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(Normally supplied in Adobe Acrobat format). If the version of courseware that you are viewing is marked as NOT
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of a training course, and is made available
purely for content and style review. This is to give you the opportunity to preview our courseware, prior to making
a purchasing decision. Sample versions may not be re-sold to a third party.

For current license information:

This document may only be used under the terms of the license agreement from Cheltenham Group. Cheltenham
Group reserves the right to alter the licensing conditions at any time, without prior notice. Please see the site
license agreement available at. www.cheltenhamcourseware.com.au/agreement
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Installing the Sample Files

e Create a folder called:

Project 2016 Foundation

under the My Documents folder.

o Copy the sample files to the Project 2016 Foundation folder.

SAMPLE
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Getting Started and Using

The Project 2016 Screen

When you first start Microsoft Project the screen will look similar to the illustration below.

7 = »

David-Murray. 5=

* search for online templates ye)
rOJ ec info@chelienhamgroup.com.au |
Suggested searches:  Project Management  ProjectPlan  Projects  Themes  Schedules  Analysis Switch account |
Industry
Recent =
You haven't apened any projects recently. To browse for a project,  W—— —
start by clicking on Open Other Projects. || — |~| -
_—
-——
[m=i - ]
==
[@¥ Open Other Projects =
= - |
==
Blank Project New from existing project New from Excel workbook New from SharePoint Tasks List
SOFTWARE T | Uting Prajec t linage yous Agfle Projec | = =
DEVELOPMENT = | | SHEATEAEI0SEY = =
o= | = i
~ ol | ——— -
— et S o

Software Development Plan

et 57,720.00 51,230.0c . =

Agile project management

Don't click on anything just yet, but take a little time to examine this screen. This
opening page allows you to select a template which you can base your new project on.

Alternatively you could open an existing project.
¢ In this case click on Blank Project template.

Search for online templates Pel

Project
J Suggested searches:  Project Management  Project Plan  Projects  Themes  Schedule

Industry

Recent

You h 't opened any p tsr tly. To browse fo ro
start by clicking on Open er Praj

e

™ n Other

New from

SOFTWARE ..-==
DEVELOPMENT
PLAN

S BT "

Create a

Software Development Plan
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e This will display a new, blank project screen.

Project] - Project Professional (Trial)

Resource  Report  Praject n hat you David Murray

£ = B

= B & Cut Calbi T - ".' 5 T FSummary El Notes my P Find

B Copy ~ S Respect Links H ® Milestone = petails & Clear~
Gantt  Paste B I U D-A- o5 e Manually Auto  Inspect Move Mode | Task Information Scroll

~ Format Paints & 2T | e = = |nactivat Deliverabl '3 Add ta Timel [ Fill -
Chart . ormat Painter nactivate Schedule Schedule - - eliverable <5 Add to Timeline | 4o Task (¥ Fi
View Clipboard Faont ] Schedule Tasks Insert Properties Editing A
z
= Start Finish
g Sun 07-02-16 | Add tasks with dates to the timeline Sun 07-02-16
=

Task 31lJan16 07 Feb 16 14 Feb 16 21Feb 16 28 E

o Mode » Task Name + Duration + Start « Finish v Predecessors || S M T W T F S 5§ M T W T F S S M TWTF S s M T WT F 5§ §
g
<
I
=]
=
z
<
9
[«I DIIET bl

Ready # New Tasks : Manually Scheduled BE B B B £ -—F-F4—+

The table area to the left is the area within which you can enter the individual tasks
making up your project.

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

The Ribbon

e The “Ribbon” is displayed along the top of the Microsoft Project application window. The
ribbon is context sensitive, meaning that it will display command icons which are relevant
to the task you are undertaking.

Tools Project] - Project Professional (Trial)

Report Project [ Format

Aanually Auto

C. .
= Inactivg chedule Schedule

hedule

e Theribbon is divided up into several tabs. The tabs are displayed just above the
command icons. The default tabs are File, Task, Resource, Report, Project, View and
Format. Other tabs may appear when performing certain actions.

FOR USE AT THE LICENSED SITE(S) ONLY
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e Try clicking on each of the tabs and observe how the ribbon changes.

z Gantt Chart Tools Praject] - Project Profs
Task Report Project View Format Q@ Tell me what you want to da...
== o9 o9 E [ ] ] Leveling Options
=1 ] Sl il [ ¥ EY
o u Yo ) ] 3= )-;" Clear Leveling
Team Assign  Resource Add Information Motes Details Level Level Level .. )
Planner~ Resources Pool~ | Resources Selection Resource Al mil Next Overallocation

View Assignments Insert Properties Level

Closing Microsoft Project

o Click on the Close icon, shaped like a small cross at the top-right of the Microsoft Project
window or use the keyboard shortcut Alt+F4.

David Murray

Opening an existing Microsoft Project Document
o Re-open Microsoft Project. The opening screen will look like this.

Search for online templates

Project

Suggested searches:  Project Management  Project Plan  Projects

Industry

Recent

You haven't opened any projects recently. To browse for a project,
start by clicking on Open Other Projects.

[ Open Other Projects

SOFTWARE -~
DEVELOPMENT
PLAN

e Click on the Open Other Projects link. This will display the Open window, as illustrated.

FOR USE AT THE LICENSED SITE(S) ONLY
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Open
(L) Recent

ﬁ OneDrive - Personal

info@cheltenhamgroup.com.au

L] ThisPC
=l= Add a Place
Browse

e Click on This PC and then click on the Browse button. This will display the Open dialog
box. Navigate to the Project 2016 Foundation folder (located under the My
Documents folder)

SAMPLE
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[F open et
“ S « Documents * Project 2016 Foundation w Search Project 2016 Foundation 2
Organize - Mew folder == ~ [H 9
! Thic PC el Mame Date modified Type
I Desktop HOOOCGCOCGCGO0! ORIGINALS 07-Feb-16 3:51 PM  File folder
e s Constraints 01-Feb-14 14 PM  Microsoft Project ...
* Downloads Dependencies 01-Feb-14 235 PM  Microsoft Project ...
J‘ Musi Printing 01-Feb-14 12:49 PM  Microsoft Project ...
usic
Resources 03-Feb-14 1:34 PM  Microsoft Project ...
[=] Pictures Sample 01-Feb-14 10:43 AM  Microsoft Project ...
B videos @3 Tasks 01-Feb-143:07PM  Microsoft Project ...
- 05(C) @3 Views 01 03-Feb-14 3:37 PM  Microsoft Project ...
- DATA (D) Vimsﬂl 03-Feb-14 3:37 PM Microsoft Project ...
== USBSTORAGE [\
= MEMORYCARD
o Metwork v < >
File narme: v‘ |ijeds V‘
Tools = | Open Ivl ‘ Cancel |

e Select afile called Sample and then click on the Open button. Your screen will now look
like this.

@ Tell me what you want to do...

Resource Report Project Farmat

IE oy M oCut Arial s - - - - B Mark on Track - * % »>
Egy Copy - = Respect Links I
Gantt =~ Paste < F ) B T U - A - S 5 =a ) Manually Auto Inspe
Ghatt~ - ormat Painter = Inactivate Schedule Schedule -
View Clipboard Font Ta Schedule Tasks
B 05 Jan "04
Task Name ~ Juration = Start « Finish  + Predecessorn~<| W ' T | F

S|S M, T W, T

4 Team Meeting Fri03-01-14 Tue 07-01-14

08-01-14 7

Edit Rough D3 1 7 Fri 1 110-01-14 &
10 |FE 4 Print Brochure Jdays? Mon 13-01-14 Wed 15-01-14
E 1 Prepare through deskiop 1 day?| Men 13-01-14) Men 13-01-14 &
§ 12 Get quotes from printers 1 day?| Tue 14-01-14| Tue 14-01-14 11
Y3 Get printed 1 day?| Wed 15-01-14| Wed 15-01-14[12
E 14 4 Distribute Brochure 2 days?| Thu 16-01-14 Fri17-01-14
5 15 Create mailing list 1 day?| Thu18-01-14  Thu 18-01-14|13
16 Do mass mail out 1 day? Fri17-01-14 Fri17-01-14 15
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e Tasks are listed in the left side, and the Gantt chart view is displayed to the right.

Changing Project Views

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

Gantt Chart Tools
Resource Report Project View Farmat @ Tell me what
_'_|- &D X Cut Arial -la . E g % g 5 E Mark on Trac
E Copy - . » @S Respect Link:
é;haanr:tv Pafte ~ Format Painter BI U &- A- e % @ = Inactivate
View Clipboard Font P} Schedule
B
0 | Task Name ~ Juration - Start - Finieh = Predecezzorn~ W
1 O IA Team Meeting Jdays Fri 03-01-14 Tue 07-01-14
2 |F Team Meeting 1 2hrs| Mon 06-01-14 Mon 06-01-14
3 Team Meeting 2 1hr| Mon 05-01-14) Won 06-01-14
4 F Team Meeting 3 1hr, Tue 07-01-14| Tue 07-01-14
5 4 Write Brochure 5 days? Mon 06-01-14 Fri 10-01-14
[+ Research New Product 2 days? Mon 06-01-14| Tue 07-01-14
T Create an Outline 1 day? Wed 08-01-14| Wed 03-01-14/6
] Write a Rough Draft 1day? Thu 089-01-14| Thu 08-01-14 7
5 Edit Rough Draft 1 day? Fri 10-01-14 Fri10-01-14 &
10 |FA 4 Print Brochure 3 days? Mon 13-01-14 Wed 15-01-14
E 11 Prepare through desktop 1day? Mon 13-01-14| HMon 13-01-14/9
% 12 Get quotes from printers 1day? Tue 14-01-14| Tue 14-01-14 11
e RE! Get printed 1 day? Wed 15-01-14 Wed 15-01-14 12
E 14 4 Distribute Brochure 2days? Thu 16-01-14 Fri17-01-14
% 15 Create mailing list 1day? Thu16-01-14| Thu 156-01-14 13
16 Do mazs mail out 1 day? Fri17-01-14 Fri17-01-14 /15

ma

S) ‘menu | d\spM
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Calendar

Report

Project

Gantt Chart T

View

San

Farmat

Q Tell me what you

«  Gantt Chart . - o = = = E Mark on Track =
Arial |8 T e #5e Biee 75s |00=
p Metwork Diagram . o 3 Respect Links
] B I U > - 5 5 mm @ch )
C Task Form ainter - 'A' € > - £ |nactivate
' Task Shest Font [ schedule
]
Task Usage . o
 Juration w Start - Finish » Predecessoni~| W T
Timeline eting Jdays  Fri03-01-14) Tue 07-01-14
Tracking Gantt leeting 1 2hrs| Mon 08-01-14 Mon 06-01-14
leeting 2 1hr| Mon 06-01-14| Mon 05-01-14
Resource Form I
leeting 3 1hr Tue 07-01-14| Tue 07-01-14
Resource Graph chure Sdays? Mon06-01-14  Fri10-01-14
Resource Sheet 'ch Newe Product 2 days? Mon 08-01-14  Tue 07-01-14
Resource Usage an Outline 1day? Wed 08-01-14 Wed 08-01-14 8
Rough Draft 1 day? Thu09-01-14 Thu 09-01-147
Teamn Planner L
ugh Draft 1 day? Fri10-01-14 Fri10-01-14 &
Iore Views... shure 3days?| Mon 13-01-14 Wed 15-01-14
'EI View Bar [atnmugh desktop.  1day? Mon 13-01-14, Mon 13-01-14/8
E 12 | Get guetes from printers 1 day? Tue 14-01-14  Tue 14-01-14 11
o 13 Get printed 1 day? Wed 15-01-14 Wed 15-01-14 12
E 14 4 Distribute Brochure 2days? Thu 16-01-14 Fri17-01-14
é 15 Create mailing list 1 day? Thu 18-01-14  Thu 18-01-14 13
16 Do mass mail out 1 day? Fri17-01-14 Fri17-01-14/15

The screen will now look like this.

SAMPLE
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Gantt Chart Tools Sample - Project Professional (Tr

Resource Report Project View Farmat @ Tell me what you want to do...

X Cut i mmmememem = MarkonTrack - »
D ; Arial -3 T ow 252 SDn 7Ea ID0% ) * % |
ER Copy -~ S Respect Links
Gantt  Paste vE ] B T U & A - e 5 % mc) ] Manually  Auto Insp
Ghart~ o ormat Painter = Inactivate Schedule Schedule -
View Clipboard Font L Schedule Tasks
= 05 Jan ‘0
H 0 | Task Name  Juration - Start - Finish ~ Predecesson~ Mg T F S S M T
= 1 (} |A Team Meeting 3 days Fri 03-01-14 Tue 07-01-14
Calendar 5 15 Team Meeting 1 Zhrs| Mon 06-01-14) Mon 08-01-14
—— 1 |E Team Meeting 2 1hr Won 06-01-14 Mon 08-01-14
4 |E Team Meeting 3 1hr| Tue07-01-14  Tue 07-01-14
Gantt 5 4 Write Brochure 5days? Mon 06-01-14 Fri10-01-14
Chart [ Research New Product 2 days? Mon 06-01-14  Tue 07-01-14
T Create an Outline 1day?| Wed 08-01-14| Wed 08-01-14 6
8 Write a Rough Draft 1day? Thu09-01-14| Thu08-01-14/7
9 Edit Rough Draft 1 day? Fri10-01-14 Fri10-01-14 8
Metwork 10 |EH . | 4 Print Brochure 3days? Mon 13-01-14, Wed 15-01-14
Diagram 44 Prepare through desktop 1day? Mon 13-01-14) Mon 13-01-149
— 12 Get guotes from printers 1day?| Tue 14-01-14) Tue 14-01-14 11
m;: 13 Get printed 1day? Wed 15-01-14 Wed 15-01-14 12
Task 14 4 Distribute Brochure 2days? Thu 16-01-14 Fri17-01-14
Form 15 Create mailing list 1day? Thu18-01-14) Thu 16-01-14/13
16 Do mass mail cut 1 day? Fri17-01-14 Fri17-01-14|15
Task
Sheet
Task
Usage
=
=] [4] LIl

[ [__ BT S S S R [ s mmas s

e Asyou can see there are lots of different views available. In fact if you click on the More
Views icon at the bottom of the View Bar you will see a dialog box displaying all the
different views. Click on the Cancel button to close this dialog box.

More Views x

Leveling Gantt
Milestone Date Rollup
Milestone Rollup

fMultiple Baselines Gantt

Metwork Diagram bl

I Apply || Cancel

¢ Close Project.
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Creating a new project based on a different template

e Start Project.
¢ When the opening screen is displayed, click on the New Business Plan template.

Search for online templates yel

.

Project s
Suggested searches:  Project Management  ProjectPlan  Projects  Themes  Schedules  Analysis
Industry

Recent

5 Sample.mpp EARNED VALUE [ ——
Docurments » Project 2016 Foundation R -7 72000 512200 === - -
[ Open Other Projects — =
Earned value Residential Construction Market Research Schedule Install

Simple praject plan New Business Plan -

SIX St
DMAI

¢ You will then see the following screen.

New Business Plan
Provided by: Microsoft Corporation

AT Use this template to assess a business opportunity,

B s - e o Gution w S0 o |Fe  w| e e |5 5 M T W TF 8% e - X
% i NewBusiness 124days Thu Tue | define it, plan for action, and proceed with a
Plan 621712 12/11/12 startup plan.
= * Phasel - Zdays  Thu 621712 Man |
‘Strategi Plas 72312 X
- ‘Phasel Define 20days  Tue 7/24/12 Wed Download size: 402 KB
tha Business w2
Oppertanity
* Phased - Plamfor Zldays  Thu /3812 Thu /27712 Start Date:
Aation

o

‘Phused - Procesd S3cay P08 Tue
With Startup Plars 121

e You can enter a start date for the project. In this case type in the date for the next
available Monday.
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New Business Plan
Provided by: Microsoft Corporation

hy st eptembe Oetaber

0 I owaon - g0 - R e || R 1| Use.thl.s template to assess a business or?tportumty,
= NewBusiness 124days Thu Tue r define it, plan for action, and proceed with a
Plan G212 1271112 startup plan.
= * Phase1- days  Thu &2L712 Man |
‘Strategic Plan 2312 X
i ‘Phasel Define 0days  Tue 7/24/12 Wed Download size: 402 KB
the Business s
Oppertanity
- Phased.- Planfor Zldays  Thu /3812 Thu /20712 Start Date: |OE'FEb'16 n |
Actian
= * Phased - Proceed Sicay  Fri Q12 Tue
‘With Startup Plan zave

]

Create

e Click on the Create button. A project will be created for you based on the template.

Gantt Chart Tools Mew Business Plan - Praject Professional (Trial)

,7 o Cut Mark on Track T S s
El DJ" y . | mmememe= B Mark on Trac 3 q '_.’ E E’S e ummary otes

ER Copy - espect Linl ilestone [ Details & Clear~
EEYe . TR Links P Mil Detail £ Cl

Gantt  Paste . . = _F &a oS Manually Aute | Inspect Move Mode — Task Infarmation ___ crall
Chat~ - ¥ Format Painter BT U2 A e % = Inactivate Schedule Schedul - o o o Deliverable b3 Add to Timeline 4 Task [ Fill -
View Clipboard Font ) Schedule Tasks. Insert Properties Editing ~

|05 Jun 16 [19Jun 16 03 Jul 16 |17l 16
Calendar start With Startup Plan Finish

Won 08-02-16 e Thu 28-07-1
Task 5 10Jan ‘16 31Jan'16 21Feb 16 13 Mar 16 03 Apr'16 24 Apr 16 15 May 16 [~
cantt O yode - ToskName - Duration ~ Start ~ Finish v Predecessos ~ | F S S M T W T F S S M T W, T F S S M T
Chart | O - 4 New Business 124 days? Mon 08-02- Thu 28-07-! |

1 - 4 Phase 1 - Strategic 23 days Mon Wwed 1
Plan 08-02-16  09-03-16
[ - 4 Self-Assessmen 3 days Mon 08-02-1 Wed 10-02-1 M
Diagram 3 - Define 1day Man Man Manager
business 08-02-16 08-02-16
m_ 4 - Identify 1day Tue Tue 3 Business Advisor,Manager
- available 09-02-16  09-02-16
Task skills,
Form information
= 5 - Decide 1day Wed Wed 4 Manager
g whether to 10-02-16  10-02-16
Task 6 - 4 Define the 10 days Thu wed I 1
Sheet Opportunity 11-02-16  24-02-16
— 7 = Research the 1day Thu Thu 5 T Business Advisor
ElE market and 11-02-16  11-02-16
Task competition
Irn | 2 - Interview 5 days Fri12-02-16 Thu 7 Owners

owners of 18-02-16

]

=l [« B ] 3 [T I [
Ready )'NewTask!:ManuallyS:hedu\ed E M E ﬁ E -+

You Id mo the dates dd or s you see fit, but as you can see using
ates can save you a | e.
g the current Project Document

¢ Often you may want to close the current project but leave the Microsoft Project program
open. Press Ctrl+F4 and you will see the following dialog box. In this case click on the
Yes button and the project will close.
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Microsoft Project X

Want to save your changes to Mew Business Plan?

¢ When the Save dialog box is displayed enter a file name such as My Business Plan and
navigate to the Project 2016 Foundation folder (under the My Documents folder).

oject e op hin

k like th
> progray

¥ save s >
“— S « Documents » Project 2016 Foundation v O Search Project 2016 Foundation 2
Organize « Mew folder S 0
I Desktop 6 Marme Date modified Type
Documents Constraints 01-Feb-148:14PM  Microsoft Project ...
Accounts Dependencies 01-Feb-14 8:33 PM Microsoft Project ...
Completed Off Printing 01-Feb-1412:49 PM Microsoft Project ...
Custom Office Resources 03-Feb-14 1:534 PM  Microsoft Project ...
My Data Sourc Sample 01-Feb-14 10:43 AM  Microsoft Project ...
v Sh Tasks 01-Feb-14 3:07 PM  Microsoft Project ..
=) My Shapes . _ _
‘u"lewsm 03-Feb-14 3:37 PM  Microsoft Project ...
P tationCL L o . .
resentation B3] Views 02 03-Feb-143:37PM  Microsoft Project ...
Project 2016 Fc
Visio 2016 Four
HOOOOOONOO Y <
File name: | My Mew Business Plan| v|
Save as type: |iject V|
~ Hide Folders Tools v [ sae | | Cancel |
tton. creen ow The Project program is

Clic the S
en, but no
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Froject Professional (Trial)
D Mumry

New

Search for anline templates ¥l

Suggeted semches:  Project Managemend  Project Plan. Projects Themes  Schedules  Anabyshs  Irhsstry

o Exit the Microsoft Project program (use the shortcut Alt+F4).

Project Help Screen

e Anytime you need some help with Project, press the F1 key. This will display the Project

Help screen.
— O x
Project Professional 2016 Help
©ede A
| Search p|
~

Top categories

+ Get started

+ Scheduling

+

Change how things look

ks
Resources
W

¢ Spend a few minutes investigating what sort of help is available.
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e Use the search box towards the top of the Help windows to search for information, such
as how to create a Timeline.

- O >
Project Professional 2016 Help
@ ae A
timeline x P
e

Create a timeline in Project -

support.office.com

Create a timeline in Project. A timeline can really help
you out when you need to report “big picture” project
information. It's a professional-locking snapshot ...

Format the bar chart of a Gantt Chart
view

Format the bar chart of a Gantt Chart view. Gantt bars
look simple enough, but they can get confusing as

projects get complex. Customizing the bars on a Gantt
Chart ...

What's new in Project 2016

What's new in Project 2016. Project 2016 has all the

functionality and features you're used to, with some

| added enhancements and new features. Here are some

of the ... W

¢ In the top ribbon there is also a “ Tell me what you want to do” section as illustrated
below that can also be used as a quick help tool.

= Gantt Chart Tools Praject] - Praject Pr

=) Repart Praject 2 Tell me what you w

I\ N\ A1 Y

Gani Project -

=source part Prajs

B Clt

' d = =
. ER Copy -

¢ TR 100#

change the start date

Gantt Paste B IT U M- « = = &sa ooch :
Chart = - ~' Format Painter = 4 €23 | = 7 set a baseline .
View Clipboard Fant I Sch level resources
o Start see a burndown report B
Mon 08-02-16 print (¢
Calendar
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Setting up a Project

Editing Your Project File Properties

e Start Microsoft Project 2016.
e Create a new Blank project.

Search for online templates pel

Project

Suggested searches:  Project Management  Project Plan  Projects  Theme:

Industry

Recent

& My New Business Plan.mpp

L Documents = Project 2016 Foundation

"E New Business Plan.mpt
C: » Users » rowan » AppData » Roaming » Microsoft ...

r L Sample.mpp

Documents » Project 2016 Foundation

Blank Project Mew from existing project

[ Open Other Projects

SOFTWARE =2
DEVELOPMENT
. PLAN

e Click on the File tab and then select the Info command.

Project] - Project Professional (Trial)

Info

E Project Web App Accounts Project Information ~
You're not connected to Project Web App Start Date Today
Manage
Accounts Finish Date Today
5

Date Today

glob: plate. t Calendar  Standard

==

project files ang

e Click on the Project Information button in the right of the window and from the menu
select Advanced Properties.
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Info

B

Manage
Accounts

=

Organizer

e The Properties dialog box will be displayed.

Project Web App Accounts
You're not connected to Project Web App

Organize Global Template

Mave views, reports, and other elements between project files and the global template.

Project Information ~

E Advanced Properties
View advanced and custom
properties of this project.

Title:
Subject:
Author:
Manager:

Company:

Category:
Keywords:

Comments:

Hyperlink
base:

lake:

e There are a number of tabs within the dialog box.

Save pre

Project] Properties

General SUMMary  Statistics Contents  Custom

|Che|ter1ham Group

Project Statistics
See key statistics related to
your project.
Project Calendar  Standard
Priority 500

General: Provides a quick summary of the name, type, location, size, creation date,

modified date, accessed date and attributes of the project.

Summary: You can enter any additional information you may want to record regarding

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

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

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

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

Type your name into the Author field.

Project! Properties 7 >
General Summary  Statistics Contents  Custom

Title: Projectl
Subject:

Author: David Murray |
Manager:

Company:

Cateqgaory:
Keywords:

Comments:

Hyperlink
base:

|:| Save preview picture

[ oc [} cenee™™

You ean click on the Statistics tab to see the datesthat'the project was last created,
modified, accessed and printed, as well as who saved it last, the/revision number and
the total editing time.

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

Inputting Start and Finish Dates

The first step in starting a new project is establishing basic project information. The start
or finish date is what you will use to anchor your project. Your schedule will be built
around either the start date or the finish date. The start and finish date information is
entered in the Project Information dialog box.
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¢ Open the Project Information dialog box by clicking on the Project tab and selecting the
Project Information command

Gantt Chart Tools

View Format

B [ H

Project  [ustom Links Between WBS Change
Infarmation | Fields Praojects = Waorking Tirme

Insert Add-ins Properties

Subpraoject & Wy Add-ins -

¢ You will see a dialog box similar to that shown below. The dates will be different

however.
Project Infarmation for 'Project’ x
Start date: | ([TNUNT ~| current date: [ Mon 08-02-16 V]
Finish date: Mon 08-02-16 | Status date: | MA v|
Schedule from: | Project Start Date ~| calendar: [ Standard v]

All tasks begin as soon as possible, FPriority: E

Enterprise Custom Fields

Department: "

Custom Field Name WValue

the e 15 Febru

Start date: Mon 15-02-16

Einish date: md 4 FRETET AT LI

Su Mo Tu We Th Fr S5a

Schedule from: (Pro -1 1 2 3 4 5 § g
78 5 10 11 12 13

GEEEL 115 17 18 19 20 E
Enterprise Custom Fii 21 22 23 24 25 26 27

28 29 1 2 3 4 5§
& 7 8 9 10 11 12

| Custom Field Mam Today €

Department:
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e Use the drop-down calendar in the Current date field to change the date to 8 February
2016.

*
Current date: | Mon 08-02-16 I VI
Status date: | MA 4 February 2016 3
- Su Mo Tu We Th Fr 5a
Calendar: Sta 1 3 3 4 5 §

o g 9 10 11 12 13
Eriority: 300 44 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 1

7 o

11 12

[=TET)

(=T UN)

1

! Today
I
NOTE. We are using these dates so that you can work through the examples in this

manual and you will see the same results, as well as the same issues and problems,
illustrated within these examples. In real life you would obviously use dates that are

current with your project.

Your dialog box will now look like this.

Project Information for 'Project’ X
Start date: | Mon 15-02-16 v| current date: | FTIENESE v]
Finish date: Mon 08-02-16 Status date: | MA v|
schedule from: | Project Start Date vl Calendar: | Standard v|

All tasks beqgin as soon as possible, Priority: E

Enterprise Custom Fields

Department:

e Be sure that Project Start Date is selected from the Schedule from drop-down menu
pject Start Date is the defea

o

Schedule from: |[RLde Gl g RE1d ~ || Calendar: standard "y
All tasks begin as soon as possible, Priority: E

Enterprise Custom Fields

Department:

e Leave the other fields as the default values.
e Click on the OK button. Microsoft Project will close the dialog box and save the
information for you.
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Selecting a Project Calendar Type

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

You can make a calendar which indicates general working times for each resource or
group of resources. Project will use this information for things like scheduling resources

and converting task durations.

e To set up the project calendar, click on the Project tab and then select the Project
Information command.

H € - = Gantt Chart Tools

Task Resource Report Project View Format

CE

Project  [ustom Links Between WES Change
Infarmation | Fields Projects *  Waorking Time

Insert Add-ins Properties

Subproject 3 My Add-ins ~

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

Project Information for 'Projectl’ *
Start date: | Mon 15-02-16 ~| current date: | Mon 08-02-16 ~|
Finish date: Mon 15-02-16 Status date: | MA V|
Schedule from: | Project Start Date v| Calendar: Standard |v

24 Hours
All tasks begin as soon as possible, Priority: Might Shift
Enterprise Custom Fields

Department:
Inf ialog box and save
tt nd then sele ge
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H - 7 Gantt Chart Tools
File Task Resource Report View Format 2
(P2 of o
P Store |
2 CE 2

Subproject ﬂM}fAdd-ins - Praoject  Custom Links Between WES Change
Information  Fields Projects - |Waorking Time

Insert Add-ins Properties

e The Change Working Time dialog box will be displayed.

Change Working Time >

For calendar: | 5Standard (Project Calendar) e Create New Calendar ...

Calendar "Standard’ is a base calendar.

Legend: Click on a day to see its working times:  Working times for 08 February 2016:
February 2016 ~
« 3:00 AM to 12:00 PM
S|M|T|W|Th|F | S « 1:00 PM to 5:00 PM
. 1123415 |8
Monworking

ZH 9 [10]11 [12 |13 Based o
! Edited working hours

14 [15 {16 |17 |12 [12 |20 Default work week on calendar
‘Standard’,

E Working

3

On this calendar: 21 |22 |23 |24 |25 |26 |27

(31 Exception day

28 |29

Hi

! Mondefault work week

Exceptions Wark Weeks

Name Start Finish ~ Details...

Delete

Create New Calendar ...

1es:  Working times for 08 February 2076:

« 3:00 AM to 12:00 PM
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e The Create New Base Calendar dialog box will be displayed.

Create Mew Base Calendar >

Mame: | Copy of Standard |

(::l Create new base calendar

@Makea copy of |5tandard V| tcalendar

[ ok || cancer |

o Enter Project 2016 Foundation Exercise as a descriptive name.

Create Mew Base Calendar X

Mame: | Project 2016 Foundation Exercise| |

O Create new base calendar

@Makea copy of |5tar1::|ard V| calendar

[ ok || cancel |

e Click on the OK button.

¢ Now let's say that we need to book some time off for holidays. Within the Click on a
day to see its working times section of the dialog box, select the dates:

24 February 2016
25 February 2016
26 February 2016

NOTE: To select these dates click on 24 February and with the mouse pointer pressed
down move across to 26 February. Then release the mouse pointer.

Change Working Time
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e Type Holiday Time in the Exceptions area of the dialog box, as illustrated below.

Change Warking Time

For calendar: | Project 2016 Foundation Exercise ~ Create

Calendar 'Project 2016 Foun... is a

Legend: Click on a day to see its working times:  Working times for :
February 2016 ~
S| M[T W|Th|F | S
1 21314 |5 |6

7la |9 [10]11]|12 |13 S —
14 (15 (16 [17 [18 |19 |20 Default wark w

On this calendar: ‘Project 2016 Fo

Exception day 23 |20

| Warking + 8:00 AM to 12:

« 1:00 PM to 5:01

MNonworking

Exceptions  Work Weeks

MName Start Finish ~
Holiday Time |

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

changes.
Change Working Time e
For calendar: | Project 2016 Foundation Exercise w Create Mew Calendar ...

Calendar 'Project 2016 Foun..." is a

Legend: Click on a day to see its working times: 24 February 2016 is nonworking.

e February 2016 A

S|IM|T|W|Th|F [ 5
1 213|456

Warking

Monworking

Eased on:
Exception 'Holiday Time " on
dlendar ject 2016 Foun

T8[9 1011 (12|13
3

MName Start Finish A Details...
1 |Holiday Time 24.02-2016 | ||26-02-2016

Delete

¢ You will notice that 24 February, 25 February and 26 February are now greyed out as
non-working time. Click on the OK button to close the dialog box.
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Applying a customised Calendar

We have created a new Calendar, now we have to apply it to our project.
Click on the Project tab and then select the Project Information command.

H s - = Gantt Chart Tools

Task

Format

Project View

E e R

Project  [ustom Links Between WES Change
Information | Fields Projects = Woaorking Time

Resource Report

Subproject & My Add-ins ~

Insert Add-ins Properties

Click on the Calendar down arrow and see how the new calendar has been added to the
list. Click on Project 2016 Foundation Exercise to select it.

Project Information for 'Project?’ x
Startdate: | Mon 15-02-16 v | Current date: | Mon 08-02-16 v|
Finish date: Mon 15-02-16 Status date: | MA V|
Schedule from: | Project Start Date v || calendar Standard "

24 Hours

All tasks begin as soon as possible, Priority: Night Shift
Enterprise Custom Fields Project 2016 Foundation Exercise
Department: Standard
I Custom Field Name | Value

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

Saving a project

Click on the Save icon, displayed on the Quick Access Toolbar in the top-left of the
Preject window

SOLIT

Subproject 3 My Add-ins ~ Project  Customn Links Between
Information  Fields Projects
Insert Add-ins Properties

This will display the Save As screen. Select This PC and then click in the Browse
button.
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Project] - Project Professional (Trial)

Save As

Save and Sync Other

mr“ Sync with SharePoint Project 2016 F_oundation .
Documents = Project 2016 Foundation

Templates
C: » Users » rowan » AppData » Roaming » Microso

6 OneDrive - Personal

info@cheltenhamgroup.com.au

Documents
1 ThisPC
E—'— Desktop
== Add aPlace
Browse
Account

Options

e This will display the Save As dialog box.
¢ Navigate to the Project 2016 Foundation folder.
e Type My New Product Brochure in the File name field.

[ save as *
&« S «f Docurnents » Project 2016 Foundation v | @ Search Project 2016 Foundation ©
Organize * Mew folder ES = 0

! This PC ~ Mame Date modified Type

B Desktop Constraints 01-Feb-14 814 PM Microsoft Project ...

Documents Dependencies 01-Feb-14 8:35 PM  Microsoft Project ...

* Downloads My Mew Business Plan 02-Feb-16 :34 AM  Microsoft Project ...

J"l Musi Printing 01-Feb-14 12:49 PM  Microsoft Project ...

usic N . .
Resources 03-Feb-14 1:54 PM  Microsoft Project ...
(&= Pictures Sample 01-Feb-14 10:43 AM  Microsoft Project ...

Ta
g3 vi
— DATAD: @ v

fib-Feb-14 PM Microso
p-14

~ Hide Folders Tools Save | | Cancel

e Click on the Save button.
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Setting up Currency within Microsoft Project

Click on the File tab

*

Task Resource

Subproject > My Add-ins =

Insert Add-ins

Report

Project

Information

Click on the Options tab.

Info

My New Product Brochure

Documents » Project 2016 Foundation

My Mew Product Erochure - Project Pre

IS

Manage
Accounts

Project Web App Accounts

You're not connected to Project Web App

Organizer

Organize Global Template

Move views, reports, and other elements between project files and the global template,

Account

Options

ialeg b k tab, and from w

ou\can make changes, if required.
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Project Options

G | . -
e IE}\ Change how Project content is displayed on the screen.
Display
Schedule Calendar
Proofing Calendar Type: |Gregorian Calendar
Save =
Currency options for this project: My Mew Product Brochure
Language
Advanced Symbok Decimal digits:
Placement Currency:  [UsD
Customize Ribbon

: 0 'OT and OpTions DUTTONS TOT:
Quick Access Toolbar

Add-ins [] Resource assignments [~] Edits to work, units, or duration
[ Edits to start and finish dates [ Deletions in the Name columns
Trust Center
Show these elements:
[l Entry bar

B4 Online status next to name

NOTE: The currencies have been abbreviated. Common examples are listed below.

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

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

e Exit the Microsoft Project program saving any changes that you have made.

SAMPLE
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Tasks, Notes & Milestones

What are Tasks?

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

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

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

Entering Tasks

e Open Microsoft Project 2016.

e Open a project called Tasks which is located within your Project 2016 Foundation
folder under the My Documents folder.

e Click on the New Tasks command, displayed within the Project window Status bar.
From the menu, select Auto Scheduled.

]

Task
Sheet

Mew Tasks

I'_, Auto Scheduled - Task dates are calculated by Microsoft Project. I

A" Manually Scheduled - Task dates are not automatically updated.

,# New Tasks : Manually Scheduled

e Clickin the first row of the Task. Name column of the Gantt table.
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- Gantt Chart Tools
Resource Report Praject View Farmat v
— L % Cut I
= 0 Calibri P ]| T — =
Gantt = Past "8 Copy Py = =
an aste ) I U > - |52 5 wm ooca
Chart ~ = ~ Format Painter = = e -~ =
View Clipboard Font [ Scheduls
preneey ctart
=t Mon 03-02-14
Calendar
- Task
E 0 Mode o ITaslr Name - [luration « Start -
Gantt
Chart

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

¥

Gantt Chart Tools
Resource Report Project i Format Q
i —J Cut _ B
—_ D % Calibri 1 - Eg%%ﬁ R
z B E@ Copy - &
antt aste = - 5. 5 sm o@cCl
Chart ~ - ~ Farmat Painter B I U & Y €3> -~ E
View Clipboard Font [F] Schedul
e 2:00 AM |9:CH]AM |1D:CH]AM
30 Start
E Mon 03-02-14
Calendar
— Task
= ﬁ Mode I'I'ask Name - Duration « Start -
Gantt 1 - Write Brochure | day? Mon 03-02-1
Chart |
MNetwaork

Entering Subtasks
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e Your screen will now look like this.

Gantt Chart Tools
Resource Report Project View Format Q
= 2, Jb Cut Avial n | mmme-
) D _ fi 254 G0x 754 W07
Gantt  Past B Copy - = = »
an aste . .= =|sa|ases
Chart- - ¥ FormatPainter © 1 Y Q- A- e | =
View Clipboard Font ] Schedule
8:00 AM |9:[H]AM |1D:CH]AM
0000 Start
4 Mon 03-02-14
Calendar
Task
E 0 Mode - IT;sl:;k Name - Duration «» Start
Gantt 1 - Write Brochure 1day? Mon 03-
Chart 2 - Research New Product 1day? Mon 03-
3 - Create an QOutline 1day? Maon 03-
2 - Write a Rough Draft 1 day? Maon 03-
Metwork 5 - Edit Rough Draft 1day? Mon 03-
Diagram | | I
=

e Select "Research New Product” by clicking on it.

Gantt Chart Tools
Resource Report Project i Format
— i 3 Cut : mEmmms T
-_ D Arial - Tl 0w 25k S0 TSk 00
c . E@ Copy - %F
antt aste B I U &~ - 5 5 =m @ Ch
Chart = - ¥ Format Painter = A €3 | =
View Clipboard Font Pl Schedule
00 AM |9:CH] AN |1U:{H] AM
o o o Start
2 Mon 03-02-14

e Click on the Task tab and select the Indent command to make it a subtask.
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Gantt Chart Tools

Praoject View Format

— e X Cut Arial Ly - .- -
__ D ria Ox 25¢ S0 TS5 |00
. . ER Copy -~

antt aste B T U M- - El F|sa @ ch
Charf~ - ~ Format Painter = = am] - "
View Clipboard Font T Sched

e Your screen will now look like this.

Gantt Chart Tools

Resource Report Project View Farmat
= e dbCut : mEmmmem TV
__ D Avrial 1 Rl GEe soe 7Se looe
; ; E® Copy ~ TR
antt aste - - 5 5 sm o@c)
Chart~ - ~ Format Painter B I u O A €« ™ =2 =n
View Clipboard Font ] Schedule
— G:00 AM |9:CH] Al |'|l]:1:H:i Al
(FEEEEE] Start
| Maon 03-02-14
Calendar
Task
E ﬂ Mode I'I'ask Name > Dluration  «  Start 5
Gantt 1 - a Write Brochure | day? Mon 03-0;
Chart 2 - Research New | day? Mon
o Product 03-02-14
3 - CTEme an e | day? Mon 03-0;
Network 4 - Write a Rough Draft  1day? Mon 03-0;
Diagram 5 - Edit Rough Draft 1day? Maon 03-0;

e Now select rows 3, 4, and 5.

Resource Report Praject i Format

-
b Cut T Il
0x 25x 50x 75« |00

Task

6 | Mode ~ | Task Name - Duration | Start
- 4 Write Brochure 1 day? Mon 03-0.
- Research New 1day? Mon
Product 03-02-14
- Write a Rough Draft 1 day? Mon 03-0;
Metwark = % - Create an Outline 1day? Mon 03-0
Diagram 5 - Edit Rough Draft 1day? Mon 03-0:
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e Click on the Task tab and select the Indent command.

Gantt Chart Tools

Resource Report Praoject View Format
o |
= [ db Cut Calibri Sy | - .- =
- - Em Copy ~ %2 Re
antt aste . . E = wm ooch
Chart ~ - * Format Painter B I U O 4 €3> |°F o = ne
View Clipboard Font P Schedule
[ &:00 AM |9:iI! Al |1ﬂ:iI! Al
— Start
E MMan 03-02-14
Calendar
— Task
& 0 | Mode ~ Task Name - Duration -« . Start 5
Gantt 1 - 4 Write Brochure 1day? Mon 03-0;
Chart 2 - Research New 1day? Maon
Product 03-02-14
3 - Write a Rough Draft 1 day? Mon 03-0;
Metwork = 4 - Create an Outline  1day? Mon 03-0:
Diagram - Edit Rough Draft  1day? Mon 03-0:

Entering Task Durations

¢ Microsoft Project uses 1 day, as the default length, for task durations. If your estimate
for the duration of your task is different than one day, you can change it.

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

m Minutes

h Hours

i Diays

ed Elapsed days
W Weeks

moe  hMonths

box, to adj

Mode = Task Mame - Duration - . Start 5
Gantt 1 - 4 Write Brochure —dday? ____ IMon 03-0. B
Chart B2 - Research New 2days |- [thon B
Product 7 |lq3-02-14
3 = Write a Rough Draftroay? lon03-0.
Network 4 = Create an Outline  1day? Mon 03-0;
Diagram 3 - Edit Rough Draft 1day? Mon 03-0:
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e Because you manually changed the duration of the Research New Product task, the
guestion mark which indicated an estimated duration disappeared. The other tasks still
display a question mark

~ Gantt Chart Tools
Resource Report Project i Format
— | s Cut i Emmme T
__ D Calibri -1 T e @5 Soe 7me 0w
Gantt Past E@ Copy ~ s = %R
an aste . .= =] ez oy
Chart - - % Format Painter B I U & - €y = =N
View Clipboard Font P Schedule
e 2:00 AM |12:ﬂl|] P |4:[H] P
kX% Start
E Non 03-02-14
Calendar
= Task
T 0 Mode + Task Mame +| Duration ~ JStart |
Gantt 1 - 4 Write Brochure 2 days? Mon 03-0.
Chart 2 - Research New 2 days Von
Product D3-02-14
3 - Write a Rough Draff 1 day? Mon 03-0;
Metwork 4 - Create an Outline | 1day? Mon 03-0:
Diagram 5 - Edit Rough Draft | 1day? Mon 03-0;

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

dialog box.
Resource Report Praoject i Format Q Tell mew t you want to do...
— s X Cut Mark on Track - += =1 Summa
B Ih b <1 - mmmm- A (= w03 ., ’ ==
ER Copy ~ 52 Respect Links ) : ¥ Milestone )
Gantt ~ Paste B I U - A- e s mdh Manually — Auto Inspect Move Mode — Task Informatic
Chart = - ¥ Format Painter - - = Inactivate Schedule Schedule - - - - Deliverable
View Clipboard Font [F} Schedule Tasks Insert
800 AM |12:CH] P ‘4:1]] P |8:00 P | 12:00 A |4:00 AM | 800 AM
ERK) Start F
Task Inf t x
Mon 03-02-14 ask Information
calendar General | Predecessorsl Resourcesl Advancedl MNotes I Custom F\eldsl
i Tak 1 Mame: ‘ Research New Product | Dwration: |2d? |E
=] (i) Task Na Duration |
Maode ~  Tas me - e 4 Percent complete: E Priority: E
= 2 Write Brochure 2 days?
ae; hanua i =

-

|| Einish: | Tue 04-02 -

e Click on the OK button.

Notice that the estimated duration of the Write Brochure summary task has changed as
well, as the duration of a summary task is based on the durations of the subtasks.
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Schedule
|4:CH] P

View Clipboard Font [F}
8:00 AM |12:CH] P

Start

g
E Mon 03-02-14

(i ] :.a.‘;:e - Tack Nacma Ducati Start s s
L 1 | |

Gantt 1 - 4 Write Brochure 2 days? Mon 03-0;

Chart 2 - ' Research New Z days? Mon

— Product 03-02-14

3 - Write a Rough Draft 1 day? Mon 03-0;
Network - Create an Outline  1day? Man 03-0;
Diagram 5 - Edit Rough Draft 1 day? Mon 03-0:

Creating a Summary Task

e Inrow 6, type Prepare through desktop publishing and press Enter.
e Inrow 7, type Get quotes from printers and press Enter.

e Inrow 8, type Get printed and press Enter.

e Your screen will now look like this.

8:00 AM |12:00 PM |4:00 PM
REERESY Start
E Mon 03-02-14
Calendar
Task
E 0 Mode - ITa'.ill: Mame - Duration - Start 5
Gantt 1 - 4 Write Brochure 2 days? Mon 03-0;
Chart 2 - Research New 2 days? Maon
—— Product 03-02-14
3 - Write a Rough Draft 1 day? Mon 03-0:
Metwork % - Create an Cutline  1day? Mon 03-0;
Diagram 5 - Edit Rough Draft  1day? Maon 03-01
b - Prepare through 1day? Mon
=3 desktop publishing 03-02-14
Task 7 - Get quotes from 1day? Mon
printers 03-02-14

board.

NOTE: To select a row, click within the ID number column of the row you wish to select.
For instance in the illustration below, click on the number 6 within the left part of the
screen.
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e 200 AM [12:00 PM |4:00 PM |8:00 PM
g Start
= Mon 03-02-14 /
Calendar
Task 27 Jan 14
E olmevl'l'askhhme leuralinn v|Shrl SIS M| T W,
Gantt 1 - 4 Write Brochure 2 days? Mon 03-0;
Chart 2 - Research New 2 days? Mon
Product 03-02-14
3 - Write a Rough Draft 1 day? Mon 03-0;
Metwork %4 - Create an Outline  1day? Mon 03-0;
Diagram 5 - Edit Rough Draft___1day? Mon 03-0:
— [T | |
7 — W5 Prepare througn Tday? Mon
Task desktop publishing 03-02-14
Form 8 - Get quotes from 1 day? Man
printers 03-02-14
E 9 - Get printed 1day? Mon 03-0;
Tack

e Within line 6, in the Task Name column, type Print Brochure and press Enter.

e If necessary, select the Print Brochure row and then click on the Outdent command, on
the Task tab.

WARNING: Make sure that you click on the Outdent, not the Indent command.

= Task
= 0 Mode + |Tasklhme » | Duration ~ Start 5
Gantt ! - 4 Write Brochure 2 days? Mon 03-0;
Chart 2 - Research New 2 days? Mon
Product 03-02-14
3 - Write a Rough Draft 1 day? Mon 03-0]
setwark 4 - Create an Outline  1day? Mon 03-0;
Diagram 5 - Edit Rough Draft  1day? Mon 03-0;
9 = |  Print Brochure l1 day? fion 03-0:
/ = ? on |
ek desktop publishing 03-02-14
Form : - Get quotes from 1 day? Mon
- printers 03-02-14
9 - Get printed 1 day? Mon 03-01

how Pri ochur omes a e three tasks bel

its s
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Task
| Tl ﬂ Mode » | Task Name » | Duration « Start 55

Gantt 1 - 4 Write Brochure 2 days? Mon 03-0;

Chart 2 - Research New 2 days? Mon

: Product 03-02-14

3 ) Write a Rough Draft 1 day? Mon 03-0;
Metwork 4 - Create an Outline  1day? Mon 03-00|
Diagram 3 [ -] Edit Bongh Draft 1day? Mon 03-0]

. L] = 4 Print Brochure |1 day? nrion 03-0;

&3 7 T Prepare mrougn T aay? Won '

Task desktop publishing 03-02-14

Farm 8 - Get gquotes from 1day? Mon

printers 03-02-14
g | o - Get printed 1day?  Mon03-0;

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

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

Your screen will now look like this.

P Task
| { = 0 Mode « | Task Name w» | Duration « Start 5
Gantt 1 - 2 Write Brochure 2 days? Mon 03-0;
Chart 32 - Research New 2 days? Mon
— Product 03-02-14
3 = Write a Rough Draft 1 day? Mon 03—0;Ej
Metwork 4 = Create an Qutline  1day? Mon 03-0]
Diagram 3 - Edit Rough Draft  1day? Mon 03-07
& = 4 Print Brochure 1 day? Mon 03-0;
7 = Prepare through 1day? Mon '
Task desktop publishing 03-02-14
Form 8 - Get gquotes from 1day? Mon '
v 5
Mon 03-0;.

e Select row 10.
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Task 27
= 0 Mode =  Task Name ~ Duration -« Start 515 | M
Gantt 1 - 4 Write Brochure 2 days? Mon 03-0;
Chart 2 - Research New 2 days? Mon
: Product 03-02-14
3 - Write a Rough Draft 1 day? Maon 03-0;
Network 4 - Create an Outline 1 day? Mon 03-0:
Diagram 5 - Edit Rough Draft 1day? Man 03-00
] - 4 Print Brochure 1day? Mon 03-0;
7 - Prepare through 1 day? Mon
Task desktop publishing 03-02-14
Form 8 - Get quotes from 1 day? Man
i printers 03-02-14
3 9 - Get printed 1day? Mon 03-0;
Task 10 = | Distribute Brochure |1 day? Mon 03-0;
Sheet m ) CTeate manmg nst Ldaye Mon 03-0;
12 - Do mass mail out 1 day? Mon 03-00
=g |

e Click on the Outdent command, on the Task tab.

Gantt Chart Tools
Project View Format
il
? D &;Cut Arial -1 - Eg%gﬁ
Gantt  Past ¥R Copy - . —1_
an aste . 1= | se | ao 25
Chart = = ¥ Format Painter Lo A =P "

View Clipboard Font P 5chec

e Your screen will now look like this.

S b AL

pe— Task i ke
| & 0 Mode = iTaskth-e . | Duration < Start 515 | M
Gantt 1 - 4 Write Brochure 2 days? Mon 03-0.
Chart 2 - Research New 2 days? Mon
Product 03-02-14
- Write a Rough Draft 1 day? Mon 03-07

3
4
5
]
7

03-02-14

= Mon 03-07
10 | - 4 Distribute Brochure |1 day? Mon 03-0;
1 - Create mailing list  1day? Mon 03-0]
12 = Do mass mail out  1day? Mon 03-0]
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e Click on the Save button to save your changes.

Project View

View Clipboard Font T

Recurring Tasks

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

e Select row 10 and click on the lower half of the Task command button to display a drop
down menu and then select the Recurring Task command.

- Gantt Chart Tools Tasks - Project Professional (Trial)
Resource Report Format 2 Tell me what you want to do...
B . +
? D 5 Cut Calibri - . E g % 5 ﬁ E Mark on Track f % '? B E!? +- ;—lSummary
Egy Copy - =) Respect Links - ¥ Milestone
Gantt  Paste B T U - A- ==(_ _)== sa oo CcH Manually = Auto Inspect Move Mode | Task
Chart = - ¥ Format Painter - - " = Inactivate Schedule Schedule - - - - Deliverable
View Clipboard Font Pl Schedule Tasks Insert
&00 AM |12:CHJ PM |4:DD PM |B:CH'.| PM |12:CHJAM |4:DD AM |B:CH'.| AN
i3 Start . .
Mon 03-02-14 Add tasks with dates to the timeline
Calendar
Task 27 Jan 14 03 Feb 14 10 Feb 14
oIModevlTﬁk"ame v‘Dura‘liorl vlsiar( S|S M| T W T F |5 S M| T W T F |55 M T W T F
Gantt 1 - 4 Write Brochure 2 days? Mon 03-0; 1
Chart 2 - Research New 2 days? Mon 1
Product 03-02-14
- Write a Rough Draft 1day? Mon 03-0;
- Create an QOutline  1day? Mon 03-0:
- Edit Rough Draft ~ 1day? Mon 03-0;
- 4 Print Brochure 1day? Mon 03-0: [m |
- Prepare through 1day? Mon
desktop publishin =
Get quotes
printers

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

Task Mame: || Duration: E

Recurrence pattern

() Daily Recur every E week(s) on:

() Weekly
DMgntﬂw DSungay DMnnday DTgesday Dngnesday
{:j Yearly |:| Thursday |:| Friday |:| Saturday

Range of recurrence

Start: |I'~.-1t:|r1 03-02-14 v| () End after: > ocourrences

(®) End by: |Tue-l}4-'l}.5'_-'|4 w

Calendar for scheduling this task

Calendar: | Mone vl Scheduling ignores resource calendars

] [ e

o Enter Team Meeting in the Task Name box.

e Enter 1h in the Duration box.

e Select the Daily button in the Recurrence pattern area.
e Select the Workdays button.

Recurring Task Information X

ask Mame: |Team fMeeting Duration: E

Recurrence pattern

@) Daily Every | 1 E O days

() Weekly ®aworkdays
Monthly

IMences

¢ Inthe Range of recurrence section select the End after button
and choose 3.
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Recurring Task Information *

Task Mame: | Team Meeting Dwuration: E

Recurrence pattern
®@oaly  mey 1 [3] Odays
D Weekly @ waorkdays
() Monthly
O Yearly

Range of recurrence

start: |Mnn 03-02-14 v| IE:ll:]lEr'mI after: EE OCCUrrences

i _

Your dialog box will now look like this.

Recurring Task Information X

Task Mame: | Team Meeting Duration: | 1h E
Recurrence pattern

(®) Daily Every E () days

() Weekly (®) workdays

() Monthly

O Yearly

Range of recurrence

Start: |Mr:|r1 03-02-14 v| @End after EE OCCUITenCes
() End by: Wed 05-02-14 v

Calendar for scheduling this task

MNaone

Calendar: Scheduling ignores resource calendars

| [ ol

en will nowlook like
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Calendar

=

Gantt
Chart

Network
Diagram

=

Task
Form

=3

Task
Sheet

=2

Task
Usage

Gantt
Chart ~

View

Usage

Mon 03-02-14

300 AM |12:ﬂlD P

|00 PM

|8:D'D P

|12:ﬂlDAM

|4:CH]AM |8:CHJAM |1E:GD P

start

Add tasks with dates 1o the timeline

T 27 Jan 14 03 Feb *14
(i ] | Mode v Task Name ~ Duration + Start S s M T W T F S S M T W T F
1 - 4 Write Brochure 2 days? Mon 03-0 —
2 - Research New 2 days? Mon
Product 02-02-14
3 - Write a Rough Draft 1 day? Mon 03-0;
4 - Create an Outline  1day? Mon 03-0:
5 - Edit Rough Draft  1day? Mon 03-0;
6 - 4 Print Brochure 2.13days? Mon 03-0: H_I
7 - Prepare through  1day? Mon :
desktop publishing 03-02-14
8 - Get quotes from 1 day? Mon
printers 03-02-14
9 - Get printed lday? Mon 03-0
103 | = | 4Team Meeting 213days  Mon 03-0;
nE - Team Meeting 1 1hr Mon 03-0;
12 EH (e Team Meeting 2 1hr Tue 04-02
13 EH e Team Meeting 3 1hr Wed 05-0;
14 - EVE on H_I
15 - Create mailing list 1 day? Mon 03-0; :
16 - Do mass mail out  1day? Mon 03-0:

Click on the Outdent command, on the Task tab.

Gantt Chart Tools

Form

at

.| [l Il N - -
Ox 25 S0« 75% 00

Resource Report Project View
-3
0 gE’C“t Calibri -1
& Copy -
Paste . -1E8Il=
- ¥ Format Painter Iy o L |y
Clipboard Font ]

o
L

i

s

[ -2 I e}

Fin

Sched

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

AT L~

- Team Meeting 2 1hr Tue 04-02
- Team Meeting 3 1hr Wed 05-0:
- 4 Distribute Brochure 1 day? Meon 03-0;
13 - Create mailina list  1dav? Maon 03-0:
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Task Notes

¢ Notes can be attached to a task to quickly display information relating to that task. Notes
can be displayed on-screen and included in printed reports.

e Double-click on the Print Brochure task

view Lhppoara ront ] sCneaule 1asKs INSerc

8:00 AM |12:uo P |4:uo P |3:uo PM |12:|I|AM ‘4:CH]AM |3:CH]AM |12:CH]PM |4:uo PM |3:CH]F
arirg
B Mon 03_052':_513 Summary Task Information e

Calendar General | Predecessorsl Resourcesl Advanced Custom Fieldsl

o Task . . Name: |Hiillrnchut | Duration: : Estimated

Mode ~ | Task Name -

Ganit 1 I-_-) I‘ Write Brochure lz Percent complete: E Priority: E o

Chart 2 - Research New 2 Schedule Mode: OManuaIIy Scheduled I:‘lnact\\re

. Product (®) Auto Scheduled

3 L) Write a Rough Draft 1| 2™
Network 4 - Create an Qutline 1| Stat | Mon03-02-14 | Finish: | Mon 03-02-14 v
Diagram 5 - Edit Rough Draft 1

— | [ |q |‘ Print Brochure E [ pisplay on Timeline [

7 3 Prepare through 1| L Hide Bar ]

— desktop publishing [/ Rallup

Form 8 - Get quotes from 1

printers

@ 9 - Get printed 1

S 0o = 4 Team Meeting 2 ok || cancel

Shast 1 E = Team Meeting 1 1'rer OTTOSTOT wr -

e Select the Notes tab in the Task Information dialog box.
o Type Remember to ask Kate for recommended printers.

Summary Task Information *

General' Predecessorsl Resources | Advancedy: Custom Fieldsl

Mame: |Print Brochure | Duration: : Estimated

Motes:

Remember to ask Kate for recommended printers

AMPL

o] [ G |

¢ Click on the OK button to save and attach the note to your task and return to the Gantt
Chart view.

Notice the note symbol in the Indicator column.
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g

Jetwork
Jiagram

=

Task
Form

FrouucL u3-02-14
3 - Write a Rough Draft 1 day? Mon 03-0:
4 - Create an Outline  1day? Mon 03-0;
CR— - Edit Rough Draft  1day? Mon 03-0;
610 |4 Print Brochure 1day? ‘Mon 03-0:
7 =3 Prepare through 1day? Mon

desktop publishing 03-02-14
8 - Get quotes from 1day? Mon

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

=] 2 -3 WVIILE o PUUYl LI diL L udy T VI WS-
MNetwork 4 - Create an Outline  1day? Mon 03-0:
Diagram 3 - EditBoughDeafi 1 day? Mon 03-0:
6 — T . 2 [
lj a Motes: 'Remember to ask Kate for Do Mon |
7 recommended printers' 1day? Mon
Task CESKIOPD DUDIISHIHQI 03-02-14
Form 8 - Get quotes from 1 day? Mon
Milestones

¢ Milestones are used to mark key moments in a project and can help you monitor your
progress. Although a milestone is usually a task with no duration, it is possible to mark a
task which has a duration as a milestone.

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

e Double-click on the Edit Rough Draft task to open the Task Information dialog box.

Calendar

Start

Mon 03-02-14

Task

Task Information

o IModevlTaskName

Generall Predecessors | Resources | Advanced Notes

Custom Fieldsl

Hame: | Edit Rough Draft

e

Get quotes from

| Duration: E Estimated |

printers
Get printed 1

4 Team Meeting 2 ok | | Cancel
Team Meeting 1 1w TOTT U0

e Click on the Advanced tab.
o Click on the Mark task as milestone checkbox (towards the bottom-left of the dialog

box).
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Task Information *

Generall Predecessors | Resources Nutesl Custom Fieldsl
Name: |Edit Rough Draft | Duration: E [] Estimated

Constrain task

Deadline: | NA v

Constraint type: | As So00n As Possible V| Constraint date: | MA e
Task type: | Fixed Units v | [Jesrart driven

Calendar: | Mane v| Scheduling ignores resource calendars

WES code: |14 |

Earned value method: | % Complete v |

[]Mark task as milestone

o] [ome

e Click on the OK button. The task is now marked by a diamond in the Gantt Chart view.

S Product 03-02-14 3
3 - Write a Rough Draft 1 day? Mon 03-0 m :
letwork 4 - Create an Qutline 1 day? Mon 03-0; _-_..
liagram 5 - | EditRough Draft  1day? Mon 03-0; © ¢ 0302
— ] - 4 Print Brochure 1 day? Mon 03-0 T 1 .
By 7 - Prepare through  1day? Mon |
Aacltan raiklichinm AT AR 1A :

e Click on the Save button to save your changes.
o Exit Microsoft Project.

SAMPLE
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Manipulating Tasks & Constraints

What are Constraints?

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

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

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

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

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

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

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

Adding Constraints

Start Microsoft Project
Open a project called Constraints.
Double click on the Print Brochure task.

Lalenaar

L= intB [ Mon 03-02-1
;| L b Prepare taugn . Laay: TG
Tack desktop 03-02-14
EOrt publishing

This will display the Summary Task Information dialog box.
Click on the Advanced tab.
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Sumrmnary Task Information

GeneraIIPredecessors Resources | Advanced i} Notes | Custom Fieldsl

MHame: |Prir|t Brochure | Duration: : | Estimated

Constrain task

Deadline: | A v]

Constraint type: | As Soon As Possible V| Constraint date: | MA e
Task type: Fixed Duration w Effart driven

Calendar: | Mone v| Scheduling ignores resource calendars

WES code: 2 |

Earned value method: % Complete b

[1Mark task as milestone

T

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

Summary Task Information

Generall Predecessors | Resources Advancedl Motes I Custom Fieldsl

Mame: | Print Brochure | Duration: : | Estimated
Constrain task
Deadline: MA v|
Constraint type: A5 So0n As Possible |v Constraint date: | MA ~
As 500n As Possible
Task type: Finish Mo Later Than Effart driven
Calendar: ane e Scheduling ignores resource calendars

o Select 9 February 2016 within the Constraint date field. This will ensure that the
printing of the brochure cannot start before 9 February.

Summary Task Information

Preﬁecessorsl F tes I Custam Fiegl

Effort driven Mo Tu We Th

Calendar: [ ane “ || schedulingigr 1 2.4 5 & %
Cd oo 11 12 13 14
WES code: |2 | 1518 17 18 1% 20 21
Earned value method: % Complete 22 23 24 25 26 27 28
o) 1 234 5 '8
7 B 1 1t 12 13

D Mark task as milestone

| bep | [ ok ]| cnc
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Your dialog box should look like this.

Summary Task Information X
Generall Predecessors | Resources dl Notes | Custom Fieldsl
Mame: |Print Brochure | Duration: : Estimated
Constrain task
Deadline: | M& v|
Constraint type: | Start Mo Earlier Than V| Constraint date: | Tue 08-02-16 ~
Task type: Fixed Duration Effort driven
Calendar: | Maone v| Scheduling ignores resource calendars
WES code: 2 |
Earhed value methiod: % Complete
DMark task as milestone
[oc ] [ canen

Click on the OK button. Notice how the Print Brochure tasks have been moved in the

Gantt Chart view.

o Task 27
Gantt [ Mode = I'I'ask Mame - | Duration - | Start - 5 5 M
Chart 1 - 4 Write Brochure 2 days? Mon 03-02-1
2 - Research Mew 2 days? Mon
Product 03-02-14
3 - i ? -02-
Network =] Create an Qutline 1 day? Mon 03-02-1
Diagram 4 . Write a Rough Dra 1 day? Mon 03-02-1
5 - Edit Rough Draft 1 day? Mon 03-02-1
6 |[E 0 - 4 Print Brochure 1day? Tue 09-02-1€
Task 7 L - Prepare through 1day? Tue
Form desktop 09-02-16
publishing

sks can be edited using a number of different methods, althoug

€ easlest and mos

convenient way is to use the Task Information dialog box because all of the task

information is readily available for you to review and change.

Double click on the Team Meeting 1 task to open the Task Informati

on dialog box.
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Task Information >

General | Predecessors| Resources Ad\'E‘"CEdl Notes | Custom Fields |

MName: |Team Meeting ‘I| | Duration: E Dgstimated

Constrain task

Deadline: | A ~|

Constraint type: | Start No Earlier Than V| Constraint date: | Mon 03-02-14 e
Task type: | Fixed Units v| |:| Effart driven

Calendar: | Mone v| Scheduling ignores resource calendars

WES code: 3.1 |

Earned value method: | % Complete v|

[ Mark task as milestone

o] e |

¢ Change the duration of the meeting to 2 hours by entering 2h in the Duration field.

Task Information >

Generall Predecessors | Resources Advancedl Motes | Custom Fields

Mame: |Team Meeting 1 Duration: EE jgstimated

Constrain task

Deadline: | MNA e

e Click on the OK button.

Deleting Tasks

o Occasionally you will need to delete tasks either because they were entered in error or
they are no longer relevant. There are several ways to do this.

4 2.13 days
L) =4 2 hrs Tut
EH =y Team Meeting2 1hr We
—— e e S S Thi
"_‘_; 14 ‘f 4 Distribute Brochure 1 day?
Task Create mailing list 1 day:
Sheet

16 - Do mass mail out 1 day? Fri

FOR USE AT THE LICENSED SITE(S) ONLY
© 2015 Cheltenham Group Pty. Ltd - www.cheltenhamcourseware.com.au



Microsoft Project 2016 Foundation - Page 53

e Press the Del key.

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

Planning Wizard Pt

‘Distribute Brochure’ is a summary task, Deleting it will delete all its
subtasks as well,

You can:

(®)iContinue, Delete 'Distribute Brochure' and its subtasks.;
() Cancel. Don't delete any tasks.

[ ok | ocancel || Hew

Dgnn't tell me about this again.

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

The screen now looks like this.

o o|T||:.:EvITaskHame ~ Duration - Start - Finish s
Chart - LS Write a Rough Dra 1day? Mon 08-02-1 Mon {]8—0
5 - Edit Rough Draft 1day? Mon 08-02-1 Mon 08-0
6 |EET -y 4 Print Brochure 1day? Tue 09-02-1¢ Tue 09-0:
Sietwork - Prepare through 1day? Tue Tue
Diagram desktop 09-02-16  09-02-16
publishing
8 - Get quotes from 1day? Tue Tue
printers 09-02-16 09-02-16
9 - Get printed 1day? Tue 09-02-1€ Tue 09-02
o (A 4 Team Meeting 2.13days  Mon 08-02-1 Wed 10-(
11 |E |wy Team Meetingl 2 hrs Tue 09-02-1€ Tue 09-02
12 [ |wy Team Meeting2 1hr Wed 10-02-1 Wed 10-C
&

ss toolbar, displayed

Resource Report Praject
0
= B E?E’C“t Calibri .
B Copy -
Gantt Paste p}f B T U M
Chatt~ - ~ Format Painter =
View Clipboard Font
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The deleted tasks are displayed again.

E LUNCS NP o 4 Team Meeting 2.13days  Mon 08-02-1 Wed 10-(

1 |E L4 Team Meetingl 2hrs Tue 09-02-1€ Tue 09-0:2
FT{?::; 12 B wy Team Meeting2 1hr Wed 10-02-1 Wed 10-C

13 |E L4 Team Meeting3 1hr Thu 18-02-1€ Thu 18-0:
E 14 » 4 Distribute Brochure 1 day? Fri 12-02-16 Fri 12-02-
Task 15 - Create mailing list 1 day? Fri 12-02-16 Fri 12-02-
sheet 16 - Do mass mail out 1 day? Fri12-02-16 Fri 12-02-
F=

Moving Tasks

¢ An important thing to keep in mind when moving tasks is that when you move a
summary task, its subtasks move with it. In order to move a subtask to a new location,
you must first outdent it so that it is at the highest possible level.

e Select row 10 (the Team Meeting summary task).

= Task

i ©  Mode - | TaskName ~ Duration - Start < Fnish 5
Chart 7 - Prepare through 1day? Tue Tue
) desktop 09-02-16 09-02-16
publishing
8 - Get quotes from 1day? Tue Tue
Network :
5 printers 09-02-16 09-02-16
iagram
J El wy Get printed Tdayr Tue 09-02-1€ Tue 09-0%
& A 4 Team Meeting 2.13days  Mon 08-02-1 Wed 10-(
Task 3
i 12 [E ey Team Meeting2 1hr Wed 10-02-1 Wed 10-C
13 |E |(wm Team Meeting3 1hr Thu 18-02-1€ Thu 18-02

ve your mouse pointer over the
until the mouse pointer changes to the shape of a move cursor.

n tnis case

[ L= LY N

Diagram

E 10

Tl

printers

Get printed

4 Team Meeting

Y
A% A

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

BEL Task

éantt o Mode »  Task Name v Duration ~ Start ~ | Finish
Chart |1 » 4 Write Brochure 2 days? Mon 08-02-1 Tue 09-0;
e - Research New 2 days? Mon Tue
Product 08-02-16 05-02-16
Network - Create an Outline 1day? Mon 08-02-1 Mon 08-0
Diagram - Write a Rough Dra 1 day? Mon 08-02-1 Mon 08-0

¢ Release the mouse button. Notice that all of the subtasks were moved with the
summary task.

{ =k Task
- ©  Mode ~ | TaskName - Duration v Start  + Finish
chart | 1 | [# 4 Team Meeting  2.13days  Mon 08-02-1 Wed 10-( |
2 |EH Team Meetingl 2 hrs Tue 09-02-1€ Tue 09-0z
3 |E -, TeamMeeting2 |1hr Wed 10-02-1 Wed 10-C
Network | & EH e Team Meeting3 1hr Thu 18-02-1€ Thu 18-02
Diagram 3 » 4 Write Brochure 2 days? Mon 08-02-1 Tue 09-0:2
] - Research New 2 days? Maon Tue |
== Product 08-02-16  09-02-16
Tack 7 - Create an Qutline 1day? Mon 08-02-1 Mon 08-0
Form - Write a Rough Dra 1day? Mon 08-02-1 Mon 08-0

e Save your changes and exit Microsoft Project.

SAMPLE
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Dependencies

What are Dependencies?

o Dependencies are a way to link tasks together, in order to describe which tasks must
precede or succeed one another. Some tasks must start or finish before another task
can begin or end. Creating dependencies allows Project to create a flexible time
framework, relative to the task preceding or succeeding it.

e There are two types of tasks in a dependency.
- A predecessor task must occur before another task.
- A successor task must occur after another task.

Finish-to-Start (FS) Dependencies

o The finish-to-start dependency is the most common type of relationship. The start of
one task begins as soon as its predecessor finishes. The successor can't start until the
predecessor finishes.

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

e Start Microsoft Project
e Open a project called Dependencies from the Project 2016 Foundation folder.

e Double-click on the Create an Outline task.

"

Metwork 3 - 4 Write Brochure 2 days? Mon 03-02-1
Diagram ~ g - Research New 2 days? Mon
_':| Product - 03-02-14
DTl [ F - Create an Outline |1 day? Mon 03-02-1
Task a - Write a Rough Dra 1 day? Mon 03-02-1
Form g - Edit Rough Draft 1 day? Mon 03-02-1
! 13"@« w5 | | 4 PrintBrochure 1day? || Thu06-02-14

o “Thiswill open the Task Infarmation dialog box.
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Tazk Information

General | Predecessorsl Resourcesl Advancedl Motes I Custom Fieldsl

Name: | Create an Outline

Percent complete: E

Schedule Mode: () Manually Scheduled
(® Auto Scheduled

| Duration: E Egstimated
Priority: E

|:| Inactive

Dates

Start: | Mon 03-02-14

~| Einish: | Mon 03-02-14

|:| Display on Timeline
[THide Bar
|:| Rollup

ok || cance

e Click on the Predecessors tab.

Task Information

General ; |

i Resources Advancedl Motes I Custom Fieldsl

Hame: | Create an Outline | Duration: E Eﬁstimated
Predecessors:

(0] Task Mame

Type Lag A

Select "R arch N
ed SSOrs ta
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Task Information it

General Predecessors I Resources Ad\rancedl Motes I Custom Fieldsl

Mame: | Create an Qutline | Duration: |‘Iday? |E gstimated

Predecessors:

2] Task Mame | Type Lag ™

o

| S—

Create mailing list

Distribute Brochure

Do mass mail out

Edit Rough Draft

Get printed

Get quotes from printers

Prepare through desktop publishing

T TEam Ieetng
Team Meeting 1
Team Meeting 2
Team Meeting 3
Write a Rough Draft

Help [ ox ] cance

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

Task Infarmation >

General Predecessors | Resources P«d\rancedl Motes I Custom FieIdsI

Mame: | Create an Cutline | Duration: E Estimated

Predecessors:

In] Task Mame Type Lag
& Research Mew Product - J0d

~

Start-to-Start (55)
Finish-to-Finish [FF)
Start-to-Finish [SF)
[Mone]

e Click on the OK button. This tells Microsoft Project that you cannot start creating an
outline until the research for the new product is complete.

NOTE: The dependency is represented by an arrow in the Gantt Chart.

I TR N T ] PRI NUCL U UeT L

rite Broch

Start-to-Start (SS) Dependencies

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

e Double click on the Create mailing list task.
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printers UD-UZ-14
13 - Get printed 1day? Thu 06-02-14
14 - 4 Distribute Brochure 1day? Mon
03-02-14
15 - Create mailing list|1[day? Mon 03-02-1
16 R S———— P Mon 03-02-1

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

Task Information >
General Predecessors I Resources Ad\rancedl Motes I Custom Fieldsl

Mame: Create mailing list | Duration: E Estimated

Predecessors:

10] Task Mame Type Lag -

o] o

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

Task Information *

General Predecessors | Resources hd\rancedl Motes I Custom Fieldsl

| Duration: E gstimated

MName: | Create mailing list

Prepare through desktop publishing
Frint Brochure

Research New Product

Team Meeting

Team Meeting 1

Team Meeting 2

Team Meeting 3

Write a Rough Draft

Write Brochure

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

Task Information #

General Predecessors I Resourcesl ﬁ.dvancedl Motes I Custom Fieldsl

Mame: | Create mailing list ‘ Duration: E Estimated

Predecessors:
v} Task Mame Type Lag al
13 Get printed Finizh to-start (F51N 9 L

Finish-to-5Start (F5)

Finish-to-Finish [FF}
Start-to-Finish [5F)
[None)

This lets Project know that you can start creating your mailing list while the brochure is
being printed.

e Click on the OK button. Your screen will now look like this.

n - Prepare through 1 day? Thu

desktop 06-02-14

publishing
12 - Get quotes from  1day? Thu

printers 06-02-14 3
13 ) Get printed 1day? Thu 06-02-14 —-
14 - 4 Distribute Brochure 4 days? Mon f }

03-02-14 :

15 - | Create mailing list|1 day? Thu 06-02-14 : ¥
16 - Do mass mail out 1day? Mon 03-02-1

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

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

e Click and drag the mouse pointer to the Write a Rough Draft task.

e
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The cursor becomes a link symbol and an information box is displayed describing the
link you are creating. By default, a Finish-to-Start dependency is created.

= Tk 27 Jan 14 03 Feb '14
] T 0 Mudev;'l'asklhme viDuration - Start #[|S |5 |M | F W) T |F |55 |M|TF | W|TF|EF
Gantt r Team Meeting & 1 hr Wead ne-no-1 : i :
Chart Finish-to-5tart Link
; From Finish Of: Task 7
To Start OF: Task 8
Network v A ‘ I ey Faterl H h.i "J AAL AM el
Diagram 8 - Write a Rough Dra 1 day? Mon 03-02-1
9 - Edit Rough Draft  1day? Mon 03-02-1
10 L 4 Print Brochure 1 day? Thu 06-02-14
Task n - Prepare through 1day? Thu [
Crrmm Ancktnn ns N 1A

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

Tack 27 Jan ‘14 03 Feb ‘14
0 Mode +  Task Name > | Duration -« Start 2 ||| & MOT I W TR S S MUT W T RS
4 - Team Meeting3 1hr Wed 05-02-1 g i i
5 - 4 Write Brochure 4 days? Mon 03-02-1 i
& - Research New 2days? Maon é | :
Drodict 02 .07 .13 1
i = Create an Outline |1 day? Wed 05-02-1 .!’_q :
8 L3 Write a Rough Dra 1day? Thu 06-02-14] [
9 - Edit Rough Draft  1day? Mon 03-02-1 + 03-02

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

Create a Finish to Start dependency for the following tasks using the drag and drop

method in the Gantt Chart view.

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

‘Edit Rough Draft’ to ‘Prepare through desktop publishing’

‘Prepare through desktop publishing’ to ‘Get quotes from printers’

tions of the Summary tasks/change.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2015 Cheltenham Group Pty. Ltd - www.cheltenhamcourseware.com.au




Microsoft Project 2016 Foundation - Page 62

Task 27Jan 14 03Feb 14 10 Feb 14
0|M1‘Taskrhme [ Biration SISt | S (S M T (W T F (5 (5. MUT W TIFISISIM T WITIF

4 (@ wy Team Meeting3  1hr Wed 05-02-1/ ] :
3 - 4 Write Brochure 5 days? Mon 03-02-1 H—I
Gl .-'-) ResearchNew 2 days? Mon |

Product 03-02-14
7 - Create an Outline 1day? Wed 05-02-1
8 - Write a Rough Dra 1 day? Thu 06-02-14
) .'-) Edit Rough Draft .1 day? Fri 07-02-14 |
10 (EW - 4 Print Brochure 3 days? Mon 10-02-1
n |y Prepare through [1 day? Mon |

desktop 10-02-14

publishing
2 - Get quotes from 1 day? Tue

printers 11-02-14
13 = Get printed 1day? Wed 12-02-1 : i
4 - 4 Distribute Brochure 2 days? Wed |_ﬂ

12-02-14 : :

13 - Create mailing list 1 day? Wed 12-02-1
16 [ = oommmaion [tamz i=

e Save your changes and exit Microsoft Project.

Start-to-Finish (SF) Dependencies

¢ In a Start-to-Finish dependency, the successor task is completed after its predecessor
starts. In other words, the successor task cannot finish until the predecessor task starts.
The start to finish relationship is rarely used, although it may be necessary in unusual
instances.

SAMPLE
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Resources

What are Resources?

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

e Project uses the resource information you provide to make the schedule for your project.

Typically, the more resources you assign, the shorter the duration of the project will be
because a task is completed faster when there are more people or materials assigned to
it.

Creating a Resource List

e Start Microsoft Project.
e Open a project called Resources.

= Gantt Chart Tools Resources - Project Professional (Trial)
Resource Repart i Format Q Tell me what you want to do...
’— o o ¥
I D 3 Cut Calibri - E 25-/ 5 75-/ mg ? Mark on Track * % '7 E E!? +- =1 Summary E
B Copy - 2 Respect Links Y ¢ ¥ Milestone
Gantt ~ Paste I u & A - e 5 % omcd Manually — Auto Inspect Move Mode — Task Informatior
Chart ~ = ~ Format Painter - - - = Inactivate Schedule Schedule - - - = Deliverable
View Clipboard Font [F} Schedule Tasks Insert
—— Mon 03 Feb |TueD4Feb |WedDSFeb ‘ThuDGFeb |FriD7F=b |55tDBFeb ‘SunDBFeb |Mnn10Feh |Tue
m Start B . !
Mon 03-02-14 Add tasks with dates to the timeline
Calendar
Treals 27 Jan 14 03 Feb ‘14 10 Feb 14 17
0 Mode = Task Name ~ Duration « Start (5SS M T W, T F| 5§ M T W T F § 5§ M T W T F 5 5 M
Gantt | 1 [C = 4 Team Meeting 2.13days  Mon03-02-1
Chart 2 |E |wy Team Meetingl 2hrs Mon 03-02-1
i 3 B e Team Meeting2 1hr Tue 04-02-14
4 B wm Team Meeting3 1hr Wed 05-02-1
Network 3 - 4 Write Brochure 5 days? Mon 03-02-1 | I |
EEEIEW |G - Research New 2 days? Maon
Product 03-02-14 l
E 7 - Create an Outline 1day? Wed 05-02-1 al
Task 8 - Write a Rough Dra 1day? Thu 06-02-14
Farm 9 - Edit Rough Draft 1 day? Fri 07-02-14 * 07-02
@ 0 |E . 4 Print Brochure 3 days? Fri 07-02-14
n - Prepare through 1 day? Fri 07-02-14 T

¢ Click on the View tab and then select the Resource Sheet command.
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Gantt Chart Tools

Task Resource Report Project Format Q Tellm

? ’E- [E Metwork Diagram = ’T'-al IS Resource Usage - %l |—¢||E| Dﬁ

ECalendar - E@aﬁﬁnurceSheet -
Gantt Task Team Sort  Qutline Tables

Chart * Usage ~ [ Other Views - e e r[";; Other Views - .

- -

Task Views Resource Views

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

Task Wiews Resource Views
IMon 03 Feb |Tue 4 Feh |Wed 05 Feb |Thu 06 f
TEEEER] Start
E Maon 03-02-14
Calendar
© | Resource Name _~ Type ~ Material  ~ |pitials  * Group
1 Jane Doe ork J
Gantt

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

Mon U3 Feb |II.JEU4I'EE: |WEd U5 Feb

(IEEEEE] EtEI"t
] Mon 03-02-14

Calendar

ﬂ | Resource Name ™  Type + Material > |nitjals

1 lane Doe Wark J
Katie Aiko K

ed 05 Feb

Start
Mon 03-02-14

Zalendar

0 Resource Name ™ Type ~ Material  ~ nitials -
1

Jane Doe Work ]
Gantt 2 Katie Aiko Work K
L Postage Work P
===
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¢ In the cell to the right of the Postage cell, select Material from the drop-down list in the

Type column.
MMon 03 Feb |Tueﬂ4Feb |Wed 05 Feb
(FXEEEE] SItart
E,E Mon 03-02-14
Calendar
0 Resource Mame ™ | Type | Material = |njtial
1 Jane Doe Waork J
Gantt i Katie Aiko Wik K
Chart Postage work| Ell P
— Work
Cost
MNetwork

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

fMon 03 Feb |Tueﬂ4Feb |Wed 05 Feb
EEEEEE] Stﬂrt
Mon 03-02-14
Calendar
O ResourceMName Type ~  Material ~ |nitials -
1 Jane Doe Work

Gantt 2 Katie Aiko Work K

Ll 3 Postage Material ||Stamps |i’
LJ |

=2l

Click on the Save icon to save your work.

Leave all other options as the default as we will cover them in the following exercises.
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Mon 03 Feb |Tueﬂ4Feb |Wed 05 Feb
Start
E Mon 03-02-14
Calendar
0 rFirerrrrerrr—— * Material  ~ |nitjals
= 1 Jane Doe NJDrk J
| |
Gantt 2 R ARG — Work K
—an 3 Postage Material Stamps F

e This will open the Resource Information dialog box. If necessary click on the General
tab.

Resource Information >

GEﬁﬂall Costs I MNotes I Custom Fields

Resource name: Jane Doe Initials: 1
Email: Group:
Logon Account... | | | Code: | |
Booking type: | Committed v| wpe: | Work ~|
Material label: | |
|:| Generic |:| Budget
Default Azsignment Cwwner: ~ .
Inactive
Resource Availability
Available From | Available To Units ~ | Change Working Time ...
MA Ma 100%

| Details... | I oK | | Cancel |

nthe C e Work ime but
Timedialog b

Th the Change Wo
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Change Working Time >
Resowurce calendar for 'Jane Doe

Base calendar: | Project 2013 Foundation Exercise w

Legend: Click on a day to see its working times:  Working times for 08 February 2016:

February 2016 ~

» 8:00 AM to 12:00 PM
WITh|F| S| S » 1:00 PM to 5:00 PM

-Working T
213|456 |7
g

Monwarking

10 (11 (12 |13 |14 Based on:

Default work week on calendar
‘Project 2013 Foun...".

M
1

13 (18 (17 |18 |19 |20 (21

Edited working hours

On this clendar 22 |23 |24 |25 |26 |27 |28
- 29
L
Exceptions  Wark Weeks
Mame Start Finish ~ Details...
Delete

o] | el |

o If necessary, select the Project 2016 Foundation Exercise calendar from the Base
calendar drop down menu.

Change Working Time

Resource calendar for 'Jane Doe '

EBase calenda Project 2013 Foundation Exercise

""""""" " 2013 Founid 3 tion Ewer i
fstand IH AWA R

4

Click on the OK button and then close the Resource Information dialog box.

¢ Repeat the steps outlined above to apply the Project 2016 Foundation Exercise
calendar to Katie Aiko.

e Save any changes you may have made.
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Rates

It is important to enter rates for a resource, even if they are estimates, as this allows
Project to calculate the overall cost of a project.

The cost of a resource may increase or decrease during the life of your project, and you

[ ]
need to be able to reflect these changes.

¢ Project allows you to enter many different cost rates for a resource and specify the date
at which the new rates takes effect.

¢ Inthe Resource Sheet view, enter the following rate information for Jane Doe. Type 20

in the Std. Rate column and press Enter.

Maon 03 Feb |TueD4Feb |Wed 05 Feb |Thu1}6Feb |Fri a7 Feb |Satl}3Fe
— Start ]
Mon 03-02-14 Add tasks with dates to 1
Calendar
— ﬂ 5 b xType ~ Material  ~ jnitials  ~ Group T Max v SpeReseaeOvt. ~ | Ce
= 1 Jane Doe Waork 1 1009 $20.00/hr | $0.00/hr
Gantt 2 Ratie Ako Work K 1 SO.o0 nr $0.00/hr
se 3 Postage Material Stamps P $0.00

o Type 30 in the Ovt. Rate (this is the overtime rate) and press Enter.

Mon 03 Feb |TueMFeb |Wed 05 Feb |ThuDﬁFeb |Fri 07 Feb |SatDEFeb |Sunl]9F
EEE) S.t.al't . - -
= Mono030214 Add tasks with dates to the timeling
Calendar

o Becource Mame > Type ~ Material ¥ |nitials ¥ Group ™ Max. ] Std.Rate ¥ | Ovt. * Kost/Use ™ Accrue +
1 I Jane Doe f\lork 1 100% $20.00,-"hr| $30.0ﬂfhr| $0.00 Prorated
Gantt 2 Katie Aiko Work K 100 NI ] G $0.00 Prorated
L 3 Postage Material Stamps P 50.00 S0.00 Prorated

e Use the method outlined above to enter a standard pay rate for Katie Aiko of 30 and an
overtime rate of 45.

[ilon 03 Feb |Fri 07 Feb

e timeline

Calendar
et A1 Accrue =
0/hr $0.00 Prorated
$0.00 Prorated
Prorated

o Enter the following rate information for Postage. Type 0.5 in the Std. Rate column and
press Enter. Your resource sheet should look like this.

@ reourceMame - Type ¥ Material  ~ |nitials ¥ Group ¥ Max - Std. ¥ | Ovt. ¥  Cost/Use ™ Accrue =

1 lane Doe Work 1 100% 5$20.00/hr 5$30.00/hr $0.00 Prorated
2 e Katic filko Aok K 100°%. S30.00/be $45.00/hr 50.00 Prorated
3 Postage Material Stamps P | $0.5-0| 30.00 Prorated
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o Leave Prorated in the Accrue At field. Project will calculate the cost throughout the
project.

e Save your changes.

Resource Notes

You use resource notes in much the same way as task notes. They allow you to attach
readily available, additional information to a resource.

e Double click on the Jane Doe resource.

fMon 03 Feb |Tueﬂ4Feb |Wed 05 Feb |ThuD
Start
Mon 03-02-14
Calendar
= 0 e e T v Material  ~ |njtjals ¥ Group
= 1 lane Doe HVnrk |
| |
Gantt 2 Tt Work K
Lol Postage Material Stamps P
=
e This will display the Resource Information dialog box.
e Select the Notes tab.
o Type Send reminder regarding team meeting in the Notes area.
Resource Infarmation *
Generall Costs  MNotes | Custom Fields
Resource Mame: |Jane Doe |
Motes:
4] |
reminder r ing team m I E
ogate. | [0 ] [ canee

Click on the OK button to save and attach the note to your resource.
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Notice the note symbol in the Indicator column of the Resource Sheet view. Move your
mouse cursor over it to display the note.

Besource Name ™ Type  ~ Material  nitials

1 Jane Doe Work J
2 Katie Aiko Work K
Postage Material Stamps P

e Click on the Save button to save your changes.

Assigning Resources

e Click on the View tab and then select the Gantt Chart command.

-

Resource Report Praject

’T:..

Net'l.n.rorkDiagram E EﬂaourceUsage E

=

[= Calendar - o @Rﬁuurceﬁheet @
Task Team
sage - £ Other Views - Planner rr';[]ther‘u’iews*
Task Views Resource Views

¢ Double click on the Team Meeting 1 task.

Task
0 Mode ~ | Task Mame - Duration » Start || 5|5
1 £ ™ _saJeamMesting ____213days  Mon 03-02-1
2 |[E w Team Meeting1 |dhrs Mon 03-02-1
3 (B wm —'Fe-um-Heetiﬂgi—.!hr Tue 04-02-14
4 [EH wy Team Meeting3 1hr Wed 05-02-1
MofiD3-02-1
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Task Information

x
General | Predecessnrs ﬁd\rancedl MNotes I Custom Fieldsl

Mame: |_ | Duration: E Dgstimated
Percent complete: E Priority: E
Schedule Made: () Manually Scheduled

I:| Inactive
(® suto Scheduled

Dates

Start: | Mon 03-02-14

~| Einish: | Mon 03-02-14

|:| Display on Timeline
[1Hide Bar
@Rollup

Meither Leveling nor Prevent Overallocations mode will move this task because priority is set to 1000,

[ ok ] cancer |

In the first row in the Resources tab, select Jane Doe from the drop-down list.

Task Information

Generall Predecessors Resources |Ad1.rar1ced| Motes I Custom Fiel

Hame: | Team Meeting 1

Besources:

Resource Name ssignment Owner ||

atie Alko
Postage

¢ In the second row, select Katie Aiko.

Task Information

: eraII Predecesso,

This assigns both resources to the team meeting because both resources are required to
attend the meeting. Your dialog box should look like this.
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Task Information >

| Ad\rancedl Motes | Custom Fieldsl

Mame: ‘Team Meeting 1 | Duration: E Dgstimated

Besources:
Resource Name Assignment Owner | Units Cost Ll
lane Doe 100%
Katie Aiko 100%

L
or [ G |
e Click on the OK bhutton to close the dialog box. The Gantt Chart will look like this.
Task 27 Jan 14 03 Feb "14
o,me-iraskume ~ | Duration - | Start ol S S M T W R S A M T W T R s s
11O m 4 Team Meeting 213days  Mon 03-02-1 I | |
2 (B (wy | TeamMeeting1l |2hrs 'Mon 03-02-1 7 Jane Doe Katie Aiko
3 H (w Team Meeting2  L1hr Tue 04-02-14 T
4 |H |mg Team Meeting3 1hr Wed 05-02-1 ]
5 - 4 Write Brochure 5 days? Mon 03-02-1 i 1
i} = Research New 2 davs? Maon E 1§

e We will now assign the following tasks to Jane Doe.

- Research New Product
- Create an Outline

see something like

27 Jan "14

x| - art 5 S| M ST
1 | =g 4 Team Meeting 2.13days  Mon03-02-1
2 - Team Meetingl 2hrs Mon 03-02-1
3 - Team Meeting2 1hr Tue 04-02-14
4 @ wm Team Meeting3 1hr Wed 05-02-1
5 ® s \WiteBrochure _Sdays?  Mon03-02-1
] L Research New Adays? Mon
Product 03-02-14

7 B, ——CremrEamonmE T day? Wed 05-02-1
8 L Write a Rough Dra 1dav? Thu 06-02-14)
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If you look carful, you may see a vertical divider line as illustrated below.

Task 27 Jan 14 03 Feb 14 10 Feb 14
0 MgdgvlTﬂkName viDuration ~ Start wof |05 06 M| W T | B S S | M [T W T | S [ M [T W [T
T = 4 Team Meeting 2.13days  Mon 03-021 A En :
2 B wm Team Meetingl 2hrs Mon 03-02}1| 2 Jane Doe Katie Aiko
3 |H e Team Meeting2  1hr Tue 04-02-f4 N |
4 B =y Team Meeting3  Lhr wed 05-021 [ |
5 - 4 Write Brochure 5 days? Mon 03-021 M—I
6 - Research New 2 days? Mon -‘
Product 03-02-14
7 - Create an Outline 1day? Wed 03-02%1 : =
3 - Write a Rough Dra' 1 day? Thu 06-02-f4
= Edit Rough Draft  1day? Fri 07-02-
10 [FE - 4 Print Brochure 3 days? Fri 07-02-
1 = Prepare through  1day? Fri 07-02-
desktop
publishing
12 = Get quotes from  1day? Maon
printers 10-02-14
13 - Get printed 1day? Tue 11-02-44
14 - 4 Distribute Brochure 2 days? Tue
11-02-14
15 - Create mailing list 1 day? Tue 11-02-§4
[ ] i

If you drag this line to the right, you will see extra columns of information displayed, as
illustrated below.

Task

Resource

03 Feb 14

10 Feb "14

0 Mode ~ ‘Tasklhme x| Duration « Start ~ Finish + Predecessors  « Names ~ Add New Column T FI S| S M| T W|T|F| & & M| T|WT
115 = 4 Team Meeting 2.13 days Mon 03-02-1 Wed 05-02-1 t I N ]
2 |E |y Team Meetingl 2hrs Mon 03-02-1 Mon 03-02-1 Jane Doe Katie. 1 Jane Doe Katie Aiko
3 - Team Meeting2 1hr Tue 04-02-14 Tue 04-02-14 | |
4 |E |my Team Meeting3 1hr ‘Wed 05-02-1 Wed 05-02-1 | |
5 - 4 Write Brochure 5 days? Mon 03-02-1 Fri 07-02-14 1
6 - Research New 2 days? Mon Tue ﬂ
Product 03-02-14 04-02-14
7 - Create an Qutline 1day? Wed 05-02-1 Wed 05-02-1 6
8 - Write a Rough Dra 1 day? Thu 06-02-14 Thu 06-02-14 7
9 - Edit Rough Draft  1day? Fri 07-02-14 Fri 07-02-14 8 & 07-02
10 | - 4 Print Brochure 3 days? Fri 07-02-14 Tue 11-02-14
n - Prepare through 1 day? Fri07-02-14 Fri07-02-14 8
desktop
publishing
1day? Mon
10-02-14
1day? -02-14 Tue 11
2 days? T —

it 1day?

extra colu y

is

ed

source Nam

Click within the Resource Names column, as illustrated below.
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Task Resource
0 Mode + Task Mame » Duration « Start ~ Finish + Predecessors | Names » | Add New Column -
T - 4 Team Meeting 2.13days  Mon 03-02-1 Wed 05-02-1
2 M L - Team Meetingl 2 hrs Mon 03-02-1 Mon 03-02-1 Jane Doe Katie.
3 B O wm Team Meeting2 1hr Tue 04-02-14 Tue 04-02-14
4 |[EH |y Team Meeting3  1hr Wed 05-02-1 Wed 05-02-1
3 - 4 Write Brochure 5 days? Mon 03-02-1 Fri 07-02-14
6 - Research New 2 days? Mon Tue
Product 03-02-14 04-02-14
7 - Create an Outline 1day? Wed 05-02-1 Wed 05-02-1 6

e Click on the down arrow and select Jane Doe, as illustrated.

Task Resource
0 Mode = Task Mame » Duration « Start + Finish « Predeceszors - | Names > | Add |
1|1 4 Team Meeting 2.13 days Mon 03-02-1 Wed 05-02-1
2 = L Team Meetingl 2hrs Mon 03-02-1 Mon 03-02-1 Jane Doe Katie.
3 |EH e Team Meeting2 1hr Tue 04-02-14 Tue 04-02-14
B L Team Meeting3  1hr Wed 05-02-1 Wed 05-02-1
< = L) 4 Write Brochure 5 days? Mon 03-02-1 Fri 07-02-14
" e - Research New 2 days? Mon Tue E
Product 03-02-14 04-02-14
i - Create an Outline 1day? Wed 05-02-1 Wed 05-02-1 6
- Write a Rough Dra 1 day? Thu 06-02-14 Thu 06-02-14 7 [ IKatie Aiko
L Edit Rough Draft 1 day? Fri07-02-14 Fri07-02-14 8 L Bactage
an L} —_— Licda. Sws - - = - e " s
e The screen will now look like this.
Task Resource
0 Mode = TaskMame + [Duration « Start » Finish » Predecessors  « | Names - | Add Ne
1 [ = 4 Team Meeting 2.13 days Mon 03-02-1 Wed 05-02-1
2 |E f = Team Meetingl 2hrs Mon 03-02-1 Mon 03-02-1 Jane Doe ,Katie.
E Team Meeting2 1hr Tue 04-02-14 Tue 04-02-14
4 E |mm Team Meeting3 1hr Wed 05-02-1 Wed 05-02-1
5 - < Write Brochure 5 days? Mon 03-02-1 Fri 07-02-14
6 [] - Research New 2days? Maon Tue Jane Doe
Product 03-02-14 04-02-14

Create an

14 Thu 06-02

aa

2source to the
look like this.

o Uset
Wri Rough Draft

S
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Task Resource
0 Mode = | Task Name - Duration - Start ~ Finish + Predecessors  «  Mames ~  Add Ne
1o . 4 Team Meeting 213days  Mon 03-02-1 Wed 05-02-1
2 H ’ - Team Meetingl 2hrs Mon 03-02-1 Mon 03-02-1 Jane Doe Katie.
ER I Team Meeting2 1hr Tue (4-02-14 Tue 04-02-14
4 H w Team Meeting3 1hr Wed 05-02-1 Wed 05-02-1
5 - 4 Write Brochure 5 days? Mon 03-02-1 Fri 07-02-14
& * - Research Mew 2 days? Mon Tue Jane Doe
Product 03-02-14 04-02-14
7 - Create an Outline 1day? Wed 05-02-1 Wed 05-02-1 6 lane Doe
& - Write a Rough Dra 1day? Thu 06-02-14 Thu 06-02-14 7 Jane Doe
9 - Edit Rough Draft 1 day? Fri07-02-14 Fri07-02-14 8
10 |5 -y 4 Print Brochure 3 days? Fri 07-02-14 Tue 11-02-14
i - Nrmmara #hrmimh 1 Amau? Cri N7 N7 1A (Crin7 N7 14 [0

¢ In the same way that you assigned the Jane Doe resource, you can now assign the
Katie Aiko resource to the following tasks:

Edit Rough Draft

Prepare through desktop publishing
Get quotes from printers

Create mailing list

Your screen will now look like this.

Task Resource

ﬂ' Mode + Task Mame w Duration « Start + Finish ~ Predecessors  « | Names > Add New Column

4 [EH = Team Meeting3 1hr Wed 05-02-1 Wed 05-02-1

5 - 4 Write Brochure 5 days? Mon 03-02-1 Fri 07-02-14

& ’ - Research New 2 days? Mon Tue Jane Doe
Product 03-02-14 04-02-14

7 = Create an Outline 1day? Wed 05-02-1/\Wed 05-02-1 6 Jane Doe

& == Write a Rough Dra 1day? Thu 06-02-14 Thu 06-02-14 7 Jane Doe

9 - Edit Rough Draft  1day? Fri 07-02-14 Fri07-02-14 8 Katie Aiko

10 |EE Y ey 4 Print Brochure 3 days? Fri 07-02-14 Tue 11-02-14

1 = Prepare through  1day? Fri 07-02-14 Fri07-02-14 38 Katie Aiko
desktop
publishing

12 - Get quotes from  1day? Mon Mon 11 Katie Aiko
printers

e Double click on the Do mass mail out task to open the Task Information dialog box.
e Click on the Resources tab. The dialog box will look like this.
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Task Information

*
Generall Predecessors Resources |Ad\ranced| MNotes | Custom Fieldsl

Mame: ‘ Do mass mail out

| Duration: E [+] Estimated
Besources:

Resource Name

Assignment Owner Units

Cost ~

[ ok || cancal

e Click in the Resource Name field and use the down arrow to select Postage, as
illustrated.

Task Information

*
Generall Predecessors Resources |Advanced| Motes | Custom Fieldsl

Hame: | Do mass mail out

| Duration: E Estimated
Resources:

Resource Mame

Jane Doe
Katie Aiko I

Assignment Owner | Units

Cost A

On the next line down, assign the resource called Jane Doe, as illustrated.
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Task Information

Generall Predecessors Resources |devanced| Motes I Custom Fieldsl

Mame: | Do mass mail out

| Duration: E Estimated
Resources:

Resource Name Assignment Owner | Units Cost ~
Pastage 1 Stamps
S
e Doe
Katie Aiko
Postage
W

[ ok ] cance |

On the next line down, assign the resource called Katie Aiko. The dialog box will then
look like the illustration below.

Task Information

Generall Predecessors Resources I Ad\rancedl Motes | Custom Fieldsl

Hame: | Do mass mail out

| Dwration: E Estimated
Resgurces:

Resource Mame ssignment Owner Units Cost [
Postage 1 Stamps

lane Doe 100%

Katie Aiko 100%

Units for
OK button to close the dialog box.

s illustrated below,
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Task Information

bt
Genelall Predecessors Resources | Aduancedl Maotes I Custom Fieldsl

MHame: | Do mass mail out

| Duration: E [~ Estimated
Resources:

Resource Name Assignment Chwiner e | Cost 2
Postage I 5,000 Stamps Iil
Jane Doe 100%
Katie Aiko 100%
v
£ >
o] | cance
[ ]

Save your changes and then exit Project 2016.

SAMPLE
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Views & Split Windows

What are Microsoft Project Views?

¢ Now that you are familiar with the basics of Project and know how to enter the
components of a project, you must learn how to view the information. The different
views within Microsoft Project allow you to see the project from a variety of perspectives
and focus on different aspects. This allows you to understand, visualise, and
communicate your project better.

e You can use most views to enter and edit information, although some views can only
display information.

e All views are made up of three basic components.
Chart or graph - information is represented by pictures.
Sheet - information is represented in a table format, similar to a worksheet.

Form - information about a single item is represented as it might be on a paper form.

Changing Views
¢ Open Microsoft Project and open a project file called Views 01.
e Click on the View tab and you will see commonly used views displayed within the ribbon.

H - Gantt Chart Tools Views 01 - Project Professional

File Task Resource Report Project Farmat ' Tell me what you want to do...

— Metwork Diagram - == ﬁﬂsource Usage - A E| 9 <73 Highlight: |[Me Highlight] -
=] = =) z\ "= E | :
E Calendar - @ Resource Sheet - - T Filter: [Mo Filter] -
Gantt  Task Team Sort  Outline Tables
Chart ~ Usage - [ Other Views Planner = r[",; Other Views - > > - EGroupby: [Mo Group] -
Task Views Resource Views Data

| Fri 70714

er Views com diand c Views you will se
select even more view
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H =
File Task Resource Report Project View
I E MNetwork Diagram  ~ = ﬁ Resource
- - =g
E Calendar - o Eﬁﬁource
Gantt  Task = Teamn = )
Chart - Usage -| £ Other Views ~ Planner~ & Other Vie
1 Built-In Resource View
EEEERES Task Form Tue 04 Feb
= Task Sheet
Ion
Calendar Timeline
I_E Reset to Defz
E Save View... Jarme . D
Gantt ‘I [ More Views l
chat 1B " lm Meeting 2.

A dialog box will be displayed, as illustrated below.

Maore Views

Views:

>
Bar Rollup A Mew
Calendar

Descriptive Metwark Diagram
Detail Gantt

Gantt with Timeline
Leveling Gantt
Milestone Date Rollup
Milestone Rollup

Multiple Baselines Gantt

Metwaork Diagram hd

I Apply I Cancel

Take a quick look at the range of different views listed.
Close the dialog box.

Task Resource Report Project
E Network Diagram - =)
= =

E Calendar - -
- i Team - ]
sage = Other Views ~ Planner - Ta Other Views -

E Resource Usage ~
E& Resource Sheet -

Task Views Resource Views
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The Gantt Chart View is the default view within Microsoft Project. It consists of the
Gantt Table (on the left) and the Gantt Chart (on the right). The Gantt table is made up
of columns of information, and the Gantt Chart is the graphic representation of the
information entered.

‘Mun 03 Feb |TueD4Feb ‘Wed 05 Feb |ThuD6F=b |Fr\ 07 Feb ‘SatDSFEb |5|m0'9Feb ‘Mon 10 Feb |Tu=11 Feb
Won oa.oszt.:: ‘ Add tasks with dates to the timeline
Task Resource 03 Feb '14 10Feb "14 17
0 Mede ~ Task Mame ~ Duration - Start ~ Finish ~ Prv Names ~ AddJ]s M | T W T | F ;S5 M T W T F 5§ M
1o |-'-) 4 Team Meeting 2.13days  Mon 03-02-1 Wed 05-02-1 :
: EHy = Team Meetingl 2hrs Mon 03-02-1 Mon 03-02-1 Jane Doe,Katie £ Jane Doe Katie Aiko
3B = Team Meeting2 1hr Tue 04-02-14 Tue 04-02-14
4 = - Team Meeting3  1hr Wed 05-02-1 Wed 05-02-1
E] - 4 Write Brochure 5 days? Mon 03-02-1 Fri 07-02-14 1
6 | |m Research New  2days? Mon Tue Jane Doe Jane Doe
Product 03-02-14 04-02-14
7 - Create an Outline 1 day? Wed 05-02-1 Wed 05-02-16  Jane Doe Jane Doe
8 - Write a Rough Dra 1 day? Thu06-02-14 Thu 06-02-14 7 Jane Doe ne Doe
9 - Edit Rough Draft 1 day? Fri07-02-14 Fri07-02-14 8 Katie Aiko » 07-02
10 (ET - 4 Print Brochure 3 days? Fri07-02-14 Tue 11-02-14
n - Prepare through 1 day? Fri07-02-14 Fri07-02-14 8  Katie Aiko J‘n&-liko
desktop
publishing :
12 - Getquotes from  1day? Man Man 11 Katie Aiko Katie Aiko
printers 10-02-14 10-02-14 1 :
13 - Get printed 1day? Tue 11-02-14 Tue 11-02-14 12 :
14 - 4 Distribute Brochure 2 days? Tue wed P_ﬂ
11-02-14 12-02-14 :
I [T [T

The two windows can be resized so that you can view a larger or smaller portion of the
window. To resize, simply move your mouse cursor over the vertical divider until it
becomes two lines with arrows pointing outward. Click and drag the line until it is in the
position you desire.

Task Resource 03 Feb 14 10 Feb 14
0 Mode ~ Task Name ~ Duration « Start ~ Finish ~ Prv Mames o Add | S| ME T W T SR S S | W T W T GF
1| |-'., 4 Team Meeting 213days  Mon03-02-1 Wed 05-02-1 ' |l 1 = —1 :
: [EHy o= Team Meeting1 2 hrs Mon 03-02-1 Mon 03-02-1 Jane Doe,Katie ¢ 1 Jane Doe, Katie Aiko
3 |E m Team Meeting2 1hr Tue 04-02-14 Tue 04-02-14 : ]
4 [EH |mm Team Meeting3 1hr Wed 05-02-1 Wed 05-02-1 :
5 = 4 Write Brochure Sdays?  Mon 03-02-1 Fri 07-02-14 | [
6 (§ |m Research New 2 days? Mon Tue Jane Doe 3 +Jane Doe
Product 03-02-14 04-02-14 l

an Qutline

Jane Doe
Katie Aiko

Get quotes 1 Katie Aiko
printers
- Get printed 1day? Tue 11-02-14 Tue 11-02-14 12
14 - 4 Distribute Brochure 2 days? Tue Wed

11-02-14 12-02-14

The timescale at the top of the Gantt Chart is set to show weeks (in the middle tier) and
days (in the bottom tier) as the default. However, you can adjust it to show any
timescale you wish. Double click on the timescale. Within the days of the week section,
as illustrated.
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03 Feb "14 10F
Addl s M T W | T F 5 S M

. I B

2 Jane Doe Katie Aiko

N

e This will display the Timescale dialog box.

Timescale

Top Tier Middle Tier | Bottom Tlerl MNon-working time

Middle tier formatting

"| Label: |26Jan ‘09 v| [+] use fiscal year

Units: | Weeks

Count: E Align: | Left ~|

Timescale options

Show: | Two tiers (Middle, BEottom] e | Size: E % Eﬁcale separator

Preview

E Tick lines

10 Feb 14 17 Feb 14 24

03 Feb 14
55 M| T W, T F |55 M

M| T W, T F |55 | M T W T),F

You can use the Timescale dialog box to format any tier on the timescale. Click on the
down arrow next to the Units section and select Days. A preview of your changes is

shown in the bottom portion of the dialog box.

SAMPLE
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Timescale

Top Tier Midd|8'|_|ﬂ| Bottam T|er| Mon-working time

Middle tier formatting

v

Lafer: |26Jar1 ‘09

Units: Weeks
Years

Count: Half Years
Quarters

Timescale Months

Shows [Thirds of Months
T Nweeks

v| El’lck lines

alipn: | Left

m

V| Size: |1DI} |E S E;caleseparator

v| E Use fiscal year

Preview

Hours
03 Feb | Minutes 104Feb 14 17 Feb "14 24
e et T W T F 5 5 M, T W T F 5 5 M
.

e Click on the OK button to close the Timescale dialog box and apply your changes.

e Your screen will now look like this.

Mon 03-02-14 hved 12-02-14
03 Feb 14 |10 Feb 1 |17 Feb 14 [24Feb 14 03 Mar 14 10 Mar ‘14 |17 Mar
Start
Mon 03-02-14
Task Resource ||| 03 Feb 14 10Fg 14
O | Mode + TaskName + Dumtion + Stat  w Finish = |Prv Names M T w T F s
TG = 4 Team Meeting 213days  Mon 03-02-1 Wed 05-02-1 ] | |
2 Ee . Team Meetingl 2hrs Mon 03-02-1 Mon 03-02-1 Jane Dog} i Jane Doe, Katie Aiko
3 B wm Team Meeting2 1hr Tue 04-02-14 Tue 04-02-14 |
4 B m Team Meeting3  1hr Wed 05-02-1 Wed 05-02-1 |
5 - 4 Write Brochure 5 days? Mon 03-02-1 Fri 07-02-14 I 1
6§ w5 Research New 2 days? Mon Tue Jane Dod Jane Doe
Product 03-02-14  04-02-14
7 - Create an Outline 1day? Wed 05-02-1 Wed 05-02-16  Jane Dog Jane Doe
8 - Write a Rough Dra 1 day? Thu 06-02-14 Thu 06-02-14 7 Jane Do m'm‘l
9 - EditRough Draft  1day? Fri07-02-14 Fri07-02-14 8  Katie Aikj ¢ 07-02
10 |EE -y 4 Print Brochure 24days?  Fri07-02-14 Mon 17-03-1 T
N ER Prepare through 12days?  Fri07-02-14 Thu 8 Katie AiK —
desktop 13-03-14
publishing
12 5 Getquotesfrom  1day? Fri14-03-14 Fri14-03-14 11 Katie Aikc
printers
13 - Get printed 1day? Mon 17-03-1 Mon 17-03-1 12
14 - 4 Distribute Brochure 2 days? Mon Tue
17-03-14 130314

SAMPLE
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Timescale *

Top Tier Middle Tier Bnttom'l'lerl Mon-working time

Middle tier formatting

Units: | Weeks ~ I Label |26]an 09 v| [ Use fiscal year
Years .

Count: | yaif vears Align: |Left V| [+ Tick lines
Quarters

Timescale Maonths

Show: [ Thirds of Manths m) V| Size: |293 |E % [~]Scale separator
Preview | COTT
Hours
Minutes 10 Feb '14
T W T F 5 5 vl
ok || concer |

e You can zoom in or out to view larger or smaller time increments in the Gantt Chart using
the Zoom control in the bottom-right of the Project window.

-

(]

E E = B |-

+

e You can also click on the View tab and then select the Zoom command which will
display the Zoom dialog box.

il E
- | =
L Q)
Zoom |Entire Selected

roject Tasks
&, Zoom Qut

Timescale:

Days -
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Zoom x

Zoom to

l:::l 1 week
l:::l 2 weeks

I::)i months
() Selected task
Dgntire project
Dgustnm: | 1 | | Dray(s) v|

| Reset | | ok | cancel |

Set the Zoom level to 1 Week before continuing.

Calendar View

The Calendar View is useful for a general overview of what needs to be done on a
specific day. The Calendar View uses a monthly format to show scheduled tasks.

Click on the View tab and then select the Calendar command.

_,_. E NetworkDiagram = =) EﬂsourceUsage 2

[ Calendar ' b @Rﬁourcefmheet @
Gantt  Task - Team = ]
Chart * Usage = =<1 Other Views - Planner ~ T& Other Views -
Task Views Resource Views

The Calendar is displayed in a monthly format to show scheduled tasks.

Resource Report Praject View

Gantt ask =
Chart ~ Usage » <3 Ot

January 2014 | Month |  weesk || custom |
it M TW T F 5 5 EE|February 2014

Chart 1 2 3 4 5 Maonday Tuesday

— 6 7 8 9 10 11 12 I o
13 14 15 16 17 18 19 H H
Nletwork 20 21 22 23 24 25 26 esearcn New Fyoduct, 2 aays?
Diagram 27 28 29 30 31

— 10 11
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e Tasks are shown by a bar stretching over the amount of days allocated for the task.
e The solid black bar shows a milestone.

e Scroll through the months by using the arrow buttons at the top of the window.

03 Feb 14 |10 Feb 14 |17 Feb "1
Start
Mon 03-02-14
January 2014 Maonth | Week | custom |

M TW T F S S - F|Fabruar}r2014

1 2 3 4 5 hMonday Tuesday

6 7 8 9 10 11 12 03 _

12 14 15 16 17 18 19 E E
20 21 22 23 24 25 og | | Research New froduct 2 days? |

27 28 29 30 3

hEal 41

e Return the calendar to February 2014 before continuing.

Network Diagram View

e Click on the View tab and then select the Network Diagram command.

H ©- -

Task Resource Report Praject

_,_. E | Metwork Diagram |~ | =51 ﬁﬁl&:uurceUsage =
- L] =y

L= Calendar - s @REDUFCESP‘IEE‘: -
Gantt Task - . Team - _
Chart ~ Usage = =- Other Views ~ Planner ~ L& Other Views ~
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ier (M Faer]

ar =
net Task Foam Entir —
it Usage - £ Other Views Planner = T3 Other Views 1" Group by: | [Mo Group) - = Proje Window || "
K Viewt R Wiewt Zoom Spint View Window Macrod -~
03 Feb 1. J'III b 1. lelen 4 03 Mar 14 ||DM|I 1: J'-’M-ar 1
s N Fimith
= ! Mon 0302-14 Add tasks with dates 1o the timefine Tue 180314
Calendar
i / = 7 s
Gantt M Sxintn
Chart
Metwork —
Diagram i

I%i
i

9o
-

W
!

£
£E
g

£ ‘ : v
E E B B 8- +

"3 Hew Tasks : Auto Schedubed

¢

This view is useful for analysing the general workflow and relationships between tasks.
It is a flowchart made up of nodes. Each node represents a task, and contains the task
name, duration, task ID, start date, finish date and resources (if a resource has been

assigned).

o Different shaped nodes represent different types of tasks. You can determine the
meaning and change the format of the shape by clicking on the Format tab and then

selecting the Box Styles command.

E (-.-" u Metwork Diagram Tools

File Task Resource Report Praoject View Format

— || Link Labels Summary Tasks 5
K . : €
|| Straight Links || Project Summary Task )
Collapse  Box Layout Align
Boxes Progress Marks Hi
Display Format Show/Hide Layout P

ptions.

: The ;x Sty g bobee I I
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Box Styles X

Style settings for: Preview:

Critical
Moncritical
Critical Milestone

Maoncritical Milestone
s

Moncritical Summary Start: [Start] ID: [ID]
Critical Inserted Project — — =
Noncritical Inserted Project Finish; [Finish] Dur: [Duration]
Critical Marked
Moncritical Marked
Critical External
Moncritical External
Praject Summary

|:| Set highlight filter style Show data from task |D: I:IE

Data template

Comp: [% Complete]

|5ummary V| | More Templates... |

Border

Shape: | = | color [N | width:

Show horizontal gridlines |:| Show vertical gridlines

Background
Calor: | ~| pattern: |
[ ok ]| canear |

e Click on the Cancel button to close the Box Styles dialog box.

e Ifataskis in progress, a diagonal line appears through the node, and if the task is
complete, a crossed diagonal line appears.

Taimh.g
Sart: ZYPAG_ D0 3 5
Ly Frish: 2605105 wﬂ?

Res: Resouce 2

e You can show or hide details by clicking on the cross which appears on the upper left
corner of a summary node.

rite Brochure
Start: Maon 0501/ 1D: 5

Task Usage View

e This view is useful for showing and organising assigned resources under each task.
e Click on the View tab and then select the Task Usage command.
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B ©-

File Task Resource Report

Praject

Metwork Diagram = E Resource Usage -

5 Calendar - @Raourceﬁheet E
Gantt | Task - _ Team - _
Chart | Usage = |53 Other Views - Planner - & Other Views -
Task Views Resource Views

The screen will look like this.

Task  Resource  Report  Praject Format

,E Network Diagram ~ [FZ Resource Usage ~ Al [+ E"@ ) Highlight: |[No Highlight] = Timescale: Q E = Timeline |Timeline | =
= [ Calendar ~ |7z Resource Sheet - Z = Y Filter: [No Filter] ~| Days - S Q [] Details | =]
Gantt = Task = . Team = . Sort Qutline Tables - . Zoom Entire Selected New .
Chart ~ Usage = 1 Other Views Planner~ & Other Views - - - = Group by: |[MNe Group] ~  Project Tasks Window i
Task Views Resource Views Data Zoom Split View Window
e |03 Feb 14 |\:°:e\130ﬂ2-14 |17 Feb 14 03 Mar 14 |10 Mar 14 |17
Calenar on 03;;: meline
Task 03Feb 14
B | ode - TaskName « Work ~ Duration » Start «  Finish + || Details F 5 5 M T w T F
Gantt LS L 4 Team Meeting 4hrs 2.13days  fon 03-02-14 /ed 05-02-14 Work ah
Chart 2 = ‘ - 4 Team Meeting 1 4hrs 2hrs flon 03-02-14 flon 03-02-14 Work ah
Jane Doe 2hrs 1on 03-02-14 1on 03-02-14  Work 2h
Katie Aiko 2hrs 1on 03-02-14 1on 03-02-14 Work 2h
Network 3 [ix] - Team Meeting 2 0 hrs Lhr Tue 04-02-14 Tue 04-02-14 Work
Diagram 4 2] - Team Meeting 3 0Ohrs 1hr ved 05-02-14 ved 05-02-14) Work
5 |-'-) 4 Write Brochure 40 hrs 5 days? flon 03-02-14 Fri 07-02-14 Work 8h 8h 8h 8h 8h
6 - 4 Research New Pro 16 hrs 2 days? fAon 03-02-14 Tue 04-02-14 Work 8h 8h
Jane Doe 16 hrs 1on 03-02-14 Tue 04-02-14| Work 8h 8h
7 - 4 Create an Outline 8 hrs 1day? Ved 05-02-14 ved 05-02-14| Work 8h
Jane Doe &hrs Ved 05-02-14 Ved 05-02-14 Work 8h
8 - 4 Write a Rough Dra 8 hrs 1day? Thu 06-02-14 Thu 06-02-14| Work 8h
Jane Doe &hrs Thu 06-02-14 Thu 06-02-14  Work 8h
9 - 4 Edit Rough Draft 8 hrs 1day? Fri 07-02-14  Fri 07-02-14| Waork 8h
Katie Aiko 8hrs Fri07-02-14 Fri 07-02-14|| Work 8h
10 |ET . 4 Print Brochure 104 hrs 24 days? Fri 07-02-14 fon 17-03-14  Work 8h
— 1 B - 4 Prepare through d 96 hrs 12 days? Fri 07-02-14 Thu 13-03-14| Work 8h
ez [ Katie Aiko 96hrs Fri 07-02-14 Thu 13-03-14) Work 8h
12 - 4 Get quotes from p 8hrs 1day? Fri 14-03-14 Fri 14-03-14 Work
= Katie Aiko &hrs Fri 14-03-14 Fri 14-03-14| Work
=[] ] 2
Ready "5 New Tasks : Auto Scheduled B B = B f

¢ Right-click on Work in the Details column of the Task Usage chart.

+ Finish ~ || Details F 5

-02-14 Ved 05-02-14
-02-14 Thu 06-02-14
-02-14 Thu 06-02-14

v Show Timeline

W

W
.02-14 Tue 04-02-14, W Baseline Work
02-14 Tue 04-02-14. W Cost
02-14 /ed 05-02-14 W 4 ctual Cost

W

W

W

Show Split
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e From the popup menu displayed, select Cost.

Finish - || Details F £

4 Jed 05-02-14 Work :

4 lon 03-02-14 Wt | .

— fl- Detail Styles...
4 1on 03-02-14  We
4 1on 03-02-14 we ¥ ok
4 Tue 04-02-14  Wc Actual Work
4 Jed 05-02-14 W Cumulative Work
4 Fri07-02-14 Wt Bazeline Work
4 Tue 04-02-14 W4 Cost
4 Tue 04-02-14 Wi
4 Jed 05-02-14 W
4 Ved 05-02-14 W

4 Thu 06-02-14 | W Show Split

Actual Cost

v  Show Timeline

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

start » Finish - || Details E 5 5
on 03-02-14 Jed 05-02-14 Q
Cost
on 03-02-14 1on 03-02-14 Work
Cost
on 03-02-14 1on 03-02-14 Work
Cost
on 03-02-14 1on 03-02-14 Work
Cost
ue 04-02-14 Tue 04-02-14 | Work
Cost
ed 05-02-14 Jed 05-02-14 Wark

Cost
1 Work
Cost
Cost
ed 05-02-14 Jed 05-02-14 Work
Cost
|

Pellfad

e To select different options for the right-hand Details pane, right-click on the Details
header (at the top left corner of the Details pane).
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Format '-;-' Tell me what you want to do...

source Usage - Al [+! E? 3 Highlight: [Ne Highlight] = Timescale:
ZV B g :

source Sheet - Y Filter: [Mo Filter] - ||| Days -

Sort Outline Tables

her Views ~ = = +  E2Group by: [MNo Group] -
e Views Data
02-14
|'IC Feb 14 |1'." Feb 14 IE—‘lFeh 14
Add tasks with dates to the timeli
+ Work « Duration « Start ~ Finish « | Details F &
4hrs 2.13days  1on 03-02-14 /ed 05-02-14 'Work
Cost

e This gives you access to the Timescale, Zoom and Change Working Time dialog

boxes.
+ Fimish ~ || Detgils E c
14 Jed 05-02-14 wq [d Timescale...
cof @& Zoom..
14 lon 03-02-14 W4 E‘-% Change Working Time...
Cost

14 4nn N3-02-741 Work
e By default, the Task Usage table is shown in the left pane.

. Tack 03 Feb "14
J Mode = Task Name » Work -~ Duration « Start +» Finish - || Details
- 4 Team Meeting 4hrs 213 days  1on 03-02-14 /ed 05-02-14 Work 4h|
Cost $100.00
- 4 Team Meeting 1 4 hrs 2 hrs fon 03-02-14 lon 03-02-14 Work 4h
Cost 5100.00
Jane Doe 2hrs Ton 03-02-14 1on 03-02- Idlj Waork 2h
840,
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__ IE [ Network Diagram ~ E
Team

E Calendar - [|
Gantt = ] !
Chart ~ -7 Other Views - Planner ~
Task Views Rt
Mon 03-02-14
03 Feb 14
Start
Mon 03-02-14
Calendar

¢ Right-click and select Cost.

Mon 03-02-14%
03 Feb "14 |1l

Start
Mon 03-02-14

Calendar

Caleculate Project

Entry
Hyperlink
Schedule

Summary

Tracking
+ lUsage
Variance

Work

More Tables...

Now the cost is displayed in the table.

SAMPLE
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File Task Resource Report Project View Format 2 Tell me what you want to do.,
E E Metwork Diagram  ~ = ﬁ Resource Usage - Al E||E| El(‘.;, 3y Highlight: [No H
= B
E Calendar - L @ Resource Sheet - z - ‘——I Y Filter: [Me Fi
Gantt = Task Team Sort  Outline Tables
Chart ~ Usage~ £ Other Views = Planner = [Es, Other Views ~ . . .  EGroupby: [MNoG
Task Yiews Resource Views Data
Maon 03-02-14 fon 10-02-14
— 03 Feb 14 |1D eb 14 | 17 Feb 14
E Start n
Maon 03-02-14 AO0 Tasks v
Calendar o
Fixed Fixed Cost Total
= Task Name » | Cost + Accrual + Cost + Baseline « Variance « || De
Gantt 1 |4 Team Meeting $0.00 Prorated  $100.00 $0.00 $100.00 Wi
Chart Co
— 2 4 Team Meeting 1 50.00 Prorated  $100.00 $0.00 $100.00 Wi
co
Metwork Jane Doe 540.00 50.00 540.00) Wh
Diagram Co
Katie Aiko 560.00 $0.00 S60.00 | Wi
EF Co
Task 3 Team Meeting 2 50.00 Prorated 50.00 50.00 50,00, Wi
Form Co
4 Team Meeting 3 50.00 Prorated 50.00 50.00 50,00, Wi
% Co

e Close the file without saving your changes.

Resource Graph View

e Open a project file called Views 02.

e Click on the Other Views command within the Resource Views section of the View tab
and select Resource Graph.

> Gantt Chart To
Task Resource Report Praject i Format
_._. E Metwork Diagram - =) E Resource Usage - Al
- L] =y
[ calendar - o ﬁa Resource Sheet - Z
Gantt  Task - ) Teamn = Sort
Chart = Usage = =2 Other Views ~ Planner { T Other Views = -

Yiew...
St

o More Views..
1 |O |-} 4 Team Meeting .13 uays Mon

Notice that a red column would represent over allocations.
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Format.

David Murray

— [E Network Diagram ~ == [EResourceUsage -~ A| [+ £ ) Highlight: |[No Highlight] - | | Timescale: ™ = [/ Timeline Timeline ,_—"1 228 E
B R =) 2l B 2R g . &g B
B calendar - I3 Resource Sheet + Y Filter: [NoFilter]  ~ |Days - [] Details B
Gantt  Task em o Sort Outline Tables Zoom Entire Selected New _—  Macra:
Chart - Usage~ - Other Views - Planner - & Other Views ~ . - EGroup by: |[No Group] - Project Tasks Window B
Task Views Resource Views Data Zoom Split View ‘Window Macros
‘ManCB Feb ITu:MFEb IWed 05 Feb ‘ThuDﬁFtb ‘FN 07 Feb ISatOS Feb ‘SunO‘JFEb ‘Man 10 Feb ITu= 11 Feb IWed 12 Feb
P Start
Mon 03-02-14 Add tasks with dates to the timeling
Calendar
= 03 Feb'14 10Feb 14
w T F s s M T w T F s s M T w T F
200%-
Gantt
Chart
180%-
| oo
MNetwork
Diagram 140% -
Jane Doe 120% -
Task Overallocated: -
Form Allocated: [ ] 100%
31:‘. 80%
Task
Sheet 60%
T3 40%
|
Task 20%
Usage
[Esi Peak Units: | [ 200% | 100% | 100% | 100% | | 100%
(521/ K1 I DIIET ]

Resource Sheet View

e This view is useful for viewing, entering, and editing resource information. It contains
detailed resource information in a worksheet format.

e Click on the Resource Sheet command within the Resource Views section of the View
tab.

Task Resource

Report

Praoject

— Net'l.n.rorkDiagram E - Eﬂaource Usage -
i = I3 Calend 3 |= Resource Sheet

alendar - s urce ©
Gantt  Task Tearn £

Chart ~ Usage ~ £ Other Views ~ Planner = rr'a[]ther‘u’imv

Task Views Resource Views

e Your screen will now look like this.

|Sat03Feb

h dates to the 1

¥  Code
rorated Project2013 f
rorated Project2013 F

¥  Cost/Use

Katie Aiko
Postage

e This view can be very helpful in determining which group, a resource belongs to. If an
over allocation exists, a warning flag is displayed in the Indicator column. In addition, the
resource appears in red.
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Resource Usage View

e This view is useful for seeing each resource and the tasks assigned to that resource.
Click on the Resource Usage command within the Resource Views section of the View
tab.

H ©-

Task

Resource Sheet

Resource Report Farmat

= M=

Metwark Diagram -

73 Resource Usage ~| A

[= Calendar - [3Z Resource Sheet ~ Z
Gantt Task - _ Team = _ Sort
Chart = Usage = =3 Other Views - Planner - & Other Views ~ =
Task Views Resource Views
e Your screen will now look like this.
NOTE: You may have to scroll up the page to view the data.
IIIIIIIII fMaon 03 Feb |T|..|e 1;3:;;;'“ o |Wed 05 Feb |ThuDE-Feb
EEED Start
E Mon 03-02-14
Calendar
=] 0 Resource Name » Work -+ AddNew Column - || Details 5
Gantt 4 Unassigned Ohrs Work
Chart Team Meetin 0hrs Work
Team Meetin 0hrs Work
Get printed 0hrs Work
Network [T [] |1 Jane Doe 42 hrs Work
Diagram Team Meetin 2hrs Work
Research Nev 16 hrs Work
IE Create an Ou &hrs Work
Thegls Write o Roug Shrs Work
Form Do mass mail S hrs waork
4 Katie Aiko 42 hrs Work
Team Meetin 2hrs Work
, Or assigni
llocation ex

e The Microsoft Project window can be split in order for you to see more than one view at a
time or use views in combination.

e Click on the View tab and then select options in the Split View group on the ribbon.
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[ ] Timeline
Details Resource Forrmr ~

Timescale: : q @ rI:‘J\

Days

Zoom Entire Selected
~  Project Tasks

Zoom

Split View Window Macros

nal (Trial)

’E & Network Diagram ~ [FZ Resource Usage ~ Al [+ @‘\. <) Highlight: |[Mo Highlight] = | Timescale: Q == w= L Timeline = &~
= E calendar - IE Resource Sheet ~ 4 = Y Filter: [NoFilter]  ~| Days - 5 Q Details  Resource Form ~ | L
Gantt  Tosk . Team B Sort Outline Tables - Zoom  Entire Selected New _  Macros
Chart - Usage - =3 Other Views Planner - & Other Views ~ - - ~Graup by: |[No Group] - Project Tasks Window .- °
Task Views Resource Views Data Zoom Split View Window  Macros -
08 Feb 16 15Feb 16 .
0 | resourceNome  + Work  ~ Add New Column + | Details s s M T w T F s s ] T w T [
4 Unassigned 0 hrs. Work E
Team Meetin 0hrs Waork:
Team Meetin 0hrs Waork:
Get printed 0hrs Waork
1 [# "]« 1ane poe a2 hrs Work ¥
Team Meetin 2hrs Work
Research Nev 16hrs Work
Create an Ou 8hrs Work,
Network Write o Roug. 8hrs Waork
Ezgpamn Do mass mai 8hrs Work
2 4 _¥atia ik A hre Minrk
Kl [Ty
T —
Costs Base al [ prject 2013 Foundation Brerche |
Std rate: ‘ $20.00/h | Per use: ‘ 50,00 ‘ Group: | |
Ovtrgte: [s3000h | Accrueat [proated  v|  cCode: [ |
Project | 1D TaskMName Work _ Leveling Delay _ Delay Scheduled Start_Scheduled Finish | A
Views 02 6 Research New Product i16h od od Mon 03-02-14 Tue 04-02-14)
Views 02 7 [Create an Outline ish od od Wed 05.0214]  Wed 050214
Views 02 B8 Write a Rough Draft ish od od Thu 06-02-14 Thu 06-02-14.
Views 02 2 |Team Meeting 1 izn od od Meon 03.02-14]  Mon 030214
Views 02 16 |Do mass mail out ish od od Wed 12.0214]  Wed 120214
v

¢ Close the file without saving your changes and exit Microsoft Project.

SAMPLE
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Printing & Reports

Viewing and Printing Reports

e To keep others informed of your project, it is necessary to print views or reports which
are designed to show different information and highlight different aspects of the project.

For example, management would require different information than stakeholders or
accountants. Not all information is relevant to everyone, so it is important to be able to
present the appropriate data to the right people.

Using Print Preview
¢ Open Microsoft Project and open a project called Printing. The project will look like this.

Printing - Project Professional (Trial) =

Resource  Report  Praject Format Q Tell me what you want ta do... David Murray
.n.D _()gm vial i . mmem - ﬂMarkonTrack - - o E) E‘? o 3_|Su.mmary El Notes m P Find -
Eg Copy - 2 Respect Links - - ¥ Milestone [ Details & Clear~
Em | BEE o 1 u H-A- 5 % e Manually| Aute | Inspect Move Mode = Task . Information Scroll .
el o armat Painter = Inactivate Schedule RIS o o S Deliverable "3 Add to Timeline 5 Task [V Fill
View Clipboard Font ] Schedule Tasks Insert Properties Editing ~
26 Jan ‘14 02Feb'14 09Feb 14 16 Feb*14 23Feb'14 02 Mar *{[~
O rosiiame ~  Duration F(S|S M T W T F|S|5 W T W|T|F|S|S M T W T F S S/ M T|W T F S| S/ M T W T F s5|sM
o 4 Printing 43 days’ b
e i 4 Five to Eight Weeks Before 16 days v
2 4 Planning the Move 3 days p—
3 Calculats moving expent 1day
Gant | 4 Determine the best meth 2 days.
Chart 5 Create a moving-expens 1 day.
6 Create a moving binder 1 day. =
7 4 Household Administrati 6 days 7 v
3 4 Finances and Insuran 2days v
Network g Review househald fi 1day J'-
Diagram 4 Verify that your belo 1 day
" Appraise valuables s 2 days.
@ 12 Transfer insurance ¢ 1day
Task M Transfer medical insi 1 day.
Form 4 4 Notifications 2days
15 Notify your employer 1 day.
@ 16 Transfer, sell or disc 2days.
17 4 Vital Services and Re. 2days
Task  qg Organize important 1 2days.
Sheet 44 Contact your doctor, 1 day
20 Request addtional re 1 day.
ﬂ 21 4 Your Hew Residence 2days
Task | 2 Collect shopping and 2days.
Usage B Determine the locatio 1 day.
24 Change driversivehi 1 day.
@ 25 Place orders for new 2 days. ;‘
=l [« Qi v
Dandr B o Tacle -+ At Sehactiilan P Mmoo @ f1 - 1 -

LE

- ol EZ Copy -
Gantt Paste i B I U - A -
Chart = - ~ Format Painter =

Wienar Clinknard Frnt =

e Click on the Print tab.
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Printing - Project Professional (Tral) 7 o %
Dagd Muriay
Cops 1 >
= apies .
Print
i B Rell P et
: i
Printer el
EPSON1BD4FY (0P-620 Series) e |
- saeed Nema
Reacy pome
ot
Printer Properties _:
. s
Settings -
o

(== Print Entire Project

W= print the peoject fram start ta finish

Dates: [13-Feb-14 =] to [02aprid -
Pages |1 o 0 =
™™ Landseape Crientation -

|_ A4210% 297 mm
827 x 116

Page Setup

Your screen will display a print preview of the project to the right of the screen. Print
preview has its own controls, as illustrated below.

L | i v k Em

Click once within the print preview and the image to zoom in, click again and it will zoom
out.

=l e Deranoa Fan'4 Fan' SFen'14 Fan'4
slsm|T|w|T|F|s[s|m|T|[W]|T|F|5]|5|[M|T|W|T|FE|[S]|S|[M]|T]|w
i ' T T T
' ' ' '

Temc [ RN * ! Sumeery RO p—
W i imme Task | —TT

Froject Pritig Miesore - mveMEmTe @ Searorty C

Dma Tom 02 S-S [Ea—— = y [». T FrEroy 1
Frojes Surmany — | i Tk Comm—] Frogem —
Somns T=ks I Cursoooy Demiire &

Click on the One Page button to reset the display size.
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44--&@

o Experiment with clicking on the Page Down and Page Up buttons.

« - v | |BE|E

Page Setup

e Click on the File tab and then click on the Print tab.

Print

Copies: |1 -

Printer

EPSOM1BD4FY (XP-620 Series)
Ready

-

<3

Printer Properties
Settings
’ﬁ Print Entire Project .

Print the project from start to finish

Dates: |03-Feb-14 v| to |02-Apr-14 -
Account Pages: to 10 -

Options D Landscape Orientation -

|:| A4 210 % 257 mm
827" x11.69"

e Printer section.

ettings section, see how you ct different ite , ra

the entire project to specific pages.
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Printin

=) Copies: |1 z
Print
Printer
EPSOM1BD4F9 (XP-620 Series)
‘% Ready

Printer Properties

Settings

Print Entire Project
Print the project from start te finish

A t
ceann Print Specific Dates

Only print the timescale between the select dates

Options

Print Specific Pages

Only print the pages specified

Print Custom Dates and Pages

Enter specific pages and timescale dates for printing

sRERElE] &

Motes
All Sheet Columns
Left Column of Pages Only

e Click on the Page Setup link and see the various Page Setup options that are available.

Settings
Print Entire Project -

Print the project from start to finish

Dates: |03-Feb-14 *| to |02-Apr-14 -

FY

Account Pages: 10 -

Options

Page Setup
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Page Setup - Gantt Chart ? x

Page |Margins| Headerl Fcucuterl Legendl View I

Crientation
L=,
l::)Pv::urtrait @I__andscape
Secaling

(®) Adjust to: E % normal size
l::,‘inttv::u: : pages wide by : tall

Other

Paper Size: | A4 210 297 mm -

First page number: | Auto

Print Preview.. | Options.. | | Print.. | [ ok 1| cancel |

¢ Close all open dialog boxes once you have finished investigating the printing options
available.

Reports
o Click on the Report tab. This will display the Report ribbon as illustrated.

H o - : Gantt Chart Tools

File Task Resource Project View Farmat 2 Tell me what:

39 W B RO B E & W

Compare Mew Dashboards Resources Costs In Progress Getting Custorn Recent  Visual
Projects | Report~ v v v v Started > - v Reports

Export

C or instanc
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Gantt Chart Tools Prir

Resource Project View Format @ Tell me what you )

1 E FEFIEEE
EE P e ] [al N (] | I
Compare MNew | Dashboards|Resources Costs In Progress Getting Custom Recent  Visual
Projects  Report = = = < Started = - < Reports
Project Burndown ew Reports Export
Cost Overview BT
E = — » Duration - F/'s8 &5 M T W, T F
0 Project Overview | 43 days
Calendar 'l Upcoming Tasks  zeks Before 16 days
2 | Work Overview & Move 3 days
= 3 - i 1 14
-| More Reports... oving @xpen a
Gantt 4 [ the best meth 2 days

¢ When you have finished experimenting close the Project program without saving any
changes you may have made.

SAMPLE
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