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How to Use This Guide

This Learning Guide is designed to act both as a classroom workbook
during your training and as a valuable reference resource for you to use in
your workplace. An Index is included to help familiarize you with the
material.

Your instructor will lead you through each of the modules and
accompanying exercises and provide ample time for questions and practice.
The objectives listed at the beginning of each module provide guideposts for
the important concepts or skills introduced in that module. This objective-
oriented approach tells you at the outset exactly what skill is to be learned
and what procedure you will employ to demonstrate your mastery of that
skill.

Learning Guide exercises are designed to describe the action you are to
perform, then give step-by-step instructions on how to perform it. This
guide uses the following conventions.

Words that you are to type are indicated in bold:

Type Now is the Type this text into the computer.
time for

Keystrokes are indicated in bold small caps:
Press ENTER Press the ENTER key on your
keyboard.

Sometimes you will need to press two or more keys at the same
time:

Press CTRL+HOME  Press and hold the CTRL key, press
the HOME key, and then release
both.
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m |dentify project management concepts

Before you start to build a project, it is important to understand the
underlying concepts behind project management.

m Get started with Microsoft Project

Once Microsoft Project is started, understanding the components
of the project window and Gantt Chart view will help you use
Microsoft Project efficiently. The Office Assistant is a help tool
that will assist you in using Microsoft Project.

m Start a project plan

Creating a project file and recording project information lay the
ground rules by which the project will be governed. Creating a task
list and entering task information lets you set the foundation of
your project. After you create a project file, it is important to save
1t so that you can use it at a later time and protect your valuable
information.

P-4

4

H

-t R oy b g ok

. % ,,W.%




Identifying Project Management Concepts

|dentifying Project
Management Concepts

Project management to some people means steering personnel forward until
the project goal has been accomplished. To others, it means authorizing
personnel to perform tasks, mediating disputes, and keeping the project team
informed. Although a broad range of approaches exist, project management
is the planning, coordination, and management of tasks and resources to
accomplish a specific goal or set of goals within a budget and time
constraint.

Many years ago, people thought that project management applied only to
projects as large as building Toronto’s CN Tower or building Las Vegas’
Hoover Dam. Today, project management systems appear on a large
percentage of desktops and manage many types of projects, ranging from
producing a technical manual to building the underwater tunnel between
England and France.

Before you can manage projects, it is important to understand project
management elements and phases.

In order for you to understand project management, you must first
understand what a project is. A project is a set of activities (tasks) that must
be completed by a certain number of individuals (resources) within time and
cost constraints. The manner in which a project proceeds is represented by a
project model. The phases of a project model might include defining the
project, creating a project plan, tracking and updating the project plan and
closing the project.

You define a project by setting project goals, defining the scope of the
project, determining the resources required and any scheduling factors.

Project goals determine the purpose of the project and tell you what it is you
want to accomplish. For example, the project goal might be to construct a
new building. The scope of a project decides which and how many tasks are
required to accomplish the project goal. For example, if you construct a
building, you may decide to build two stories but leave out a second
conference room.
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Module 1: Microsoft Project Essentials

Resources are the people and equipment required to accomplish the project
goal. The scheduling factors include how much time you have to complete
the project and any assumptions you think will come into play during a
project. For example, an assumption you might make when you construct a
building is that it will rain no more than 15 percent of the time.
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Defining a Project Plan

The heart of every project is the project plan. A project plan describes all the
project tasks, who’s going to do each task, the task sequence, the estimated
duration of each task, the estimated cost of each task, and the length of the
overall project. A project plan makes everyone aware of deadlines and by
comparing the project’s progress to your original schedule, it lets you see
deviations, anticipate problems and correct any delays before they become
unmanageable.

You create a project plan in Microsoft Project by:
e creating a project file
e setting the project date

listing the tasks that must be completed to reach the project
goals

determining the best sequence for your tasks
estimating each task’s length

creating a list of resources

determining the project’s working times
assigning resources to tasks

assigning costs to resources or fixed costs to a task
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Getting Started with Microsoft
Project

To use Microsoft Project effectively, you need to know several basic skills
and concepts, including how to start Microsoft Project, become familiar
with the Microsoft Project window, and learn how to enter tasks.

Starting Microsoft Project

When you start Microsoft Project, the Welcome! dialog box appears, as
shown in Figure 1-1. This dialog box lets you create a new project with
step-by-step instructions, watch a preview of Microsoft Projects features, or
navigate through Microsoft Project using a map. Once you are familiar with
Microsoft Project, you might want to select the Don 't display this startup
screen again check box to avoid having the Welcome! dialog box open
every time you start Microsoft Project.

metdspbymmweenagah
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Figure 1-1: The Welcome! Dialog Box

Method

To start Microsoft Project

1. On the taskbar, click the Start button.

. From the Start menu, point to Programs.

. From the Programs menu, choose Microsoft Project.

. If necessary, in the Welcome! dialog box, click the Close
button.
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Starting a Project Plan

Exercise

In the following exercise, you will start Microsoft Project.

1. On the taskbar, click the Start The Start menu appears.
button

2. Point to Programs The Programs menu appears.

3. Choose Microsoft Project Microsoft Project starts and the

Welcome! dialog box appears.

4. In the Welcome dialog box, click The Welcome! dialog box closes.
the Close button
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Exploring the Microsoft Project Window oF
e =
The bulk of the window, shown in Figure 1-2, is occupied by a project e
view. A Project view lets you view your information in a variety of formats. &
The default project view is the Gantt Chart view. The Gantt Chart view L o
consists of a sheet pane and a chart pane. The divider bar separates the two O
panes and can be repositioned to display more of the sheet or more of the | ‘,,.
chart. The sheet consists of rows and columns. The chart graphically ‘ B
displays your schedule on a timescale. Surrounding the project view are L %ot
several command interfaces, each of which lets you receive information P
about, or apply functions to, the data displayed in the view. Table 1-1 rc
describes the various parts of the Microsoft Project window.
P
L
Select all button
Formatting toolbar T
Entry bar Field Column heading Standard toolbar N ¢
& Microsoft Proje Projed -’ﬂx: ':"-—‘
:JQ J"f—m !” Mﬁmf{i&s X Kmm o g g - i T —:.‘: C “~; ﬂ!j "»F“
D= dBR 7};9:9,0%‘?;&@;«»@@:1@\,a{aaw -s@ B S s
i “"’c"‘-»‘wla‘v_ e ~iBrpiEm= Ve At
| LRSI S asuay g?n:?r?vmﬂs é‘fﬁ WITFISIS _ L~
- = _, s
'.”
View-bar *xel
=
‘,—w"
{ Row s
".ﬂ*
_‘_j;i ot 1 ""ﬁ»w’)*rgz . e A’j‘. e » 3 “ et 4 j' ] —
A e P Erz.e | EET it o
Sheet pane Chart pane T
Gantt Chart View T
Figure 1-2: The Microsoft Project Window b
‘.‘vv“
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Starting a Project Plan

Window Description
Part

Chart Used to display project information graphically.

pane

Column Text at the top of each column that identifies it.

heading

Divider Used to separate and adjust the size of panes.

bar

Entry bar Used to enter and edit data in a sheet.

Field An area in a sheet or chart that contains a specific kind of
information. In a sheet, a field is the intersection between a
column and a row.

Formattin Gives you quick access to commands. When you point at a

g Toolbar toolbar button, its function or name is displayed. Click the button
to activate the command.

Gantt A view that displays a list of tasks and a graphical representation

Chart view | of those tasks.

Office A help tool that appears when you start Microsoft Project and

Assistant offers advice and tips when you begin a new activity.

Row A horizontal arrangement of fields that runs from left to right.

Selectall Used to select all the rows and columns of a sheet.

button

Sheet Contains a list of tasks or resource information represented in

pane rows and columns, similar to that of a spreadsheet. Each row
defines a task. Each column defines a type of information.

Standard Gives you quick access to commands. When you point at a

Toolbar toolbar button, its function or name is displayed. Click the button

to activate the command.

View bar

Includes icons that let you change a project view.

Table 1-1: The Parts of the Microsoft Project Window
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Identifying the Toolbars

Microsoft Project toolbars give you quick access to frequently used
commands and procedures. In this course, you will work only with the
Standard and Formatting toolbars, but you should know that Microsoft
Project has twelve predefined toolbars and lets you create your own. You
choose which toolbars to view by choosing Toolbars from the View menu.
To find out what a button does, simply point to it with the mouse and a
ToolTip will appear.

By default when Microsoft Project first starts, two toolbars are displayed on
the screen: the Standard toolbar (upper) and the Formatting toolbar (lower).
The Standard toolbar, shown in Figure 1-3, contains the buttons most
frequently used for file handling and printing. The Formatting toolbar,
shown in Figure 1-4, contains the buttons used for formatting, setting
alignment, and displaying or hiding task information in a view.

New  Print Preview Web Toolbar Task Information Gantt Chart Wizard

Paste Unlink Tasks| Assign Resources

Save Cut Undo Zoom Out
O S N VNN MU NN (SN NN BN U S— -
DeU[BRy ¥ ERI[CR¥eenEobaaz as0

| I I !

, Spelling Link Tasks ZoomIn | |Office Assistant

Print Copy |InsertHyperiink |Task Notes Copy Picture

Open Format Painter Split Task Go To Task

Figure 1-3: The Standard Toolbar

Show Subtasks Bold Center
Outdent | Hide Assignments Underfine |Align Right
l | Font l l
[€ 9t =%HmE  chc[BrUESEMms v
I ' T ] [ I L
Indent lShow All Subtasks Font Size I Align Left  Filter AutoFilter

Hide Subtasks ftalic

Figure 1-4: The Formatting Toolbar
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Getting Help from the Office Assistant

The Office Assistant comes in many shapes and personalities. The default
Office Assistant is a paper clip named Clippit, as shown in Figure 1-5. It
appears when you start Microsoft Project and offers suggestions and tips on
tasks and commands. Using Office Assistant’s bubble help, you can ask
questions or select from a variety of helpful options. If you like, you can
change the personality of the Office Assistant. If you disable Office
Assistant, be aware that these alterations will affect all of your Office
programs, not just Microsoft Project.

-
What would you like to do?

. T ————
@ Search

Figure 1-5: Clippit with Bubble Help

Method

To get help from the Office Assistant

1. On the Standard toolbar, click the Office Assistant
button.

2. Inthe Office Assistant bubble help window, in the What

would you like to do? text box, type a question or a

phrase.

Choose Search.

Select one of the suggested topics.

or

4. Repeat steps 2 and 3 as needed.

W
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To change Office Assistant options

1.

On the Standard toolbar, click the Office Assistant
button.

In the Office Assistant bubble help window, choose
Options.

If necessary, select the Options tab.

On the Options page, select and deselect options.
Choose OK.

To change Office Assistant attributes

1. On the Standard toolbar, click the Office Assistant
button.

2. In the Office Assistant bubble help window, choose
Options.

3. In the Office Assistant dialog box, select the Gallery tab.

4. On the Gallery page, click the Back and Next buttons to
view other Office Assistants.

5. Choose OK.

To hide Office Assistant
1. Click the Office Assistant Close button.
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Starting a Project Plan

Starting a Project Plan

Once you have set the project goals, defined the scope, determined the
resources required and any scheduling factors, you’re ready to start your
project plan. Before you can start a project plan in Microsoft Project, you
need to create a new project file. A project file is the location where all the
information related to your project is entered, calculated, edited and stored.
Once you have created a project file, you then enter the project details such
as the project goals and its scope. After you enter this information, it’s a
good idea to name and save the new project file.

1333

Creating a New Project File

——

Microsoft Project automatically creates a schedule based on the information
you enter using a scheduling algorithm. An algorithm is a mathematical or
logical equation that solves a complex problem by breaking down the
problem into simple steps. For this reason, you need to provide Microsoft
Project with a reference point. Normally, this reference point is the project
start date. The start date is the date on which you want the project to begin.
You enter a start date in the Project Information dialog box, shown in
Figure 1-6, when you want Microsoft Project to schedule tasks forward

—

b N

3133333341

(@t from this date. As you enter tasks, Microsoft Project will automatically
( calculate the finish date.

(

( Project Information for 'Project2’

o Strtdate: | IREHTES = oK

( d V - N I e Ly 1T _— ,-"‘-". LT T T T e e
" Enshdate:  [wed 1/21/08 I
(=7 Schedule from: |Project Start Date 24
( prurris . . - ) . 4~ ,“T”:““" e u,v..AA. o e <1 o o — Smm'.‘
( All tasks begin as soon as possible.

(o= Cyrentdate:  |Wed 12158 fnd

( Stas date : N% PO =

(== Calendar: © [standard - -]

(o Dot

(o=

Figure 1-6: The Project Information Dialog Box
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Altemnatively, as a reference point you can enter a finish date. The finish date is
the latest date on which you want your project to end. If you enter a finish date
as your reference point, Microsoft Project will schedule tasks backwards from

this date.

As arule, you enter a start or finish date, but not both. Entering a start date
lets Microsoft Project schedule tasks with the greatest amount of flexibility.
If you do not enter a start or finish date, Microsoft Project will automatically

use the current date as the start date.

Method

To create a new project file

1.

1.
2.

T e oo
8 )

Exercise

B i AT i 0 G

On the Standard toolbar, click the New button.

or

From the File menu, choose New.

In the Project Information dialog box, choose OK to
accept the current date as the Start date.

or

In the Project Information dialog box, in the Start date
combo box, enter a date and choose OK.

or

In the Project Information dialog box, from the Schedule
from drop-down list, select Project Finish Date and then,
in the Finish Date combo box, enter a date and choose
OK.

v

Shind

In the following exercise, you will create a new project file.

1. On the Standard toolbar, click
the New button

appears.

2. In the Start date combo box,
type 7/1/98

3. Choose OK

The new project file opens and
the Project Information dialog box

The date is accepted as the
project start date and the Project
Information dialog box closes.

14
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Starting a2 Project Plan

Recording Project Information

You can enter descriptive information about your project, such as the project
goals and scope, directly into your project file by using the Properties dialog
box, shown in Figure 1-7. Adding this information into your project file
will help you and others to stay focused as the project plan develops. In
addition, as your project progresses, you can refer back to the original goals
and scope if it is necessary to reevaluate them.

T Project2 Properties -
§ “c B Gene*a!SummW'Smsucs]ComemsIOJstoml o .
Log 1, o Iter | The Manual 1

, r, - autor: | Michael Monroe
(s : "

(= = - ‘E : I {
eEE * company: et systemhouse !
P : : ,
Y Shainall I e
Vel B m I

_~ : e e e e
f g ;omn'aﬁs Goal: Develop a training manual for the Tax :_
- e R Software Package. !

- SR Scopexmrodxmcmmdsvmmnntamal_ A
(gt . jadexterral. -
( ~ - L-yperlﬂ( I

- o g e n L [ o
(et ;".'Terr 2
- " ,’ )

(== » I'Say,ep'evewpme : S
( gregiid : e
= I oK | Cancel ]
e
We

Figure 1-7: The Properties Dialog Box
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1.

Method

e

To record project information
1.
2.
3.

From the File menu, choose Properties.

If necessary, select the Summary tab.

On the Summary page, in the Title, Subject, Author,
Manager and Company text boxes, enter the appropriate
information.

On the Summary page, in the Comments text box, type
the project goals and scope.

Choose OK.

Exercise .

In the following exercise, you will record project information.

From the File menu, choose The Properties dialog box
Properties appears.

If necessary, select the The Summary page of options
Summary tab appears.

In the Title text box, type The
Manual

In the Author text box, type your

name

In the Comments text box, type
Goal: Develop a training
manual for the Tax Software
Package.

Scope: Introductory content,
distribution internal and
external.

Choose OK

The Properties dialog box closes.
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Changing the Default Settings

Cg“‘s_a Microsoft Project has a number of default settings that can be set at the
C‘;jf?a beginning of your project to suit your needs. For example, in the Options
C‘f‘@ dialog box, shown in Figure 1-8, you can use the Calendar page to specify

| on which day a week starts. In some cases, you might be required to choose
g;‘ : the Set as Default button to have the settings apply to all projects.

vew | Geea | oEst Caterctar
(T ' -Calenciar options for Project? o]
(T Week gtarts on: === -| IR

e .
| =T Eiscal year starts in: llama'y 1']
( o

- ”’ . : o0 Tz emrtrg ves 2 FY numiering
(= S
| Defau't start time; |73?_AM7
( C= v
: “" Def.ru!tgnd tme: |4Z30 PM i

il Hours per day: ]e.ﬂqqu_‘ 3

( ‘,v’ ‘ l-bu'spa'y_eek i4000 5:

o= T

(=T

( t =

(=74

(=7

(=T

(=T -~ Figure 1-8: The Calendar Page of the Options Dialog Box
( =7

4 ‘o—“”" )

L= To change the default settings

=" 1. From the Tools menu, choose Options.

2. Inthe Options dialog box, select the appropriate tab.
iy, 3. Onthe page, select the desired options.

=T 4. Ifnecessary, choose Set as Default.

=7 5. Choose OK.
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BExercise

In the following exercise, you will change default settings.

From the Tools menu, choose
Options

Select the Calendar tab

In the Calendar options for ‘Project2’
area, from the Week starts on drop-
down list, select Monday

In the Default start time text box,
select the text, and type 7:30 AM

In the Default end time text box,
select the text, and type 4:30 PM

Choose OK

The Options dialog box
appears.

The Calendar page appears.

The existing text is replaced
with the new start time.

The new end time replaces the
existing text.

The Options dialog box closes.

18
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Starting a Project Plan

Defining Tasks

Now that you have created your project file, the next step in developing a
project plan is to create a list of all the tasks that must be completed to meet
your goals. A task is a specific activity that must be completed to achieve
the project goals. Most tasks have an identifiable start and end, require
people or equipment to complete them, and are specific enough that their
progression and their final result can be measured. Considering that tasks
provide the foundation for the rest of your project plan and the basis for
tracking the progress of your project, it is important that the task list be
detailed and clear. '

As you form your task list, you might want to include phases and
milestones. A phase is a group of related tasks that completes a major step.
A milestone is a task that requires no actual work and serves as a check
point to help track the progress of important events in a project.

There are several ways to create a task list. For example, you can list all the
tasks first, and then group the tasks into phases, or you can list all the major
phases first, and then enter the tasks and milestones. The method you choose
is dependent on the size of the project. For example, listing all the tasks first
works best for smaller projects that involve only one department.
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Entering Tasks and Durations =7

Once you have identified your tasks, phases and milestones, you enter them
into your project plan. As you enter tasks, Microsoft Project automatically
schedules the tasks, calculates the task start and finish dates, and the project
finish date. The length of time required to complete a task is referred to as
the task duration. By default, a task duration does not include weekends and
holidays. For example, a five day task scheduled to begin on Wednesday
will occur on Wednesday, Thursday, Friday, Monday and Tuesday. If you
want a task duration to include weekends and holidays, you specify an
elapsed duration. For example, a five day task scheduled to begin on
Wednesday, will occur on Wednesday, Thursday, Friday, Saturday and

Sunday.

By default Microsoft Project enters a task duration of one day; however,
durations can be entered in minutes, hours, or weeks. Since a milestone is a
task that requires no actual work, its duration is entered as zero days. Itis
important to note that, until the entire plan is built, the project and task
schedules may not be accurate. Figure 1-9 displays tasks and durations.

T raskame | oustion e 28 MuE6 _luiz 9
i S O HFISISIMITIWITIFISISIMITIWITIF|SISIMITIW|T
*1:] Design 1wk L -
2.1 Chaptert 5 days
3 Chapter 2 3 days
‘4.4 Chapter3 7 days
5 Chapter 4 3 days
8% Chapter5 5 days
7.1 Table of Conterts 3hrs
Bl Index 3 days
94 Edit 1 wk
10 End Manual 0 days

Figure 1-9: A Gantt Chart View displaying Tasks and Durations

There are two ways to enter task information. One way is to move to a field,
enter the information, move to the next field, and repeat the process as
needed. You can simplify this process by selecting several adjacent fields,
referred to as a range. After typing the information in a field within the
range, pressing TAB enters the information into the field and automatically
selects the next field in the range.

20
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Method
To enter tasks and durations one field at a time

1. Inthe Task Name column, select the first available field

and type the name of the task.

2. Press TAB

3. In the Duration column, type the value of the duration. If
the duration is anything other than days, type m for
minutes, h for hours, or w for weeks.
Press ENTER
Press LEFT ARROW to return to the Task Name column
and repeat steps 1 through 4 as required.

»

To enter tasks and durations by selecting a range

1. Select the first field of the desired range.

2. Drag the mouse through the range of fields you want to
include.

3. Inthe first field, type the desired information.

4. Press TAB

5. Inthe Duration column, type the appropriate information.

6. Repeat steps 4 and 5 as required.

Note: To specify an elapsed duration, precede the time unit
with the letter e.

Note: Pressing SHIFT+TAB moves to the previous field
without deselecting the range. Clicking your mouse inside or
outside the range will deselect the range.

In the following exercise, you will enter tasks and durations.

. In the Task Name column, make
sure the first available field is
selected

. Type Design

3. Press TAB The task is entered in the Task
Name column and assigned the
number 1. A default value of 1 day

appears in the Duration column and

a bar appears in the chart pane.
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5. Press ENTER

10.
1.

12.
13.
14.
15.
16.

17.

18.

19.

Press LEFT ARROW

Select the field in the second
row of the Task Name column
and drag to the field in the tenth
row of the Duration column

Type Chapter 1

Press TAB
Type 5

Press TAB

Type Chapter 2
Press TAB
Type 3

Press TAB
Type Chapter 3
Press TAB
Type 7

Press TAB

The field in the second row of the
Duration column is selected. The
blue bar in the chart pane extends to
five working days. Because the
project begins July 1, 1998, the first
task will start on that date as well.
July 1, 1998 is a Wednesday;
therefore, this task goes through a
weekend, appearing as though it
were seven days long. The elapsed
time of the task is seven days
whereas the actual duration is 5
days.

The field in the second row of the
Task Name column is active.

A range of fields is highlighted. The
first field in the range is active.

The name of Task 2, Chapter 1,
appears.

5 days appears in the Duration
column’s field because days is the
default duration type.
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Starting a Project Plan

20. Finish entering tasks and
durations, as shown below:

Chapter 4 3
Chapter 5 5
Table of Contents 3h
Index 3
Edit 1w
End Manual 0
21. Click any field The range is deselected. There are

ten tasks, nine of which are
displayed as blue bars and the last
of which is displayed as a milestone.
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Navigating in the Gantt Chart View =~ °
The sheet pane is a tabular view that consists of rows and columns, whose
intersections are called fields. The column headings in the Gantt Chart view
are Task Name, Duration, Start, Finish, Predecessors, and Resource Names.
Initially, only the first two columns, Task Name and Duration, are visible.
You can display additional columns, size columns, and move around from
page to page or from field to field.

The chart pane displays your tasks on a timescale. Using a timescale, you
can see graphically how long each task will take to complete. A timescale is
an indicator of time periods that appears at the top of the Gantt chart. A
timescale includes two components to indicate time periods: a major and,
below it, a minor component. Each timescale component can be displayed in
different units. For example, Figure 1-10 displays the major component of
the timescale in units of weeks, while the minor component dlsplays units of

days.

1Jun29,98° Julg 88
MIT!WITTFISIS me;ﬂ‘zs:s

Figure 1-10: The Chart Pane
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Table 1-2 summarizes how to move around the Gantt chart view using the
keyboard or mouse.

Movement

Keys

Mouse

From field to field

Arrow keys or
TAB to move right,
SHIFT+TAB to move left

Click the field.

Page up or page
down

PAGE UP or PAGE DOWN

On the vertical scroll bar,
click the gray area above
or below the scroll box.

To move one row
down in the same
column

ENTER

Click the desired field.

First or last field in
row

HOME or END

N/A

First field of first
row or

Last field of last
row

CTRL+HOME
or
CTRL+END

N/A

To scroll through
columns

Arrow keys

On the Gantt sheet
horizontal scroll bar, click
the left or right arrow to
move one column to the
left or right, or click the
gray area on the left or
right of the scroll box to
scroll left or right in
increments.

To move the
divider bar to the
right or left

Press SHIFT+F6 followed
by LEFT ARROW or RIGHT
ARROW, and when the
desired position is
reached, press ENTER

Position the pointer on the
divider bar. When the
pointer tums into a double-
headed arrow, drag the
divider bar to the left or
right.

To move to the
beginning of the
time line

Press ALT+HOME

N/A

Table 1-2: Navigating in the Gantt Chart View
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A

Method
To navigate in the Gantt Chart view
1. Use the appropriate keystroke or mouse movement.

A A A )

AAQAQAAQAQQ Q

\

7

A

Exercise

L

A

In the following exercise, you will navigate in the Gantt sheet. q

1. Click the first field under Task Name The second column in the first
row js active.

2. Press TAB twice The Start column is selected for ol
the first row. N

3. Onthe sheet pane horizontal scroll The two columns displayed are
bar, click the left arrow once Task Name and Duration.

4. Position the pointer on the divider bar The pointer tums into a double-
headed arrow.

5. Drag the divider bar to the rnight so An outline of the divider bar
that the size of the sheet pane is appears as you drag the mouse.
doubled More columns are displayed.

6. Press CTRL+HOME The first column in the first row is
active.

7. Press END The last column in the first row,
Resource Names, is active.

8. On the sheet pane horizontal scroll The first column, Task Name, is
bar, click the gray area to the left of now visible.

the scroll box c‘T"
9. Press SHIFT+F6 The divider bar is active.
10. Press LEFT ARROW continually until
the divider bar is positioned between
the Duration and Start columns
11. Press ENTER
12. On the chart pane horizontal scroll The chart scrolls to the right.
bar, click the gray area to the right of
the scroll box two times

13. Press ALT+HOME The beginning of the time line
appears.




a

1

}
g

\& '.\i ’z

et ‘amd Tt b

!

N

AAAAQAAQAR]NG
'% .
.

!

a2
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SavingaProject
While you are working on your project, make sure that you save it to disk. It
1s 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 menu. Once you have named your file, 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.

The first time you save a project, a Planning Wizard dialog box, shown in
Figure 1-11 appears that asks, Would you like to save a baseline for
[Project File Name]? A baseline plan is a copy of the schedule as it is now
and is set once you are satisfied with the project schedule. The baseline lets
you determine if your tasks are on schedule and if your costs are within the
budget by comparing the actual schedule with updates and changes, to the
original or baseline plan. You can set the baseline automatically every time
you save your project, or you can set it manually. Manually setting the
baseline is preferable because it gives you more control as to when you want
it set. When you set a baseline, the task start and finish dates and resource
and cost information are copied from the schedule to a baseline plan.

Planning Wizard

Would you lke 3 save a baseline for ‘My Marual? Abaseline is a
. - snapshot of your scheduls as it is now. Itis useful because youcan
compare it with later versions of your schedule to see what changes

You can:

& Save My Manual' without a baseline. !
" Csave My Manual' with a baseline.

- P . O S
e o

I pont tell me a'bwt’this agan.

Figure 1-11: The Planning Wizard Dialog Box
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To save an unnamed project

1. From the File menu, choose Save As.
or
On the Standard toolbar, click the Save button.
In the File Save dialog box, from the Save in drop-down
list, select a drive and/or folder.
In the File name combo box, type the project file name.
Choose Save.
If necessary, in the Planning Wizard dialog box, select
the Save Project without a baseline option button and
select the Don 't tell me about this again check box.

6. Choose OK.

To save a named project

1. From the File menu, choose Save.

or
1. On the Standard toolbar, click the Save button.

R Y e S ST

Exe

i o S s b

In the following exercise, you will save the project you are working on,
close the project file and exit Microsoft Project.

From the File menu, choose Save The File Save dialog box
appears. The File name
combo box is selected.

From the Save in drop-down list, The contents of drive H:
select drive H: appear.

From the list of folders, double-click The contents of the Doc folder
Doc appear.

In the File name combo box, type My
Manual

Choose Save The Planning Wizard dialog
box appears.

Make sure the Save Project without a
baseline option button is selected

. Select the Don’t tell me about this
again check box




Starting a Project Plan

8. Choose OK The Planning Wizard dialog
box closes and the name My
Manual appears on the title
bar.

9. Click the project file Close button The project file closes.

10. Click the application Close button Microsoft Project closes.
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Summary

To start Microsoft Project

1.

2
3.
4.
5

If necessary, start Windows 95.

On the taskbar, click the Start button.

From the Start menu, point to Programs.

From the Programs menu, choose Microsoft Project.

If necessary, in the Welcome! dialog box, click the Close button.

To get help from the Office Assistant

1.
2.

3.
4.

4.

On the Standard toolbar, click the Office Assistant button.

In the Office Assistant bubble help window, in the What would you
like to do? text box, type a question or a phrase.

Choose Search.

Select one of the suggested topics.

or

Repeat steps 2 and 3 as needed.

To change Office Assistant options

VB

On the Standard toolbar, click the Office Assistant button.

In the Office Assistant bubble help window, choose Options.
If necessary, select the Options tab.

On the Options page, select and deselect options.

Choose OK.

To change Office Assistant attributes

1. On the Standard toolbar, click the Office Assistant button.
2. Inthe Office Assistant bubble help window, choose Options.
3. In the Office Assistant dialog box, select the Gallery tab.
4. On the Gallery page, click the Back and Next buttons to view other
Office Assistants.
5. Choose OK.
To hide Office Assistant
1. Click the Office Assistant Close button.

30




To create a new project file

1. On the Standard toolbar, click the New button.
or

1. From the File menu, choose New.
In the Project Information dialog box, choose OK to accept the current
date as the Start date.
or

2. In the Project Information dialog box, in the Start date combo box,
enter a date and choose OK.
or

2. In the Project Information dialog box, from the Schedule from drop-
down list, select Project Finish Date and then, in the Finish Date
combo box, enter a date and choose OK.

To record project information

1. From the File menu, choose Properties.

2. Ifnecessary, select the Summary tab.

3. On the Summary page, in the Title, Subject, Author, Manager and
Company text boxes, enter the appropriate information.

4. On the Summary page, in the Comments text box, type the project
goals and scope.

5. Choose OK.

To change the default settings

1. From the Tools menu, choose Options.

2. In the Options dialog box, select the appropriate tab.
3. On the page, select the desired options.

4. Ifnecessary, choose Set as Default.

5. Choose OK.

To enter tasks and durations one field at a time

1. In the Task Name column, select the first available field and type the
name of the task.

2. PressTAB

3. Inthe Duration column, type the value of the duration. If the duration

is anything other than days, type m for minutes, h for hours, or w for

weeks.

Press ENTER

Press LEFT ARROW to return to the Task Name column and repeat

steps 1 through 4 as required.

bl

To enter tasks and durations by selecting a range

Select the first field of the desired range.

Drag the mouse through the range of fields you want to include.
In the first field, type the desired information.

Press TAB

In the Duration column, type the appropriate information.
Repeat steps 4 and $ as required.

AR e

To navigate in the Gantt Chart view
1. Use the appropriate keystroke or mouse movement.
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To save an unnamed project

1.

From the File menu, choose Save As.

or

On the Standard toolbar, click the Save button.

In the File Save dialog box, from the Save in drop-down list, select a
drive and/or folder.

In the File name combo box, type the project file name.

Choose Save.

If necessary, in the Planning Wizard dialog box, select the Save
Project without a baseline option button and select the Don 't tell me
about this again check box.

Choose OK.

To save a named project

From the File menu, choose Save.

or
On the Standard toolbar, click the Save button.

1.

1.




Self-Check Exercise

Self-Check Exercise

1.  Start Microsoft Project.

2.  Inthe Welcome dialog box, select the Don’t display this startup screen
again check box and close the Welcome dialog box.

3. Close the bubble help and the Office Assistant.
4.  Create a new project file.
5.  Give the project a start date of October 1, 1998.

6.  Change the calendar options so the week starts on Monday with a start
time of 7:30 AM and an end time of 4:30 PM.

7.  Record the following project information: a title of Office Move, and
your name as the manager for this project.

8.  Enter the following tasks:
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S

TaskName

Duration

Meet Real Estate Agent

3h

ldentify Office Needs

1w

Office Layout

1w

Budget

2d

Initial Approval

1d

Negotiate Lease

1w

Draft Subcontract

7d

RV NN {ATWI{N] -

Final Budget Approval

1d

Estimate for Construction

6w

Quotes for Construction

1w

1959995999558 958

Quotes for Move

Pack Equipment

2d

General Packing

4d

Actual Move

1d

15

Unpack

3d

16

New Office Party

3h

Adjust the size of the sheet pane until the Duration column is displayed C“l
in its entirety. l.

Add a milestone at the end of the project and call it End Move.

Save the project in the Doc folder in the H:\ drive and name it Office s
Move. Your project should look like the project shown in Figure 1-12. '.
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G’Jﬂ e Self-Check Exercise
y'f.‘a ‘ (1) Task Name Duration |}z Sen 28,25 Oct 5, %0 0ct12, 9
l : S ~ SIMITIW[TFISISIMITIWITIFISISIM][I W
] 1 Meet Real Estate Agent 3hrs ). | e ’
- I > .2 Office Needs Twk ]l
3 Identify Office Needs Twkl]:
c“"ga 4 Budget " 2daysf.
; ' 5 Initial Approval 1dayd:
' ’ 6 Negotiate Lease 1wkl
cﬁlﬂ 7 Draft Subcentract 7 days
j 8 Final Budget Approval 1dayl’
CJ’Q 9 Estimate for Construction B wks
ylsa 10 Quoctes for Construction 1wk
' : 1 Quates for Move 15days |~
»;‘glsa_ 12 | Pack Equipment 2daysh
13 General Packing  ddays)
' : 11 Actual Move T tday]|
cdl,: ‘15 Unpack 3daysj":.
' 1B New Office Party 3hrs ||
”cg‘la I 17 End Move Odaysf:"

Figure 1-12: The Final Project

)
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5

12.  Inthe chart pane, move to the end of the project.

?
3

13.  Inthe chart pane, move to the beginning of the project.

Y

14.  Close the project file.

S
3
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i
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Working with a Project

B Modifying a Project
B Organizing Tasks
B Scheduling Tasks




Module Objectives =

m Modify a project

Microsoft Project makes it easy to edit task fields, insert new tasks, cF
and delete existing tasks. You can also modify a project by cF
changing the default settings. Default settings lay the ground rules oz
by which the project will be governed. ,_
B Organize tasks —
Selecting and moving tasks lets you organize your task list in a =
logical order. Outlining helps you to view various levels of detail, =
which can be particularly useful when working with large projects. -
m Schedule tasks ol

By defining task dependencies and linking tasks, you can
determine how long the project will take to complete.

38




Modifying a Project

Modifying a Project

Once you have entered data into a field, you might want to make changes to
it. You can edit task fields, insert new task rows, or delete existing tasks.
You can also change Microsoft Project’s default settings to customize a
project to suit your needs or your customer’s needs.

Opening an Existing Project

You open an existing project using the File Open dialog box, shown in
Figure 2-1. Besides specifying a project file to open, you can also tell
Microsoft Project to search for a particular file based on a set of criteria,
such as a word or property it contains. The File Open dialog box also
contains several tools that let you change the view in the File Open dialog
box. Most of these tools, similar to those used in Explorer, will be familiar

to you already.

| size

%?&@B@@@@@@&: g
HiHHH

Frd files that match these search Greria:

90 KB Microsoft Proge.
83 KB Microsoft Proje.
65 KB Microsoft Proge.
66 KB Microsoft Proje.
52 KB Mirosoft Proge.
61 KB Microsoft Proge.

... 2/25/589:18PM ;
.. 2/21/581:07PM |
... 2/23/58 12:51Pn
E... 2/25/588:55 AM}

LFILVR Mirrnent Drnio

| Modified :_‘] Open |

. 2/25/581:48PM
. 2/25/586:01PM :
. 2/5/8 ...
. 2/21/58 2:05PM T
- UR/BGRAM,
wngfz”;ﬁj‘htﬂ m;l

Fie game: |

B ‘:] Té;tu'p'cpertf:[

Fios of type: [Microsoft Project Files

:] Last:pdxfad ) lmyn‘me

zlﬁﬁ_le(s)fo.rd.' _

1
=

Figure 2-1: The File Open Dialog Box
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Method

To open an existing project

1. From the File menu, choose Open.
or
On the Standard toolbar, click the Open button.
In the File Open dialog box, from the Look in drop-down
list, select the desired drive.
In the File list box, double-click the desired folder.
In the File list box, select the desired file.
Choose Open.

In the following exercise, you will open an existing project.

1.

From the File menu, choose The File Open dialog box
Open appears.

From the Look in drop-down list,
select drive A:

In the File list box, select
New Manual

Choose Open The New Manual file opens.
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Working with Tasks and Durations

During a project, task information might need to change. You can change task

= or duration information by replacing or editing the data in the task or duration
e field. You can also insert additional tasks or delete tasks that are no longer
. necessary. When you select a field, the contents of the field appears in the
entry box. When you click in the entry bar area, the Enter button and the
=1 Cancel button appear next to the entry box, as shown in Figure 2-2. Click the
= Enter button to accept changes to the entry, or click the Cancel button to retain
. . the original entry.
=1 When in edit mode, the same rules apply as in a word processor. Press
e DELETE to delete characters to the right of the insertion point, and press
i BACKSPACE to delete characters to the left of the insertion point. Use the
_ ‘ arrow keys to position the insertion point. Use HOME to take you to the
=1 beginning of the line, and END to take you to the end of the line.
Cancel button Entry box
| l
[ vl esonvanals Farmat
|
Enter button
Figure 2-2: The Entry Bar
Method

To edit a task or duration

1. On the sheet pane, in the Task Name column or Duration
column, select the field to be edited.

2. Press F2 or click in the entry box.

3. Inthe entry box, edit the field contents.

4. Press ENTERor click the Enter button to accept the
changed data.
or

4. Press Esc or click the Cancel button to leave the contents
unchanged.

To insert 2 new task

1. Ina column, select the field where you want the new task
to be inserted.
2. Press INSERT

or
2. From the Insert menu, choose New Task.
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To delete a task

1. Inacolumn, select the field you want to delete.

2. Press DELETE
or

2. From the Edit menu, choose Delete Task.

Exercise

In the following exercise, you will work with tasks and durations.

In the Task Name column, select the
Design task

2. Press F2 The entry bar is activated. The
insertion point appears at the
end of the word Design.

3. Press SPACEBAR and type Manual’s

Format

4. Press ENTER The additional information
appears in the field.

5. Select the duration for the Chapter 2

task
6. Click in the Entry box, delete the The entry bar is activated.
number 3 and type 4

7. Press ENTER The new information appears
in the field.

8. Inthe Task Name column, select the

End Manual task

9. Press INSERT A new blank row appears
above End Manual.

10. In the Task Name column, of the
blank row, enter Glossary

11. In the Duration column, of the blank The new task Glossary
row, enter 3 appears with a three-day

duration.

12. In the Task Name column, select the The task names Table of
Table of Contents task and the Index Contents and Index are
task selected.

13. Press INSERT Two blank rows appear before

the selected task.
42
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14.

15.
16.

17.

18.
19.

Enter the following information into
the two new rows:

Task Name Duration

Chapter 6 4
Capture Screen Shots 1w

Select the End Manual task

Insert two new blank rows and enter
the following information into the two
new rows:

Task Name Duration
Chapter 7 3
Corrections 3

In the Task Name column, select the
Chapter 7 task

Press DELETE
Save the project in the Doc folder on

drive H:\ with the name New Manual
1.mpp

The Chapter 7 task is deleted.
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Indenting and Outdenting Tasks

As you arrange tasks in the order you want them and group tasks into :

phases, it is difficult to differentiate between tasks that belong to a specific - |
phase and where one phase ends and another begins. By creating an outline, D’{
you can position tasks at different levels to display hierarchical -
dependencies among them. You demote a task to a lower level in the outline E‘{
by indenting it. If a task is not already at the highest outline level, you can (o

promote it to a higher level by outdenting it.

L]

An outline consists of summary tasks and subtasks. A subtaskisastepina
summary task. A summary task is a group of subtasks that represent a

project phase. When you indent a task, that task becomes a subtask. You WI
create a summary task by indenting the tasks immediately following it. The =

preceding task appears bold, as shown in Figure 2-3, indicating that it has '
become a summary task. U‘i

s {Jun 28,98 0 Jul5;88 - -
o [msskName smﬂwﬁ[ﬂs smmwmrls
1 Design Manuals Fom'aat 5 days! = e
2 B Writing Phase 7 days
3 Introduction 1 day
4. Chapter 1 ! Gdays
«&7 Chapter 2 4 days:
‘B Chapter 3 7 days:
7 Chapter 4 3 days
28 Chapter 5 5 days
w8 Chapter 6 4 days
10 Capture Screen Shat: 1wk
11 Glassary 3 days
12 ‘2 Editing Phase 5 days:
13 Edit 1wk
14 Corrections . 3Jdays
15 :E Final Touches i 3days
16 , Table of Contents . 3 hrs.
17 Index i 3days
B ; End Manual i Odays
e DR

Figure 2-3: The Project in Outline Mode

Method

To indent a task

1. Select the task you want to indent.
2. On the Formatting toolbar, click the Indent button.
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. =]
*
s=="2 To outdent a task
ez = 1. Select the task you want to outdent.
. > 2. On the Formatting toolbar, click the OQutdent button.
il Exercise
|
o= 3 In the following exercise, you will indent and outdent tasks.
1. Insert a new row above the Chapter 1
., task
4 2. In the Task Name column, of the A new task is entered with a
( blank row, enter Introduction duration of 1 day.
= 7 3. Inserta new row above the
= Introduction task
= 4. In the Task Name column, of the A new task is entered with a
o blank row, enter Writing Phase duration of 1 day.
-
o>, 5. Select the Introduction through The tasks are highlighted.
&/ - Glossary tasks
e
Ve 6. On the Formatting toolbar, click the The tasks are indented on the
t - Indent button (the right arrow) sheet. These tasks are now
D= subordinate to Writing Phase.
ez The duration of the summary
~ task, Writing Phase, is now 7
* days, which is determined by
re information from the subtasks.
% 7. Insert a new row above the Edit task A new blank row appears.
[ 7
8. Inthe Task Name column, of the A new task is entered with a
' blank row, enter Editing Phase duration of 1 day. The task is
. indented and is currently a
- subtask of Writing Phase.
. 9. Select the Editing Phase task
4 10. On the Formatting toolbar, click the The task Editing Phase is now
-~ Outdent button (the left arrow) a first-level task.

11. Select the Edit and Corrections tasks The tasks are highlighted.

Al

12. On the Formatting toolbar, click the
Indent button

13. Insert a new row above the Table of A new blank row appears.
Contents task
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14.

15.
16.

17.

18.

19.

In the Task Name column, of the
blank row, enter Final Touches

Select the Final Touches task

On the Formatting toolbar, click the
Outdent button

Select the Table of Contents and
Index tasks

On the Formatting toolbar, click the
Indent button

Save the project

The task Final Touches is now
a first-level task.

The tasks are highlighted.

The tasks are subtasks to the
summary task Final Touches.
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Collapsing and Expanding Summary Tasks

A project of almost any size is destined to generate hundreds of pieces of
information. Collapsing and expanding summary tasks in the sheet pane lets
you display just the level(s) of information you need at any given time.

Collapsed subtasks are hidden. You show hidden subtasks by expanding the
summary task.

In addition, you can use the Zoom buttons on the Standard toolbar to
increase or decrease the amount of information you view in the chart pane.
When you change the view size, Microsoft Project automatically adjusts the
timescale in which the information is displayed.

Method

To collapse a summary task

1. In the sheet pane, click the collapse outline symbol (-)
next to the summary task to collapse it.
or

1. Inthe Task Name column, select the summary task to
collapse and, on the Formatting toolbar, click the Hide
Subtasks button.

To expand a summary task

1. In the sheet pane, click the expand outline symbol (+)
next to the summary task to expand it.
or
1. Inthe Task Name column, select the summary task to
expand and, on the Formatting toolbar, click the Show
Subtasks button.

To collapse the entire outline

1. Select the Task Name column.
2. On the Formatting toolbar, click the Hide Subtasks

button.

To expand the entire outline

1. On the Formatting toolbar, click the Show All Subtasks
button.
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To increase or decrease the information viewed in the chart pane
1. On the Standard toolbar, click the Zoom in or Zoom out

button.
or

1. From View menu, choose Zoom.
2. Inthe Zoom dialog box, in the Zoom to area, select an

option(s).
3. Choose OK.

Exercise

In the following exercise, you will expand and collapse summary tasks and
use the Zoom buttons on the Standard toolbar.

In the Task Name column, click the
collapse outline symbol next to the
Writing Phase summary task

On the Formatting toolbar, click the
Show Subtasks button

Select the Task Name column

On the Formatting toolbar, click the
Hide Subtasks button

On the Formatting toolbar, click the
Show All Subtasks button

On the Standard toolbar, click the

. Zoom Out button until the End

Manual milestone is visible

From the View menu, choose Zoom

. Choose Reset and then OK

Press ALT+HOME

The subtasks for the Wiriting
Phase summary task is
collapsed.

The Writing Phase summary task
is expanded.

The Task Name field is selected.

The entire outline is collapsed.

The entire outline is expanded.

The Zoom dialog box appears.

The timescale is reset to the
original units.

The beginning of the timeline
appears.
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Scheduling Tasks

As a default Microsoft Project starts each task on the project start date. To use
Microsoft Project to develop a useful schedule, you must determine any
dependencies one task may have on another. For example, in most cases one
task can not begin until the previous task is completed; however, tasks can start
or finish at the same time. A successor task is a task whose start or finish
depends on the start or finish of another task. A predecessor task is a task that a
successor task depends on. For example, you must build walls (predecessor
task) before you can paint them (successor task). You specify the logical
connection or dependency between tasks by linking them together.

Identifying Task Dependencies

Microsoft Project provides four dependency rules, as described in

Table 2-1. You use dependencies to create a flexible schedule that shows
when each task should start or finish relative to the start or finish date of

another task. By defining these task dependencies, Microsoft Project can

determine how long the project will take to complete. The Finish-to-start

dependency rule is the defanlt.

Dependencies

Description

Chart Pane Display

Finish-to-start (FS)

Task starts after its predecessor is
completed.

Start-to-start (SS)

Task starts at the same time as its
predecessor starts.

Finish-to-finish (FF)

Task is completed at the same
time as its predecessor is
completed.

Start-to-finish (SF)

Task is completed after its
predecessor starts.

Table 2-1: Task Dependency Rules




Once you have determined the task dependencies, you link tasks and let
Microsoft Project determine when the tasks are scheduled to start and end. If
you have to change a task duration later, the system will recalculate all task
information, including scheduled start and finish dates.

You can easily link tasks using the mouse. To link contiguous tasks, select
the first task to be linked, and then drag to the last task to be linked. To link
noncontiguous tasks, select the first task to be linked, and then press and
hold CTRL while selecting all subsequent tasks to be linked. If necessary,
you can also unlink tasks that are already linked to remove the dependency
between those tasks.

When you use the Link Tasks button on the Standard toolbar, Microsoft
Project automatically creates a Finish-to-start link between the selected
tasks. To link tasks using any other dependency type or to change a task
link, you use the Task Information dialog box, shown in Figure 2-4.

Task Information : -

ign Manual's Format

T genaiat o

Figure 2-4: The Task Information Dialog Box

bl b

To link tasks in a (FS) dependency
1. Select the tasks to be linked.
2. On the Standard toolbar, click the Link Tasks button.

or
2. From the Edit menu, choose Link Tasks.
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To link tasks in a (SS), (FF), or (SF) dependency

1. Inthe Task Name column, double-click the task to be
linked.

2. Inthe Task Information dialog box, select the
Predecessors tab.

3. On the Predecessors page, in the ID column, type the row
heading of the predecessor task.

4. Inthe Type column, from the Type field drop-down list,

select the dependency type.
5. Choose OK.
To unlink tasks

1. Select the tasks to be unlinked.
2. On the Standard toolbar, click the Unlink Tasks button.

or
2. From the Edit menu, choose Unlink Tasks.

Note: You can select all tasks by selecting the Task Name
column heading.

In the following exercise, you will link and unlink tasks.

. If necessary, select the Task Name The entire column is
column heading highlighted.

. On the Standard toolbar, click the All tasks are linked.
Link Tasks button

. Examine the linked tasks by scrolling

through the chart pane

. Select Chapter 2 and Chapter 3

. On the Standard toolbar, click the Chapter 3 is no longer

Unlink Tasks button dependent on Chapter 2.
Chapter 3 starts at the same
time as the Writing Phase
summary task.

. Select Chapter 1, press and hold Chapters 1 and 3 are selected.

CTRL and then, select Chapter 3

. On the Standard toolbar, click the Chapters 2 and 3 are now both

Link Tasks button dependent on Chapter 1.

. Select Chapter 4 through Chapter 6 Chapters 4, 5, and 6 are
selected.
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9. From the Edit menu, choose Unlink
Tasks

10. Discuss the results of the links with
your instructor

11. Save the project in the Doc folder on
the H:\ drive as My Manual2.mpp
and close the project

Chapter 5 is no longer
dependent on Chapter 4, and
Chapter 6 is no longer
dependent on Chapter 5.
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Modifying Task Dependencies

Task dependencies is one of the variables that you can manipulate when
trying to shorten the finish date of a project. Rather than having one task
finish before another can start, it might be feasible to have both tasks start at
the same time, as shown in Figure 2-5, or end at the same time. It might
also be possible to have one task start before the predecessor task is
finished. This is much more indicative of everyday life. For example, while
one person completes Chapter 1 and progresses to Chapter 2, another person
might be editing Chapter 1 at the same time.

Summary Task Information

=

- Mame: |Editing Phase i poaton: [ =
W EY Ftort to-Start S5 =]
[ D |TaskName Type o jltag
2 IWriting Phase Start-to-Start (SSi+ fod >

Finish-to-Start (FS)

v 0 3 e

Cancel -

Finish-to-Finish FF)
Start-to-Finish (SF)
(Nore)

Figure 2-5: Changing the Dependency Type

Method

To modify a task dependency

1. Inthe Task Name column, double-click the task whose
predecessor you want to change.

2. Inthe Task Information dialog box, select the
Predecessors tab.
On the Predecessor page, in the Predecessors area, in the
Type column, from the Type field drop-down list, select a
dependency.
Choose OK.
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5.

6.

7.

8.
9.

10.

1.

In the following exercise, you will modify task dependencies.

. Open A:\Manual-Rev2

In the chart pane, examine the
project’s start date, end date and
dependencies

Double-click the Editing Phase
summary task

Select the Predecessors tab

In the Predecessors area, in the
Type column, from the Type field
drop-down list, select
Start-to-Start

Choose OK

Examine the dependency
between the Writing Phase and
Editing Phase summary tasks

Examine the project’s end date

Link the following tasks with a
Finish-to-Start dependency

Introduction Edit Introduction
Chapter 1 Edit Chapter 1
Chapter2  Edit Chapter 2
Chapter 3  Edit Chapter 3
Chapter 4  Edit Chapter 4
Chapter 5 Edit Chapter 5
Chapter 6  Edit Chapter 6

Examine the task dependencies
and the project’s end date

Save the project as
H:\Doc\Manual-Rev 2a.mpp

The Summary Task Information
dialog box appears.

Predecessor information appears
for the Editing Phase summary
task. The Editing Phase is
dependent on the Writing Phase
summary task. The type of
dependency is Finish-to-Start,
which means that the Editing
phase cannot begin until the
Writing Phase is finished.

Tasks 2 and 11 start at the same
time.
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Creating Leads and Lags

A lag time occurs when there is a delay between two tasks. For example, if
you just painted your living room, you would have to wait at least two days
before hanging the pictures on your wall. Therefore, there is a two-day lag
between the task Paint Living Room (predecessor task) and the task Hang
Pictures (successor task).

A lead time is an overlap between two tasks. Very often, you do not have to

wait until a predecessor is entirely finished before the successor task can
start. In fact, a partial completion would suffice.

Method

To create a lead or a lag

1. In the Task Name column, double-click the task whose
predecessor you want to change.

2. Ifnecessary, in the Task Information dialog box, select
the Predecessors tab.

3. On the Predecessors page, in the Predecessors area, in the
Lag column, select the Lag field for the predecessor task
to which you want to add a lag time.

4. For a lag time, enter a positive value.
or

4. For alead time, enter a negative value.

5. Choose OK.

Exercise

In the following exercise, you will create a lead.

. Double-click Chapter 2

The Task Information dialog
box appears.

. If necessary, select the Predecessors The Predecessors page
tab appears.

. In the Predecessors area, in the Lag
column of the Chapter 1 task, select
the Lag field

. Type -2d

5. Choose OK The Task Information dialog
box closes.
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6. Examine the dependency between
Chapter 1 and Chapter 2

7. Save the project

Chapter 2 can now begin
two days before the finish of
Chapter 1.

[)
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Scheduling Recumring Tasks
Some tasks, such as status meetings, recur at specific intervals throughout a
project. For example, status meetings could take place every Friday or every

second Friday. Figure 2-6 displays a recurring task called Status Meeting
that occurs every Friday for 1 hour for the length of the project.

Recurning Task Information

" pame: [szamsMeetng ' ’ ;w&: [n 3

rTh:sou:.:s~—~* \wekly e o =5
Coay : every ~| weec o
vy Tt e Mwe

Cyeary

~Langt - -
from: [wmnysa D _vj £ To: [wmanwe j

T For: ‘ am

[ ] e |

Figure 2-6: The Recurring Task Information Dialog Box

The sheet pane displays a group of recurring tasks as a summary task whose
duration is the length of time during which the tasks recur. A small icon is
displayed in the indicator column representing information about the
summary task or subtasks. The individual recurring tasks can be displayed
as subtasks. A recurring task is displayed differently on the chart pane,
where the actual numbers of subtasks are displayed as separate bars, as
shown in Figure 2-7.




0 |TaskName

«{Jun 2998 =

HJul 898

HJut 13, 88

MiTEWjTiF]S{S

MIT]W}T[FIS{S

MiTinTlF]SI‘

& Status Meeting

Design Manual's Task

12 B Writing Phase

13 Introduction

14 Chapter 1

15 Chapter 2

3B Chapter 3

17 Chapter 4

18: Chapter5

18 Chapterb

20 Capture Screen Shot:
2 B Editing Phase

r Edit Introduction
23 Edit Chapter 1
24 Edit Chapter2
25 Edit Chapter3
X Edit Chapter 4
7 Edit Chapter5

Figure 2-7: A Recurring Task Displayed

To schedule a recurring task

1. In the Task Name column, select the row above which
you want to insert the recurring task.

2. From the Insert menu, choose Recurring Task.

3. In the Recurring Task Information dialog box, in the
Name text box, type the name of the recurring task.

4. Inthe Duration spin box, type a duration.

5. In the This occurs area, select an option button.

6. In the Daily, Weekly, Monthly, or Yearly area, select the
task frequency options.

7. Ifnecessary, in the Length area, in the From or To combo
boxes, enter a date.

8. Choose OK.
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Exercise _

In the following exercise, you will schedule a recurring task.

. Select the Design Manual's Format

task

. From the Insert menu, choose

Recurring Task

. In the Name text box, type Status

Meeting

. In the Duration spin box, type 1h

. In the Weekly area, select the Fri

check box

. Examine the Length area

. Choose OK

. If necessary, expand the Duration

column to view the duration in its
entirety

. Expand the Status Meeting

summary task

. Collapse the Status Meeting

summary task

. Save and close the project

The Recurring Task Information
dialog box appears.

The meeting will occur every
Friday.

The length of the recurring task
begins when the project begins
and ends when the project ends.

The Recurring Task Information
dialog box closes and the
recurring task Status Meeting is
shown on the chart pane as
several tasks.

The summary recurring task
expands so that you can see all
sub tasks.

The summary recurring task
collapses.
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Applying Constraints

On occasion, you may want a task to begin or end on a specific date, despite
how dates of other tasks may change. For example, you may want the date
of a consultation with the customer to discuss the project’s progress to
remain fixed, whether the tasks are being completed late or early. A
constraint is a restriction that you place on a task’s start or finish date. There
are several types of constraints that you can place on a task, as described in
Table 2-2. By default all Microsoft Project tasks have the As Soon As
Possible constraint applied to them.

. constraint |  pescription

As Soon As Possible Task starts as soon as links and other factors in the
(ASAP) schedule allow.

As Late as Possible Task starts as late as possible, without delaying the
(ALAP) project finish date.

Start No Earlier Than Task starts on or after the date you specify.

(SNET)
Finish No Earlier Than Task finishes on or after the date you specify.
(FNET)
Start No Later Than Task starts on or before the date you specify.
(SNLT)
Finish No Later Than Task finishes on or before the date you specify.
(FNLT)
Must Start On (MSO) Task starts on the date you specify.

Must Finish On (MFO) Task finishes on the date you specify.

Table 2-2: The Constraint Types

Constraint types are either flexible or inflexible. Flexible constraints are
constraints that let Microsoft Project calculate the start and finish dates for
the task. For example, if you apply the As Soon As Possible constraint or the
As Late As Possible constraint, Microsoft Project will calculate the earliest
or latest possible start and finish dates for the task. These choices allow for
automatic rescheduling if another task in the schedule changes.

Another example of a flexible constraint is the Finish No Later Than
constraint that requires you to enter a date in the date column. For example,
if you are renovating a house and the owners are moving in on

August 31, 1998, the task can be finished before August 31, 1998, but no
later than August 31, 1998. The Finish No Later Than constraint has some
flexibility because the job can finish before that date, but cannot finish after
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that date. In Figure 2-8, the constraint Finish No Later Than August 31,
1998 has been placed on the task Touch Up and Clear Out. The task is
scheduled to finish on August 14, 1998.

o O ltaskName . o Dur;fiﬁn
<1 i Carpentry 1 day:
2 . Electrical 2 days
3 © Plumbing 2 days:
4} Drywall 1 day.
5 Painting i 3days:
Task Information : ‘
— tone: [antpaaceran T pwen [ [ ]
B e FR e
=y —j acpe: [Fredins 3] Fempawn
e T —— - L ‘ , ,
b «| [;: . — - . ' 3
= Figure 2-8: Using the Finish No Later Than Constraint
s J
o
o i Inflexible constraints can effect Microsoft Project’s recalculating abilities.
1~ For example, if the constraint Must Finish On August 31, 1998 is applied to
< the Touch Up and Clear Qut task, the scheduled finish date would change to
= August 31, 1998. This would cause a gap between the tasks Painting and
T Touch Up and Clear Out, as shown in Figure 2-9. Great care must be taken
L when assigning constraints to avoid causing conflicts between tasks or
- - unnecessary gaps between tasks. In addition, any changes made to the
=T schedule would require manual recalculation of all task constraints.
o
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-
p~txt d
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Carpentry

Electrical

Plumbing

Drywall

Painting

Touch Up and Clear Out
End Renovations

Aol o] afwlo]a
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Figure 2-9: Using the Must Finish On Constraint

When a constraint is placed on a task that causes a conflict or has the
potential of causing a conflict, the Planning Wizard appears with a warning
and possible alternatives, as shown in Figure 2-10.

Planmng Wizard

YousetaF ,shNoLaterT!'mca'xsﬁ'ammﬁ‘etask'TwchUpand
ClearOp;’ This could result in a scheduling conflict either now or -
laterbecat.semxstaskhasatleast‘meoﬂna'tasklrkedmit :

Figure 2-10: The Planning Wizard
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10.

Method

To apply a constraint

1. Inthe Task Name column, double-click the task to which
you want to apply a constraint.
2. Inthe Task Information dialog box, select the Advanced

tab.

3. Onthe Advanced page, in the Constrain task area, from
the Type drop-down list, select a constraint type.
4. Ifnecessary, in the Constrain task area, in the Date

combo box, enter a date.
5. Choose OK.

In the following exercise, you will apply constraints.

. Open A:\Renovate.mpp

Examine the project’s end date

Double-click the Touch Up and
Clear Out task

On the Advanced page, in the
Constrain task area, from the Type
drop-down list, select Finish No
Later Than

In the Constrain task area, in the
Date combo box, type 08/31/98

Choose OK

If the Planning Wizard appears,
select the Continue. A Finish No
Later Than constraint will be set.
option button, and then choose OK

. Examine the finish date of the task

. Double-click the Touch Up and

Clear Out task

Repeat steps 5 through 7 to set a
Must Finish On constraint for
08/31/98

The Task Information dialog box
appears.

The task is still scheduled to
finish on August 14, 1998.

The Task Information dialog box
appears.
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11. In the chart pane, examine the
finish date of the task

12. Save as H:\doc\Renovate 2.mpp
and close the project

The task is scheduled to finish
on August 31, 1998. There isa
large gap between the last two
tasks.
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Summary

Summary

To open an existing project

1. From the File menu, choose Open.
or

1. On the Standard toolbar, click the Open button.

2. Inthe File Open dialog box, from the Look in drop-down list, select
the desired drive.

3. In the File list box, double-click the desired folder.

4. In the Filelist box, select the desired file.

5. Choose Open.

To edit a task or duration

1. On the sheet pane, in the Task Name or Duration column, select the
field to be edited.

2. Press F2 or click in the entry box.

3. In the entry box, edit the field contents.

4. Press ENTER or click the Enter button to accept the changed data.
or

4. Press EScC or click the Cancel button to leave the contents unchanged.

To insert a new task
1. Ina column, select the field where you want the new task to be
inserted.
2. Press INSERT
or
2. From the Insert menu, choose New Task.

To delete a task
1. Ina column, select the field you want to delete.
2. Press DELETE

or
2. From the Edit menu, choose Delete Task.

To select a task
1. Click the row heading of the task you want to select.

To select a range of tasks

1. Drag the pointer through the range of row headings you wish to
include.
or :

2. Select the first row heading and then, press and hold SHIFT, and click
the last row heading of the range.

3. Release SHIFT
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To move a task (Mouse method)

1. Select the row heading(s) of the task(s) you want to move.
2. Point to the row heading and drag the selection to its new position.

To move a task (Cut and paste method)

1. Select the row heading(s) of the task(s) you want to move.
From the Edit menu, choose Cut Task.
or

2. On the Standard toolbar, click the Cut button.

3. Inthe Task Name column, select a field in the row where the task is to
be moved.

4. From the Edit menu, choose Paste.
or

4. On the Standard toolbar, click the Paste button.

To indent a task

1. Select the task you want to indent.
2. On the Formatting toolbar, click the Indent button.

To outdent a task

1. Select the task you want to outdent.
2. On the Formatting toolbar, click the Qutdent button.

To collapse a summary task

1. In the sheet pane, click the collapse outline symbol (-) next to the
summary task to collapse it.
or

1. Inthe Task Name column, select the summary task to collapse and, on
the Formatting toolbar, click the Hide Subtasks button.

To expand a summary task
1. In the sheet pane, click the expand outline symbol (+) next to the
summary task to expand it. :
or
1. Inthe Task Name column, select the summary task to expand and, on
the Formatting toolbar, click the Show Subtasks button.

To collapse the entire outline

1. Select the Task Name column.
2. On the Formatting toolbar, click the Hide Subtasks button.

To expand the entire outline
1. On the Formatting toolbar, click the Show All Subtasks button.

To increase or decrease the information viewed in the chart pane

1. On the Standard toolbar, click the Zoom in or Zoom out button.
or

1. From View menu, choose Zoom.

2. Inthe Zoom dialog box, in the Zoom to area, select an option(s).

3. Choose OK.
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To link tasks in a (FS) dependency

1.
2.

2.

Select the tasks to be linked.
On the Standard toolbar, click the Link Tasks button.
or

From the Edit menu, choose Link Tasks.

To link tasks in a (SS), (FF), or (SF) dependency

1.

2.
3

4.

5.

In the Task Name column,

double-click the task to be linked.

In the Task Information dialog box, select the Predecessors tab.

On the Predecessors page, in the ID column, type the row heading of
the predecessor task.

In the Type column, from the Type field drop-down list, select the
dependency type.

Choose OK.

To unlink tasks

1.
2.

2.

Select the tasks to be unlinked.

On the Standard toolbar, click the Unlink Tasks button.
or

From the Edit menu, choose Unlink Tasks.

To modify a task dependency:

1.

2.
3

4.

In the Task Name column,

double-click the task whose predecessor you want to change.

In the Task Information dialog box, select the Predecessors tab.

On the Predecessor page, in the Predecessors area, in the Type column,
from the Type field drop-down list, select a dependency.

Choose OK.

To create a lead or a lag

1.

2.

In the Task Name column,

double-click the task whose predecessor you want to change.

If necessary, in the Task Information dialog box, select the
Predecessors tab.

On the Predecessors page, in the Predecessors area, in the Lag column,
select the Lag field for the predecessor task to which you want to add a
lag time.

For a lag time, enter a positive value.

or

For a lead time, enter a negative value.

Choose OK.
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To schedule a recurring task

1.

wiN

A

8.

In the Task Name column, select the row above which you want to
insert the recurring task.

From the Insert menu, choose Recurring Task.

In the Recurring Task Information dialog box, in the Name text box,
type the name of the recurring task.

In the Duration spin box, type a duration.

In the This occurs area, select an option button.

In the Daily, Weekly, Monthly, or Yearly area, select the task
frequency options.

If necessary, in the Length area, in the From or To combo boxes, enter
a date.

Choose OK.

To apply a constraint

1.

2.
3.

In the Task Name column,

double-click the task to which you want to apply a constraint.

In the Task Information dialog box, select the Advanced tab.

On the Advanced page, in the Constrain task area, from the Type drop-
down list, select a constraint type.

If necessary, in the Constrain task area, in the Date combo box, enter a
date.

Choose OK.
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Self-Check Exercise

10.

11.

12.

13.

Open A:\Move-Rev2.mpp

Before Actual Move, add a new task of three days duration and call it
Wire New Office.

After Wire New Office, add a new task of three days duration and call
it Install New Telephone Lines.

After Actual Move, add a new task of two days duration and call it
Move and Install Electronic Equipment.

Delete the New Office Party task.

Edit the task Install New Telephone Lines to read Install Telephone
Lines and change the duration to one day.

Move the tasks Quotes for Construction and Quotes for Move and
place them before the task Final Budget Approval.

Create a task called Pack Old Office after the task Estimate for
Construction of Office and indent the following tasks under it:

Pack Electronic Equipment
General Packing

Create a task called Wiring after the task General Packing and outdent
it. Then indent the following tasks under it:

Wire New Office
Install Telephone Lines

Collapse the Pack Old Office summary task.
Expand the Pack Old Office summary task.

Collapse the entire outline.

Expand the entire outline.
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L)
4

14.

Save the project as H:\Doc\Move-Rev 2a.mpp. Your project should
look similar to Figure 2-11.

. TaskName | oot e | Duration 72&,{”;]; HE 3?;’]\:,?.( EEE 3?.[1;\?( F
1 Meet with Real Estate Agent : 3hrs -
2 Identify Office requirements P Tk £
3 Office layout P 1wk =
4 Budget ' 2days =
5 Initial Approval . lday :

b Negotiate Lease P 1wk =
7 Draft Subcontract - Tdays <

'8 Quoates for Construction ! 1 wk }:
8 Quotes for Move : 15days ;
110 Final Budget Approval i 1day =

n Estimate for Construction of Ofice | Bwks 3 z’:‘

2 E Pack Old Office " tdays =

A3 Pack Electronic Equipment 2

14 General Packing 5

15 E Wiring z

18 Wire New Office o

A7 Install Telephone Lines E

118 Actual Move ~

T e SON

Figure 2-11: The Project After Saving

15.  Link all the tasks in the project.

16.  The Quotes for Move task is not truly dependent on Quotes for
Construction but rather on Initial Approval. Make the necessary
changes.

17. The summary task Wiring is not dependent on the summary task Pack
Old Office. Rather, it is dependent on the completion of Estimate for
Construction of Office. Make the necessary changes.

18.  Final Budget Approval is not only dependent on Quotes for Move but
is also dependent on Quotes for Construction. Make the necessary
changes.

19.  Edit the task Estimate for Construction of Office to read Construction
of Office.

20.  The tasks Install Telephone Lines and Wire New Office must finish at
the same time. Make the necessary dependency change.

72

o (o (| S i i, s (s . ¢



Self-Check Exercise

21.  Both summary tasks Pack Old Office and Wiring can begin four days
before the completion of Construction of Office. Create the necessary
lead times.

AARRARRR

SSESEEEEsEst)

22.  Examine the project finish date.

A

23.  Insert a recurring task at the beginning of the project and call it Status
Meeting. The Status Meeting will occur every Thursday for one hour.
The length of the recurring task is from the project’s start date to its
end date.

)

&

L)

24.  Zoom out until the entire project is visible in the chart pane, as shown
in Figure 2-12.

A

\
)

M

: : Sep21. 98 {0c112, 98  {Now2 8 {Nov23 96 - (Dec14 W8 - {Jan
Tack Name NP7 B B I ]8e]a]2T0[BI%]3
2 Status Meeting [ N T T [ T A Y NN O U O AN U A IO |
tMeet with Real Estate Agent
identify Office requirements
Office layout
Budget
Initial Approval
Negotiate Lease

Draft Subcontract
Quotes for Construction
Quotes for Move

Final Budget Approval
Construction of Office
3 Pack Old Office
Pack Electronic Equipment | )
Genera! Packing =
S Wiring

Wire New Office :3
Install Telephone Lines

Actual Move
Move and Install Electronic Equipment
End Move oin

)

-t

3
o

-
-~

-
wm

-
@

] 2 3] 8] 2| ) ba] B a1 BR2) nd &) B3| ) 22 b8

Figure 2-12: The Finished Project

s 25.  Save and close the project.
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Module Objectives

e e ¥

B Define resource needs

It is necessary to define and enter the resources that will be used in
a project. You usually do this by using a resource sheet.

m Use the working times calendars

The working times calendars supply the necessary information that
Microsoft Project requires to calculate a task’s duration accurately.

B Work with costs

Most projects have costs associated with resources or tasks. By
assigning costs to tasks and resources, you will be better able to
factor costs into your key decisions.
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Defining Resource Needs

Defining Resource Needs

Now that you have created your project plan, you have enough information
to manage your project. Including resources in your project plan lets you
establish who 1s working on which task and when; lets you keep the project
scope, time and resources in balance; identifies resources who are
overworked or underworked; and lets you track how much each resource is
costing.

The first step in building a resource list is determining the resources
required to accomplish the project tasks and goals. You can do this by
identifying or having identified what skills and level of skills are required to
accomplish the tasks, how many resources are needed to complete the
project on time and whether resources can work on more than one task at a
time. You can then match resource skills to task requirements.

Creating a Resource List

Although you can add resources to your project plan one at a time as you
assign them to tasks, it takes less time if you create a resource list and then
assign the tasks. To create a resource list, you enter the resource name and
the maximum amount of time per day that a resource is available to work
into a resource sheet. A resource sheet consists of rows and columns, similar
to the Gantt sheet. Table 3-1 summarizes the information that you can store
in the resource sheet.

The maximum amount of time per day that a resource is available to work is
measured in units. A unit is the percentage of time a resource will spend
working on a task. For example, a 25 percent unit represents a quarter of the
resource’s time to be spent on the task, while a 100 percent unit means that
the resource is expected to work full time on the task. A 200 percent unit
means that two resources are expected to work full time on the task.
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Column e , - Description

Resource The name given to a resource. It can be the name of an

Name individual or a type of group.

Initials The abbreviated name for the resource.

Group Resources may be assigned to a group for reporting
purposes.

Max. Units The number of resource units available. This is applicable
only if using a type of resource. For example, you might have
three writers, but you can have only one resource named
Kimberley Kale.

Std. Rate The standard cost of the resource per hour, minute, week, or
year.

Ovt. Cost The overtime cost of the resource per hour, minute, week, or
year.

Cost/Use The cost of the resource every time it is used.

Accrue At The time when costs are assigned to a resource. You can

assign costs at the Start or End, or they can be prorated
throughout the duration of a task.

Base Calendar

A calendar that specifies the working times of a resource.

Code

You can assign an alphanumeric code to each resource and
use it for sorting, filtering, and reporting.

Table 3-1: The Columns in the Resource Sheet

When resources with the same skills are working together on the same task,
you can group them into a resource set. For example, Electricians could
represent two or more electricians. A resource group is any combination of
individual resources and/or resource sets that can be logically grouped
together for the purposes of tracking costs. For example, Painters,
Electricians and Plumbers are resource sets that can be grouped into a
resource group called Contractors.
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Defining Resource Needs

Method
To create a resource list

1. On the View Bar, click the Resource Sheet icon.

2. On the resource sheet, in the Resource Name column,
enter a resource name.

3. On the resource sheet, in the Group column, enter a group
name to add the resource to a group.

4. Onthe resource sheet, in the Max. Units column, enter a
number of resource units.

5. Repeat steps 2 through 4 until you have entered all the
resources.

6. If desired, save the project.

Exercise
In the following exercise, you will create a resource list.

1. Open A:\Manual-Rev3

2. On the View Bar, click the Resource The resource sheet view
Sheet icon appears.

3. Inrow 1 of the Resource Name Default information
column, enter Designer automatically appears for
some fields in the first row.

4. In the Group column of the Designer
resource row, enter Contractor

5. In row 2 of the Resource Name
column, enter Sr Editor

6. In the Group column of the Sr Editor
resource row, enter Editor

7. Using the data shown in Table 3-2 as
a guide, enter the additional
resources

8. Save the project as H:\Doc\Manual-
Rev 3a.mpp




Module 3: Working with Project Resources

‘Resource Name | Group
M Monroe Editor
Sr Writer Writer
S O'Hara Writer

Table 3-2: The Resource List Data =22n
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Defining Resource Needs

Assigning ResourcestoTasks

Microsoft Project adjusts the duration of a task when you assign a resource
to the task. The adjustment is based on the number of resources and the
percentage of resource units assigned to the task. You can assign resources
to tasks in the Gantt sheet by typing the resource name in the Resource
Names column or by selecting the name from the Resource Names drop-
down list. In addition, you can also use the Assign Resources dialog box,
shown in Figure 3-1, to assign resources to tasks or assign a resource to
work on two tasks concurrently. When you assign a resource to a task, the
resource name appears next to the bar in the Gantt chart pane.

1] lTask Name

Duration ]‘2925 B iTaLi7

1

261291 1 1417 [N0[15116[19] 215 |1

st

& B Status Meeting

K

11

i Design Manual's Task

12

‘5 Writing Phase

13

P— s

4

15

16

17

18

]

20

.21 t Technical Review
7] .8 Editing Phase

<) Edit Introduction
24 Edit Chapter 1
p-3 ; Edit Chapter2
p.3 i Edit Chapter 3
7 Edit Chapter 4
. Edit ChapterS
3 Edit Chapter&
e o] B Final Touches

Figure 3-1: The Assign Resources Dialog Box

Method

To assign a resource to a task
1. Inthe Gantt sheet, select the Resource Names column of

the task to which you want to assign a resource.
2. Inthe Resource Names column, type the resource name.

or

2. In the Resource Names column, from the Resource
Names field drop-down list, double-click the resource

name.
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10.

To assign a resource to a task using the Assign Resources dialog box

1. In the Gantt sheet, in the Task Name column, select the
task(s) to which you want to assign a resource(s).
2. On the Standard toolbar, click the Assign Resources

button.

3. In the Assign Resources dialog box, in the Name column,
select the resource you want to assign to the task(s).

4. If necessary, in the Units column, type a percentage unit.

5. Repeat steps 3 and 4 to assign multiple resources.

6. Ifdesired, close the Assign Resources dialog box.

Bxercise

In the following exercise, you will assign resources to tasks.

. On the View bar, click the Gantt Chart

Icon

. In the Gantt sheet pane, select the

Resource Name column of the
Design Manual’s Format task

From the Resource Names field drop-
down list, double-click Designer

In the Task Name column, select the
Introduction through to and including
the Capture Screen Shots tasks

On the Standard toolbar, click the
Assign Resources button

In the Name column, select S O'Hara

Choose Assign

If necessary, reposition the Assign
Resources dialog box to view the task
list

Select the Technical Review task

In the Assign Resources dialog box,
in the Name column, select Sr Writer

The Gantt Chart view appears.

Designer appears in the
Resource Names field and
next to the Design Manual’s
Format task bar in the chart
pane.

The Assign Resources dialog
box appears.

A resource name is selected.

S O’Hara is assigned as a
resource to the task and a
checkmark appears to the left
of her name in the Assign
Resources dialog box.

A resource name is selected.
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Defining Resource Needs

1.
12.

13.

14.

15.

Choose Assign

Assign resources to the remaining
tasks as shown in Table 3-3

Close the Assign Resources dialog
box

Examine the Index task’s duration

The Assign Resources dialog
box closes.

Due to the amount of
resources assigned to the
task, the duration has
decreased from 3 days to 1.5
days.

Save the project
Task Name Resource

Edit Introduction M Monroe

Edit Chapter 1 M Monroe

Edit Chapter 2 M Monroe

Edit Chapter 3 M Monroe

Edit Chapter 4 M Monroe

Edit Chapter 5 M Monroe

Edit Chapter 6 M Monroe

Final Chapter Corrections Sr Editor
Glossary S O'Hara

Table of Contents S O'Hara

Index S O’Hara, Sr Writer

Table 3-3: The Resource Assignments
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Removing aResource fromaTask .

As you make modifications to a project, you might change your mind about
a resource working on a particular task or the resource may leave the project
or be reassigned to other tasks. You can easily remove a resource from a

task.

Method

To remove a resource from a task
1. On the Gantt sheet, select the task for which you want to

remove the resource.

2. On the Standard toolbar, click the Assign Resources

button.

3. Inthe Assign Resources dialog box, in the Name column,
select the resource you want to remove from the selected

task.
4. Choose Remove.
5

If desired, close the Assign Resources dialog box.

In the following exercise, you will remove a resource from a task.

1.

In the Task Name column, select
the Index task

On the Standard toolbar, click
the Assign Resources button

In the Name column, select Sr
Writer

Choose Remove
Close the Assign Resources
dialog box

Examine the Index task duration

The Assign Resources dialog box
appears.

The Sr Writer is selected.

Sr Writer no longer appears next
to the task bar in the chart pane.

The Assign Resources dialog box
closes.

Due to the amount of resources
assigned to the task, the duration
has increased from 1.5 days to

3 days.
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T Using the Working Times Calendars

L Using the Working Times
= Calendars

Once you create a resource list and assign resources to tasks, Microsoft
o 'n Project calculates the number of days it will take to complete the task. For
o Microsoft Project to calculate a task’s duration accurately, it needs to know
the working times for the assigned resource—for example, the number of
hours in a full working day, vacations, holidays and other days off. A

i working times calendar supplies this information.

)

\
s

- )
\\tittﬁitt&t'\'

Microsoft Project provides two kinds of working times calendars: a base
calendar and a resource calendar. A base calendar specifies the working
and nonworking times of a group of resources. A resource calendar specifies
the working and nonworking times of an individual resource.

\

Modifying the Project Calendar

For most projects and resources you won’t need to create a working times
calendar. You can use the default base calendar, referred to as standard, that
Microsoft Project automatically attaches to your project plan. The standard
calendar settings specify a full working day to be 8 hours long, lasting from
8:00 AM to 5:00 pM, with a one hour break from 12:00 PM to 1:00 PM. Each
Monday through Friday is a working day and each Saturday and Sunday isa
nonworking day. However, the standard calendar does not include holidays
and vacations. You can use the Change Working Time dialog box, shown in
Figure 3-2, to modify the project calendar to include vacations and
holidays or designate Saturday and Sunday as working days. The settings in
the standard calendar affect all the project resources.
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To modify the project calendar

1.
2.

3.

4.

Note: To change a day of the week for the entire calendar,
select the day at the top of the calendar.

Figure 3-2: The Change Working Time Dialog Box

e

From the Tools menu, choose Change Working Time.

In the Change Working Time dialog box, in the Calendar
area, select a date.

In the For selected dates area, select an option button.

or

In the For selected dates area, in the From text box, type
the time you want work to start.

or

In the For selected dates area, in the To text box, type the

time you want work to end.
Choose OK.
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Exercise

In the following exercise, you will modify the project calendar.

1.

From the Tools menu, choose
Change Working Time

In the Calendar area, use the
scroll bars to display the month
of September 1998

In the Calendar area, select the
7™ (Labor Day- U.S.)

In the For selected dates area,
select the Nonworking time
option button

In the Calendar area, use the
scroll bars to display the month
of July 1998

In the Calendar area, select
Friday (the day of the week)

In the For selected dates area, in
the second text box of the From
column, type 12:30 PM

In the For selected dates area, in
the second text box of the To
column, Type 4:30 PM

. Choose OK

. Examine the project end date

The Change Working Time dialog
box appears.

The month of September is
displayed.

September 7th is marked as a
nonworking day.

The month of July is displayed.

Friday is selected for the entire
calendar.

The Change Working Time dialog
box closes.




& 0“:,.

Module 3: Working with Project Resources ol

Modifying a Resource Calendar ey

In most cases, resources on a project share the same working days,

nonworking days, and holidays. However, if the working days or hours of _
one resource differs from others, Microsoft Project lets you modify a -
calendar for that individual resource.

[ %

g £ P

g 7

Metod i)
'
To modify a resource calendar = ]
1. On the View Bar, click the Resource Sheet icon. _ =y
2. On the resource sheet, in the Resource Name column, —r
select a resource name. P
3. On the Standard toolbar, click the Resource Information - |
button. -1
4. In the Resource Information dialog box, select the - fg
Working Time tab. )
5. On the Working Time page, in the Calendar area, select a
date. <o 7
6. Inthe For selected dates area, select an option button. g
or

6. Inthe Forselected dates area, in the From text box, type
the time you want work to start.
or -
6. In the For selected dates area, in the To text box, type the

3
time you want work to end. _ i
7. Choose OK. il |
I
Exercise =1
Bt o B e, B — f
In the following exercise, you will modify a resource calendar. s f
1. Examine the current project end date - i
2. On the View bar, click the Resource The resource sheet view =1
Sheet icon appears. = ]
8
3. Inthe Resource Name column, select =
S O'Hara ™
4. On the Standard toolbar, click the The Resource Information |
Resource Information button dialog box appears. "
e -
5. Select the Working Time tab The Working Time page
appears.
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10.

1.

. If necessary, in the Calendar area,

use the scroll bars to display the
month of July 1998

Select the 13" through the 17%

In the For selected dates area, select
the Nonworking time option button
Choose OK

On the View bar, click the Gantt Chart
icon

Examine the project’s end date

The resources vacation days
are selected.

The Resource Information
dialog box closes.
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Working with Costs

Now that you have assigned resources and modified the working times =
calendar, Microsoft Project has enough information to build an accurate e
project schedule. However, whenever there are resources assigned to tasks, .
there will be project costs. By estimating costs and assigning them to tasks =
and resources, you’ll be better able to factor costs into your key decisions. =
For example, modifying the number of resources assigned to a task will :
modify the cost of the task, as well as, the overall project cost. When the

budget is tight, you need to consider using lower cost resources without

sacrificing expertise. For example, if an experienced Designer costs you
$100/hour for a total of eight hours, that task will cost $800. If, however,
you hire a less experienced Designer at $80/hour, and it takes twelve hours
to complete the same task, that task will cost $960.

Assigninga RatetoaResource
You can assign a rate to a resource or a fixed rate to a task. By default
Microsoft Project enters rates in hours; however, rates can be entered in
minutes, weeks or years. A standard hourly rate is the rate you pay a
resource during normal working hours. You can assign an overtime rate to a
resource who will be working longer than the normal working hours. A
fixed rate is a cost that remains constant regardless of the duration of the
task or the work performed by a resource. The Cost/Use column is used to
assign a flat usage rate to a resource. For example, the fee for renting spray
painting equipment might be $100 per use. You can view the total project
cost by viewing the project statistics. The Project Information dialog box
displays information on the project start and finish dates, duration, and
costs.

Method

To assign a rate to a resource

1. On the View bar, click the Resource Sheet icon.

2. In the Resource Name column, select a resource name.
3. Select the Std. Rate, Ovt. Rate, or Cost/Use column.
4. Enter a rate.

To view total project costs

1. From the Project menu, choose Project Information.

2. In the Project Information for [Project File] dialog box,
choose Statistics.

3. In the Project Statistics for [Project File], choose Close.
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,”(#’v ’

e Put Bxercise

- :

- 7 In the following exercise, you will assign rates to resources.

e 1. On the View Bar, click the

, Resource Sheet icon

“'.,w"

: 2. Inthe Std. Rate column of the The hourly rate for the Sr Editor is
Sr Editor resource, enter 75 entered.

3. Assign rates to the remaining
resources as shown in

Figure 3-3
4. From the Project menu, choose The Project Information for
Project Information ‘Manual-Rev3’ dialog box
appears.
5. Choose Statistics The Project Statistics for ‘Manual-
Rev3’ dialog box appears.
6. Examine the Cost column
7. Choose Close The Project Statistics for ‘Manual-
Rev3’ dialog box closes.
8. Save the project
Resource Name |Initials -~ |Group  |Max. Units| Std. Rate | Ow.Rate’
Designer D Contractor 100% $0.00/hr $0.00hr
Sr Editer S Editor 100%. $75.0Cr $0.00/hr
M Monrge M Editor 100%! §25.00/r  $37.50/hr
SrWriter S Writer 100%: §75.00/hr $0.00/hr
S OHara S [ Wiiter 100%; $25.00/hr.  $37.50/r
% E

Figure 3-3: The Rate Assignments
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Specifying DefaultRates =~
When you add resources to your project plan that are related to an existing “_
resource, resource set, or resource group and these resources get paid the =4
same hourly rate you can save time by specifying a default rate. Once you =
specify a default rate, Microsoft Project will automatically apply the rate to -
new resources that you add. Microsoft Project lets you specify a standard .
and overtime default rate. -
-
Method e
-
To specify default rates -
1. From the Tools menu, choose Options. P
2. In the Options dialog box, select the General tab. ‘ _
3. On the General page, in the General options for [Project g
File], in the Default standard rate text box, type a new -
rate. _
4. In the General options for [Project File] area, in the
Default overtime rate text box, type a new rate. >4
5. If desired, choose Set as Default.
6. Choose OK.
Exercise -
In the following exercise, you will specify a default standard and overtime =
rate. @l_
1. From the Tools menu, choose The Options dialog box b’:';
Options appears. P l.
2. Select the General tab The General page of options CF":
appear. o
3. Inthe General options for Manual- Gy
Rev3a. area, in the Default standard
rate text box, type 25.00
4. In the General options for Manual-
Rev3a. area, in the Default overtime
rate text box, type 37.50
5. Choose OK The Options dialog box closes.

il
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Working with Costs

6. Add M Gates as a new resource to The new resource is added,
the Writers group and Microsoft Project
automatically enters a

standard and overtime rate.

7. Save and close the project
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Summary

To create a resource list

5.
6.

On the View Bar, click the Resource Sheet icon.
On the resource sheet, in the Resource Name column, enter a resource

name.
On the resource sheet, in the Group column, enter a group name to add

the resource to a group.
On the resource sheet, in the Max. Units column, enter a number of

resource units.
Repeat steps 2 through 4 until you have entered all the resources.

If desired, save the project.

To assign a resource to a task

1.

pA

2.

In the Gantt sheet, select the Resource Names column of the task to
which you want to assign a resource.
In the Resource Names column, type the resource name.

or
In the Resource Names column, from the Resource Names field drop-

down list, double-click the resource name.

To assign a resource to a task using the Assign Resources dialog box

1.
2.
3

4.
5.
6

In the Gantt sheet, in the Task Name column, select the task(s) to
which you want to assign a resource(s).

On the Standard toolbar, click the Assign Resources button.

In the Assign Resources dialog box, in the Name columnn, select the
resource you want to assign to the task(s).

If necessary, in the Units column, type a percentage unit.

Repeat steps 3 and 4 to assign multiple resources.

If desired, close the Assign Resources dialog box.

To remove a resource from a task

L.

On the Gantt sheet, select the task for which you want to remove the
resource.

On the Standard toolbar, click the Assign Resources button.

In the Assign Resources dialog box, in the Name column, select the
resource you want to remove from the selected task.

Choose Remove.

If desired, close the Assign Resources dialog box.
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To modify the project calendar

1. From the Tools menu, choose Change Working Time.

2. Inthe Change Working Time dialog box, in the Calendar area, select a
date.

3. Inthe For selected dates area, select an option button.
or

3. Inthe For selected dates area, in the From text box, type the time you
want work to start.
or

3. Inthe For selected dates area, in the To text box, type the time you
want work to end.

4. Choose OK.

To modify a resource calendar
1. On the View Bar, click the Resource Sheet icon.
2. On the resource sheet, in the Resource Name column, select a resource
name.

3. On the Standard toolbar, click the Resource Information button.

4. In the Resource Information dialog box, select the Working Time tab.

5. On the Working Time page, in the Calendar area, select a date.

6. Inthe For selected dates area, select an option button.
or

6. In the For selected dates area, in the From text box, type the time you
want work to start.
or

6. In the For selected dates area, in the To text box, type the time you
want work to end.

7. Choose OK.

To assign a rate to a resource

1. On the View bar, click the Resource Sheet icon.

2. In the Resource Name column, select a resource name.
3. Select the Std. Rate, Ovt. Rate, or Cost/Use column.

4. Enter arate.

To view total project costs

1. From the Project menu, choose Project Information.

2. In the Project Information for [Project File] dialog box, choose
Statistics.

3. In the Project Statistics for [Project File], choose Close.

To specify default rates

1. From the Tools menu, choose Options.

2. In the Options dialog box, select the General tab.

3. On the General page, in the General options for [Project File], in the
Default standard rate text box, type a new rate.

4. In the General options for [Project File] area, in the Default overtime

rate text box, type a new rate.

If desired, choose Set as Default.

Choose OK.
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Module 3: Working with Project Resources

Self-Check Exercise

Open A:\Move-Rev3.

Using the resource sheet, add resources 6 through 8, as shown in
Figure 3-4, so that your resource sheet resembles the one shown

below.

[Resource Name = [Initials = [Group =~ [Max. Units
Manager M Management 100%
Office Mgr o] Management 100%
Tech T Operations 300%
Admin A Office 200%
Truck T Equipment 200%
Agent A Contractor 100%
Bell Cdn B Contractor 100%
CNCP c Contractor 100%

Figure 3-4: The Resource List

Using the Resource Name column on the sheet pane of the Gantt Chart

view, assign New Wave to the Construction of Office task.

Using the Assign Resources dialog box, add resources to the tasks, as
shown in Figure 3-5. If the resources are not on the resource list, add

them.
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Self-Check Exercise

TaskName =~ = el R‘ésour';’:'e’Na‘rhe:s -
& Status Meeting

Meet with Real Estate Agent Office Mgr
Identify Office requirements Offtice Mgr
Office layout Tech,Office Mgr
Budget Admin
Initial Approval Manager
Negotiate Lease Admin
Draft Subcontract Admin
Quotes for Construction Admin
Quotes for Move Admin
Final Budget Approval Manager
Construction of Office New Wave

|= Pack O1d Office

- Pack Electronic Equipment Tech

General Packing Admin
IE Wiring
' Wire New Office CNCP
Install Telephone Lines Bell Cdn

Actual Move Moonlight Movers, Truck
Move and Install Electronic Equipment |[Tech
Unpack Admin

Figure 3-5: The Assigned Resources

5.  You have decided not to use New Wave for the Construction of Office
task. Remove New Wave from the Construction of Office task and
delete it from the resource sheet, and then add World-Wide.

= ; 6.  Assign World-Wide to the Construction of Office task.

—

s 7.  Modify the project calendar to include the following holidays as
nonworking days:

—

.«-J‘ i October 12 - Columbus Day, November 11 - Veterans Days

ez ‘ ? December 25 - Christmas Day, January 1 - New Years Day

et S 8.  Modify the Agent’s calendar to include the following vacation dates:

L= October 6, 1998 - October 9, 1998




Module 3: Working with Project Resources

9.  Using Figure 3-6 as your guide, assign rates to resources.

Resource Name ' |initials ©* * |Group " [Max. Units|” Std. Rate | Ovt Rate | Cost/Use

Manager M Management : 100% $0.00/hr $0.00/hr: $0.00
Office Mgr o] Management 100%:  $50.00/hr $0.00/hr! 50.09
Tech T Operations 300% $30.00/Mr $0.00/hr $0.00
Admin A Ofiice 200%: $1500Mmr  $22.50/hr $0.00
Truck T Equipment 200% $0.00/mr $0.00/hr $300.00
Agent A Contractor 100% $0.00/hr $0.00/hr:  $1,.000.00
Bell Cdn B Contractor 100%:  $50.00/hr $0.00/hr $0.00
CNCP c Contractor 100%; $50.00/hr $0.00/hr $0.00
Maonlight Movers M 100%:  $40.00/hr $0.00/hr $0.00
Waorld-Wide w 100% $0.0C/hr $0.00/hr s0.00

Figure 3-6: Resource Rate Assignments

10.  Specify a Default standard rate of $50.00 per hour for this project only.

11.  Add Clean Up Crew as a new resource to the Contractor group.

12.  View the total project costs.

13. Save as H:\Doc\Manual-Rev 3b.mpp and close the project.
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Module 4

Managing a Project
Plan

® Displaying Project
Information

B Reviewing a Project
Plan

B Printing Views



Module Objectives

T L P TR A LS Y e S TR e

Printing a hard copy of your project plan lets you share or present

m Display project information

Microsoft Project comes with many views. Each of these views
focuses on specific information about tasks or resources. You can
apply tables to display different columns in a sheet view and
change the size, add or delete and hide columns in a table. Form
views display information about tasks and resources one at a time.
Combination views let you display two views at the same time to
maximize the amount of information displayed. Sorting lets you
arrange project information in an order that suits your needs.

B Review a project plan

When you review your project plan, you look for information that
may be missing or inaccurate. You can then analyze resource
allocations and adjust them automatically through a process called
leveling, or you can do it manually. Although the manual method
is more time-consuming, it is often preferable. When you manage a
project, you control time and costs in an environment of limited
resources.

m Print views

it to colleagues.
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Displaying Project Information

Displaying Project Information

A project plan may contain hundreds of separate pieces of information about
tasks, resources and assignments. Typically, the entire project plan will not
fit on your screen at the same time. As you work with your project plan, you
may want to view a specific set of information. For example, you may want
to view the costs of tasks that begin after a certain date or which resources
have spare time to work on tasks that are taking longer than planned.

Microsoft Project provides twenty-six predefined views that let you display
a specific set of task, resource or assignment information. Most views let
you enter and edit information; however, there are some views that can only
display information. Choosing a view not only lets you decide whether you
want to work with task, resource, or assignment information, but also lets
you determine the format in which the information is displayed. You can
choose to view information as a sheet, chart, graph, form, or calendar.
Table 4-1 describes these formats. In addition, Microsoft Project lets you
sort or arrange your project information in any order that suits your needs.

‘View Format R ' Description

Sheet Displays task, resource and assignment information in a table
that is arranged in columns and rows.

Chart Displays tasks and task dependencies in a graphical way.

Graph Displays project information on a set of axes as a set of bars,
curves or lines.

Form Used to enter, edit or view detailed information.

Calendar Displays project information as a calendar.

Table 4-1: The View Formats

UsingViews . ..
Task views focus on information relating to tasks, such as duration, start
dates, and finish dates. Resource views focus on information about the
resources that are assigned to tasks, such as the hourly rate, or accounting
method. Assignment views focus on information relating to assignments,
such as task and resource usage. '

QR

The PERT Chart view, shown in Figure 4-1, is a flow chart that displays
tasks as nodes joined by lines that represent links, or dependencies, between
the tasks. The PERT Chart is useful for looking at process-oriented projects.
For example, in the manufacturing of a chemical compound, things have to

!
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Module 4: Managing a Project plan =

be done in a precise order, or an explosion could occur. It is important to be _
able to see the multiple paths that need to be taken to arrive at a goal or L=y
outcome. .

Noop. Gphics o
Mzeting with @=phics Technical Writing Brochure '
Desioner ] 3davs
4o 0S5 days 3 8das Tue 55/0E| Thu 5708 =
[PRRE: wed 411/5E Wed 49/ Thu 4185 Ed2
T \ :
Desigh Brochure Snap Screen Shote ] Tue 421/ Fri 42408 Print Brochure e
Lavout
2 [5dav 4 3dape / \ 10 3daye -
Wed ¥/1/0H Vied 4BCE Thy 416 Tua 4218 \ Fi 5808 |Tue 512
/ Meeting with Ozphics -
Desianer
Produce 8=phics - 7 0.5days -
Mon 427K Mon 427K N
8 5 darpe Modify Graphics -
Tue 426/C| Mon 5/ 4/2E] o

[ [1day s
Fri 424/58| Mon 427/

Figure 4-1: The PERT Chart View

The Calendar view displays tasks graphically in a calendar format designed
to highlight durations during the weeks of the month, as shown in
Figure 4-2.
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[Ppri 1998

PR ceepm i

*Sunday || Monday | Tuesday | Wednésday | ‘Thursday | " Friday | Saturday &l

= 2%~ <. 30 -, - 3 -~ Apri-.
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-
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Figure 4-2: The Calendar View

The most common views for viewing resources are the Resource Sheet and
Resource Graph views. The Resource Graph view, shown in Figure 4-3,
displays resource allocation, work, or cost of a resource over a period of

time in the form of a bar graph.
: TR Wiz, %
T W ] T 1 FJ1S S 1w ]7i1]lw
0% 1 | | { I I,.———._-![ i
S
180% o]t
et ~ulf br
160% ’E;: 3
g &2
140% iy s
.
120% =
Writer b
100% =
8% 1563
80% 3 K
e
8% = F‘
2% T
Peak Units: 100% | 100% | 100% | { 20% | 200% | 200% | 200%

Figure 4-3: The Resource Graph View
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Assignment views, such as the Resource Usage view, shown in Figure 4-4,
and the Task Usage view, shown in Figure 4-5, are used to display work
and cost allocation for each resource or task over time in a sheet format. a

ResourceName .0 . o IDstsils stj% T W] T 1 F

B Unassigned Work ™| * w4 ‘
End Manual Work ©| s T T

B Designer Work | o wBhin o Bhi s st o
Design Manuals Task__ A Work' | " Bhi: ""Bh' 1 f

& Sr Editor Work -} v s ]
Final Chapter Corrections § Work

E M Monroe Work ©{°
EdR Introduction Work
Edit Chapter 1 Work:
Edit Chapter 2 Work'
Edit Chapter 3 Work "}
Edit Chapter 4 Work i} ii:
Edit Chapter §
Edit Chapter§

B Sr Writer
Technical Review

B S OHara
{ntroduction
Chapter 1
Chapter 2

Figure 4-4: The Resource Usage View

e womedtl womnf S g gmoent ) gl e S gt gt eeeet's gemad e PR PRI RS IR M b e e s

TaskName | V|Detais|=
|2 Design Manual's Task Woerk - {..&
Designer Work *
5 Writing Phase Work “
E Introduction Work” !
S OHara Wor:: 3
£ Chagter 1 Work 1‘
S OHara Work E
E Chapter 2 : Work* !
S OHara Work :: ;
E Chapter3 Work - e P
S OHara Work @ f - !
& Chapter 4 VWork * . :I;
S OHara wWork | ]
E Chapter 5 Work ¢ p i
S OHara Work : ) ) :
£ Chapter6 ; Work“ ] % - i
S OHara i Work | oo e ) '.l
E Capture Screen Shat: Work e e w5 o P |
S OHara Work i i 4 - g
£ Technical Review Work : A e %I

|

Figure 4-5: The Task Usage View
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Displaying Project Information

A Form view displays information that is specific to a particular task or
resource. The most commonly used form views are the Task Form view and
the Resource Form view. The Task Form view, shown in Figure 4-6,
displays information about the Technical Review task. It displays the
resources that are working on that task and its predecessor. Use the Previous
and Next buttons to display information about the preceding or following

task.

Name: | Technical Review ¢ paatwon: |7a 3: Fifrtaven  pevos || ren |
sart Tue9/1/93 'i~, Fnish 9;9/96 - 'rasgty;:el Unﬂs -] %Oczpiee lO% 3 :
D‘Resur:eNane 210 unis 1 work’ 7§l !Prmlhrre A{Type’ | 2 Lag {4l

4 |orwriter 100% schf—1 10 Cap‘a.reSn’eenSfms FS oc—

b

“a——
.

W_,
9

- -

Figure 4-6: The Task Form View

The Resource Form view, shown in Figure 4-7, displays information about
the M Monroe resource. It displays the tasks assigned to the resource, the
amount of Work and Delay hours, and the scheduled Start and Finish dates
of the tasks. Use the Previous and Next buttons to display information about
adjacent resources.
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MaruahRe| 18 |EditChapter S 16h od.  od Wed 8/19/98 Thu 8/20/% | -
MarualRe] 17 [EditChapter 4 16h od od wed 8/12/59 Thus/1ake, |
MaruabRe; 16 iEditChapter 3 16h odi  od Frigf7/58 Mon 8/10/5%.
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|Maruatre! 14 iEditChapter 1 16h od od Thu 7/23/98 Fri 7/24/9€
MaruakRe! 13 iEditIntroduction 16h od od Thu 7/9/98 Fri7/10/% .-

Figure 4-7: The Resource Form View

To use a view
1. On the View bar, click a View icon.

To use a view that is not on the View bar

1. On the View bar, click the More Views icon.
2. Inthe More Views dialog box, from the Views list, select

aview.
3. Choose Apply.

et X T
-

Exercis

s Bk i

In the following exercise, you will use views.
1. Open A:\Brochure

2. On the View bar, click the PERT
Chart icon

3. Examine the view and discuss it
with your instructor

4. On the View bar, click the
Calendar icon view.

5. Examine the view and discuss it
with your instructor

6. Close the project

The project appears in a PERT
Chart view.

The project appears in a Calendar

106

]




Displaying Project Information

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Open A:\Manual-Rev4

On the View bar, click the
Resource Graph icon

Press ALT+HOME

On the left pane scroll bar, click
the right scroll arrow

On the right pane horizontal
scroll bar, scroll to the week of
September 7, 1998

Examine the view and discuss it
with your instructor

On the View bar, click the
Resource Usage icon

Select the right pane and press
ALT+HOME

Examine the view and discuss it
with your instructor

On the View bar, click the Task
Usage icon

Select the right pane and press
ALT+HOME

Examine the view and discuss it
with your instructor

On the View bar, click the More
Views icon

From the Views list, select
Resource Form and choose

Apply

Use the Next and Previous
buttons to display adjacent
resources

On the View bar, click the More
Views icon

The project appears in a
Resource Graph view.

The beginning of the time line
appears.

The Sr Editor resource is
displayed.

The usage information for the Sr
Editor resource appears.

The project appears in a
Resource Usage view.

The beginning of the time line
appears.

The project appears in a Task
Usage view.

The beginning of the time line
appears.

The More Views dialog box
appears.

The Resource Form view appears
with the Designer resource
displayed.

The More Views dialog box
appears.




Module 4: Managing a Project plan

23. From the Views list, select Task The Task Form view appears with

Form, and choose Apply the Design Manual’s Format task
displayed. _
24. Use the Next and Previous g

buttons to display adjacent tasks
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Displaying Project Information

In spite of the fact that you can change the information that appears in a
view, each view displays a limited amount of information at one time. A
combination view contains a top and bottom pane. Using a combination
view lets you display information in the top pane of the view that is different
from the information you display in the bottom pane of the view. For
example, you can display the Gantt Chart view in the top pane and the
Resource Graph view in the bottom pane. You can replace the view in either
pane at any time.

You can display a combination view by selecting a predefined combination
view, such as the Task Entry view, shown in Figure 4-8. The horizontal
split bar separates the two panes and the available menu selections always
reflect the pane that is active. In 2 combination view, the bottom pane is
automatically bound to the top pane. For example, in Figure 4-8, Design
Manual’s Format is the active task in the top pane. Information displayed in
the bottom pane is specific to the Design Manual’s Format task.

aF B . 5 el : - 1 August . -
O |TaskName . . | Coo T s a1 14 7 I Gelems]
Design Manual's Format $1.500( nlbosignet 3 B
B Writing Phase $11,000.0) ;
Irtroduction $200. S OHara J
Chapter 1 $1.0000 1
Chapter2 $800.0
Chapter3 $1400.4
Chapter 4 $600.4
R ,.HC"‘P""s U o 17 2 NS S B D
g . . by P
g uame l g\Ma'l.lalsFu'mat e mawn. ;
% sm.] ] Frm me7mge > 'hsirtype sedinis = ‘% Corplem: {0% =
'h s e 6 e S =t - et N 2
. [ R s B n!mm = Ty {7 Lag i LR
e B4 1 Dsg'e | 100w ah | i | : o
= ! | :
- N |
: 4 % H hd i H i d .
.““ I3
Horizontal
~ split bar

4

Figure 4-8: The Task Entry View
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Alternatively, you can split an existing view into panes and replace the
information in one or both panes one at a time. In a single-pane view, the
horizontal split bar is located below the down arrow on the vertical scroll
bar, as shown in Figure 4-9. The horizontal split bar lets you switch
between single and combination views.
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Figure 4-9: The Horizontal Split Bar in a Single-Pane View

Method

NSRS e S

To use combination views
1. On the View bar, click the More Views icon.
2. From the More Views dialog box, from the Views list,
select a combination view.
3. Choose Apply.

To switch between panes

1. Click the pane you want to make active.
or
1. PressFé6

To split an existing view
1. From the Window menu, choose Split.
or
1. Drag the horizontal split bar up to the desired location in
the existing view.

To change the view in a pane

1. Make sure the pane you want to change is active.
2. Onthe View bar, select a view to display.

To switch from a combination view to a single-pane view

1. From the Window menu, choose Remove Split.
or
1. Double-click the horizontal split bar.
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Exercise

In the following exercise, you will use a combination view.

1.

10.

1.

12

13.

14.

15.

16.

17.

On the View bar, click the More
Views icon

From the Views list, select Task
Entry

Choose Apply

Examine the view and determine
the active pane

In the top pane, select Chapter 4

Examine the information
displayed in the bottom pane

Click the bottom pane
Press F6

On the View bar, click the PERT
Chart icon

Press F6

On the View bar, click the Gantt
Chart icon

On the View bar, click the More
Views icon

From the Views list, select Task

Entry
Choose Apply

Double-click the horizontal split
bar

Drag the horizontal split bar
about halfway up the existing
view

From the Window menu, choose
Remove Split

The More Views dialog box
appears.

The Task Entry view appears.

Since the view bar appears in the
top pane, the top pane is active.

The bottom pane displays
resources and predecessors for
Chapter 4.

The bottom pane becomes active.
The top pane becomes active.

The PERT Chart appears in the
top pane.

The bottom pane is active.

The Gantt Chart appears in the
bottom pane.

The More Views dialog box
appears.

The Task Entry view appears.

A single pane Gantt Chart
appears.

A combination view appears with
the Gantt Chart on the top pane
and the Task Form on the bottom
pane.

A single pane Gantt Chart takes
over the entire screen.
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Applying Tables

Each view that displays information in a sheet format includes a zable
portion. A table is predetermined fields arranged in columns and rows.
Every sheet view has a default table applied to it. For example, the Gantt
Chart sheet view’s default table is the Entry table. By applying a different
table to a sheet view, you can change the information displayed in the table
portion. When you apply a table to a sheet view, the new table replaces the
old table. When you open an existing project file, the sheet view will display
the table that was applied to it when you last saved this file.

Method

To apply a table

Exercise .

1. Select the view to which you want to apply a table.
2. On the View menu, point to Table.
3. From the Table submenu, select a table.

Note: To apply a table that is not on the Table submenu, from
the Table submenu, select More Tables.

In the following exercise, you will apply tables.

1.

On the View Bar, click the Gantt The Gantt Chart view appears.
Chart icon

On the View menu, point to The Table submenu appears.
Table: Entry
Choose Cost The Cost table appears.

In the Fixed Cost column of the $1,500.00 appears in the Fixed
Design Manual's Format task, Cost field.
type 1500 and press ENTER

In the Fixed Cost Accrual

column, from the Fixed Cost
Accrual field drop-down list,
select End and press ENTER

If necessary, scroll to the Total
Cost column and examine the
cost per task

On the View Bar, click the The Resource Sheet view
Resource Sheet icon appears.
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Displaying Project Information

10.
11.

12.

On the View menu, point to
Table: Entry

. Choose Cost

Examine the cost per resource

Display the project statistics and
examine the total project costs

In the Resource sheet view,
return to the Entry table

The Table submenu appears.

The Cost table appears.
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Adjusting Column Widths

Sometimes a column in a table might not be wide enough to display its
contents. To accommodate long strings of data or to make your table easier
to read, you can adjust column widths. The most common method to adjust
column width is to double-click the right border of the column heading. This
automatically adjusts the column width to the width of the longest entry in
the column. You can also adjust the column width manually. When you do,
a width indicator appears on the status bar indicating the column width in
number of characters as you drag the column border.

Method
To adjust column width (To fit the widest entry)
1. Double-click the right border of the column heading.

To adjust column width (To adjust column width manually)

1. Drag the right border of the column heading to the
desired width.

Exercise
In the following exercise, you will adjust column widths.

1. On the View bar, click the Gantt

Chart icon
2. Double-click the right border of The column adjusts to
the Task Name column accommodate the long text.

3. In the Gantt Chart view, apply
the Entry table

4. Drag the right border of the Start
column heading to make it
approximately 12 characters in
width

5. Double-click the right border of
the Finish column
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Hiding and Inserting Columns

If you have columns that you do not need to display or you want to conceal,
you can hide them in the current view. After you hide columns, you can
easily display the column again by using the Column Definition dialog box,
shown in Figure 4-10. From here you can select a field name, specify an
optional title, and change text alignment and column width.

PR ;

- Colmn Definition: R ’ l

Figure 4-10: The Column Definition Dialog Box

all B Method
..ﬂ. 5. To hide a column

1. Select the column heading of the column to hide.

2. From the Edit or shortcut menu, choose Hide Column.
or

2. Press DELETE

To insert a column

1. Select the heading of the column to the right of the
column to be inserted.

2. From the Insert or shortcut menu, choose Column.

or

Press INSERT

In the Column Definition dialog box, from the Field

name drop-down list, select a column to insert.

4. Choose OK.
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Exercise

In the following exercise, you will hide and insert columns.

1. On the View bar, click the
Resource Sheet icon

Select the Initials column
heading

From the Edit menu, choose The Initials column is hidden.
Hide Column

From the Insert menu, choose The Column Definition dialog box
Column appears.

From the Field name drop-down
list, select Initials

Choose OK The Initials column appears to the
left of the Group column.

On the View bar, click the Gantt
Chart icon

In the sheet pane, select the
Duration column

Press INSERT The Column Definition dialog box
appears.

From the Field name drop-down
list, select Cost

Choose OK The Cost column appears to the
left of the Duration column.

Save as H:\Doc\Manual-Rev
4a.mpp
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SortingaView

By default Microsoft Project lists tasks and resources in ascending order by
ID number. You can use the Sort options on the Project menu, shown in
Figure 4-11, or the Sort dialog box, shown in Figure 4-12, to view tasks or
resources in a different order. For example, if you want to decrease a
project’s length, you may want to sort tasks from the longest to the shortest
duration so that you can reduce the longest durations first.

| Profect Window Heb

| Eieredfor:AlTass . b byEnshDate
Qutine. > byBriorty.

{::JTasklnformatm Shaft+F2 m'lD
Ormuones- R L -
- ——r 4 S
. poectinformaton.. G 15""”' |

Figure 4-11: The Sort Options
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Figure 4-12: The Sort Dialog Box
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Method

To sort a view

1.
2.

On the Project menu, point to Sort.
From the Sort submenu, choose a sort option.

To sort a view using the Sort dialog box

1.
2.
3.

On the Project menu, point to Sort.

From the Sort submenu, choose Sort by.

In the Sort dialog box, in the Sort by area, from the Sort
by drop-down list, select a column by which you want to
sort.

In the Sort by area, select the Ascending or Descending
check box.

If desired, in the first Then by area, from the Then by
drop-down list, select a secondary column by which you
want to sort.

In the first Then by area, select the Ascending or
Descending check box.

If desired, in the second Then by area, from the Then by
drop-down list, select a third column by which you want
to sort.

In the second Then by area, select the Ascending or
Descending check box.

Choose Sort.

In the following exercise, you will sort a view.

. On the Project menu, point to Sort

Choose by Cost

On the Project menu, point to Sort

Choose Sort by

column.

In the Sort by area, from the Sort by
drop-down list, select Duration

In the Sort by area, select the
Descending check box

The Sort submenu appears.

The view is sorted by the Cost

The Sort submenu appears.

The Sort dialog box appears.
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== 7. Choose Sort The Sort dialog box closes and
e v, the view is sorted by the

ud Duration column in descending
=T order.

* s

8. Save and close the project
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Now that you have created a project plan, the next step is to look for
information that may be missing, unnecessary or inaccurate. In most cases,
you will want to analyze and adjust the project’s schedule. For example, you
may discover a resource overallocation—a day when a resource has been
assigned ten hours of work instead of the usual eight hours. On the other
hand, you may discover a resource underallocation—a day when a resource
has been assigned only four hours of work instead of the usual eight hours.
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In addition, you may want to identify the project’s critical tasks or adjust the
critical path. Critical tasks are tasks that can delay the project if they are not
completed on time. Typically, the critical path is the longest sequence of
linked tasks in a project.

1
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Analyzing the Project Schedule

Prior to adjusting a project’s schedule, you need to consider the factors that
affect how Microsoft Project calculates task start and finish dates, the length
of the project, and the addition of resources to a task. For example, when
you assign a resource to a task, Microsoft Project calculates the amount of
work required to complete the task. If you specify a duration of three days,
Microsoft Project calculates twenty-four hours of work. If you assign a
second resource to the task, Microsoft Project calculates a new duration of
one and a half days, but the number of hours of work remain the same. This
calculation method is referred to as effort-driven scheduling. Table 4-2
describes additional factors and the effects on a project schedule.

d Q Q !\ \

-

T T e L L e et e e T

120

i e g




KRN

1

d

= el
% »
=) ]
i ¥
ol IR
gl
x|
? 7
' B
2 7
?
¥

LERAE

g Q Q !\ \ 3

1

-

‘\ q. N AL \ ANRANN BN !‘ qd 48 QYU { {

5SS 5550000500500000008666¢

L4 B

W

Reviewing a Project Plan

Factor

Effect

Placement in task
list

Moving a task to another part of the task list can change
a task’s schedule. For example, a task near the top,

‘middle or bottom of the list occurs near the beginning,

middle or end of the project.

Duration The longer a duration, the later a task finishes.
Increasing or decreasing the duration may change the
task’s finish date.

Links By replacing one type of link with another, you can

change a task’s start and finish dates or the project’s
end date.

Lead or Lag time

Changing or removing lead or lag times may change the
task’s start date.

Assigned
Resources

The more resources and resource units you assign to a
task, the more you decrease it's duration.

Table 4-2: The Scheduling Factors
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Identifying Resource Overallocations

A resource overallocation means that a resource is scheduled to perform two
or more tasks at the same time or that two units of the same resource type
are required to complete a task, but only one is available. The Resource
Allocation view indicates which resources are overallocated, when they are
overallocated, and which tasks are affected. Overallocated resources and the
usage for these resources appear in red.

The top pane of the Resource Allocation view, shown in Figure 4-13,
indicates that the Writer resource, on the week of July 13, 1998, is allocated
to work sixteen hours on Tuesday through to Friday. Eight of these hours
are overallocated hours.

i i}  ' ifialsourdvﬂ‘am

5

B Unassign

, E

St . BDesigner
C; 0T
2.0 B Writer ~ Bk
Ind LT e e T
C ] ~ el
S |Teklame 7o T 5 0 A "
73 :/]Introduction ‘{:
.4 2+{ Chapter 1 = Writer &
5 {Chapter2 . o
6 |Chapter3 e
T::{Chapter & \E
8 {Chapter5 é:
S |ChapterB =
KIES Bua ottt K S T e T D e e i Sesdt) [

Figure 4-13: The Resource Allocation View

The bottom pane of the Resource Allocation view displays a Gantt Chart
that indicates that the tasks Chapter 1, Chapter 2 and Chapter 3 are
overlapping on the overallocated dates.
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You can use the Resource Management toolbar, shown in Figure 4-14, to
quickly access commands specific to resource management.

Resource Allocation View Address Book
Go To Next Overallocation View Resource Details

Using Resource
-
BE| Y |®

Refresh Resource Pool

Share Resources

EEEr3:
Assign Rzesources

P R

Task Entry View  Update Resource Leveling Help
Pool

Figure 4-14: The Resource Management Toolbar
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Resolving Resource Overallocations Manually

Resolving resource overallocations manually is a time-consuming task.
Some of the options available to a project manager include delaying a task
with an overallocated resource, substituting the overallocated resource,
adding additional units to the resource, or changing the work schedule (that
is, modify the resource calendar). Every option influences either the project
cost or the length of the project. For example, if a resource has been
scheduled to work on two tasks at the same time and the project manager
decides to delay the second task, the project will take longer to complete.
On the other hand, if the project manager adds an additional unit of the same
resource, the project length is not affected, but the overall cost of the project
Increases.

When you are handling resource overallocation resolutions, you need to
consider the impact of several issues, including cost, time, company politics,
geography, and resource availability.

M&thod

ot i B S i SR

To display the Resource Management toolbar

1. On the View menu, point to Toolbars.
2. From the Toolbars submenu, choose Resource
Management.

To resolve resource overallocations manually

1. Display the Resource Management toolbar.

2. On the Resource Management toolbar, click the Resource
Allocation View button.

3. On the Resource Management toolbar, click the Go To
Next Overallocation button.

4. Make the necessary changes.

5. Repeat steps 3 and 4 for all resource overallocations.

In the following exercise, you will resolve a resource overallocation
manually.

1. Open A:\Manual-Rev5

2. On the View menu, point to

The Toolbars submenu appears.
Toolbars

3. Choose Resource Management
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Reviewing a Project Plan

10.

1.

12

13.

14.

15.

16.

17.

18.

On the View menu, choose more
views

Choose Resource Allocation

Click Apply

On the Resource Management
toolbar, click the Go to Next
Overallocation button

In the top pane, examine the
timescale area to identify the days
the Writer is overallocated during
the week of July 13

In the top pane, double-click the
Writer resource

If necessary, Go To the General
tab

Select the contents of the Max
units available spin box

Type 200 and choose OK

Examine the Writer resource

In the top pane, select the Editor
resource

Find the overallocation for the
Editor resource

Examine the dates on which the
overallocations take place and the
tasks involved

From the View menu, select More
Views

Select Task Entry and click Apply

The Resource Allocation view
appears.

The first block of overallocations
for the resource Writer appears.

During the week of July 13, 1998,
overallocations occur on Tuesday
through Friday. The 16h means
that the Wiiter is working a total
of sixteen hours on each of those
days.

The Resource Information dialog
box appears.

The Resource Information dialog
box closes.

The Writer is no longer
overallocated because another
unit of the resource was added to
the pool.

Thursday in the week of August
10, 1998, shows an
overallocation for the tasks Edit
and Corrections.
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19.

20.

21.

23.
24.
25.

26.

27.

28.

29.

On the top pane, select
Corrections

In the bottom pane, right-click and
select Resource Schedule from the
Menu

Examine the duration of the task
Corrections, the number of hours
of work for each resource assigned
to that task, and each resource’s
start and finish dates

In the bottom pane, for the Editor
resource, select the field in the
Delay column

Type 16h
Choose OK

Examine the schedule changes

On the View menu, choose More
Views

Choose Resource Allocation and
click Apply

Examine the Resource Editor to
see if it has any overallocations

Save as H:\Doc\Manual-Rev
5a.mpp and close it

The duration is three days. The
Writer is working the full twenty-
four hours on the task; the Editor
is working only eight hours on the
task.

The overallocation occurred
because Microsoft Project always
schedules the work hours at the
beginning of the task. The eight
hours that the Editor is spending
on that task has been delayed by
sixteen hours so that the Editor
works on the task on the third day
instead of the first day.

Resource Allocation view
appears.

There are no more
overallocations for the Editor
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Resolving Overallocations Using Resource Leveling

Resource leveling automatically resolves resource overallocations by
delaying the start dates of certain tasks to which that resource is assigned.
Leveling may not always be a good solution because this method can only
delay tasks, which will extend the project finish date. Also, if your schedule
is complex and includes constraints and complex dependencies, gaps will
appear after you level, and you will have to manually reconfigure various
components of your project. Leveling is best demonstrated with a simple
project, as shown in Figure 4-15. This project consists of five tasks with no
relationships between tasks. The Writer is scheduled to do the first three
tasks at the same time and the Designer is scheduled to do the last two tasks
at the same time.

: i Jun23,%98 |- Jul 6,88 -
TeskMame  |Dunton| [SToTuTTIWITIFISTSMITIWITIFISTS

Chapter 1 2daysi |Jiid Writer:
Chapter 2 3 days: [
Chagpter 3 2 days
Snap Pictures 3 days|
Design Manual Cover 2 days:

Figure 4-15: A Simple Project
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You use the Resource Leveling dialog box, shown in Figure 4-16, to set the =
leveling parameters. o=y

Resource Leveling - - - HE =
~Levaling Calctations —————— e s
fr'gzmmanc O ewewat o et
mokbwaxmmma[oaybyoay =]bass .
i -Levamgrmge{tr Marua!—Terrp' — T
[ Cleelgwepopa s
Cleel grom: [wed;'q/gs R e
Io |~n /,*.:Na ‘ —
: Leve!mornar [sm:am = e
, ik SUSUIITIL S L S i,
;, I"Levelm!ywmnavadablegladz e RO ) B
ol Fme!r\g:mad}strmvma!asigﬂmmatask : e -~
thirgcmaaates:lmh[emnmm TR : e
e Mﬂ,.w:mi:; el =
g giea'Le\}elé'g...' T ,i\f,'.eve:m | Cancel l : .
Figure 4-16: The Resource Leveling Dialog Box ~

Figure 4-17 shows how Microsoft Project spreads out the five tasks after ==

leveling. All tasks occur without any conflict and it appears that there are o

dependencies between them. Leveling is not a substitute for setting task 7

dependencies; however, Microsoft Project will adjust the tasks as needed.
Leveling also assumes that the resource can work on the tasks in any order. e
T o , . Jun 29, 98 . Jul6, 38 - Lo
;|0 o Task Name 7. Duration | IS TSTMITIWITIFISISIMITIWT[FISISIMI__ £
S Chapter 1 Writer. | , S
2 Chapter 2 : Ty Writer —
3 Chapter3 . ) p
4 Snap Pictures Ery D

-5 Design Manual Cover

o= J‘i—;“f"«;"“:'«;”"‘;wj,"tr?'”“:éu”’z,.';'f:v”“«;f"jw,"‘vf'_"’ﬁ'"h AT T v

Figure 4-17: The Simple Project after Leveling

Resource leveling is effective only when overallocations occur across tasks,
and not within tasks. For example, if two painters were assigned to a task
and you have only one unit (that is, the Max Units of the resource is 100
percent), then leveling will not resolve the overallocation.

=
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using resource leveling.
1. Open A:\Manual-Temp

2. Examine the resource assignments
for the various tasks

3. Select the bottom pane

4. On the View bar, click the Resource
Sheeticon

== Reviewing a Project Plan

= =3)

’4'“ Another consideration is the view in which you perform leveling. If you do
= the leveling from a task view such as a Gantt Chart, Microsoft Project will

== level the entire project. If you do the leveling from aresource view such as

=B the Resource Sheet, then Microsoft Project will give you the option to level

just the selected resource. In this case, it is best to level with the Gantt Chart

=8 in the top pane and a resource view such as the Resource Sheet in the
== d) bottomn pane.

== » To resolve resource overallocations by using resource leveling
»wf' 1. Inthe top pane of a combination view, display a task

-2 view.

D 2. Inthe bottom pane of a combination view, display a

al I resource view.

-~ e ’ 3. Inthe top pane, select a task for which a resource that
s , you want to level is assigned.

‘ 4. Inthe bottom pane, select the resource you want to level.

- 5. From the Tools menu, choose Resource Leveling.

== 6. Inthe Resource Leveling dialog box, choose Level Now.

= 7. Inthe Level Now dialog box, select the Selected

g resources option button.

_ 8. Choose OK.

= 9. Repeat steps 3 to 8 for all resources you want to level.

~ ; Note: If you do not perform step 4, the Level Now dialog box
ol P in step 7 will not appear, and Project will level everything.
s o

b In the following exercise, you will resolve resource overallocations by

The project file is opened in
the Task Entry view.

The Writer is assigned to
Chapters 1 through 3, and the
Designer is assigned to Snap
Pictures and Design Manual
Cover.

The Resource Sheet appears
in the bottom pane.
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5. Inthe top pane, make sure Chapter Only the Writer appears in the
1is selected, and examine the bottom pane because only
contents of the bottom pane the Whiter is assigned to the

task Chapter 1.

6. In the bottom pane, make sure the
resource name Writer is selected

7. From the Tools menu, choose The Resource Leveling dialog
Resource Leveling box appears.

8. Choose Level Now The Level Now dialog box

appears.

9. Select the Selected resources option
button

10. Choose OK All tasks that have the Writer
assigned to them are leveled.
11. Inthe top pane, select Snap Pictures  Only the Designer appears in
and examine the contents of the the bottom pane because
bottom pane only the Designer is assigned
to the task Snap Pictures.
12. In the bottom pane, make sure the
resource name Designer is selected
13. From the Tools menu, choose The Resource Leveling dialog
Resource Leveling box appears.
14. Choose Level Now The Level Now dialog box
appears.
15. Make sure the Selected Resources All tasks to which the
option button is selected, and then Designer is assigned are
choose OK leveled.
16. Save as H:\Doc\Manual-Temp
2.mpp and close the project
130
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identifying and Reducing the Criical Path

A project consists of a combination of critical and non-critical tasks. Critical
tasks are tasks that, if delayed, can cause the entire project to be delayed.
Critical tasks have no slack time. Slack time refers to the amount of time a
task can slip before it delays another task or the project. Non-critical tasks
are tasks that can be delayed or completed at any time before the project
finish date. Non-critical tasks may have Total slack time and/or Free slack
time. Free slack time is the amount of time the Edit Introduction task, shown
in Figure 4-18, can be delayed before affecting the start time of the Edit
Chapter 1 task. Total slack is the amount of time that the Edit Introduction
task can be delayed before affecting the finish date of the project.

Design Manual's Format

B Writing Phase

T ' - : 52 % =
o jr’s“"‘"“ ‘“%Pl’wﬂﬂs]s BTN WEFET

introduction

-

Chapter2

Chapter3

Chapter 4

Chapter5

W ol N, th] ] | W] -

Chapter6

8

Capture Screen Shot:

-
pory

Technical Review

-
~

‘B Editing Phase |9

|

Chapter 1 E——

-
w

Edtt Introduction ——

-
-~

Edat Chapter 1

b
th

Edit Chapter 2

F
m

Edit Chapter3

17-

Edit Chapter 4

2 days

Edit Chapter 5

13
13 . v e Fr7t Chater R
<2 ST

et CNNEES il

Figure 4-18: Free Slack Time Displayed

If you want to make changes to the schedule without affecting the project
finish date, you can delay non-critical tasks. If your objective is to pull back
the project finish date (or shorten the critical path), you may want to make
adjustments to one or more critical tasks on the critical path.

There are several methods to shorten the critical path. You can shorten the
duration of one or more critical tasks, add additional resources to the
project, change task dependencies, or modify resource calendars so that
certain individuals or groups of people work slightly longer hours. Some of
the reasons for why you may want to shorten the critical path might include
cost limitations, no authority to hire more resources, or the union not
allowing an increase in work hours.
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Method
To identify the critical path
1. On the View bar, click the More Views icon.
2. From the More Views dialog box, from the Views list,
select a Detail Gantt.

or
2. From the More Views dialog box, from the Views list,

select a Tracking Gantt.
3. Choose Apply.

To reduce the critical path

1. Identify and select the critical task you want to modify.
2. Make the necessary changes.

In the following exercise, you will identify and reduce the critical path.

TIEEERERERE

1. Open A:\Manual-Rev6 The Chart view appears.

2. Onthe View bar, click the More Views  The More Views dialog box
icon appears.

3. From the Views list, select Detail
Gantt

4. Choose Apply The Detail Gantt view appears.

5. Press ALT+HOME and then, in the
chart pane, examine the critical and
noncritical tasks and their slack times

6. In the sheet pane, insert the Free
Slack and Total Slack columns before
the Successors column

7. Examine the Free and Total slack
times of the noncritical tasks.

8. From the Project menu, choose The Project Information dialog
Project Information box appears.

9. Choose Statistics The Project Statistics dialog

box appears.
10. Examine the Current Finish Date and The project is scheduled to
Current Duration field finish on 9/23/98, and the
duration is 60.38 days.
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1.

12.

13.

14.

15.

16.
17.

18.
19.
20.

Choose Close
Change the duration of the Writing
Phase of the Chapter 3 task to 3

Double-click the Final Chapter
Corrections task

On the Resources page, in the
Resources area, change the Units of
the Sr Editor resource to 200%

Choose OK

Display the Project Statistics

Examine the Current Finish Date and
Current Duration fields

Close the Project Statistics dialog box

Select the Gantt Chart view

Save the project

The Project Statistics dialog
box closes.

The Task Information dialog
box appears.

The duration for the task
Corrections is now 1.5 days.

The project is scheduled to
finish on 9/158/98, and the
duration is 54.88 days.
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Printing Views

Printing a view is as easy as clicking the Print button on the Standard
toolbar. There are many reasons to print a view. A printout of project

information can serve as a helpful reminder or a checklist. Since you may
not be able to share project information electronically with some project

participants, a printout can show project information that cannot be

displayed on the screen at one time. The project information that you see on
the screen is what will print, so it is a good idea to customize the view

before printing.

Using the Print Dialog Box

The quickest way to print a view is to simply click the Print button on the
Standard toolbar. However, if you want to vary the default settings to print a
range of pages or project information that falls within a specific time period,

you’ll have to use the Print dialog box, shown in Figure 4-19.
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Figure 4-19: The Print Dialog Box
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Printing Views

Method

To use the Print dialog box

1. From the File menu, choose Print.
2. In the Print dialog box, select options.
3. Choose OK.

Exercise

In the following exercise, you will print a view using the Print dialog box.

. Zoom in until you can view the letters

of the days of the week

. From the File menu, choose Print The Print dialog box appears.

. In the Timescale area, select the

Dates option button

. In the To combo box, enter 7/29/98

. Choose OK The Print dialog box closes
and the timescale between the
time period 7/1/98 and 7/29/98
are printed.
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<=
Using Print Preview o ‘-
Print Preview is used to display the project as it will look when printed. You ud
use the Print Preview window toolbar in the Print Preview window, shown g
in Figure 4-20, to scroll between pages, zoom, display one page at a time or -
view multiple pages. ‘o
Ty
Arrow buttons One page <
Zoom | Muttiple pages -
r—'_l i =1
g
g
. b,
>
— -
. banis GRS v—te EREION -
g i
. L,
Seizrombrdchom =
. . . . -
Figure 4-20: The Print Preview Window
*,‘—«—;‘
s S g e g Ay “"“*;
MethOd o=
To use print preview =
1. From the File menu, choose Print Preview. ==
or .
1. On the Standard toolbar, click the Print Preview button. 1.
To zoom in or out on an area of the previewed project ——r
1. In the Print Preview window, click an area of the project. e
2. Ifdesired, scroll to view other areas of the project. .
3. In the Print Preview window, click an area of the project 1.
again to restore the page size. =
=l
oIt f
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Printing Views

10.

1.

To move between pages of the previewed project
1. On the Preview window toolbar, click the appropriate

arrow button.

Exercise

In the following exercise, you will preview your project in a Calendar view.

. On the View bar, click the Calendar

button

From the File menu, choose Print
Choose Preview

On the Print Preview window toolbar,
click the Down arrow button

On the Print Preview window toolbar,
click the Multiple pages button

On the Print Preview window toolbar,
click the One page button

In the Print Preview window, position
the pointer over an area of the
Calendar view

In the Print Preview window, click an
area of the Calendar view

In the Print Preview window, click the
Calendar view again

On the Print Preview window toolbar,
click the Close button

Save the project

The Print dialog box appears.

The Print Preview window
appears.

The second page appears.
Multiple pages are displayed in
the Pnint Preview window.

Page 1 is displayed in the Print
Preview window.

The pointer becomes the
Zoom in pointer.

The page area is magnified.

The page retums to its original
size.
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Changing Page Orientation and Scale

When a printed view is longer than one page, each consecutive page begins
where the previous page leaves off. If your project is longer than one page,
you can shrink it so that it prints on one page. If your project is only slightly
longer than one page, you probably won’t notice a difference. If, however,
your project is quite large, when you shrink it to fit on one page, it will be
printed in a very small point size.

In the Page Setup dialog box, shown in Figure 4-21, you can specify the
number of pages you want for the project printout. You can also specify the
amount you want Microsoft Project to shrink your project. Often,
experimentation is the only way to find the settings you need.

Page Setup - Gantt Chart . ) : [ x]]

" f‘AdJ.stb 7
e %rcrmalt':e ;‘

"Eﬁb

r—a;;smr'am

Figure 4-21: The Page page of the Page Setup Dialog Box

By default projects are printed in /andscape orientation, as shown in
Figure 4-22. That is, project information is printed across the long part of
the paper—the part that measures eleven inches. Sometimes, however, you
may want to print a table that is better suited to a portrait orientation, as
shown in Figure 4-23.
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9.

10.

11.

Method

To change page orientation and scale

1. From the File menu, choose Page Setup.
2. Ifnecessary, In the Page Setup dialog box, select the

Page tab.

3. On the Page page, in the Orientation area, select the
A Portrait or Landscape option button.
4. If necessary, On the Page page, in the Scaling area, select
the Adjust to: or Fit to: option button.

A

Choose OK.

Exercise

Using the spin boxes, make the changes.

In the following exercise, you will change the scale.

. On the View bar, select the Gantt

Chart view
From the File menu, choose Print

In the Timescale area, select the
Dates Option button

In the To combo box, enter 7/29/98
Choose Preview

Use the scroll buttons to view the
pages selected for printing and then,

close the Print Preview window

From the File menu, choose Page
Setup

On the Page page, in the Scaling
area, select the Fit to: option button

Choose Print

Choose OK

Save and close the project

The Print dialog box appears.

The Print Preview window
appears.

The tasks that occur between
the time period 7/1/98 and
7/29/98 are displayed.

The Page Setup dialog box
appears.

The Print dialog box appears.

The Print dialog box closes
and the tasks that occur
between the time period 7/1/98
and 7/29/98 are scaled to print
on one page.
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Summary
To use a view
1. Onthe View bar, click a View icon.
To use a view that is not on the View bar
1. On the View bar, click the More Views icon.
2. In the More Views dialog box, from the Views list, select a view.
3. Choose Apply. :
To use combination views
1. On the View bar, click the More Views icon.
2. From the More Views dialog box, from the Views list, select a
combination view.
3. Choose Apply.
To switch between panes
1. Click the pane you want to make active.
or
1. PressF6
To split an existing view
1. From the Window menu, choose Split.
or
1. Drag the horizontal split bar up to the desired location in the existing
view.

To change the view in a pane

1. Make sure the pane you want to change is active.
2. On the View bar, select a view to display.

To switch from a combination view to a single-pane view

1. Fromthe Window menu, choose Remove Split.
or
1. Double-click the horizontal split bar.

To apply a table

1. Select the view to which you want to apply a table.
2. On the View menu, point to Table.
3. From the Table submenu, select a table.

To adjust column width (To fit the widest entry)
1. Double-click the right border of the column heading.

To adjust column width (To adjust column width manually)
1. Drag the right border of the column heading to the desired width.




Module 4: Managing a Project Plan

To hide a column

1. Select the column heading of the column to hide.

2. From the Edit or shortcut menu, choose Hide Column.
or

2. Press DELETE

To insert a column

1. Select the heading of the column to the right of the column to be
inserted.

2. From the Insert or shortcut menu, choose Column.
or

2. Press INSERT

3. Inthe Column Definition dialog box, from the Field name drop-down
list, select a field to insert.
4. Choose OK.

To sort a view using the Sort dialog box

1. On the Project menu, point to Sort.

2. From the Sort submenu, choose Sort by.

3. Inthe Sort dialog box, in the Sort by area, from the Sort by drop-down

list, select a column by which you want to sort.

In the Sort by area, select the Ascending or Descending check box.

If desired, in the first Then by area, from the Then by drop-down list,

select a secondary column by which you want to sort.

6. Inthe first Then by area, select the Ascending or Descending check
box.

7. If desired, in the second Then by area, from the Then by drop-down
list, select a third column by which you want to sort.

8. Inthe second Then by area, select the Ascending or Descending check
box.

9. Choose Sort.

v

To sort a view

1. On the Project menu, point to Sort.
2. From the Sort submenu, choose a sort option.

To display the Resource Management toolbar

1. Onthe View menu, point to Toolbars.
2. From the Toolbars submenu, choose Resource Management.

To resolve resource overallocations manually

1. Display the Resource Management toolbar.

2. On the Resource Management toolbar, click the Resource Allocation
View button.

3. On the Resource Management toolbar, click the Go To Next

Overallocation button.

Make the necessary changes.

Repeat steps 3 and 4 for all resource overallocations.

v oA
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=3 Summary

=T To resolve resource overallocations by using resource leveling
- 1. Inthe top pane of a combination view, display a task view.
- 2. Inthe bottom pane of a combination view, display a resource view.
I 3. Inthe top pane, select a task for which a resource that you want to
-~ level is assigned.
- 4. In the bottom pane, select the resource you want to level.
g 5. From the Tools menu, choose Resource Leveling.
— 6. In the Resource Leveling dialog box, choose Level Now.
= 7. Inthe Level Now dialog box, select the Selected resources option
button.
Choose OK.

10 90

Repeat steps 3 to 8 for all resources you want to level.

To identify the critical path

1. On the View bar, click the More Views icon.

2. From the More Views dialog box, from the Views list, select a Detail
Gantt,
or

2. From the More Views dialog box, from the Views list, select a
Tracking Gantt.

3. Choose Apply.

To reduce the critical path

1. Identify and select the critical task you want to modify.
2. Make the necessary changes.

To use the Print dialog box
1. From the File menu, choose Print.

2. Inthe Print dialog box, select options.
3. Choose OK.

To use print preview

1. From the File menu, choose Print Preview.
or
1. On the Standard toolbar, click the Print Preview button.

To zoom in or out on an area of the previewed project

1. In the Print Preview window, click an area of the project.

2. If desired, scroll to view other areas of the project.

3. In the Print Preview window, click an area of the project again to
restore the page size.

To move between pages of the previewed project
1. On the Preview window toolbar, click the appropriate arrow button.
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Module 4: Managing a Project Plan

To change page orientation and scale

1.
2.
3.

From the File menu, choose Page Setup.

If necessary, In the Page Setup dialog box, select the Page tab.
On the Page page, in the Orientation area, select the Portrait or
Landscape option button.

If necessary, on the Page page, in the Scaling area, select the Adjust to:

or Fit to: option button.
Using the spin boxes, make the changes.
Choose OK.

144

-
-
P

——

P g

o~

.-

ar""’"

-
-

—

ze?

-~
- -

P gnts

el &

e




Self-Check Exercise

11.
gl P 12.

= 13,

=4 15.

R 17.

18.

19.

3
L%

10.

14.

16.

Self-Check Exercise

Open the project A:\Manual-Rev7.
Display the Calendar view.

Display the Resource Graph view and scroll through the adjacent
resources.

Display the Resource Usage and the Task Usage views.
Display the Task Form and the Resource Form views.
Display the Task Entry view.

Switch between panes.

Switch to a single-pane view.

Use the horizontal split bar to split the window in half.

Use the Window menu to remove the split.

~ Apply the Cost table and examine each task’s total cost.

Apply the Entry table and adjust column widths where necessary.
Hide the Predecessor column.

Sort the view by Duration in Descending order.

Make sure the Resource Management toolbar is displayed.

Using the Resource Allocation view, go to the first overallocated
resource. Examine the cause of the overallocation.

To resolve some of the Writer resource’s overallocation, change the
Max units available to 200 percent in the Resource Information dialog
box.

To resolve more of the Writer resource’s overallocation, use the Task
Entry view to enter a delay. Enter a one-week delay for this resource
on the task Capture Screen Shots.

Use resource leveling to resolve the remaining overallocations for the
entire pool of resources.

i

i
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Module 4: Managing a Project Plan

20.

21.

22,

23.

24.

25.

26.

27.

28.

Check the Project Statistics of your project and enter the appropriate
information in the table below.

Start Date | Finish Date | Duration | Work | Cost

Identify the critical path and examine the critical and noncritical tasks.

On the sheet pane, insert the Free Slack and Total Slack columns, and
then examine the slack time.

Shorten the critical path by changing the duration of the Chapter 1 task
to four days.

Shorten the critical path by increasing the units for the Writer to 200
percent. Do this for the task Corrections in the Task Information dialog
box.

Check the Project Statistics of your project and enter the appropriate
information in the table below. Compare with the table in step 20.

Start Date | Finish Date | Duration | Work | Cost

Apply the Cost table and enter a fixed cost of $4000.00 for the task
Writing Phase.

To reduce your project costs, remove the Designer from the Capture
Screen Shots task using the Assign Resource dialog box.

Check the Project Statistics of your project and enter the appropriate
information in the table below. Compare this table with the table in
step 25 and the Project Statistics dialog box shown in Figure 4-24.

Start Date | Finish Date | Duration | Work | Cost
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Figure 4-24: The Final Project Statistics

29.  Print preview the project.

30.  Print the project specifying a timescale between 7/1/98 and 7/29/98.

\
e

31.  Using the page setup option, print the project file on one page.

&

32.  Saveas H:\Doc\Manual-Rev 7a.mpp and close the project.

v
A

33.  Ifnecessary, close all open projects.
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views, 101

u-——A—I_I
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baseline, 27
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calendar
base, 85
project, 85
resource, 85, 88
working times, 85
Calendar view
illustrated, 102
chart pane
described, 9
code
described, 78
column, 24
column heading
described, 9
column widths
adjusting, 114
columns
hiding, 115
inserting, 115
constraint, 62
flexible, 62
inflexible, 63
cost/use
described, 78
critical
tasks, 120
critical path, 131
reducing, 131
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default
calendar, 85
settings, 17
default rate, 92
dialog box
Project Information,
13
Properties, 15
Welcome, 6
displaying
views, 101
divider bar
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entry bar
described, 9
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field
described, 9
Formatting toolbar
described, 10
displayed, 10
forms
resource, 105
task, 105
free slack, 131
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Gantt Chart
chart, 8
editing tasks, 41
sheet, 8
view, 8
Gantt Chart view
described, 9
goals
defined, 3
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indent
task, 46
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lag time, 57
lead time, 57
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milestone
defined, 19
modify
task dependencies, 55
move
tasks, 44

%I
Office Assistant
described, 9

open
project file, 39
orientation
portrait, 138
outline, 44
collapse, 49
demote, 46
expand, 49
promote, 46
ovt. cost
described, 78

P 1

PERT Chart

illustrated, 101
phase

defined, 19
plan

defined, 5
print

view, 134
print dialog box

illustrated, 134
print preview, 136
printing

scale, 138
project

costs, 90

defined, 3

finish date, 14




Index
start date, 13 resolving, 124, 127 ’ T
Project Tesource sheet, 77 l=—ﬂ
saving, 27 Resource Usage tables
project file illustrated, 104 hiding columns, 115
defined, 13 resource views, 103 inserting columns,
open, 39 resources 115
project goals assigning, 81 task
defined, 3 defined, 4 defined, 19
project management identifying indent, 46
defined, 3 overallocations, outdent, 46
project plan 122 predecessor, 51
defined, 5 initials, 78 successor, 51
project resources leveling, 127 views, 101
defined, 4 max. units, 78 task dependencies, 51
project scope resolving modify, 55
defined, 3 overallocations, Task Usage view
project view 124,127 illustrated, 104
defined, 8 TOW tasks
described, 9 costs, 90
ﬂ R 'I critical, 120, 131
ﬂ S !I editing, 41
range fixed costs, 90
defined, 20 Save command, 27 lag time, 57
rate scheduling lead time, 57
default, 92 effort-driven, 120 link, 52
fixed, 90 scheduling factors move, 44
flat usage, 90 defined, 4 recurring, 59
hourly, 90 scope select, 44
overtime, 90 defined, 3 unlinking, 52
recurring tasks, 59 select timescale, 24
remove tasks, 44 major, 24
resource assignment, Select all button minor, 24
84 described, 9 Toolbar
resource settings described, 9
overallocation, 120 default, 17 total slack, 131
underallocation, 120 sheet pane
views, 101 described, 9 f v
resource allocation view slack %’
illustrated, 122 free, 131 view
resource assignment total, 131 defined, 8
remove, 84 sort Gantt Chart, 8
Resource Graph view view, 117 print, 134
llustrated, 103 Standard toolbar sort, 117
resource leveling, 127 described, 10 View bar
resource list, 77 displayed, 10 described, 9
create, 77 std. rate views
resource group, 78 described, 78 combination, 109
resource set, 78 subtask, 46 displaying, 101
unit, 77 hide, 49 form, 105
resource name, 78 show, 49 resource, 103
resource summary task, 46 single pane, 109

overallocations, 122

Task Entry, 109
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