g

Dl

\
|
»

§353535 38534

— Y e

333331

—

1

Contents

MICROSOFT PROJECT ESSENTIALS 1
MODULE OBJECTIVES .ccuuviuieeitreacrasrarmresnesssessesssessessnssssssssasssessasssasssnssssnsssaas snssssssassnsessacs 2
IDENTIFYING PROJECT MANAGEMENT CO).CEPTS ......................................................... 3

WRAL IS @ PEOJECE? ...t cnaetesreeeaeissaaesssneenenstasesnnnsssnsssasssesaseasntenssansosseacn 3
Defining @ Project Plan .............veceoeeeeeiieeeeessneessesesessesessssanesasssssessssssasssssnnsene 5
GETTING STARTED WITH MICROSOFT PROJECT .....ccoveurremrumreniemrncscsninssssnesmsnsssnssssssnensens 6
Starting MiCPOSOft PIOJECL.....c..ocuoueceoreerreetaseneatinasesscenscsnessasssssnsatssmenessesessassensontsne 6
Exploring the Microsoft Project WinOw...............cwoereueeeeseeneeieeensssesssesssesenssseseesees 8
1dentifying the TOOIDATS .............euoeiiciceeniiineececeninireceescasteseseessesassusesse e asnes 10
Getting Help from the Office ASSISIANL ...........coeeeurnieeneirieecenicrceeeeenecnesssscssesescsans 11
STARTING A PROJECT PLAN ...ttt ettt mcsscas s nenc s smssna s sesssananenes 13
Creating @ New Project File......... .o eenieiesenieieeeecresenseaensessessaeessssasonsssessensss 13
Recording Project INfOrMQUion ............ccuceceercueceineeneceeneescnenreescrseenssesecanecesssenessnnne 15
Changing the Default SEHNGS ............cuivuiesiniiniersisisresnisissesssssessssssessessmssssessess 17
Defiting TASKS....o.coveriiiviiniriiitiecercenireeisscsssseasas st sassas s s sse s sresensmnesns 19
Entering Tasks and DUTGUONS ............uicovceserinninmieinisscrsisiinsssissesnessssssssssmassessasss 20
Navigating in the Gantt CRATt VIeW..........cuccvvcvciomecsecrinsnresnaccssesssissesiossssssses 24
SAVING @ PIOJECL......ccvneeeeeaieeeneeerecteeeeeeseneaseneeerasseseesenseeeseensssssssssessesassssssisasasasass 27
SUMMARY ..coaieirniennrrasessseserenssoserasssossissssessasssrassassssmssssssnsossssesss sosansssssssassnsnssossssssasnassasse 30
SELF-CHECK EXERCISE.......ccierueeeersserssemsssarsssansassasasasasessessansssssesssanssss nmns saameasseestoseannes 33

WORKING WITH A PROJECT 37
MODULE OBJECTIVES.......cenuereneens reerrsesissense s sttt e e s naaseses e enen ans 38
MODIFYING A PROJECT........... feeetesteisieussteenseetrtarrennnonrertniranetetaenertrseettensranareses 39

Opening an Existing Project.........ucvciciivvicrnnncineinicincisiessssncsssssssensessssesnees 39
Working with Tasks and DUFQUONS ...........ccuuevceeueeeceenteerieeeeseaersessansescssninssssnsane 41
ORGANIZING TASKS .-eereceeecsrercrorncrsssaresassasssrssssasssssnsessseassrassoamsassassssamesessamsrsssns soaesonsessan 4
Selecting and MOVING TASKS .......cc..couceieeorieeceeeicrcseeereeseseesenecs s e s stassssanaesssons 44
Indenting and Outdenting TASKS ...........coweeievcrecseincenntintiecinsssassasecssssmessisssssenesss 46
Collapsing and Expanding Summary TASKS c.coeereeeeececneeeeeee e e e emcenensesanaesns 49
SCHEDULING TASKS ....ccvvneue. eetsssestetianntnitenesttrassssearestnsasasenarsseastarsranss 51
Identifying Task Dependencies ..................eeeeeornuiconsneiniiossussesessessesnssssssessssens 51
Linking and Unlinking TASKS .........c..covevevevininiecesinenesencreosiionisesensencnesssssarsosssssess 52
Modifying Task Dependencies ..............ccimvneeeececeenneceseceensensensssesseseesisessssesase 55
Creating Leads Gnd Lags ............cecuceceniennrintininnaesissnineeesssasasssssssssssssnsessssesens 57
Scheduling ReCUTTING TASKS..........c.ccvuaveeeerenveiererecstcaneneresemesaasasesacsenssssnessassoneas 59
ADDIVING CONSIPQINLS.........oooveeeeeeonienennineeceecarsessenenersaeinsssstasssssssessssssessasesesesseassssesases 62
SUMMARY .....oovenmrenrrernnsenenense femeseemesiessiaehes bt ae R R e e s e s a R et R b e ees 67
SELF-CHECK EXERCISE.....ucccnreieranerrcetecceearessresssaensassssssnssssesssnsssnssesssntessasassenassasenssss 71

WORKING WITH PROJECT RESOURCES 75
MODULE OBJECTIVES. ............ tetersimiereteseerasensnnriesienyrseshtnasat e rsnanaras et anrersentne 76
DEFINING RESOURCE INEEDS ....cuumecueeereseraseessarasserssneessasansasessssssesossrasensassssassesessss ons 77

Creating @ ReSOUICe List......... . uuiicocimiinniiniiaeeineec e eeneseecsoesnansssssnsscssssesassanes 77
Assigning ReSOUrces 10 TASKS .......uviurucceviiiciitieeeinerieenes e sestsssacsenaassenes 81
Removing a Resource from a Task.................cccoocmeeicnrienmmesenesenerssssessssasnssssans 84
USING THE WORKING TIMES CALENDARS ....ccccouiraieanerreesareassessssessssesesssanssssssassesssnnes 85
Modifying the Project Calendar...............c.ccoieieniecncranssressecsernresessssssesessessens 85

Modifying a Resource Calendar ..................cocveveniesiiieinenreieneeresessnesssesssennsens 88




