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Installing the Sample Files into the Hard Disk

Installing the sample files

o Use Windows Explorer to create a folder called Project XP Foundation
Samples, in the My Documents folder.

o Copy the sample files for this course to the My Documents\Project XP
Foundation Samples folder. If these files have been copied to your network
server, then ask your trainer/supervisor for more information about how to copy

these files to your PC’s hard disk.

SAMPLE
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Introduction to Microsoft Project XP

Using the Task Pane

e Open Project 2002.
e If the New Project task pane does not open automatically, from the main
menu, choose View > Toolbars > Task Pane:

& & Mew Project * X
Open a project
Project1
Office Maove
Projectz
(= More projects...

Mew
[ Blank Project

Mew from existing project
Choose project, ..
Mew from template
Office Move
@ General Templates. ..
@ Templates on my Web Sites, ..
@ Templakes on Micrasaoft,cam

(4 Add Mebwork Place. .

@ Microsaoft Project Help
[w] Show ak skartup

n the d arro the topgright ide of the task pan
uﬁSM
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Projectz
(= More projects...

Search for:

Search bext:

@ Search Tips...

Other Search Options:

Search in:

| Selected locations

Results should be:

|Selected file types

See also

B Advanced Search

dd Find in this document. .,

e From the main menu, choose View > Toolbars > Tracking to show the
Tracking toolbar

OR right-click on any toolbar and select Tracking:

SAMPLE
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Standard
Farrnatking

Collaborate

Zuskom Forms
Drawing

Resource Management

Task Pane

Yisial Basic

Web

analysis
Metwork Diagram
PERT Analysis

Project Guide

Cuskomize. ..

Note: A check mark appears beside a toolbar if it is shown.

e To hide the Tracking toolbar, from the main menu, choose View > Toolbars >
Tracking to deselect the Tracking toolbar

OR right-click on any toolbar and deselect Tracking from the listed toolbars.

Using the Project Guide

e Use the forward arrow at the top left of the Tasks pane to display the
Resources pane:
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< Tasks e <3 £ Resources o
Pl h nd schedule your Build your project’'s tearn and
p Forward |5zl 5 by clicking an assign people to tasks by clicking
itern belaw. Clicking an itern an iterm below, Clicking an item

dizplays tools and instructions for

displays tools and instructions i
completing that step,

for completing that step.

¢ Click on the Show/Hide Project Guide icon on the Project Guide toolbar to
hide the Project Guide:

Project Guide
Tasks |Resources [Track Report | [[=]| Mext Steps and Related Activities ~

ShowfHide Project Guide

SAMPLE
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Defining the Project

Opening a New Project

o Use Windows Explorer to create a folder called Project 2002 Foundation
Work Folder in the My Documents folder.

e Start Project 2002.
¢ From the main menu, choose File > New.
e Click on Blank Project in the New Project task pane:

@ Mew Project * X
Open a project
Projectl
Cffice Move
Project2
@ Mare projects...

New

[ Elank Projeck
MNew from ﬁting projeck

E Choose project...

Mew from template
Office Move
zeneral Templates. ..

y Templates on my Web Sikes.. .

& J Templates on Microsoft.com

[ Add Metwork Place. ..

@ Microsoft Project Help
Show at skarkup

Entefing Start and Finish\Dafes] [Swms®™ [ j—

e ItheProject Information dialag box opens automatically whenyyou select
Blank Project from the New Project task pane.

e If the Project Information dialog box does not open automatically, from the
main menu, choose Project > Project Information.

e Use the drop-down calendar in the Start date field to select Monday, July 14,
2003:
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{ Project Information for "Projectd’

_ Start date: Mon 14/07 /03 >  Currentdate: [Thu 10/07/03 j

' Einish date: July, 2003 Skatus date: |N-':'- j
Sun Mon Tue Wed Thu Fri o Sat

| Schedulefron -0 =5 4 = 3 4 5 Calendar: |Standard j
_ & 7 8 9 <o 111z

Al 15 ‘E& 15 16 17 18 1% Priority: s00 =

Erterprisecy| 20 20§ 22 23 24 25 2
27 28 29 30 3 1 2

| 3 4 5 & 7 g Q =

Custorn Field alue

Help Stakistics. . . O, I Cancel

e Use the drop-down calendar in the Current date field to change the date to
Sunday, July 13, 2003:

Project Information for ‘Project3’

Start date: |MDI‘| 14/07/03 Current date: | 5un 13/07/03

[ 4 | July, 2003 [+ |

Sun Mon Tue "Wed Thu Fri Sat
Schedule Fram: |F'ru:ujeu:t Skart Date J Calendar: | -0 =0 Z 3 4 5

-
St 5 S <O 11 pie
\.ﬁ.ll kasks b S00M a5 pﬁ nmnt[ 141 e 17 18 e A
Enterprise Custom Figlds 20& 21 22123 24 25 |28
| N W o8 Bz oz 23 n 1 2 | |
— ] 4 ] b 7 5] g

=y Today: 10/07/2003

ERNEN

Finish date: | Thu 10j07/03 Status datd

Help Skakiskics, .. Ik I Cancel
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Establishing a Project Calendar

¢ Select Standard from the Calendar drop-down menu in the Project
Information dialog box:

Project Information for "Projectd’

Start date: | Mon 14f07 /03 »|  current date: [5un 13/07j03 -
Einish date:  [on 14/07/03 | statusdate:  [na -
Schedule Fram: IF‘rDject Skart Date j Calendar:

Al tasks begin as soon as possible, Priarity: r?d?g:llz:;rhsift

Enterprise Custom Figlds

Field M

Help Skatistics. .. (] 4 I Cancel |

o Click OK to close the Project Information dialog box and save the project
information entered.

Saving — —

e  From the main menu, choose File > Save to open the Save As dialog box:
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Save As

Save in: I[ﬁ Project 2002 Foundation Work, Fn...ﬂ e | el + Todls -

Kl E3

History

&

My Documents

Deskkop

Favarites

= File name: INew Product Brochure| j ODEC. ..
My Mekwork,

I Save I

Places Save as bype: IF‘ruject j

Cancel I
&)

e Double-click on Project 2002 Foundation Work Folder.
e Type New Product Brochure in the File name field:

File name: Ir'-.lew Product Brochure| |
Save as bype: Ipr.:,je.:t j
e Click Save.

Quitting and Closing

& save b Chrl+5

Save As...

ject:

e From the main menu, choose File > Exit to exit Project 2002.
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Entering Tasks

e Open New Product Brochure from your Project 2002 Foundation Work Folder in
My Documents.

o Click in the Task Name column of the Gantt table.

e Type Write Brochure.

e Press Enter.

e Leave the Duration and Start and Finish dates as is:

o Task Mame ‘ Duiration Predeceszors

Start ‘ Finizh

1 itwrite Brochure I 1 day? hMon 140703 Mon 1407103
[ ]

Entering Subtasks

e Click in the second row of the Gantt table, underneath "Write Brochure".
e Type Research New Product.

e Press Enter.

¢ Highlight "Research New Product" by clicking on it.

e Click on the Indent icon on the Formatting toolbar to make it a subtask:

@ mq}: = & [E]=  AiTass - T
g

| Research Mew Product

N R N

1 Z Write Brochure [ Mday?
Research Mew Product l 1 day?

Indent |

Creating Dependencies

e Open New Product Brochure - Tasks from the Project XP Foundation Samples
folder.

e Double—<lick on "Create an Outline" to open the Task information dialog box.

o Select "Research New Product" from the drop-down list in the Task Name
column of the Predecessors tab:
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T ask Information |

General

Predecessars | Resources | Advanced I

Motes

Mame: | Create an Outline

Predecessors;

Duration: Ild? 3: [V Estimated

| uskom Fields |

%] 1 Finish-to-Start (F5)

10 Task Mame

Tvpe Lag

2 Research New Product

Finish-to-Start (FSil= §0d

Skart-to-Start (550

Finish-to-Finish {FF)

Skart-to-Finish {3F)

(Mone)

Help |

[ o |

Cancel

Select Finish-to-Start (FS) in the Type column.

Click OK.

Notice 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:

Task Mame

Duwiration Start Finizh Predecessars

13 Jul'03

SlsM[Tw|T|F S

= Write Brochure
Research Meww Product

2 days? Mon 140703 | Tue 150703

Creste an Cutlineg

7 Mon 1407103 bon 140703

Tue 1507103 Tue 150703 2

Wtrite & Rough Draft
Edlit Riough Dratt
=l Print Broghure

_Get IZ:{LES from printers

i Sendtoﬁmers
&l Distribute Brochure
_l__ Creste maﬁlis’t
Do mass mal ot

_Prepﬁthrough desld_opﬁblishing

Mo 14007103 | Man 14107403
MBI ST A0 WG 407003
1 day? Mon 140703 Mon 14107/03
~ ildey? | Mon 140703 MonAdinTing|
1ldey? | Mon 140703 bdh 140703 |
1lday? | Mo 140z’ Mon 14070z |
1 day? Mon 140703 Mon 140703
1ldey? | Mon 140703 Mon 14070z |
1'day? | MON 140703 Mon 140703

p—

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



PAGE 15 — MICROSOFT PROJECT XP- FOUNDATION LEVEL WORKBOOK

Resources

Creating a Resource List

e Open New Product Brochure - Resources from the Project XP Foundation
Samples folder.

¢ From the main menu, choose View > Resource Sheet.
e Click in the first row of the Resource Name column.
e Type Jane Smith:

EJ| Jane Smith

o Resource Mame Type
Jane Simith T

e Press Enter.
e Type Postage in the second row. Press Enter.
e Select Material from the drop-down list in the Type column:

EJ| Material

o |Res::-urn::e Matme |T':.fpe |
1 Jane Smith Wark

2 Postage m_m

| Wk,

Eatesing Working Timey A . N R

e 20Open the Resource Information dialog box by double clicking on the
Resource Name Jane Smith'in the Resource Sheet view.

s Click on the Working, Time tab.

e _'Gheck to be sure Standard is the Base Calendar used:
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Resource Information |

General Warking Time | Cosks | Motes | Cuskom Fields |
Resource Name: |Jane Srnith Base calendar: -
24 Hours

Set working time For selected date(s)
Select Datels): Se
July 2003 ;I ¥ Ise default

S| M| T |w|Th|F|Ss ™ Maorwarking ke
IHFRERER

Might Shift

" Mondefault working time

B |7 |5 |9 “11 12 | - .
Eromm; To:

13 |14 [15 |16 |17 |13 |13 |B:EIEIP.I'\‘1 |12:EIEIF'M

on this calendar:
Edits to & daw af
— the week

"t Edits to an
Jindividual day ;I | |

20 12 (22 |23 |24 |25 |26 |1:DDPM |5:EIEIF'M

27 |28 |29 |30 [= | |

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

e Click OK.

Entering Costs

¢ In the Resource Sheet view, highlight "Jane Smith".
o Type 20 in the Std. Rate column.

e Press Enter.

o« Type 30 in the/Ovt. Rate.

e Press'Enter.

Assigning/Resoutees] WA B B i B

¢ In the Gantt Chart view, click on the Resource Names field for the Research
New Product task.
e Select Jane Smith from the drop-down list:
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Predecessors Resource NMames

Postage

e Double click on the Do mass mail out task to open the Task Information
dialog box.

e Click on the Resources tab.

e Select Postage from the drop-down list:

T ask Information |
General I Predecessars Resources | Advanced I Motes | Cuskarn Figlds |

Mame:  [Do mass mail out Duration: I 1d? 3: ¥ Estimated
Resources:
%] Postage

Resource MName LInits

= 1001%
Jane Smith

Help Ik Zance| |
L A . E = i

¢ Cilick OK.
o Close Project2002 without saving any changes.
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Views

Using the Gantt Chart View

e Open New Product Brochure - Views from the Project XP Foundation Samples
folder.

¢ From the main menu, choose View > Gantt Chart.

e Double click on the timescale at the top of the Gantt chart to open the
Timescale dialog box.

¢ In the Middle Tier tab, select Three tiers (Top, Middle, Bottom) from the
Show drop-down menu:

Timescale |
Top Tier Middle Tier | Botkarn Tier | Mon-warking tirme I

Middle tier Formatting
Lnits: |'-.-'-.-'eeks j Label: |2? Jan '02 j W Use fiscal vear

Counk; |1 3: align: |LeFt vI IV Tick lines

Timescale options

I | Twio kiers (Middle, Bokbom) Size: [ 100 = % ¥ Scale separatar
: one ier (Middle)
Presview -
Twio biers (Middle, Boktonn)
1 27 Jul '3 03 Aug ‘03 10 Aug 'O
Fls|s SIMITWw|TIFIS|SM|TWI[TIF[S|S[M|T]
AR A u
¢ Click OK.
. - . . | I

Using the Network Diagram View

e From the main menu, choose View > Network Diagram.

e Show or Hide details by clicking on the cross on the upper left corner of the
Summary task nodes:
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rite Brochure

Start: 14f07/03 ID: 1

Finish: 180703 Cur: 5 daws?

Comp: 0%

Using the Task Usage View

¢ From the main menu, choose View > Task Usage.
e Right-click on Work in the Details column of the Task Usage chart, and select

Cost:
0 Task Mame ok Dietails . - i

1 Write Brochure 0 hrs Wark

E =l Print Brochure 0 hrs Winrk Deekail Styles. ..

i Prepare through desk 0 hrs Work work

g Get guotes from print 0 hrs Wark acdlwerk b

3 Send to printers 0 hrs Wyiark

10 =l Distribute Brochure 0 hrs Waork Comibc-exia )

11 Creste mailing list 0 hrsE ork Bassline wark |77

12 Do mas=s mail out 0 hrs Wiark | Cosk |
bt Actual Cost %_ ............
Work | :

¢ Notice that now both Work and Cost are listed in the Task Usage chart.

Using the Resource Graph View

e From'the main menu, choose View = Resource Graph.
¢ »Notice how a/red column represents overallocations:
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2l Mew Product Brochure - Views M=] E3

20 Jul ‘03 27 Jul '03
s | s | m | 1T [ w | T [ F | s s | M | 7

200% -

180% -

TE0% -

140% -

Jane Smith 120% -
Overallocated:

Allocated: 100% -

0% -

BO0% -

40% -

20% -

Peak Unit=:

‘ 4]

e Use the scroll bar at the bottom of the left pane to view other resources.
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Analyzing & Resolving Scheduling Conflicts

Determining the Critical Path

e Open New Product Brochure - Scheduling Conflicts from the Project XP
Foundation Samples folder.

e Click on the Gantt Chart Wizard icon on the Formatting toolbar:

B | @ =i Bl aas ?
E]= AiTasks - V= o5
|

M
Ganktt Chart Wizard I_

o Click Next.

e Select Critical Path for the kind of information you want to display.

o Click Next.

e Select Resources and dates for the task information you want to display.
e Click Next.

e Click Yes to show link lines.

e Click Next.

e Click Format It.

e Click Exit Wizard.

¢ Notice that the critical path is now shown in red:

13 Jul'03 20 Jul '03 27 Jul'03 03 Aug '03
SMITW[TIFISISMITW|TIFISISM|TW[T|F|S[S[M|T |

Smith
ostage[1]
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Assigning Overtime

¢ Double click on "Research New Product" to open the Task Information
dialog box.

e Click on the Resources tab.
¢ Increase the percentage of units in the Units column to 150%:

T ask Information EHE |

General I Predecessors Resources | Advanced I Maokes |Cust|:|m Fieldsl
Marme: |Research Mew Product Curation: |1|:|? 3: [¥ Estimated
Resources:

#1500
Resource Mame
Jane Smith

Help | (0] 4 I Cancel

e Click OK.

2pliting a Task B A IEn B o

o _Inythe Gantt Chartview, highlight the "Prepare through desktop publishing:
tasks.

e Click on Split Task icon on the Standard toolbar:

-—— —_— -— -
Collaborate  Window  Help

L ihlEn o8 5
o &

- B F U = all Task
— Split Task

o Hover the cursor over the bar representing the task in the Gantt chart until the
date in the information box is Tue 22/07/03:
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e 1
Split: Task:
2] 1%
Y Skart: Tue 220703 |
5 Click. the mouse to insert a splic on the task,
12— -

N 210703 | Wed 230703 5
210703 kon 210703 755
240703 | hon 280703 87

Click on the bar and drag it to the right until the Start date in the information
box is Thu 24/07/03:

E Critical Task.
¢|Start: Thu 24/07/03 |ith

27| Won 210703 | Wed 230703 5

{7 Mon 210703 Mon 210705 755
g7 | Thu 240703 Mon 2807035 3,7

Let go of the mouse.
The split is now represented by a dotted line between the two segments:
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Using Filters to Review Resource Allocations

e Open New Product Brochure - Resource Conflicts from the Project XP Foundation
Samples folder.

¢ From the main menu, choose View > Resource Sheet.

¢ From the main menu, choose Project > Filtered for > Overallocated
Resources.

¢ Notice that the only resource listed is Jane Smith, who is overallocated on one
day..

e From the main menu, choose Project = Filtered for > All Resources to clear
the filter.

Scheduling Part-time Work

¢ In the Gantt Chart view, double click on the "Get quotes from printers" task to
open the Task Information dialog box.

e Click on the Resources tab.

e |In the first row of the Resource Name column, click on the down arrow at the
left. Select John Doe.

e Change the percentage of units to 50%.
¢ Change the Duration to 2d:
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T ask Information |

General I Predecessars Resources | Advanced I Motes | Custam Fields |
Mame: |Get quakes From prinkers Duration: IE ﬁ [ Estimated
Resources:

| 50%
Resource Mame
John Doe

Help | O, I Cancel

e Click OK.

¢ From the main menu, choose View > Resource Graph. Notice that the
overallocation was resolved by assigning part-time work to help out.
e Close Project 2002 without saving changes.

Leveling Resources

e Open New Product Brochure - Resource Conflicts from the Project XP Foundation
Samples folder.

o «Frompthe main/menu, chdose Tools Zllevel'Resources to open the Resource
Leveling dialog box.

s Select Automatic from the Leveling calculations portion:
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Resource Leveling

oty
X

on 14/0715 |3}
oo o]

T

Click OK.

From the main menu, choose View > More Views > Leveling Gantt View.
Click Apply.
Review the changes.

If you are not happy with the changes, from the main menu, choose Tools >
Level Resources.

Click on Clear Leveling.
In the Clear Leveling dialog box, select Entire project and click OK.

SAMPLE
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Updating and Tracking Projects

Setting the Baseline

¢ Open New Product Brochure - Updating and Tracking from the Project XP
Foundation Samples folder.

e From the main menu, choose Tools > Tracking > Save Baseline to open the
Save Baseline dialog box.

e Select Save baseline.

¢ Select Entire project in the For portion of the dialog box:

Save Bazeline |

% Save baseline

I Baseline j

" Save inkerim plan

COpyi | StartFirish =
Irto; | Startl [Finish1 =
Far:

..................................

i~ Selected tasks
Rallup baselines:

™ |7 all summary: basks

™ |Erom subtashs into selected sunmmary: Easkis]

Sek as Defaulb |
Help | (o] 4 I Zancel |

e Click OK.

RecordingfActualigtalit Dates | [ i i

¢ Split the window by choosing Window > Split from the main menu.

e Click anywhere in the bottom pane, and from the main menu, choose View >
More Views > Task Details Form.

e Click Apply.

¢ In the top pane, select the "Research New Product" task by highlighting it.

¢ In the bottom pane, choose Actual from the radio buttons:
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i = B o | concel |

I

efails F

Jane Smith

Task O

e Use the Start drop-down calendar in the Dates section to select Mon
14707703 as the actual start date.

SAMPLE
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Printing Reports

Starting the Report Dialog Box

¢ From the main menu, choose View > Reports to open the Reports dialog box.

Using the Project Summary Report

e Double click on the Overview icon in the Reports dialog box to open the
Overview Reports dialog box.

e Click on Project Summary and then click Select.

e The Project Summary report is generated and displayed in the print preview
mode:

SAMPLE
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Hew Fiodu ot Bao chure - Updadng and Tracking
Miors st

i T AT

1 AUTaA orad i Famalt

i ZEE

LG E] Aciuil Fredt
e i ‘el
o
- I S i
Soradrn o Aad
i ' "z
= A b SaTEe o
== T h Ardil
i Oh i ©
s
SETETT ErF AT I
ikt =mu At 2L
&

Click

sing

se t ntot por log
or

Double click on the Custom icon in the Reports dialog box to open the Custom
Reports dialog box.

e Select Crosstab from the list of reports:
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Custom Reports |

Reports:

Base Calendar - few, .,
Budget Report

Cash Flow - |
Edit. ..

Completed Tasks =

Critical Tasks

W Copy... |

Earned Value

Milestones Qrganizer... |

Crverallocated Resources
Crverbudget Resources

Crverbudoet Tasks LI

Preview Setup. .. | Prink I Cancel

¢ Click on Preview.
e The Crosstab report is displayed in the print preview mode.
¢ Click Close to return to the Custom Reports dialog box.

Creating a New Report

¢ From the main menu, choose View > Reports.

e Double click on the Custom icon in the Reports dialog box.
e Click New.
e Select Task from the report types listed:

Define New Report |

MankLly Calendar
Zrosskab

¢ Click' OK.
e In the Definition tab, type Custom Report in the Name box.
o Click OK.

¢ Note that your Custom Report is listed among the other reports in the Custom
Reports dialog box.
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