e Double-click on the arrow joining the tasks in the Gantt Chart view:
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16 May '03

SIM|T w|T|F |5

p—

This will open the Task Dependency dialog box:

Tazk Dependency H |
From: Task 1
Taos Task 2

IR <=H | Finish-to-Skark (F3) * Lag: I 0 davs 3:
Finish-to-Start (F3)
Skark-to-Skark (55) ] Cancel |

Finish-ta-Finish (FF)

Start-to-Finish (SF)

l{l"-]u:unle]l _ ‘

Select the Start-to-Finish (SF) dependency type from the Type drop-down
menu.
Click OK.

Note: The two methods described above are the same methods also used to
create the Start-to-Start and Finish-to-Finish dependencies.

Using Start-to-Start (SS) Dependencies

In a start-to-start relationship, the successor can't start until the predecessor
starts. The tasks can happen simultaneously, but the predecessor has to
have started in order for the successor to start.

To create a Start-to-Start dependency, refer to steps for creating a start-to-
finish relationship. Select the Start-to-Start option from the drop-down list.

Using Einish-te-Finish (FF)\Pependencies

ln_a finish-to-finish relationship, the successor can‘t finish until the
predecessor finishes. The tasks can happen simultaneously, but the
predecessor has to have finished in order for the successor to finish.
Torcreate a Finish-to-Finish dependency, refer to steps forereating a start=to=
finish relationship. Select the Finish-to-Finish option from the drop-down
list.

Review Questions

How would you:

Enter a task?
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e Enter task durations?
e Enter subtasks?

e Use recurring tasks?
e Use task notes?

e Assign milestones?

e Enter constraints?

e Edit tasks?

¢ Delete tasks?

e Move tasks?

e Create dependencies?

SAMPLE
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Resources

When you have completed this learning module you will have seen how to:

Create a resource list
Enter working time

Enter costs

Enter notes

Assign resources to a task

Creating a Resource List

Creating Resources

Resources are people, supplies and equipment that you need to use to
accomplish your tasks and goals.

Project uses the resource information you provide to make the schedule for
your project. Typically, the more resources you assign, the shorter the
duration of the project will be because a task is completed faster when there
are more people or materials assigned to it.

To create a Resource:

One of the best ways to enter resources is by using the Resource Sheet
view.

To open the Resource Sheet view, from the main menu, choose View >
Resource Sheet:

1 & Microzoft Project - Project]

ﬂj Eile  Edt  Yew Insert Fgrmat  Tools  Project  Collaborate  ‘Window  Help vpe a question For help [ [N
Tasks |Resources Track Report  [[5]  Next Steps and Relsted Activibes =
2 4 = Jp show | Anal -85 +~ B F U @5 = | all Resources - Tz | AL
Dy SGRY | IBRT © @ =i B 0|y Nodow - R/ET @b,
@ |ResourceName |Type |MaferialLabel [infisls | Group | Max.Units | Std Rate | Ovt.Rafe | Costilse |Accrue At Base Calendar | Codle ﬂ

1 | HE W A | -
T T

| Ready EXT |CAPS. [NUM [SCRL | OVF y
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Enter a descriptive name for the resource in the Resource Name field. This
can be a worker's name, a job title, or the name of a material.

Click on the down arrow in the Type field and choose the type of resource.
Project allows you to choose either Work (human resources) or Material:

o

Fesource MName ‘T':.fpe

Resource 1

Makerial

1
2

If the resource is a material resource, enter a unit of measurement in the
Material Label field. This could be minutes, gallons, miles etc. depending
on the type of material you are using. If your resource is Work, you can
leave this field empty.

Enter the initials of the resource in the Initials field. Project enters the first
letter of the resource name as the default, but you can customize it if you
prefer.

Enter the group name in the Group field if you would like the resource to
belong to a group. Remember to spell the group name exactly the same
every time you type it. Groups will be discussed later in the chapter.

Enter the percentage of working time a resource can contribute to the project
in the Max. Units field. For example, if a resource can work full-time, you
would enter 100%. If the worker can only work part-time, you would enter
50%, or whatever percentage would be appropriate. Project uses 100% as
the default in this field:

s} Ila. =]
Units

wp
wpl | 100%

Enter the rate the resource would normally cost in the Std. Rate field.
Although Project uses hours as the default, you can also enter the rate in
minutes, days, weeks or years. To change the unit, type the amount,
followed by a/slash, and the first letter of the unit:

E St Rate ;
1056 20.00MF
000

Enter the rate the resource would cost for overtime work in the Ovt. Rate
field. Once again, Project uses hours as the default, but you may change the
unit if you wish.

Enter the flat rate a resource would cost in the Cost/Use field. Use this
when a resource is nhot charged on a time related basis (such as a material
cost).

Select the way you would like Project to calculate the cost of a resource in
the Accrue At field. There are three choices:
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Start - Project calculates the entire cost of the resource as soon as the task
begins.

Prorated - Project calculates the cost throughout the project.

End - Project calculates the entire cost of the resource when the task is
complete:

| Ot Rate | Costlze  |Accrue At |Base

30.00Mr 0.00 - || Stand:

000y |Provated Stands
End

0.00mr - Stands

o Select the calendar you would like to base the resource’s time on from the
drop-down list in the Base Calendar field. Project uses the Standard
calendar as the default:

Accrue At |Baze hiat
Calendar

St |SERE ]
P 24 Hours
Might Shift

e Enter a code in the Code field if you wish. It can help you later to organize,
sort or filter your information.

Entering Working Time

Entering Working Time

e The base calendar that you choose for a resource determines its availability.
You can customize a resource's calendar if necessary (i.e. Blocking off
vacation time).

To customize Working Time:

o _Innthe Resaurce Sheet view, choose Project,=,Resource Information'to
open the Resource Information dialog box

OR double-click on the resource

OR press the Shift + F2 key combination.

e Click on the Working Time tab if it is not already displayed:
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Resource Information |

General Warking Time | Cosks | Motes | Cuskom Fields |

Resource Name: |RESDLIFEE 1 Base calendar: IStanu:Iaru:I j

Set working time For selected date(s)

Select Datels): Set selected dateds) bo:
Mary 2003 ;I ¥ Ise default
s 1M T |W Ih g 5? " Monworking Eime
" Mondefault working time
4 =] E 7 g 9 |10
—I Frann: To:
11 112 |13 |14 |15 |16 | 1F |EI:EIEI.CI.I""1 |12:EIEIF'T""|
On this calendar:
18 |19 J20 21 |22 |23 |24 |1:EIEI PM |5:EIEI PM

Edits to & daw af
= the week

{ Edits to an
{individual dasy ;I | |

25 |26 |27 |28 |29 (30 |3 | |

Help | Details. .. | | O, I Cancel

Adjust the calendar to your specifications.

Entering Costs

Entering Rates

It is important to enter rates for a resource, even if they are estimates, as
this allows Project to calculate the overall cost of a project.

The cost of a resource may increase or decrease during the life of your
project, and you need to be able to reflect these changes.

Project allows_you to enter, up to 125 different cost rates_for a resource_and
specify the date at which the new rates takes effect.

Editing, ResoureegCosts

Open the Resource Information dialog box.

Click on“the Costs tab.

Enter additional information in the Cost rate table section of the Costs tab.
You may enter 25 rates and dates in each of the five tabs in the Cost rate
tables section:
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Resource Information |

General | Working Time Costs | Motes | Custom Fields |

Resource Marne: |Resnurce 1

Cost rate bables

For rakes, enter a valle or a percentage increase or decrease from the previous rate, For
instance, if a resource's Per Use Cost is reduced by 20%, tvpe -20%:,

A (Default) | B | c | o E

| - -
Effective Date  |Standard Rate Crvertime Rake Per Use Cosk
- 20.00/h 30.00/h 0.00

A

Cost accrual: |F‘r-:urateu:| vI
Help | Dgtails. .. || (4 I Cancel

Entering Notes

Entering Notes

e You use resource notes in much the same way as task notes. They allow you
to attach readily available, additional information to a resource.

To enter a Resource Note:
¢ In the Resource Sheet view, choose Project = Resource Notes

OR right-click on the task and select Resource Notes from the drop-down
menu

OR double=click on\the task'and click on the Notes tab in the Resource
Information dialog box:
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Resource Information |

| Cuskom Fields |

General | Working Time I Costs

Resource Mame: |Resu:uuru:e 1

s

Maotes:

A

Help | Dgtails. .. | | (4 I Cancel

Use the area provided to enter your notes. You can use the formatting tools
provided to format your note.

Click OK to save and attach the note to your resource.

Assigning Resources to a Task

Assigning with the Assign Resources Dialog Box

In the Gantt Table view, click on the task you would like to assign the
resource to.

To open the Assign Resources dialog box, from_the main menu, choose
Toals > Assign Resources

ORuclick on Assign Resourges icon ﬂ ompthe'Standard toolbar

OR press the Alt +F10 key combination:
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Aszzign Rezsources |

Task: Surmmary Task 1

;I Resource list options
Eilter by

I_ |.ﬁ.|| Fesources j Mare Filbers... |
[ available to work |Elh 3:

Add Resources = |

Resources from Projectl

|Resu:-uru:el -
R/D | Units =5 M

Resource Mame

Resource 1

Eemove

Replace, .. |
araphs... |

Close |

=] Help |

Hold down Cerl and click o select mulkiple resources

Resource 2

e Highlight the resource you would like to assign and click on Assign.

o A check mark will appear to the left of the resource when it has been
assigned:

Resource Mame R/D Liks J
¥ |Fesource 1 100%:
Resource 2

e The R/D column is only used if you are using Project Server.

o Project automatically sets the Units to 100%, but you may assign any
percentage of use to the resource.

Using the Respurece List Options

e khere are several tools available to assist you in choosing which resouree to
assign to a certain task.

s In the AsSign Resources dialog box, expand the Resource list options
section by clicking on\the plus sign button:
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Aszszign Besources |

Task: Task 1
Resu:uuru:e list opkions
Rgurces From Projectl
| Fesource 1 - fesion
Resource Name RID IJnits sl
1 (] / 200%% -
¥ |Resource 2 100%% Semave

Replace. ..

Graphs. .,

Close

| Help

Hold down Ckrl and click ko select multiple resources

Aszzign Resources H |

dddddi

Task: Task 1
E Resource list options
er by
[ |.ﬁ.II Resources j Mate Filkers. .. |

[ Available to work, |Elh 3:

Add Resources = |

Resources from Projectl

| Resource 1 = e
Resource Name RID Units =t
esource f 200%
¥ |Resource 2 100%; Remove

Replace. ..

441

Graphs. ..

This allows you to filter your resources to meet the criteria you specify.

If you check the Filter by box, you can select a filter from a long list
provided by project, or create your own filter by clicking on More Filters.

If you check the Available to work box, you can enter the number of hours
you would need a resource. Project then searches and calculates remaining
time for a resource. Resources that are available for the same or greater
amount of hours specified will appear in the list.
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e If you click on the Add Resources button, you can select a resource from an
outside source:

Fram Active I;i%ectn:-r';.f. "

From Address Book...

Assigning in the Gantt Table View

e It is easy to assign resources using the Gantt Table view, although the
detailed information in the Assign Resources box cannot be entered.

To assign aresource in the Gantt Table view:

o Select the task you would like to assign a resource to.
e Click on the down arrow in the Resource Names field.

e Select the resource you would like to assign from the drop-down menu:

o Task Mame Duration Start Finizh Predeceszars  |Resource Mames

1 = Summary Task 2days? | Tue 2000503 Wed 210503 ¥
2 Task 1 1 day?| Tue 2000503 Tue 2000503 Resource 1 [
3 Tasgk 2 1 day? | Wed 210503 | Wed 2105103 2 Resource 2

4 =l Summary Task 2 1 day? Tue 2000503 Tue 2000503

5 Task 3 1 day? ) Tue 20005003 Tue 20405003

B Task 4 1 day? ) Tue 20005003 Tue 20405003

7 Milestone 1 Odays| Tue 2000503 Tue 20005003

Review Questions

How would you:

e Create aresource list?

o __Enter working,time?

e Enter,costs?

e Enter notes?

e “Assign resources'to a task?
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Views

When you have completed this learning module you will have seen how to:

Use the calendar view

Use the Gantt Chart view

Use the network diagram view
Use the task usage view

Use the tracking Gantt view
Use the resource graph view
Use the resource sheet view
Use the Resource usage view

Introduction to Views

Now that you are familiar with the basics of Project and know how to enter
the components of a project, you must learn how to view the information.
The different views in Project allow you to see the project from a variety of
perspectives and focus on different aspects. This allows you to understand
and visualize your project better.

You can use most views to enter and edit information, although some views
can only display information.

All views are made up of three basic components:

Chart or graph - information is represented by pictures.

Sheet - information is represented in a table format, similar to a worksheet.
Form - information about a single item is represented as it might be on a
paper form.

Views can be accessed by selecting View from the main menu. The most
common views are listed in the drop-down menu. All other views (all 27 of
them!) can be accessed by selecting View = More Views from the main
menu. The More Views dialog box opens, which allows you to create, edit,
copy, organize and apply any view:

More Yiews

Calendar
Descripkive Mebwork, Diagram
DEkail antk

Gzantk Chatt

Leveling Gantt Copy... |
Milestone Date Rollup

Mileskone Rallup Qrganizer. ., |
Multiple Baselines Gantt

Metwork, Diagram

Relationship Diagram
Resource Allocation ;I

.ﬁ.pplg I Cancel |
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e A quick way to access the common views is using the View Bar. Itis a
toolbar that contains icons for eight views and an icon to access More
Views:

ankk
Chart

Tracking

Ganttn

¢ To show/hide the View Bar, from the main menu, choose View > View Bar.
A check mark will appear beside View Bar if it is selected, and it will be
displayed vertically on the left side of the window.

e The window can be split in order for you to see more than one view ata time
or use views in combination. To split the window, from the main menu,
choose Window > Split. The window will be divided into two parts. You can
then select the view you would like to see in each of them by clicking in
either the top or bottom portion of the window and selecting a view to be
displayed in that portion of the window:

SAMPLE
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e |
PR b =|[B]7 U |[E]E W A - Ve

DERY SRy inmc| o |dl =m0 @ v -aagreg,

By Tas 1 Ladsmt Tue MEcal  Hiraku
Tgk 1 Tdwy?  Tus SVHECS Pad H 21
Tewk 2 TopaT | Vs TNOSE | Fri 2064 2

Flant FiRRRREAE Tha) 5063
Tk 1 ddwpr? | Fri SO Won D206 1
Fowes? | mhon DOORAG TRiDENEDD §

Tt VTG |

Applying the Calendar View

o The calendar view is useful for a general overview of what needs to be done
on a specific day.

The calendar view uses a monthly format to show scheduled tasks:
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A black box surrounds the current date.
Tasks are shown by a bar stretching over the amount of days allocated for

the task.

A solid black bar shows milestones.

You can scroll through the months by using the arrow buttons on the top
right corner of the windows:

Type a quesktion for help

- F =

Saturday

0z

Using the Gantt Chart View

Applying the Gantt Chart View

The Gantt Chart view is useful for entering task information and viewing the
timing and relationship between tasks.
The Gantt Chart View is the default view. It consists of the Gantt table (on
the left) and the Gantt Chart (on the right). The Gantt table is made up of
columns of information, and the Gantt Chart is the graphic representation of
the information entered:

Task Mame

(1]

Duration

Start | Finizh

16 Mary ‘03

25 May '03

01 Jun '03

05 Jun 't

2]

s[MIThwT[FS

sm[TwW[T[F[S

SMITwW[T[F[S

S[MT

= Summary Task
Task 1
Task 2

Tazk 3
Tazk 4
hlilestane 1

= Summary Task 2

Jdays? | Tue 2000503

1 day? | Tue 2000503
2 days? | Wied 210503
6 days? Fri23/0503
Jdays?  Fri2305/03
3 days? | Wied 28005003
Fri 3005103

Thu 22/05
Tue 20/0%
Thu 22102
Fri 3005
Tue 27105

Fri 30/0%

0 days Fri 30402

ource 2

3 Resource

The two windows can be resized so that you can view a larger or smaller
portion of the window. To resize, simply hover your mouse cursor over the

grey vertical divider until it becomes two lines with arrows pointing outward.
Click and drag the line until it is in the position you desire:
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Firish 18
5=

Thu 22/05
Tue 20102
Thu 22024k
Fri 30/05
Tue 2713

Fri 30.0=
Fri 30/0%

The timescale at the top of the Gantt Chart is set to show weeks (in the
middle tier) and days (in the bottom tier) as the default. However, you can
adjust it to show any timescale you wish. Double-click on the timescale to
open the Timescale dialog box. You can also use the Timescale dialog box
to format any tier on the time scale. A preview of your changes is shown in
the bottom portion of the dialog box:

Timescale |

Top Tier Middle Tier | Eotkarn Tier | Mon-warking kirme I

Middle tier Formatting

Label: |2? Jan 02 j W Use fiscal vear

aligns |LeFt vI IV Tick lines

Half Years
Quarkers
Manths
Thirds of Months

jatbom) j Size: [100 = e, |V Srale separator

Presiew -

Daws
T8 May | | 12Urs y 03 01 Jun '03 0 Jun '03 15 Jun '03
5 [ | T [Minutes TWITIFIS|SIMITWITIFIS|SM[TWwW[TIF|S|S[M[T w|T]|

N AR AN —

You'can zoomgingor out to view larger or smaller time increments in the Gantt
Chart. Te zoom in or out, from /the main menu, choose View > Zoom. The
Zoeom djalog box isidisplayed:
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Zoom G|

Zaorm ko
1 week
{2 weeks
{1 month
= 3 months
{1 Selected basks

™ Entire project

% Custom: I 7] | Day(s) j
Reset | Ik I Zancel |

o Select an option from the list or use the Custom option to create your own.
e Click OK

OR use the Zoom In * or Zoom Out L icons on the Standard
toolbar.

Using the Network Diagram View

Applying the Network Diagram View

e The Network Diagram view is useful for analyzing the general workflow and
relationships between tasks. The Network Diagram view replaced the
PERT chart in older versions of Project:

=l

ISummary Tazk 1 '

Surnrnary Task 2

el 05005 IR 4
Frish: 3005005 SRR & g
Corng:

e Jltis a fleawchart made up of nodes. [Each/node represents'atask, and
contains the task name, duration, task ID, start date, finish date and
resources (if a resource has been assigned).

e Different shaped nodes represent different types of tasks. You can determine
the meaning and change the format of the shape by choosing Format > Box
Styles from the main menu. The Box Styles dialog box opens with available
options:

L J
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Box Styles |

Skyle settings For: Presiew;

Zritical

Critical Milestone
Moncritical Milestone

Critical Summary [Name]
Moncritical Surmmary

Skark:: [atart 100 [ID
Critical Inserted Projeck .e!r [_Efr] hied -
Moncritical Inserted Project Finish: [Finish] ~ Dur: [Duration]
Critical Marked Rest i [Resource Mames]

Moncritical Marked
Critical External
Moncritical External
Project Surmmary

[~ Set highlight Filker style Showe daka From task ID: | 3:

Data template

|Standard j Maore Templates, .. I

Border

Shape: | —1 vI Colar: |. Blue vI Width: |— "I

¥ show horizontal gridiines [ show vertical gridlines
Backaround

Color: ||:| Aqua vI Pattern: |
Help | (o] I Zancel |

o |If a task is in progress, a diagonal line appears through the node, and if the
task is complete, a crossed diagonal line appears:

Task_
e

e You can show or hide details by clicking on the cross that appears on the
upper left corner of a summary node;:

Using the Task Usage View

Applying the Task Usage View

e The Task Usage view is useful for showing and organizing assigned
resources under each task. Itis also used to set resource work contours
(discussed in chapter seven):
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& | Task Name wiork | petails T F 2; MEL 03 SR
1 =l Summary Task 1 2Mhrs || wigrk ghi Bhi 8h
2 [l Tazk 1 Ghrs | wark 8h
Resource 8 hrs || wiork ah
3 =l Task 2 16 hrs | | waiark ghi Sk
Resogrce 2 16 bes || ork ghi 8h
4 El Summary Task ? 4B hrs | | yjork sh ghi 8hi 8hi Bhi Bh
5 [ Tazk 3 24 hrs | | wiork 2h hi 8h
Resowrce 1 2405 Wark 2h shi &h
5] [ Tazk 4 24 brs | | wiork Bhi 8hi 8k
Resolirce 2 2205 | wWoark ghi ghi Gh
7 hilestone 1 Ohrs | wiark

o By default, the Task Usage table is shown in the left pane. To choose a
different table, click on the select all button at the top left corner of the

table, right click and select the view you wish to see:

Table: Usage
Wiew: Task Usage
Right click to select and change tabl

= Ta

= Summ
-l Ta

o Work is shown in the Details section in the right pane. To select different

25

(4

options for the Details section, click on the select all button and right
click. This gives you access to the/Timescale,; Zoom and Change Working

Time dialog/boxes:

N W

Timescale..

ZI:II:IITI. " ............

Change Working Time. ..

Using the Tracking Gantt View
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Applying the Tracking Gantt View
e The Tracking Gantt View is useful for comparing the baseline schedule and

the actual schedule (baseline will be discussed in chapter eight).

It shows a

task list in the left pane and the Tracking Gantt chart in the right:

O [Task Name Duration ot (May 03 25 May '03 0 Jun '03 05
MT I TIF[S|SIM[T P |TIFIS|SM[TW[TIF|S[S[M
=l Summary Task 1 Sdays? Tue 2 | \yiGGGGG— L
E Task 1 Idays? TueZ 100%
Task 2 2daysY| Friz
=l Summary Task ? S days? Tue 2
Tazk 3 4 daysY| Tue:
Tazk 4 3 daysY | Wed O
Milestane 1 Odays FriC

e A black bar in the Tracking Gantt view represents summary tasks. When a

task is in progress, a striped bar appears below it, representing work done
and the percentage of work done is displayed to the right of the bar.

o The Tracking Gantt View will be discussed in more detail in chapter eight.

Using the Resource Graph View

Applying the Resource Graph View

o The Resource Graph view is useful for supplying a quick visual
representation of resource allocation. It can be used to detect overallocation,
percentage of total work time each resource is assigned to, and resource
costs:

18 May '03
g ]

Mo T

200% -
160% -
160% -
140% -
120% -
100% -
B0% -
B -
40% -
20% -

Resource 4
Cwverallocated:

Allocsted:

Peak Units:

‘ N

ETgS

e You can only view one resource ata time. To look at a different resource,
click on the scroll arrows at the bottom of the left pane:
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2l Project

2 ] S
180% - b
= S—
I L S—
120% - b
100% -
2] W A —
57 B——
F: S EE——
A —

Fesource 1
Owerallocated:

Allocated:

Peak Units:

KI 2

e This view is especially useful when used in combination with another view (by
splitting the window), as you can get an overview of your resource allocation
at a glance.

SAMPLE
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.
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