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Installing the Sample Files

e Create a folder called

Project 2007 Foundation Files

under the My Documents folder (or the Documents folder if you are using
Windows Vista).

o Copy the sample files to the Project 2007 Foundation Files folder.

SAMPLE
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Introducing Microsoft Project 2007

What is Microsoft Project 20077

e Microsoft Project 2007 is the project management software produced by
Microsoft. It provides you with 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 provides a framework to start your project, as well as the means
to organize and manage effectively. Itis like having a project management
assistant.

& 1 Microsoft

:2.0ffice Project 2007

121 2006 Microsoft Corporation, All rghts reserved,

File Compatibility
¢ The file name extension remains .mpp, which is the same as previous versions.

¢ Unlike many of the other Microsoft 2007 applications, such as Word, PowerPoint
and Excel, the file format used by Microsoft Project 2007 is compatible with
earlierversions stretching back to Microsoft Project 97. This means that if you
create a project file\using Microsoft' Project 2007, it will be able to be opened. by
peoplewsing earlier versions of Project, all the'way back to Microsoft Project 97.

WARNING. Even thaugh the file format is compatible, if you,use.advanced
features that are available within Microsoft Project 2007, but which are not
supported by earlier versions of Microsoft Project then if you open a 2007
contents file using an earlier version, the advanced functionality may be lost.

The Project 2007 Screen

¢ When you first start Microsoft Project the screen will look similar to the
illustration below.
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& Microsoft Project (Trial) - Projectt
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Duration Start Finish
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The table area to the left is the area within which you can enter the individual
tasks making up your project.

The area on the right, displays the task information in the form of a Gantt chart.

Drop Down Menus
drop down menus are similar to the standard drop down menus found in the

indicates further sub-commands. As you can see some of the commands are
ticked, indicating that these are currently selected or active.
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@ Fil=  Edit mlnsert Format  Tools  Projeck  Report  'Window  Help  Adobe PDF
lJ EH él Calendar - M - (=] 65 i ol = B M
m v Gantt Chart -8 - | B J U | == = alTasks
- Mebwork Diagram
o Task Lsage Start Finish Predecessors  |Re
Tracking Gantk
——— Resource Graph
Resource Sheet
Resource Usage
Moare Views, .,
Table: Entry
Toolbars Standard
Turn ©On Project Guide Forrnatting
Wiew Bar Cuskan Farms
Hide Change Highlighting Cirawing
Header and Footer... Resource Management
Zoom... Tracking
Yisual Basic
YWeb

acrobat PDFMalker 8.0

Metwork Diagram

Cuskomize...

button to
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Zoom |§|
Zoorm ko
(1 week

)3 months
Selected tasks
{_JEntire project
() Custom: |3"r | |Da~;.=l{s]l v|

[ Reset ] L 04 J[ Cancel ]

Using the Ask a Question Box

e The Ask a Question box is displayed towards the top-right of your screen. This

feature allows you to type a question, or key words, for a subject with which you
need help.

o Click inside the Ask a Question Box and type New features.

Tyvpe aquestion for belp |~ & X new Features| - g X

e Press Enter and you will see the Project Help dialog box displayed, as
illustrated below.

SAMPLE

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2008 www.cheltenhamcourseware.com.au




Page 10 - Project 2007 - Foundation Level

€ Project Help
O 0% 6 AP €

new features ~ B Search -

ﬂ Mot connected. To see additional and updated content from Cffice Online .
dick here.

Project ~l

Searched for: "new features”

Results 1-25 of top 100 Paoe:[1] 23 4 & pext =

@ What's new in Microsoft Office Project for the desktop
Help = What's new

@ Get the latest online content while working in the 2007
release

Help = Getting help > Using Microsoft Office Online

@ Create a new task (single or recurring)
Help = Creating tasks

@ Create a new project
Help = File management

@ Create a new folder
Help = File management

'ﬁ Automatically adjust the start and finish dates for new
projects
Help = Sequendng tasks in a project

@ Use the Project Guide to start a new project
Help = File management

@ Visual Reports - New Template dialog box o |'
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r"g} Project Help
(€ 0% @ AP €

new features ~ B Search -

ﬂ Mot connected. To see additional and updated content from Cffice Online .
dick here.

Project > What's new

>

What's new in Microsoft Office
Project for the desktop

Get productive quickly
with new tools that help you track project
schedules end finances, while effectively
communcating project information.

&
z
£
by
=

Microsoft Office Project Standard 2007 is a robust project
management tool that provides the right blend of usability, power,

and flexibility, so you can manage projects more efficiently and
effectively.

[noTe | Microsoft Office Project Professional 2007 includes all the
capabilities in Office Project Standard 2007 In addition, Office Project 4

(] ] | L
Project Help | '

—

Micr; Proje

Close'the Ip win
You he FA1 k o] rt ime, to display
Project H 0X.

Standard Toolbar

This toolbar provides quick access to commonly used actions. Each icon
represents a particular action. When you point 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.

......

NEH &BQRQV X$E@EF I-™- = 25 58| [ L] %5 @ | Hogroup R FEe
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New - creates new project.

Open - opens an existing project.

Save - saves the current project.

Print - prints the project.

Search - performs a search.

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.

L = Qe ® 0L L

Paste - pastes the last item from the Office clipboard.

your proj over

rr

Hyperlink - inserts a hyperlink.

D)

Link Tasks - links selected tasks.

bl

<% Unlink Tasks - unlinks selected tasks.
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2
'f-"\

"y

I 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.

”Em

™2 Task Drivers — Displays items that drive the selected task.

g Assign Resources - opens the Assign Resource dialog box.

@ Publish All Information - publishes to the Microsoft Project Server.

Mo G - . ..
ks Group by - groups tasks according to your selection in the drop
down menu.

I.-l-!
Zoom In -increases the zoom.

L
& Zoom Out - decreases the zoom.

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

-op e Co ctu .
oft Project Ip e he j

Formatting Toolbar
e This toolbar provides quick access to commonly used formatting actions. Each
icon represents a particular 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.

task.

Copy
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“ P & = =g chow~  Arial -8 - B J

=
iy
(il
il

all Tasks - = -;5. _

&

Outdent - makes the selected task a summary task.

Eb Indent - makes the selected task a subtask.

4

Show Subtasks - shows subtasks.

Hide Subtasks - hides subtasks.

_a Hide Assignments - hides assignments.

Show = . .
=" Show - allows you to select the level of detail you want to see in your

project from a drop-down menu.

Avial
| e Font - selects fonts from a drop-down menu.

° N | Font Size - selects font size from a drop-down menu.

B
I
u

Bold - changes the selected text to bold.

Italic - changes the selected text to italic.

derl es d
Left - aligns the s ed t

Center - aligns the selected text to centre.

Under

Align Right - aligns the selected text to the right.

All Tasks . i .
= Filter - allows you to filter tasks according to the selected
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option from the drop-down menu.

-
?- AutoFilter - places a drop-down menu at the top right of every column to
allow you to filter information easily.

e
“-;\ Gantt Chart Wizard - starts the Gantt Chart Wizard.

Task Panes

o Task panes will be displayed when needed and will allow you to complete a
range of tasks. For instance start Microsoft Project and then click on the File
drop down menu and select the New command.

e This will display the New Project task pane. This pane could be used to
complete a number of different tasks, related to creating a new project.

@ File Edit ‘iew Insert Format  Tools  Project  Report  MWindow  He

NEH &Q_AY &R F I-06- R e 5

iw % %+ = I shows | Aral -5 «~ | B I U=
ENEW Project X
I ® l 2 | & o Tazk hMame

Mew

|_] Blank Project

Recently used templates
Electronic Government (E-Govi P
Haorme Mave

Tradeshow Planning, Execution 2
Insurance Claim Processing

e To close a task pane, click on the small cross shape at the top-right of the task
pane.
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5 File Edit Wiew Insert Format  Tools  Project  Beport b
NEH AV & B2AFT 9-0-10 e

‘@ % # = ¢ show-  Arial

E Tasks =~ Resources = Trar
S—

Mew Projeck v

Mew
] Blank Project

EI Fram existing project. ..

Templates
Search online For:

a0

Efaﬂ Templates on Office Online

Closing Microsoft Project
o Click on the Close icon, shaped like a small cross at the top-right of the

Microsoft Project window

or use the keyboard shortcut Alt-+H-4.

Opening an existing Microsoft Project

o Reopen Microsoft Project.
e Click on the Open button within the Standard Toolbar.

SAMPLE
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Look in: If_}_ﬂfﬂctumwts =) - XA~
(0 My Recent My Music
Documents Iﬁhﬂv Pictures
@ Deskiop EMV Shapes
T | My Yideos
L‘:! I\Dwocmnts & Project 2007 Foundation fies
My
i Computer
5" My histwork
Places
Fie name: | ~| [ opec..
Fles of bypet | wicrosaft Project Fies (*.mp®) ~|
L A (oo [ corcel |

o By default the Open dialog box displays the contents of the My Documents
folder (or the Documents folder if you are using Windows Vista).

e You should see a folder called Project 2007 Foundation Files. Double click on
this folder and you will see sample files that we will use on this course.

o Select the file called Sample.mpp and then click on the Open button. You will
then see a sample project file displayed as illustrated below.

B wicroseft Praject (Trinl) - Sample.mpp
] e B Vew Inewt Fomet Dok Fraed Hepat o teb ot & pumsbon for ek
1S BL Al 9-0- @ =i =8 8 o2 % 4 = Fom- fnd =8 ([ T v i

© ok Name Corsion | Gart

1 = Team Meetng 247 days
2 & Tosm et | 2he
= Tenm Meelrg 2 it

1
4 Team Mestng 3 1 hr
] = Write Brochwre 5 days?
8 FResssrch Hew Product 2 days?
7 Create an Cutine. 1 day?
] Vaka & Rougn Draf 1 day?
]

Edi Rough Draft

12

L=

e Tasks are listed in the left side, and the Gantt chart view is displayed to the
right.
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View Bar

e There are a number of different views that you can use to view the data that
you enter into a project. You can tell Microsoft Project to display the View Bar
down the left side of the screen, which will make changing from one view to
another much easier. To do this click on the View drop down menu and then
click on the View Bar command.

@ File Edit | Wiew | Insert Format Tools Project  Re
: 028 d il Calendar ; -
@ > & = v Gantk Chart L5 -
Metwork Diagram
[F | Tasks = -
Task Usage
Tracking Gankt —
m =t
Resource Graph
H Mon
R Sheek -
esource Shes s Wion
Resource Lsage E hel Tue
Mare Yiews, ., 1 hr | Wied
Table: Entry 3 !S? Mon
=7 Mon
Toolbars 3 av? Wed
i Turn OFF Project Guide 27 Thu
View Bar ay?  Fri
@ Hide Change Highlightirg !3? Mon 1
ay’? Mon
Header and Footer. .. 1
ay?| Tuei
Zoom... a7 Wed 1
= Nictriluda Brachimra ] F lavre ? | Tha 4

Sree‘n A O\OK M
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] Fle Edt Wew Inset Fomst Tooks Brefect Report Window Help Type a question For help v @ ¢
NEH&Q B@E 9 -0 0= 8 @ Liw 9 % = show- And -8 - Bl O v ]
@  |Task Name Duration Start Frish  |Predecessors  |Res | |Jan 5,04 [Jan 12,04 [Jan 19, '04 [ Jan 26~
| | | | | | | [SIMITWITIFISS [M]T WITF]S[S [M[T WITF[S]S [M][T]
= Tesm hieeting 3 The Wed 1704 Wed 17104 i i i i
= Write Brochure Sdays? Mon1504  Fri 1904 | p—
Rezearch New Product 2 days? Mon 14504 Tue 1804
Create an Outine 1day?  Wed 1704 Wed 17104 &
Wit & Rough Draft Tésy?  Thul@0s  Thut@od 7
Edit Rough Draft 1 day? Fri 1/3/04 Fri 118004 8
= > = Print Brochure 3days? Mon 11204 Wed 11404
Prepare through deskto) 1 day?  Mon 11204 Mon 11204 9
Get quotes from printer: 1 day?  Tue1d304 Tue 1A304 11
et printed 1day?  Wed 11404 Wed 11404 12
= Distribute Brochure 2days? Thu1M504  Fri 11604
Create maiing list 1day? Thu1M504  Thu1AS504 13
Do mags mal out 1 dary? Fri1M6M04 Fri1AG04 15

s L=

¢ As you can see there are lots of different views available. In fact if you click on
the More Views icon at the bottom of the View Bar you will see a dialog box

displaying all the different views. Click on the Cancel button to close this dialog
box.

More Views

Views:

Bar Rollup

L .ﬁ.pplu[ Cancel

Project Guide

e The Project Guide helps you to build your project, step-by-step. To display the
Project Guide toolbar, click on the View drop down menu and then select the
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Turn On Project Guide command.

Wiew ilnsert Farmat

Calendar

] mle  Edit
0 S H g
(a4 =

Adobe POF

o] = & | MoGroup

=  All Tasks .

Tools  Project windomy  Help

SRl R
B I O

Repork

15

-
3

v Gantt Chart

-~ 3 -

Metwaork Diagran

Task Usage
ﬂ = g

Start Finish Predeceszors Resource b

Tracking Gankt

Resource Graph
Resource Sheet
Resource Usage
Maore Yiews. ..
Table: Enkry [
Toolbars 3
£ Turn On Project Guide
Yiew Bar
g Hide Change Highlighting
Header and Fooker...

£O0m...

e The Project Guide will be displayed as illustrated below.

] Bl Ede ew et Fgmat Jooks Project Besort Window el -8 x
NFH &R 2B 9-- 8 =58 08 @ L s & = gous| s G Faan i
E& = Respurces - Track - | Report Tz

@ @ Tasks X (@ [TaskName Durston | Stat [Jon 12,04

— i
Fiish  |Predecessors  Fes | [dan 5, T4 |

I = WITIFIS[S M[T W

! = =

2 - - L glitey I AL VU A AR e MIT
Plan and schedule your ) Fl— Team Meeting 2ATdays  Mon 1503 Wed 1704 ]
projact’s tasks by dlicking an et T T T T
item below. Clicking an itsm 2 (G4 TeamMestiog) | 2hrs Men iS04 bon104) 0
displays toals and instructions 3 Tesm Meeling 2 1k TueiBDd4  Tue 1804 1]
for completing that step. 4 | Team Mesting 3 The| Wed1mis  wed 1704 ']
Set a date to schedule from g 1 =z re Sitnret| Mo A4 - v
; L] Rezearch New Product 2 days?  Mon 1504 Tue 1604
Define general working times ] |
2
List i tacics s he-projads E Create an Outine 1dsy?  Wed 1704 Wed 1704 &
7
Organize tasks [nto phases 8 | Write a Rough Draft 1 oy ? Thu 1 /@04 Thu 1804 | 7 il
| Fri 1804 Fri1804 5

Sechedule tasks

1 day?

iy

Tum 17304 11
Wimd 111404 12
Fri 11604
Thu 1504 13

il

e The Project Guide, as the name implies, is there to help guide you through using
Microsoft Project.
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e Exit Microsoft Project 2007, without saving any changes.

¢ Reopen Microsoft Project. As you can see the View Bar and the Project Guide,
are still displayed.

Creating a new project

e As you have seen, when you start Microsoft Project, by default it displays a
newly created, blank project. As we will see later, you can use this opening

page, to start entering data. Clicking on the New icon will create a new, blank
project.

L'I

Creating a new project based on a template

¢ You can use a template to create a project, to achieve a particular task, such as

moving house. To try this, click on the File drop down menu and then click on
the New command.

@ Eile iE-:Iit Wiewe Insert  Format  Tools  Project  Repo

1B L Hew... Chrl+M 2
E¢ﬁ Cpen... wHo [ g
— Close

= | I

- el save Chrl+5

‘E M l
n:' Save As... 1

ill see th
dow,

your

t Task P , di wa the left e
low.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2008 www.cheltenhamcourseware.com.au




Page 22 - Project 2007 - Foundation Level

@ File Edit Wiew Insert Format Tools  Project  Report  wWindow  Help  Ad

s

NEH &V EERIS 90 = 25

E**‘i'—_.gihnw' Arial -5 «~ B I U

1

i

.

-

(1] I
Ml F

5 Tasks + Resources = Track + | Report -

MNew Projeck -

(@1® | a

Mew
] Blank Project

[[‘;'J From existing project. ..

(4] Tazk Mame

Templates
Search online For:

| a0

Efﬂ Templates on Cffice Cnline

[[‘;'J n compuker, ..
(@] On'Web sites. ..

Recently used templates
Horne Mave
Mew Business
Marketing Campaign Planning
e Produck Launch

e To use a template that is already installed on your local hard disk, click on the
On computer link.
1TEIPIdLES

Search online for: Eantk
Chart
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Templates E|

General | Project Templates |

5 .
k Proi Presview
Preview not available,

[ Templates on Office Online [ Ik ] [ Cancel
Clicking on the Project Templates tab, within the dialog box, will display a
range of templates, as illustrated below.

Templates g|

Generall Project Templates l

[f@ = =] li=;

annual Report
Preparation

Commercial
Capskruction

Cuskomer
Servi

Cuskomer

Finance and Financial

Accounting ...

External
Technic. .. Servic, ..

Eal @ GaEl  GE

(>

[elfe=

Presview

Pressiew nok awvailabl

[ Templates on Office Online ]

] [ Cancel
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e Select and double click on the Home Move template. You will see the following
displayed.

@ D Tasks * @ TaskName Duration |3 |Dec 31,'06 |dan 7,07 Jan 14, '07 ~
| WITIFIS[SM[TWIT[F [S[S[MI[T MITFISISIMIT MITF]|
Plan and schedule your 0 I:l—: Home Move 13 days =
project's tasks by clicking an i
item below, Clicking an item U £ Five to Eight Weeks Before 16 days .4
displays tools and instructions 2 @& = Planning the Move Jdays | —
for completing that step. 3 \; Catculate moving expe 1 day I
Set a date to schedule from 4@ Determine the best me 2chays
Define general working times s Creste a moving-expe 1 day
List the tasks in the project L Cresle amoving binde 1day
=y = .
Organize tasks into phases e = Household Administral 6 days
Schedule tasks 8 & I=! Finanees and nsur: 2 days
Link to or attach more task g Review househele 1 day
information 10 & Werity that your be 1 day
Add colurnns of custom 1" Appraize valuable 2days
ln'for'matli?n ) 12 & Transter insuranc 1 day
ts::k:“dlmu and constrain 13 @ Transter medical it 1aay
14 & = Notifications 2 days
after planning your tasks, you 15 Matify your employ 1 day
can go to the Resources area =)
5 T o L e 16 © Transter, sell, o ¢ 2 days
and assign people to tasks. 17 & [=I Vital Services and R 2 days
18 & Organize importan 2days
19 Conkact your doch 1 day
20 Request additional 1 day
A @& [=| Your Hew Residenc 2 days
22 Collect shopgping & 2days
23 Determine the locs 1 day
24 Change driversive 1 day
25 Place orders for n 2days
26 |@ = Moving Bdays
27 & I Movers 4days v
IR e Fibbain st tan § A Amue =
60| | < | 2

e As you can see this is a project for moving home. By the end of this course you
should be able to create new projects, using existing templates, and customize
them for your specific needs.

Closing the current project

¢ Often you may want to close the current project, in this case the Home Move
project, but leave the Microsoft Project program open. Press Ctrl+4 and you
ill see the following dialog box. In thi on the No button

osaft Office Project

o EXit the Microsoft Project program.
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Setting up a Project

File Properties

e Open Microsoft Project 2007 and by default a blank project is displayed.
o Click on the File drop down menu and then select the Properties command.

‘2] Fle | Edt view  Insert

A=
] Vg wy
o

Save As...

Save Workspace. ..
Page Setup...
Print Preview

Print...

i

Send To

Properties

e The Project Properties dialog box will be displayed.

Project1 Properties

General | Summary |Statistics | Contents | Custom |

Title: |Project1

Authar:

|
Subject: | |
|
|

|
Manager: |

Template:
|:| Save preview picture

L oK J [ Caniel
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There are a number of tabs within the dialog box.

General tab:
Provides a quick summary of the name, type, location, size, creation date,
modified date, accessed date and attributes of the project.

Summary tab:
You can enter any additional information you may want to record regarding your
project.

Statistics tab:
Lists the dates the project was last created, modified, accessed and printed, as
well as who saved it last, the revision number and the total editing time.

Contents tab:
Shows a project summary. It tells the start date, finish date, duration, work
hours, cost, % complete and % work complete.

Custom tab:
Allows you to add custom file properties to the project.

Click on the Summary tab, and type New Product Brochure into the Title
field, as illustrated below.

Type your name into the Author field.

Project1 Properties

General | Summary |Statistics | Contents | Custom |

Title: |New Product Brochure

Subject: |

Authaor:

| David Murray

Hyperlink.
base:

Template:

|:| Save preview picture

L oK J [ Caniel
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e Click on the Statistics tab to see the dates that the project was last created,
modified, accessed and printed, as well as who saved it last, the revision

number and the total editing time.

e Click on the OK button to close the Project Properties dialog box.

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

e Open the Project Information dialog box by clicking on the Project drop down
menu and selecting the Project Information command.

@ File Edit Wiew Insert Format  Tools | Project hﬂepnrt Windomw  Help  Adobe

NS H & AV & @ F|Y

i@ P + = Fg show~ | Arial

|3 |Tasks ~ Resources = Track ~ Repor

@ @ Tasks *

Plan and schedule your
project's tasks by clicking an
itern below, Clicking an item
displays tools and instructions
for completing that step.

Sort

Eilkered For: All Tasks

aroup by Mo Group

Cutline

WES

Task Information...  shift+Fz
Task Notes. ..

Task Drivers

Project Information. . .

k

k

3

E

:

Set a date to schedule from I

Finish date: [ Tue 7/29/08 | Sratusdate:  [NA vl
schedule fram: | Project Start Date w | Calendar: | Standard " |
[ Help ] [ Skatistics, . ] [ (] 4 ] [ Zancel ]

e Use the drop-down calendar in the Start date field to select Mon 1/5/04.
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Project Information for ‘Project1"

Start date: \Mon 1/5/04| v|

Use the drop-down calendar in the Current date field to change the date to
Sun 1/4/04.

Current date: |Sun 1/4j04 v|

NOTE. We are using these dates so that you can work through the examples in
this manual and you will see the same results, as well as the same issues and
problems, illustrated within these examples. In real life you would obviously use

dates that are current with your project.

Your dialog box will now look like this.

Project Information for ‘Project1’

Start date: Man 1/5{04 v|  Current date: |Sun 1/4/04] v|
Einish date: |TLIE Fiz9ing | Skakus date: |NF'- V|
Schedule from: | Project Start Date v Calendar: |Standard v|

Help ] [ Skatjskics, .. ] [ Ok, ] [ Cancel ]

Be sure that Project Start Date is selected from the Schedule from drop-

[ ]
down menu (Project Start Date is the default).

Calendar: Standard

Help ] [ Skatjskics, .. ] [ i ] [ Cancel ]

e Leave the other fields as the default values.
Click on the OK button. Microsoft Project will close the dialog box and save the

information for you.
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Setting up a Project Calendar

Microsoft Project supplies three basic calendars (Standard, Night Shift and 24
Hours) which you can use as foundations to create your own base calendar.

You can make a calendar which indicates general working times for each

resource or group of resources. Project will use this information for things like
scheduling resources and converting task durations.

To set up the project calendar, click on the Project drop down menu and then
select the Project Information command.

Confirm that Standard is selected from the Calendar drop-down menu, in the
Project Information, dialog box.

Project Information for ‘Projecti’

| Start date: \Mon 1/5i04 w|  Currentdate: |Sun 1/4/04 v|
4 Finish date: |TLIE Fl29/0s | Skatus date: ||'-,‘|'|:.| V|
3
Schedule From: |F‘r-:nject Start Date vl Calendar: F
. 24 Hours
[ Help ] [ Skatistics. .. ] Might Shift
Skandard

Click on the OK button, to close the Project Information dialog box and save
the project information.

Making a New Calendar

o.make a new.calendar, click on the_Tools.drop.down menu and then.sele

e Change ing Ti omma '
lpEil=  Edit serk 4 vjeck | Repa domw elp  Adobe R

) apeling. .. F? ol

AutaCorrect Dpkions, .. — all

Dacument Managerent

(5] Task Name Links Between Projects... Predecessors

Import Outlook Tasks, ..

Change Warking Time. ..

& Assign Resources...  A+HFLD

Recriwre Sharinn k
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The Change Working Time dialog box will be displayed.

Change Working Time

For calendar: |Stan|:|ar|:| {Project Calendar)

Calendar 'Standard is a base calendar.

Legend:

Click on a day to see its working times:

[ Creake Mew Calendar ...

July 2008 A | Working times Far July 29, 2003:
Mm|T w|th|F[s[s]|
7 5 5 a z B « 3200 AM Eo 12:00 PM
Morwarking « 1:00 PM ko 5:00 PM
Fqq | Edited working [BENENLEN X
oo LS 14 |15 [16 |17 [18 |13 |20 |
On this calendar: Based on:
____________ ' 21 |22 |23 |24 |25 |26 |27 Default " K lendar 'Standard'
"3 | Exception day efault work week on calendar 'Standard',
28 a0
{1 Mondefault wark,
3k
L wee v
Exceplions Wark Weeks
Mame Skart Finish ~ Details. .
W Delete

Create Mew Calendar ... ]

The Create New Base Calendar dialog box will be displayed.
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Create New Base Calendar [E|

Marme: |C|:u|:ﬂ;.-' of Standard

) Create new base calendar

(%) Make a copy of |5tandard

V| calendar

| o

J |

Cancel ]

o Enter Project 2007 Foundation Exercise as a descriptive name.

Create New Base Calendar [E|

Marme: |F'ru:-jeu:t 2007 Foundation Exercise|

) Create new base calendar

(%) Make a copy of |5tandard

V| calendar

| o

J |

Cancel ]

e Click on the OK button.

e Now let’'s say that we need to book some time off for holidays. Within the Click

on a day to see its working times section of the dialog box, select the 1%,
2"% and 3™ of January 2004

NOTE: You will have to use the scroll bar within the dialog box to display dates

in January 2004.

NOTE: To select these dates click on January 1 and with the mouse pointer
pressed down move across to January 3. Then release the mouse pointer.

Chang

Working

.....

January 2004

Wi

Th

1

g

F

9

¢ Type Holiday Time in the Exceptions area of the dialog box, as illustrated

below.
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Exceptions wark Weeks I
Mame Start Finish ad Dietails, ..
Holiday Time|
Delete

Click in the Start column next to the name Holiday Time and you will see the
following changes.

Change Working Time

Zreate New Calendar ... ]

For calendar: |F‘ru:ujeu:t 2007 Foundation Exercise A

Calendar ‘Project 2007 Foun,..'is a base calendar.

Click. on a day ko see its working times:
January 2004 A | January 1, 2004 is nonworking.

12 [13 |14 |15 (16 |17 {18
Based on:

on this calendar;

19 |20 |21 [22 |23 |24 |25
Exception ‘Holiday Time' on calendar

'Project 2007 Foun,..".

_1 Exception day
& 26 |27 (23 |29 |30 |31

% Mondefault work
i week

(£

Exceptions Work Weeks I

Marme
Holiday Time

(£

Options. .. ] [ (] 4 l [ Close
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¢ You will notice that January 1, January 2 and January 3 are now grayed out
as non-working time. Click on the OK button to close the dialog box.

Applying a new Calendar

¢ We have created a new Calendar, now we have to apply it to our project.

e Click on the Project drop down menu and then select the Project Information
command.

e Click on the Calendar down arrow and see how the new calendar has been
added to the list. Click on Project 2007 Foundation Exercise to select it.

Coencr: I

Might Shift:
Project 2007 Foungation Exercise
Standard k

e Click on the OK button.
o Keep the project open for the next exercise.

Savinga project
e Click on the Save icon.

=] File  Edit
‘0 EH

This will display the Save As dialog box.

SAMPLE
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Save As e
Save in: |[f:'| My Documents vl @ - A b B
B My Recent @My Music
Documents | &y pictures
=
@ Dieskbop &My Shapes
EMY Videos
B r\D“gcuments [Si'Project 2007 foundation files
) M\}.'
ﬂ Campuker
o Ty Mebwork
Places
File name: |Pr0ject1 w |
Save as bype: |Project {*.mpp) “ |
Ce
= |

o Double click on the folder called Project 2007 Foundation Files folder, which
will take you to that folder.

o Type New Product Brochure in the File name field.

File name:

|New Product Brochure|

Save as bype: |F‘r|:|ject (*.mpp)

in"Microsoft Pr
¢ Click on the Tools drop down menu and select the Options command.
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Tools iEroject Report  Window  H
& speling... F7

b
1 AuboCorreck Options... 1
_ Diocument Management -
= Links Between Projects, ..
= Import Outlook Tasks. .. 1
Zhange Working Time. . L
3| &8 Assign Resources...  Al+FLO
=
i Resource Sharing »
Level Resources. ..
o Tracking 3
n Macra 3
0
O izer...
= rganizer
Customize 3
5 Cpkions. ..
I'. 1

This will display the Options dialog box.

Options
Interface | Security
Scheduls Calculation Spelling Save
General Edit Calendar
Default view: | Gantt Chart v
Calendar typs: | Gregorian Calendar v
Date format: | Mon 1i2a8i02 |
Show
Skakus bar Scroll bars CLE links indicators
windows in Taskbar Entry bar Project screentips
Bars and shapes in Gantt views in 3-D
Cross project linking options For 'Mew Product Brochure. mpp
Show external successors Show links between projects dialog box on open

w external predece

L oK ] [ Cancel
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Click on the View tab, and from within the Currency section of this tab you can
make changes, if required.

B Ry EON IR R Ry PP

Symbol: £ Decimal digits: | 2 —

Placerment: £1 | Currency: 2~
ukline options For ‘Projec Dk

Indent name Showe outline| CioP [ ]show project summary task
[ ]5how outline number Shawe summay E:E

EGP

EUR

GEL

GETa

HED

HML

HRE [ ok ] [ Cancel
HUF

IDR L

NOTE: The currencies have been abbreviated. Common ekamplés are Iistéd
below.

GBP = Great British Pounds.
USD = United States Dollars.
AUD = Australian Dollars.
EUR = Euros.

If you have time quickly have a look at some of the other tabs within the
Options dialog box and see what is available. For example clicking on the
General tab allows you to set the number of Undos that you can use. You can
also set standard and overtime pay rates for use within projects. The Save tab
allows you to set a time period to automatically save your work.

Exit the Microsoft Project jprogram.
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Tasks, Notes & Milestones

What are Tasks?

e Tasks are the specific activities which must be completed in order to finish your
project, similar to a 'to-do’ list. Your task list is the backbone of your project
plan.

o Itis essential to make your task list as comprehensive as possible, because if a
required task is omitted, you may not be able to achieve all of your goals.

o It is beneficial to create your task list in approximately the same order as the
tasks will be performed.

Entering Tasks

¢ Open Microsoft Project 2007.

e Open a project called New Product Brochure.mpp which is located within your
Project 2007 Foundation Files folder under the My Documents (or
Documents) folder.

e Close the Project Guide (by click on the Close icon at the top right of the
Project Guide pane).

@ @) Tasks x

Plan and schedule your
project's tasks by clicking an

itern below. Clicking an item
displays tools and instructions
for completing that step.

¢  Clickyin the first row. of the Task Name column.of.the Gantt table.
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@ File Edit Wew Insert Formatk  Tools  Project  Report  Window  Help  Adobe PDF

N H @AV $ R2E T 9-06- 0 |z chenE k] = B Nodoup
S w % % = T show- | Al -8 - B I U E = = AlTasks -
: |3 Tasks - Resources ~ Track = Report = <

@ @Tasks b4 (4] Task Mame Duration Start

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

Gantt Set a date to schedule from

Chart

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

Link to or attach more task
infarmmatian

&dd colurnns of custom

Type Write Brochure and press Return.
Leave the Duration, Start and Finish dates as they are.

o Task MName Duration Start Finish

1 Wirite Brochure 1 day? hlon 11504 hlon 155004

ite Broch
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e Your screen will now look like this.

@ Fle Edit ¥iew Insert Format  Tools  Project  Report  Window  Help
EH &3 BB 9-0-0 =018 @ Zid & & = show- Ad . &

i [ |Tasks ~ |Resources - | Track - | Report " 5

@ | TaskMName ‘ Duration Start ‘ Finish ‘ Dec 29, '03 Jan 5, '04 Jan 12,04
MIT [ TIF[S[SM[T wT[F[S[S[M[T [T [F
Write Brochure 1 day? Mon 1504 Mon 17204 -
Research Mew: Product 1 day? hlon 1504 hon 17504 -
Create an Cutline 1 day? Mon 14504 Mon 1504 -
Write & Rough Dratt 1 day? Mon 1504 Mon 17204 -
Edit Rough Draft 1 day? o 15504 Man 17504 -
| |

e Select "Research New Product" by clicking on it.
e Click on the Indent icon on the Formatting toolbar to make it a subtask.

@ File Edit  Wiew Insert Format  Tools  Project Report Window  Help

N5 H &4 2R 9 -0- 9 =810 @ ;E«Pu?r\éi-—ghc.wv firial
by
|Tndent {alt-+Shift-+Right) |

[ |/Tasks ~ | Resources ~ | Track = | Repart -~ &

Research Mew Product

Task Mame Duration Start Finizh Dec 29, '03 Jan 3, '04
MITWI[T[F[S[S[M]T[W][T[F]
Wiite Brochure 1 clay? Man 1./504 Man 1./504 -
| rResearchhewProcuct | 1dsy?  Mon1m04)  Mon 1504 -
Create an Outline 1 day? Mo 1 /504 Mo 1 /504 -
Wiite & Rough Draft 1 clay? Man 1504 Mo 1504 -
Edit Rough Dratt 1 clay? Man 1./504 Man 1./504 -

e Your screen will now look like this.

@ File Edit ‘Wiew Insert  Format  Tools  Project  Report Windomw  Help

Y EE = dé Sae
: [ | + | Reso Track = s
Res et Pro
Tazk = Dy n Start
o MITW[T[F[S[S
1 =1 Wi och ay? on 1 Mon 1/5/04 L
rch Mew Prod dey?| Mo 1 Man 1/5/04
Create an Cutline 1 day? flon 1 4 hon 1504
4 Wiite & Rough Draft 1 day? Mon 155804 Maon 1204
5 Edit Rough Draft 1 day? Man 155804 Mo 1504

¢ Now select rows 3, 4, and 5.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2008 www.cheltenhamcourseware.com.au



Page 40 - Project 2007 - Foundation Level

o Task Mame Duration Start Finizh
-| Write Brochure 1day? Mon1504 Mon 1/504
Research Meww Produc 1 day? Man 15504 Man 15504
Create an Outline 1 day? hlan 15504 hlan 15504

Wirite & Rough Draft 1 day? hlan 15504 hlan 15504
Edit Rough Draft 1 day? hlan 15504 hlan 15504

) | L k) —

o Click on the Indent icon on the Formatting toolbar.

1) Task Mame Duration Start Finizh
-/ Write Brochure 1day? Mon1/5/04 Mon1/5/04
Research Mew Produc 1 day? hon 15504 Mlon 1 5504
Creste an Outline 1 day? Mon 15504 Mon 15504

Wiite a Rough Draft 1 day? Mon 15504 Mon 15504
Edlit Riough Draft 1 day? Mon 15504 Mo 1 504

LA I S L S

Entering Task Durations

e Microsoft 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.

e Microsoft Project uses abbreviations for different time measures. Use these
abbreviations when typing in the duration.

m Minutes

h Hours

d Blays

ed Elapsed days
W YWeeks

ma_ Months

e, In this case use the arrow buttons, on the right end of the Duration box, to
adjust the/duration of the Research New Product task to 2 days.
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O  TaskMame Duration Start Firish Dec 29
MIT
1 [=] Write Brochure 1day?| Mon1/504 Mon 1/5/04
2 Rezearch Mew F‘ru:uduu: hon 15504 hion 1 1504
& Create an Owutline 1 day? hlan 15504 hlan 15504
4 Wirite & Rough Draft 1 day? hlan 15504 hlan 15504
5 Edit Rough Draft 1 day? hlan 15504 hlan 15504

Because you manually changed the duration of the Research New Product
task, the question mark which indicated an estimated duration disappeared.

Research Mew Procu 1 clay? -

Reszearch Mew Product 2 days

mrasta anoCntine 1 a2

To specify that the changed duration is still an estimate, double click on the
Research New Product task in the list. Recheck the Estimated box in the
Task Information dialog box.

P 3eneral | Predecessors I Resources Advanced | Mokes I Custom Fields |
Mame: |Research Mew Product | Duration; stlmated
Percent complete: Priority: | 500 =
Dates

Start: | Mon 1/5(04 | Finish: |Tue 1/6j04 v/
task bar

[ ]rallup Gantt t

o (oo
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Click on the OK button.

Notice that the estimated duration of the Write Brochure summary task has
changed as well, as the duration of a summary task is based on the durations of
the subtasks.

8  |Task MName Duration Start Finizh | |Dec 23, '03 Jan 35, '04
MIT MW TIF[S[S|M[T[W[T

-

-/ Write Brochure 2day=? Mon 1504 Tue 1/6/04

=
: - Rezearch Mew Product [ Mo 14504 Tue 1504 =
3 Create an Outline Maon 15504 hon 15504 E
4 Write & Rough Draft 1 day? Man 1504 hon 15504 E
5 Edit Rough Draft 1 day? Maon 15504 hon 1504 E

Creating a Summary Task

In row 6, type Prepare through desktop publishing and press Return.
In row 7, type Get quotes from printers and press Return.
In row 8, type Get printed and press Return.

Insert a row by selecting row 6 and then pressing the Ins (Insert) key on your
keyboard. Your screen will now look like the illustration below.

NOTE: To select a row, click within the 1D number column of the row you wish
to select. For instance in the illustration below, click on the number 6 within the
left part of the screen.

£ Taszkbame Duration Start Finizh | |Dec 29, '03 Jan &, '04
MT [ [T [F[S]S [M[T v
1 -1 Write Brochure 2days? Mon 1/504 Tue 1/6/04
2 Rezearch Meww Peaduct . 2 days? Mor 1504 Tue 17604
3 Craate an Outling 1 day?;li Mon 1804 hon 10504
4 WirtesRough Draft |\ 1 day® | Mon 1S4 Mon 10504
= " Edit Rough Draft | 1 day? | Mon 1504, har 1504

Prepare through deskio) 1 day? hon 15504 hon 175504

1 day? | Mon US04 Mon 15508

7
8 l_ et quntes_fru:um Enters
| Get printed 1 day? hon 15504 hon 15504

=
f—
=
=
-
-
-
-

Within line 6, in the Task Name column, type Print Brochure.

If necessary, select the Print Brochure and then click on the Outdent button,
on the Formatting toolbar.
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WARNING: Make sure that you click on the Outdent, not the Indent button.

=] Fle  Edt Wiew In
QEH & Q YV

% 4 = Zy show

* Houtdent {Alk+Shift+Left) |

¢ Notice how Print Brochure becomes a summary task and the three tasks below
it become its subtasks.

&  |TaskMame Duration Start Finish | |Dec29,'03 Jan 5, 04
MIT[W[T[F[S[S[M][T [w]
1 [=l Write Brochure 2days? Mon1504  Tue 1/6/04 13
2 Research Mews Product . 2 days?y hon 1504 Tue 15104 -
3 Create an Outline 1 day? hon 1 /504 Mon 15504 -
4 Wiite & Rough Draft 1 day? hon 1 /504 Mon 15504 -
S Edit Rough Draft 1 day? hon 1 /5004 Mon 1/5/04 -
6 [= Print Brochure ! 1day? Mon 1504 Mon1/504 "
7 Prepare through desktol 1 day'? hon 1 /5004 Mon 15504 -
g Get gquates from printer: 1 day? flon 1/2004 Wan 175504 -
9 Get printed 1 clay? Mo 1504 han 15504 -

¢ We will now enter the remaining tasks in our project.

e Inrow 10, type Distribute Brochure and press Return.
e Inrow 11, type Create mailing list and press Return.
e Inrow 12, type Do mass mail out and press Return.

SAMPLE
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Tazk Mame Duration Start Finizh
1 -| Write Brochure 2days? Mon1/5/04 Tue 1/6/04
2 Research Mewe Product . 2 days?y hlon 1 504 Tue 15104
& Create an Outline 1 day? Mlon 1 5504 han 1 504
4 Wirite a Rough Draft 1 day? Mon 15504 Mon 15504
& Edit Rough Draft 1 day? Mon 15504 Mon 15504
B =| Print Brochure 1day? Mon1/5/04 Mon1/5/04
7 Prepare through deskio) 1 day? Man 15504 Man 15504
i et gquates from printer: 1 day? hlan 15504 han 15204
9 et printed 1 day? hlan 15504 hion 1 15004
10 Distribte Brochure 1 day? o 1/5004 hton 1 /5004
11 Create Mailing Lizt 1 day? o 175004 bt 1 /5004
12 Do mazs mail out 1 day? o 175004 bt 1 /5004
| :
Select row 10.
Task Mame Duration Start Finish

1 =/ Write Brochure 2days? Mon 1/5/04 Tue 1/6/04
2 Research Mew Product . 2 days? Mon 15504 Tue 1504
3 Create an Outline 1 day? Mon 15504 Mon 1 1504
4 Wirite a Rough Draft 1 day? Man 15504 Man 15504
5 Edit Rough Dratft 1 day? Man 15504 Man 15504
G =l Primt Brochure 1day? Mon 1504 Mon 1504
¥ Prepare through deskiol 1 day? hlan 15504 hlan 1 /504
i Get gquates fram printer: 1 day? hlan 15504 hlan 15504
9 Get printed 1 day? hlan 15504 hon 1 £304

Diztribute Brochure ¥ hdon 115004 hdan 115004
11 Create hailing List hon, 145004 hdan 1 /5004
12 Do mass mail out hiom 1 /500 Wi 1 /50

Clickdon the Outdent button on the Fermatting toolbar. ' Your,sereen will.now

look like this.
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0 TaskName Duratian Start Finizh | |Dec 23, '03 Jan 35, ‘04
MITw[T[F[S[S|M[T[w]T]

1 [=] Write Brochure 2days? Mon1/504  Tue 1/6/04 L=

2 Research Mew Product | 2 days? han 15504 Tue 1/504 -

3 Creste an Outline 1 day? hdon 15504 hlan 15504 -

4 Write 5 Rough Draft 1 day? flon 1504 tlon 1 #5004 -

a Edit Raugh Craft 1 day? flon 1504 tlon 1 #5004 -

- [=I Print Brochure 1day?| Mon 1/5/04 Mon1/504 “

T Prepare through deskto) 1 day? Won 17504 Won 1 75804 ‘

g Get guotes from printer: 1 day? Mion 1504 han 15504 -

9 Get printed 1 day? Mion 1504 ar 1504 -
- - Distribute Brochure 1day? Mon1/504 Mon1/504 "

11 Create Mailing List 1 day? han 17504 han 17504 -

12 Do mazs mail out 1day?  Mon 1504 hion 10504 -

o Click on the Save button to save your changes.

=] Fle  Edit Wiew I
D&V

- I ‘anve [Chrl457 (2

Recurring Tasks

¢ Certain tasks fall into the category of recurring tasks. They could happenon a
daily or weekly basis, or at intermittent times, throughout your project.
Microsoft Project allows you to create a task once, and then assign both
frequency and timing to it.

e Select row 10 and click on the Insert drop down menu and then select the
Recurring Task command.

Project

Page Ereak,

Plan and
project's 4} Dirawing

Calendar : o
itern belo ) |
displays t Object... 5
for compl —
R % Hyperlink. ..  Crrl4+E 4_
Ganitt Cat o data tn cohadila fram | el

e The Recurring Task Information dialog box is displayed.
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Recurring Task Information

Task Mame: | | Curakjon:

Recurrence pakkern

O Daily Recur every |1 | wesk(s)on:
(&) Weekly
(OMonthly  [JSunday [ JMonday [ Tuesday [ |Wednesday
(O yearly [ ]Thursday [ ]FEriday [ ]saturday
Range of recurrence

Stark: |r"'1':'|'11."5."':'4 Vl {End after: D OCCUFFENCES

(*)End by: (Tue 16/04 "

Calendar for scheduling this kask

Zalendar: |NDI‘|E V| scheduling ignores resource calendars

[ Ok, J [ Cancel

o Enter Team Meeting in the Task Name box.

Recurring Task Information

Task Mame: | Team Meeting|

Recurrence paktkern

N

¢ Enter 1h in the Duration box.

ttern area

e Select the Workdays button.

Fecurrence patkern
@ DEII'_':-" E'-.-'EF':.-' O da.?.s
) Weekly S .

O Ml:ll'lthl':." = = H
O vearly
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In the Range of recurrence section select the End after button
and choose 3.

Fange of recurrence

Skart: |M':'|" 115704 Vl (*)End after: |3 | occurrences

OeEndby: | Tue /04

Your dialog box will now look like this.

Recurring Task Information

Task Mame: |Team Meeting Duration: | 1h S

Recurrence pattern

(& Daily Ee. O days

O wieekly
(%) workdays
) Manthly
(1 early
Range of recurrence
Start: |MDI'| 1/5/04 V| {()End after: |3 & | ooourrences
OEndby:  [Tue 1/6j04
Zalendar For scheduling this task
Calendar; |NDI'IE V| Scheduling ignores resource calendars

[ Ok, ] [ Cancel

Click on the OK button to return to the Gantt Chart view. Your screen will now
look like this.

Tue 1/6/04
& 1 5

hlon 15504
Edit Rough D lan 1 #5104
[=I Print Brochure Mon 1/5/04 Wed 1/7/04
Prepare through deskto 1 day? tlan 1 15004 hlon 1 5504
Get quotes from printers 1 day?y flan 1 15004 hlon 1 55004

Get printed 1 dayy tan 115004 hlon 15504

<y + Team Meeting 213 days  Mon 1504 Wed 1/7/04

14 [=] Distribute Brochure 1day? Mon1/504 Mon1/5104
15 Create hailing List 1 day? hdan 1 #5004 hdon 1 1504
16 Do masz mail out 1 day? hdan 145004 hdon 11504
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Click on the Outdent button on the Formatting toolbar.

5

% S = X Show-~

Tasks - Resources

| Outdent {Alt+Shift-+Left) |

Notice the recurring task symbol in the Indicator column in line 10.

8 [TaskName Duration Start Finizh | |Dec 23, '03 Jan 3, '04
ru1|T|W|T|F|S SM|T|W|T
1 -1 Write Brochure 2days? Mon1504  Tue 1/6/04 =
2 Research Mew Product | 2 days? hdom 14304 Tue 1504 =
3 Create an Cutline 1 day? hon 1 /504 hon 1 /504 ﬁ
4 Write a Rough Draft 1 day? hlom 1504 hlom 1504 ﬁ
3 Edit Rough Draft 1 day? Mon 1504 Mon 1504 ﬁ
B = Print Brochure 1day? Mon1/5/04 Mon 1/5/04 “
T Prepare through deskio 1 day? hon 4 45004 hon 4 45004 ﬁ
a zet quates from printer: 1 day? hor 14504 hor 14504 i
] et printed 1 day? hor 1504 hdan 155104 ﬁ
+ Team Meeting 213 days  Mon 1504 Wed 17104 i [
14 - Distribute Brochure 1day? Mon1/5/04 Mon 1/5/04 "
13 Creste Mailing List 1 day? hon 1 /504 hon 1 /504 i
16 Do mass mail out 1 day? hdom 14504 hdom 14504 ﬁ
Expand the Team Meeting task by clicking on the + symbol.
a Tazk MName Duration Start Finish | |Dec 29, '03 Jan 5, '04
MITW[T[F[S[S[M[T [w[T
1 =l Write Brochure 2days? Mon1/5/04 Tue 1/6/04 =
2 Research Meww Product 2daysy wlan 15504 Tue 145104 E
3 Create an Outline 1 day? Wlon 175004 Mon 1 45004 i
4 Wite a Rough Draft 1 day? Wlor 1504 Mon 1 /5004 E
B Edit Rovigh Dratt 1 day? | hen 1iSiE] Man 1508 @
6§ |\ [ PrictBroghure | ||\ 1day? /Mon 1504 Mon 1/5/0% oy
v Fepaahmugh deﬁm 1 day? 4 an 1I5IEII_ lon 1504 a
8 _Get D]L,IDE from priErs _1 da‘fi rH—. 13“591]:_ Mon 1 /504 a
a |\ et prirted I W=zl Monismd) Mon 1504 @
10 [7Team Meeting J243days  Mon 1508 wed 17104 g0
1 |E i Team Meeting Thr MoR 1504 Mon 1504 il
12 |[E4 Team Meeting 2 1 hr Tue 1/6/04 Tue 1/6/04 7}
13 | [Ed Team Meeting 3 1hr Wied U704 Wed 17104 #]
14 = Distribute Brochure 1day? Mon1/504 Mon 1/504 “
13 Create Mailing List 1 day'? hdan 15504 Mo 14504 ﬁ
16 Do mass mail out 1 day? Mon 15104 Mon 145104 i
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Task Notes

e Notes can be attached to a task to quickly display information relating to that
task. Notes can be displayed onscreen and included in printed reports.

e Double—<lick on the Print Brochure task
e Select the Notes tab in the Task Information dialog box.
o Type Remember to ask Kate for recommended printers.

Summary Task Information &

General l Predecessors l Resources l Advanced Motes l Zustom Fields l

Mame: |Print Brochure Duration: | 1d?

Mokes:

Remember to ask Kate for recommended printers

O, l [ Zancel

o _«Clicky,on the OKgbutton togsave and attach thegnhotesto yourgtask and returngto
the Gantt Chart view.

Naotice,the note symbol in the Indicator columns

3 Edit Rough Drait 1 day® Man 15504 Mon
i‘l_: Print Brochure Mon 1/5/04

v Prepare through desktol 1 day? Mon 15504 Mon

a Get quotes fram printer: 1 day? hlan 15504 Ivlan

¢ Move the mouse pointer over the note symbol to read the note.

ﬁ%‘; Motes; 'Remember to ask Kate For hiirgy
recommended prinkers’

T AT T AT

o0~ M
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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 mark a task which has a duration as a milestone.

¢ Milestones are marked by a diamond in the Gantt Chart view.

e Double—<lick on the Edit Rough Draft task to open the Task Information
dialog box.

e Click on the Advanced tab.

¢ Click on the Mark task as milestone checkbox (towards the bottom-left of the
dialog box).

Task Information

General ] Predecessors Resources Advanced Mokes ] Custom Fields ]

Mame: |Edit Rough Draft Duration: |1d? = | [¥]Estimated

Constrain task

Deadline: A w
; Constraink bype: 45 Soon As Possible | Constraint date: |MA W
| Task type: Fixed Units “ EFfart driven
| Calendar: Mone L7

WES code: 1.4

Earned walue method: % Complete L

@ﬂ
= N~

e Click on the/OK button. The task is how marked'by a diamond in the Gantt
Chart view;

F- Ediit Rough Drat 1day? Mo 1504 Mon 1/504
[=3 2 [ -

¢ Click on the Save button to save your changes. Exit Microsoft Project.
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Manipulating Tasks & Constraints

What are Constraints?

A constraint is a parameter placed upon a task which limits the start or finish of
a task.

By default, the As Soon as Possible constraint is applied to every task. The
following is a list of all of the constraint types which are available to choose
from.

As Soon as Possible
Schedules the task to start as soon as the beginning of the project.

As Late as Possible
Schedules the task to end no later than the end of the project.

Finish No Earlier Than/
Finish No Later Than
Schedules the tasks to finish no later or sooner than a specific date.

Must Finish On/
Must Start On
Schedules the task to finish on or start on a specific date.

Start No Earlier Than/
Start No Later Than
Schedules the task to start no earlier than or no later than a specific date.

Adding Constraints

Open Microsoft Project and open your New|Product Brochure.mpp file:

Double click on the Print/Brachure task to open the Task Information,dialeg
box.

Cilick on the Advanced tab.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2008 www.cheltenhamcourseware.com.au



Page 52 - Project 2007 - Foundation Level

Summary Task Information

General | Predecessors Resources Advanced | Motes | Zustom Fields |

Mame: | Print Brochure | Duration: |1d7 Estimated

Zonskrain bask,

Deadline: A v/

Constraint bype: |F'-5 Soon As Possible V| Constraint date: |N-':'- w
Task type: |Fixeu:| Courakion | EFfart driven

Calendar; |Nl:|ne V| Scheduling ignores resource calendars

WES code: |2 |

Earned value method: |°.-"o Zomplete |

[ ImMark task as milestone

L Ok, ] [ Cancel

e Select Start No Earlier Than from the Constraint type drop-down menu.

Constraint bype: Skark Mo Earlier Than

&5 Soon As Possible
Task type! Finish Mo Later Than

Start Mo Earlier Than

Calendar:

will ens that the

Brochure
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G ERSO

Task Mame Duration

[=] Write Brochure 2 days?
Research Mewy Product . 2 days?
Create an Outline 1 day?
Wirite a Rough Draft 1 day?
Edlit Rough Draft 1 day?

El Print Brochure 1 day?

Prepare through deskio 1 day?
Get gquotes from printer: 1 day?

Get printed 1 day?
[=] Team Meeting 213 days
Team Meeting 1 1 hr
Team Meeting 2 1 hr
Team Meeting 3 1 hr
[=I Distribute Brochure 1 day?
Create Mailing List 1 day?
Do mass mail out 1 day?

Start

Mon 1/5/04
hon 1504
hdan 155104
Mon 17504
hon 125104

Wed 1/7/04
Wed 15704
Wed 15704
Wied 157004

Mon 1/5/04
hdan 155104
Tue 15104

Wied 177104

Mon 1/5/04
hdan 155104
Mon 17504

Finish | Dec 29, '03 Jan 5, '04
MITPW[TIF[S[S[M[TW[T[F

Tue 1/6/04
Tue 17604
han 15504
mon 17504
hon 12504
Wed 1/7/04
Wed 17704
Wed 17704
Wed 1704
Wed 1/7/04
han 15504
Tue 1504 7]
Wed 17704
Mon 1/5/04
han 15504
mon 17504

DD

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.

e Double click on the Team Meeting 1 task to open the Task Information
dialog box.

General

l Predecessors l Resources

Advanced

T

Calendar: |None v|
WS code: |31 |
Earned walue method: |°.'"o Cormplete v|

[Imark task as milestone

Scheduling ignaores resource calendars

|

Task Information ['X|

Maotes l Custom Fields l

by I Estimated

QK ] [ Cancel
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e Change the duration of the meeting to 2 hours by entering 2h in the Duration
field.

e Click on the OK button.

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.

e Select row 14 (the Distribute Brochure task).

(1] Tazk Mame Duration Start Fin
1 —| Write Brochure 2days? | Mon 1/504 Tue
2 Rezearch Mewe Product . 2 days? Mon 1/504 Tue
3 Create an Outline 1 day? Mon 1/504 Mor
4 Wite & Roudgh Draft 1 day? Mon 17504 har
= Edit Rough Draft 1 day? han 1/5/04 Wor
& |Ed < E Print Brochure 1day? Wed 1704 Wed
¥ Prepare through deskio 1day?  Wed 1704 Wec
& et quates from printer: 1day?  Wed 1704 Wec
9 et printed 1dayy ‘Wed1/704  Wec
10 O - Team Meeting 213 days| Mon 1504 Wed
1 | [Ed Team Meeting 1 2hrz Mon 1/504 ) Maor
12 |[Ed Team Meeting 2 1 hr Tue 1504 Tue
13 |[Ed Team Meeting 3 The  Wed 1704 Wec

T - Distribute Brochure Mon 1504

15 Create Mailing List 1 dlay? hon 1504 har
16 Do mass mail out 1 day? Mon 1/5104 Mior

o Press the Del key.

NOTE.If the Planning Wizard dialoag box appears, click on the OK button.

Planning Wizard

You can:

{(*)ontinue, Delete 'Distribute Brochure' and its subtasks,:
() Cancel. Don't delste any tasks,

[ a4 ] [ Cancel ] ’ Help ]
[Joon't tell me about this again.

Notice how all of the subtasks were deleted along with the summary task.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2008 www.cheltenhamcourseware.com.au



Page 55 - Project 2007 - Foundation Level

The screen now looks like this.

o Task Mame Duration Start Finizh | |Dec29,'03 Jan 5, 04
W T [ [T[F[S[S[M[TW][T][F[S
1 = Write Brochure 2days?| Mon1/504  Tue 1/6/04 =
2 Research Mew Product | 2 days? hdon 122004 Tue 155104 =
3 Creste an Cutline 1 day? hdon 15004 har 15504 ;
4 Wirite & Rough Dratft 1 dayy hlon 1 /5004 han 1 r504 -
5 Edlit Rough Draft 1 day? hlon 1 /5004 Mon 15504 @ 15
& |[Eq <& = Print Brochure 1day? Wed1/7/04 Wed1/7/04 =)
7 Prepare through deskta) 1dayy  Wed /704 Wed 1704 ]
g et quotes from printers 1day?|  Wed /704  Wed /7104 ]
] Get printed 1day? | Wed 1704 Wed 17104 =
1m T -l Team Meeting 213 days| Mon1504 Wed1/7/04 gaoa
11 |[EH Team beeting 1 2hrs Mon /504 Mon 15504 |
12 |[Ed Team Meeting 2 1 hr Tue 11504 Tue 1/5/04 @
13 |[Ed Testn Meeting 3 Thr Wed 1704 Wed 1704 [#]
-

Undo the deletion by clicking on the Undo button in the toolbar.

at  Tools Project  Repo
_T"_LI f k - ?.r_,

Undo Delets| B

The deleted tasks are displayed again.

o Task Mame Duration Start Fini

1 -/ Write Brochure 2days? Mon 1504 Tue

2 Research Mew Product . 2 days? haon 15504 Tue

3 —I— lﬂaﬂe an Outline_ 1 day?‘ félon 1I5IEI4| hon

4 Wirite & Rough Draft 1 day hon 150 hon

5 ' Edit Rough Draft | 1 day?) | Mon 1504 Mon

B Ed < = PrintBrochure | | 1day? |Wed 1704 yWed

7 Prepare through deskto 1 dayy | | Wed 1704 Wied

] L et quntes_frcum pmers T %5.-'? Uied 17004 Wed

g 7 Getprintede Waay?  Ded 1704 wied

10 -l Team Meeting 213 days  Mon 1504 Wed

11 | [Ed Tesm Meeting 1 2hrs Mon 15504 Mon

12 |[Ed Tesm Meeting 2 1 hr Tue 116104 Tue

13 |[Ed Tesm Meeting 3 1Thr  Wed 1704 Wied
S EN I - pistribute Brochure Mon 1/5/04

13 Create Wailing List 1 day? hdon 17504 hdan

16 Do mazs mail out 1 day? hdon 17504 hdan
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Moving Tasks

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 to a new
location, you must first outdent it so that it is at the highest possible level.

Select row 10 (the Team Meeting summary task).

i) Task Mame Duiration Start Firiz
1 -| Write Brochure 2days? Mon 1/5/04 Tue
2 Rezearch Mesw Product . 2 days? hon 15504 Tue
3 Create an Outline 1 day? hdon 15504 Man
4 Write & Rough Draft 1 day? hon 15504 Man
5 Edlit Rough Draft 1 day? hdon 15504 Man
& |[Ed 2. = Print Brochure 1day? Wed1/704 Wed
7 Prepare through deskto) 1 day? Wiedd 17704 Wyied
d Get quotes from printer: 1day?  Wed 1704 Wed
9 Get printed 1 day? Wed 15704 Wed
10 =] Team Meeting 213 days Mon 1504 Wed
1M1 | [Ed Team heeting 1 2hrz Mon 14504 Mon
12 [ Team Meeting 2 1 hr Tue 1/6/04 Tue
13 | [Ed Team Meeting 3 1Thr  Wed 1704 Wed
14 = Distribute Brochure 1day? Mon 1504 Mon
15 Create Mailing List 1 day? hon 155104 Man
16 Do mazs mail out 1 day? Mon 15504 Mon

Move your mouse pointer over the ID number of the task (i.e. the number 10 in
this case) until the mouse pointer changes to the shape of a move cursor.

AL B L oy CRIRIE R RINT ] WML 1] T
213 days Mon 1504 Wed 17104

|

= Team Meeting

Click and hold down the mouse button. Drag the mouse pointer until the
horizontal grey stripe is above row 1/as illustrated below.

Tazk Mame

Mom1/5ma Tued.

“_ Researeh Mew Product |/ 2 days?
fdar 1 s5i04 Man 1,

Create an Outline 1 dany?

Notice that all of the subtasks were moved with the summary task.
Save your changes and Exit Microsoft Project.
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What are Dependencies?
e 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.

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.

Finish-to-Start (FS) Dependencies

¢ 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.

e Because most tasks in a project cannot occur concurrently, you must assign
dependencies, telling Project that one task cannot start until another finishes or
that a task cannot finish until another task finishes etc.

e Start Microsoft Project and open your project called New Product
Brochure.mpp from the Project 2007 Foundation Files folder.

e Double-click on the Create an Outline task.

5 =l Write Brochure 2days? Monf
G Research Mewy Praduw| 2 days?| hon
Fi I Create an Outline ! 1 day? Munf
i Wite & Rough Draft 1 dayTMDn 3
g | _Edﬁcuuqh Draft | 1 da?? Mor &

e . This will open the Task Information dialog box.
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Task Information

General | Predecessors Resources fdvanced | Mokes | Custom Fields |
Mame: |Create an Outliine | Duration: | 1d? = Estimated
Constrain bask,
Deadline: | MA V|
Constraint bype: |F'-5 Soon As Possible V| Constraint dake: |N-':'- w
Task bype: |Fixeu:| Inits V| Effort driven
Zalendar; |Nl:|ne V| Scheduling ignores resource calendars
WES code: |2-2 |
Earned value method: |°.-"o Complete v|
[ Imark task as milestone
o ) Cooms
e Click on the Predecessors tab.
Task Information £|
General | Resources | Advanced | Mokes | Custom Fields |
Mame: |Create an Outline | Duration: |1d7 = Estimated
Predecessors;
| -
Task Mame Tvpe Lag

(£

| o

] [ Cancel
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column of the Predecessors tab.

Select "Research New Product" from the drop-down list in the Task Name

Task Information |‘§|
General Predecessors | Resources | Advanced | Motes I Custom Fields I
Mame: | Create an Outline | Duration: Estimated
Predecessors:
E3%| A
jin] Task Mame Type Lag
[wr
-~
Wyrite 3 Rough Draft =
Edit Rough Draft
Print Brochure
Prepare through desktop publishing
Gek guokes from prinkers
ek printed
Tearmn Meeting
Tearm Meeting 1 “
Team Meeting 2 w o
o ] (oo
e Select Finish-to-Start (FS) in the Type column.
Task Information |Z|

General Predecessors | Resaurces | Advanced | Motes

Marme: |Create an Outlineg

| Custom Figlds

| Duration: [+] Estimated

Predecessars;
|1 Finish-to-Start (F) ~
D Task Mame Tvpe Lag
z Research Mew Product Finish-to-Start (FS) v Dd B
E-to-Start
h-to-Finish
t-ko-Finish §
b’
[ ok ][ conel

o Click on the OK button. This tells Microsoft Project that you cannot start
creating an outline until the research for the new product is complete.
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NOTE: The ID number of the predecessor is shown in the Predecessors
column of the Gantt table, and the dependency is represented by an arrow in
the Gantt Chart.

g -| Write Brochure 3days? Mon1/504 Wed 1/7/04  p—
B

Research Mew Product 2 dases? | Mon 1/5m04 0 Tue 1504 i
v - Create an Cutline - f Wied 10704 Wed 10704 .

Start-to-Start (SS) Dependencies

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

e Double click on the Create mailing list task.

.- e [ oy Ve

14 - Distrilute Brochure 1day? Mon 5

15 | Creste mailng list | 1 day?  Mon s/
L ]

16 Do mazs mail out 1 day? MonSi

e This will open the Task Information dialog box. Click on the Predecessors
tab.

Task Information

General Predecessors Resources Advanced Mokes ] Cuskom Fields l
Mame: | Create mailing list Duration: | 1d? 2| [«]Estimated
Predecessars:

S

Ilam Task NamL — — |.“ -}ag
~
o J (o )

o Click on the down arrow at the right side of the Task Name column and scroll
down the list to select Get Printed (note you may have to scroll down the list to
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see this item).

Task Information £|
General Predecessors | Resources | Adwanced | Mokes | Cuskomn Fields |
Mame: | Create mailing ist | Duration: Estimated
Predecessars:
| »~
1D Task Marme Tvpe Lag
& =3
Wi'rite Brochure e
Research Mew Produck =
Create an Outling
‘irite a Rough Draft
Edit Rough Draft
Print Brochure
Prepare through desktop publishing
Get quates fram prinkers
b’
Team Meeting w
[ Ok ] [ Cancel ]

e Click on the Start-to-Start dependency from the drop-down menu of the Type
column.

Task Information

General Predecessors Resources Advanced I Mokes | Cuskom Fields
Mame: | Create maiing list | Duration: [#] Estimated
Predecessars:

#|v1| Finish-ta-start (F5) ~

|

Task Mame
et prinke ini B

irk-k

s .

€

[ Ok ][ Cancel ]

This lets Project know that you can start creating your mailing list while the
brochure is being printed.
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e Click on the OK button. Your screen will now look like this.

8 TaskName Duration Start Finizh | |Dec 23, '03 Jan 5, '04
I‘-.-1|T|W|T|F|S SI‘-.-1|T|'I.-“-.I'|T|

1T = Team Meeting 213 days | Mon 1/504 Wed 1/7/04 i A"

2 |[Ed Team Mesting 1 Zhrz|  Mon 15504 han 1504 i

3 |[Ed Team Meeting 2 1hr Tue 15104 Tue 1504 [#]

4 |[Ed Team heeting 3 Thr  Wed 1704 Wied 1704 7]

5 =l Write Brochure Jdays? Mon 1504 Wed1/7/04 =
G Research Meswy Product . 2 days? han 15504 Tue 15104 =2

7 Create an Outline 1 day? Wied 177104 Wied 157104

g Wite a Rough Draft 1 day? han 15504 hon 15504 |

| Edit Rough Draft 1 day? hion 1 4504 hon 1 4504 @ 15
10 | [Ed 2 = Print Brochure 1day? Wed 1704 Wed1/7/04 =)
11 Prepare through deskto| 1 day?  Wed 1704 Wed 1704 [
12 Get gquotes from printers 1 day?  Wied 1704 Wed 1704 ]
13 Get printed 1day? Wed 15704 Wed 17104
14 =| Distribute Brochure Jdays? Mon1/5/04 Wed1/7/104
15 - Create Mailing List 1 day?  Wed T4 YWed 1,704
16 Do mass mail out Mon 15504 Mon 1504 -

o Now we will finish assigning the dependencies for all of the tasks in the project.

e In the Gantt Chart (i.e. the chart within the right side of the screen), move the
your mouse pointer over the Create an Outline task until the pointer changes
to a shape with four arrows pointing outward.

@ |TaskMName Durdlion |\ Start Al [Fimsh || |Dec 29, 03 Jari5, 104 Jan 12,04 -

+ y N | L\ J || WL LIRS [ [T [F 5[5 [T [ imeasisis

T3 ) = Team Meeting 213/days | \Mon 1504 Wed1/7/04 g aoa

z | Team Mesting 1 [2hrs| \Mon1/8ma Mo 1/5m4 g

3 | TesmMestingz |\ | Ahr Tus 04 Tue 1504 a

aiEd [/ TeamMesting 3 1 e wediFnd  vied 1704 ]

) =1 Write Brochure Jdays? Mon1/5/04 Wed 17704 e

] Research Mewy Procuct . 2 days? Mon 1/5104 Tue 15604

7 Creste an Ouine - Wed 1704 ed 1/7/04 %

g Wiite: & Rough Draft 1 day? Mo 15504 harn 15504 ] Task_

] Edlit Rough Draft 1day?  Mon /504, Mon1/504 & 15 ;ta;i’:i{,‘:‘;t‘fi‘;';uo‘}”tl'”;uramn: .

10 |[Ed & = Print Brochure 1day? Wed 1704 Wed1/7/04 =] Finish: Wed 1)7/04

e Click and drag the mouse pointer to the Write a Rough Draft task.
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The cursor becomes a link symbol and an information box is displayed

describing the link you are creating. By default, a Finish-to-Start dependency

is created.
i | [Ed Team Meeting 2 1 hr Tue 1504 Tue 145104 #]
4 |[Ed Te Finish-ta-Stark Link g
5 =1 Write: |Fram Finish OF: Task 7 L
6 Re| TO Start Of: Task &
7 eate an Cutline 1 day? Wed 1704 Wed 1704 %
g Wirite & Rough Draft 1 day? fon 15504 hdon 15504 %

Release the mouse and the link will be created, as illustrated below.

7 Create an Outline 1 day? Wied] 17104 Wizd 107104
g Wirite & Rough Draft 1 day? Thu 15504 Thu 15504 B
J Eclit Rough Dradt 1day?  Mon 1504 hon1/504 % 15

Now we’ll create the dependencies for the remaining tasks.

Create a Finish to Start dependency for the following tasks using the drag and
drop method in the Gantt Chart view.

‘Write a Rough Draft’ to ‘Edit Rough Draft’

‘Edit Rough Draft’ to ‘Prepare through desktop publishing’
‘Prepare through desktop publishing’ to ‘Get quaotes from printers’
‘Getquotes fromprinters’ to ‘Get printed’

‘Create mailing list’ to ‘Do mass mail out’

As you add the dependencies, notice how the durations of the Summary tasks
change. Your screen will now look like this.
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0  TaskName Duration Start Firish | |Dec 29,03 Jan 5,'04 Jan 12, '04
MIT [ [TIF[S[s|M[Tw[T[F[s[sM[TW[T[F[S]S
T | =| Team Meeting 243 days Mon 1504 Wed 1/7/04 Q e
2 | Team Meeting 1 2hrs Won 1/504 hion 17504 |
3 | Team Mesting 2 1 hr Tue 1604 Tue 17804 "]
4 | Team Mesting 3 Thr  Wed 1704 Wed 1704 "]
a = Write Brochure 5days? Mon 1/5/04 Fri 1/9/04 e
G Research Mew Product . 2 days? Man 15104 Tue 1/5:04
7 Create an Cutline Wed 1704 Wed 1704
=3 Wtite & Rough Draft 1 day? Thu 158104 Thi 17504
a Edlit Rovigh Draft 1 dary? Fri1/8/04 Fri1/am04 pass. 2L
10 |Eq 2. = Print Brochure Fdays? Mon 11204 Wed 1/14/04 +—v
11 Prepare through deskto) 1day?  Mon1M204  Mon 1204 ;
12 Get quotes from printers 1day?  Tue1M3M4  Tue 11304
13 Get printed 1day? Wed 11404 Wed 11404
14 =| Distribute Brochure 2days? Wed11404 Thu115/04 p—
13 Creste Mailing List 1day? Wed 11404 Wed 11404
16 Do mass mail out 1day?  Thu1A504  Thu 141504

Save your changes and exit Microsoft Project.

To see a sample of what the project should look like so far, open a file called
Finished - Tasks.mpp from the Project 2007 Foundation Files folder.

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.

Exit Project before continuing.
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Resources

What are Resources?

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

e 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.

Creating a Resource List

e Start Microsoft Project and open the New Product Brochure.mpp file from the
Project 2007 Foundation Files folder.

NOTE: If you have gone wrong in the previous section and do not have access
to a tutor to explain what went wrong, then you can open the file called
Finished - Tasks.mpp to continue with the exercise in this section.

e Click on the View drop down menu and then select the Resource Sheet
command.

@ File Edit | Wiew | Insert Format  Toals  Pre

i 05 &I Calendar

e w  Gantk Chart

sks -

Metwork Diagram

Task Usage

Tracking zankk

Fesolrce Graph

oo WL |

3 Resodrce Usage

e Click in the first row of the Resource Name column, type Jane Doe and then
press Return. Your screen will look like this.
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@_ﬁsidtWEEMFQMINKEMWRWM

NDEH &L Ga@m 9.~

Type a question For help |+ &
B =d[E8 @ Eie 3 & - show- | And -8 + B I U
i[O Take - Resources - Track = | Report -
[i] Fesource Name Type Material Label  Initisds |G’DWJ Max Unis  Std Rate | Ovi. Rate Costillse  Accrue At Base Calendar | Code
1 Jane Doe Work J 100% F0.00mr $0.00ie
Calendar || S :

$0.00 Prorated  Project 2007 Fou

Click in the second row of the Resource Name column, type Katie Aiko and
press Return.

0 |Hesu:uurn:e Matme |T§.fpe |Material Label |In'rtials
1 Jane Doe Wiork J
2 | Hatie sika chnrk K

Type Postage in the third row and press Return.

(1] |Hesu:uurn:e Matme |T§.fpe |Material Label |
1 Jane Doe Wiark
Hatie Aika Wiark
Postage Wiark
l :

In the cell to the right of the Postage cell, select Material from the drop-down
list in the Type column.

I | 3] |Res-:uur|:e Marme

|T'fpe |r-.-1aterial Lak

lateria

e & Q0 |

Enter Stamps as a unit of measurement in the Material Label field and press

Return.
(1] |Hesnurce Matme |Type |r-.ﬂaterial Label |In'rtia|
1 Jane Doe Wiork J
2 Hatie Aiko WKk 1
3 Postage htaterial Stamps F
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e Leave all other options as the default as we will cover them in the following
exercises.

e Click on the Save icon in the toolbar to save your work.

SAMPLE
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End of the preview sample

‘ 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:/MWwww .cheltenhamcourseware.com

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

The IT Computer Courseware Library

m
A complete library of quality training courses ﬂ@ ’ ’0.3

Includes Windows 7 and Office 2010 Courseware j E \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each
course, included w ith our printable coursew are. OVer

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 Y |

The'mostcost effectiveicoursew aressolution foryour IT
fraining needs. Get ALL our courses, and all new courses WEb Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library',
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