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1 The Basics

By The End Of This Section You Will Be Able To Identify

o Title Bar
+ Ribbons
o The Project window

o Ask a Question
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Guide information
Introduction

Project 2010 is a powerful application that allows you to plan, resource, manage and report on a project no matter how
large, it contains calculations, graphs. Project to web data and sharepoint information is available to be built in to the
project file so that the project can be managed across continents via the internet or intranet allowing the use of a central

pool of common resources to enable the project managers to efficiently interact and plan through project difficulties.

How To Use This Guide

This manual should be used as a point of reference following attendance of the introductory level Project 2010 training

course. It covers all the topics taught and aims to act as a support aid for any tasks carried out by the user after the course.

The manual is divided into sections, each section covering an aspect of the introductory course. The table of contents lists

the page numbers of each section and the table of figures indicates the pages containing tables and diagrams.

Objectives

Sections begin with a list of objectives each with its own check box so that you can mark off those topics that you are

familiar with following the training.

Instructions

Those who have already used a Project file before may not need to read explanations on what each command does, but
would rather skip straight to the instructions to find out how to do it. Look out for the arrow icon which precedes a list

of instructions.
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Keyboard

Keys are referred to throughout the manual in the following way:
ENTER - Denotes the return or enter key, DELETE - denotes the Delete key and so on.
Where a command requires two keys to be pressed, the manual displays this as follows:

CTRL + [P] - this means press the letter “p” while holding down the Control key.

Commands

When a command is referred to in the manual, the following distinctions have been made:

When Ribbon commands are referred to, the manual will refer you to the Ribbon -

E.G. “Choose home from the Ribbons and then B for bold”.

When dialog box options are referred to, the following style has been used for the text -

E.G.“In the Page Range section of the Print dialog, click the Current Page option”

Dialog box buttons are Emboldened - “Click OK to close the PRINT dialog and launch the print.”

Notes

Within each section, any items that need further explanation or Points for extra attention devoted to them are denoted

by shading. For example:
“Project will not let you close a file that you have not already saved changes to without prompting you to save
or

«  “Project will not let you close a file that you have not already saved changes to without prompting you to

»
save.

Download free eBooks at bookboon.com



The Project screen

WINDOW BORDER The box that surrounds the Project screen when it is not maximised is called the window border.
When the mouse is over the border, the pointer changes from a single to a double-headed arrow - clicking and dragging

with this shape allows the window to be resized.

TITLE BAR The coloured bar that appears at the top of the Project window. The title bar tells you which application
you are using and if the document you are in is maximised, it will also contain the name of the document. If the Project
window is not maximised, by positioning the mouse over the title bar and clicking and dragging, you can move the Project

window to a new location on the screen.

MAXIMISE BUTTON When working in a document, the Project screen contains two windows, an application
window and a document window. You can maximise both windows to capitalise on the space you have on-screen. If you
would like the window that your Project application is in to fill up the whole screen, click the outermost maximise button.
You may find that the document you are in can still be bigger - click the inner maximise button to fill the remaining

space within the Project application window.

MINIMISE BUTTON ~ This button is very useful if you need to temporarily switch from Project into another
application without closing Project down completely. Click the minimise button to shrink Project to an icon on the task
bar; you will then be able to view other icons and applications you may wish to Project. When you are finished and ready
to continue, click the Project icon from the task bar to resume. The innermost minimise button will minimise the current

document window.

RESTORE BUTTON This button only appears when a window is maximised. A maximised window has no border
and you cannot see what is behind it. If you want to put the window back inside its border so that you can move and

size it, click the restore button.

BT

CLOSE BUTTON This button is used to close a window. If you click the close button for a document window you

close the document. The last button will close the Project application.

DIALOG BOX LAUNCHER F this button launches dialog boxes specific to the part of the ribbon you see them the
category will be named such as FONT, CLIPBOARD, etc

BACKSTAGE VIEW - FILE RIBBON is the start of Project and has many important commands and option. Such as

Project settings, opening, saving, printing and closing files. This will be looked into much further later in the manual.

Project Window Components

Project 2010 appears as displayed below when a new Project file is created.. There is a pane on the right called the Gantt
chart which displays the graphical representation of your project and on the left a table which allows you to enter the
information to build and plan your project, above these is a timeline giving you an quick view of how long your project

will run and above that you have the ribbons giving you access to all of the commands in project.
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Figure 1-1: The Project Window

» To Activate A Button On The Ribbon
Mouse

i. Click the left mouse button on the required tool.

Dialog Box
F

To open a dialog box use the DIALOG BOX LAUNCHER when the dialog box is open, make a choice from
the various options and click OK in the dialog box. If you wish to change your mind and close the dialog box without

making a choice then click on CANCEL. The dialog box will close without any choice being applied. If you would like

help while the dialog box is open then click on the “?“ in the top right hand corner this will bring up a help window that

will display the relevant topics.
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Thiz is an OpenType font. This same font will be used on both your printer and your
screen,

Figure 1-2: A Dialog Box
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Groups

Look at a group type on the ribbon such as font and in the bottom right hand corner of that group you may see a small
box with an arrow, clicking this is the method to call up a dialog box as mentioned. Within the group clicking on a drop
down arrow will give access to a menu, any choice with three dots after it as in “more tables...” is another way of opening

a dialog box.

Toolbars

There are only two toolbars within the new version of Project 2010 there is the Quick Access toolbar seen here next to

the FILE tab, and there is the mini toolbar

| _____—— | Customising

menu for
Backstage View toolbar
File Tab
( ) e Quick
Access
Toolbar

Figure 1-3: Quick Access Toolbar

Quick Access Toolbar

By default there are only three buttons on the Quick Access toolbar but these can be edited and other regularly used
buttons can be placed there. Using the drop down menu next to the Quick Access toolbar will allow the customisation

of this toolbar adding your most often used commands.

Mini Toolbar

Whenever text is selected within Project a small formatting toolbar will appear above the highlighted text it will disappear if
the mouse cursor is moved away from the toolbar and will reappear when the mouse cursor is moved over the highlighted

text again.

Calibri » 11 a1 3
i (P4 —
B I - _"'l * 59 €3 ﬁ:,? v

Figure 1-4: Mini Toolbar
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Status Bar

The Status bar, across the bottom of the screen, displays different information at different times. To the right is an indicator,
which will display which view you are currently in and there are quick options to see which views are available and to

change the view you are in E.G. Gantt chart, resource sheet, team planner etc..

The Status bar information about the status of Project, if any particular lock keys are enabled on your keyboard, which

view is currently active, and more.

] ¥ [V 3
| Ready | & Mew Tasks: Manually Scheduled | | r—;_] [ B (=) ] (+

Figure 1-5: Status Bar

Task Pane

A task pane is a window that collects commonly used actions in one place. The task pane Generally enables you to quickly
create or modify a file, perform a search, or view the clipboard the task pane is not used as much in Project as the needs
of the application are different. It is a Web-style area that you can either, dock along the right or left edge of the window

or float anywhere on the screen. It displays information, commands and controls for choosing options.

A task pane is displayed automatically when you perform certain tasks, for example when you choose Task Inspector from

the task, Ribbon, to inspect your project for problems.

m Task Resource Project Vie

= B L2 | P -l -
G ﬁ Mo By - A
an aste B 7 U | &~ g

Chatt | = F = =
View Clipboard Font

Task Inspector =

Tirmneline
(2]

‘ Mo task selected.

Figure 1-6: Task Pane Showing Task Inspector
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Using the Quick Access toolbar

In the previous lesson, we introduced the new layout changes to Project 2010. In this section, we will learn a little bit
more about each part of the new interface and how it works. This lesson will focus on features and customization options

avajlable with the Quick Access toolbar, located in the upper left-hand corner of the screen:

2| : I

Feso

Gantt Eacte ' |

Figure 1-7: Quick Access Buttons

= One generation’s transformation is the next’s status quo.

In the near future, people may soon think it's strange that
devices ever had to be “plugged in.” To obtain that status, there
needs to be “The Shift".

D TNy

www.alcatel-lucent.com/careers
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About The Default Buttons

Access features three default commands in the Quick Access toolbar:
Save H

Saves the most recent changes to the current database file.
Undo 7 ~

The Undo command will revert most changes made in Project. For example, if you made a formatting change to a form

that you were not happy with, click the Undo button to go back one command.
Redo |:|

Sometimes you may go too far with the Undo Button this button allows you to redo what you have undone. Or redo the

last action you performed.

There is a small pull-down arrow beside the Undo button; click this to see a listing of the last few tasks that were performed.

Click any task in the list to undo all commands to that point.

Adding Buttons

As you become more familiar with Project you might find it handy to have another command quickly available for use.
Though the command tabs and ribbon significantly reduce the number of clicks it takes to do something, you might want

to have a particular command always available. Project allows you to add the command to the Quick Access toolbar.

Visual Reports Compare | Spelling
Reports Projects

Reports Proofing

—

Figure 1-8: Add A Command

For example, some of us have difficulty with spelling. Fortunately, many programs (including Project) feature a spell

checking feature. In Project 2010, the spell checking feature is located in the Proofing section of the Project command tab:
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» To Add This Command To The Quick Access Toolbar,

mouse

i. Right-click the Spelling command and click ‘Add to Quick Access Toolbar:’
ii. The command (denoted by the small ‘ABC’ icon) will be placed in the Quick Access toolbar:

 spelling || £ V- . g .

& Add to Quick Access Toolbar
TP e

Customize Quick Access Toolbar..,

Figure 1-9: Right Click Menu

Al [ &~ & - |=

Home i_reate

Figure 1-10: Button Added

Removing Buttons

If you no longer use a certain command or your Quick Access toolbar is getting a bit too filled with icons, you can remove

them easily at any time.

? —~ | P ST s i T O e

Bemove from Quick Access Toolbar

rea
Customize Quick Access Toolbar...
Place Quick Access Toolbar below the Ribbon
Figure 1-11: Right Click Remove
» To Remove A Button

mouse

i. Right-click on any icon you no longer use and click Remove from Quick Access Toolbar:
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About ribbons

One of the biggest changes in Project 2010 is the removal of menus. Instead of having a list of menu commands to choose
from (including a number of options that are greyed out and not Accessible), Project 2010 features a more intuitive control
system of tabs. Each tab contains a certain group of commands relevant only to the tab. The commands are listed in the

ribbon.

In the past, the Office package made use of menus that contained a listing of commands. At their core, the command
tabs are essentially the same thing as menus but with a few big changes. For starters, the grouping of commands in tabs
is much more intuitive. The commands listed under each tab are also the only commands that are applicable to your

current view of the Project file.

Project 2010 takes this one step further with the addition of contextual tabs. The tab labelled format is a subset of the
Gantt Chart tools and appears only when you have selected view with the Gantt chart. These tabs will contain even more

specific commands that can be used on a table being viewed and will only be visible when a table is being viewed.

=l = = = Projectl - Microsoft Project T"’e"i»\"i"{“‘;.‘}] = = 52
Task Resource Project View Add-Ins Farmat o @ e =

=N =n ) e — = Mark on Track ~ % Inspect ~ % Summal R
= T3 *  [cawn -u - wEsEe A e T [ T - 5 ] | en 4
— = =2 Respect Links = ove & Milestone ] 1.7
Gantt | Paste S i | e SR e Manually  Auto = Task ) Information Seroll

Chart = = = 2 2 = @ | =S 22 = Inactivate Schetile Schedule: | [T Mode. - . Deliverable to Task 8]~
View Clipboard Font . Schedule Tasks Insert Properties Editing

Figure 1-12: Ribbon And Tabs

The Wake

the only emission we want to leave behind

Low-speed Engines Medium-speed Engines Turbochargers Propellers Propulsion Packages PrimeServ

The design of eco-friendly marine power and propulsion solutions is crucial for MAN Diesel & Turbo.
Power competencies are offered with the world’s largest engine programme — having outputs spanning
from 450 to 87,220 kW per engine. Get up front!

Find out more at www.mandieselturbo.com

Engineering the Future — since 1758.

MAN Diesel & Turbo
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Consider the Task ribbon tab that is selected in the diagram above. Beneath the tab is a listing of all commands that are

performed most often on the currently selected object, contained in what Microsoft refers to as the ‘ribbon’:

The ribbon was designed to allow access to all functionality of a tab at once. Also, the commands in the ribbon are only

the commands that are available for use at the time.
We will learn in this lesson how the ribbon works and some of the tools that are available.

Command Tabs

There are two main types of ribbons: general (or command) and contextual. The general ribbons (and corresponding

tabs) are always visible when you are viewing a Project file in Project:

Along the top of the window are the command tabs:

Task Resource Project View Add-Ins

Figure 1-13: Command Tabs

The command tabs listed here include many of the most common commands you will perform in Project. The Task ribbon
contains the majority of the most common tasks relating to your project. to switch views, formatting, and informational

tools for the tasks..

If you want to make a new Project file, Save it or open an existing one, click the File tab and select what you wish to do.
The views tab gives you control of the many ways you may view your information in Project, Using tabs saves the need

of remembering which menu to choose.

Contextual Tabs

| i @ - - |= Projectl - Microsoft Project Gantt Chart Tools
Task Resource Project View Add-Ins Format
,?% e LU == = o Iy Critical Tasks =
oS - W E Column Settings - L Slack =
Text Gridlines Layout Insert ; Format Base
Styles - Column 5 Custom Fields - Late Tasks -
Format Columns Bar Styles

Figure 1-14: Contextual Tabs
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Contextual tabs appear only when a certain type of Project file object is selected (or brought into context). For example,

if you are looking at a Gantt chart and wish to format it or adjust it in any way then use the Gantt chart tools, format tab:

When using a command in the ribbon, simply click it with your mouse. The command will be performed, or the appropriate

tool or dialog box will appear to help you perform the task.

Further Button Options

When using many of the buttons on a Ribbon further options will be found when using the Drop down arrows (figure

1-9) say on the gridlines or Format buttons. Further options will appear.

"I

- r
Gridlines| Layout Inse
v Coluj

Gridlines...

o Progress Lines

::,s:‘y

€ MA

Figure 1-15: Further Options
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The File Tab

The File Tab (Backstage) from this you can open and close files, modify the Project program options, and close Project;
all by using the File Tab (Backstage). If you have used Project in the past, the File Tab (Backstage) is very similar in

functionality to the File menu (Project 2003) in previous versions. Or the Office menu in office 2007.

0 . | Projectl - Microsoft Project Gantt ';:,}"‘_[',-;i}‘
MK Resource Project View Add-Ins Format
[ save . . _—
Information About Projectl ;
B save As v
(7 Open e Project Server Accounts
= Close @] Mot connected to Project Server
Manage
Accounts
Recent Project Information =

Organize Global Template
Start Date Today

New Q Move project elements such as views, reports, and tables between two local files,
or between a local file and the global template file. Finish Date Today
Print Organizer Schedule from Start
Current Date Today
Save & Send Status Date Today
Standard
Help 500

[l Addtns ~
2] Options

B3 Exit

Figure 1-16: The File Tab
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Let’s take a look at the commands in the File Tab (Backstage).

Save

Saves any modifications you have made to the current database object.

Save As

IEI Save As

Search P

QQ | L« M_yOf'ficefiIes » project v|&,|

Name Date modified Type Size

- Tags
[k
[ Documents Zhousel.mpp
F[_J' " ) house2.mpp
e ) house2.mpp
EE LLEES E]House Build2. mpp
Public
% Recently Changed
EB Searches
] Recent Places
Bl Desktop
/& Computer
Folders ~
File name: -
Save as type: [Project (*.mpp) ']
QODBC...
“ Hide Folders Tools Cancel

Figure 1-17: Save As Dialog

The Basics

Opens the save as window and allows you to save the currently open Project under another name. This is useful if you

want to perform a major revision or update to a particular Project file. (Figure 1-23)

Open

Opens a dialog box allowing you to search your computer or network for a file.

22
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Print

[P] Open =]
Q'\;" | < My Office files » project - | +3 | | Search p el |

Name Date modified Type »
E}j housel.mpp

More Ifl._:]huusez.mpp
Folders v @jhousé.mpp
m Links - LE'-I__']Hc»useEuwle.r’i’lf;rp
. MakeDiscVideo
. My Data Sources
. My Office files
. _Manuals 2010
| access
books
| excel
| misc
| powerpeint
| project
. Publisher i
File name: - [Micmsoﬂ Project Files (*mp) v]

Tools = I COpen ]V] [ Cancel ]

Figure 1-18: Open Dialog

The Basics

.ﬂu Task Resource Project View Add-Ins Format

|l save
Save As
|5 Open
O Close

Info

Recent

New

Save & Send

Help
[z Add-Ins ~
=] Options

[ et

Print

J’;;J Copies: '1 >

Print
Printer

; Adobe PDF .
28D Ready

Printer Properties

Settings

‘1 Print Entire Project
"l print the project from start to finish

Dates: 15/10/2007 * o 03/03/2008 -

Pages: 1 21 4o 3 =

|5 Londscape Orientation -
M

21 cmx29.7 cm

Page Setup

Figure 1-19: Print Options
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Clicking on the print option in backstage offers a number of options

When in Print it allows the viewing of the data in its future printed form to allow changes to be made prior to it being

printed the data will appear a little like page layout in word

Print sends any open object and its data directly to the printer. This can be a dangerous option to choose if you have not
previously seen how the data will appear in printed form as this choice will give no options for allowing changes to layout

or to where it will be printed it sends to the default printer

Printer Properties opens the print dialog to allow the choosing of a printer and various other options such as the range

of data to be printed.

Settings This section allows you to the range of data to be printed you may only want specific pages to be printed or a

certain time period
Page setup allows the page setup dialog to be opened so you can change page size margins etc.
We will look deeper into printing at various stages within the manual.

Blank Project

At the Top of the window is a link to create a new Blank Project. Use this link to make your own Project from scratch.

bookboon.com

Corporate elLibrary

See our Business Solutions for employee learning

Click here

Management Time Management

Problem solving l Self-Confidence I Effectiveness

Project Management I Goal setting I Coaching
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» To Create New Blank Project

mouse

i. Click Blank Project to choose to create a new empty project file.

ii. Click Create to create the file.

@i | Projectl - Microsoft Project |_:L‘,1-L._~._‘_._;_.-,_,—,ﬁ;.| — = o
Task Resource Project View Add-Ins Format & @ B 2

H Save -

Available Templates Blank project
[ save s
f} Home
[ Open =
__[‘ Close
T, ()
- SRR ~
Recent Blank project Recent My templates

templates

- New from existing

Print S8 [ |
[hl - L
o [
Save & Send ! HE...
Mew from Mew from Mew from
Help existing Excel SharePoint
project workbook task list
[l Ins - :
Lo Bl Office.com Templates Search Office.com fort +
1] Options
9 Exit - = :
Plans Planners Schedules Maore Create

categories

Figure 1-20: Create New File

Available Templates

In the main part of the Project window are the accessible Template pane: Project has a number of templates built right into
the program. To access those click on the sample templates. The different categories of templates are from office online and

will show those templates you can download from the internet, simply click a category to see the available template files.

25
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Available Templates

2} Home

templates

New from existing

D .8

Blank project Recent My templates

MNew from New from New from
existing Excel SharePoint
project workbook task list

Figure 1-21: Available Templates

» To Create A File From A Template

mouse

i. Select my templates a dialog will open.

ii. Select a previously downloaded or created template from the available choices.

iii. Click ok to create a new file based on that template.

Mew

7P7ersnna\ Templates

=][=R=!

Preview

To add & template to My templates, dick the
File tab, dick Save As, dick Trusted
Templates, and then save the file as a template.

Select an icon to
SEE @ preview,

Figure 1-22: My Templates Dialog
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Microsoft Office Online (Office.Com)

PTOJECT WOTROUDR TaSF ST
Office.com Templates Search Office.com for templates +
=
—— -
a - =
| - | | /
Plans Planners Schedules Maore
categories

Figure 1-23: Office.Com Templates

The bottom of the Project window is a special area that extracts content from Microsoft Office Online (a service provided
over the Internet). Microsoft Office Online provides quick links to different templates, training material, and other
downloads. It also provides links directly to Office Online where you can read about updates to Office 2010 as they

become available.

Recent Files

The left-hand side of the window lists any recently opened Project files, just like the Old File menu (2003) or office menu
(2007: Click one of the Project files to open the file.or click on the recent link on the left to show even more of your
recently used files. If you want to open a Project file stored somewhere else on your computer or on another network,
Using the pushpin to the right of the file will fix this files availability in the recent files list and it will not disappear when
the list fills and pushes older used files from it.

Struggling to get
interviews?

Professional CV consulting & writing assistance
from leading job experts in the UK.

e Take a short-cut to your next job!

=] Improve your interview success rate by 70%.

TheCVagency

Visit thecvagency.co.uk for more info.

N
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I T e liiieisikes| House Build2.mpp [Compa
Task Resource Project View Add-Ins Format
|l save
ST Recent Projects
B save As
5 (Bl House Build2.mpp =
| Open [#]  EADocuments\My Office files\project’ =

o Close (] j housel.mpp -

EMDocurmentsiMy Office files\project

Info

e

Mew

Figure 1-24: Recent Files

Closing Microsoft Project

When you have finished using Project, click either File Tab, Exit Project or - click the program’s close button in the
upper-right hand side of the Project window. If you have any unsaved work still open, Project will allow you to save any

changes you have made before the program shuts down.

Save And Send
IE“ = S Projectl - Microsoft Project Gantt t .]
Task Resource Project View Add-Ins Format
H Save
Save & Send Send as Attachment
E Save As ’ S 5
A | Everyone receives separate copies of this project
= Open [f =[i il = timnehe 5 U= i Changes and feedback need to be incorporated manually
[ Close iy Send as
é;il Sync with Tasks List Attachment
Infa
Save to SharePaint
Recent
New File Types
Print ﬁ Save Project as File
= Create PDF/XPS Document
Help
[ Addans ~
1] Options
B Eit

Figure 1-25: Save And Send

Send As Attachment

Save and send the current project as an email attachment

Sync With Task List

Synchronise the current project with the task lists in outlook (providing you and your resources use outlook)
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Save to SharePoint

Allows the publishing to websites using SharePoint services

File Types

Save the current project as a different kind of project file many options to allow your project to be as another type of file

compatible with as many platforms as possible

Project File Types

@ Project | = j Project 2007 Project
| Save the project to the default file format. Save the project to the Project 2007 file
format.

L‘g—l j Project 2000-2003 Project

Save the project to the Project 2000-2003
file format.

Templates

-] Project 2007 Template

@ Praject Template
It t 3 Save the project to the Project 2007

2| Save the project to the default template
format. ternplate format.

Other File Types

@ j Microsoft Excel Workbook
L

Ir! Save as Another File Type
|

Save As

XML Format (*.xml)

Figure 1-26: Different File Types

Info

This menu option gives you Three choices:

[E\ A ~ - |= Projectl - Microsoft Project = =
Task Resource Project Wiew Add-Ins Format Q =F
|l Save . . ——
Information About Projectl e
& save As
[ Open EF: Project Server Accounts
= Close |§E| Mot connected to Project Server
Manage
_‘_ Accounts
Recent Project Information =
= Organize Global Template
New - . " i Start Date Today
b Move project elements such as views, reparts, and tables between two local files, i
or between a local file and the global template file. Finish Date Today
Print i Schedute from Start
Current Date Today
Save & Send Status Date Today
Project Calendar  Standard
Help Priority 500

[ Addans =
] Options

Exit
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Project Server Accounts

When connected to project server the option allows you to manage your accounts when connected update project

information across your project infrastructure.

Organise global Template

Using the Organiser to manage your tables, forms, reports, calendars etc moving the opjects between templtes and open

files to save having to reproduce the same object many times for many files.

Project Information

Following the link on the top right allows you to modify and view characteristics specific to your Project:

S

e-learning
for kids

e The number 1 MOOC for Primary Education
e Free Digital Learning for Children 5-12
©15 Million Children Reached

About e-Learning for Kids Established in 2004, e-Learning for Kids is a global nonprofit foundation dedicated to fun and free learning on the
Internet for children ages 5 - 12 with courses in math, science, language arts, computers, health and environmental skills. Since 2005, more
than 15 million children in over 190 countries have benefitted from eLessons provided by EFK! An all-volunteer staff consists of education and
e-learning experts and business professionals from around the world committed to making difference. eLearning for Kids is actively seeking
funding, volunteers, sponsors and courseware developers; get involved! For more information, please visit www.e-learningforkids.org.

Xy

Click on the ad to read more
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Help
In File Tab

The Basics

= Project] - Micrasoft Project Gantt Chart Toofs!
Task Resource Project View Add-Ins Format
[ save .
Support Product Activated
Save As
Microsoft Office Help Microsoft Project Professional 2010
= Open e Get help using Microsoft Office, This preduct centains Microsoft Project,
B Close Change Product Key
Getting Started . :
Info LG' See what's new and find resources to help About Microsoft Project
you learn the basics quickly. Version: 14.0.4760.1000 (32-bit)
Recent R : Vi
o Contact Us Additional Version and Copyright Information
N ég Let us know if you need help or how we can
i i make Office better, © 2010 Microsoft Corporation. All rights reserved.
. Microsoft Customer Services and Support
Elint Tools for Working With Office Product ID: 02253-001-0000205-49136
Microsoft Software License Terms
Save & Send 1 Optunis
:=|  Customize language, display, and other
program settings.
Help prog g
- Check for Updates
@ i | o Get the latest updates available for Microsoft
3 Options Office.
B9 Exit

Figure 1-27: Help Options From File Tab

The Help here allows you to check on the status of the Project product and check for updates it also gives you another

point to connect with the help window as well as using the Help button.

Help Button @

The Help button, located directly under the title bar on the far right , launches the Project help screen:

) Project Help o EBOER
LRGN MR .
~ P Search -
0 Mot connected, To see additional and updated content from Office.com E]
dick here.
-
Project - -to I
What and where is the Backstage view?
Article
Get online services on Office.com
Article
Read the Microsoft Software License Terms
Article
Locate the Product ID for your Office program
Article
Get the version number for your Office program and info...
Article .
Automatically save and recover Office files
Article
Activate Microsoft Office programs
Article
(= |[#38] |or remove your Office programs
le
pture. | | QO‘H““ e

Figure 1-28: Help Window
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«+ Click a topic to view help about that particular subject.
» Enter a piece of text in the search bar and search for help on that topic.

o As we explore more of the features and functionality of Project, we will discover how to use the rest of the

interface.

ToolTips
If you are unsure what a certain command does, point to it, but do not click it after a quick moment a description will

appear. This is true for most of the commands:

& Mark on Track ~ P Inspect ~
S+ 1004 : |
» “2 Respect Links o ? 5 Move |
=2 %R = Inactivate cchedule Schedule | [°3 Mode ~
Schedule Tasks

| Manually Schedule (Ctrl+Shift+M)

| Update the selected tasks to be
manually scheduled so that the
values you enter for Start, Finish,
and Durations are not
automatically updated.

Microsoft Project may warn you if
there are potential issues with the
values you enter.

Figure 1-29: Tooltip
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The Autocorrect feature

Microsoft Project 2010 provides the AutoCorrect feature that used to belong only to Word. AutoCorrect will assist you
in entering and editing tasks. AutoCorrect automatically corrects mistyped words and expands abbreviations as you type.
Project provides an extensive list of predefined typing corrections and abbreviations, and enables you to customize the
list by adding your own. The AutoCorrect dialog box, as shown below, allows you to type an entry (the abbreviation or

word that you want to replace) and a replacement (the text or graphic you want to use as a replacement).

fi = T k|
AutoCorrect: English (United Kingdom) b @&J

AutoCorrect

[¥] Correct Two INitial CApitals ET T
e Exceptions...
[¥] Capitalize first letter of sentences

[V] Capitalize names of days

[¥] correct acridental use of cAPS LOCK key

[¥]Replace text as you type

Replace: With:

|.

(@ © "
] ® g
{trn) ™

abbout about x

Figure 1-30: The Autocorrect Dialog

J FACT Factcards.nl offers all the

information that you need if
you wish to proceed your

Are you working in academia, research or :
career in the Netherlands.

science? And have you ever thought about

working and moving to the Netherlands? The information is ordered in
the categories arriving, living,
studying, working and research

- in the Netherlands and it is

studying

51

freely and easily accessible
from your smartphone or
desktop.
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» To Enter An Autocorrect Entry:

mouse

i. From the File tab, choose options

ii. In the options dialog choose proofing on the left and from the options on the right, choose AutoCorrect
options a dialog will appear.

iii. Type the name of the entry in the Replace text box.

iv. Type the name of the replacement in the With text box.

v. Choose Add.

vi. Choose OK.
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About Smart Tags

Smart Tags, first introduced in Microsoft Office XP, make it easier for you to complete some of the most common tasks

in Project 2010 and provide you with more control over automatic features.

=

(' Keep Source Il%grmatting

IUse Design Template Formatting

You do not have to complete any additional steps to make the Smart Tags appear or disappear in Project. The Paste
Options, AutoCorrect Options and AutoFit smart tags appear automatically to allow you to quickly choose actions and
remain in place until you begin another action. For example, when you complete a paste operation, the Paste Options

smart tag (below) remains in place alongside your text until you begin typing new text.

A “smart tag” is a type of button in Microsoft Project 2010 that appears after certain actions, such as an automatic text
correction or a copy-and-paste, have taken place. The button has a menu of options that help you control the result of
the action. For instance, if Project automatically capitalizes the first letter of a word, but you want the word lowercased in

this instance, you can click the “undo capitalization” option on the button menu to reverse the action.

Project includes several of these smart tag buttons. They function similarly but their look can vary and each has a specific

purpose.

Autocorrect Options Smart Tag & -

The AutoCorrect Options Smart Tag appears after an automatic correction or change, such as a lowercased letter that’s
changed to a capital or a network path that’s converted to a hyperlink. The Smart Tag shows as a small, blue box when
you rest the mouse pointer near text that was changed; it then becomes a button icon which, when you point to it and
click it, displays a menu. If you don’t want the correction, use the options on the menu to undo it; turn off this type of

correction completely; or connect to the AutoCorrect dialog box to adjust settings.
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0B ~

Paste Options Smart Tag

The Paste Options Smart Tag gives you greater control and flexibility in choosing the format for a pasted item. The Smart
Tag appears just below a pasted item, such as text, a table, or a slide, with options for formatting. For example, if you
copy and paste a slide and insert it after a slide that uses a different design template, you can choose to retain the original

design for the slide or let the pasted slide assume the design of the slide it now follows.

L -
Autofit Options Smart Tag

The AutoFit Options Smart Tag appears when Project resizes text you're typing to make it fit the current placeholder. If
you don’t want the text to be resized, you can select options on the Smart Tag menu to undo the resizing or to connect to
the AutoCorrect dialog box to turn AutoFit settings off. Also, for single-column layouts, you can change to a two-column

layout, start a new slide to accommodate the text, or split the text between two slides.

Automatic Layout Options Smart Tag ]E

The Automatic Layout Options Smart Tag appears after you insert an item, such as a picture, diagram, chart, or table, that
changes the initial layout of the slide. To accommodate the added item, Project will automatically adjust the slide layout.

If you want, use the options to undo the automatic layout or turn it off completely.

[ ]
B By 2020, wind could provide one-tenth of our planet's

ra I n p O W e r electricity needs. Already today, SKF's innovative know-

how is crucial to running a large proportion of the

world’s wind turbines.

Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our
stems for on-line condition monitoring and automatic
ication. We help make it more economical to create

Therefore we'need the best employees who can
eet this challenge!

Tﬁf Power of Knowledge Engineering

:’-_‘;i

Plug into The Power of Knowlé‘ngineering.
Visit us at www.skf.com/knowlet .
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2 Intro to Microsoft Project

After completing this section you will be able to:

« Start Microsoft Project.

o Open a Project File.

o Change the View of a Project.
+ Use the Ribbons.
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What is Microsoft Project?

Microsoft Project is a tool to help you to plan projects, manage and update project information, and communicate the

status once the project is under way.

The details of the project tasks and associated resources are entered into the system as a new project. The system will then

display the data in such a way that the relationships of the tasks and their time scales can clearly be seen and potential

problem areas identified.
Project data can be entered and/or viewed in a number of ways; the three principal formats are charts, forms, and sheets.

Charts

Charts can be either Gantt Charts or Network Diagram Charts both of which are a diagrammatic representation of the

project data.

Chart views: Gantt chart

Network Diagram

Resource Graph

0 0ct'07 _ [220ct'®7__ [05Nov'07 _ [19Nov'07 _ [03Dec'07 _ [17Dec'07 _ [31Dec07 _ [14lan'08__ [25Jan'08__ [11Feb 06 P5Feb 05 [0 Mar 08 [24 Mar 08 [07 Aj
08 [12]16] 20 24| 28 [01] 05 09] 13 [17] 21 25]29 | 0307111519 23] 27 | 31040812 16|20 24| 2501 05 [09] 13| 1721 |25]29] 04|08 [ 12 16] 20 | 2428 01]05] 09

ol
I

& v

& &
Sid Little (architect),Peter Plank(Planner)

Sid Little (architect)
ﬁ anner)

B 1lPe er Plank{Planner)

1212
= ]
Q]E\m\derspﬂm]

Builders[200%]
% Builders[300%]

P
silders[600%],Bricks[50 Pallet (5)]
[+ Chris Chippie(carpenter),Builders[200%],Timber[100 3m lengt|

| —Chds Chippie(carpenter)

{7} Builders[200%]
Q@ Chris Chippie(carpenter),Builders[200%], Timber]

i
[ 1Baul Sink (Plumber),Pipes[200 3m length (5)

&Qfddu Large(Electrician)
v
ul Sink (Plumber),Eddie Large(Electrician)
Paul Sink (Plumber),Eddie Large(Electrician)

Paula Painter(Decorator),Paint[50 5 It tin (
% Builders[200%]

o

B

-

Figure 2-1: Gantt Chart

Forms

Forms contain the data relevant to a single specific task or resource. These display as dialog boxes.
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Summary Task Information

General Predecessorsi Resources Advanced! Notes! Custom Fields

Mame: . Build a House Duration: | 106.06 c| Estimated
Percent complete: | 0% : Priority: | 500 :
Schedule Mode: Manually Scheduled Inactive

@ Auto Scheduled
Dates

Start: | Mon 15/10/07 ~ | Einigh: | Mon 03/03/08

|| pisplay on Timeline

[ I Hide Bar
Rallup
Help [ ok ]| cancel
Figure 2-2: A Form (Dialog)
Form views: Task form

Resource form

Sheets

Sheets are a table of all the Tasks or all the Resources that are part of the Project these appear in a spreadsheet manner.

‘mtiia IrAX?A Graduate
:

Graduate Progra

Find out more and apply

AYA

redefining / standards ;

X

Click on the ad to read more

39

Download free eBooks at bookboon.com


http://s.bookboon.com/AXA

@ Task Mame - Duration Start Finish ~ , |Predecessors, [Resource Names . | Add New Column

1 ! = Build a House 106.06 days  Mon 1510007

) = Preparation 45.06 days Mon 1510007 Wed 12M2/07

3 gf} Buy Land 9.44 days Mon 1510407, Fri 28/ 007 Sid Little (architect),F
4 See architect 14.69 days Fri26M1M07| Fri 16/11/07 3F5-5 days Sid Little (architect)
] Survey Land 5.19 days| Fri26/M10/07| Fri02M1/07 3 Peter Plank(Planner)
& Obtain Planning Permis 18.81 days Fri 1611407 | Wed 12M2/07 45 Peter Plank({Planner}
7 Planning perm obtainet 0 days| Wed 12M2/07 Wed 121M2/07 6

& = Build Foundations 10.88 days Wed 12112007 Thu 2714 2/07

8 Dig 4.69 days | Wed 1212007 Wed 18M2/07 |7 Builders[200%]

1 Lay Pipework 459 days| Mon 1712/07) WMon 2&412/07 SFS-2 days Builders[200%]

11 0 Lay Concrete 459 days, Thu 20/12/07 Thu 2712/07 10F5-2 days Builders[300%]

12 = Build 36 days Wed 02101108 Tue 19/02/038

3 Build Walls 14.13 days | Wed 02/01/08 Tue 22/01/08 | 11F53+3 days Builders[G00%],Brick
14 Build Roof 4 69 days| Wed 30/01/08| Wed 06/02/08 13 Chrig Chippie(carpen
15 Windows and Doors 5.63 days| Wed 23/01/08 Wed 30/01/08|13 Chriz Chippie(carpen
16 Plaster 3.75 days| Thu 07/02/08 Tue 12/02/08 2055+1 day Builders[200%]

i7 Floor Boards 475 days| Wed 13/02/08| Tue 19/02/08 |16 Chrig Chippie(carpen
18 = Install Services 15.94 days Wed 23/01/08 Tue 12002/08

19 Install Plumbing 5.38 days| Wed 23/01/08 Tue 05/02/08 13 Paul Sink (Plumber},F
20 Electrics 4 59 days| Wed 06/02/08) Tue 12/02/08/1415 Eddie Large(Electrici
21 - Finalise 14.19 days Wed 13/02/08 Mon 03/03/08
22 Kitchen 3.61 days | Wed 13/02/08] Mon 18/02/08 19,20 Paul Sink (Plumber),E
23 Bathroom 2.81 days| Tue 19/02/08 Thu 21/02/08 19,20 Paul Sink (Plumber} E
24 Decorate 459 days| Thu 21/02/08 Thu 28/02/08 22 23 Paula Painter{Decora
25 Carpets 1.88 days| Thu 28/02/08 Won 03/03/08 24 Builders[200%]

Figure 2-3: The Task Sheet

Sheet views: Task sheet

Resource sheet

The previous views can be displayed separately or in any combination of the two e.g.

Combination view: Task Entry View
Top half Gantt chart
Bottom half Task form

You can combine any two single-pane views on the screen to create a combination view. In a combination view, the
information in the bottom relates only to the task or resources in the top view. The reason for having combination views

is to make the job of entering and analysing information easier.

Understanding Project Management

At the heart of every project management system is a scheduling algorithm. An algorithm is a mathematical or logical
equation that solves a complex problem by breaking down the problem into simple steps. When scheduling resources and
parameters are entered into it, the scheduling algorithm produces a project schedule that would be impossible for you to

produce manually. This Input/Output model is displayed below.
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Input Output
(Schedule)
Task Information
Task Name Gantt
Duration The “Black Box” PERT
Task Relationships (algorithm) Resource Graph
Fixed Costs
Constraints
Resource
Information
Who
Availability
Cost

Figure 2-4: The Input/Output Model

In Microsoft Project, however complex your project may be, you can vary only information regarding tasks or resources.
The information you provide is fed into the “Black Box” or algorithm, to provide you with a schedule in the form of a
Gantt chart, Network Diagram Chart, or Resource Graph. In summary, the seven or eight parameters that you enter result

in output that is a schedule displayed on various views and forms.

Microsoft Project Language

The project management industry uses specific language and terminology. Some of these terms are illustrated below.

Summaz Task

’—IDB’GY Total Slack
EA SS Task A SE LE

—

L
Predecessor Task Eree Slack

Task B

—

Successor Task
EA The earliest posaible time a task can start.
55 The scheduled start time of the task
SE The scheduled end time of the task
LE The latest possible time a task can end.

Figure 2-5: Clarification Of Terms
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Non-Critical Tasks

In the illustration above, two tasks have a relationship. Task A is the predecessor task, and Task B is the successor task.
Both of these tasks are considered to be non-critical because they both have flexibility. Let’s focus on Task A. EA marks
the earliest possible time Task A can start. SS marks the scheduled start time for Task A. By default, all tasks are scheduled
to start at the earliest possible time, unless you specify otherwise. In the example above, Task A is scheduled to start later
and therefore has been delayed. SE marks the scheduled end time for Task A, and LE marks the latest possible time Task
A can end. Both of these tasks have slack. (the amount of time a task can slip before it affects another task’s dates or the
project finish date.) Free slack is the amount of time Task A can be delayed before affecting the start time of Task B, and
total slack is the amount of time that Task A can be delayed before affecting the finish date of the project.

The summary task summarizes Tasks A and B.
Critical Tasks
Critical tasks, not shown above, have no slack; therefore, delaying this type of task would mean delaying the project.

Critical Path

A critical path is a series of critical tasks. All tasks on a critical path must be completed on time for the project to finish
on time. If one task on a critical path is delayed, then the project is delayed. In Microsoft Project, a critical path is shown

on the Gantt chart and the Network Diagram Chart in red.

TURN TO THE EXPERTS FOR
SUBSCRIPTION CONSULTANCY

Subscrybe is one of the leading companies in Europe when it comes to innovation
and business development within subscription businesses.

We innovate new subscription business models or improve existing ones. We do
business reviews of existing subscription businesses and we develope acquisition and

retention strategies.

Learn more at linkedin.com/company/subscrybe or contact
Managing Director Morten Suhr Hansen at mha@subscrybe.dk

SUBSCRYBE - fofle fufur
B

Click on the ad to read more
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Terminology

Term

Usage

Actual Usage

A measure of the resource expended in completing or partially completing a task.

ALAP Refers to a task that should be started ‘As Late As Possible] using all the free-float time
available.

ASAP Used to indicate a task that should be started ‘As Soon As Possible; taking into account the
start date of the project and its predecessor tasks.

Baseline The original project plan, including the time schedule and resource and cost allocations. The

baseline is used for comparing projected values to actuals, and facilitates the tracking and
analysing of a project’s progress.

Cost Variance

A project tracking function recording the difference between the budgeted cost of the work
performed and the actual cost. Values below the baseline show an overspend and positive
values denote cost savings.

Critical Path

The sequence of tasks or activities whose schedules and durations directly affect the date of
overall project completion.

Earned Value

This is a measure of a project’s performance, and is calculated by multiplying a task’s
planned cost by the percentage of work completed.

Float (slack)

The amount of time by which a non-critical task can be delayed before it affects another
task’s schedule.

Gantt chart A graphical representation of a project schedule showing each task as a bar, the length
of which is proportional to its duration. Many project management packages use a
spreadsheet section to the left of the Gantt chart to display additional information.

Hammock Task A task whose duration is calculated based on the time span between its predecessor and
successor activities.

Histogram A bar chart that shows resource workloads over a time period.

Lag The amount of time between the finish of a predecessor task and the start of a successor
task.

Lead The amount of time that a task is permitted to start before its predecessor is finished.

Loading A measurement of resource usage on a task per unit of time. Different methods of loading

may be used depending on what’s available in your project management application and
what'’s applicable for your particular project.

Loading(back)

A loading pattern that allocates resource usage as late in the task as possible.

Loading (contour)

The contour-loading pattern assesses which resources are left over after allocation to the
critical tasks and spreads these resources among the remainder.

Loading(fixed)

When using fixed-loading algorithms, you specify the actual amount of resource allocated
to the encompassing tasks.

Loading(front)

Front loading systems will attempt to allocate resources as early in the task as possible.

Loading(uniform)

This loading pattern allocates the resource usage on a by day basis in a task. This will usually
be done without causing any one task to be over committed.

Milestone

A project event that represents a checkpoint, a major accomplishment or a measurable
goal.
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Negative float

Refers to an unscheduled delay before an actual task start time that must be recovered if
the project is not to be delayed.

OBS codes

Organisational Breakdown Structure codes are used to identify tasks by resource groups
in a hierarchical format. OBS codes are often used to reflect departmental structure in a
company or code of accounts, and can also be used for filtering tasks.

Network Diagram

Project Evaluation and Resource Tracking charts, also called network diagrams. Network
Diagrams are a graphical depiction of task dependencies, and resemble flow charts.
Dependencies are shown by connecting lines or arrows indicating the work flow.

Predecessor

In dependency relationships, the predecessor is the task that must be started or completed
first.

Project Management

Best defined as a body of knowledge, a set of principles, or techniques dealing with the
planning and control of projects.

Resource

Any person, group of people, item or equipment, service or material used in accomplishing
a project task.

Resource Levelling

The process of resolving resource conflicts. Most project management programs offer an
automated resource levelling routine that delays tasks until the resources assigned to them
are available.

Resource Driven

Task durations determined by the program and based on the number of an allocation of
resources, rather than the time available. Both individual tasks and entire projects can be
resource-driven.

Sub-project

A group of activities which are treated as a single task in a master project schedule.
Subprojects are a way of working with multiple projects that keep all the data in one file
rather than in independent files.

Successor In a dependency relationship between two tasks, the successor is the task that must await
the start or completion of the other.
WBS codes Work Breakdown Structure codes are used to identify tasks in a hierarchy. Many project

management applications associate these codes with an outline structure. WBS codes can
be used to filter the project schedule for tracking and reporting purposes.
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Starting Microsoft Project
Start Microsoft Project

» To Start Microsoft Project

mouse

i. Double-click on the Microsoft Project icon.

Or

i. Click the Start button, select Programs, select the Project icon.

ii. The Programme will start and display an empty project.

Losmg track of your leads?

Bookboon leads the way .
Get help toincrease the lead generat|on on your own webSIte Ask the experts

Interested in how we can help you? m
email ban@bookboon.com KN

X
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D= |z Projectl - Microsoft Project Timeline Tools = E =

P Task  Resource  Project  View  Adddns Format o @ =R
r— | ) = Mark on Track ~ 5 | j

Mode

= : 3 Inspect - r p—
= : . -emEen e =E|
EeRs % Respect Links lilestane P
| Gantt | Paste B I U = 3 Task Infarmation ..
g = Inact cqule | [ Mode » : ;
Clipboard | Font Schedule | Tasks IITSEI'( | Properties Editing
Start | | Finish
Q@ [l - Teskame ~ [Duration , |start - [Finish [May ‘10 [17 May'10 [24 May 10 [31May 10 |=

T [TIWIT[F[s]s [M[TW[T[F[s]s [m[T[W[T[F[s][s[mM[T[W[T[5]

Gantt Chart

<[]

| Ready | 5#* New Tasks : Manually Scheduled | |[ElE =2 L(3) |

IR ¥

Figure 2-6: A New Project

Microsoft Project - The Screen

The Menus: Accessed by Clicking an option on the ribbon or right mouse click that possesses a
down pointing arrow next to it

Tool Bars: The Quick Access and Mini toolbars enable a speedy route to the most common
commands, The Quick Access toolbar can be customised

Timeline: Length of Project at a glance

Status Bar:

At the bottom of the screen showing the current status and to change zoom and
views.

Scroll Bars: When using a mouse to scroll the views and to move the boundary between two
views.
Working Area: Sheets and Gantt Views which can be resized.
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Elements Of The Default View

The default Project view is the Gantt Chart view, (as displayed in figure 2-6). This view is used extensively in Microsoft
Project. The Gantt Chart consists of a Gantt table and a Gantt bar chart. The divider bar separates the two and can be
repositioned to display more of the table or more of the chart. The Gantt table consists of rows and columns. Just like
on a spreadsheet, the intersection of a row and a column is called a cell. The Gantt bar chart graphically displays your

schedule on a time line.

The status bar displays the current mode of operation and warning messages and indicates when special key control
modes, such as Num Lock mode, are on it Also allows you to change View and zoom in and out on your project in the
Gantt chart as already mentioned. Resizing at the join between the Gantt chart and the Table allows more columns to be

seen and worked with. But less of the Gantt obviously.

Start | ] Finish

@ [k . [Taskname . Duration  [start , [Finish . | Mey1o [37 May 10 1 |
Mode TIw[TTF[sTs[M[TIW[TTF[s[s [M[TIW[T[F[s]s [m[T[W[T[5

Garitt Chart

<[ ¥ [l
| Ready |  s#* NewTasks: Manually Scheduled HEBEC U—(¥)

Figure 2-7: Default Gannt View

s Start | ] Finish
(i) [Task  |Task Nam: - Durat - [Start - |Finish - |Pred - Re e Nay 0 |17 may 10 [24 May '1a
U | Mod TIe[sTs m[TIW[T[F[s[s [m[TIW]S]|
B
i
5
£
=
5
3
e Sixam| S
| Ready | " New Tasks : Manually Scheduled |[EE S (8 4

Figure 2-8: Resized View
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Views And Tables

A view is the format of the way that project data is displayed on the screen and there are a considerable number of different

permutations that can be used.

The Drop down arrow on the View Button on the Task tab or on the view tab is the first place where the view that is
required is selected. The basic selection is between a Chart, a Form, or a Sheet. Some of the options in this menu can

provide a split view to show two different displays for the same Task or Resource.
You can also use the View buttons, located on the bottom right of the Status Bariew Bar.

As well as the standard views achieved with the View menu or View bar, you can select More Views to see more detailed

and complex views and forms.

“I studied
English for 16 '
years but...
...1 finally

learned to

speak it in jus
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking

before and after my

unique course download
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Custom

Calendar

v | Gantt Chart
Network Diagram
Resource Sheet
Resource Usage
Task Usage

Built-In
Resource Form
Resource Graph
Task Form
Task Sheet
Team Planner
Timeline
Tracking Gantt

(8 Reset to Default

_1 Save View...

j] Moare Views...

Figure 2-9: The View Menu Options

The table below describes some of the main views in Project.

Calendar:

Shows the view in the form of a calendar.

Gantt Chart:

A diagrammatic view of the Tasks and their time scale. This chart can also show the
relationship between Tasks and the Critical Path. It usually shows the task entry form alongside
the Gantt chart.

Network Diagram Chart:

Network Diagram is an acronym for Programme Evaluation Review Technique. This view
represents each Task as a box with relevant information within it. The layout of the boxes on
the chart and the lines that link the boxes represent the structure of the project.

Task Usage:

The Task Usage view displays project tasks with their assigned resources grouped underneath
them.

Tracking Gantt:

The Tracking Gantt view displays two task bars, one on top of the other, for each task. The
lower bar shows baseline start and finish dates, and the upper bar shows scheduled start and
finish dates (or if the task has already started, meaning that the percentage complete is greater
than zero, the upper bar shows the actual start and finish dates).
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Resource Graph:

A graphical representation of a single resource and its utilisation.

Resource Sheet:

A list of all the resources for the project.

Resource Usage:

This is a view that shows the use in hours per day for each resource.

More Views: Allows the showing of combination views as well as details of a single Task
Table:(Entry): Changes the form alongside the Gantt chart.

Reports: Takes you into Report Wizard.

Toolbars: Allows you to change the Toolbar display.

View Bar: Activates the View bar, located vertically on the left of the screen.

Zoom: Changes the amount of information you can see on screen, from days to years.

Team Planner

A new view in 2010 which allows you to reassign work amongst team members to more
efficiently use their time.

The Tracking Gantt View

When you initially set up your project with tasks and dates, and then save the project with a baseline, the Tracking Gantt

view displays those tasks as shown in the following example.

o Task Name Duration 15 Oct 07
SIM[T|W|T|F[5]5
g 0%

| Create Structure l 5 days

Figure 2-10: Tracking Gantt View

The baseline bars and the scheduled or actual bars are synchronized. However, if the start date of task slips by, say, 2 days,

the red scheduled bar will extend 2 days beyond the lower baseline bar.

Because the tasks are linked,

the slipping of task 2 will cause a ripple effect, making its successor tasks slip by 2 days as well.

You Can Use The Tracking Gantt View To:

« See how tasks progress across time and evaluate the slippage of tasks. You can track progress by comparing

baseline and scheduled or actual start and finish dates and by checking the completion percentage of each

task.

» View tasks graphically while still having Project to detailed information about the tasks.

o Create a project by entering tasks and the amount of time each task will take.

» Establish sequential dependencies between tasks by linking them. When you link tasks, you can see how a

change in the duration of one task affects the start and finish dates of other tasks and the project finish date.

o Assign personnel and other resources to tasks.
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Microsoft Project — Ribbon tabs
The File Tab

Covered in Previous section this contains all the commands to do with the project file:

The Task Tab

The Task Tab Contains all the commands pertinent to the tasks that make up you project some of the typical commands

to be found there are:

Task Resource Project View Add-Ins | Format | & 0 B =
’- iﬁh“' * T = S T X RN ? Mark on Track ~ - (] '@Insped: = = ¥ Summary - = -
| L 2 TEeERR T s CE
o S ) “33 Respect Links | L"; Move = ‘ Milestane @ 2T
Gantt || Paste Bl U | &~ A S 88| e 85 Manually Auto Task Information —-. | Scroll
Chart ~ E | =t = A G |88 #5- <= Inactivate Schegule Schedule | L3 Mode > v i Deliverable toTask (8"
View Clipboard Font {7 Schedule | Tasks Insert | Properties Editing

Figure 2-11: The Task Tab

Command Function Section
Link Tasks: Create links between tasks. Schedule
Unlink Tasks: Break an existing link. Schedule
Go To: Go to a task or resource. (Depends on view.) Editing
Milestone Insert a Milestone task Insert
Tracking: Check the progress. Schedule

This e-book Y o N
ismadewith SETASIGN

SetaPDF W

PDF components for PHP developers

www.setasign.com
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The Resource Tab

The Resource tab contains all the commands pertinent to working with resources such as levelling assignment of resources,

addition of resources etc

m Task Resource Project View Add-Ins Format
= & - 2] Leveling Options
| S ?3" % ?;l c% .
wa@ Clear Leveling
Team Assign  Resource Details Level Level )
Planner~ | Resources Pool~ 3 : Resource All  lli Next Overallocation
View Assignments Insert Properties Level
Figure 2-12: The Resource Tab
Command Function Section
Assign Resources: Apply various filters to the tasks. Assignments
Level Resources: Shows resource levelling information Level
Resource Details Show the resource form details Properties

The Project Tab

m Task Resource Project View Add-Ins Farmat
1?#,'] — 2 = Status Date: | =3 e h = == fg
sy :l f.J 18 s o 10500 | = ﬁ' e £
Subproject Project  Custom Links Bebween WES Change Calculate Set Mave Update Visual Reports Compare @ Spelling
Information Fields Projects hd Warking Time Project Baseline v Project Project Reports Projects
Insert Properties Schedule Status Reports Proofing
Figure 2-13: The Project Tab
The main choices here are Change Working Time, project information, reports and Multiple Projects.
Command Function Section
Change Working Time: Format a new Calendar. Properties
Reports Create and run reports Reports
Links Between Projects: Set up sub projects and links. Properties
The View Tab
N —
% :% E = _g Resource Usage ~ ’i‘l Sort ~ > [Mo Highlight] | Timescale: ¢, Zoom ¥ Timeline ¥ _E\ ';':IJ' :|
| 4= = - @ Resource Sheet ~ | 25 Outline » S [No Filter] ~| [4] Days |2 Entire Project Details | e ==5
Gantt | Task Team 2] — New Macros
Chart = [Usage ~ o | R 8 Other Views - =i Tables : [Mo Group] v S Selected Tasks Window .7 -
Task Views Resource Views Data Zoom Split View Window Macros

Figure 2-14:The View Tab
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The view Tab has the functionality to change views and manage aspects of your project with these new appearances.

Command Function Section

Team Planner Reassign unused team resources to specific tasks new to Resource views
2010

Timeline Add a timeline to your project to monitor how changes will | Split view
affect the end date new to 2010

Timescale: Allows you to set the displayed time at anything from years | Zoom
to minutes.

Task Usage See table of tasks vs resources to monitor under or Task views

overallocation of work

The Add Ins Tab

This Tab shows third party installed programs and Microsoft addin programs that enhance integration and functionality

of project.

Task Resource Project View Add-Ins Format

Bluetooth -~

Menu Commands

Figure 2-15: The Add-Ins Tab

The Contextual Tabs

This changes dramatically when different views are selected. The following are the principal selections.

For A Network Diagram The Choices Are:

™ B R Network Diagram Tools BEEN
m Task Resource Project View Add-Ins Format

—' -’:i/‘, Iy == Link Labels W Summary Tasks

3 o o B = :

Fati e Straight Links Project Summary Task

Collapse Box Eox Layout

Boxes Styles /| Progress Marks

Display Format Show/Hide Layout

Figure 2-16: Network Diagram Tab

Command Function Section
Summary Tasks Show Summary tasks in your Diagram Show/Hide
Box Styles: Changes the appearance of the Network Diagram boxes. Format
Layout: Allows you to customise the way links are shown. Format
Layout Now: Redraws to show changes made to links etc. Layout
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For The GANTT Chart The Choices Are:

Intro to Microsoft Project

‘E“ i S R | | House Build2.mpp [Compatibility Mode] - Microsoft Project = EI
Task Resource Project View Add-Ins | Format Al e
% @ ._ﬁ Lkl r%% == (% Critical Tasks [y -] — ey e ey “| Outline Number LE)
e u @ Column Settings ~ = F shack " - 21 gl g @ | |7| ' Project Summary Task
Text Gridlines Layout Insert ..~ Format : Baseline Slippage P Py & Pl s Drawing
Styles - Column (& Custom Fields - Late Tasks o - | V| summary Tasks -
Format Columns Bar Styles Gantt Chart Style ] Show/Hide Drawings
Figure 2-17: The Gantt Chart Tab
Command Function Section
Text Styles: Opens a dialog used to change the font. Format
Gantt Chart Style: Change the selected Gantt Bar style Gantt Chart Style
Outline Number: Show The Task outline number Show/hide
Gridlines: Allows you to display or hide Gridlines and change their appearance. Format
Baseline: Change the baseline style on the Gantt Bar styles
Critical Tasks Display or hide the critical path Bar styles
Layout: Change the way the bars are displayed including links. Format

EXPERIENCE THE PC

FULL ENGAGEMENT...

RUN FASTER.
RUN LONGER..

RUN EASIER...
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3 Planning the project

After completing this section you will be able to:

o Design a sample project.
+ Begin to use Microsoft Project.

o Create a Project File.
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The stages of project management

The process of project management is divided into specific stages which can be defined as follows: -

+ Define the Project

o+ DPlan the project

o Implementation

+ Monitoring and Adjusting

o Evaluation

Definition of the word Project: - ‘A planned undertaking’

The skills of project management are gathered from a wide range of experiences. Consciously or sub consciously we all

apply these skills in the daily administration of our work.

Where a major undertaking has to be completed, these skills are not only brought into focus but must be applied in a

much more structured format.
We must take on the jargon and techniques of the Project Manager as well as become familiar with the “Tools of the trade”.

o To review the skills that are relevant to project management
o The ability to define the Goal, Objective, Specifications and Limitations of a project.
+ The ability to define the individual tasks in sufficient detail and sequence to meet the objective with the

minimum of problems, and within the defined time scale.

Task attributes should include some or all of the following

» Objectives

» Time constraints

o Milestones

o Task(s) on which this Task is Dependant
» Estimated Duration: -

o Task(s) that are dependent on this task

o (Optimistic estimate)

« Itemised task Budget

o (Pessimistic estimate)

» Resources required to complete the Task.
« The ability to manage the progression of the tasks in terms of their resources, start times and finish times.

o The production of appropriate progress reports.

As the complexities of these undertakings increase so the importance of discipline and structure increase and the Project

Manager must look to the tools that can help which is where Microsoft Project comes into the picture.

Download free eBooks at bookboon.com



Project 2010 Introduction: Part | Planning the project

Defining The Project

Setting out the Goal and the Objectives together with the Specification and Limitations within which the undertaking

must be completed.

Plan The Project

Planning of all the activities, resources, and estimation of materials and time scales. Some of this planning may have to be
done at an appropriate level for cost estimation before the project can be agreed. Once the decision to go ahead has been
taken the skills of the Project Manager are used to define the details of the planning stage. When this has been completed

and agreed it will become the “Plan” or the base line against which progress can be measured.

Implementation

A leap into the void!

Notes: A poorly planned project will take three times longer that the original plan. A well-planned project will
only take twice as long.

A project that will be completed without changes, on time and within budget has never been known in
the past and will never happen in the future.

Microsoft Project will help!

DO YOU WANT TO KNOW:

What your staff really want?

The top issues troubling them?

How to make staff assessments
work for you & them, painlessly?

How to retain your
top staff

FIND OUT NOW FOR FREE

Because happy staff get more done

>/ Click on the ad to read more
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Monitoring And Adjusting
Recording Actual Progress

Once the project is under way, the progress of each activity is recorded. This information can then be compared against

the Plan and the differences highlighted.

Revising The Schedule

The process of minimising the effect of problems and delays on meeting project deadlines is achieved by adjusting and

updating the Schedule to meet the changed circumstances.

Evaluation.

As the project progresses and when it has been completed the process of evaluation should be used to learn the lessons

for the next time.

Microsoft Project - Operational Basics
Microsoft Project Has The Following Capabilities:

1 million tasks per project (depending on free RAM)
+ 1 million resources per project

o Calendar dates from 1984 to 2049

Highlights

» Gantt charts to show project schedules graphically on a time scale (with scaling from minutes to years).
o Network Diagrams to show task relationships.

+ Outlining to group and arrange project tasks in hierarchical order.

« Filters to view selected information.

o Resource usage and Graph views and reports to quickly identify resource availability and costs.

« Split views to see any two screens simultaneously.

o Custom fields so you can track additional information unique to your project.
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Defining the project

Project Considerations

This is the starting point for a new project. The following are the areas that must be completed:
The Goal

This is a short statement of what the project should achieve in the broadest terms. For example if the project is to build

a new road to divert traffic away from a shopping centre the goal would be: -
To make Project to the shopping centre easier for pedestrians and improve the shopping amenities for local residents.

The Objectives

The objectives can be more specific and there can be any number of them as required. To continue the example from

above the following are examples: -

o To build a road for through traffic that does not use any existing residential areas.

o To design the road and the route to allow for the projected traffic flow for the next 20 years.

The Specification

This section will provide more detailed areas for the project, for example it may specify the broad sections of the project
and at what points approvals are required before proceeding. There may be a section concerning where resources should

come from. It may also specify the management team.

The Limitations

These are the restrictions that will affect the project, for example there may be a cost limit, there could be a set of regulations

that must be adhered to, time may be a vital factor.

When these areas are clearly specified before the project starts there is a much greater chance of the project succeeding

and major pitfalls being avoided. (In theory!)

Complete The Project Definition

As an exercise, define a project that can be planned in the next section and subsequently used in the following sections

of the manual to try out the features of the package.
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Complete The Following Form

Project Title:

(File Name)

Start Date:

Goal:

Objectives:

Specification:

Limitations:
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Project planning

This is where the experience and skill of the Project Manager must be used. At this point the project is broken down into

a series of tasks and you must ensure you have all the necessary information for each task.

The Project Manager must be confident that it will be possible to control the task as listed, if there is any doubt then the

task should be broken down into a number of smaller tasks, each of which will be easier to control.
When defining a task the following is a guide to the information required.

« The Title

o The Objective of the Task

o The time required to complete the task.

o (Give an optimistic and pessimistic estimate.)

» A note of any previous task or tasks that are associated with this task.
o The immediate subsequent tasks.

o The resource(s) that are required to complete the task.

« Any time constraints that apply.
When all the tasks have been specified together with their resources, you have completed the major part of the planning
of the project.

The next stage is to examine the flow of the tasks and the utilisation of the resources. It may well be that some of the

resources are over allocated and these problems must be resolved or noted.

+ At this point it will be possible to Set the Plan, this will become the base line against which progress can be

measured.
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Complete The Project Plan

Complete The Following Table

Number

Task Name

Duration

Predecessors

Resources
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Basic project tasks
Opening A Project

» To Open A Project File

mouse

i. Select File tab, Open to open the open dialog.
ii. Navigate to project file location and select project file

iii. Click OK to open the project file

Viewing A Project

There are various tools as mentioned to navigate and change the view of your project.

MU IN5|I|:|IRE|D|C :q 2 NIC E=‘ LD WiI

IEAUMONMNT EST
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| IE“ = | = House Build2.mpp - Microsoft Project o B =
[ Task Resource Project View Add-Ins Format [~} o B 22
[3\ E Fal G Resource Usage = %] Sort~ 25 [No Highlight] ~ | Timescale: Q zoom ~ Timeline * Bl |
, ez [@ Resource Sheet ~ | £ Outline » 7 [No Filter] ~| 151 Days - |23 Entire Project Details - g | =3
| Gantt | Task & Team N = . . New _ | Macros
Chart ~| Usage ~ Planner » L8 Other Views =¥ Tables &= [No Group] &3 Selected Tasks Window v
Task Views | Resource Views Data | Zoom | Split View J Window | Macros | |
o Task Name - | Duration Start | Finish . Pred 080ct'07 [22 Oct 'Om [19Nov'07 [03Dec'07 [17Dec'07 [31Dec'07 [14Jan'08 [a
08[13]18[23[2802]07 [12 22[27[02]07[12[17[22[27 010611 [16]21 |21§]
1 = Build a House 106.06 days Mon 15/10/07 Mon 03/03/08 .
2 - Preparation 45.06 days Mon 15/10/07 Wed 12/12/07 lw K
3 e Buy Land 9.44 days| Mon 15/10/07  Fri26/10/07 sid Little (architect) Peter Plank(Planner]  Z00mM Section
4 See architect 1489 days  Fri26/10/07  Fri16/11/07 3FS- Sid Little (architect) COﬂtl‘O|S
5 Survey Land 519days| Fri28/10/07 Fri02/11/07 3
6 Obtain Planning Permis 18.81days| Fri16/1107 Wed 1211200745 || | | [l Peter Plank(Planner)
7 Planning perm obtainec 0 days Wed 12/12/07 Wed 12/12/07 6
8 | - Build Foundations 10.88 days|Wed 12112{ v | Thu 27/1207
9 Dig 4.69 days Wed 12/12/07 Wed 19/12/07 7 Builders[200%]
10 Lay Pipework 4.69 days Mon 17/12/07 Mon 24/12/07 SFS- Builders[200%]
1" Lay Concrete 4.69 days Thu20/12/07 Thu 27/12/07 10FS T -Builders[300%]
12 ¢ = Build 36 days Wed 02/01/08 Tue 19/02/08 / Ga ntt a nd ta ble ——
13 Build Walls 14.13 days  Wed 02/01/08 Tue 22/01/08 11FS Resize Handle A+ i
14 Build Roof 4.89 days| Wed 30/01/08 Wed 06/02/08 13
15 Windows and Doors 5.63 days Wed 23/01/08 Wed 30/01/08 13
18 Plaster 3.75 days| Thu 07/02/08 Tue 12/02/08 2058
17 Floor Boards 4.75 days| Wed 13/02/08 Tue 19/02/08 1
18 ~ Install Services 15.94 days Wed 23/01/08 Tue 12/02/08 SCFOll Ba rs
19 Install Plumbing 9.38 days| Wed 23/01/08 Tue 05/02/08 13
20 Electrics 4.69 days Wed 06/02/08 Tue 12/02/08 14,1%
21 = Finalise 14.19 days Wed 13/02/08 Mon 03/03/08
22 Kitchen 3.81 days Wed 13/02/08 Hon 18/02/08 R . H dl
23 Bathroom 2.81days| Tue 19/02/08 Thu 21/02/0§19,2( esize an €
24 Decorate 469 days Thu21/02/08 Thu 28/02/48 222!
25 Carpets 1.88 days' Thu 28/02/08 Mon 03/06/08 24
Views \ Zoom Slider
v
1 » |4 i
Ready | GL';, New Tasks ; Auto Scheduled |

Figure 3-1: View Controls

» To View Parts Of A Project

mouse

i. Press [Ctrl-Home] and [Alt-Home] to go to the start of the project.

ii. Use the scroll bars to see the project progress.

iii.
iv.

headed arrow

Use the mouse to resize the various windows with the resize double arrow.

Move the mouse to the central vertical bar on the screen when it will change to a double line with a double-

v. Alter the time scale with View tab, Zoom section controls or the zoom slider on the right of the status bar.

Vi.

Click on the Gantt Chart Button on the task tab

vii. Select a view from the list, choose each of the top five and note the different screens.

viii.

Select the GanttChart view to return to the original view.
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Where to begin with Microsoft Project
The first step is to enter general information about the project in the project information box.
Starting A New Blank Project

The Project Info dialog box, illustrated below, records background information and allows you to enter scheduling
information. The dialog box allows you to specify either the project start or finish date. If you enter a start date, the finish
date will be automatically calculated. If you enter a finish date, the start date will be calculated. Note, however, that if

you choose to enter a finish date, all tasks will be considered critical because they will all be scheduled as late as possible.

If you do not enter a project start or finish date, Microsoft Project will automatically use the current date as the start date.

The Project Info dialog box also allows you to specify the project calendar, as shown below.

i Project Information for "Projectl’ l&,l
Start date: Mon 15/10/07 |Z[ Current date: | Mon 15/10/07 =
Finish date: [Fri 19/10/07 o] stetusdate: [na =
Schedule from: f-lgrojecfus;:art baté E Calendar: | ;Stanaara B

All tasks begin as soon as possible, Priority: 500 & 1

Enterprise Custom Fields

ield

Help i | Statistics.. oK | | Cancel

Figure 3-2: The Project Info Dialog Box

Choosing the Statistics button opens the Project Statistics dialog box, below. This dialog box displays information on
project start and finish dates, duration, work, and cost. It also provides comparative statistics you can use to measure the

progress of your project.

Project Statistics for "Projectl’ [—L&_J
Start Finish
Current Mon 15/10/07 Fri 19/10/07
Baseline Mon 15/10/07 Fri 19/10/07
Actual Mon 15/10/07 MNA
Variance od 0d
Duration Work Cost

Current od oh £0.00
Baseline 5d oh £0.00
Actual 1d Oh £0.00
Remaining 4d 0h £0.00
Percent complete:

Duration: 20% Waork: 0%

Figure 3-3: The Project Statistics Dialog Box
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Available Templates Blank project
{2} Home
[ |
! 5 i‘/:}‘ g
— o
Blank project Recent My templates
| templates

Mew from existing

l 18
| - -
==} L L .
New from New from New from
existing Excel SharePoint
project workbook task list

Office.com Templates fice.com for templates -+

. = 2 i
| - ;
| | y

Plans Planners Schedules Mare Create

categories

Figure 3-4: Create A New Project

» To Start A New Blank Project:

mouse

i. Choose New from the File Tab,
ii. Select blank project, click create.

iii. A new project is created.

Free eBook on

Learning & Development
By the Chief Learning Officer of McKinsey

Prof, Dr. Nick HM. van Dam

21st Century Corporate
Learning & Development

Trends and Best Practices
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T T e
File Task  Resourte  Project  View  Adddns Format a @& =
e 2 = & = % i = T =
E ‘j % alibr i - eEses = Mark on Track }_? lﬁ__.ﬁ‘> T Inspect &g T summary | % )
) By~ = 2 Respect Links ‘ ]l Move - & Wilestone 2
Gantt  Paste e P Manually  Auto Task Information Scroll
Chartr | + BIU[H-A wH | 88| S e Scheduli Schedule | [ Mode = + [ Deliverable - Z | toTase @]~
V\ew‘ Clipboard ‘ Font i1 Schedule Tasks Insert Properties Editing
Start Finish
Wed 18/05/10 Wed 18/05/10
@ = ,|Taskuame . |Duration _ |start L |p'io [17 may 10 [24 may'10 [31 May 10 [07 Jun 10
Mode wlT[F[s[s m[T|W[T[F[s[s [m[TIw[T[F[s]s[m[T[W[T[F[s[s [m[T[w]=]
|
|
+
= |
g |
|
|
|
|
2 il | | =
<[] ¥ [ )
Ready | 5" New Tasks : Manually Scheduled [HEsac——U— |
]

Figure 3-5: A New Project

Set The Project Start Date

The first thing to do with your new blank project is to define the start date that your project will start it may be days or

months into the future

Start date: on 15/10/07| w | Currentdate: Tue 18/05/10 .
Einishdate: | Mon 03/03/08 - | statusdate:  NA 5
Schedule from:  Project Start Date « Calendar: Heinz Project 1 -
All tasks begin as soon as possible. Priority: | 500 E:
Enterprise Custom Figlds
Department: | |

Custom Field Name |\|'a|ue

»

[ tep | [ statstcs... | |

Figure 3-6: Project Start Date
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> To Set The Project Start Date

mouse

Task Eesource Project View Add-Ins

=5 & e
i | =

Project  Custom Links Between WES Change
Information Fields Projects & Waorking Time

Properties

=

Figure 3-7: Project Information Button

i. In the properties group of the project ribbon select project information a dialog opens.

ii. The Project Information dialog box allows the selection of the start or end date of the Project.
iii. To view project statistics, choose Statistics.

iv. Once you have viewed the necessary information, choose Close to close the Statistics dialog.

v. Click Ok to close and set the start date of the project.

Enter Project Properties

You can enter descriptive information about your project in the Properties dialog box. This information will help you
and others identify the source and purpose of your project. The Properties dialog box consists of five tabs, described in

the table below.

Tab Function

General Provides information about the project, including project name, file type and size, file location,
dates and times of file creation, most recent modification, and most recent Project.

Summary Provides a description of the project, including title, subject, author, company name, manager,
category, keywords, and comments.

Statistics Provides information about project use, including date created; most recent modification,
Project, and printing; person who last saved it; current revision number; total editing time; and
summary.

Contents Contains schedule information, including project start and finish dates, duration, total work and

cost, and percent complete.

Custom Allows you to enter project properties by which you can search and define links to actual values
in your project.
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[ Project Information ~ 1

~Zll Advanced Properties
z ! View advanced and custom

properties of this project.
Project Statistics
See key statistics related to

your project.
SJLatus oot Touay

Last Modified 25/10/2007
Project Calendar Heinz Project 1
Priority 500

Figure 3-8: Project Information

360°
thinking.

Deloitte.

Discover the truth at www.deloitte.ca/careers © Deloitte & Touche LLP and affiliated entities.

¥y

Click on the ad to read more
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To Access Project Properties

mouse

ii.

iii.

iv.

vi.

Click the file tab select Info.

On the right side of the screen you will see the current property information for the project
Click the project Information button to expand a small menu. (figure 3-5)

Select advanced properties to open the properties dialog as discussed

From the various tabs edit or enter the information you wish.

Click ok to enter the information and close the dialog. (figure 3-6)

House Build2.mpp Properties =
[ General] summary [statstics [ Contents | custom|

Title: House Build2.mpp

Subject:

Author: Training2

Manager:

Company: |H JHeinz

Category:
Keywords:

Comments:

Hyperlink
base:

| Sawe preview picture

| OK | | Cancel

Figure 3-9: Project Properties Dialog
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The Calendar

The Default Working Calendar is used by Microsoft Project to calculate all Timescales and Resource costs. It defaults to

a working day of 8 hours with the working hours 0800 to 1200 and 1300 to 1700.

f b |
Change Working Time . . e s [

For calendar: 5_::“,J;andard {Project Calendar) Create New Calendar ... |

Calendar 'Standard' is a base calendar.

Legend: Click on a day to see its working times:

October 2007 + | Working times for 15 October 2007:
W |Th| F g L
s T2 = By + 08:00 to 12:00
Monworking s w » 13:00 to 17:00

8 |9 (10 |11 [12 [13 |14

Working

=
o

Edited working
i 16 |17 |18 |18 |20 |71

On this calendar: Based on:
22 |23 |24 |25 |26 [27 |28

Exception day Default work week on calendar 'Standard'.

29 (30 |3
Mondefault work
week .
Exceptions Work Weeks
Mame Start Finish 4 Details.
[
Help Options... || oK | ‘ Cancel

Figure 3-10: Project Calendar (Change Working Time)

You can create your own calendar with your own particular times. If this is not a standard 8-hour day you must remember
to tell Microsoft Project what the standard day is. Each resource you add will be based on the calendar you select when

you start your project.

Depending on the nature of your project you may find that the base calendar and standard 8-hour day is satisfactory. A
full day’s work is considered as two shifts—one in the morning and one in the afternoon. You can use the From and To
text boxes in the Working Time area to specify up to three shifts. Selecting Default restores selected days and working

hours to their default settings.

Resource calendars deal specifically with resources—that is, working hours, working days, and vacations on an individual
basis. Resource calendars are created automatically when a resource is added to the pool. Users do not create resource

calendars. It is up to the user to attach a resource to a specific base calendar.

@ e @)
I | ()
Project  Custom Links Between WES Change
Information Fields Projects & Working Time

Properties

Figure 3-11: Change Working Time Button
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» To Access The Change Working Time Dialog

mouse

i. Go to the properties group on the project ribbon

Planning the project

ii. Click the change working time button to open the change working time dialog box.(figure 3-7)

Creating A New Base Calendar

When creating a new calendar, you have the option of creating a brand new calendar or of creating one based on an

existing calendar, as indicated below

Create Mew Baze Calendar

STl

MName: | Copy of Standard

() Create new base calendar

@) Make a copy of | Standard

|E| calendar

OK

| [ cancel |

Figure 3-12: Creating A New Base Calendar
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» To Create A New Calendar

mouse

i. Access the Change Working Time dialog

ii. Choose Create new calendar.

iii. In the Name text box, type the new calendar’s name.

iv. Select either the Create new base calendar or Make copy of calendar option button if the latter select a
calendar to copy from the drop down box choices.

v. Choose OK.

Edit A Calendar

In a calendar for the project you must define the working and non-working hours and days as these will affect the costing
and the duration of the project. Please understand if your project runs 24 hours a day your workers will only maybe
work 8 hours so a task taking a working project day will take a worker 3 days to complete increasing the cost etc. If your
project day is running for 16 hours and you have two teams working shifts (at 8 hours a day) 1 days project work will
entail the two teams working a day each. It is very important to ensure the entire project work calendar is set correctly
especially weekend or holidays where the project cannot function. You must select days, weeks or the entire calendar to

set the working hours and non-working times for the project not the workers.

Legend: Click on a day to see its working times:

Qctober 2007 »  Working times for 27 October 2007:
M| T |W|Th|F |5 |'S
3|4 |56 |7

Working

« 08:00 to 12:00

...... Monworking

"
8]

8|9 (10|11 |12 |13 |14

g Edited working
""" otz 15 16 |17 |18 |29 |20 |21
On this calendar: Based on:

22 123 |24 |25 |26 28
i = [ Exception '[Unnamed]' on calendar 'Heinz
31 Project 1'.

31 | Exception day

37"} Mondefault work
o WEEK =

Name Start Finish - | Details...
27/10f2007 S - =
29/10/2007 29/10/2007 | Delete

Figure 3-13: Adjust Project Work Times

» To Adjust Working Times

mouse

i. In the calendar, either select specific dates for which you want to make a change or select all days of the
week by selecting the column headings.(figure 3-12)

i. If required, select the desired month by clicking the up/down arrow on the vertical scroll bar of the calendar.

ii. On the tab work weeks select the default working time row and click on the details button a dialog will

open(figure 3-11)
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Details for ‘[Default]
Set working time for this work week
Select day(s): Use Project default times for these days,

Set days to ponworking time.
@ Set day(s) to these specific working times:

Saturday
Sunday

Help | | OK || Cancel !

Figure 3-14: Default Work Week

iii. Select the days your work week will include and change (if necessary) the working hours choose whether the
days for the selected dates will be non working times.

iv. Click ok to enter the work times.

V. Your project may run longer in the summer months and shorter during the winter months due to light,
weather or absence of staff select the start and end dates that the time periods you selected in the previous

step will run from and to.

.Exceptions | work weeks

Mame Start Finish -

1 |[Defaul] R —

Figure 3-15: Multiple Time Periods

vi. Select another row and repeat the previous procedure for another block of time.
vii. On the exceptions tab (figure 3-10) select a row and click the details button and enter any exceptions to
the rule (for example half day holidays. Or days when the project will run longer than normal due to site

clearance etc) click ok to enter the exception.
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Details for '[Unnamed]'
Set working times for these exceptions
() Nonworking
@ Working times:
| TF.rom :_fo
[ 1 pgoo__fiz

Recurrence pattern

G Daily Every |1 = days
_) Weekly
(7 Monthly
) Yearly
Range of recurrence
Start: Sat 27/10/07 - (@ End after: 1 occurrences
(71 End by: Sat 27/10/0

o) (o

Figure 3-16: Exception Details

viii. Choose OK

= One generation’s transformation is the next's status quo.
In the near future, people may soon think it's strange that

devices ever had to be “plugged in.” To obtain that status, there
needs to be “The Shift".

sssssesssssssssssssssssssssssnsssnsnsssssssssnssasssssasssssasssssasssssfAlcatel-Lucent @
www.alcatel-lucent.com/careers
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Assigning A Calendar To A Project

When you first create a Project and set the start date one of the first things to do is to assign a project calendar it is
essential to do this before you start entering tasks and setting durations because if you do it afterwards then 1 project day

assigned to a task could mean a completely different thing.

» To Assign A Calendar To A Project

mouse

i. Open or create a blank project
ii. Create and edit your project calendar as previously described
iii. Open the project information dialog box from the properties group on project tab.

iv. In the Calendar drop down box select the previously created Project Calendar.

Project Information for "Projectl’ l"&,l
Start date: Mon 15/10/07 [¥] currentdate: [Mon 15/10/07 =]
Finish date: [Fri 19/10/07 o] statusdate:  [nNA =
Schedule from: i’I'DJ'ECt Start Date iz] Calendar: Standard E

All tasks begin as soon as possible, Priority: 500 |l
Enterprise Custom Fields
-
Custom Field N,

Help i | Statistics. .. | oK | | Cancel

Figure 3-17: Assign A Calendar

v. Set the Start or end date if necessary

vi. Click Ok to finish assigning your Calendar
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Save the new project file
Saving A Project

While you are working on your project, make sure that you save it to disk. It is good practice to save your project every

fifteen minutes so that, if there is a power outage or power surge, you will lose only fifteen minutes of work at the most.

For a new project that you have not yet saved, you can choose either Save or Save As from the File Tab. However, the Save
As dialog box will always appear because the project does not have a name. You can give your file a name with as many

characters as you like, and Microsoft Project will automatically assign the three-character extension .MPP.

Once you have named your document, the Save command automatically saves the project under its existing filename. The

Save As command can still be used if you want to give your project a new name, leaving the original file intact.

You can also save (export) your project in formats that other programs can read. For example, you can export your project
file with an .XLS extension for use in an Excel spreadsheet, a .DBF extension for use in a FoxPro or dBase Project file, or
an .MPX extension for use in other project management applications. To export a file, in the File Save dialog box, select

the desired extension from the Save as type drop-down list, type the filename, and choose Save.

» To Save An Unnamed Project:

Mouse

i. From the File Tab (Backstage), choose Save As.
OR

ii. From the File Tab (Backstage), choose Save.
OR

iii. On the Quick Access toolbar, click the Save button.

iv. If required, select the desired drive and/or folder in the navigation areas of the window

v. If required, select a file type from the File type text box.(to save as an alternative file type or earlier version)
vi. In the File name text box, type the project (file) name.

vii. Choose Save.
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|ES&U&A5 )

QI\:J' | <« Documents » My Office files » project - | 4¢| | Search 2|

Organize ~ ga8 Views = [ Mew Folder

G

Eavaiie Einke Name} Date modified Type Size Tags
E] housel.mpp

@houselmpp

E] house3.mpp

@Huuse Build2.mpp

—— (] House Build 2010.mpp

ﬂ: Documents

B Music
FE Pictures

Recently Changed

L
P8 Searches
=] Recent Places
Bl Desktop
More »
Folders ~
IO EL PRl House Build 2010.mpp -
Save as type: [Project (".mpp) v‘
| ODBC... ]
= Hide Folders Tools - [ Save ] I Cancel I

Figure 3-18: Save As Dialog
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» To Save A Named Project:

Mouse

i. From the File Tab (Backstage), choose Save.
OR

ii. On the Quick Access toolbar, click the Save button.

» To Save A Named Project As An Earlier Version:

Mouse

i. From the File Tab (Backstage), choose Save & send.

ii. From the displayed choices in the central window area under file types select save project as file.
iii. On the right a number of options appears select the version of project file you wish to save as.
iv. Click the save as button the save as dialog will open.

v. Enter a file name, select a location

vi. Click save to complete the save.

@) - - |= ‘-=t:«x"""r='f‘? T .‘ House Build 2010.mpp - Microsoft Project = EI
Task Resource Project View Add-Ins Farmat 0
= save
A Save & Send Save Project as File
‘ [ save As ‘
‘ fim. Project File Types
3 Open =) Send as Attachment
[Bl5) Project = j Project 2007 Project
' Close T . . LS| Save the project to the default file format,  [LLE] Save the project to the Project 2007 file
QE Sync with Tasks List ForrisE:
Info (] 3 Project 2000-2003 Project ‘
Save to SharePoint | T2E| Save the project to-the Project 2000-2003
Recent file format.
e Flle Types Templates
T @ Project Template (i=;+| Project 2007 Template
Print = Save Project as File 4 ey Save the project to the default template = Save the project to the Project 2007
Et‘i format. template format.
5 Other File Types
= Create PDF/XPS Document .
== @ Microsoft Excel Workbook <@ XML Format (*.xml)
Help B 4
e 5| Save as Another File Type
[z} Addns
2] Options
Ed it )
Save As

Figure 3-19: Save As Earlier Version
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Convert Project File To 2010 Format

If you have upgraded to 2010 to ensure the full compatibility with the new features in 2010 you must convert and update

the file to the new 2010 version.

» To Convert A File To 2010

mouse

i. Open the project file created in an earlier version of Microsoft Project.
ii. Your file will be in compatibility mode which may not allow the saving of 2010 features.
iii. Go to the file tab save command.

iv. A dialog will open warning you which version you may be saving in click yes to convert to 2010 project file

type.

Microsoft Project

"house 1.mpp” is & Microsoft Office Project 2003 file.
Do you want to save it in the Microsoft Project 2010 format?
« To save it, dick Yes,

« To save it in the Microsoft Office Project 2003 format, dick Mo.

| Yes | | Mo | | Cancel

Figure 3-20: Convert Dialog

Ending A Project Session

At various intervals, you will need to close a project and work on other ones. Alternatively, when you are finished working

in Project, you will need to close all your projects and exit out of Project altogether.
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Closing A Project

Once you have finished working with an existing project, you will close it. When you do this, Project asks whether you

need to save the changes.

> To Close A Project:
i. From the File Tab (Backstage), choose Close.

ii. Choose Yes to save the changes.

OR

iii. Choose No to close the file without saving the changes.

Exit Project

i. Select File tab, Close to close the existing project file.
ii. Select File tab, Exit to close Microsoft project and the file that is currently open.

iii. You will be prompted to save changes to any open and unsaved project files.

ey
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