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All reasonable precautions have been taken in the preparation of this document, including
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responsibility for any errors or omissions. No warranties are made, expressed or implied with
regard to these notes. Cheltenham Courseware shall not be responsible for any direct,
incidental or consequential damages. arising from the use of any material contained in this
document. If you find any errors inthese training modules, please inform Cheltenham
Courseware. Whilst every effortds made to eradicate typing or technical mistakes, we
apologise for any errors you may detect. All courses are updated on a regular basis, so your
feedback is both valued by us.and will help us to maintain the highest possible standards.

Sample versions of courseware from Cheltenham Courseware

(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 Courseware.

Cheltenham Courseware reserves the right to alter the licensing conditions at any time,
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Please see the site license agreement available at:
www.cheltenhamcourseware.com/agreement

ﬁ Look for this icon for the New features of this software version.
@ Look for this icon for the Enhanced features of this software version.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 3 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

INSTALLING THE SAMPLE FILES ...ttt ettt et st be e s eta e s be e s baeenbee s 5
INTRODUCTION TO MICROSOFT PROJECT 2003 .....cccii ittt stee et s teesvee s staesbee s sreesneeans 6
WHAT IS PROJECT 20037 ..oviiiieiiii e iitee sttt et s e et e e s teesste e s teesste e s steesateeaaseesateessteesateessteesnteeassaesnseeateennseeans 6
THE PROJECT 2003 ENVIRONMENT w.1teittttitteeitteestreesteeestreesseeestssessesessssessssessssesssssssssesssssssssensessssssensessssssensessssns 6
0 1 0= =3 SRS 15
REVIEW QUESTIONS ...ttiitttiiuttesittestessiteesteesstee s tessssesasbeeasbaesbeeasbee s be e e abe e e ke e eabe e e ke e e abe e e ke e e be e e beaenbe e e bbeebee et 21
DEFINING THE PROJECT ...ttt ettt sttt et e e s bt e st e e st e e e ae e bt s e eaeeesbaeeebeeesbaeenreeeees 22
CREATING A NEW PROJECT ... uiii it e ittt ettt estteeesitveeessteeessteeaesstaeesssssesessssesssssidanasnnsansssiueeeesssseeesnsnsessnens 22
OPENING A PROUJECT ...ttt ettt e ettt e e e tee e s bee e e s stbeeesenteeeesnseadeathr e e e eestes i seeeesebbeeeeenteeeesnnnes 22
USING FILE PROPERTIES ....uutiiiiiiiieeiitie e e ettt e s steeeesitveeeeetteeessnteeassntreeesnnsesessusdonsansnsssshineeeessinnediessseeesassesessssenens 23
ENTERING START AND FINISH DATES ...iiictiiiiiiiee et ccttee e cteeeeeitveeeseavee s fantvassssassesnnnetincsvanessnsbeee iaabinessnvenens 24
ESTABLISHING A PROJECT CALENDAR ......uvviiiiteeeeeitieeeeitteeesiteeeeaiteeeesestesessssesesssasssssnssssssssbaeessseesesannnsssireeens 26
SAVING ..ottt eettie et e e ettt e e etee e e ettt e e s e tbeeeseteeeesbaeaesatbesesasteesesreeeses@Tieesanteeeesareeeesssanenannaeesannatineetresdannreeeenarees 28
QUITTING AND CLOSING ...vtiiuviiiiieiieeiiteesteesireesbeesseessseessseessseesdhensnsiessesssseessseessssesssssanssessnesssssadiseesseeseeessns 29
REVIEW QUESTIONS ...veiittiiiieeiteeiieesieesiteesteesssessseesssesssessssdansnsssssassssbassssesesssssanneesssssassassssassssesssesenseesssns 30
QLN 1 T S 31
ENTERING TASKS . .uiiiiiiiiieiiiiie s iittee e sitie e e sstteee s steee e s idaeaannnaaessnnasinsssseeessnnasessnsnsasssbueeedhnnneesssseeessssseeesnsesessssenes 31
ENTERING TASK DURATIONS ... uttiiiiitirieiiiieesireasfincneeesiinssessssssasahereeesssssassnsssassnsnsstinnseeesssseesssssesessnssssesssseeens 32
ENTERING SUBTASKS ....iiiiiiiiieiiitieeeiitieeeeiureeeeidaneaaaassbaesausessaassssaaassseeesasssssssssasasanssssesassssessssesesasseseesassssesssenens 34
USING RECURRING TASKS ..oviiiiiiiieiiiiei e e iesinteeaeastaseeathiee e e s e iaaaasateeeesassesesssdenaessessesasssesssssesasassessesasssssssssenens 36
USING TASK NOTES ...tiiieiitiiie e iteeeeeteeeciureeeesuvssaaansasessansastinstesasastseeesassesesssbesasastessesassseesssbeeasaseseesnssesessssanans 37
ASSIGNING IMILESTONES .....vvieiitieeeiesdieeiituereeaiteeeesassasssssssssssssbaeaessesssssseessassesesasssssssossssesssesesssssssesassssesssseees 39
ENTERING CONSTRAINTS ....uviiiiiteieiitneeesaisesininreeeeanssessasssssssssssssstiietesessesesisesessossesesassesesisseresassessessssssessssenes 40
EDITING TASKS .oiiiutiiiieeiieeiiteesiueeessessansssnsassnsssstossessessssesassasassasansasssssenssssssssansessssssansessssesensessssesenesssssenseesssns 42
DELETING TASKS ..uvtiiveeiveesasiiinnseeeesiresansassnssssssssshineeessessnsesaassssssesssssssnssssssssansessssssansessssssensesssesensssssssenssessses 43
IMOVING TASKS ©oeiiuvieiureesesfennessnsessnstiineesin e sanssesssssssssthneesnsessssssnsessssssansessssssansessssssanseesssssensesssesensesssesenssesssns 43
CREATING DEPENDENCIES .. uutttitiutteeetitteetautesasasssasaassssesassssesssessesasseeesassssesssssssssisseeeaassssessssssessssseesassssessnsens 44
REVIEW QUESTIONS ...ttiiuttiiutiesssvasssessssssssssbeseessesasssssassessssesssssssnssssssssansesssssansessssssansessssssensessnsssenesssssensssnsns 52
RESOURCES ... i iiee e iitee ittt si i aee s vaaeaabe st teessteestbeesaeeessbeeaseeesebeeaasee st beeaaeeesseeeaseeestbeenaeeesteeenseeestneenneeesres 53
CREATING A RESOURGCE LIST ...t ittt ettt ettt ettt e ettt e e e et e e e st e e e e bt e e e eaatee e e saaaeeesabbeeeeanteeeesnnes 53
ENTERING WORKING TIME-. .. .citiueiiiiiiisieeiiee ettt e e ettt e e e ette e e e ette e e e aateeeesaateeessabeeaeantaeeessseeesasbeeaeanseeeesasseaesssranans 55
ENTERING COSTS iuuiiiiiitreeeiiureeesiseesiiihe e eeureeesitteeesaateesesassesssassesesatsesesassessssssesesaaseesesassseesisbesesasseesesassessssrenens 56
ENTERING NOTES Lot itiiteiiteeeiiiteeesatieeeeeteeesiteeesaeteesesassesessbeeesaetsesesassasssssbesesaseesesasseeesssbeeesateesesasaesesssrenens 57
ASSIGNING RESOURCES TO A TASK ...eeiiiiitiie e ittt e e eettee e ettt e e ettt e e eettee e s stbaeeeaetbeeesastaeeesabaeeesatbeeesanteeeesseeeesssreeenn 58
REVIEW QUESTIONS ..1iieteitteiteesteesteesieeeesseesseesseessseseasseassesssessaesseesseesseasseaseesseesseeaseenseenseassesssnssenssesssessensnsesnees 62
VIEWVS .ottt ettt ettt e oottt e bt e oot e e et e e et b e e bt e e etteeebe e e etb e e ebe e etbeeeabe e etbeeeabe e etbeeetreeetbeeeteeetes 63
INTRODUCTION TO VIEWS ... etiieiiittee e ittt e eittee e s sttt e e e st e e e etee e e s stbeeeaasteeeeassaeessabeeeeanteeseanneeeessabeeeeanteneesnneeessaranenn 63
USING THE CALENDAR VIEW ...iitiiieiiite e eiiee e sttt e e stte e e sstte e e s stteeaeasteeeesstasessabeeesasteesesnstaeesssbeeeeanteseesnnneeesssnenens 65
USING THE GANTT CHART VIEW. . cii ittt i iiitie sttt e st eeitte e e s stte e e e sstteeesatae e s sabeeesasteeeeanssaeessabeeesanteeeesnneeesssrneenn 66
USING THE NETWORK DIAGRAM VIEW .....cutiiiiiiiieeiitieeeeitiee e s ettt e e etteeeseatee e s sabeeasantaesesssseesssbeeasaseseesnssessssssneans 68
USING THE TASK USAGE VIEW ....ueiiiiiiii ettt ettt e ettt e et e e et e e e e eate e e e sabe e e e sataeeeaaaseeessabeeaeanteeeesnreaesssreeann 70
USING THE TRACKING GANTT VIEW ...uiiiiiiiiiei i iitiee e ettt e eettee e s ettt e e e atte e e eettee e s stbeeesantaesessteeessabeeesanbeesesnseeeesssrenens 72
USING THE RESOURCE GRAPH VIEW .....coitviiiiiitiee e ettt e e eettee e s ettt e e aitte e e s ettesessabesesanteesessseaesssbeeesaseesesnssesesssrenens 73
USING THE RESOURCE SHEET VIEW. .....cciitiiiiitteee e ettt e eittee et etbeeeeatteeesettesesstbeeessteesessseessssbeeesaseesesassesesssrenens 74
USING THE RESOURCE USAGE VIEW ....coiiiiiiiiiiee et e ettee e st e st e e e s ataa e s st e e e antae e e snntaaessnteeeeantaneesnnannessnnneen 75
REVIEW QUESTIONS ...veiittiiiieeiteesteeste e siteessteesteessseeasteeassesastesassesssteeansessteeansesstesanseessteeenseesstesensenesseeensenesns 76
PRINTING REPORTS . ...ttt ettt ettt s e st e e st e e s ab e e st e e eabe e shbe e eaeeesbbeesbeeesbbeeeaeeesbbeeabeeesbbeenseeeees 77
VIEWING AND PRINTING REPORTS .. .uttiiiitiieeiititeesitiee e s sieesesstveeessstesessssaeeeatseeesassasesssssssessssesssassssessnssssessseees 77
USING PRINT PREVIEW ... cittiie s ittee st e ettt s e e e st s e e stte e e s staeeeaasteeeesstaeeasabeeeeasteeseanssaeessabeeeeasseeeesnneeesssrnnens 77
UNDERSTANDING PAGE SETUP ...eoiiiiiiii ettt e ettt e ettt e e ettt e e et e e e e aatee e e sabeeeeaataeeessbeeessabeeaeaateeeesnteaesssraeans 79
UNDERSTANDING THE PRINT DIALOG BOX...iiiiitiiiiiiiii ettt s ettt et e e s tae e eatea e snrae s 79
STARTING THE REPORTS DIALOG BOX ..cciiiiiiiiiiie ettt ettt ettt ettt e et e e e s aae e e s etbe e e e entae e e snnes 80

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 4 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

UNDERSTANDING THE DIFFERENT TYPES OF REPORTS .....oiiiiiitieitee ittt sttt sreeve e staestaesreesteesteenesnnas 81
THE PROJECT GUIDE FOR PRINTING WIZARD.......cotiitiiiiittiiteeeteeeteeeteetesteesteesteesteestesaessaessesssessseessesssesssessenns 86
CUSTOMISING REPORTS ....eiitiiiieeiie st stie e steeste e sateestbe e stteestbeesateestbeesaeeestbeeaaeeesbbeeabeeestbeesbeeesbbeesaeeesteeensneestes 88
REVIEW QUESTIONS ....tviitieiteesteesteesteastesseeaseesssesseeseasseasseassesseesseessesssesssesssssssssssesseeseensenssenssssssnssesssesssesnsesnses 90

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 5 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

Installing the Sample Files

o Use Windows Explorer to create a folder called Project 2003 Foundation
Samples, in the My Documents folder.

o If you are installing the sample files from the CD-ROM, place the CD-ROM in
the CD drive and copy the files from the
project_2003_foundation_eur\exercise_files to the My
Documents\Project 2003 Foundation Samples folder.

e If these files have been copied to your network server, thenask your
trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

e Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may
require modification within a Windows mutliuser environment. Where
possible pre-install the relevant work files prior to use by students/delegates.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 6 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

Introduction to Microsoft Project 2003

When you have completed this learning module you will have seen how to:
e Use the main menu

e Use the Ask a Question box

e Use task panes

e Use the Getting Started pane
e Use the New Project pane

e Use the Search Results pane
e Use the Help pane

o Use the Office Assistant

e Show a toolbar

e Hide a toolbar

e Move a toolbar

e Use the Standard toolbar

e Use the Formatting toolbar

o Use the Project Guide

What is Project 20037

Project 2003

o Microsoft Project 2003 is Microsoft's answer to project management. It
provides all the tools you need for effective planning, tracking, problem
solving, sharing, and completing a‘project in keeping with conventional
management principles and. practices.

¢ It can be used for a project of any size. It simply provides a framework to
start with, as well as the means to organise and manage effectively. It is like
having a project management assistant:

Project Standard 2003

Copyrighti& 1990-2002 Microsoft Corporation, &ll rights reserved,

The Project 2003 Environment
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Using the Main Menu

The Main Menu (or Menu Bar) contains all of the Project 2003 menu
options. From these menu options, you can access most of Project 2003's
features. It consists of drop-down menus and submenus which allow you to
select the command you want to execute:

@ File Edit ‘“iew Insert Format  Tools  Projeck Window  Help  Type aguestionforbelp - & X

Format | Tools  Project  wind

Texk Styles, ..
Bar Styles. ..

Dietails

r | Peak Units

Wk,

[~
8]

Cumulative Worl,

£

Cverallocation

Percent Allocation
Remaining Availability
Cask

Cumulative Cosk
Work, A ailability

it A ailability

Using the Ask a'Question Box

Aswell as the menus and submenus, the Main Menu also contains the Ask a
Question box at the far right. This feature allows you to type a question or
key words for a subject with which you need help:

M= ES

use conkour lines - F X

Project displays any related topics in the Search Results task pane:
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Search Results * x
@ e G

For additional and updated content,
search Microsaft Office Online,

) Learn more

20 results

) adjust the material =
consumpkion on an assignment

gl Adjust the time a work
resource spends on a kask

) Remove a task link

&) Change the appearance af link,
limes on the Gantt Chart

gy Change the link skyle of
Metwork Diagram boxes

g Adjust the amount of
remaining work,

gd View task progress with
progress lines

() Format the Gantt Chart view
automatically

g About indicators
g About progress lines

gy Change row height and wrap
bexk

G — b Ll Lo, .

e You can click on the links to read about the topic.

¢ If you have internet access, Project will also search on Microsoft Office Online
for.related help topics.

Using Task Panes

o The Task Pane'is a like a dialog box which lists some of the most common
tasks which you might want to accomplish with Project. The Task Pane
automatically opens when Project is started for the first time. If the pane
does not open, open it by selecting View > Toolbars > Task Pane from the
main menu.

e This area of Project has been much improved over previous versions. Earlier
versions only contained the New Project and Search task panes

e Project 2003 provides four task panes: Getting Started, Search Results,
Help and New Project.

Note: The Shared Workspace task pane is not available for use in Project
2003 Standard:
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|Getting Started % | x

(<5 Getting Started

M Search Resulks

11"

Help

Mew Project

et online training For Project

Mare. ..

Search Far:

| | =3

Exarple: “Print mare than ane copy”

¢ You can navigate between the task panes by clicking the Other Task Panes
down arrow on the upper right hand corner of the task pane and selecting the
pane you would like to use, or by using the Forward and Back arrows at the
top left corner to move between panes:

Getting Started * =
@ {al

Mlcr'FDrward tfice Online

Connect ko Micrasoft Office
Cnline

Get the lakest news ahout using
Praoject

Get anling training For Project

Mare. ..

Search Far;
shared workspace | a

Example: "Print mare than one copy”

To show or hide the Task Pane

e To show the task pane, right click on any toolbar and select Task Pane. A
check-mark will appear beside the toolbar if it is selected

OR from the main menu, choose View = Toolbars and select Task Pane
from the drop-down menu.

e To hide the task pane, right click on any toolbar and deselect Task Pane

OR from the main menu, choose View = Toolbars and deselect Task Pane
from the drop-down menu.
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€3 Using the Getting Started Pane

o The Getting Started pane is a new feature in Project 2003. It is similar to
task panes found in other Microsoft Office programs and contains links to
Microsoft Office Online, a link to open recently used projects, and a link to
create a new project:

Getting Started * X
@ e O
Microsoft Office Online

Conneck ko Microsoft Office
Cnline

Get the lakest news about using
Praject

Get anline kraining For Praject

Mare. ..

Search for:
|5hareu:| workspace | a

Example: “Print mare than one copy”

Open

Projects.mpp

Projectl.mpp
[ Mare...

j Create a new project...

e Clicking on one of the listed projects will open the project.
e Clicking on the More link, will display the Open dialog box.

¢ Clicking on the Create a new project link, will display the New Project
pane.

M\ Using the New Project Pane

¢ The New Project Pane allows you to create a new project from scratch,
from an existing project, or from a template:
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New Project

@ @ [

New
_] Blank Project

E:I}_?I Frorn existing project...

Templates
Search online for:

|DFFice mnowe

| [ETa]

03 Templates on Office Cnline

@ On riy cornpuker, ..

& On oy Meeb sites, ..
Recently used templates

Office Move
Mew Product

¢ Project 2003 now allows you to download templates from Microsoft Office

Online. Simply enter the type of template you would like to search for in the
Search online for text box and click on Go:

\it&

D}J Templates on Office Online
4] on my computsr. ..
[ Onomy Web sites, .

Templates
Search online for:

|new produck |

Click on On my computer to open the Templates dialog box, which lists all
templates which come with Project:

Templates |
General  Project Templates I
o ey @ @ B )il =)
Commercial Engineering  Home Move  Infrastructure FIEIEE
Conskrockion Deployment
2] I 5] 2] I 5]
Microsoft Microsoft Microsoft Microsoft
Active Direc,.,  Exchang...  ©Office 20...  Office Proj... Select an icon ko
SEE 3 preview,
%] I %] %] I %] B
Microsoft Microsoft Microsoft Microsoft
SharePoin...  wWindows ...  Windows,., ‘Windows ...
5 I ) I =l
Templates on Qffice Online | 0] I Cancel

Click on On my Web sites to open the New from Templates on my Web

Sites dialog box and browse to find the desired template:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 12 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

Mew from Templates on my Web Sites [ x|

Laak in: Il_g My Nebwork Places j @ - 3@ A Cy - Tools
“L‘] W My Web Sites an MSN
2
Py Metwark
Flaces

File: name: I j (Ereate Mew '|
Files of type: ITempIates i mpt) j Cancel l
&

o The New Project pane also lists Recently used templates for you to select
from.

M Using the Search'Results Pane

e The Search Results Pane has two areas. The upper portion is for displaying
the results of a searchwand the lower portion is for entering search criteria.

¢ In the Search area, you can use the drop-down menu to choose where you
would like Project to look for the information:

Search

Microsoft OFfice Online

Assistance

Training

Templates
Cffline Help »
Clip Art and Media
Cffice Marketplace

o After selecting where you would like Project to search for the information,
enter one or more keywords into the text box, then click on the green arrow:

Search

|Min:ru:usu:uft Office Online | v|

LI | =2

@) Type one or more ke';.:'wcuru:ls|
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Project displays the search results in the upper portion of the task pane:

iﬁearch Results r
5 | fa

28 resulks From QFffice Online 033

@) View baseline costs and -
actual costs on a daily basis

Help = Wiewing Costs
;\:ﬁl Calculating your project cost
information
Articles = Managing Costs
@ sbout using different

methods bo estimate cosk
kakals

Help = Managing Costs
@ Currency Fields
Help = Fields Reference ;"

Search
|Miu:ru:us-:uFt COffice Online | v|
|I:uudget |

@ Can'tfindit?

Simply click on the ink to display the Microsoft Office Help window.

Using the Project HelpiwPane

The Project Help pane allows-you to enter topics you would like assistance
with in the Assistance area.

Type one or more keywords in the Search for text box and click on the
green arrow:

Project Help *

@ @

Assistance

Search Far:
|I:|:n:|||:uars | %
4 Table of Contents

This will take you back to the Search Results pane, with all related topics
listed in the upper portion of the pane.

The Help pane also provides links to aid you in searching for help on
Microsoft Office Online and more links to other help features found in Project:
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Microsoft Office Online
Connect bo Microsoft Office
online

Get the lakest news about using
Project

et online training For Project

Mare. ..

ﬁ Bssisbance

g?J Training

g Communities
f‘j Cownloads

See also

What's Mew

Zontack Us

Accessibility Help

Cnline Conkenk Setkings. ..

Using Microsoft Project Help

¢ Project 2003's help is similar to the help found in Microsoft Office products.
You can access it several ways.

To access Micfosoft ProjectHelp
¢ Click on the Help icon found.on the far right corner of the Standard toolbar:

@J

Microsoft Project Help|

OR from the main menu, choose Help > Microsoft Project Help

OR press the F1 key.

e The Project Help Pane is displayed for you to search for help.

Accessing the Office Assistant

o The Office Assistant can also assist you in finding help on any questions
you may have. Simply click on the Office Assistant, type your question
into the text box and click Search. The assistant will show you a list of
possible help topics on which you can click to open the Microsoft Project
Help window and access the necessary information.
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To show the Office Assistant
¢ From the main menu, choose Help = Show the Office Assistant.

To hide the Office Assistant
e From the main menu, choose Help = Hide the Office Assistant

OR right-click on the Office Assistant and select Hide.

To turn the Office Assistant off

¢ Click on the Office Assistant, choose Options, and deselect the Use the
Office Assistant check box in the Office Assistant dialog box:

Office Assistant EHE |

Galery  Options |

[ ilsethe Sffice Assistark:

¥ Respond to F1 key ¥ Move when in the way
¥ Help with wizards ¥ Guess Help topics
¥ Display alerts ¥ Make sounds

™ Search For both product and programming help when programming
Shiow tips about

¥ Using Features more effeckively ™ only show high prioricy tips
¥ Using the mouse more effectively ™ show the Tip of the Day ak skarkup

I™ keyboard shorkouks Reset my tips |
| (8]4 I

Zancel

Toolbars

Using Toolbars

e Project has 14 toolbars in all. The Standard and Formatting toolbars are
shown by default. The other toolbars are used only for specific functions in
Project.

Showing a Toolbar

e From the main menu, choose View = Toolbars and select the toolbar you
would like to show

OR right-click on any toolbar and select the toolbar you would like to show.
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Note: A check-mark will appear beside the name of a toolbar if it is selected.

Hiding a Toolbar

From the main menu, choose View > Toolbars and deselect the toolbar you
would like to hide

OR right-click on any toolbar and deselect the toolbar you would like to hide.

Moving a Toolbar

Toolbars can be anchored to any edge of the Project 2003 window, or they
can float independently. To move a toolbar, hover your mouse over the
left edge of the toolbar you want to move. Your cursor will change to the

move cursor. Click your mouse and drag it to the location you want to
move it to:

S 5

Using the Standard Toolbar

The Standard toolbar provides quick access to commonly used actions. Each
icon represents a particular action. When you point to an icon (without
clicking), a descriptive tool tip appears to help you identify it. The following
is a list and brief description of the icons on the Standard toolbar:

—1 New - creates new project.
) Open - opens an existing project.
A
Save - saves the current project.
quz
Search - performs a search.
=
' Print - prints the project.
iﬁ.
“—‘{" Print Preview - changes display to print preview.

2 Spelling - performs a spell check.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 17 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

d6 Cut - cuts the selected range to the Office clipboard.

"Lg Copy - copies the selected range to the Office clipboard.
b
' Paste - pastes the last item from the Office clipboard.

‘; Format Painter - pastes formatting from one item in your project over
another.

=
") Undo - undoes the last action.

=L Hyperlink - inserts a hyperlink.

. Link Tasks - links selected tasks.

L Pl

=2
I Unlink Tasks - unlinks selected tasks.

e

1+

a
N

‘4‘

%,

I~ Split Task - splits selected tasks.
~— Task Information - displays the Task Information dialog box.
—J Task Notes - displays the Notes tab in the Task Information dialog box.

$ Assign Resources - opens the Assign Resource dialog box.

Publish All Information - publishes to the Microsoft Project Server.

Mo G - . L.
o et Group by - groups tasks according to your selection in the
drop down menu.

..‘t{
'~ Zoom In - increases the zoom.

"{' Zoom Out - decreases the zoom.
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W Go to Selected Task - changes the view to view details of the selected
task.

s

: Copy Picture - opens the Copy Picture dialog box.

(7]

= Microsoft Project Help - opens the Project Help Pane.

Using the Formatting Toolbar

¢ The Formatting toolbar provides quick access to commonly used formatting
actions. Each icon represents a particular action. . When you point to an icon
with your cursor (without clicking), a descriptive tool tip appears to help you

identify it. The following is a list and brief description of the icons on the
Formatting toolbar:

A

Outdent - makes the selected task a summary task.

v Indent - makes the selected task a subtask.

+*

Show Subtasks - shows subtasks.

Hide Subtasks - hides subtasks.

P

“'ﬁ Hide Assignments - hides assignments.

Show ~ . .
™ Show - allows you to select the level of detail you want to see in your
project from a drop-down menu.

Arial -
Font - selects fonts from a drop-down menu.

¢ N | Font Size - selects font size from a drop-down menu.

Bold - changes the selected text to bold.

v 4

Italic - changes the selected text to italic.
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= Underline - underlines the selected text.

Align Left - aligns the selected text to the left.

Center - aligns the selected text to centre.

Align Right - aligns the selected text to the right.

Al Tasks . . .
* Filter - allows you to filter tasks according to the selected

option from the drop-down menu.

AutoFilter - places a drop-down menu at the top right of every column
to allow you to filter information easily.

“} Gantt Chart Wizard -_starts the Gantt Chart Wizard.

Using the Project Guide

e The Project Guide is a new "goal-based user interface" which can help you
start your project. It is similar to the task pane and provides guides and
wizards in four main categories: Tasks, Resources, Track and Report.

To Show the Project Guide
e To.view the Project Guide, from the main menu, select Tools > Options.
Click on the Interface tab and check off Display Project Guide.

o/ Then from the main menu, select View > Toolbars > Project Guide. The
Project guide toolbar will be displayed.

¢ Click on the Show/Hide Project Guide button on the Project Guide
toolbar to display the Project Guide Pane:

Project Guide

|_|j Tasks| = | Resources =+ | Track - | FReport -
4

ShiowHide Project Guide|

¢ When you click on a topic on the Project Guide toolbar, the corresponding
Project Guide Pane will be displayed:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 20 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

@ @}Tasks

Flan and schedule your
project's tasks by clicking an
itern belaw, Clicking an itermn
displays tools and instructions
for completing that step.

Set a date to schedule fro
Define general working tir&h
List the tasks in the project
Organize tasks into phases
Zchedule tasks

Link to ar attach more task
inforrnation

&dd columns of custom
inforrnation

Set deadlines and constrain
tasks

After planning vour tasks, you
can go to the Resources area
to build vour praject's tearm
and assign people to tasks,

¢ Click on the blue links to go to a particular subject where Project will guide
you through each step:

@ @Set a date to schedule
from

Enter project information

This wizard helps you get
started with your project,

Enter the estimated date your
project will begin:

[12¢2:2003 |

Enter additional
information

Mow yvou're ready to start filling
in the details of your project.
Click Done below and follow
the topics in this sidepane to
beqgin.

e You can easily navigate from one topic to the next using the Project Guide
toolbar:

Project Guide

1= ||Tasks| = | Resources = | Track = | Repart -

e Each topic has its own drop down menu which you can use to navigate
through the steps:
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Project Guide * =

Set a date to schedule From

= |/|Tasks - || Resources = | Track - | Report -

Define general working times i:‘\)v
List the tasks in the project

Organize tasks into phases

Scheduls tasks

Link ko or attach more task information

Add columns of custam infarmation

Set deadlines and constrain basks

You can quit the Project Guide at any time by clicking on the red “X” at the
top right corner of the Project Guide:

@ 2 Tasks
x

Flan and schedule your
project's tasks by clicking an
itern belaw. Clicking an itern
displays tools and instructions
for completing that step.

OR by deselecting the Show/Hide Project Guide button on the Project
Guide toolbar.

Review Questions

How would you:

Use the main menu?

Use the Ask a Question box?
Use task panes?

Use the Getting Started pane?
Use the New Project pane?
Use the Search Results pane?
Use the Help pane?

Use the Office Assistant?
Show a toolbar?

Hide a toolbar?

Move a toolbar?

Use the Standard toolbar?
Use the Formatting toolbar?
Use the Project Guide?
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Defining the Project

When you have completed this learning module you will have seen how to:
e Create a New Project

e Open a Project

e Use File Properties

e Enter Start and Finish Dates

e Establish a Project Calendar

e Save a Project

e Close a Project

e Quit Project

Creating a New Project

Starting a New Project

e From the main menu, choose File = New and click on Blank Project in the
New Project task pane:

MNew Projeck A
@ &) G
New

_] Blank Projec
L@ From existindproject, .,

Templates
Search online For:

| | | (ETn]
Dﬁ Templates on Office Online
@ On oy compuker, ..

[ o Web sites. .

Recently used templates
Cffice Move
Mew Product

OR click on New icon J on the Standard toolbar

OR press the Ctrl + N key combination.

Opening a Project
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Opening a Project
e From the main menu, choose File = Open

il |

. |

OR click on Open icon iwsd on the Standard toolbar
OR press the Ctrl + O key combination.
e This will display the Open dialog box. Browse to find the project you wish to

open. Open either by clicking on the file and then clicking Open, or by
double clicking it:

Open
Look. in: IB My Documents j @ - A q S i v Teals T
L drﬂy Music
My Recent |2 My Pictures
DlpEUmETE | )My Received Files
?ﬁg |7 5naglt Catalog
Deskkop
N
My Documents
1
My Computer
3 FilE Mame: - CODEC ] | T|
i DEC... e l=lp]
My Metwark. _ I J |
Places Files of bype: IMichsnFt Project Files {*.mp*) j
i

Using File Properties

Utilising File'Properties

o File Properties automatically gathers and stores miscellaneous information
about a file. To access file properties, from the main menu, choose File >
Properties.

o The File Properties dialog box is displayed.

e The General tab provides a quick summary of the name, type, location, size,
creation date, modified date, accessed date and attributes of the project.

e In the Summary tab, you can enter any additional information you may
want to record regarding your project:
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Project? Properties B |

izeneral  Summary |Statisti-:s| Cl:nntentsl Custl:uml

Title:

Subject:

Managet:

|
|
Authar: I
|
COmnpanty': I

Categoary: I
|

Keywords;

Camments:

Hyperlink, I
hase:

Template:

[ Saye preview picture

| Ik I Zancel

e The Statistics tab 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.

¢ The Contents tab shows a project summary. It tells the start date, finish
date, duration, work hours, cost, % complete, and % work complete.

e The Custom tab allows you to add custom file properties to the project.

Entering Start and Finish Dates

Inputting Start and Finish Dates

o 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 which you choose.

¢ The start and finish date information is entered in the Project Information
dialog box.

To Enter Project Information

¢ To enter project information, from the main menu, choose Project >
Project Information. The Project Information dialog box will be
displayed:
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Project Information for 'Project1’

Start date: [rit2/12/03 | curentdate: [Fri1z/12/03 -

Einishdate:  [Fri12/12/03 | statusdater  [ma hd

Schedule From: |F'r':']'E!Et Start Date j Calendar: IStanl:Iarl:I j
&l tasks beqgin as soon as possible, Priarity: BO00 ==

Help | Skatistics. .. I

I I

Cancel

e Depending on what you choose from the Schedule from drop-down menu
(Project Start Date is the default), either the start date or finish date will be
available for you to select:

Project Information for "Project1”

Start date: | Fri 12}12f03 =|  currentdate: [Fri12f12/03 -
Firish date: [ Fri12/12/03 | statusdate:  [nn -
Schedule from: ([T g REl Calendar: IStanu:Iaru:I j

Project Skark Dake
Project Finish Date

o

Priority: a0g =

K I

all kasks

Help | Skatistics., .. I Cancel |

e You can either type in the date, or click the down arrow to display a pop-
up calendar to select a.date.

o Typically; the other fields (Current date, Status date, Calendar, and
Priority) can be left as the default values.

e Click OK. Project will close the dialog box and save the information for you.

¢ This information can be changed at any time throughout your project, and
can be useful in trying out "what-if" scenarios in the planning stage.

e You-can choose to have the Project Information dialog box open
automatically every time you start a new project by choosing Tools =
Options to open the Options dialog box. On the General tab, check off
Prompt for project info for new projects:
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Options |
Interface | Security |
Schedule Calculation Spelling Save
Wi General | Edit Calendar

aeneral options for Microsoft Sffice Project:
¥ show startup Task Pane [ Set gukoFilker on For new projects
[ open last file on startup V¥ Recently used File list: |4_3 enkries
Fi}l}nmpt for projeck info For new projecks:

Usef name: |

Setvice Options.. .

Planning ‘Wizard
¥ advice from Flanning 'Wizard
W advice about using Microsoft Office Projeck
W advice about scheduling
W advice about errors

General options for 'Project1’

¥ automatically add new resources and kasks

Defaulk standard rake: | 0.004h
Defaulk overtime rake: |EI.EIEI.I'|'| Set as Default |

Help | (0] 4 I Cancel I

Establishing a Project Calendar

Setting up a Project Calendar

¢ 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.

Making a New Calendar

e To make a new calendar, from the main menu, choose Tools > Change
Working Time. The Change Working Time dialog box will open:
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Change Working Time [ ¢ |

For: IStanu:Iaru:I (Project Calendar) j
Set working time for selecked datels)
Select Dakels): Set selected datels) to;
December 2003 :l i+ Use default
: :"1 2T :"'I Lh g ES ?5 " Monwwarking tirme
Manwoarking " Mondefaulk working Eime
| Edted working 5 [9 [10 1 [i2]13 [1a | | Erom: o
L 15 |16 [17 [1& [19 |20 |21 [pa:00 [ 12:00
Cn this calendar:
_ 22 |23 24 |25 26 |27 |28 [13:00 [17:00
Edits ko a day of
= the week g 30 =1 I I
£ Edis b an
3 individual day - I I

Help | Hew. .. | Cptians. ., I (0] 4 I Cancel I

Click on New. The Create New Base Calendar dialog box will open:

Create Hew Basze Calendar HE

Mame: | Calendar 1

¥ iCreate new base calendar!

"~ Make a copy of |5I:an|:|ar|:| j calendar

| (a4 I Cancel |

Enter a descriptive name for the new calendar.

Use the radio buttons to either create a new base calendar, or make a
copy of the type of calendar you select from the drop-down menu.

Click OK to go back to the Change Working Time dialog box to customise
the new base calendar.

Changing Calendar Options

Click on Options to open the Calendar tab in the Options dialog box. Enter
the appropriate information to describe a typical workday and workweek.

Note: You can change the first day of the week from Sunday to Monday (or
any other day) by selecting Monday from the Week starts on drop down
menu.
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¢ Click OK to close the Options dialog box:

Options |
Interface Securiky
Schedule Calculation Spelling | Save |
Wigw zereral Edit {Calendar!

Calendar options for 'Project1’

Week starts on: | Monday "I
Fiscal wear starks in: |Januar':.-' vI

[T llze starting vear far B numbeting

Default start Lime: Iua;uu These times are assigned ko tasks when vou enter a
start or finish dake without specifving a time. IF wou
Default end time: I 17:00 change this setting, consider matching the project

calendar using the Change Working Time command on
the Tools menu.

Hours per day: .00 -
Hours per week: I"r':'-':":' 3:
Days per month: 20 =

Set as Default |

Help | (0] 4 I Cancel I

To change a Galendar

e You can make exceptions to the regular schedule set in the Options dialog
box by altering working times and working days.

¢ In the Change Working Time dialog box, select the calendar you would like
to make the changes to from the For drop-down menu.

o Use the Select Date(s) portion of the dialog box to select a specific date or
range of dates.

e Use the Set Selected Date(s) to portion of the dialog box to make the
necessary changes.

Saving

Saving Your Project
¢ From the main menu, choose File > Save

|
OR click on Save icon 'ﬂ on the Standard toolbar

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 29 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

OR press the Ctrl + S key combination.

o If you are saving your project for the first time, the Save As dialog box will

open:
Save i I‘D My Documents j @~ | X g EF -~ Toos-
)My eBooks
. drﬂv Music

My Recent ﬂMy Pickures
Deelneris ) My Received Files
) 5naglt Catalog

Deskiop

0

My Documents

%n_

[y Computer

. _—
My Netl.-;cnrk j ODEC. .. | Save

Places Save as byps: IF‘rDject (*.mpp) ﬂ cancel |
4

e Browse to find the location where you would like to save your project, enter
a name in the File name text box, and click Save.

File name:

Quitting and Closing

Closing-aProject
¢ From the main menu, choose File > Close

OR click on the Close Window [x] button on upper right hand corner of the
Project window:

Tvpe a question for help = @

Close Windaw
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e If you have not saved your project yet, you will be prompted to do so:

Microzoft Office Project

P Do ol wank ko save changes to "Projeckl"?

Yes Mo | Zancel

Quitting Project 2003
¢ From the main menu, choose File > Exit

OR click on Close Window [x] button on the title bar:

= EY

Type a question For help :
Close

Review Questions

How would you:

e Create a New Project?

e Open a Project?

e Use File Properties?

e Enter Start and Finish Dates?
o Establish a Project Calendar?
e Save a Project?

e Close a Project?

e Quit Project?
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When you have completed this learning module you will have seen how to:
e Enter a task

e Enter task durations
o Enter subtasks

e Use recurring tasks
e Use task notes

e Assign milestones

o Enter constraints

o Edit tasks

o Delete tasks

e Move tasks

o Create dependencies

Entering Tasks

e Tasks are the specific activities'which must be completed in order to finish
your project — essentially, a'to-do" list. Your task list is the backbone of your
project plan. It is essential to create your task list as comprehensively 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, although it is not necessary to be
completely accurate as there are ways to edit, add, delete, and move tasks.

Entering Tasks

e There are a couple ways to enter a new task. The first is to click in the Task
Name column in the first row of the Gantt table and enter the task name.
The task name will also appear in the entry bar above the Gantt table.

Note: The Gantt Chart is the default view in Project. It will be discussed in
more detail later:

E.ﬁ Microzoft Project - Project3
File Edit Wiew Insert Format Tools  Projeck  Window  Help
=

= o Al TEENE o - El -] |ND Sroup v|
- % ke show - | [Arial -8 - B 7 U|=E = = |[alTasks -] 7=
S| Task 1
o Tazk PMame Duration Start Finizh Predecessors  |Resource MNames

Task 1
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e You can accept the information you entered by clicking on the check mark in
the entry bar or by moving to another cell:

M| Task 1

Task Mame l"g Durs

1 |[Taszk1 1

o After you accept the information, the task is assigned an ID number which
is displayed in the far left column.

e The second way to enter a task is to enter the information in the General tab
of the Task Information dialog box.

e You can access the Task Information dialog box by clicking on Task
Information icon

on the Standard toolbar
OR from the main menu, choose'Project = Task Information
OR double-click on the task
OR press the Shift + F2 key combination:

T ask Information |

General |Preu:|e-:essu:ur5 | Resources | Advanced I Mokes |Custu:um Fieldsl

Marne: | D ation: I 3: [E Estimated
Petcent complete: | 3: Priority: | 3:

Dates

Start: | - Finish: | -~

[® Hide rask bar
[® Roll up Gantt bar b summary

Help | | (04 I Cancel

Entering Task Durations
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Entering Task Durations

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

m Minutes

h Hours

d Days

ed Elapsed days
W Weeks

moe  Months

To change the duration of a task, either type the duration into. the Duration
column in the Gantt table view

OR use the arrow buttons on the right end of the Duration box to adjust the
duration incrementally:

Taszk Mame Duration

1 Task 1 1 day? =

Note the question mark<beside the duration. This indicates that the
duration is an estimate. Unless you know the exact beginning and end times,
leave it as an estimate so that Project will have greater flexibility in adjusting
the amount of time needed to complete a task.

When you manually change the duration of a task, the question mark which
indicates an estimated.duration disappears. To specify that the changed
duration is still. an estimate, check the Estimated box in the Task
Information dialog box:

Taszk Information |
General | Predecessors I Resources | Advanced I Mokes | Custom Fields I
Marng: [m Duration: | 1dv 3: il [%}itimated
Percent complete: | 0% 3: Priority: | 500
Dakes
Start: |Fri 12/12/03 i Binish: | Fri 12/12/03 |
[ Hide task bar

[~ Rall up Gantt bar ko summary

Help | O I Cancel

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 34 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

Project automatically calculates the Start and Finish dates based upon the
basic project information you provided in the Project Information dialog
box and the task duration you entered. It is best to leave the dates as
Project has calculated them and fine-tune them at a later date.

Entering Subtasks

Entering Subtasks

Subordinate tasks, or subtasks, are used to break large tasks into smaller
units until you reach the level of detail you want. This can be especially
useful in the displaying and printing of your project.

By breaking large tasks into smaller, more manageable tasks, you may be
able to schedule them to run concurrently, thereby reducing both the
duration of the task and the duration of the project.

To

enter a subtask

Insert a row by highlighting the row directly below where you want to insert a
subtask:

& |Task Name ‘ Duration Start ‘ Finish
1 Task 1 Tday?  Fri12A2M3  Fri12M203
3 Tazk 3 Toay? Fri12A2M3  Fri12H203
4 Task 4 Tday?  Fri12M2M03  Fri12M203

To create a new row, from the main menu, choose Insert = New Task

OR press the Insert key on your keyboard.

This will create a new task row:

€ |Task Name ‘ Duratian Start ‘ Finizh ‘
1 Task 1 Tday?  Fri12M203  Fri120203
3 Task 2 Toay?  Fri12M2M3  Fri120203
4 Task 3 Tday?  Fri12M2M03  Fri120203
5 Task 4 Tday?  Fri120203  Fri 124203

Enter the name of the subtask. Accept the new task by clicking on the check
mark in the entry bar, or by moving to another cell.

Click on the Indent icon v
task to make it subordinate

on the Formatting toolbar to indent the new

OR right-click on the new task’s ID number at the far left and select Indent
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from the drop-down menu:

L] -

ut Task
=8 Copy Task

T Paste

| Paste Special. ..

= few Task,

Delete Task

A Fort..,

_ Text Styles. ..

Task Information, .,

o | TaskMotes...

4F | Show Subtasks
_ | = Hide Subtasks

T w@  Qukdent

= Indent [ |

L “g_j!,'_J Hyperlink...

Note how the new subtask is indented, and the task above it is now bolded
(indicating that it is.a summary task) and has a minus sign beside it which
allows you to show or hide the subtask:

2 Tazk Mame Duration Start Finizh
1 = Task 1 1day?  Fri124203  Fri1212/03
2 Subtaszk 1 1day?  Fri12M203  Fri12M 203
3 Task 2 1day?  Fri12M203 )  Fri12M1203
4 Taszk 3 1day?  Fri12M203 0 Fri12M203
] Task 4 1day?  Fri12M2M03 )  Fri12M 203

It is also possible to break a task down even further and create a subtask for
a subtask:

£ | Taszk Mame Duration Start Finizh
1 El Task 1 1day? | Fri1211203 | Fri121203
2 =l Subtask 1 1day? | Fri12M203 | Fri1211203
|-- Sub Subtask -
4 Task 2 1day? Fri12M2M03  Fri12Mn203
5 Taszk 3 1day?  Fri12M2M03  Fri12Mn203
E Task 4 1day? Fri12ZM2M3  Fri12n2o3

This can be especially useful when you are working on a large project which
requires many levels of detail.
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Creating a Summary Task

e Alternately, you can choose to group the tasks you have already entered
under a summary task.

e Insert a row by highlighting the row directly below where you want to create
a summary task:

Finish

Task Mame Duration

Fri121203  Fri12M203
2 Task 2 1day? Fri12M203  Fri1202i03
3 Task 3 1day? Fri12M203  Fri12/12i03
4 Task 4 1day? Fr12M203  Fri12/2i03

e To create a new row, from the main menu, choose Insert = New Task

OR press the Insert key on your keyboard.

e This will create a new task row. Enter the name of the summary task.
Accept the new task name by clicking on the check mark in the entry bar, or
by moving to another cell.

e Select the rows which you would like to group under the summary task by
highlighting them.

e Click on the Indent icon v
to make them subordinate

on the Formatting toolbar to indent the tasks

OR right-click on the highlighted tasks and select Indent from the drop-
down menu:

::EL-% = % Show~ | Al -5 - B I U |[E|E

Indentl
o Tazk Mame Druration Start Finizh
1 summary Task 1 day? Tue 200503 Tue 2000503

1d Tue 03

Tue 20M05/03

Using Recurring Tasks

Entering 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.
Project allows you to create the task once and then designate both frequency
and timing to it.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 37 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

To create a Recurring Task
¢ From the main menu, choose Insert > Recurring Task.
e The Recurring Task Information dialog box opens:

Recurring Task Information |

Task Marne: | Curation: | 1d E

Recurrence pattern
" Daily
% Weekly
C Monthly | [T sunday
" Yearly [ Thursday [ Friday [ Saturday

Range of recurrence

|every j week an:

Skark: |M|:|n 0501704 j ¢ End after: |3E| 3: OCCLUFPERCES
+ End by: | Fri3ofo7 /04 -

Calendar For scheduling this Eask

Calendar: II"-.II:InE j I |Scheduling ignates resaurce calendars

Help | Ik I Cancel

e Enter a name in the Task Name box.
e Enter the duration in_the Duration box.

e Enter the recurrence pattern by using the option buttons, drop-down
menus and check boxes in the Recurrence pattern section.

o Enter the length of time the task recurs by using the options in the Range of
recurrence section.

e Click OK to return to the Gantt.Chart view.
¢ Notice the recurring task symbol in the Indicator column:

o Tazk Mame ‘ Druration | Start
100 [Fl Landscaping and Grounds 12 days Mon 0507104
10 Pour concrete driveway a 2 days Man 050704
102 Install backyard fence 2 days Wied 140704
103 Sod and complete planting 2 days Fri 16704
104 Sod and complete planting 1 day Tue 20007104
105 [=] Final Acceptance 150 days Mon 050104
106 Cotnplete final inspection f 1 day Wifed 24 10704
107 Cleanup for occupancy 1 day Thu 22007104
108 Perfarm final walk-througk 1 day Fri 2310704
108 Complete punch list tems S days Maon 26107104
110 (} | Recurring Task ! 146 days Mon 050104

Using Task Notes
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Entering Task Notes

Notes can be attached to a task to quickly display information regarding
anything related to it. Notes can be displayed onscreen and included in
printed reports.

To enter a Task Note:

Select the task to which you would like to add a note and from the main
menu, choose Project = Task Notes

OR right-click on the task and select Task Notes from the drop-down menu

OR double-click on the task and select the Notes tab in the Task
Information dialog box:

T azk Information |
General I Predecessors | Resources | Advanced Maokes | Zuskom Fields |
Manme: |F‘|:|ur concrete driveway and sidewalks Ciur akian: IZ::I 3: [ Estimated
MNotes:

NEEEEE

Help | | (4 I Cancel

Use the area provided to enter your notes. You can use the formatting tools
provided to format your note.

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

Notice the note symbol in the Indicator column:

o Task Mame ‘ Druration ‘ Start
100 =l Landscaping and Grounds 12 days Mon 0507104
101 t:i'?.}s Pour concrete driveway & 2 days hlon 050704
102 Inztall backyard fence 2 days Ve 1407 04
103 Sod and complete planting 2 days Fri 16/7 04
104 Sod and complete planting 1 day Tue 20704
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Hover your mouse pointer over the note symbol to read the note:

o Task Mame ‘ Druiration ‘ Start
100 = Landscaping and Grounds 12 days Mon 050704
10 E__I Pour concrete driveway a 2 days haon 050704
102 | n;f_:-?al Motes: 'This is a noke.' 2 days Wiad 1407104
103 Sod and complete planting 2 days Fri 16/7 04
104 Sod and complete planting 1 day Tue 20704

Assigning Milestones

Assigning Milestones

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

Milestones are marked by a diamond in the Gantt Chart view:

(1] Task Mame Duration Start Finizh De
[T[F[s[s]
1 = Summary Task 1day?  Fri1242/03  Fri1212/03 -y
2 5;-:-'-'-_.:-'_‘5 Taszk1 1day? Fri12M203  Fri121203
3 Task 2 1dayy Fri12M203  Fri1201203
4 Task 3 1day? Fri12M2003  Fri12M 2003
5 Task 4 1dayy Fri12M203  Fri120203
(=] Milestore 1 1dayy  Fri12M203 0 Fri12M203 Q 12742

To create a Milestone

Create a new task and enter a null value in the duration field. Project will
automatically recognise it as a milestone

OR double-click ' on the task you would like to make a milestone and select

the Mark task as milestone checkbox in the Advanced tab of the Task
Information dialog box:
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Taszk Information |
zeneral I Predecessors | Resources fdvanced | Mokes | Custom Fields |
hame: |Milestu:une 1 Ciur akian: IIIIl:Il 3: [ Estimated
Conskrain task
Deadline: | & j
Constraint bype: |,.:.,5 Saon As Possible j Constraint dake:  [Ma j
Task bype: |Fi><EE| Units j [w Effort driven
Calendar: |NDI'IE j ™ |scheduling igmores resource calendars
WES code: | 1.5
Earned value method; %o Complete j
v ﬁark task as milestone
Help | | Ok I Cancel

e Click OK.

Entering Constraints

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

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

To enter a Constraint
e Open the Task Information dialog box and click on the Advanced tab:

T ask Information |

General I Predecessars | Resources Advanced | Motes | Cuskarn Figlds |

hame: |Task1 Ciur akian: Ill:l? 3: [V Estimated

Conskrain task

Deadline: | & j
Constraint tvpe: | IR e g Rl e ] ) » Constraint date: (A j
| 4 Late &s Possible |
A= Soon As Possible
Task bype: Finish Mo Earlier Than \ I Effart driven

Finish Mo Later Than
Must Finish Cn

Calendar: ™ |scheduling igmores resource calendars

WES code: Musk Skart On
- Start Mo Earlier Than
Earned value method;| Skart Mo Later Than

[ mMark kask as milestone

Help | | (4 I Cancel

e Choose the desired constraint from the Constraint type drop-down menu
and enter a constraint date if applicable.

Using Deadlines

o Deadlines differ from constraints in the way that Project doesn't take the
deadline date into consideration when creating a schedule. It will, however,
alert you if the estimated finish date for a task is after the deadline date, by
flagging the task in the Gantt view with an exclamation mark.

To Create'a Deadline

e To create a deadline, open the Task Information dialog box of the task you
would like to assign a deadline to. Click on the Advanced tab and either
type a date into the Deadline field or use the drop-down calendar to select
the deadline date:
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T azk Information

General | Predecessors | Resources Advanced | Mokes | Custom Fields |

Mame: |Task0ne Duration: |1d? 3: [¥ Estimated

Constrain kask

Mon 15/12/03

Deadline:

December 2003

Constrail o Tue Wed Thu  Fri

24 25 26 27 25 29 30
1 2 3 4 3 6 7
Task twpe: | & 9 10 11 1z 13 14 | |V Effort driven

16 17 18 19 20 21
Calendar: %23 24 25 26 27 28 | I Schedilingignotes resource calendars
&9 30 31 1 2 3 4
o AToday: 15/12,/2003
Earned value method: |°a"o Compleke -

Comskraink dake: IN.G. j

WES code:

[ Mark task as milestone

Help | [0l 4 I Cancel

Editing Tasks

Editing Tasks

¢ Tasks can be edited using a number of different methods, although the
easiest and most convenient way is to use the Task Information dialog box
because all of the task.information iis readily available for you to review and
change if necessary:

T azk Information E3 |

iGenerali |F‘redecessnrs | Resources | Advanced | Mokes |Custu:um Fielu:lsl

Marne: I Duarakion: | 3: EEstimated
Percent complete: | 3: Pricriky | 3:

Dates

Start: | = Finish: | E

[® Hide task bar
[® Roll up Gantk bar ta surmmary

Help | Ok I Cancel
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Deleting Tasks

Deleting Tasks

¢ 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.

To delete a Task
e Highlight the task or range of tasks to be deleted.
¢ From the main menu, choose Edit > Delete Task

OR press the Delete key on your keyboard

OR right-click on the highlighted task(s) and select Delete Task:

2k Tday?  Fri1202m3
g6 Cuk Task 1day?  Fri12M2103
23 Copy Task
P!

Paste

— Paste Special. ..
Mew Task,

| Delete Task %‘

_ | A Font..

— Teavh Shulre

Moving Tasks

Moving Tasks
¢ Highlight-the task or range of tasks which you would like to move.
e Place your mouse over the ID number of the task until it becomes a move

cursor:
&  |TaskMName ‘ Duration Start ‘ Finizh
1 = Summary Task 1day? Fri124203 0 Fri1212/03
2 {r_-;; Task 1 1dayy| Fri12M203  Fri12M 202
ﬁ ' Fri12M2M3  Fri12M2i0
4 Task 3 1dayy| Fri12M203  Fri12M 202
5 Task 4 1dayy| Fri12M2030  Fri12M 2002
E hilestone 1 1day?| Fri12M203 0 Fri12M 2002

¢ Drag and drop the task(s) to the desired location
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OR cut and paste the task to the desired location.

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 out-dent it so that it is at the highest
possible level.

Creating Dependencies

Establishing Dependencies

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.

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.

There are four different types of dependencies (or linkages) which will be
discussed in detail.

Using Finish-to-Start (FS) Dependencies

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.

To create a Finish-to-Start (FS) dependency

There are a few different ways to establish a finish to start dependency.
Use the Predecessors tab in the Task Information dialog box.

Click on_the down arrow at the right side of the Task Name column to select
the name of the task you would like to set as the predecessor:
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T azk Information E3 |

General Predecessars | Resources I Advanced | Mokes I Custom Fields
Mame: |Task2 Duration: |1|:|? 3: I¥ Estimated
Predecessars:
x| ~

10 Task Mame Type Lag
-
Task 3
Task 4
Milestone 1
|
Help | O I Cancel |

¢ Choose the type of dependency from the drop-down menu of the Type
column:

Task Information E |

General Predecessors | Resources | Advanced | Mokes | Zuskom Fields |
Marne:; ITaSk 2 Duration: | 1d? 3: v Estirnated
Predecessors:

#lo 1| Finish-to-Start {F35) -
1D Task Mame Type Lag
z Task 1 » fi0d

Skart-to-Skart (550
Finish-to-Finish {FF)
Skart-to-Finish (SF)
(Mone)

Help | 0k I Cancel |

e Click OK

OR in the Gantt Chart view, hover your mouse pointer over the task you
would like to make the predecessor until the cursor becomes four arrows
pointing outward:
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Task Mame 13 Dec '03
= |S I |T |'l.-"'-.l' | T |

1 | Summary Task “

2 Task 1 :

! £

3 Task 2

4 Tazk 3

5 Task 4

e Click and drag the mouse pointer to the task which you would like to make
the successor. The cursor becomes a link symbol and an information box is
displayed describing the link you are creating:

o Task Mame 03 Dec: '03 15 Dec '03
MITWI TIF[S|SIM|Tw(T|F|
1 E Summary Task “

2 L
Finish-ta-Stark Link.

Fram Finish OF: Task 2
To Skart OF; Taszk 3

¢ Release the mouse and the link will be created

OR in the Gantt table view, highlight the tasks you want to link.
e From the main menu;.choose Edit > Link Tasks

£

OR click on the Link Tasks icon — on the Standard toolbar

OR press the Ctrl. + F2 key combination.

Using Start-to-Finish (SF) Dependencies

o  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.

To createa Start-to-Finish (SF) dependency

e Use the Predecessors tab in the Task Information dialog box (as outlined
in the previous section) to set this link

OR create a dependency using any one of the methods used to create a finish
to start dependency (described in the previous section).

¢ Double-click on the arrow joining the tasks in the Gantt Chart view:
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|15 Dec ‘03
14
p—

e This will open the Task Dependency dialog box:

Tazk Dependency |

Fram: Task 1

To: Task 2

I =R | Firish-to-Stark (F3)

Fimish-ta-Skark (F3)
Skart-to-Start (55) ] Cancel |

Finish-to-Finish (FF)

Stark-to-Finish (5F)

(MNaone) k

e Select the Start-to-Finish (SF) dependency type from the Type drop-down
menu.

e Click OK.

Using Start-to-Start (SS) Dependencies

e 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.

Tocreateya Start-to=Start (SS) dependency
¢ There-are a few different ways to establish a start to start dependency.
e Use the Predecessors tab in the Task Information dialog box.

¢ Click on the down arrow at the right side of the Task Name column to select
the name of the task you would like to set as the predecessor:
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T ask Information |
General Predecessors | Resources | Advanced I Motes | Custam Figlds |
Mame:  [Task2 Duration: |1d? 3: ¥ Estimated
Predecessors:
*®]
10 Task Mame Type Lag
-

Task 3 q

Task ¢4

Milestone 1

Help | | Ik I Cancel

e Choose the Start-to-Start dependency from the drop-down menu of the
Type column:

Task Information |
General Predecessors | Resources | advanced I Mokes | Zuskom Figlds |
Mame: |T-E|5k 2 Diur akion: I 1d? 3: v Estimated
Predecessors;
%[ Finish-to-Start (FS)
1D Task Mame Type Lag
1 Task 1 = Hod

Fimish-ta-Skark (F3)

Finish-to-Finish (FF)
Stark-to-Finish (5F)
(MNaone)

Help | | Ik I Zancel

e Click OK

OR in the Gantt Chart view, hover your mouse pointer over the task you
would like to make the predecessor until the cursor becomes four arrows
pointing outward:
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e  |TaskMame 13 Dec '03
SIM|T [w|T[F]
1 E summary Task -y
2 | Task 1 5
3 Task 2
4 Task 3
=) Task 4

Click and drag the mouse pointer to the task which you would like to make
the successor. 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. This can be changed once the link has been made:

(3] Task Mame Dec '03 13 Dec '03
TW[T|F[S[3[M]|T T
El Summary Task ey

1
Finish-to-Start Link.

Frarm Finish OfF: Task 2
To Skart OF; Task 3

Release the mouse and the link will be created.
Double-click on the line linking the tasks:

|15 Dec:'03
L
p—

This will open the Task Dependency dialog box where you can modify the
dependency type:

Tazk Dependency [ x|
From: Task 1
Tos Task 2

Type: (ST ]
Finish-to-Skart {F5)

Stark-bo-Skart (55) Cancel |

Finish-to-Finish (FF)
Stark-to-Finish (5F)
(MNonge)

Click OK.
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Using Finish-to-Finish (FF) Dependencies

e In a finish-to-finish relationship, the successor can't finish until the
predecessor finishes. The tasks can happen simultaneously, but the
predecessor has to have finished in order for the successor to finish.

To create a Finish-to-Finish (FF) dependency
e There are a few different ways to establish a finish to finish dependency.
e Use the Predecessors tab in the Task Information dialog box.

e Click on the down arrow at the right side of the Task Name column to select
the name of the task you would like to set as the predecessor:

Task Information |
General Predecessors | Resources | Advanced I Motes | Custam Figlds |
Mame: |T-E|5k 2 Diur akion: I 1d? 3: v Estimated
Predecessors;
A1 |
1D Task Mame Type Lag
-

Task 3 i

Task ¢4

Milestone 1

Help | | Ik I Zancel

¢ Choose the Finish-to-Finish dependency from the drop-down menu of the
Type column:
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T azk Information |
General Predecessors | Resources | Advanced I Mokes | Zuskom Fields |
Mame:  [TaskZ Duration: | 1d? 3: W Estimated
Predecessors:
#|.1 Finish-ta-Finish (FF3
10 Task Mame Type Lag
? Task 1 Finish-to-Finish {FRj+ f0d

Finish-to-3kart (F3)
Skart-to-Start (550
Finish-to-Finish {FF)
Start-to-Finish {SF) k
(MNane)

Help | | (4 I Cancel

Click OK

OR in the Gantt Chart view, hover your mouse pointer over the task you
would like to make the predecessor until the cursor becomes four arrows
pointing outward:

(5] Tazk hlame 135 Dec: '03
S[SM|T [T [F]
1 El Summary Task ey
i ST
3 Task 2 ig
4 Task 3
5 Task 4

Click and drag the mouse pointer to the task which you would like to make
the successor. 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. This can be changed once the link has been made:

(3] Task Mame G '03 135 Dec '03
[TIFIS|SM[T W T|F]|
1 El Summary Task ey

El [

Finishi-to-Start Link %9
Frarm Finish OfF: Task z |2
To Skart OF; Task 3 |@

Release the mouse and the link will be created.
Double click on the line linking the tasks:
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|15 Dec ‘03
i
—

This will open the Task Dependency dialog box where you'can modify the
dependency type:

Task Dependency

Fraom: Task 1
To: Task 2
Twpe: Start-to-Start (S50

Finish-to-3kart (F3)
Skart-to-Start (550
Finish-to-Finish {FF)
Start-to-Finish {SF)
(MNane)

x]
Lag: [0d =]
Cancel |

Click OK.

Review Questions

How would you:

Enter a task?

Enter task durations?
Enter subtasks?

Use recurring tasks?
Use task notes?
Assign milestones?
Enter constraints?
Edit tasks?

Delete tasks?

Move tasks?

Create dependencies?
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Resources

When you have completed this learning module you will have seen how to:

Create a resource list
Enter working time

Enter costs

Enter notes

Assign resources to a task

Creating a Resource List

Creating Resources

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

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.

To create a Resource

One of the best ways to enter resources is by using the Resource Sheet
view.

To open the Resource Sheet view, from the main menu, choose View >
Resource Sheet:

Eﬂ Microsoft Project - Project4 [_[O0]
File Edt “ew Insert Format Tools  Project  Window  Help Type aquestion farhelp - & X
@ & 4+ = Fy Show | Al -8 -/ B I 1 E = Al Resources =5 \H
DEEBIGAT GBS I BesinEs B v -RQAFEOf
& - | Resources = | Track = | Report = H

(1} |RESUurceNamE Type |MaierialLabEl Initials Group Max. Units | Stdl. Rate Owt. Rate Costilse |.£ﬂ
]
-
4 » 4
[ Ready Il il EE I EEm ERY
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Enter a descriptive name for the resource in the Resource Name field. This
can be a worker's name, a job title, or the name of a material.

Click on the down arrow in the Type field and choose the type of resource.
Project allows you to choose either Work (human resources) or Material:

o |Resu:uuru:e Mame |Type

1 Rezource 1

If the resource is a material resource, enter a unit of measurement in the
Material Label field. This could be minutes, litres, kilometres etc.
depending on the type of material you are using. If your resource is Work,
you can leave this field empty.

Enter the initials of the resource in the Initials field. Project enters the first
letter of the resource name as the default,/but you can customise it if you
prefer.

Enter the group name in the Group field if you would like the resource to
belong to a group. Remember to spell the group name exactly the same
every time you type it. Groups will be discussed later in this chapter.

Enter the percentage of working time a resource can contribute to the project
in the Max. Units field. For example, if a resource can work full-time, you
would enter 100%. If the worker can only work part-time, you would enter
50%, or whatever percentage is appropriate. Project uses 100% as the
default in this field:

g Mz =
nit=

4
wpd | 100%

Enter the rate the resource would normally cost in the Std. Rate field.
Although Project uses hours as the default, you can also enter the rate in
minutes, days, weeks, or years. To change the unit, type the amount,
followed by a slash, and the first letter of the unit:

its Std. Rate n

0% 20004
| |

.o

Enter the rate the resource would cost for overtime work in the Ovt. Rate
field. Once again, Project uses hours as the default, but you may change the
unit if you wish.

Enter the flat rate a resource would cost in the Cost/Use field. Use this
when a resource is not charged on a time-related basis (such as a material
cost).

Select the way you would like Project to calculate the cost of a resource in
the Accrue At field. There are three choices:

Start - Project calculates the entire cost of the resource as soon as the task
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begins.
Prorated - Project calculates the cost throughout the project.

End - Project calculates the entire cost of the resource when the task is
complete:

| vt Rate | Costllze |Accrue At |Base

30.00Mr 0.00 - || Stand:

0.00my | |Provated Stands
n

0.00mr - Stands

e Select the calendar you would like to base the resource’s time on from the
drop-down list in the Base Calendar field. Project uses the Standard
calendar as the default:

Accrue At |Base Il
Calendar

St |SEROE ]
pd 24 Hours
Might Shift

e Enter a code in the Code field if you wish.. Later on, it can help you to
organise, sort or filter your information.

Entering Working Time

Entering Working Time

¢ . The base calendar which you choose for a resource determines its availability.
You can-customise. a resource's calendar if necessary (i.e. Blocking off
vacation time).

To cuStemise Working Time

¢ In the Resource Sheet view, choose Project > Resource Information to
open the Resource Information dialog box

OR double-click on the resource

OR press the Shift + F2 key combination.

¢ Click on the Working Time tab if it is not already displayed:
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Resource Information |
General Wiorking Time | Costs | Motes | Custorm Figlds |
Resource Name: |Resu:uuru:e 1 Base calendar; IStanu:Iaru:I j

Set warking kime For selecked dakels)

Leqend; Select Datels); Set selected dakeds) bo:
T worki December 2003 .| (% Use default
:"1 ; "3""" Lh g ES ?5 " Monwarking tirne
¢ Nonwarking " Mondefaulk working time
{777 Edited warking RN —I Erarn: To:
Lot fiOUPS 15 [16 [17 [18 |19 |20 |21 | 0&:00 | 12:00
2n this calendar:
_ 22 |23 [24 |25 |26 |27 |28 [13:00 | 17:00
Edits to a day of
= the week, 2g (30 [ =1 | |
"t Edits o an
{ individual day LI | |

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

Adjust the calendar.to your specifications.

Entering Costs

Entering 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 up to 125 different cost rates for a resource and
specify the date at which the new rates takes effect.

Editing Resource Costs

Open the Resource Information dialog box.
Click on the Costs tab.

Enter additional information in the Cost rate table section of the Costs tab.
You may enter 25 rates and dates in each of the five tabs in the Cost rate
tables section:
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Resource Information |

General | Wiorking Time Zosks | Motes | Cuskom Figlds |

Resource Mame: |Resnurce 1

Cnosk rakte kables

For rates, enter a walue or a percentage increase or decrease from the previous rate. For
instance, if a resource's Per Use Cost is reduced by 20%, tvpe -20%.,

A (Defadk) | B | c | D E
Fo o | =
Effective Date | Standard Rate Creerkime Rake Per Use Cosk
- 20.00/h 530.00h 0,00

Ad

Cosk accruals |F‘ru:nrated vI
Help | Details. .. || Ik I Cancel

Entering Notes

Entering 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.

To enter a Resource Note
¢ In the Resource Sheet view, choose Project = Resource Notes

OR right-click on the resource and select Resource Notes from the drop-
down menu

OR double-click on the resource and click on the Notes tab in the Resource
Information dialog box:
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Resource Information |

| Cuskom Fields |

General | Working Time I Costs

Resource Mame: |Resu:uuru:e 1

=

Maotes:

A=

Help | Details. .. | | (04 I Cancel |

¢ Use the area provided to enter your notes. You can use the formatting tools
provided to format your note.

¢ Click OK to save and attach the note to.your resource.

¢ Notice the note symbol in the Indicator column of the Resource Sheet
view. Hover your mouse cursor over it to display the note:

o |Resuurce Matmne |Type |r-.-1aterial Lakel |
1 f*-_% Fesnurce 1 iitrata

t2 Motes: 'This is an example of a
resource noke,'

Assigning Resources to a Task

Assigning with the Assign Resources Dialog Box

¢ In the Gantt Chart view, click on the task you would like to assign the
resource to.

e To open the Assign Resources dialog box, from the main menu, choose
Tools = Assign Resources

OR click on Assign Resources icon $ on the Standard toolbar

OR press the Alt + F10 key combination.
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e Highlight the resource you would like to assign and click on Assign:

Aszzign Resources |

Task: Task 1

ﬂ Resource lisk opions

Resources From Projects

| Resource 1 - k

Resource Marme Units

Resource 1

Eemove

Feplace. ..

Graphs. ..

Close

=] Help

Hold dawn Ctrl and click ko seleck mulkiple resources

dddill

¢ A check-mark will appear to the left of the resource when it has been
assigned:

| Resource 1 -
Resource MName LInits
v |Resource 1 100%;

e Project automatically sets the Units to 100%, but you may assign any
percentage of use to the resource.

Using the Resource List Options
o/ 'There are several tools available to assist you in choosing which resource to
assign to a certain task.

o In the Assign Resources dialog box, expand the Resource list options
section by clicking on the plus sign button:
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x|

Aszzign Rezources

Task: Task 1

4] Resouree lisk options

N

Reshurces from Project4

| Resource 1 -
Resaurce Mame

LEsign

Remove

Replace. ..

Graphs. ..

Close

=] Help

Hold down Chrl and click to seleck multiple resources

dddddl

This allows you to filter your resources to meet the criteria you specify.

If you check the Filter by box, you can select a filter from a long list
provided by Project, or create your own filter by clicking on More Filters:

[ x|

Aszzign Resources

Task: Task 1

D Resource lisk opions
Eilter bry:

™l &4l Resources Mare Filters. ..
r all Resources

Cost Greater Than...

——{ Cost Overbudget
Resol Created After..,
Date Range...
Rl Group. .. &I
Eh In Progress Assignments Remove |
Linked Fields =
Cwerallocated Resources Replace. .. |
Resource Range. ..
Resources - Material Graphs. .. |
Resources - ok,
Resources Wikth Attachments Close |
Resources/Assignments \With Overtime -
=] Help |

Hold dawn Ctrl and click ko seleck mulkiple resources

If you check the Available to work box, you can enter the number of hours
you will need a resource. Project then searches and calculates remaining
time for a resource. Resources which are available for the same or greater
amount of hours specified will appear in the list:
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x|

Assign Rezources

Task: Task 1

D Resource lisk opkions
Eilter by:

I_ |.ﬂ.II Resources j Mate Filkers. .., |
¥ available ko work: |I2Ih _:L:

Add Resources » |

e If you click on the Add Resources button, you can select a resource_from
either an Active Directory or an Address Book:

X,

Aszzign Rezources Ed |

Task: Task 1

J Resource list options
Eilter bry:

|_ |.|5.II Resources j More Filkers. ..,

V¥ available ko work |IIIh 3:

i

R From Ackive Directory. ..
] From Address Book. .. - e
Fesource Mame LInits Azglgn
v 100%:

..................... Remove

Replace. ..

Graphs. ..

Close

=] Help

Hold dawn Ctrl and click ko seleck mulkiple resources

ddddli

Assigningin the Gantt Table View

e It is easy to assign resources using the Gantt Table view, although the
detailed information in the Assign Resources box cannot be entered.

To assign aresource in the Gantt Table view
o Select the task you would like to assign a resource to.
e Click on the down arrow in the Resource Names field.
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e Select the resource you would like to assign from the drop-down menu:

Task Mame Durstion Start Finish Predeceszors  |Resource Mames
[Fl Summary Task ddays? Fri1242/03 Wed 1T12/03 Fl
Tazk 1 1 day?| Tue 1BM203 0 Tue 165203 Resource 1
Tazk 2 1 day?  Wied 1TH2/03 | Wed 174 2003
Taszk 3 1day?  Fri12M2/03|  Fri12M2003
Tazk 4 1day?  FrA12M2/03|  Fri12M2003
Milestone 1 1day?  Fri12M2/03  Fri12M203

Review Questions

How would you:

e Create a resource list?

¢ Enter working time?
e Enter costs?
e Enter notes?

e Assign resources to a task?
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Views

When you have completed this learning module you will have seen how to:
e Use the Calendar view

e Use the Gantt Chart view

e Use the Network Diagram view

e Use the Task Usage view

e Use the Tracking Gantt view

o Use the Resource Graph view

e Use the Resource Sheet view

o Use the Resource Usage view

Introduction to 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 in 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.

¢ 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 - infarmation about a single item is represented as it might be on a
paper form.

e Views can be accessed by selecting View from the main menu. The most
common views are listed in the drop-down menu. All other views (all 24 of
them!) can be accessed by selecting View = More Views from the main
menu: The More Views dialog box opens, which allows you to create, edit,
copy, organise and apply any view:

More Views |

Views:

Bar Rollup - Mew, ..
Calendar

Descriptive Metvaork, Diagram Edit |
Detail i3antk =
iaantt Chark

Leveling Gantt COpy ... |
Mileskone Date Rollup

Milestone Rollup Qrganizer. ., |
Multiple Baselines Gantt

Metwork, Diagram

Relakionship Diagram
Resource Allocation ;I

.ﬁ.pplg I Cancel |
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e A quick way to access the common views is using the View Bar. Itis a
toolbar which contains icons for eight of the most common views and an icon
to access More Views:

Calendar

e To show/hide the View Bar, from the main menu, choose View > View Bar.
A check mark will appear beside View Bar if it is selected, and it will be
displayed vertically on the left side of the window.

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

Te Splitthe Window

e To split the window, from the main menu, choose Window > Split. The
window will be divided into two parts. You can then select the view you
would like to see in each of them by clicking in either the top or bottom
portion of the window and selecting a view to be displayed in that portion of
the window:
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Microsoft Project - Projectl M=] E3

@] File Edit “iew Insert Formak  Tools  Project  Window  Help Type aquestion for help ~ @ X
NEHR SR_Y -aaza.gﬁg‘f::i & | Mo Group -eeyie B
fa 3+ = by shows | Al -[B]z 0 = =[F] Mk - = E
4 days?

(i) Task Mame Duration Start Finizh Predecessors  |Resource Names ﬂ

=l Summary Task 4 days = Fri1212/03 Wed 1712103

Ex Tazk 1 Toay? Tug 16M203 Tue 1601203

L Task 2 1 day? Wed 1TM 203 Wed 171203

Ea Task 3 Tday?  Fri12M203  Fri12M1203

e Task 4 1day?  Fri12M203  Fri12M203

e Milestone 1 Tday?  Fri12M203  Fri12M1203

w
Il
Mame: |Summary Task. Duration: |4E|? 3 ™ |Effart driven Preyious | Mexdk: I
Skart: IFri12,|'12,|'03 j Finigh:lWEd 17j12i03 J Task bype: |F|xed Duration VI % Complete: |D% 3

IO |Resource Mame Urits ‘Work ID |Predecessor Mame Tvpe Lag _|
5
L
l_
|
| Ready El EEE T EEN EEN

Using the Calendar View

Applying the 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:
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[ July 2003 R

hdoncay Tuesday |Wednesda':.f Thur=day | Friday | Saturday | Sunday ﬂ
14 15 16 17 18 149 20

|Research NEl |Create an OL| |'I.-“-.I'r'rte a Rough Dratt, 2 days'| |Ed'rt Raough D|

21 22 23 24

25 26 27
[Prepare through desktop publizhing, 3 days] Get Printed
Get gquotes f

=
&

28 29 a0 31 01 Aug 0z 03
| Create mailing list, 3 days? | |D|:| mass mai
=
K1 o
| Ready || [Ext [caps |NUM |SCRL |ovR | g

o Tasks are shown by a bar stretching over the amount of days allocated for
the task.

e A solid black bar shows milestones.

¢ You can scroll through the months by using the arrow buttons on the top
right corner of the windows:

B X

Using the Gantt Chart View

Applying the Gantt Chart View
o The Gantt Chart view is useful for entering task information and viewing the
timing and relationship between tasks.
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The Gantt Chart View is the default view in 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:

Bl Microsoft Project - NEWPROD [_ o]
ﬂj File Edit ‘iew Insert Format Tools  Projeck  Window  Help Type a question Forhelp = @ X
NS HDE QY % B S 98 chc| L] B[ @06 R FEef
e  |TaskName ‘ Durstion 3 29 Dec '03 05 Jan '04 12 Jan '04 19.Jan'04 «|
TIF[s[sM[TW[TIFIS[sM[TW[T[F|s|sM[TMwW[T[F[s]s|M[T |W|T:|
= Hew Product Development Te T66 days L
[=] Initial Hew Product Screen 9 days L y
Mewy product opportunity i 0 days
Describe nesw product ide 2 days 1t engineering
Gather information recuire B days roduct engineering
Convene opportunity of sc 1 day roduct engineering
Decision point - go/no-go t 0 days 1311
= Preliminary Investigation £ 53 days R
Azzign resources to prelic 1 day
Develop preliminary invest 5 days
Evaluate the market 10 days
Analyze the competition 5 days
[=] Technical Feasibility Ar 20 days
Produce lah scale pro 10 days
Evaluate internal prod. Sdays
Idertify production prc S days
Azzess manufacturing ca 10 days
Determine safety izsues 10 days
Determine environmertal i 10 days
Review legal izsues 10 days =
Perform financial fuvalistic n dﬁjl LI_I Ld
[Ready IT il S I EEN EY

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

Finish 29 Dec '03
SIm|T | T[F |

Thu 0724
Tue 13714
Thu 01 .l'EI1'F|

Fri Q201
hidam 1 2001 4
Tue 130175

=

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 to
open the Timescale dialog box. You can use the Timescale dialog box to
format any tier on the time scale. A preview of your changes is shown in
the bottom portion of the dialog box:
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Timescale |
Top Tier Middle Tier | Botkarn Tier | Mar-working time I
Middle tier Formatting
Lnits: Label: |28 lan ‘0z j ™ Use fiscal vear
Count: vears Align: | Left - ¥ Tick lines

Half Years
Timescale Luarters

Show: | Thirds of Mo okkorm;) j Sige: | 100 = =, ¥ Scale separator
: Weeks
Presigwm Darys
Cng | Hours 05 Jan '04 12 Jan '04 19 Jan '04
[T|F IM"-:"":ES FlslsM|Tw|TIFIS[SIM|Tw|T|F|S|[sM[TwW|T|F|5]S

Help | | (4 I Cancel

e You can also zoom in or out to view larger or smaller time increments in the
Gantt Chart. To zoom in or out, from the main menu, choose View = Zoom.
The Zoom dialog box is displayed:

Zoom G|

Zoom ko
1 week
2 weeks
1 month
3 months
" Selected basks

™ Enkire project

% Custorm: | 7] | Day(s) j
Reset | (0] 4 I Cancel |

¢ Select an option from the list or use the Custom option to create your own.
e Click OK

I-+ E | -:{
OR use the Zoom In or Zoom Out icons on the Standard
toolbar.

Using the Network Diagram View

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 69 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

Applying the Network Diagram View

e The Network Diagram view is useful for analysing the general workflow and
relationships between tasks. The Network Diagram view replaced the
PERT chart in older versions of Project:

Decizion point - godno-go
to preliminary investigation
Milesitone Date: Thu 12711105
o 7

fzsign resources to prelimin Develop preliminaryinuestig
art: 112003 10 9 - 2t chot PR R AR B CE i 6

Frish: 1271203 Dur: 1 day ' F 3. ariEla s Ele T e Sl

Pesg:  Managemeant e ek Ep e e a2

Evzliate the markst
2 chahs Pl b AR e b
p Gl AT

Pnalyze the competition

w1250 100 12

Fsh: 120905 Do 5 days

Hesi Marketing

o Itis a flowchart made up of nodes. Each node represents a task, and
contains the task.name, duration, task 1D, start date, finish date and
resources (if a resource has been assigned).

e Different shaped nodes represent different types of tasks. You can determine
the meaning and change the format of the shape by choosing Format > Box
Styles from the main menu...The Box Styles dialog box opens with available
options:
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Box Styles

Stvle settings for:

Presiew:

Critical
Moncritical
‘Critical Milestone
Moncritical Milestone
Critical Surnmaty
Moncritical Summary
Critical Inserted Project
Moncritical Inserted Project
Critical Marked

Moncritical Marked

Zritical External

Moncritical External

Project Summarsy

[ Set highlight Filter skyle

[Name]

Milestone Date: [Start]

I0: [I07]

Show data From task ID: | 3:

Diata kemplate

| Milestone

[

Mare Templates. . I

Border

Shape: | < "I

¥ Show horizontal gridines

Colar: |. Red vI

[ show wvertical gridlines

width: |— vI

Backaround

Color: ||:| ‘whike "I
Help |

eatterr: [N |

Ik I

Cancel

o If a task is in progress, a diagonal line appears through the node, and if the
task is complete, a crossed diagonal line appears:

Tasked

Tazh ?

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

fInary Tazh 2

Using the Task Usage View

Applying the Task Usage View

o The Task Usage view is useful for showing and organising assigned
resources under each task. It is also used to set resource work contours
(discussed later):
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&l Miciosoft Project - NEWPROD =]

File Edit Wiew Insert Format  Tools  Project  Window  Help Type a question for help » & X
(5] Task Mame Whiark Details = o = = 10 T:Y ‘04 = jl
=] Hew Product Developm | 15,638 hrs | | york 1Bh 1Eh 1Bh 1Bh 1Bh 1Bh

=l Initial Hew Product ¢ T2hrs | | ywioek
[=] Mewy product oppo Ohrs | | ywiork
Managemen O hrs | yark
Froduct eng, O hvs | wiork
[ Describe new pro 16 hre | wiark
Froduct end, 16 s | wiork
[=l Gather information 45 hrs | | wyark
Praduct eng. 48 hrs | | wiork
= Convens oppartun Ghrs | wiork
Praduct eng. s | wark
[=l Decision point - go Ohrs | | ywiork
Managemen O hrs | yark
Froduct eng, O hvs | wiork
El Prefliminary Investig 1,216 hrs | |y
= Azzign resources Shre | wiork
Managemen s | wiark
[=] Develop prefiminse 80 hre | wwiark
Froduct eng. 40 hrs | | work
Project mam 40 hrs | | wiork
[= Evaluate the marke 80 hrs | | work
Marieting 80 hrs | | wvork
= Analyze the comp: 40hrs | ywiork

Marieting 40 hrs | | work ﬁ

L4

| Rady

Jﬂ“ [ |

LA 74
ERll EEE I EE ETEN

e By default, the Task Usage table is shown in the left pane. To choose a
different table, click on the select all button at the top left corner of the

table:
'fu} | (1] |Task Matme | Wik
1 Fble.: Hsage 15,688 hrs
e Task Usage "

2 | Right-click, ko select and change tables, 7* hr=

& =l Mew product oppo 0hrs
Managemen O hrs
Product Eng o hra

4 =l Describe new: prog 16 hrs

¢ Right=click and select the view you wish to see:
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Calculate Project
Cosk

Enkry

Hyperlink,
Schedule

aurnmary

Tracking

sage

Variance
Wk,

Mare Tables. ..

e Work is shown in the Details section in the right pane. To select different
options for the Details section, click.on the select all button and right-
click. This gives you access to the Timescale, Zoom and Change Working
Time dialog boxes:

Dt:{" [12 Apr D4
Timescale. ..

Z0am. ..

Change Waorking Time. ..

Using the Tracking Gantt View

Applying the Tracking Gantt View

¢ The Tracking Gantt View is useful for comparing the baseline schedule and
the actual schedule (baseline will be discussed in the Project 2003
Intermediate Level Training Manual). It shows a task list in the left pane
and the Tracking Gantt chart in the right:
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B Microsoft Project - NEWPROD [_TO[x]
ﬂ;] Fle Edt Wiew Insert Format Tools Project  Window Help Type aquestionforhelp  » @ X
8  |TaskMame | Dursticn | Start | Finiish Predecessc |29 Dec'03 035 Jan '04 12 Jan '04 -]
MITIwW[T[F]s]S [M[TW[T[F[E[S [M[TWIT[F[S[s_|
[ Hew Product Development Te T66 days Thu 010104 | Thu 071206 L
=l Initial Hew Product Screen 9 days Thu 010104 | Tue 13/0104 L p 0%
ey procuct opportunity i 0 days Thu 010404 | Thu 010104
Deszcribe new product ide 2 days Thu 010404 | Frio2i01/m04 3
Gather information reguire B days Mon 050104 Mon 120104 1 4 0
Convene opportunity of sc 1 day Tue 130104 | Tue 130104 5 &lﬂ%
Decizion point - goino-go 0 days Tue 130104 | Tue 130104 6 130
[ Preliminary Investigation & 53 days Wed 140104 Fri 26/03/04 b
Azzign resources to prelir 1 day Wizd 140104 | Wed 140104 7 ()
Develop prefiminary invest 5 days Thu 150104 | Wed 210104 3
Evaluate the market 10 days Thu 150104 | Wed 2810104 3
Analyze the competition 5 days Thu 150104 | Wed 210104 3
[l Technical Feasibility Ar 20 days Thu 220104 Wed 18/02/04
Produce lab scale pro 10 days Thu 22001104 | Wed 0402104 12
Evaluate internal proc 5 days Thu 0502104 | Wed 1102104 14
Idertify production pro 5 days Thu 1202104 | Wed 1802104 15
Azzess manufacturing ca 10 days Thu 1902104 | Wed 0303104 16
Determine safety izsues 10 days Thu 19002104 | Wed 030304 1755
Determine environmental is 10 days Thu 19002104 | Wed 030304 1855
Review legal izsues 10 days Thu 1900204 | Wed 030304 1955
Perfarm financial evaluatic 10 days Thu 040304 | Wed 170304 2017 1815
Develop risk analysis 5 days Thu 180304 | Wed 240304 21
Drraft initisl deselopment st 10 days Thu 040304 | Wed 1710304 2155 hd
3 T

|Ready

A 7
EXT || CAPS| |NUM || SCRL [ OYR 2

Using the Resource Graph View

A black bar in the Tracking Gantt view represents summary tasks. When a
task is in progress, a striped bar appears below it, representing work done
and the percentage of work done is displayed to the right of the bar.

Applying the Resource Graph View

The Resource Graph view is useful for supplying a quick visual
representation of resource allocation.
percentage of total work time each resource is assigned to, and resource
costs:

It can be used to detect overallocation,
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& Microsoft Project - NEWPROD M=l E3

File Edit iew Insert Formak  Tools  Project  Mindow  Help

Type a queskion For help

- 5 X

03 Jul '05

F | 5 | s M| T

200% -

180% -

160% -

140% -

Management 120% -
Crverallocated:

Allocated:

100% -

0% -

G0% -

40% -

20% -

Peak Unit=:
4 3 4

_

[]

| Ready | |

[E4T |caps [mum [ScRL [ovR |z

You can only view one resource at a time. To look at a different resource,

click on the scroll arrows at the bottom of the left pane.

This view is especially useful when used in combination with another view (by
splitting the window), as you can get an overview of your resource allocation

at a glance.

Using the Resource Sheet View

Applying the Resource Sheet View

o The Resource Sheet view is useful for viewing, entering, and editing

resource information.
worksheet format:

It contains detailed resource information in a
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a Resource Mame |Type |Material Lakel |Initials |Grnup | hax. Units | Std. Rate | gt Rateﬂ
< Management Work M 100% 0.00/Tr .001
< Product Engineerin| Work P 100% 0.00T 0.001
> Legal Work L 1007 0.00M 0.001
L Marketing Work M 100%: 0.00Tn 0001
@ Project Manager Work P 100" 0.00/hr 0.001
Process Enginest Wiark P 100% 0.00Mr 0.007
Manutacturing Engine York ] 100% 0.00Mr 0.00/
Safety Wiork 5 100% 0.00Mmr 0.00f
Accounting Wyork A 100% 0.00Mr 0.00s
Custamer Wiark c 100% 0.00Mr 0.00f
Purchasing Wiark P 100% 0.00Mr 0.007

-
L P

This view can be very helpful in determining which group a resource belongs
to, as groups are clearly shown.

If an overallocation exists, a warning flag is displayed in the Indicator
In‘addition, the resource appears in red.

column.

Using the Resource Usage View

Applying the.Resource Usage View

assigned to that resource:

The Resource Usage view is useful for seeing each resource and the tasks
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I Microsoft Project - NEWPROD [_TO
@] Fle Edt ‘iew Insert Format Tools  Project  Window  Help Type a question for help = & X
€  |Resource Name ‘ Wark Details | - < < 15 DMBC 03 - . - jl
& E Management 1640 hrs ||| yapg _

New product o O hes | \iark

Decision paint- Ohres | \iark

Assign resourc S0rs || ok

Conduct prelim 16 85 || yark

Decision point. s | ok

Assign resoure Shrs || ok

Conduet intern: 40 0rs | wark

Condict marke 685 || wiark

g Review legal ar a0 b || \iark

:“I Review prefimi 16 s || ok

;_]_j Declision paint- O hes | \iark

E Assign pilot sta Ghres | \wiark

o ASSIN COMme 16 hvs | ark

Priat stage revi 16 s || wiark

Review product B0 hrs || wark

Affirm decision 16 s || wiark

Determine IF ph 430 s || wiork

Deterimine If 58 480 s || ok

Determine if pn 240 85 || wiork

Evaluate appon 120085 ||| \wiark

& El Product engineerir| 5,648 hrs ||| o
New product op @ hrs | wark hd

o T

| Ready

d b7
ExT | [cars [mum | [scrl ([ovr] 2

assigning tasks.

Review Questions

How.would you:
Use the Calendar view?
Use the Gantt Chart view?
Use the Network Diagram view?
Use the Task Usage view?
Use the Tracking Gantt view?
Use the Resource Graph view?
Use the Resource Sheet view?
Use the Resource Usage view?

To assign or reassign a task, drag and drop between resources.
A warning flag appears in the Indicator column if an overallocation exists.

This view can be used for entering and editing resource information, or
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Printing Reports

When you have completed this learning module you will have seen how to:

Use print preview

Use page setup

Use the print dialog box

Start the report generator

Use the different types of reports

Use the Project Guide for Printing wizard
Customise reports

Viewing and Printing Reports

To keep others informed of your project, it is sometimes necessary to print
views or reports.

Views and reports are designed to show different information and highlight
different aspects of the project. For example, management would require
different information than stakeholders or accountants, etc. Not all
information is relevant to everyone, so it is important to be able to present
the appropriate data to the right people.

Reports can also display information in a format which is more familiar to the
person who is viewing it.

Using Print Preview

Understanding Print Preview

Print Preview shows the document exactly as it will appear when printed.
}'

To display. the print preview window, click on Print Preview icon - on
the Standard toolbar

OR from the main menu, choose File > Print Preview.

This is an example of a Gantt Chart in print preview:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2006 www.cheltenhamcourseware.com



PAGE 78 - PROJECT 2003 - FOUNDATION LEVEL MANUAL

Bl Microsoft Project |_[5] =]

= | | & | Vl @\IE EI Page Setup. .. Print. .. | Help |

Wow 30,03 Tec 7,03 Tec 14,09 Tec 21,03 Tec 2%, 09 Jan +.0v 7
SIm T [W[T[FIE =M [T [™]T Sm T[T [F =P [T ™ [T [FI= =M [T " [T IFI= = [P [T[®[T[F[=

reduct Enging & ring

dust Enging sring
Produ st Enging s ng

b
% anagam snt

Froduct Englne sring, Frofc t Mana,

e stane » Exkma) Tarks
E;‘;j::""};'ﬁ“}‘;ﬁg““ , Sunm ary —— kel Uk clore
ProkciGummary [ Deadine o

Page: 1 of 69 Size: 3 rows by 23 columns EXT | CAPS |NUM |SCRL | QYR

A toolbar is available to navigate in Print Preview mode:

Alr| &]v]

Scroll arrows - displays the previous page, next page or page
above or below the currently displayed page.

@I Zoom Button - displays an enlarged view of the portion of the current
page.

EI Full page button - displays one full page.
|@I Multiple pages button - displays all the pages of the current view.

Pagesetup... | Page Setup - opens the Page Setup dialog box.

| Print - opens the Print dialog box.

Close - closes the Print Preview mode.

Help | Help - opens Project Help.
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Understanding Page Setup

Using Page Setup
e The Page Setup dialog box allows you to customise your document to your
specifications and/or needs.

e To display the Page Setup dialog box, from the main menu, select File =
Page Setup:

Page Setup - Resource Uszage EE

Page: | Margins | Header I Footer | Legend I Wiga |

Orientation

i~ Porkraik Al i+ |Landscape

Scaling

% Adjust to: 100 =4 =4 mormal size

" Fit ko Il 3: pages wide by |1 3: k=l

Cither

Paper Size: | A4 j

First page number | Auko

Prink Presiew. .. | Cpkions. .. I Prink. .. | Ik, I Cancel

o The Page tab allows you to select orientation, scaling, paper size, and page
numbering.

e The Margins tab allows you to set the margins and border options.
o The Header tab allows you to insert and edit headers.
o The Footer tab allows you to insert and edit footers.

e The Legend tab allows you to choose options for the legend which appears
on the report when printed.

e The View tab allows you to choose various options regarding printing.

e The Page Setup dialog box also gives you access to Print Preview,
Options (printer options) and the Print dialog box.

Understanding the Print Dialog Box
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Using the Print Dialog Box

=
e To print, click on Print icon on the Standard toolbar
OR from the main menu, choose File > Print
OR press the Ctrl + P key combination.

This opens the Print dialog box:

N T

~Printer
Mame: |Canon Bubble-Jet BIC-4300 = propertes |
Skatus: Idle
Type: Zanon Bubble-Jet BI1C-4300

Where: LPT1:

Cammenk:

~Prink range Copies

o Al Mumber of copies: |1 3:
" Pagels) Erom: I ﬁ To: ﬁ

- Timescale

oAl
% Dates From: I

[ Manual page breaks

KNNEN

Tao: |

[ Print left calumn of pages only

Preview | (0] 4 I Close |

e The Printer section of the dialog box allows you to choose which printer you
would like to use from a drop-down menu, and displays basic information
regarding the printer you choose.

¢ The Print range allows you to select which pages you would like to print.

o The Copies section allows you to choose how many copies you would like to
print.

e The Timescale section allows you to select the dates you would like to
include in the report.

e The Print dialog box also gives you quick access to the Print Preview
window.

Starting the Reports Dialog Box
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Understanding the Reports Dialog Box

e The Reports dialog box is the launching point for all reports. It gives you
access to the six main categories of reports: Overview, Current Activities,
Costs, Assignments, Workload and Custom:

Reports |

Close |

Dverview, ., Current Ackivikies. ..

Assignments. .. Wiorkload., .. Cuskom, .,

e To open the Reports dialog box, from the main menu, choose View >
Reports.

e To select one of the different types of reports, click on the name of the
report category and then click Select

OR double-click on‘it.

Understanding the Different Types of Reports

Using. Overview Reports

¢ _To display the Overview Reports dialog box, from the main menu, select
View > Reports.

e There are five types of Overview Reports: Project Summary, Top-Level
Tasks, Critical Tasks, Milestones and Working Days:
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Overview Reports H |

Edit... |

Close |

Project Surnmatsy Top-Level Tasks Critical Tasks

Milestones Wharking Days

Project Summary shows top-level information about the entire project
including dates, duration, work, costs, task status, and resource status.
Top-Level Tasks shows the summary tasks at the highest level as of the
current date.

Critical Tasks shows the status of the tasks on the critical path and the
task's duration, start and finish dates, assigned resources, and predecessors
and successors.

Milestones shows the duration, start and finish dates, predecessor and
successors, and assigned resources for.each milestone.

Working Days shows the base calendar information along with exceptions to
the calendar.

Using Current Activity Reports

There are six Current Activity Reports: Unstarted Tasks, Tasks Starting
Soon, Tasks In Progress, Completed Tasks, Should Have Started
Tasks-and Slipping Tasks:
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Current Activity Beports |

Edit. ..

Close |

Unstarted Tasks Tasks Starting Soon Tasks In Progress

Completed Tasks Should Have Started Slipping Tasks
Tasks

Unstarted Tasks shows tasks which have not yet been started, or tasks
sorted by their planned start date. It also shows duration, predecessor, and
resource information.

Tasks Starting Soon shows tasks which start within the dates which you
enter in the Date Range dialog boxes. Specify the earlier date in the first
box, click OK, and the later.date in the second, and click OK again:

Date Range HE
Shows kasks that start or Finish after; ok I

[l
Zancel |

Date Range HE
and befaore: ok I

l Zancel |

Tasks in Progress shows tasks which have been started, but are not yet
finished. It also shows duration, start and planned finish dates,
predecessors, and resource information.

Completed Tasks shows all finished tasks, and includes the actual start and
finish dates, percent complete, cost, and work hours.

Should Have Started Tasks shows all tasks which should have started by
the date you enter in the Should Start By dialog box. The date you enter
determines which tasks are shown in the report. It also includes planned
start and finish dates, baseline start and finish dates, and variances for start
and finish dates:
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Should Start By

Skark br: oK I
l Zancel |

o Slipping Tasks shows tasks which have started behind schedule or have
been rescheduled from the baseline start dates. It also includes planned
start and finish dates, baseline start and finish dates, and variances for start
and finish dates.

Using Cost Reports

e There are five Cost Reports: Cash Flow, Budget, Overbudget Tasks,
Overbudget Resources and Earned Value:

Cost Reports |

Edit. .. |

Close |

Crwerbudget Earned Yalue
Resources

¢ <Cash Flow shows costs, sorted by task, in weekly time increments.

¢ Budget lists tasks and the budgeted costs. It also includes baseline cost,
variance, and actual costs.

¢ Overbudget Tasks shows tasks which are overbudget. It also includes cost,
baseline, variance, actual cost, and remaining cost.

¢ Overbudget Resources shows resources which will be overbudget
according to baseline estimates and the current progress of the project.

e Earned Value shows the status of the cost of each task when compared to
the actual costs. The following table explains the column headings of this
report:

BCWS - Budgeted Cost of Work Scheduled
BCWP - Budgeted Cost of Work Performed
ACWP - Actual Cost of Work Performed
SV - Schedule Variance

CV - Cost Variance

BAC - Budgeted at Completion
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EAC - Estimate at Completion
VAC - Variance at Completion

Using Assignments Reports

e There are four Assignments Reports: Who Does What, Who Does What
When, To-do List, and Overallocated Resources:

Azsignment Reports EH |

Edit. .. |

Close |

Whao Dioes \What
When

To-do Lisk Dverallocated
Resources

¢ Who Does What shows resources and their assigned tasks, the amount of

work planned for each task, planned start and finish dates, and resource
notes.

e Who Does What When shows daily work scheduled for each resource on
each task.

e To-do List shows tasks assigned to the resource which you specify in the
Using Resource dialog box. ‘Tasks are listed on a weekly basis:

Uszing Resource 7|
Show kasks using:

| =
Cancel |

¢ Overallocated Resources shows resources which are overallocated, their

tasks, and the total hours of work assigned to them. It also shows task
details.

Using Workload Reports
e There are two Workload Reports: Task Usage and Resource Usage:
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Workload Reports

Select

Edit...

1,

Close

Task Usage Resource Lsage

e Task Usage shows tasks, resources assigned to each task, and the amount
of work assigned to each resource. Information is shown in weekly
increments.

e Resource Usage shows resources and tasks assigned to them, as well as
the amount of work assigned to them. Information is shown in weekly
increments.

Using Custom Reports

e There are three custom reports listed among the standard reports in the
Custom Reports dialog box: Crosstab, Resource and Task. You can only
access these three reports from the Custom Reports dialog box:

Custom Reports |

Reporks:

" MeEw,
Budget Report
Cash Flow - |

Edit. ..

Completed Tasks o
Critical Tasks
Crosstab SO |
Earned Yalue
Milestones Qrganizer... |

Overallocated Resources
Crverbudget Resources
Cwverbudget Tasks LI

Preview | Setup... || Prink I Cancel

e The Crosstab report shows information about tasks or resources broken
down by time periods.

e The Resource report shows resource information including ID number,
name, initials, groups, maximum units rate, accrual, base calendar, and code
information.

e The Task report shows task information including ID number, name,
indicator icons, duration, planned start and finish dates, predecessors, and
assigned resources.

The Project Guide for Printing Wizard
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€3 Using the Project Guide for Printing Wizard

Project 2003 has added a new feature to the Report topic in the Project Guide
— Print current view as a report.

This allows you to print exactly what you see on the screen as a report which
further customises printed reports.

From the Project Guide toolbar, select Report > Print current view as a

report:

Repart _TI.H

Select a view or report
Change the content or order of information in a view

Change the ook ar content of the Gantt Chart

Prink current wiew as a repork o

Compare progress against baseline whc§k
See the project's critical basks
See how resources' time is allocated

See project cosks

This will open the Print Current View Pane:

EI Mew Product Plan.mpp

I@lkf'i'_éliPrint Current ¥iew

Modify sizing options

what do vou want to change in
vour printed report?

{* The date range to print
¢~ The months/weeks printed

per page
{" Other options

To modify the printed date
range, click the link below;

Print...

In the Timescale area, click
All to print the entire date
range, or click Dates and then
enter the date range's start

and end dates,

Print Preview

Frint

Step 1 of 3

5 Save and go to Step 2

® Done
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e There are three steps in the process. You can choose to preview or print the
report at any stage during the steps by clicking on the buttons in the lower
half of the pane:

Print Prewview || Print

Step 1 of 3

5 Save and go to Step 2
® Done

e In Step 1, select the number of pages you would like to see in your report.

e Click on Save and go to Step 2 to continue.

e In Step 2, choose the sizing of your report.

e Click on Save and go to Step 3 to continue.

¢ In Step 3, choose the header, footer, or-legend options you desire.

e Click on Save and go to Step 4 to continue.

¢ In step 4, make any additional madifications you would like to see in your
report.

e Click Print to print your report.

e This will open the Print dialog box.

e Click OK to print.

Customising Reports

Using Customised Reports

e You can customise any report which has been covered in this chapter to suit
your particular needs. You can create a new report or edit an existing report.

¢ . Depending on which report you are customising, different dialog boxes are
displayed to assist.you in changing formatting, field information, etc.

Creating a New Report
e To create a new report, click New in the Custom Reports dialog box:
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Custom Reports |

Reporks:

Budget Report
Cash Flow
Completed Tasks
Critical Tasks
Crosstab Loy

Earned Yalue
Milestones Qrganizer... |

Overallocated Resources
Crverbudget Resources
Cwverbudget Tasks LI

Cancel

Preview Setup...

e Project offers four formats to base your new report on: Task, Resource,
Monthly Calendar, and Crosstab.

o Select the report type you would like to-create from the Define New Report
dialog box and click OK:

Define Hew Report |

|
Monthly Calendar |
Crosskab 4|Cance

¢ Depending on the type you select, the appropriate dialog box appears to
assist you .in building your report.

Editing Existing'Reports
e You can edit any report by selecting Edit from any Report dialog box:
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Overview Reports |

Edit...
Close

Project Surmmary Top-Level Tasks Critical Tasks

Milestones Working Daws

e Depending on which report you are editing, the appropriate dialog box
appears to assist you.

Review Questions

How would you:

e Use print preview?

e Use page setup?

e Use the print dialog box?

e Start the report generator?

o Use the different types of reports?

e Use the Project Guide for Printing wizard?
¢ Customise reports?
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