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INTRODUCTION AND OVERVIEW \

4

Welcome to Teachucomp, Inc.’s Introductory iject
course. This class introduces the student to @rosoﬁ
Project, one of the most popular project gement
programs available today. This class is desi@ed to give
the student with little or no knowledge of @ program a
firm skills base in Microsoft Project.

Microsoft Project is a software appliCafion that you can
use to manage projects in your organiZation. It provides an
easy way to enter and track the%mus project-related
tasks, budget constraints, and the.overall project timeline.
You can also produce reports § allow you to track and
manage the projectasitis o ng.

This class will focus gi‘(@ you, the student, the basic

working foundation of the\@sject program.
&
3\
<
S

s\O

/

%
§
>
@

©TeachUcomp, Inc. Introductory Project 3



TABLE OF CONTENTS

Chapters/Lessons: Page(s): Chapters/Lessons:
Introduction and Overview 3

CHAPTER 6- Tracking Project Tasks
CHAPTER 1- Getting Acquainted with Project 5 6.1- Creating Project Baselines
1.1- About Project 6-7 6.2- Updating Multiple Tasks in a Project
1.2- The Project Environment 7-8 6.3- Updating Tasks Individually
1.3- The Title Bar 8 Tracking Project Tasks- Actions
1.4- The Ribbon 8-9 Tracking Project Tasks- Exercises
1.5- The “File” Tab and Backstage View 9
1.6- The Scroll Bars 9 CHAPTER 7- Basic Project Rep, 61
1.7- The Quick Access Toolbar 10 7.1- Formatting Gantt Charts 62
1.8- The Entry Bar 10 7.2- Formatting Columns in S 63
1.9- The Status Bar 11 7.3- Applying Bar and Gantttyles 63-64
Getting Acquainted with Project- Actions 12-14 7.4- Drawing Objects 65
Getting Acquainted with Project- Exercises 15 7.5- Formatting Timesca @ antt Charts 65-66

7.6- Basic Reports 66
CHAPTER 2- Project Basics 16 7.7- Creating Custow 67
2.1- Opening Projects 17 Basic Project RepOfting-%Actions 68-74
2.2- Closing Projects 17 Basic Project Reporting® Exercises 75
2.3- Creating New Projects 18
2.4- Saving Projects 18 76-77
2.5- Changing Project Views 18-19
2.6- Planning a Project 19
Project Basics- Actions 20-22
Project Basics- Exercises 23
CHAPTER 3- Tasks 24 V'S O
3.1- Creating Tasks 25
3.2- Editing and Deleting Tasks 25 \\
3.3- Setting Task Duration 26

3.6- Using Phases and Summary Tasks

3.4- Linking Tasks 2
3.5- Marking Milestones
3.7- Using Task Notes 9

Tasks- Actions -

Tasks- Exercises 4

CHAPTER 4- Resources 35
4.1- Project Resources Overview 36
4.2- Creating Work Resources 36
4.3- Creating Material Resources @ 37
4.4- Creating Cost Resources 37
4.5- Entering Costs for Project Resources 37-38
4.6- Scheduling Work Resources 38-39
4.7- Creating New Base Calendars 39-40
Resources- Actions 41-44
Resources- Exercises 45
CHAPTER 5- Resource and Task Assignment 46
5.1- Assigning Work Resources g0 Tasks 47-48
5.2- Assigning Material R s to Tasks 48
5.3- Assigning Cost 0 s 10 Tasks 49
5.4- The Team Planner- rofessional Only 50
Resource and Task J nt- Actions 51-53
Resource and Tas [Ament - Exercises 54-55

O

©TeachUcomp, Inc. Introductory Project 4




CHAPTER 1- \
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GETTING ACQUAINTED WITH PROJECT ~

s s’
1.1- About Project: ?

Microsoft Project is a software program that allows you to more easily manage anc @ inate the

various resources needed to accomplish a project. A project is simply defined as an endeaver'to create a

product, or accomplish a set of given goals, within guidelines established by the associ resource, time,
and budget constraints.

Microsoft Project assists you in managing project-related resource, time, dget data so that
you can easily produce and share reports that show project information to other ay need to see that
type of information. You can also easily adjust your project schedule to a odate the inevitable
changes to the project schedule that occur- more easily allowing you to co a project that fulfills the

project’s desired goals on time and within budget.

You may start Microsoft Project by double-clicking the Microso @ ct icon on your desktop if it
appears there, or by clicking on the entry for “Microsoft Office Project” v\s@ ae Windows Start Menu. Once
the application has started, you are ready to begin entering the initial prgjeet data into the blank project that
appears. But before you begin to examine the program interface, uld take a moment to learn some
of the basic terms and concepts that are involved in project management.

As mentioned earlier, a project is defined as an endeavor tosgfeate a product, or accomplish a set of
specific goals, within guidelines established by the associa@sou e, time, and budget constraints. The

I

first part of this definition states that each project has a o0 accomplish. This goal could be a new
product, or perhaps even a more intangible product, su guantifiable amount of research performed.
Regardless of the end “goal” of the project, each pro'€ meet its goal in order to be successful.

In order to accomplish the goal of any proje& must be performed. In Microsoft Project, these
are called tasks. Each task also will require res in order to be accomplished. Resources that are
most often required are: work resources, whic e employees and other labor; material resources,
which include materials needed to comple %\(; and cost resources, which include any other costs
incurred in order to complete the task. In Mi(;x roject, you can create the lists of resources that you will

need in order to complete all of the tasks project file.

Next, the tasks that are require er to complete the goal of the project must be able to be
scheduled in a chronological sequen t allows you to see when the project will be completed. When
you create the tasks in Microsoft P, t, you assign resources that are available to complete the tasks.
Once you have entered all of the ta quired to reach the goal state of the project, you will also be able
to see the “end date” of the projgct. This basic project plan is then often saved as a baseline for the project.
This means that this is the initial pgoject plan.

Beyond creating 1@ ne project plan, however, another great feature about using Microsoft
Project is that it can use& driven scheduling when assigning resources to tasks. Therefore, if a task
would take 16 hours of workto complete, and you assign one work resource (employee) to the task at a
given maximum of 8 hoﬁs per day, Microsoft Project will estimate the duration of the task to be 2 days.
However, if you the@ign an additional work resource (second employee) to the same task at a given
maximum of 8 hN day, Microsoft Project would recalculate the duration of the task to be 1 day. This
allows you to easi ange resource assignments to tasks and then inspect the changes that the additional
assignments }‘Qn the duration and cost of the project. You then use this information to assist you in
accomplishing guired tasks to meet the goal of the project while balancing the time constraints and
cost congtramts that accompany the project. The constraints on a project are simply the limitations that
are pl the project. Time constrains and cost constraints are often the most pressing constraints that
n a project. Most projects need to be finished within a certain period of time and also within a
udget. The scheduling engine within Microsoft Project allows you to manage these constraints by
ource assignments to change the duration and costs of the tasks required to complete the goal.

©TeachUcomp, Inc. Introductory Project 6



GETTING ACQUAINTED WITH PROJECT ~
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1.1- About Project (cont.): Q

In addition to creating and managing your project file, Microsoft Project also allows print and
view many different lists and other aspects of your project file for the project’s stakeholders™A¢Stakeholder
is simply a term used to define a party that has an interest in the outcome of the proje@s could include

other project supervisors, customers, or anyone else who needs to know the status o oject. Microsoft
Project allows you to print the work schedule, task assignments, milestone tasks plished, and many
other types of information that you enter into the program in order to perform th management. You
can also print many types of reports that can also summarize other critical proj a- such as total costs
or overloaded work resources within a project file. These views and reports you to easily update the
necessary participants in the project with the information that they require.

Now that you have a basic understanding of the purpose of proj nagement and some of the
terms and concepts that will be discussed, you should next examinegthe“§pecifics of the user interface
within Microsoft Project. Before you create a new project file, enter r es, and assign those resources
to tasks within a project file, you should first learn where the too uired to perform these tasks are

located within the program’s environment.

1.2- The Project Environment: Q

If you have previous experience using Microsoft @ , you will notice that the new interface within
Microsoft Project 2010 makes use of the Ribbon th i ppeared within Microsoft Office 2007 products.
As with any program, you should begin by familia ourself with your working environment. This is
where we will begin exploring Microsoft Office Proj

If this is the first time that you have used oft Project, then the first thing to notice is the default
view of the new, blank project file that ap . This is named the “Gantt Chart” view of the project. Also
note that this is only one of many possit& of your project information that is contained within a
project file in Microsoft Project. Within the Chart” view you see project tasks shown at the left side of
the window within the “Entry” table vie hen the associated task durations shown in the bar chart to
the right of the tasks. New to Projee%o, you can also see a “Timeline” view of the project’s entire
duration shown at the top of the vie

Also notice that the defaultv%ct within Microsoft Project is the “project” file itself, of which the
“Gantt Chart” view is just one pgssible view. The project file window appears inside of the outer application
window. The project file wind ntains the actual project that you are creating. You may also open and
close the individual projegt fi dows within Microsoft Project without closing the entire program.

Now let’s examin% es and locations of several tools that you will need in order to create your
project files. The first object that we will point out is the Ribbon that appears at the top of the application
window. This tool is whére you can find all of the command buttons available for use within Microsoft
Project. They are s ed into various tabs, within which you will find the button groups. You can click the
buttons that appN5 the groups on the tabs in the Ribbon to perform all of your actions in Project.

One of t important tabs in the Ribbon is the new “File” tab located in the upper-left corner of
the Ribbon. C this button allows you access to the most common file functions, such as creating a
' ing changes to your project file, and printing your project file.
he Ribbon is the Quick Access Toolbar. You can add buttons to this toolbar for the
comm t you use most frequently to always have them available. You will notice several important
bu n?&already set here: “Save,” “Undo,” and “Redo” You can also easily remove buttons that you have

is toolbar, as well. At the top of the window, you will see the name of the current project file that
y open. This will appear to the right of the Quick Access Toolbar in an area known as the Title Bar.
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GETTING ACQUAINTED WITH PROJECT ~
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1.2- The Project Environment (cont.): Q
Below the Ribbon, the current project file is displayed. This is where you enter and gge most of

the actual project data for the currently opened project file. When a project file is displayed using the “Gantt

Chart” view, then at the right side of the project file you will see a vertical scroll bar. will also see a
horizontal scroll bar at the bottom of your project file. You can use the vertical scro!! o scroll up and

down through the content shown in the view. You can use the horizontal scroll bar oll laterally across
the content shown in the project file view. You can now easily zoom in to 4 e the project file’s
magnification or zoom out to decrease the magnification using the “Zoom” slidemthat appears in the lower
right corner of the window. Also, to the left of that, you can see commonly @ Project View Buttons that

allow you to switch the view of your project file, as needed.
Now that we have an overview of the major onscreen elements they are located by default,

and what they are called, let’s look at the various onscreen elements within P¥gject in more detail.

1.3- The Title Bar:

The Title Bar is the thin bar that runs left to right acrosSgthe very top of the Microsoft Project
application window. The name of the current project that yo working on will be displayed in the center
of this bar if you have the view of your project file windo imized. At the right end of the Title Bar are
three buttons in a button group: “Minimize,” “Maxinlize % ore Down,” and “Close,” respectively. These
buttons affect the display of the application window.

Clicking the “Minimize” button will send the@tion down to the Windows Taskbar, where you
can view it later by clicking on its entry within the v@/s Taskbar.

Clicking the “Maximize” button will enlarge r application window to full-screen size. It will also
toggle the function of the same button to th @ Down” command. Clicking the “Restore Down” button
will change the size of the window, allowin 0 size and position it onscreen as you wish using your
mouse. When you click the “Restore Dow n, it will toggle back into the “Maximize” button.

Clicking the “Close” button will s lose the entire application. If you have unsaved changes in
the current project file, you will be promp&to save those changes before the program closes.

1.4- The Ribbon:

The primary tool thatds®available for you to use in Microsoft Project is the Ribbon. This object allows
you to perform all of the % ds available in the program. The Ribbon is divided into tabs. Within these
tabs are different groups of'eommands. The commands in each group can be accessed either through the
use of buttons, boxes, or menus that are available within the group.

Also note th advanced options, or for users more familiar with the old “dialog box” functionality,
you can click the D Box launcher button that appears in the lower right corner of some groups on the
currently displa% ‘active,” tab within the Ribbon in order to open a dialog box of options that are
available fort :% :

You (ld#also notice that you can double-click on the active tab within the Ribbon to both hide and
show the of the Ribbon. This can be a handy way to gain additional workspace while working on

your proj
n simply click on the main tabs shown in the Ribbon to switch the groups displayed. The
d shown in the Ribbon are: “File,

Itt ” “Task,” “Resource,” “Project,” and “View.” You can also enable
tRe#Deyeloper” tab, if using macros or code within a document.

n addition to the primary tabs available for you to use in Project, you will also see special
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GETTING ACQUAINTED WITH PROJECT ~
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1.4- The Ribbon (cont.): Q

“contextual” tabs that will appear within the Ribbon. For example, the “Format” tab of tantt Chart
Tools” contextual tab appears in the Ribbon when you are working in the Gantt Chart view of th€ project file.
These contextual tabs will appear for each view selected in your project. The groups%then appear on

the contextual tabs will be directly related to the type of project view selected.
|\E]‘ = 2 Gantt Chart Tools Projecti - Microsoft Proj;*_’?m

Resource Project View Format [A) @
= =28 ¥ Cut e = poe eoseses & Mark on Track ~ P Inspect ~ - ¥9 Summary J ko] Notes G'[? 34 Find ~
et 53 Copy ~ o 57 Respect Links & Mi j Details s (2 Clear ~

Ciaar:tttv Pafte F Format Painter B JZ U d-A- @ 88 ech A B Mode - Tajk 6 Information : tchr:!k ] il -
NAEW. _Clipboaid ) Fant’ Jasks. Properties L Editing

1.5- The “File” Tab and Backstage View: Q

Starting in Microsoft Project 2010, the new “File” tab wit ibbon replaces the functionality of
the older “File” menu in versions of Project prior to 2010. Basically} can click the “File” tab in the Ribbon
to open a view of the file called the “Backstage View.” In thisgiew, You can perform all of your project file
management. This includes performing functions such a:@ﬁg your project file, opening an existing
project, or creating a new project.

The “File” tab is a new feature that spans all Qplications within Microsoft Office 2010. Within
each program, like Project, the “File” tab is shown iN rent color so that you can easily locate it. When
you click the “File” tab within the Ribbon, you willspoMonger see the contents of the file that you were
working on, but rather you will see the “Backsta ” of your file. The commands that are shown at the
left side of the view are the file management %@ ds that are available for your program. These include
“Save,” “Save As,” “Open,” “Close,” “Info,”x J “New,” “Print,” “Save & Send,” “Help,” “Options,” and
“Exit” in Microsoft Project 2010. When yo on a command in the section of commands from “Info” to
“Help,” you will then see additional opt or the selected command appear to the right within the
Backstage View. You can then make %onal selections in the new section, as needed. For example, to
e

create a new project, you would clic ew” command, and then select the desired project file template
to use from the listing shown at the tiside of the Backstage View.

You also have access togour basic file management commands, such as “Save,” Save As,” “Open,”
and “Close.” Selecting these c&nands will still return you to your project file and open any additional

dialog boxes that may be ze , as is the case when selecting the “Open” or “Save As” commands.

You can click the s” command in the “File” tab to open the default options for Project in a
separate “Project Options” dow that appears. Also on the “File” tab you will find the “Exit” command,
which exits Microsoft Pr%ct.

1.6- The Scroll B @

The rs run both vertically and horizontally along the right and bottom sides of the panes that

are displa in"your project file view. They have little arrows at their ends that point in the direction that

they can Sgroll* You use the scroll bars to scroll through the content of your project file. You may click the
arrowm Il through the file, or you can click and drag the little gray box inside of the scroll bars to a new

I(M% rder to scroll through the content, as well.
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1.7- The Quick Access Toolbar: Q

The Quick Access toolbar is located above the Ribbon, by default. However, you so place it
below the Ribbon, if desired, by clicking the “Customize Quick Access Toolbar” button at the t end of the
toolbar and then selecting the “Show Below the Ribbon” command. You can reset it to %:ault location by

clicking the same “Customize Quick Access Toolbar” button and then choosing Show Above the
Ribbon” command.
This is the only toolbar available for use in Project. By default, you have for quick access to

the following commands: “Save,” “Undo,” “Redo (Repeat).” However, you can y add buttons to this
toolbar for the functions that you use most.

One way to add a button to the Quick Access toolbar is to right-gii
function within the Ribbon which you want to add, and then choose the€
command. The selected function will then be added to the Quick Acce
button that you have added to the Quick Access toolbar by right-clicking on the button that you wish to

remove, and then choosing the “Remove from Quick Access Toolb

Also note that you can more thoroughly customize t ick Access toolbar by clicking the
“Customize Quick Access Toolbar” button, and then choosing t More Commands...” command. This
opens the “Project Options” window. At the right side of the | are two sets of command button listings.

The listing at the far right of the panel is the set of button cOmmands that are currently shown in the Quick
Access toolbar. The order in which the commands apPe@“ns list from top to bottom is the order in which
they will display from left to right within the Quick Acce ar.

To the left of this panel is a listing of comma that you can add to the Quick Access toolbar. You
can select which functions are shown in this lis electing a command grouping to display from the
“Choose commands from:” drop-down that is loc ove the list.

To add a command to the Quick Ac e@bar from this list, click on the command that you wish to
add from the choices available in the left Iis& click the “Add>>" button to move the selected command
into the Quick Access toolbar list to the rig

You can remove a command fro uick Access toolbar list at the right by clicking on it to select
it, first. Then just click the “Remove” b o remove it from the list.

Also, you can change the or@epin which the buttons appear in the Quick Access toolbar by selecting
a command in the list, and then clicmither the “Up” or “Down” arrow buttons to the right of this list. When
you have finished customizing tfte content of the Quick Access Toolbar, click the “OK” button in the lower
right corner of the “Project Optie$i, window to save and apply your changes.

1.8- The Entry Bar:

The Entry Baai ‘0 longer displayed in Microsoft Project 2010 by default. If you wish to use it, you
can enable its di I@ do this, click the “File” tab in the Ribbon. Then click the “Options” command at the
left side of the& open the “Project Options” window. In the “Project Options” window, click the
“Display” cate t left. To the right, you can then check the “Entry bar’ checkbox under the “Show these
' hen click the “OK” button at the bottom of the “Project Options” window.

enabled, the Entry bar consists of a large white bar where you can see, edit, and create
e currently selected cell in the project file. To edit or change content for selected cells, enter

into the large white bar within the Entry Bar. Note that when you begin to type, a small

the c
c mutton and a small “x” button appear to the left of the entry. When you have finished entering or
entryau

content in

e content within the large white box, you can click the checkmark button that appears to save the
o the selected project cell. You can also click the small “x” button that appears to cancel the entry.

©TeachUcomp, Inc. Introductory Project 10
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1.9- The Status Bar: Q

At the bottom of the application window is the Status Bar. Within this bar you caone of the
three modes for Microsoft Project at the left end: “Ready,” “Edit,” or “Enter.” If the word “R

cady’ appears,
Project is ready to do just about anything that you want. This is the mode that you wa ee displayed in
the Status Bar before you begin a task.

The next mode you will often see displayed in the Status Bar is “Edit.” If yo n “Edit” mode, that
means that you have changed the content of a selected cell in your project file, b ou have not moved
from the cell in order to finish editing the contents. Many commands will be una to you when you are

in “Edit” mode.

The last mode you will often see displayed in the Status Bar is ¢
mode, but is shown when you are initially entering information into a bl
when using “Edit” mode, however, most commands will be unavailabl
the currently selected cell, which then returns you to “Ready” mode.

Next to the cell mode indicator, you will see the task mod jgator. This determines how Project
schedules new tasks. It defaults to “New Tasks: Manually Sch ,” but you can click it to change it to
“New Tasks: Auto Scheduled” if you desire. When you then creategnew tasks in your project, this setting
determines how the task dependencies will relate to each (@vhe the tasks are linked within a project.

is is much like the “Edit”
within a project file. Just as
until you finish data entry in

For most projects where you want to have the ability to cha the duration of a predecessor task and then
have Project automatically reschedule the linked depen sks, you will want to create the tasks using
the “New Tasks: Auto Scheduled” task mode. We will ‘digQuss this feature in the chapter on tasks.

&eg e View Shortcuts and the Zoom slider. You can
e

At the far right end of the Status Bar you ca
click the View Shortcuts buttons to quickly switch@ n the most commonly used views of your project

file.
You can use the Zoom Slider to ch n@magnification level of the view of your project file. This
does not modify the file in any way, but% hanges your perception of how close or far away the

contents appear onscreen. You can click g the slider left towards the minus symbol to decrease the

magnification level. You can also click a g the slider to the right, or towards the plus sign, to increase
the magnification level. For many vie ch as the default Gantt Chart View, note that this changes the
timescale aspects shown in the vi t does not change the magnification of the task list shown in the
view. It does magnify all aspects of views when used.

9
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ACTIONS-

USING THE APPLICATION TITLE BAR:

GETTING ACOUAINTED WITH PROJECT é\’

1. Clicking the “Minimize” button will send the application down to the Windows Taskbar,@e you can
view it later by clicking on its entry in the Windows Taskbar.

2. Clicking the “Maximize” button will enlarge your application window to full-screen s% will also toggle
the function of the same button to the “Restore Down” command.

3. Clicking the “Restore Down” button will change the size of the window, allowing size and position
it onscreen as you wish using your mouse. When you click the “Restore Dow n, it will toggle back
into the “Maximize” button.

4. Clicking the “Close” button will simply close the application. If you have ed changes in any open
project file, you will be prompted to save those changes before the appli closes.

USING THE RIBBON:

1. The primary tool that is available for you to use in Microsoft P Qhe Ribbon. The Ribbon is divided
into tabs. Within these tabs are different groups of commarQ]e commands in each group can be
accessed either through the use of buttons, boxes, or menus that%are available within the group.

2. Also note that for advanced options, or for users more f%with the old “dialog box” functionality, you
can click the Dialog Box launcher button that appea e lower right corner of some groups on the
currently displayed, or “active,” tab within the Ribbo rder to open a dialog box of options that are
available for the group. &

3. You should also notice that you can double-clj he active tab within the Ribbon to both hide and
show the contents of the Ribbon. @

4. You click on the main tabs shown in the Rib switch the groups displayed. The default tabs shown

in the Ribbon are: “File,” “Task,” “Resoutee;&Project,” and “View.” You can also enable the “Developer”

tab, if using macros or code within a doguniept.
@ ou to use in Project, you will also see special “contextual”

5. In addition to the primary tabs availaple
tabs that will appear within the Ribbgn*The groups that then appear on the contextual tabs will be
selected.

directly related to the type of pro@

USING THE “FILE” TAB IN THIQBBON:

older “File” menu in v of Project prior to 2010. When you click the “File” tab within the Ribbon,
you will see the “Backstage View” of your file.

2. The commands thatdre shown at the left side of the view are the file management commands that are
available for o&e gram. These include “Save,” “Save As,” “Open,” “Close,” “Info,” “Recent,” “New,”

1. Starting in Microsoft K@Olo, the new “File” tab within the Ribbon replaces the functionality of the

“Print,” “Save d,” “Help,” “Options,” and “Exit” in Microsoft Project 2010. When you click on a
command i ction of commands from “Info” to “Help,” you will then see additional options for the
selected Qnd appear to the right within the Backstage View. You can then make additional
selecti [ new section, as needed.

3. You ve access to your basic file management commands, such as “Save,” Save As,” “Open,”
. Selecting these commands will return you to your project file and open any additional
xes that may be required.

ial
can click the “Options” command to open the “Project Options” window.
5 can click the “Exit” command to exit Microsoft Project.
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ACTIONS-

USING THE SCROLL BARS:

GETTING ACOUAINTED WITH PROJECT é\’

1. The scroll bars run both vertically and horizontally along the right and bottom sides of th'es that are
displayed within your project file view. They have little arrows at their ends that point in the*direction that

they can scroll. You may click the arrows to scroll through the file, or you can cli d drag the little
gray box inside of the scroll bars to a new location in order to scroll through the ¢ s well.

USING THE QUICK ACCESS TOOLBAR: %

1. The Quick Access toolbar is located above the Ribbon, by default. Howe u can also place it below

the Ribbon, if desired, by clicking the “Customize Quick Access Too
toolbar and then selecting the “Show Below the Ribbon” command.
2. You can reset it to its default location by clicking the same “Cus
and then choosing the “Show Above the Ribbon” command.
3. To add a button to the Quick Access toolbar, right-click on Q mand button or function within the
ss t

utton at the right end of the

Quick Access Toolbar” button

Ribbon which you want to add, and then choose the “Add to Access Toolbar” command.

4. To remove a button that you have added to the Quick A bar, right-click on the button that you
wish to remove, and then choose the “Remove from Qui ess Toolbar” command.

5. Also note that you can more thoroughly customize t Access toolbar by clicking the “Customize
Quick Access Toolbar” button, and then choosing re Commands...” command. This opens the
“Project Options” window. At the right side of t%

el are two sets of command button listings. The

listing at the far right of the panel is the set of commands that are currently shown in the Quick
Access toolbar. The order in which the comm%appear in this list from top to bottom is the order in
which they will display from left to right within uick Access toolbar.

6. To the left of this panel is a listing of co& that you can add to the Quick Access toolbar. You can

select which functions are shown in i t by selecting a command grouping to display from the

“Choose commands from:” drop-dow @ located above the list.

7. To add a command to the Quick Acc olbar from this list, click on the command that you wish to add
from the choices available in the . Then click the “Add>>" button to move the selected command
into the Quick Access toolbar lis e right.

8. You can remove a command, fro e Quick Access toolbar list at the right by clicking on it to select it,
first. Then just click the “Re&a” button to remove it from the list.

9. Also, you can change,th in which the buttons appear in the Quick Access toolbar by selecting a
command in the list, % clicking either the “Up” or “Down” arrow buttons to the right of this list.

10. When you have finishe stomizing the content of the Quick Access Toolbar, click the “OK” button in
the lower right corney)f the “Project Options” window to save and apply your changes.

DISPLAYING T@Y BAR:

b in the Ribbon.

ptions” command at the left side of the view to open the “Project Options” window.

ct Options” window, click the “Display” category at left. To the right, you can then check the
? checkbox under the “Show these elements” section.

“E
4®%k the “OK” button at the bottom of the “Project Options” window.
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ACTIONS-

USING THE ENTRY BAR:

GETTING ACOUAINTED WITH PROJECT é\’

1. When enabled, the Entry bar consists of a large white bar where you can see, edit, an@te content
within the currently selected cell in the project file.

2. To edit or change content for selected cells, enter the changes into the large whit
Bar. Note that when you begin to type, a small checkmark button and a small “x.
left of the entry.

3. When you have finished entering or editing the content within the large w
checkmark button that appears to save the entry into the selected project cé

4. You can also click the small “x” button that appears to cancel the entry.

USING THE STATUS BAR: &

1. At the bottom of the application window is the Status Bar. Withifathis*bar you can see one of the three
modes for Microsoft Project at the left end: “Ready,” “Edit,”for¥Enter.” If the word “Ready” appears,
Project is ready to do just about anything that you want. This | mode that you want to see displayed
in the Status Bar before you begin a task.

2. The next mode you will often see displayed in the St r is “Edit.” If you are in “Edit” mode, that
means that you have changed the content of a sele Il in your project file, but that you have not
moved from the cell in order to finish editing the r@ Many commands will be unavailable to you
when you are in “Edit” mode. x

3. The last mode you will often see displayed i tatus Bar is “Enter.” This is much like the “Edit”
mode, but is shown when you are initially enteti formation into a blank cell within a project file. Just
as when using “Edit” mode, however, most mands will be unavailable to you until you finish data
entry in the currently selected cell, whicxe turns you to “Ready” mode.

4. Next to the cell mode indicator, you the task mode indicator. This determines how Project
schedules new tasks. It defaults to “ ks: Manually Scheduled,” but you can click it to change it to
“‘New Tasks: Auto Scheduled” if yog%lre. When you then create new tasks in your project, this setting
determines how the task depe cies will relate to each other when the tasks are linked within a
project. For most projects wher@ want to have the ability to change the duration of a predecessor
task and then have Project antomatically reschedule the linked dependent tasks, you will want to create
the tasks using the “New T& Auto Scheduled” task mode. We will discuss this feature in the chapter

on tasks.
5. At the far right end of& s Bar you can see the View Shortcuts and the Zoom slider. You can click
the View Shortcuts button$to quickly switch between the most commonly used views of your project file.
6. You can use the Zocy Slider to change the magnification level of the view of your project file. This does

not modify the fi ny way, but rather changes your perception of how close or far away the contents
appear ons u can click and drag the slider left towards the minus symbol to decrease the
magnificatio . You can also click and drag the slider to the right, or towards the plus sign, to
increase t nification level. For many views, such as the default Gantt Chart View, note that this
change timescale aspects shown in the view, but does not change the magnification of the task list
show e view. It does magnify all aspects of graph views when used.

%‘b
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EXERCISES-
GETTING ACQUAINTED WITH PROJEC’

Purpose: Q

1. To be able to find the basic tools in the Microsoft Project application environment. O

Exercises:

Locate the Ribbon within the application interface.

Locate the Status Bar within the application interface.

Click the “Resource” tab in the Ribbon to see the buttons that are avai

Click the “Task” tab in the Ribbon to see the button groups availa

Exit the Microsoft Project application by clicking the “x” butt“ e upper right corner of the

application window. 0

Open your Microsoft Office application. :‘®

ouhkwnhE

©TeachUcomp, Inc. Introductory Project 15



CHAPTER 2-
PROJECT BASICS

2.1- OPENING PROJECTS

2.2- CLOSING PROJECTS

2.3- CREATING NEwW PROJECTS
2.4- SAVING PROJECTS

2.5- CHANGING PROJECT VIEWS

O
&
O

\}\Q

2.6- PLANNING A PROJECT Q
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PROJECT BASICS

2.1- Opening Projects: Q

In this chapter, we will explore the most basic and fundamental skills that you mustre in order
to manage projects within Microsoft Project. You will learn to create new project files, opeh previously
created project files, save project files that you have created, and also close those proj%ln addition, you
will learn many basic project creation skills.

This particular lesson will acquaint you with the process of opening a save ject file. To open a
saved project, you must first know where the project file that you want to open is . This location could
be within a folder on your computer, a network folder, or perhaps the file is | n a Microsoft Project
Server within an enterprise. Once you know where the project file is Iocated@then open it by using the
“Open” dialog box within Microsoft Project.

You can access this dialog box by clicking the “File” tab in the Ri
command button. In the “Open” dialog box that appears, you navigate t64
to open. You should see an icon for the project file along with the proj
folders shown in the “Open” dialog box.

To open a project file from the location that you've seI ou can click the icon for the project
that you want to open, and then click the “Open” button in the low&E right corner of the “Open” dialog box.
Alternately, you could also just double-click on the icon of t ject file shown in the “Open” dialog box in
order to open the project.

You can also use this dialog box to simultangm@o n multiple projects from the same location.

g the project files from the listing shown in the

To do this, follow the steps above, but this time whe
“Open” dialog box, you hold down the “Ctrl” key on& eyboard and then click on each project file that
0 each other) project files. If the project files are

you want to open if they are non-adjacent (not

adjacent (next to each other), you can hold do ift” (instead of “Ctrl”) and click the first and the last

projects in the list. Everything in between ill be selected. Once you have selected your projects,

release any keyboard keys that you are holdh own and then click the “Open” button in the lower right
of the highlighted, or selected, projects.

corner of the “Open” dialog box. This will
Also notice that if you are simply4r to open a recently accessed project, you can click the “File”
tab in the Ribbon and then click the nt” command. You can then click on the name of the recently

opened project file that appears in tl@ing in the center of the backstage view.

@ and then clicking the “Open”
acation of the project you want
file’s name within the files and

2.2- Closing Projects: \

To close the curr@ylayed project file that you have opened, click the “File” tab in the Ribbon

and then click the “Close” command button at the left side of the backstage view. You can also just click the
“X” in the upper right corger of the project file window to close the current project file. Clicking the “x” within

the project file wind equivalent to executing the “Close” command. Note that if you click the red “x” in
the upper right N he application window, you will instead exit the entire application, closing all open
projects.

Q
$
P
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PROJECT BASICS N

2.3- Creating New Projects: Qs s

To create a new project, click the “File” tab in the Ribbon and then select the “New and from
the command panel at the left side of the Backstage View. This will display the “Available Templates” panel
at the right side of the view. Here you can choose to start a new project from one of any templates
available, or you can choose to simply create a new blank project. ®

In the “Available Templates” panel you can select a category shown, such a@ﬁedules” under the
“Office.com Templates” section, in order to have the content for the sele egory appear. For
whichever category is selected, you will see several common items that you (:%eate. To return to the
original display, you can click the “Back” button that appears at the top of the @ ates panel.

If you want to create a new, blank document, select the “Blank psjeet’” icon from the “Available
Templates” section. Once you have made your selection, click the “Creat %. tton in the lower right corner
of this window.

2.4- Saving Projects:

After you have made any change to a project file that you t to keep, you should save the project
file. Learning to save your work frequently is one of the most4 rtant computer skills you can have.

When you save a project for the first time, you m@ the “Save As” dialog box. To open this
dialog box, click the “File” tab in the Ribbon, and th.en the “Save As” command from the command
panel to open the “Save As” dialog box.

In the “Save As” dialog box you need to giveNRrofect both a location where the project file will be
saved and a project file name. Give it a name tha Il remember, and be sure to remember where you
saved it. Project file names may be up to 25 cters in length, but should probably be short and
descriptive. Project will not let you use the oI%symbols in a file name: the colon [:], the forward slash
[/], the back slash [\], the greater than sign less than sign [<], the asterisk [*], double quotes [*"], or

the pipe [|].
When you are ready to save the projegt, click the “Save” button in the lower right corner of the “Save
As” dialog box. Once you have name aved the file, its name will appear in the project’s Title Bar.
When you save your chang the future, you will not have to re-enter the name and location. To
save changes to a project you have d once before, you can either click the “File” tab in the Ribbon and
then click the “Save” command,©r you can click the “Save” button in the Quick Access toolbar to let Project
automatically save the chang e project file to the same place with the same name.

2.5- Changing Project Vi

Within Micro ‘roject, you have many different views of the data that you enter. Remember that
the default view of %ect file is called the “Gantt Chart” view of the project. This view displays the tasks
associated With& ently displayed project in an “Entry” table that appears at the left side of the view.
The duration (Q ationships between these tasks is then shown in the timescale bar chart to the right of
the tasks. This,iSwffairly common and comprehensive way of viewing the tasks within a project, and so it is
the defaul wshown within Microsoft Project. Most views that are provided simply focus on showing task

details oresolirce usage details. Next, let's examine how to switch between the different views of a project,

and wi can generally expect to see within the views that are available.

can change the view of the currently displayed project file by clicking the “Task” tab in the
%You can change the view shown by clicking drop-down arrow on the leftmost button in the “View”
butt roup. When you click the drop-down arrow, you will see a listing of the possible task views.
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PROJECT BASICS N

4

2.5- Changing Project Views (cont.): Q
Simply click the name of the task view that you wish to use in order to apply it to your proje@. ote that
you can see and apply all of the views that are available, including any custom views that yo ve created,
by selecting the “More Views...” command from the button’s drop-down listing in ord open the “More
Views” dialog box. Within this dialog box, you can click on the name of the view that yo#wish to apply from
the scrollable listing shown. You can then click the “Apply” button within the “Mofe/Njews” dialog box in
order to apply the selected view to the currently displayed project. q

Also note that many of the views, including the default “Gantt Chart” vi clude a split between
the two panes that appear. You can also adjust the placement of this sp@e by simply clicking and
dragging on the split line to adjust its placement.

In addition, for any view that displays a split screen, such as ntt Chart” or “Task Usage”
views, you can click into the task table shown within the view and cha h table of data is shown. By
default, the table shown is the “Entry” table. You can change which t shown by first clicking into the
table part of the view that is displayed onscreen. Then click the * 71ab in the Ribbon. Then click the
“Tables” drop-down button in the “Data” group. You can then si ick on the name of the table that you

would like to see in the table view from the drop-down listing of ta ames that appears.

2.6- Planning a Project:

y clicking the “Project” tab in the Ribbon, and
ies” group after creating your new, blank project

You can create a project plan for your new
then clicking the “Project Information” button in the
file. A project plan allows you to set the basic par for the project file.

In the “Project Information” dialog box, enter the “Start date:,” the “Current date:,” and then
select “Project Start Date” from the “Sched m2*drop-down menu. This allows Microsoft Project to track
tasks from the given start date. Note thatﬁ an set a “Finish date:” and then schedule tasks from the

finish date back to the current date, if d but that is typically much more complicated. This is also
typically only useful when you have as dard project that contains standard, easily measured and
controlled tasks that you know must y a specified date, and simply wish to know when the project
should begin. Otherwise, you will ly want to pick the start date, and calculate tasks from the start
date to find the projected end date. that you only need to give Microsoft Project either the start date or
the end date- it will calculate the other date based on the task workload that you then enter. Scheduling
from a specified start date ca roject to schedule all tasks to begin as soon as possible. This also gives
you the most scheduling When entering tasks for the project.

Next, you can use “Calendar:” drop-down to select the default working calendar to use. You can
select either “24 Hours” tQ allow for 24 hour scheduling of project-related work; “Night Shift,” to allow for the
scheduling of proje ted tasks from 11PM to 8AM Monday through Saturday with a one-hour break
each day; or “Stan to select scheduling of project-related tasks from 8AM to 5PM Monday through
Friday with a one- nch break each day.

Finally, Microsoft Project Professional, you may have special custom fields and field values
that need to red for your project. If these are needed they will be shown in the “Enterprise Custom
Fields” ar hereYou can enter any custom field values, as necessary.

@) u have entered the necessary information into the “Project Information” dialog box, you can

then cI@ ‘OK” button to set the basic project information.

@
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ACTIONS-
PROJECT BASICS .

OPENING PROJECTS: Q

Click the “File” tab in the Ribbon and then click the “Open” command button. Q
2. In the “Open” dialog box that appears, navigate to the location of the project you wan open. You
should see an icon for the project file along with the project file’s name within the fiI@d folders shown

=

in the “Open” dialog box.

3. To open a project file from the location that you've selected, click the icon for th
open, and then click the “Open” button in the lower right corner of the “Opg
you could also just double-click on the icon of the project file shown in the
open the project.

4. You can also use this dialog box to simultaneously open multiple projegtsyfrerh the same location. To do

@ rom the listing shown in the

L'o ject that you want to

projects in the list. Everything in between the two will be @ ted. Once you have selected your
projects, release any keyboard keys that you are holding dowiW@nd then click the “Open” button in the
lower right corner of the “Open” dialog box. This will ope f the highlighted, or selected, projects.
5. Also notice that if you are simply trying to open a recen ccessed project, you can click the “File” tab
in the Ribbon and then click the “Recent” comman@.l can then click on the name of the recently
0

opened project file that appears in the listing in thg\ f the backstage view.

CLOSING PROJECTS: @

1. To close the currently displayed projec&' the “File” tab in the Ribbon and then click the “Close”
command button at the left side of the ge view.

2. You can also just click the “x” in th right corner of the project file window to close the current
project file. Clicking the “x” with& project file window is equivalent to executing the “Close”

command.
3. Note that if you click the red x@ upper right corner of the application window, you will instead exit
0

the entire application, closin{II n projects.

CREATING NEW PROJ

1. To create a new project, click the “File” tab in the Ribbon and then select the “New” command from the
command panel tl@ left side of the Backstage View. This will display the “Available Templates” panel
at the right sjde % view. Here you can choose to start a new project from one of the many templates
available, orx choose to simply create a new blank project.

2. In the “Avai emplates” panel you can select a category shown, such as “Schedules” under the

plates” section, in order to have the content for the selected category appear. For

ry is selected, you will see several common items that you can create. To return to the
originahdisplay, you can click the “Back” button that appears at the top of the templates panel.

nt to create a new, blank document, select the “Blank project” icon from the “Available
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ACTIONS-

PROJECT BASICS , E\é ’

SAVING PROJECTS: Q

1. When you save a project for the first time, you must use the “Save As” dialog box. To this dialog
box, click the “File” tab in the Ribbon, and then click the “Save As” command from the c0 and panel
to open the “Save As” dialog box.

2. Inthe “Save As” dialog box you need to give Project both a location where the p
and a project file name. Give it a hame that you will remember, and be sure ember where you
saved it. Project file names may be up to 255 characters in length, but sh ably be short and
descriptive. Project will not let you use the following symbols in a file nai ; colon [:], the forward

le will be saved

slash [/], the back slash [\], the greater than sign [>], the less than sign [<] sterisk [*], double quotes

dialog box. Once you have named and saved the file, its name will eanin the project’s Title Bar.
4. When you save your changes in the future, you will not have to re-
changes to a project you have saved once before, you can eith
then click the “Save” command, or you can click the “Save;
Project automatically save the changes to the project file to the

["], or the pipe []].
3. When you are ready to save the project, click the “Save” button in thi@‘right corner of the “Save As”

the name and location. To save

ick the “File” tab in the Ribbon and

on in the Quick Access toolbar to let
e place with the same name.

4

L

Click the “Task” tab in the Ribbon. %
2. You can change the view shown by clicking dr?b arrow on the leftmost button in the “View” button

CHANGING PROJECT VIEWS: O:

group.

3. When you click the drop-down arrow, you a listing of the possible task views. Simply click the
name of the task view that you wish to er to apply it to your project file.

4. To see and apply all of the views that ilable, including any custom views that you have created,
select the “More Views...” comman ?@me button’s drop-down listing in order to open the “More
Views” dialog box.

5. Within this dialog box, you can cli the name of the view that you wish to apply from the scrollable
listing shown.

6. You can then click the “Apply” bu#6n within the “More Views” dialog box in order to apply the selected
view to the currently displa project.

7. Also note that many of t iews, including the default “Gantt Chart” view, include a split between the
two panes that appear. can also adjust the placement of this split line by simply clicking and
dragging on the split lin adjust its placement.

8. In addition, for any vigw that displays a split screen, such as the “Gantt Chart” or “Task Usage” views,

you can click in task table shown within the view and change which table of data is shown. By
default, the tabl n is the “Entry” table.

9. You can ch ich table is shown by first clicking into the table part of the view that is displayed
onscreen.

10. Then cli iew” tab in the Ribbon.

11. Then ¢jiek the “Tables” drop-down button in the “Data” group.
12. You can,thén simply click on the name of the table that you would like to see in the table view from the
drap-, listing of table names that appears.

@
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ACTIONS- <

PROJECT BASICS ! \;

PLANNING A PROJECT: Q

1. You can create a project plan for your new project by clicking the “Project” tab in the , and then
clicking the “Project Information” button in the “Properties” group.

2. In the “Project Information” dialog box, you can enter the “Start date:,” the “Curg ate:,” and then
select “Project Start Date” from the “Schedule from:” drop-down menu. This allo %osoﬂ Project to
track tasks from the given start date.

3. Note that you can set a “Finish date:” and then schedule tasks from the fini back to the current
date, if desired, but that is typically much more complicated. This is also Ef only useful when you

have a standard project that contains standard, easily measured and lled tasks that you know
must end by a specified date, and simply wish to know when the proj Id begin. Otherwise, you
will probably want to pick the start date, and calculate tasks from the ate to find the projected end
date.

4. Note that you only need to give Microsoft Project either the start dal he end date- it will calculate the
other date based on the task workload that you then enter. uling from a specified start date
causes Project to schedule all tasks to begin as soon a: ible. This also gives you the most
scheduling flexibility when entering tasks for the project.

5. Next, you can use the “Calendar:” drop-down to select
select either “24 Hours” to allow for 24 hour schedulin
the scheduling of project-related tasks from 11PM
break each day; or “Standard,” to select sched Il’n\
through Friday with a one-hour lunch break each .

default working calendar to use. You can
roject-related work; “Night Shift,” to allow for
Monday through Saturday with a one-hour
oject-related tasks from 8AM to 5PM Monday

6. Finally, if using Microsoft Project Professional, ay have special custom fields and field values that
need to be entered for your project. If thes eded they will be shown in the “Enterprise Custom
Fields” area, where you can enter any ¢ s%‘d values, as necessary.

7. Once you have entered the necessary tion into the “Project Information” dialog box, you can

then click the “OK” button to set the ba% ect information.
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EXERCISES-
PROJECT BASICS .

1. To be able to create a basic project file in Microsoft Project.

Purpose: Q

Exercises:

Click the “File” tab in the Ribbon.
Click the “New” command at the left side of the backstage view.
Click the “Blank project” icon in the “Available templates” section.

Click the “Create” button in the lower right corner of the backstage @ 0 create a new project.
Click the “Project” tab in the Ribbon. %

Click the “Project Information” button in the “Properties” button §0
Enter the information shown in the following illustration into
appears. Note that, depending upon which version of Mig
fields shown may be available.

Project Information for .wﬁ ===
Start date: Thu 11212 ~ Currentdate: Thu v
- — »
Finish date: Thu 1/12/12 Status date: 7\\ -
Schedule from:  Project Start Date * Calendar: M -

All tasks begin as soon as possible. Priority: @ =
Enterprise Custom Fields
Depariment: ‘

Custom Field Name Value [

Open your Microsoft Office Project application. ®®

N~ WNE

| tep | [ sttsts.. [ ok || caneal |

10. Click the“gil in the Ribbon, and then click the “Save As” command in the backstage view.

11. In the “ x dialog box that appears, use the drop-down at the top of the dialog box to select the

folder (Windows only). If using another OS, simply choose another default folder on

r to use for saving your practice files.

Project” into the “File name:” text box at the bottom of the dialog box.

13. .Save” in the lower right corner of the “Save As” dialog box.

14. %the “X” in the project’s window to close the sample project file that you just saved. You will use
file to complete the upcoming sequential exercises throughout this entire course. Each

xercise builds upon the previous exercise, so please complete them in order.

9. Click the “O@on within the “Project Information” dialog box to finish.

12. Type
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CHAPTER 3-

TASKS NS
3.1- CREATING TASKS O
3.2- EDITING AND DELETING TASKS %
3.3- SETTING TASK DURATION @Q

3.4- LINKING TASKS QO

3.5- MARKING MILESTONES
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TASKS
TASKS \.

3.1- Creating Tasks: Qs s

After you have created your initial project file within Microsoft Project, you will need tr the tasks
that comprise the project. Simply put, you need to enter the actual work that needs to bé®done on the
project. In Microsoft Project, you enter this work as tasks within your project file. In®chapter we will
examine how to create these tasks within a project file.

First, switch the working view of the project file to the “Gantt Chart” view. if) this view, you will
enter the individual tasks that comprise the work that needs to be accomplished i able view at the left
side of the screen. To enter a basic task, simply click into the first empty cell ung “Task Name” column
in the table, and then type a name for the task. Then press the “Enter” key o keyboard to set the task
name and move down to the next cell in the task list.

Notice that this method only enters the name of the task into thg
enter the names of tasks, the program sets a default value for the “Durati yStart,” and “Finish” columns.
You can click on any cell shown in the list under those columns and t hange the values directly in the
cell. Be sure to press “Enter” on your keyboard to confirm your chang the cell’s values.

If you would prefer to enter all of the task details into a te window at once as you create the
task, there is certainly a way to do this. To do this, simply click intohe “Task Name” field of a blank cell in
the task list, and then click the “Information” button in the “P, rties” button group on the “Task” tab in the
Ribbon. Doing this will display the “Task Information” dialog\oox, where you can input all task information
that is available, before saving the task into the task Ii§t king the “OK” button.

@ k Name” column. When you

3.2- Editing and Deleting Tasks:

As you are creating your tasks in your t file’s task list, you will eventually need to edit, or
possibly even delete, the tasks that have red. To change the information shown in the task list,
you can click on the cell whose contents l’xh to edit, and then click again directly over the text within
the cell to place the text insertion mark @he cell. You can then make your changes, as desired. Be
sure to press the “Enter” key on your ke& , or click into another cell, to save your editing changes when
finished.

If you chose to display the @entry" bar within Project. You can select the cell to edit and then
change the value directly in the ‘cell'@rAtry” bar above the Gantt Chart view. Be sure to click the checkmark

button in the “cell entry” bar to % any changes that you make. You can also click the small “x” button to
ired. You can also press the “Enter” key on your keyboard to save your

cancel your editing changes
changes, as well.

Another way to edit data is to simply double-click on the cell whose values you wish to change
or click the “Information” putton in the “Properties” button group on the “Task” tab in the Ribbon in order to
open the “Task Infg on” dialog box. Make your editing changes, as needed, and then click the “OK”
button to save it

If you wi elete a task from your task list, you can simply click the far left gray square that
appears to th the task details in the table to select the task row. Note that the task row will turn black
when it has elected. You can then press the “Delete” or “Del” key on your keyboard to delete the

selected t Alternately, you can simply right-click anywhere into the task row of the task that you want to
delete, anththen click the “Delete Task” command from the pop-up menu that appears.

@
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3.3- Setting Task Duration: Q

Each task that you create within your project file must have a duration. This n can be

measured in any unit of time from minutes to months, but most often is measured in terms of hedrs, days, or

weeks. When entering your tasks into the task list, you can enter the duration into the tion” column of

the table view within the Gantt Chart view. You can also enter this information into %sk Information”
dialog box on the “General” tab if you use that method of task entry. @

When you set the duration of a task, remember that Microsoft Project will le the task as soon

@d for the project using

ple, if you selected the

project, any tasks that are

PM schedule defined by that

as possible- but only scheduling time during the available work hours that you a
the “Calendar” choice within the “Project Information” dialog box. For ¢
“Standard” calendar when you defined the working schedule when creatingsy0
scheduled will only be scheduled during the Monday through Friday, 8A @

calendar choice.

Also note that duration can be entered in several ways, usin lowing abbreviations, if desired.
You can use “m” for “minutes,”; “h” for “hours,”; “d” for “days,”; “w” “‘weeks,”; and “mo” for “months.” For
example, using a “Standard” work schedule for a task that s n a “Monday,” and has “5d” as the
duration, will finish on the following “Friday” of that same week. Si Microsoft Project is a task scheduling
application, note that you will most often set the “Duration” ask, and not the “Start” date. When you set
a “Start” date, Microsoft Project will interpret that as a con%on when that task can occur, and will not
schedule it ahead of the specified start date. Most oftes are linked to other tasks, and one task can
begin whenever the other finishes. Setting a task - and linking tasks to each other in order of the

necessity of their completion, versus specifying a de tart date, allows Microsoft Project to change the
start and end times of tasks within a project file to t the scheduled reality of the workload.

Also note that it is possible to schedule 0 occur on non-working times, as indicated by your
scheduling calendar. For example, assume, that yop needed to enter a task such as “Wait for paint to dry,”

when creating a remodeling project file. Not hough this is a critical step- it is also a passive step that
requires no active work. In this case, you er the task as an “elapsed” duration task- that is, one that
simply occurs regardless of the working le. To enter an elapsed time duration for a task, you simply
enter the abbreviation “e” before the ti bbreviation used. Using the previous example, you could enter
an elapsed task duration for the “W, r paint to dry” task by typing “2eh” into the “Duration” field for that
task. That would set an elapsed tim o hours (that do not need to be performed during scheduled work

hours) for the selected task. W
is very useful to know how to set

e the vast majority of tasks that you perform are not “elapsed time” tasks, it
e duration of these types of activities, if needed.

Also notice that if @ sing the “Task Information” dialog box for task detail entry, you can check
the “Estimated” checkbo 0 any duration that you enter in order to explicitly define the task as an
estimate in the task list. Of colirse, the durations of many tasks in many types of projects are estimates, but
checking the “Estimate(?checkbox simply adds a questions mark to the end of the “Duration” time. This
gives others a visu@iicator that the time shown is just an estimate. You can also perform this same
activity by typin at the end of any duration that you enter directly into the task list in the “Duration”
column. These Q t two different ways of performing the same activity.

>
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\’
3.4- Linking Tasks: QE

Many tasks in the task list for your project file share a type of dependency. For e@e, perhaps
“Task A” must be completed before you can start “Task B.” You can model this task depend using task
linking within Microsoft Project. There are four types of task links that you can create: %h-to-Start (FS),”
“Start-to-Start (SS),” “Finish-to-Finish (FF),” or (rarely) “Start-to-Finish (SF).” With t ish-to-Start (FS)”

link, the start time of the dependent task is linked to the finish time of the predecess k. Using the “Start-
to-Start (SS)” link makes the start time of the dependent task the same as the s of the predecessor
task. Using the “Finish-to-Finish (FF)” link makes the end time of the dependen the same as the end

time of the predecessor task. Rarely used is the “Start-to-Finish (SF)” link t -@ his is because using this
type of link makes the end date of the dependent task the same as the s date of the predecessor task.
Most commonly used is the “Finish-to-Start (FS)” link. This is the type at is created when the user
clicks the “Link Tasks” button found within the “Schedule” button group 6f,the¥J ask” tab in the Ribbon.

To create a relationship between two tasks in your project file y ust first select the two tasks that
you would like to link within the task list in the Gantt Chart view r project file. You can then easily
create a “Finish-to-Start (FS)” link between them by simply the “Link Tasks” button within the
“Schedule” button group on the “Task” tab in the Ribbon. Also not&that if you have a listing of tasks that

should be sequentially linked using the (FS) link type, you ¢ ick and drag over the tasks that you wish to
link in the task list table first, and then click the “Link Tasks™gutton. You can select non-sequential tasks in
the task list, if needed, by clicking on the first task to sel the list and then holding down the “Ctrl” key
on your keyboard while you click on any other task would like to select. Finally, release the “Ctrl”
key. That is how you select non-adjacent tasks in aNist.*Also note that this is the same method of non-
adjacent cell selection that is used in many other Mic t Office applications, such as Microsoft Excel.

you wish to unlink, first. Then click the “Unli ks” button within the “Schedule” button group on the
“Task” tab in the Ribbon. Note that if you unli task from a sequence of tasks, Microsoft Project will re-
draw the linking lines between the remaini s in the sequence in the Gantt Chart view.

If you wish to change the typzo k that is created between two tasks, you can select the

You can also unlink selected tasks from ;c of tasks. To do this, just select the task or tasks that

dependent task within the relationships then click the “Information” within the “Properties” button group
on the “Task” tab in the Ribbon inmo open the “Task Information” dialog box. In this dialog box, click
the “Predecessors” tab. Here you a listing of this task’s predecessor tasks, and the type of link that
these two tasks share. You canfclick into the “Type” column for the desired predecessor task shown, and
then select the desired type g &ink to apply to the task from the drop-down list of choices. Remember to
click the “OK” button in t “@nformation” dialog box to save your changes after you make them.

Also note that if y& ge the duration of a predecessor task, the start times of its dependent tasks
may change, as long as they have no “Start” time constraint that has been specified. As long as you have
“‘New Tasks: Auto Schewed” selected for the new task creation mode when creating your tasks, this will be
the case. You can hange the task mode of a task that has been entered by using the “Task Mode”
drop-down in th 6 row to select either “Manually Scheduled” or “Auto Scheduled.” Any time you
change the dur an “Auto Scheduled” task and Microsoft Project updates the dependent tasks- it also
colors those d cells a light blue color so that you will notice the updates that have been made. This
makes it eaSi view changes made to the project schedule. When you click the “Save” button in the
Quick Acegssteolbar to save your changes, these highlights will then disappear.

have not been creating new tasks using the “New Tasks: Auto Scheduled” task mode, but
ir@(@ been using the “New Tasks: Manually Scheduled” task mode, you can still update dependency

li ween tasks. To do this, select the manually scheduled dependent tasks in the list to update, and
then,cliek the “Respect Links” button in the “Scheduling” group on the “Task” tab in the Ribbon.
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3.5- Marking Milestones: Q

You can enter “milestone” tasks to indicate that a specified minor project has been
accomplished. Unlike many other tasks, milestone tasks often have no duration entered, as”they simply
indicate that a series of tasks has been finished. However, you can set any task in agroject task list as a
“milestone” task. If the task has a specified duration, the entire duration will not be d the bar chart at
the right side of the Gantt Chart view- only the last day of the duration will be sho is day will also be
marked with a small black diamond, which is the indicator used to denote a miles

You can mark any task as being a milestone task by simply using the *
to enter or edit the desired milestone task. To mark a task as a milestone ta
tab within the “Task Information” dialog box of the selected task. Then ¢
checkbox within this tab. Finally, click the “OK” button within the “Task |
changes. Note that the milestone appears as a small black diamo
happens to be associated with the task, the small black diamond wil
duration in the bar chart within the Gantt Chart view of your projectfi

k.
formation” dialog box
ply click the “Advanced”
“Mark task as milestone”
ion” dialog box to save your
in the task list. If a duration
ar on the last day of the task’s

3.6- Using Phases and Summary Tasks:

Often when managing a project, you will have a g of related tasks that create a larger task.
You can group these lower-level tasks, which are oft d together, into a larger task- often called a
phase, or summary task. The summary task, or phax&gsts of the various tasks that must be completed
in order to finish that part of the project. In this le e will examine how to indicate a phase within a
project file by using summary tasks.

First, you must create a task that is place ve the various subtasks within the phase. You do not
need to set a duration for this task, as it is ry task- and that means that its duration is calculated by
the sum value of the durations of its subt ASimply name the task whatever you want the phase to be
titled and then save the task. Note that y need to insert a new task above the first subtask in the
phase in order to enter the summary task. insert a new task above another task, click the task above
which you want to insert a new tas then click the “Insert Task” button in the “Insert” group on the
“Task” tab in the Ribbon to insert a@task above the selected task. You can then select the new, blank
task and type the name of the phase 0f summary task into the new cell.

Next, select the tasks b@ the summary task that make up the subtasks within the phase. Once
these have been selected, @e click the “Indent Task” button in the “Schedule” button group on the
“Task” tab in the Ribbon.K cted tasks will then be grouped as subtasks below the summary task, or
phase. Note that the durationef the phase, or summary task, has then been entered as being the duration of
the related subtasks.

You can al éate a summary task by clicking into a blank task row and then clicking the
“Summary” buttog i “Insert” group on the “Task” tab in the Ribbon. Project will insert a new summary
task and its firstxs into the project file for you. You can then simply enter the names of the tasks. You
can then click @ e next blank task row to enter the names of any other subtasks until finished. Note that
when you wij eate a new primary task that is not part of the summary task, you will need to enter its
name and lick the “Outdent Task” button in the “Schedule” button group on the “Task” tab in the

Ribbon ove it from the summary task above.
ote that you can link summary tasks together to note sequential phases in a larger project, if

d u can also link the start of a summary task to the completion of the last subtask in the previous
phase, Jf preferred. The scheduling of the tasks is performed by Microsoft Project the same either way.
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3.7- Using Task Notes: Q

You can create task notes, which are one of three main types of notes that are avail: 4@ Microsoft
Project, in order to associate additional text, images, or hyperlinks to web pages with a selé€ted task. In
order to create a task note, first select the name of the task to which you wish to a%? note from the
listing of tasks. Next, click the “Task Notes” button in the “Properties” button group ask” tab in the
Ribbon. When you do this, the “Task Information” dialog box appears again, with th@tes” tab appearing.
Notice that you can add task notes while creating or editing tasks in this same dj x by simply clicking
over to the “Notes” tab to enter your task notes while performing either task. @

You can then click into the large, white “Notes:” area and enter any te you would like to include
as a note to this particular task. You can also click the “Insert Object” buttopsig area in order to attach an
external file to this note, if desired. Once you have entered the desire or this task, be sure to save

icon appear in the “Information”
mouse pointer over the picture of

your changes by clicking the “OK” button within the “Task Information”
After you have applied a note to a task, you will see a smal
column within the Gantt Chart view of your project file. You can h
the note in order to view the content of the note in a small pop-u W.
You can remove a note from a selected task by simply sel g the task that contains the note that
you wish to delete, first. Next, click the “Clear” button in the E@iting” group on the “Task” tab in the Ribbon,
and then select the “Notes” command from the button’s drég-down menu to delete any notes associated

with the selected task. . O
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CREATING TASKS: Q

1. Switch the working view of the project file to the “Gantt Chart” view. Within this view, yougnter the
individual tasks that comprise the work that needs to be accomplished into the table view atthe left side
of the screen.

2. To enter a basic task, simply click into the first empty cell under the “Task Name” in the table,
and then type a name for the task. Then press the “Enter” key on your keyboard the task name
and move down to the next cell in the task list.

3. Notice that this method only enters the name of the task into the “Task Na
the names of tasks, the program sets a default value for the “Duration,” “S
You can click on any cell shown in the list under those columns and theg

mn. When you enter
and “Finish” columns.
arige the values directly in
s/to the cell’s values.

Information” dialog box, where you can input all task informati m at is available before saving the task
into the task list by clicking the “OK” button.

EDITING AND DELETING TASKS: O:

1. To change the information shown in the task Iist,N\n click on the cell whose contents you wish to
edit, and then click again directly over the text in‘the cell to place the text insertion marker into the
cell. You can then make your changes, as des e sure to press the “Enter” key on your keyboard,
or click into another cell, to save your editi ges when finished.

2. If you chose to display the “cell entry” bM Project. You can select the cell to edit and then change

he Gantt Chart view. Be sure to click the checkmark

the value directly in the “cell entry” bar
button in the “cell entry” bar to save ges that you make. You can also click the small “x” button
to cancel your editing changes, if d& .

ou can also press the “Enter” key on your keyboard to save

your changes, as well.

3. Another way to edit cell data is t@ply double-click on the cell whose values you wish to change or
click the “Information” buttongn the "Properties” button group on the “Task” tab in the Ribbon in order to
open the “Task Information’ﬁog box. Make your editing changes, as needed, and then click the “OK”

button to save it.

4. If you wish to delete a& m your task list, you can simply click the far left gray square that appears
to the left of the task detafs in the table to select the task row. Note that the task row will turn black
when it has been selfted. You can then press the “Delete” or “Del” key on your keyboard to delete the
selected task.

5. Alternately, @imply right-click anywhere into the task row of the task that you want to delete, and
then click thess te Task” command from the pop-up menu that appears.

>
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SETTING TASK DURATION: Q

1. Each task that you create within your project file must have a duration, even if the durati ero.
When entering your tasks into the task list, you can enter the duration into the “Duration” n of the
table view within the Gantt Chart view.

2. You can also enter this information into the “Task Information” dialog box on the * I” tab if you use
that method of task entry. Be sure to click the “OK” button in that dialog box to s ur changes when

you are finished editing the task duration.

3. Note that duration can be entered in several ways, using the following abbre\%s, if desired. You can
use “m” for “minutes,”; “h” for “hours,”; “d” for “days,”; “w” for “weeks,”; and . for “months.”

4. To enter an elapsed time duration for a task, you simply enter the abbreyi “e” before the time
abbreviation used.

5. Also notice that if you are using the “Task Information” dialog box foﬁ tail entry, you can check
the “Estimated” checkbox next to any duration that you enter in or xplicitly define the task as an
estimate in the task list. Of course, the durations of many tasks j y types of projects are estimates,
but checking the “Estimated” checkbox simply adds a questi rk to the end of the “Duration” time.

You can also perform this same activity by typing the “?” at the of any duration that you enter

directly into the task list in the “Duration” column. Q

LINKING TASKS: .

1. There are four types of task links that you can cr in"Microsoft Project: “Finish-to-Start (FS),” “Start-
to-Start (SS),” “Finish-to-Finish (FF),” or (rarely) -to-Finish (SF).” Most commonly used is the
“Finish-to-Start (FS)” link.

2. To create a relationship between two tagksép ya@ur project file you must first select the two tasks that
you would like to link within the task Iistx antt Chart view of your project file.

3. You can then easily create a “Finish-t FS)” link between them by simply clicking the “Link Tasks”
button within the “Schedule” button gfoupson the “Task” tab in the Ribbon.

4. You can unlink tasks from a chain s by selecting the task or tasks that you wish to unlink, first.
Then click the “Unlink Tasks” bmithin the “Schedule” button group on the “Task” tab in the Ribbon.

5. If you wish to change the type o hat is created between two tasks, you can select the dependent
task within the relationship, ﬁthen click the “Information” within the “Properties” button group on the
“Task” tab in the Ribbon ip to open the “Task Information” dialog box.

6. In this dialog box, cli ﬁ edecessors” tab. Here you will see a listing of this task’s predecessor
tasks, and the type of that these two tasks share. You can click into the “Type” column for the
desired predecessor task shown, and then select the desired type of task link to apply to the task from
the drop-down lis féhoices. Remember to click the “OK” button in the “Task Information” dialog box to
save your chan ter you make them.

7. Also note tha change the duration of a predecessor task, the start times of its dependent tasks
may chan IOng as they have no “Start” time constraint that has been specified. As long as you
have “N s: Auto Scheduled” selected for the new task creation mode when creating your tasks,
this wil se. You can also change the task mode of a task that has been entered by using the

“Taskdode” drop-down in the task’s row to select either “Manually Scheduled” or “Auto Scheduled.”
8. Ify, been creating new tasks using the “New Tasks: Manually Scheduled” task mode, you can
iI@te dependency links between tasks. To do this, select the manually scheduled dependent tasks
% ist to update, and then click the “Respect Links” button in the “Scheduling” group on the “Task”
n the Ribbon.
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CREATING MILESTONE TASKS: Q

1. To mark a task as a milestone task, simply click the “Advanced” tab within the “Task Info@m” dialog
box of the selected task.

2. Check the “Mark task as milestone” checkbox within this tab.
3. Finally, click the “OK” button within the “Task Information” dialog box to save your S.
CREATING SUMMARY TASKS AND PHASES: %

Se in order to enter the
hich you want to insert a

g “Task” tab in the Ribbon to
k task and type the name of

1. Note that you may need to insert a new task above the first subtask in the
summary task. To insert a new task above another task, click the task a6
new task, and then click the “Insert Task” button in the “Insert” grour.z&

insert a new task above the selected task. You can then select the b
the phase or summary task into the new cell.

2. Next, select the tasks below the summary task that make up thessubtasks within the phase. Once these
have been selected, you can click the “Indent Task” button in @ 5chedule” button group on the “Task”
tab in the Ribbon. The selected tasks will then be grouped as subtasks below the summary task, or

phase. Note that the duration of the phase, or summary taskbas then been entered as being the

duration of the related subtasks.

3. You can also create a summary task by clicking info k task row and then clicking the “Summary”
button in the “Insert” group on the “Task” tab in t - . Project will insert a new summary task and
its first subtask into the project file for you. You IN simply enter the names of the tasks.

4. You can then click into the next blank task row r the names of any other subtasks until finished.
Note that when you wish to create a new pri sk that is not part of the summary task, you will need
to enter its name and then click the “Ou ” button in the “Schedule” button group on the “Task”
tab in the Ribbon to remove it from the ary task above.

USING TASK NOTES: A

Select the name of the task to ou wish to attach a note from the listing of tasks.
2. Next, click the “Task Notes”won In the “Properties” button group on the “Task” tab in the Ribbon.

=

When you do this, the “Ta ormation” dialog box appears again, with the “Notes” tab appearing.
Notice that you can a éotes while creating or editing tasks in this same dialog box by simply
clicking over to the h% to enter your task notes while performing either task.

3. You can then click into theMarge, white “Notes:” area and enter any text that you would like to include as

a note to this particuyr task.

You can also cli “Insert Object” button in this area in order to attach an external file to this note.

Once you ha\ d the desired note for this task, be sure to save your changes by clicking the “OK”

button withipsthe"§l'ask Information” dialog box.

6. Afteryou @ pplied a note to a task, you will see a small “note” icon appear in the “Information”
column withi e Gantt Chart view of your project file. You can hold your mouse pointer over the picture
of the iot&n order to view the content of the note in a small pop-up window.

7. Yo move a note from a selected task by simply selecting the task that contains the note that you
%Z&elete, first. Next, click the “Clear” button in the “Editing” group on the “Task” tab in the Ribbon,

ok

n select the “Notes” command from the button’s drop-down menu to delete any notes associated
ithithe selected task.
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Purpose:

1. To be able to create basic tasks within a project file.

TASKS X é\
<
O

Exercises: %

1. Open the “My Project” document created in the exercise at the end of Chapt
2. Select “New Tasks: Auto Scheduled” from the task status selector in the %
3. Enter the following data into the “Task Name” and “Duration” columns

Bar.
e Gantt Chart view.

uration

o Task  |Task Name

Review testing materials days

Compose review guestions Q 7 days
7 days

Create evaluative feedback
Compose exam guestions 7 days
Ensure standards compliance uestions 3 days

Finalize all questions 1day

Create review and fewjb@ 2 days
Create exam Q 2 days

4, Click the “Save” button in the Quick Acces@ar to save your changes after you have entered this

[ | [a ] L% B = Wk =t
ol o8 50 o8 o8 o8 o8 B

data.

5. Select tasks 1 and 2 within the ta Qd then click the “Link Tasks” button in the “Schedule”
button group on the “Task” tab in th on to create a “Finish to Start” link between the tasks.

6. Select tasks 2 and 3 within the z&v and then click the “Link Tasks” button in the “Schedule”
button group on the “Task” tab in the"Ribbon to create a “Finish to Start” link between the tasks.

7. Select tasks 1 and 4 within th ist. Remember that you can use the “Ctrl” key on your keyboard
when clicking on the tasks eate a non-adjacent task selection. Then click the “Link Tasks”
button in the “Schedule” butto*group on the “Task” tab in the Ribbon to create a “Finish to Start” link
between the tasks.

8. Select tasks 3 and 5 in%the task list. Then click the “Link Tasks” button in the “Schedule” button
group on the “TaskX he Ribbon to create a “Finish to Start” link between the tasks.
9. Select tasks 5 an ithin the task list, and then click the “Link Tasks” button in the “Schedule”

button group on the “Task” tab in the Ribbon to create a “Finish to Start” link between the tasks.
10. Select tasks B=aghd 7 within the task list, and then click the “Link Tasks” button in the “Schedule”

11. Select ta b and 8 within the task list, and then click the “Link Tasks” button in the “Schedule”
button g @ on the “Task” tab in the Ribbon to create a “Finish to Start” link between the tasks.

12. Clic 8ave” button in the Quick Access toolbar to save your changes.

13. Se within the task list.

14. C “Insert Task” button in the “Insert” group on the “Task” tab in the Ribbon.

nto the “Task Name” column for this new task and type “Questions Completed” into the cell.

15.
167 %he “Duration” column for this same new task to “0,” automatically making it a milestone task.
0

e

©TeachUcomp, Inc. Introductory Project 33



EXERCISES-

17. Click the “Save” button in the Standard toolbar to save your changes.

18. Select task 1 within the task list.

19. Click the “Insert Task” button in the “Insert” group on the “Task” tab in the Ribbop#

20. Select the “Task Name” column for the new task and then type “Question Crea%hase.” Be sure
to exit the cell to save your data entry. @

21. Select tasks 2 through 8 in the task list.

22. Click the “Indent Task” button in the “Schedule” group on the “Task” ta he Ribbon in order to
mark the tasks as being subtasks within a phase.

23. Select task 9 within the task list.

24. Click the “Insert Task” button in the “Insert” group on the “Task” ta Ribbon.

25. Select the “Task Name” column for the new task and then type “Q | Creation Phase.” Be sure to

, TASKS . é\
Exercises- cont.: Q
O

exit the cell to save your data entry.

26. If necessary, select task 9 again within the project file. This be the new phase task that you
just created.

27. Click the “Outdent Task” button in the “Schedule” group he “Task” tab in the Ribbon once in
order to mark the task as being a major task within t roject file, and not simply another sub-task
within the preceding phase.

28.  Select tasks 10 through 11 in the task list. Q

29. Click the “Indent Task” button in the “Scheddle} p on the “Task” tab in the Ribbon in order to
mark the tasks as being subtasks within the m ou just created.

30. Select tasks 7 and 8 in the task list, and thé the “Link Tasks” button in the “Schedule” button
group on the “Task” tab in the Ribbon to ¢rés @: “Finish to Start” link between the tasks

31. Click the “Save” button in the Quick AcgesSNpolbar to save your changes.

32. Click the “File” tab in the Ribbon n click the “Close” command at the left side of the
backstage view to close the sam ect file that you just saved. When you are finished, your
project file should appear simila @ one shown below. You will continue to use this file to
complete the upcoming seq&ﬂa exercises throughout this entire course. Each exercise
builds upon the previous cise, so please complete them in the order given to maximize
your overall learning expe%e

8.

0 Task . |Task Name - |Duration  |start |1an1s, 12 |Jan 22,'12 |Jan 29, '12 [Feb s, '12 |Feb 12, '12
Mode & wWT[F[s[s[M[TIW]TTF[s[smITIW[T]F]s[s [M[TIW[T]F[s[s[M[T[W[T]F[s[s[mM[T[W
! = Question Creation Phase 22 days Thu 1/12/12 @& v
Review testing maf@rial 4days Thu 1/12/12 |
Compaose review io 7 days Wed 1/18/1 E=l
Create evaluative fee 7 days Fri1/27/12 E

Compose exam questions 7 days Wed 1/18/1 s
Ensure standards gempliance for questic 3 days Tue 2/7/12

Finalize a ns 1day Fri 2/10/12
Questi ted 0 days Fri 2/10/12
= Matehial C on Phase 2 days Mon 2/13/1
Cre;\ and feedback 2 days Mon 2/13/1]
X

Q 2days Mon 2/13/1.

(=R R T R R R CR T

=
= a

o0 50 50 o8 o0 50 50 B o0 40
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4.1- PROJECT RESOURCES OVERVIEW O
4.2- CREATING WORK RESOURCES %
4.3- CREATING MATERIAL RESOURCES @Q

4.4- CREATING CoST RESOURCES O

4.5- ENTERING C0STS FOR PROJECT ES%DU@

4.6- SCHEDULING WYWORK RESOURCES Q
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4.1- Project Resources Overview: Q

Resources, within Microsoft Project, can be defined as the different people, equip@ materials,
and costs used to complete the tasks within a given project file. Resources, therefore, c ften be as
varied as the tasks that they are required to complete within a given project. Gener Il projects need
some people resources, and many projects also require the use of other equipm mt, and material

resources. Within Microsoft Project, you can create the various resources that equire in order to
complete a project. You can assign costs to the resources, and also set a sch availability for your
project file. This feature assists many project managers in tracking the time a st constraints of their

ongoing projects within an organization. In this chapter, you will learn how %
resources that are available within a project file: work resources (both ple
resources, and cost resources.

Note that you will now switch to a different working view wher% ng resources for your project
file. For this chapter, you will be using the “Resource Sheet” view to C and manage your list of project
resources. In order to use this view, open the desired project file a click the “Resource Sheet” button
in the project views button group located in the Status Bar. You Iso select “Resource Sheet” from the
drop-down button in the “View” group on the “Task” tab in the Rilgbon. The view of the project will then
switch to the “Resource Sheet” view, which is a table vie t lists’ the various work, material, and cost
resources used by the currently displayed project file.

eate the various types of
and equipment), material

*
4.2- Creating Work Resources: \\'6

Since resources are used to track who a t was used in order to complete a given task in a
project file, the first type of resource you will lear create is also the most commonly used: the work
resource. You create work resources to i i@ho completes task work within a project file and what
equipment they need to complete the tas& hat people resources can either be specific, such as a
specific person with a unique or necessa@ that is required in order to accomplish a task (e.g. “John
Doe”); or they can be general, such as me of a general type of worker that is required in order to

complete a task (e.g. “Electrician”). Ei way, you enter the work resources, their availability, and their
associated cost as a resource withi r project file. In a later chapter, you will then learn how to assign
these resources to tasks within a pr and let Microsoft Project schedule work assignments as needed.

First, switch the view of % project file to the “Resource Sheet” view in order to view and resources
entered into the project file. JhiS\iew allows you to enter, edit, and delete project resources. As when
entering tasks, you have of options as to the method that you use when entering project resources.
One way is to simply clic e next available blank row in the Resource Sheet view, and then enter the
desired resource information directly into the cells shown. Note that you must select the “Work” option from
the “Type” column’s oldown menu in order to classify this resource as a work resource. You can then
enter any additio al%l data that you would need to record for this resource.

Another M double-click the next available blank row or click into the next blank row and then
click the “Reso ormation” button that appears in the “Properties” button group on the “Resource” tab
in the Ribbon.i r to enter the resource details into the “Resource Information” dialog box that appears.
ce Information” dialog box provides all of the available options for resource creation in
t. First, enter a name for the resource into the “Resource Name:” field. You can also enter a
group this resource belongs by typing your desired group into the “Group:” field. This allows you to
SO r@egorize resources. Next, select “Work” from the “Type:” drop-down to indicate that this is a work
r . You can enter any other desired project resource information into the “General” tab shown, and
thencli€k the “OK” button within the “Resource Information” dialog box in order to save the resource.
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4.3- Creating Material Resources: Q

Another type of resource that you can create for use within your projects is the matsource. In
the previous lesson on creating work resources, note that you had to select the “Work” option from the
“Type” drop-down for any work resources (people, places, or equipment) you creat aterial resource
types are different from work resources in that material resources represent materi ources that are
used or consumed by the various tasks within a project. For example, if you ha t walls” as a task
within a project, it would make sense for you to create a work resource (e. er’) and a material
resource (e.g. “Paint”) that you could create in order to track the usage of that ial within your project
file. Also note that, unlike work resources, there are often many tasks that do equire material resources
within a project file. However, the ability to track that type of information i le for users who do need
to track material use, and often their associated costs, within their projeciE %

To create material resources within a project file, display the desiged prgject file and then ensure that
you are viewing the data in the “Resource Sheet” view. Next, enter the d material resource information
in the next blank resource row available. Be sure to select “Materi the “Type” drop-down to indicate
that this resource is a material resource. If you are using the “Re Information” dialog box to enter your
resources, you select the “Type” on the “General” tab. Also, if usingaghe dialog box, be sure to click the “OK”
button to save your data entry when you are finished to add esource into the “Resource Sheet” view. In
a later section within this chapter we will examine setting co% these resources.

S

4.4- Creating Cost Resources: \

Another type of resource that you can cre@ use within your projects is the cost resource. Cost
resources are different from work and material rces in that cost resources represent costs that are
commonly incurred in order to complete asks within a project. For example, if you had “Client
Meeting” as a task within a project, you m t to create a cost resource (e.g. “Travel”) in order to track
the costs of travel associated with compl e client meeting tasks. Note that there are often many tasks
that do not require cost resources within ect file. However, the ability to track that type of information is
available for users who do need to tr ts associated with completing tasks within their project files.

To create cost resources wit project file, display the desired project file and then ensure that you
are viewing the data in the “Resqe eet” view. Next, enter the desired cost resource information into the

next blank resource row available. Be sure to select “Cost” from the “Type” drop-down to indicate that this
resource is a cost resource. re using the “Resource Information” dialog box to enter your resources,
you select the “Type” on & eral” tab. Also, if using the dialog box, be sure to click the “OK” button to
save your data entry when are finished to add the resource into the “Resource Sheet” view.

Another importang, difference between cost resources and work or material resources is that cost
resources have no t cost or pay rate associated with their creation. In Microsoft Project, you only enter
the cost of the r e When it is assigned to a task in the project. We will examine assigning resources to

for Project Resources:

eWwork and material resource types that you have created in the previous lessons in this chapter

can hzbfault costs and/or pay rates associated with them. This assists you in recording the costs

0Gi with completing your tasks. This information can help you keep your project within its financial
cOnStraints and help you improve your future estimates of costs involved with certain tasks in your projects.
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4.5- Entering Costs for Project Resources (cont.): Q

You can enter the default costing information of a resource directly in the “Resourc@et” view of
your project file. For work resources that are also people resources, you can enter their d t pay rates
into the “Std. Rate” and “Ovt. Rate” fields for the resources that appear in the “Res Sheet” view in
Microsoft Project. For material resources, you can enter a rate based on the use, %umption, of the
material resource. Many times, this information is entered into the “Cost/Use” fiel ugh you can also
specify a “Std. Rate” for material resources, if needed. Conversely, you can input ost/Use” value for
people resources, although this is less commonly used for people resources. I‘%

Also, if desired, you can select a resource from the Resource S view and then click the
“Resource Information” button in the “Properties” group on the “Resource” e Ribbon in order to open
the “Resource Information” dialog box. Within this dialog box, you can clj “Costs” tab in order to enter
detailed costing information. g

On the “Costs” tab, you can set detailed costing information th cannot set by simply using the
cells available in the “Resource Sheet” view. Also note that cost d not be set when initially creating
the items within the “Resource Sheet” view. It can only be adde you have saved the resource into the
resource sheet, as an “editing” task.

Note that on the “Costs” tab, you can enter the sam
“Resource Sheet” view. However, you can also specify diff
the date that the new rates are to take effect in the “Effe
as of that date. Also note that you are entering t i§ §
should note that there are also four other tabs that %

e information that you have available in the
nt rates based on different dates, by entering
te” column, and then entering the new rates
tion into tab “A” within the “Costs” tab. You
use in order to enter different pay rates tables.

The different pay rates shown on the different t n then assist you in using different pay rates for

different types of work that the work resource ¢ rm. For example, a single work resource that earns

one pay rate for “painting” and one for “roofin%ns case, you can enter the two rates on these two tabs
ype of task is being performed.

(A and B), and then switch the rate based ON
Also note that for costing data, yo dicate when you want the cost to be incurred by using the
“Cost accrual” drop-down. This will tell MiCr Project when to report the costs as being incurred for this
resource. The default value is “prora%meaning the cost will be shown as the work is accomplished.
However, you can also incur the entj st at the “Start” or “End” of the assigned task.
Once you have set the de osting data within the “Costs” tab of the “Resource Information”
dialog box, be sure to click the “@K” button in the dialog box in order to save the changes.

4.6- Scheduling Work R

Once you have entered a work resource, you can adjust its working schedule so that Microsoft
Project can then adj ‘e scheduling and use of the work resource, as needed. When you create a work
resource in the © eéf Sheet” view, you can then set the default working calendar for the resource from
the “Base Calendag ’'s drop-down menu. In this lesson, we will examine making individual changes to
the availability e of a work resource.
irst select the row within the “Resource Sheet” view that contains the work resource

whose av hedule you wish to edit. Next, open the “Resource Information” dialog box by clicking
the “Res nformation” button in the “Properties” group on the “Resource” tab in the Ribbon. In the
“‘Reso eet” dialog box, click the “Change Working Time...” button on the “General” tab in order to

o] t ange Working Time” dialog box. You can use this dialog box to make individual adjustments to
t work schedule calendar that has been selected. You can enter time off, vacation days, and other
timegthat the resource will not be available to work during normally scheduled work hours by entering these
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4.6- Scheduling Work Resources (cont.): Q
items into the “Exceptions” tab. If the resource has a set part-time availability, you can enter, chedule of
their work week into the “Work Weeks” tab.

To create an exception to the work schedule, click the “Exceptions” tab. Her, u can enter the
various days off for the chosen work resource. To do this, you can click on the first ff shown in the
calendar, if desired. Next, click into the first available blank row within the “Exceptior&) and then type the
name of the label that you want into the “Name” column. When you leave that cei, ate selected in the
calendar above will be entered as the default values for both the “Start” and “Fi ates of the time off. If
this is incorrect, click into either or both the “Start” and “Finish” columns to inc@j e correct start and end
times of the “time off” from the project. You can then repeat this process, : ed, in order to enter any

other time off for the selected work resource.

If you need to enter a custom work week for the selected resoufce, §iou can do that by clicking the
“Work Weeks” tab within the “Change Working Time” dialog box. No the value of “Default” is shown
within the first row of this tab. This value indicates that the defau ing time from the base calendar
selected is to be used for task scheduling for this work resour ou wish to change the default work
schedule for this resource for all weeks in the project, you can s the “Default” row on this tab, first. If
you only want to set a work schedule for a specified ran f tim&, then click into the next blank row,
instead. Then enter a name for the range of time into the®Name” column. You will then need to use the
“Start” and “Finish” column’s drop-down arrow to set the d end dates for the work schedule that you
are about to specify. In this scenario, the work schedfle,t ou are about to create will only be used during
the dates selected. During dates that do not falll with% ime, the default schedule will be used.

Next, for whichever schedule you are editing;3glicK the “Details...” button in order to open the “Details
for” dialog box. Here you can select the desired r@days of the week to edit by selecting them from the
“Select day(s):” list at the left side of this dial% o the right of that area, you can then either select to
“Set days to nonworking time,” or you can “Set day(s) to these specific working times:” from the
option buttons shown. Note that choosing +Use time from base calendar for these days” does nothing to
the scheduled days. If you selected the %ays(s) to these specific working times” option, then set the
available working hours for those da%he “From” and “To” columns below that area. Once you have
finished creating your custom work e, click the “OK” button in the “Details for” dialog box until you
return to the “Resource Information@g box. Click “OK” within the “Resource Information” dialog box in
order to save the changes to thegselected work resource’s schedule.

4.7- Creating New Base rs:

As you saw in %e previous lesson, you have the ability to edit the individual work availability
schedules of select ork resources in your project file. These scheduling changes are made as

deviations from a s d base calendar, such as the “Standard” calendar or the “Night Shift” calendar.
These base cale re the calendars that you select when initially creating your project file in order to
choose a defa availability schedule for your project. Sometimes, you may need to create a new base
calendar for f use within your project file. For example, you may choose to use the “Standard”
calendar f oject file since the majority of your work resources will use that as their default work
availabilitygschedule. However, assume that you also used a pool of part time people (work resources) who

nday, Wednesday, Friday 8AM to 5PM work schedule availability at all times. In this case, you
m create a new base calendar that you can assign to each resource as they are entered into the
“%e Sheet,” so that you will not have to individually adjust each resource’s work schedule availability
as w in the last lesson. This can be a real time saver, as you can select a base calendar directly from
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4.7- Creating New Base Calendars (cont.): Q
the “Resource Sheet” view for any work resources that you enter. That way you won'’t nee@ just each
resource’s work schedule individually.

You can create a new base calendar by clicking the “Change Working Fime” button in the
“Properties” group on the “Project” tab in the Ribbon in order to open the “Change \%g Time” dialog
box. This dialog box allows you to change the working time for selected resourc ange the default
base calendar used for the current project, as well as create new base calendar er to create a new
base calendar to use in your project, click the “Create New Calendar...” butt t is shown within the
dialog box. Doing this will open the “Create New Base Calendar” dialog box, ou enter the name that
you want to give to this calendar into the “Name:” text box. You can selec er create an entirely new
base calendar or you can select an existing base calendar to mod% e basis for your new base

b

calendar. If you select choose to use a copy of another calendar as t s of your new calendar, then
select the name of the calendar to copy from the drop-down in this d ox. When you have made your
choices, click the “OK” button to continue. %

In the “Change Working Time” dialog box, you are now vi e base calendar that you have just
created. You should see its name in the “For calendar” box at the f this dialog box. Next, use the “Work
Weeks” tab to set the new default work week schedule for this base*calendar. You can also set any base
days off on the “Exceptions” tab, if necessary. Once you h@iited the work availability schedule for the
calendar, click the “OK” button in the “Change Working | dialog box to save the new base calendar. At
this point, you can then select the name of this calend: he “Base Calendar” drop-down wherever that

choice appears in your project file, such as within th& urce Sheet” view.

Y
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SWITCHING TO RESOURCE SHEET VIEW: Q

1. Click the “Resource Sheet” button in the project views button group located in the Statu @

2. You can also select “Resource Sheet” from the drop-down button in the “View” group on t ask” tab
in the Ribbon.

ENTERING WORK RESOURCES:

1.

o v

information directly into the cells shown. Note that you must select the “W ption from the “Type”
column’s drop-down menu in order to classify this resource as a work r; . You can then enter any
additional detail data that you would need to record for this resource & row.

Click into the next available blank row in the Resource Sheet view, and th@@the desired resource
e

he'ext blank row and then click
n group on the “Resource” tab in
ormation” dialog box that

Another way is to double-click the next available blank row or click4
e b

the “Resource Information” button that appears in the “Propertie
the Ribbon in order to enter the resource details into the “Res
appears.
Enter a name for the resource into the “Resource Name:” field.
You can also enter a group to which this resource belon yping your desired group into the
“Group:” field. This allows you to sort and categorize rgsgUrges.

Select “Work” from the “Type:” drop-down to indicate @ his is a work resource.

You can enter any other desired project resourcgjinfegmation into the “General” tab shown.

Click the “OK” button within the “Resource Info% dialog box in order to save the resource.

CREATING MATERIAL RESOURCES: \0

To create material resources within a % ile, display the desired project file and then ensure that
you are viewing the data in the “Resadur heet” view.

Next, enter the desired material re information in the next blank resource row available. Be sure
to select “Material” from the “Ty| op-down to indicate that this resource is a material resource.
If you are using the “Resource | ation” dialog box to enter your resources, you select the “Material’

choice for the “Type” on the §General” tab. Also, if using the dialog box, be sure to click the “OK” button
to save your data entry w are finished to add the resource into the “Resource Sheet” view.

CREATING COST RESOU S:

are viewing n the “Resource Sheet” view.

Next, enter the,desired cost resource information into the next blank resource row available. Be sure to
select “Cos the “Type” drop-down to indicate that this resource is a cost resource.

If you ar€ Us e “Resource Information” dialog box to enter your resources, you select “Cost” from

To create cost r@{ces within a project file, display the desired project file and then ensure that you
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ENTERING RESOURCE COSTS USING THE “RESOURCE INFORMATION” DIALOG BOX: Q

1. You can enter the default costing information of a resource directly in the “Resource Sh

project file.

2. For work resources that are also people resources, you can enter their default pay r%nto the “Std.

Rate” and “Ovt. Rate” fields for the resources that appear in the “Resource Sheet’

Project.
3. For material resources, you

Rate” for material resources, if needed. Conversely, you can input a “Cos

resources, although this is |

4. Also, if desired, you can select a resource from the Resource Sheet
Information” button in the “Properties” group on the “Resource” tab i
“Resource Information” dialog box. Within this dialog box, you can

Microsoft

e@ew of your

can enter a rate based on the use, or consumptios; material resource.
Many times, this information is entered into the “Cost/Use” field, although yéf Iso specify a “Std.

' value for people
ess commonly used for people resources.

e Ribbon in order to open the

detailed costing information.

5. On the “Costs” tab, you can set detailed costing information t
available in the “Resource Sheet” view. Also note that cost dat

items within the “Resource
resource sheet, as an “editi

ng” task.

' w d then click the “Resource
he “Costs” tab in order to enter

u cannot set by simply using the cells
nnot be set when initially creating the

Sheet” view. It can only be a@ﬁer you have saved the resource into the

6. Note that on the “Costs” tab, you can enter the sar.ne elinformation that you have available in the
“Resource Sheet” view. However, you can also different rates based on different dates, by

entering the date that the new rates are to take e

the new rates as of that dat

“Costs” tab. You should note that there are a
different pay rates tables. The different payatat
using different pay rates for different type
single work resource that earns one p
enter the two rates on these two tab

being performed.

e. Also note that yo entering this information into tab “A” within the
other tabs that you can use in order to enter
shown on the different tables can then assist you in

or “painting” and one for “roofing.” In this case, you can

7. Also note that for costing data, )mn indicate when you want the cost to be incurred by using the

“Cost accrual” drop-down. This

this resource. The default v
accomplished. However,
8. Once you have set thg
box, be sure to click th€

o
&Q
>
@

| Microsoft Project when to report the costs as being incurred for
e is “prorated,” meaning the cost will be shown as the work is
also incur the entire cost at the “Start” or “End” of the assigned task.

button in the dialog box in order to save the changes.

t ify the “Effective Date” column, and then entering

rk that the work resource can perform. For example, a

B), and then switch the rate based on which type of task is

| costing data within the “Costs” tab of the “Resource Information” dialog
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SCHEDULING RESOURCES USING THE “RESOURCE INFORMATION” DIALOG BOX:

1.

© N

10.
11.

12.

13.

14.

15.

Once you have entered a work resource, you can adjust its working schedule so that Mioject
can then adjust the scheduling and use of the work resource, as needed. When you creatée work

resource in the “Resource Sheet” view, you can then set the default working calend the resource
from the “Base Calendar” cell's drop-down menu.
To do this, first select the row within the “Resource Sheet” view that contains th resource whose

availability schedule you wish to edit.

Next, open the “Resource Information” dialog box by clicking the “Resource I@ation” button in the
“Properties” group on the “Resource” tab in the Ribbon.

In the “Resource Sheet” dialog box, click the “Change Working Time...”4 on the “General” tab in
order to open the “Change Working Time” dialog box. You can use thi %1 bg box to make individual

adjustments to the base work schedule calendar that has been sele%

You can enter time off, vacation days, and other time that the reso ill not be available to work

during normally scheduled hours by entering these items into t eptions” tab. If the resource has a
set part-time availability, you can enter the schedule of their eek into the “Work Weeks” tab.
To create an exception to the work schedule, click the “Excepti " tab. Here you can enter the various

days off for the chosen work resource.
To do this, you can click on the first day off shown in the“ealendar, if desired.
Next, click into the first available blank row within the@ tions” tab and then type the name of the
label that you want into the “Name” column. Wh N e that cell, the date selected in the calendar
above will be entered as the default values for b%‘Start” and “Finish” dates of the time off.
If this is incorrect, click into either or both the * ' and “Finish” columns to indicate the correct start
and end times of the “time off” from the projegt.
You can then repeat this process, as negded, nter any other time off for the selected work resource.
If you need to enter a custom work wee& selected resource, you can do that by clicking the “Work
Weeks” tab within the “Change Worki ’ dialog box.
Note that the value of “Default” is shown{within the first row of this tab. This value indicates that the
default working time from the base dar selected is to be used for task scheduling for this work
resource. If you wish to change fault work schedule for this resource for all weeks in the project,
you can select the “Default” row@?s tab, first. If you only want to set a work schedule for a specified
range of time, then click into ¢he next blank row, instead.
Then enter a name for the of time into the “Name” column. You will then need to use the “Start”
and “Finish” column’s rn arrow to set the start and end dates for the work schedule that you are
about to specify. In th ario, the work schedule that you are about to create will only be used during
the dates selected. During*dates that do not fall within this time, the default schedule will be used.
Next, for whichever wedule you are editing, click the “Details...” button in order to open the “Details
for” dialog box. HHepégyou can select the desired day or days of the week to edit by selecting them from
t at the left side of this dialog box. To the right of that area, you can then either
to nonworking time,” or you can select “Set day(s) to these specific working times:”
duttons shown. Note that choosing the “Use time from base calendar for these days”
C e scheduled days. If you selected the “Set days(s) to these specific working times”
3 set the available hours for those days in the “From” and “To” columns below that area.
On oW have finished creating your custom work schedule, click the “OK” button in the “Details for”
ia%x until you return to the “Resource Information” dialog box.

i K” within the “Resource Information” dialog box in order to save the changes to the selected

wogK resource’s schedule.
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CREATING A NEW BASE CALENDAR: Q

1. You can create a new base calendar by clicking the “Change Working Time” button in th perties”
group on the “Project” tab in the Ribbon in order to open the “Change Working Time” dial ox. This
dialog box allows you to change the working time for selected resources or change efault base
calendar used for the current project, as well as create new base calendars.

2. Inorder to create a new base calendar to use in your project, click the “Create N lendar...” button

that is shown within the dialog box.

3. Doing this will open the “Create New Base Calendar” dialog box, where you @he name that you
want to give to this calendar into the “Name:” text box.

4. You can select to either create an entirely new base calendar or you ¢ an existing base
calendar to modify as the basis for your new base calendar. If you se ose to use a copy of
another calendar as the basis of your new calendar, then select theﬁ the calendar to copy from
k the “OK” button to continue.

se calendar that you have just

the drop-down in this dialog box. When you have made your choic
5. In the “Change Working Time” dialog box, you are now viewing
created. You should see its name in the “For calendar” box a @ op of this dialog box.
Next, use the “Work Weeks” tab to set the new default work weekfschedule for this base calendar.
You can also set any base days off on the “Exceptions” @nec ssary.

N o

8. Once you have edited the work availability schedule for cdlendar, click the “OK” button in the
“Change Working Time” dialog box to save the new endar.
9. At this point, you can then select the name of thi T from the “Base Calendar” drop-down

C
wherever that choice appears in your project fiIe& s within the “Resource Sheet” view.

o
@Q
>
.
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EXERCISES-

Purpose:

1. To be able to create basic resources within a project file using Microsoft Office Proje

RESOURCES X é\
<
O

Exercises: %

1. Open the “My Project” project file that contains the saved changes that Were@s to the file through
the end of the previous chapter’s exercises.

2. Click the “Resource Sheet” button in the “Views Button Group” shown jg ower-right corner of the
Status Bar to display the “Resource Sheet” view for the “My Project” p @ file.
3. Enter the following data into the “Resource Sheet” view.
Resource Name Type |Material Label |Initialz |Group Ia nitz | Std. Rate | Owi. Rate
Jon Doe Work Jap 100%  S20.00/hr) S30.00/hr
Writers- Full Time | Work W-FT 100%  $10.00/hr) S15.00/hr
Writers- Part Time | Work W-PT 100% S8.00/hr, S12.00/hr
Materialz Expense | Cost M Q

4, Click the “Save” button within the Quick Access t to save your changes when you are finished.

5. Click the “Project” tab in the Ribbon, and x k the “Change Working Time” button in the
“Properties” button group in order to open th % ge Working Time” dialog box for the project file.

6. Click the “Create New Calendar...” button@vithin the “Change Working Time” dialog box in order to
open the “Create New Base Calendar” di X.

7. i the “Create New Base Calendar” dialog box.

8. and then choose the “Standard” choice from the adjacent

drop-down menu.

9. Click the “OK” button when yoﬁ
Working Time” dialog box.

10. Click the “Work Weeks” tagﬂn the “Change Working Time” dialog box, and then select the
“[Default]” choice within the t

11. Click the “Details...” button to the right of the “Work Weeks” tab with the “[Default]” choice selected
in order to open the * for [Default]” dialog box.

12. Select “Tuesday” lect day(s):” list, and then select the “Set days to nonworking time” option
to the right of that

13. Select “Thursday’
option to the 1

14. Click the SO

15. Click the

Type “Part Time” into the “Name:” fi
Select the “Make a copy of” option 7

hed to display the new working calendar within the “Change

in the “Select day(s):” list, and then select the “Set days to nonworking time”

of that day.

ton within the “Details for [Default]” dialog box.

tton within the “Change Working Time” dialog box to save your new calendar.

16 Select Q- “Part Time” choice from the drop-down that appears when you click into the “Base
Cale golumn for resource number 3 (Writers- Part Time) within the Resource Sheet. Be sure to
exifgie cell to save your change after making your selection from the drop-down.

17. Cliek the “Save” button within the Quick Access toolbar to save your changes when you are finished.

18. e “X” in the upper-right corner of the project file window to close the sample project file that

just saved. You will continue to use this file to complete the upcoming sequential
%xercises throughout this entire course. Each exercise builds upon the previous exercise, so
lease complete them in the order given to maximize your overall learning experience.
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CHAPTER 5-
RESOURCE AND TASK ASSIGNMENT

S.1- AsSIGNING WORK RESOURCES TO TASKS O

S.2- ASSIGNING MATERIAL RESOURCES T0 TASKS %

S.3- ASSIGNING CosT RESOURCES To TASKS

N
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RESOURCE AND TASK ASSIGNMENT

s s’
5.1- Assigning Work Resources to Tasks: Q

Microsoft Project uses effort-driven scheduling by default when you assign your w ources to,
or remove resources from, a specific task. As an example, this means that if you assign o erson to a
task, Microsoft Project will calculate how long that person will take to complete th based on the
person’s work availability. If you assign another person with the same work availabi the same task,
Microsoft Project would then decrease the total duration of the task by half. using effort-driven
scheduling, assigning the total work load of the task equally to the two resourc ts in a reduction of
the work time involved by half.

Note that you are not required to assign resources to tasks. There
cannot be reduced by assigning additional resources. However, for mo
allows you to know when a work resource is supposed to be working,
working. It can also prevent over-scheduling of your resources that are‘available. For example, using effort-
driven scheduling can prevent assigning too many tasks to a single R resource. It also allows you to
track the costs associated with the resource as it completes the ta project.

To allocate resources to tasks, you need to be able to se task items. You should switch to the
Gantt Chart view of your project file when assigning resources. 0u can also see the changes to task
durations in this view, as well. A helpful feature of the G Chart view is that you can view resource
assignments for selected tasks in a separate “Task Form” within the Gantt Chart view. To enable the display
of the “Task Form” view within the Gantt Chart view,.cli@ iew” tab in the Ribbon and then check the
“Details” checkbox in the “Split View” group whe ' e Gantt Chart View. You will then see the
“Resource Form” view appear in a separate pane at ttom of the window. Next, use the drop-down to
the right of the “Details” checkbox in the “Split For] up to select “Task Form.” This will then change the
“Resource Form” to display the “Task Form” ins: thin the split at the bottom of the window. When you

me tasks whose duration
, effort-driven scheduling
what tasks they should be

click on a task in the Gantt Chart view, you willdbe able to see assigned resources in this area.

You can create resource assignment the “Assign Resources” dialog box in Microsoft Project.
To do this, select the task in the project fil ich you want to assign resources, and then either click the
“Assign Resources” button in the “Assig " group on the “Resource” tab in the Ribbon, or press “Alt” +
“F10” on your keyboard. &

Next, select the name of th resource that you wish to assign to the selected task from the list
shown in the “Assign Resources” mmx. Note that if you wish to select more than one work resource,
you should click on the first resgurce to select it, hold down the “Ctrl” key on your keyboard, and then click
on any other resources to selectN{ou can then release the “Ctrl” key. Once you have selected the correct
work resource, or work r @ you can then click the “Assign” button to assign those selected resources
to the selected task.

Once you click the “Assign” button, you will see the “Units” and “Cost” for the task assignment
shown for the selected réources in the “Assign Resources” dialog box. You may also see a “R/D” column if

using Microsoft Proj rofessional. This column is related to setting a priority for resource assignments if
using Microsoft ' erver with the “Resource Substitution” column.

Note t can also remove work resources in this dialog box selecting the resource to remove,
and then clic @ ‘Remove” button to remove the resource assignment. This also will impact the “Units”
and “Cost” NIf desired, you can also substitute one work resource for another by selecting the

assignedaWorkyresource to replace within the list, and then clicking the “Replace...” button to open the
“Repla urce” list. Select the name of the substitution work resource from this list, and then click the
“‘Oke b@o substitute the resources. Note that substitution may change the “Units” and “Cost” shown, but

t sarily. When you have finished making your work assignments, click the “Close” button. Note that

yo uld be able to see the resource assignment information for the selected task in the “Task Form”
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RESOURCE AND TASK ASSIGNMENT

s s’
5.1- Assignhing Work Resources to Tasks (cont.): Q

at the bottom of this window now that you have work assigned. Q

You can also assign work resources to selected tasks by simply using the “Task " split view
shown within the Gantt Chart view. For example, if you wanted to add a second work r ce to a selected
task, first select the task in the Gantt Chart view. Any resource assignments will then %Wn in the “Task
Form” view at the bottom of the split in the window shown. You can add a resourc imply clicking into
the next available blank row in the “Resource Name” column within the “Task iew. Then use the
drop-down arrow that appears to select the name of the second work resource t n to the project. Note
that the “Effort driven” checkbox in this pane should be checked and that the Units” option should be
selected under the “Task type” drop-down in this pane. This means that ou click the “OK” button in
this Task Form to save your changes, Microsoft Project will use effort- scheduling on this task, and
recalculate the duration of the task, while holding the actual units of wo grmed as a “fixed” value. This
will then cause Microsoft Project to decrease the duration of the taSk,based on the extra work that the
second resource can perform.

Note that, if you didn’t want the addition of a second res to decrease the duration of the task,
you could select the “Fixed Duration” choice from the “Task type: p-down in the “Task Form” view, and
then click the “OK” button to allow Project to keep the duratidg, of the task fixed, and simply decrease the
work hours attributed to the task to each resource assigne anging the “Units” of work for each resource
on the task. You can also keep the work value for the t ixed, if desired, by selecting the “Fixed Work”
choice from the “Task type” drop-down when assig i esources in “Task Form” view. This can often
result in a durational decrease, as well.

Also, if you simply do not wish to use effor scheduling for the selected task, you can uncheck

that checkbox, if needed, when making your wor. rce assignments for a task.
Remember that when you add or re %ources, you should click the “OK” button shown in this
view in order to save your work assignmen& s for the selected task. Note that you can also click the
view to move to the next task selection within your project

“Previous” and “Next” buttons in the “Tas
file. This is simply another way to move t: the tasks shown in the Gantt Chart view.

5.2- Assigning Material Resource@asks:

You can assign materialffesources to tasks in order to note project costs associated with the use or
consumption of a material regeurée in order to accomplish a task. Remember that material resource types
do not perform any wo @ herefore will not affect task durations in the way that work resource
assignment does. x

You can assign material resources in the same manner that you add work resources. You can either
add them through the “A[sign Resources” dialog box, or by entering them directly into the “Task Form” view
that appears at he@m of the “Gantt Chart” view when the window is split. You can open the “Assign
Resources” dial% y selecting the task in the Gantt Chart view to which you want to assign the use of
material resour, d then clicking the “Assign Resources” button in the “Assignments” group on the
“Resource” t Q Ribbon, or pressing “Alt” + “F10” on your keyboard. You can then enter the number of

hat were used on this task by typing the number used into the “Units” column. Daing this

the “A sources” dialog box to close the dialog box once you have finished.
%ately, you can click into the next blank row under the “Resource Name” column for the
I ask that appears in the “Task Form” view of the Gantt Chart view, and then choose the name of
the rial to use and enter the units used. You can then click the “OK” button to save your changes.
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\’
5.3- Assigning Cost Resources to Tasks: Qs s

You can also assign cost resources to tasks within your project file. Just as when ag material
resources, when you assign cost resources, they have no effect on the scheduling of the tasKs. You can

assign cost resources to a task in order to indicate costs incurred in order to complet sk. This allows
you to better track indirect project costs, such as client entertainment or business travel: n you assign a
cost resource to a task, you enter a fixed dollar amount to assign to the task. This nt assigned to the
task will not change unless you manually edit it at a later point in time.

The most reliable way to assign cost resources is by using the “Assign urces” dialog box. By

ears at the bottom of the

default, you cannot see the “Cost” column within the “Task Form” view that
[ or the necessary cost entry

“Gantt Chart” view when the window is split, so you cannot easily use that
that must be made.

You can open the “Assign Resources” dialog box by selectin
which you want to assign the cost resource, and then clicking th
“Assignments” group on the “Resource” tab in the Ribbon, or pressi + “F10” on your keyboard.

Next, enter the amount to allocate to this cost resource wij e “Cost” column for the selected cost
resource within the “Assign Resources” dialog box. When finished¥elick the green checkmark that appears
in the “cell entry” bar within this dialog box, or simply e@ cell” after entering the amount. This will

agk in the Gantt Chart view to
sign Resources” button in the

automatically assign the cost resource, so you do not neethto Click the “Assign” button. Click the “Close”
button in the “Assign Resources” dialog box to close the 0x once you have finished.

Alternately, but not necessarily recommend d pew users, you can click into the next blank row
under the “Resource Name” column for the selecter& at appears in the “Task Form” view of the Gantt
Chart view, and then choose the name of the cos Se. However, in order to see the “Cost” column, you
need to change the default view shown in the § orm” view. If you right-click your mouse within the
“Task Form” view, you can select the “Cast’ and from the pop-up menu that appears in order to
change the view of the “Task Form” table a ay the “Cost” column. You can then enter the amount to
attribute to the cost resource within this . Be sure to click the “OK” button within the “Task Form”
when you have finished data entry to sa assignments.

To switch the “Task Form” view&k to its default view, right-click within the “Task Form” view and

then select the “Work” command fr e pop-up menu that appears. While this may be a much faster way
to enter the assignment data for a d users, note that switching views within split window views may
leave new users lost and confuged, possibly staring at the wrong data entry views, when first learning to
use Microsoft Project. In this it may be better to use the “Assign Resources” dialog box, as it doesn’t

alter the view of the projec n it is used and tends to be easier for new users to learn to use than
switching the views of sg& nes can be.

o
&Q
>
@
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\’
5.4- The Team Planner- 2010 Professional Only: Qs i

If you are using Microsoft Project 2010 Professional, you can make use of the new Planner”
view to easily assign and manage multiple project tasks and work resources simultaneously. s view also
shows how the work resource assignments you make impact your other work resourc ithin the project,
so that you can make additional changes as needed when assigning work resources ject tasks.

To open the “Team Planner” view, click the “View” tab in the Ribbon, a n click the “Team
Planner” button in the “Resource Views” button group. Within the “Team Planner” you will see your

4Each work resource is
ed will appear within the
an end date, also called
. In the bottom pane you will

work resources, or your “team,” shown in a list at the left side of the topmost p
shown in its own row. All of the tasks to which each resource has been a
same row in the pane to the right. Note that task that don’t have a start g
“unscheduled tasks,” will appear next to the resource hame within the le @
see project tasks that have not been assigned to any work resource.

As you assignh and manage project tasks using this view, you Will"hotice that the colors of the task
give indicators about the status of the tasks. Tasks that have ac ork completed on them show the
actual work in a dark blue color. Uncompleted work is shown in m blue. Once a task is 100% complete
it cannot be moved using the “Team Planner.” Resource tasks thagthave been overallocated, where two
tasks are assigned to the same person at the same time, ar wn with a red stripe at the top of the tasks.
Manually scheduled tasks are shown in green. Note that “n%king time” for the resources will be shown

with gray bars in the schedule. Q

In this view, you can simply click and drag t %\ o the various rows within the panes to assign
tasks to work resources, schedule tasks, and pr% verallocations. You can click and drag a task
vertically to assign the task to a new resource row assign and/or schedule an unassigned task. Note
when you are dragging unassigned tasks into the"t ane from the bottom pane that if you drop the task
into the right pane for a resource row, it will %signed to the resource in the resource row as well as
being scheduled. If you drop it into the Ieftw% a resource row, the task is assigned to the resource but
is not scheduled. You can schedule any uled tasks for a resource row by simply dragging the task
from the left pane into the desired sche eriod shown in the right pane for that resource row. You can
also click and drag tasks within the ro change the scheduled time for tasks.

Note that if you want Micros oject to automatically resolve task overallocation within the project
file in this view, you can click the ‘%at” tab within the “Team Planner Tools” contextual tab within the
Ribbon. Then click the “Preveng Overallocations” button in the “Schedule” button group. This is a toggle

button, so you can also click it,again to turn this feature off, if desired. When enabled, this feature prevents
Microsoft Project from o ting tasks to resources as you click and drag them around in the view.

Also, if there are any exis ource overallocations in the project file when you click this button to turn it
on, Microsoft Project will automatically resolve the resource overallocations by moving the scheduling of the
tasks for the overallocatefl resource.

&
§
>
@
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ACTIONS-

RESOURCE AND TASK ASSIGNMENT N

SHOWING THE “TASK FORM” IN THE GANTT CHART VIEW: Q

1.

To enable the display of the “Task Form” view within the Gantt Chart view, click the “Vie\Q in the
Ribbon and then check the “Details” checkbox in the “Split View” group when using the Gantt Chart
View. You will then see the “Resource Form” view appear at the bottom of the wind

Next, use the drop-down to the right of the “Details” checkbox in the “Split Form” select “Task
Form.” This will then change the “Resource Form” to display the “Task Form” ins@within the split at

the bottom of the window. Q‘;

ASSIGNING WORK RESOURCES TO TASKS: O

1.

N

= @)
’ |:U

N

Select the task in the project file to which you want to assign resour Qathen click the “Assign
Resources” button in the “Assignments” group on the “Resource” t %he ibbon, or press “Alt” +
“F10” on your keyboard. é

Next, select the name of the work resource that you wish to a the selected task from the list
shown in the “Assign Resources” dialog box. Note that if you@? select more than one work
resource, you should click on the first resource to select it,_.hold n the “Ctrl” key on your keyboard,
and then click on any other resources to select. You canthefyelease the “Ctrl” key.

Once you have selected the correct work resource, or, esources, you can then click the “Assign”
button to assign those selected resources to the selet ask.

Once you click the “Assign” button, you will see lm\‘m s” and “Cost” for the task assignment shown for

the selected resources in the “Assign Resource% g box. You may also see a “R/D” column if using

Microsoft Project Professional. This column is to setting a priority for resource assignments if
using Microsoft Project Server with the “Reso ubstitution” column.

Note that you can also remove work re this dialog box selecting the resource to remove, and
then clicking the “Remove” button to rexhe resource assignment. This also will impact the “Units”
and “Cost” shown.

If desired, you can also substitute on resource for another by selecting the assigned work
resource to replace within the list en clicking the “Replace...” button to open the “Replace
Resource” list. Select the name substitution work resource from this list, and then click the “OK”

button to substitute the resousces:
When you have finished ma% your work assignments, click the “Close” button.

You can click into thegnext blank row under the “Resource Name” column for the selected task that
appears in the “ orm” view of the Gantt Chart view.

Click into theylR ce Name” column, and use the drop-down arrow that appears to select the name
of the work € to assign to the project.

% ort driven” checkbox in this pane should be checked. If you do not wish to use effort-
ing for the selected task, you can uncheck that checkbox, if needed, when making your
Ircé assignments for a task.

at thee “Fixed Units” option should be selected under the “Task type” drop-down in this pane. You
0 select the “Fixed Duration” choice or select the “Fixed Work” choice from the “Task type”

Note that th
driven sche
work re
Note
co

r wn when assigning work resources in “Task Form” view.
iIck the “OK” button shown to save your work assignment changes for the selected task.
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ACTIONS-

RESOURCE AND TASK ASSIGNMENT N

ASSIGNING MATERIAL RESOURCES TO TASKS: Q

1.

Select the task in the Gantt Chart view to which you want to assign material resources, n click
the “Assign Resources” button in the “Assignments” group on the “Resource” tab in the RiBB0nN, or press

“Alt” + “F10” on your keyboard. %

2. Enter the number of units of material used on this task by typing the number into ts” column.
Doing this will automatically assign the material resources and units to the selec%sk.

3. Click the “Close” button in the “Assign Resources” dialog box to close the dia@
: O

1. Alternately, you can click into the next blank row under the “Resourc @ column for the selected
task that appears in the “Task Form” view of the Gantt Chart view, a%] choose the name of the
material to use, and enter the units to use.

2. You can then click the “OK” button to save your changes.

ASSIGNING COST RESOURCES TO TASKS: 2

1. Select the task in the Gantt Chart view to which you ssign the cost resource, and then click the
“Assign Resources” button in the “Assignments” g mhe “‘Resource” tab in the Ribbon, or press
“Alt” + “F10” on your keyboard. &

2. Next, enter the amount to allocate to this cost r within the “Cost” column for the selected cost
resource within the “Assign Resources” dialo

3. When finished, click the green checkmark tha ears in the “cell entry” bar within this dialog box, or
simply exit the cell after entering the amN is will automatically assign the cost resource, so you do
not need to click the “Assign” button.

4. Click the “Close” button in the “Assig @rces” dialog box to close the dialog box once you have
finished. s
o Q

1. You can click into the next rﬂ% row under the “Resource Name” column for the selected task that
appears in the “Task Eor of the Gantt Chart view, and then choose the name of the cost to use.

2. However, in order to % ost” column, you need to change the default view shown in the “Task
Form” view. If you right-cliek your mouse within the “Task Form” view, you can select the “Cost”
command from the pgp-up menu that appears in order to change the view of the “Task Form” table and
display the “Cosf#eelumn.

3. You can the e amount to attribute to the cost resource within the “Cost” column. Be sure to click
the “OK” bu N in the “Task Form” when you have finished data entry to save your assignments.

4. To switch t sk Form” view back to its default view, right-click within the “Task Form” view and then
select th ” command from the pop-up menu that appears.
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ACTIONS- “
RESOURCE AND TASK ASSIGNMENT ’

USING THE TEAM PLANNER- PROJECT 2010 PROFESSIONAL ONLY: Q

1. To open the “Team Planner” view, click the “View” tab in the Ribbon, and then click the “ Planner”
button in the “Resource Views” button group.

2. Within the “Team Planner” view you will see your work resources, or your “team,” smn a list at the
left side of the topmost pane. Each work resource is shown in its own row. All of t to which each

resource has been assigned will appear within the same row in the pane to the right. INote that task that
don’t have a start date or an end date, also called “unscheduled tasks,” will a ext to the resource
name within the left pane. In the bottom pane you will see project tasks tha ot been assigned to
any work resource.

3. As you assign and manage project tasks using this view, you will notic e colors of the task give

work in a dark blue color. Uncompleted work is shown in a light bluet task is 100% complete it
cannot be moved using the “Team Planner.” Resource tasks that h een overallocated, where two
tasks are assigned to the same person at the same time, are s ith a red stripe at the top of the
tasks. Manually scheduled tasks are shown in green. Note th -working time” for the resources will
be shown with gray bars in the schedule.

4. In this view, you can simply click and drag the tasks to th ious rows within the panes to assign tasks
to work resources, schedule tasks, and prevent overallo@ns.

5. You can click and drag a task vertically to assign t.he 0 a new resource row, or to assign and/or
schedule an unassigned task. Note when you ar unassigned tasks into the top pane from the

indicators about the status of the tasks. Tasks that have actual work ted on them show the actual
e&n

bottom pane that if you drop the task into the righ for a resource row, it will be assigned to the
resource in the resource row as well as being ed. If you drop it into the left pane for a resource
row, the task is assigned to the resource but 4 cheduled.

6. You can schedule any unscheduled tasks f@r a fesource row by simply dragging the task from the left
pane into the desired scheduling period s n the right pane for that resource row. You can also click

and drag tasks within the rows to cha scheduled time for tasks.
7. Note that if you want Microsoft Proje tomatically resolve task overallocation within the project file

in this view, you can click the “Format_$ab within the “Team Planner Tools” contextual tab within the
Ribbon. Then click the “Prevent llocations” button in the “Schedule” button group. This is a toggle
button, so you can also click it a o turn this feature off, if desired.

8. When enabled, this feature grevents Microsoft Project from overallocating tasks to resources as you
click and drag them aroungsifithe view. Also, if there are any existing resource overallocations in the
project file when you gli @ button to turn it on, Microsoft Project will automatically resolve the
resource overallocati oving the scheduling of the tasks for the overallocated resource.

o
&Q
>
@
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EXERCISES-

RESOURCE AND TASK ASSIGNMENT N

1.

To be able to assign resources to tasks within a project file.

Purpose: Q

9.

10.
11.
12.
13.
14.

15.
16.

17.
18.

19.
20.

21.
22.

23.
24.

Exercises: %

Open the “My Project” project file that contains the saved changes that were%’s to the file through
the end of the previous chapter’s exercises.

Click the “Gantt Chart” button in the “View” button group at the left the “Task” tab in the
Ribbon.

Click the “View” tab in the Ribbon, and then click the “Details” c in the “Split View” button
group to place a check in the box and enable the split pane view. Q

Use the drop-down to the right of the “Details” checkbox to sel as

Select task 2 (Review testing materials) within the task list.
Within the Task Form at the bottom of the window, use t
Duration” for the task type.

Next, click into the first blank row underneath the “ResourcégName” column within the Task Form,
and then select “Jon Doe.”

Click into the next blank row below that row, and lect “Writers- Full Time” from the “Resource
Name” drop-down. .

Click into the next blank row below that row, N select “Writers- Part Time” from the “Resource
Name” drop-down. K

Click into the next blank row below th@, and then select “Materials Expense” from the
“Resource Name” drop-down.

Click the “OK” button within the Tas @confirm your resource assignments for the task.

orm” from the drop-down.

type:” drop-down to select “Fixed

Right-click within the Task Form, a select “Cost” from the pop-up menu that appears.
In the new “Cost” column that ap ithin the Task Form, type “50” for the “Materials Expense”
resource row. Then click the “OK n again within the Task Form to confirm the cost assignment.

switch the Task Form back t efault view.
Click the “Next” button within ask Form to move to the next task (Task 3) within the Gantt Chart.
Click into the first blank&tow underneath the “Resource Name” column within the Task Form, and

Right-click within the Task FE mand then select “Work” from the pop-up menu that appears to

then select “Jon Doe. #Glickthe “OK” button within the Task Form when you have finished.
Click the “Next” b in the Task Form to move to the next task (Task 4) within the Gantt Chart.
Click into the first k row underneath the “Resource Name” column within the Task Form, and

then select “Jon Dpe.” Click the “OK” button within the Task Form when you have finished.
Click the “Nexds button within the Task Form to move to the next task (Task 5) within the Gantt Chart.
Click intq, th blank row underneath the “Resource Name” column within the Task Form, and
then selec ers- Full Time.” Click the “OK” button within the Task Form when you have finished.
Click t " button within the Task Form to move to the next task (Task 6) within the Gantt Chart.
Click 4 first blank row underneath the “Resource Name” column within the Task Form, and
the leet "Writers- Part Time.” Click the “OK” button within the Task Form when you have finished.
Cliek the “Next” button within the Task Form to move to the next task (Task 7) within the Gantt Chart.
nto the first blank row underneath the “Resource Name” column within the Task Form, and
t select “Jon Doe.” Click the “OK” button within the Task Form when you have finished.

elect task number 10 (Create review and feedback) within the Gantt Chart view
(co
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EXERCISES- \
RESOURCE AND TASK ASSIGNMENT ’

Exercises- cont.:

26.

27.
28.

29.
30.

Click into the first blank row underneath the “Resource Name” column within the m, and
then select “Jon Doe.” Click the “OK” button within the Task Form when you have finished.
Select task number 11 (Create exam) within the Gantt Chart view.

Click into the first blank row underneath the “Resource Name” column withi ask Form, and
then select “Writers- Full Time.” Click the “OK” button within the Task Form ou have finished.

Click the “Save” button within the Quick Access toolbar to save your assi hanges.

Click the “x” in the upper-right corner of the project file window to close ample project file that
you just saved. You will continue to use this file to complet upcoming sequential
exercises throughout this entire course. Each exercise builds e previous exercise, so
please complete them in the order given to maximize your ov arning experience.

N
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TRACKING PROJECT TASKS

6.1- CREATING PROJECT BASELINES O
6.2- UPDATING MULTIPLE TASKS IN A PROJECT

6.3- UPDATING TASKS INDIVIDUALLY Gg®

O
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TRACKING PROJECT TASKS

6.1- Creating Project Baselines: Q

At this point in your project development, you should have an initial project plan creefore you
begin to record the actual progress made (actual work performed) on the tasks within your pfeject file, you
should save a copy of the original project plan. This copy is called a project baselin€é
baseline as a reference point later on as you begin to track the actual work performed Soshe project. This
allows you to compare the actual values, durations, and work associated with the co ﬁ dtion of the project’s
using the different
views within Microsoft Project and by using the “Visual Reports” from Microsoft*Exeel and Microsoft Visio
that also appear within Microsoft Project when those programs are installed a @ ith Microsoft Project.

To save a baseline copy of your project file, click the “Project” tab, Ribbon and then click the
p-down menu that appears,
select the “Set Baseline...” command. In the “Set Baseline” dialo Rat appears, select the “Set
baseline” option button and then select the name of the baseline co at you want to create from the
adjacent drop-down. You can have up to eleven different baseli ies of your project file. Next, in the
“For:” section, select the “Entire project” option button. You c click the “OK” button to save your
current project file as the selected baseline.

Once you have a baseline created, you can then co e the saved values in the baseline against
the actual work values that you record. For example, you c@ the variance between your baseline task

durations and your actual task durations when using’th iance” view of the table within a Gantt Chart
view of your project file. \
6.2- Updating Multiple Tasks in a Project: %

Once you have saved your baseline d work has started on your project, you need to record

individually, or you can mark multiple ta: plete as of a selected date. In this lesson, we will examine
how to mark multiple tasks completed% a specified date. You can use this feature when a project has
completed 100% of the tasks on sc e as of a set date.

In order to update multiple t%n a project as of a selected date, click the “Update Project” button
in the “Status” group on the “Project” in the Ribbon. In the “Update Project” dialog box that appears, you
can select the “Update work as%plete through:” option button, first. Next, select the desired date to mark
the work completed throug lecting the desired date from the adjacent calendar drop-down arrow.
Next, in the “For:” sectior&ﬂ n select the “Entire project” option to update all tasks in the project as of
the selected date. You can t click the “OK” button to update the project tasks.

Note that if you amly wish to update multiple tasks as of a selected date, but not necessarily all the
tasks, you can also at by using the “Update Project” dialog box. In this case, first select the tasks to
update within th hart view of your project file. Remember that you can select multiple, non-adjacent
tasks in a list b g down the “Ctrl” key on your keyboard as your click on the task names. Once they
have been se you can open the “Update Project” dialog box again. This time, however, you would

the progress (actual work) performed % asks within the project file. You can update the tasks

choose the d tasks” option button in the “For:” section to update only the selected tasks as of the
date sele his allows you to then update some tasks individually, as needed.
hat after you update the project’s progress, the individual tasks listed within the Gantt Chart
view 0 project file will then display a small check mark in the far left “Information” column to mark them
C ed. You will also see the task progress indicated by a progress bar that highlights the tasks in the
b at the right side of the Gantt Chart view in your project file.
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6.3- Updating Tasks Individually: Q

You will often need to update the work performed on individual tasks in a project ften tasks
with a long duration will need to have their completion progress measured and marked indiVidually as the
work is completed over time.

When entering progress made on a selected task in a project file, you can eitl
the “percentage complete” or the “actual work values” completed. One reason tha fo can do this is that
some tasks can be “front-loaded” or “back-loaded,” meaning that the majority 46 work is incurred at
either the beginning or end of the task’s marked period of duration. In these £s//'too, you may need to
update the “actual work” progress made on the tasks, which may not co nd directly to the task’s
duration, or “percentage complete.”

For example, if your project file contained a “front-loaded” task wi ration of five days, you may
complete 60% of the work on day one, with the next four days compléti additional 10% of the work
required. In this case, you can individually mark the amount of “actu rk” completed on the task as it
occurs to accurately record the work performed. Entering a “perce omplete” for this type of task may
not accurately reflect the actual work performed, and could y cause Microsoft Project to create
scheduling errors when calculating the remainder of the task’s dur

If you choose to update the “percent complete” Zﬁected task, Microsoft Project will set the

individually mark

actual start date of the task to match the scheduled start and will then calculate and update the other
related task units, such as the actual task duration, ghe aining task duration, and the associated costs
based on the percentage value that you enter. For examptesif you update the progress of a task with a four
day duration to indicate that it is 25% complete, Mic -% Project will indicate that there has been one day
of actual duration, and three days of remaining duy

Alternately, you can enter the actual wo s recorded for a selected task. This method allows
you to enter the actual start date, finish datg, %nd duration values for the task. When you update this
type of information, Microsoft Project uses tr;& ing set of rules to calculate other task values.

Rule 1: When you enter the actual start a task, Project moves the scheduled start date to match it.

Rule 2: When you enter the actual fini te of a task, Project moves the scheduled finish date to match it
and also set the task to 1009 plete.

Rule 3: When you enter the actual ompleted on a task, Project calculates the work left to finish, if any.

Rule 4: When you enter the actyal duration of a task, Project calculates the duration remaining. If the actual
duration matches the %uled duration, the task is also marked as being 100% complete. In
addition to this, if @I duration is longer than the scheduled duration, Project moves the actual
finish date to mat& ration entered.

To update an inﬁ/idual task within a project file, first select the task whose progress you wish to
update within your t file. Next, click the “Mark on Track” drop-down button in the “Schedule” button
group on the “TN n the Ribbon. From the drop-down menu that appears, select the “Update Tasks...”
command in or pen the “Update Tasks” dialog box. In this dialog box you can enter the actual values
that you wis QOrd. If you simply wish to enter the percent complete, you can enter that into the “%
Complete:” then click the “OK” button to let Project calculate the other values. Otherwise, you can
enter thee@cttal work values that you want to record into the fields available. You can enter the actual
ining duration, actual start date, or actual finish date, as needed. You can then click the “OK”

duratiopn
b n@e the changes. When updating the actual values, Project will then update the corresponding
val the task, as needed, based on the rules that we just examined in this lesson.
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TRACKING PROJECT TASKS N

SAVING A PROJECT BASELINE: Q

1. To save a baseline copy of your project file, click the “Project” tab in the Ribbon and the the “Set
Baseline” drop-down button in the “Schedule” button group.

2. Inthe drop-down menu that appears, select the “Set Baseline...” command. %

3. Inthe “Set Baseline” dialog box that appears, select the “Set baseline” option but then select the
name of the baseline copy that you want to create from the adjacent drop-down.@

4. Inthe “For:” section, select the “Entire project” option button.

5. You can then click the “OK” button to save your current project file as the s baseline.

UPDATING MULTIPLE PROJECT TASKS:

In order to update multiple tasks in a project as of a selected date,&he!‘Update Project” button in

1.
the “Status” group on the “Project” tab in the Ribbon.

2. Inthe “Update Project” dialog box that appears, you can sele pdate work as complete through:”
option button, first. Next, select the desired date to mark the v@ompleted through by selecting the
desired date from the adjacent calendar drop-down arrow,

3. Next, in the “For:” section, you can select the “Entire pro;@ption to update all tasks in the project as
of the selected date.

4. Note that if you only wish to update multiple task @elected date, but not necessarily all the
tasks, you can also do that by using the “Update*®ro dialog box. In this case, first select the tasks to
update within the Gantt Chart view of your proj [ emember that you can select multiple, non-
adjacent tasks in a list by holding down the “Ct#l’, on your keyboard as your click on the task names.

5. Once they have been selected, you can open pdate Project” dialog box again. This time, however,
you would select the “Selected tasks” o% on in the “For:” section to update only the selected
tasks as of the date selected. This allovys to then update some tasks individually, as needed.

6. You can then click the “OK” button to the project tasks once you have made your desired
selections to save the changes and update the selected tasks.

UPDATING INDIVIDUAL PROJEC KS:

1. To update an individual t %ﬂin a project file, first select the task whose progress you wish to update
within your project fil m

2. Click the “Mark on Tr;& -down button in the “Schedule” button group on the “Task” tab in the
Ribbon.

3. From the drop-downﬁenu that appears, select the “Update Tasks...” command in order to open the
“Update Tasks” box. In this dialog box you can enter the actual values that you wish to record.

4. Ifyou simplyN nter the percent complete, you can enter that into the “% Complete:” field and
then click t button to let Project calculate the other values.

5. Otherwise an enter the actual work values that you want to record into the fields available. You
can ent ual duration, remaining duration, actual start date, or actual finish date, as needed.

6. You n click the “OK” button to save the changes.
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EXERCISES-

Purpose:

1. To be able to create a baseline for a project file and update task completion.

TRACKING PROJECT TASKS ,é\,_
O

Exercises: %

1. Open the “My Project” project file that contains the saved changes that we @e to the file through
the end of the previous chapter’s exercises. %

2. Click the “Gantt Chart” button in the “View” button group at the lef the “Task” tab in the
Ribbon to display the “Gantt Chart” view for the “My Project” project fi eeded.

3. Click the “Project” tab in the Ribbon and then click the “Set Baseli p-down button in the
“Schedule” button group. &.

4. In the drop-down menu that appears, select the “Set Baseline. & mand.

5. In the “Set Baseline” dialog box, ensure that the “Set basel@tion button is selected, and then
make sure that “Baseline” is selected from the adjacent dr n.

6. In the “For:” section of the “Set Baseline” dialog box, ens at the “Entire project” option button is
selected.

7. Click the “OK” button within the “Set Baseline” dialo@u order to set the project baseline.

n the “Project” tab in the Ribbon in order to

8. Click the “Update Project” button in the “Status” @

open the “Update Project” dialog box. *
9. In the “Update Project” dialog box, ensure %}e “‘Update work as complete through:” option is
selected. In the adjacent date drop-down, t “M20/12.

10. Below that, ensure that the “Set 0% - 1009
11. In the “For:” section, select the “Entire pro
12. Click the “OK” button when you havenj d to mark all project tasks as complete through the date

entered for the project file.
13. Click the “Save” button within the @rd toolbar to save your changes.

14. Click the “x” in the upper-right% of the project file window to close the sample project file that
you just saved. You will @ e to use this file to complete the upcoming sequential

lete” option has been selected.

exercises throughout this ife course. Each exercise builds upon the previous exercise, so
please complete them Qle rder given to maximize your overall learning experience.

s\O

o
&Q
>
@
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BASICc PROJECT REPORTING

7.1- Formatting Gantt Charts: Q

While you will most commonly use the Gantt Chart view of your project file, it is int to note
that there are several views of your project file that are available. You can also customize®hese project
views so that you can print and share them with others who need to know your projegt lgformation. In this
chapter we will examine some of the basics of using project views and reports to shate,proj

In this lesson we will examine formatting options for the Gantt Chart view, =

aWare”of the fact that your
formatting will only be applied to whatever you select within the view. For exagiple/if you want to edit the
color of a particular bar within the chart, you can click into the row of that tas @ e Gantt Chart to select it.
As another example, if you wanted to change the color of text used in a ce e table view, you need to
select the cell or cells to format, first. If you wish to select all cells in a p @ iew, you can click the small
gray square that appears in the upper left corner of the Gantt Chart vie elect everything in the view.
Using this technique can make large, universal formatting changes easieg (6 apply.

Once you have your selection made, you can then use the b that are found within the “Format”
tab of the “Gantt Chart Tools” contextual tab within the Ribbon ta % formatting changes to the selection.
In this lesson, we will discuss some of the formatting options foundWgthin this tab in the Ribbon.

To format the text within your selection, you can clic “Text Styles” button in the “Format” button
group on this tab to open the “Text Styles” dialog box. In_this dialog box, you can choose to which chart
elements you wish to apply the desired text style by mak @ choice from the “ltem to change:” drop-down.

You can then set the “Font,” “Font style,” “Size,” “ % Background Color,” and “Background Pattern,” as
desired. You can check the “Underline” checkbox t rline all text, if desired. When you are ready to
apply your choices to your selection, click the “OK’% n to finish formatting the text.

If you wish to change the display of the ggidl shown in your view, you can do that by clicking the
“Gridlines” button in the “Format” group on %wat” tab of the “Gantt Chart Tools” contextual tab within
the Ribbon. You can then select the “GridIir& ommand from the drop-down menu that appears to open
the “Gridlines” dialog box. Here you can the type of gridline to change from the listing of gridlines
shown in the “Line to change” area. To\t ght of that, you can then use the “Type” and “Color” drop-
downs in the “Normal” section to set t&sired appearance of the chosen gridline. For some choices, you
can set an interval from the “At inte@ection, and then use the “Type” and “Color” drop-downs to set the
appearance of gridlines in an inter attern for your selected gridline element. Once you have set the
display of the gridlines as desire@, you can click the “OK” button to apply them.

You can change the % of the tasks within the timescale section of the Gantt Chart view by
clicking the “Layout” butt@gh i “Format” button group. In the “Layout” dialog box that appears, select the
desired linking style to u een tasks from the options shown in the “Links” section. In the “Bars”
section, you can then apply the desired date format to display next to bars by choosing one from the “Date
format:.” drop-down. You/can then select the desired height of the task bars from the “Bar height:” drop-
down. If you want tc@ys “roll-up” Gantt Bars in a chart for tasks that contains phases, you can check the
“Always roll up rs” checkbox. If that is checked, you can then check the “Hide roll up bars when

summary exp checkbox option to hide the roll up bars when the subtasks within a phase are
displayed. T bars to display whole days, ensure that the “Round bars to whole days” checkbox is
checked. Tals lits in task bars, check the “Show bar splits” checkbox. To enable the display of drawn

objects, such circles and squares, within your project file, ensure that the “Show drawing” checkbox is
checkm you have the desired options selected, click the “OK” button to apply them.

@
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7.2- Formatting Columns in Gantt Charts: Q

When formatting Gantt Charts, you can also change the appearance of the column@in the task
list shown at the left side of the Gantt Chart view. In this lesson, we will examine the button§®found within

project data you wish. To insert a column into the column list, simply select the col
the place where you wish to insert the new column. New columns will be inserte =left of your selected
column. Then click the “Insert Column” button in the “Columns” button group. A new column will be
automatically inserted, and a drop-down list of the possible columns to disp 'II be shown. Simply click
on the name of the column that contains the information that you wish to dispiay=#ithin this column from the
drop-down list. Also note that you can also add a column to the far right ¢ ‘oh the column listing by simply
clicking the drop-down arrow in the gray column heading for the columfijthatts labeled “Add New Column.”
You can then simply select the name of the column to add from_th&ydrop-down listing that appears to
append the selected column data to the far right end of the column_li

You can also change the alignment of the text within a selected column by simply clicking into the
column, and then clicking the desired alignment button shown™Sig the “Columns” button group: “Left,”
“Center,” or “Right.” Also, if you want the text that is entere a column to display using word wrapping,
then click into the desired column, and then click the “WrapNext” button in the “Columns” button group to
enable word wrapping. When text wrapping is enable.d, il automatically display on the next line within
a cell when it reaches the right end of a cell versus e display of the cell’s text.

To hide the display of a column you do not touse, click into the desired column and then click
the “Column Settings” drop-down button in the mns button group. Then choose the “Hide Column”

command from the drop-down menu that appear:
To change other attributes of a sele te@mn, such as the title displayed in the column’s heading,

click into the desired column and then click t umn Settings” drop-down button in the “Columns” button
group. Then choose the “Field Settings” ¢ d to open the “Field Settings” dialog box. You can then set
any available property shown in this dial to your desired setting. The “Field name:” setting determines
the data that is shown within the colu he “Title:” setting determines the title shown in the gray column

heading for the selected data field. wAlign title:” and “Align data:” drop-downs allow you to select a text
alignment for the column’s title and The “Width:” field simply allows you to set the width of the column.
You can also check the “Hea Text Wrapping” checkbox to allow your column titles to wrap their text
display. If you wish to auto y resize the column to best display all of the available text within the
column, you can click th ” button. Once you have set the options you want, click the “OK” button to
apply them to your selec& g

7.3-Applying Bar a ntt Chart Styles:

In this Iessx e will discuss formatting the task bars within the Gantt Chart view. To do this, select
the “Format” ta Q “Gantt Chart Tools” contextual tab within the Ribbon. To change the appearance of a
efected task in the Gantt Chart view, click the “Format” button in the “Bar Styles” button
ectthe “Bar” command from the drop-down menu that appears.

ormat Bar” dialog box that appears, you can click the “Bar Shape” tab to view the “Start,”
“End” sections of the bar. Use the drop-down arrows that appear in the “Start” and “End”
s n hoose your preferred “Shape,” “Type,” and “Color” for those ends of the bar. In the “Middle,”
s%se the “Shape,” “Pattern,” and “Color” drop-downs to set the appearance of the middle of the bar.

ou can then click the “Bar Text” tab to set the text that should appear next to the bar lines in the

LTS
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7.3-Applying Bar and Gantt Chart Styles (cont.): Q

graph. On this tab, you can use the drop-down that appears when you click into the area t ight of the
desired side of the bar listed in order to choose the text that you want to display on that side 6fthe task bar
within the Gantt Chart. Once you have made your selections in this dialog box, yo@ click the “OK”
button to apply the bar formatting to your selected task.

You can change the appearance of all of the task bars within the Gantt Cha@c
style for specified types of task bars. To do this, click the “Format” button within r
then select the “Bar Styles” command from the button’s drop-down menu. %

In the “Bar Styles” dialog box that then appears, you can select a @ yle type to edit from the
listing shown. For the selected type of task bar, you can use the choices shewir'the “Text” and “Bars” tabs
shown at the bottom of the dialog box to set the appearance of the tas & d its accompanying label in

rr&o

reating a new bar
Styles” group and

the Gantt Chart. If desired, you can use the “Show For ... Tasks” colu ect the type of tasks to which
this style should be applied. You use the “Row” column to choose at row you want this style to begin

@ pat this process for the other selected
types of task bars, as desired. Once you have set your new task¥gar styles, you can then click the “OK”
button to apply them.

The next few checkboxes shown in the “Bar Styles”™hutton group on the “Format” tab of the “Gantt

Chart Tools” contextual tab in the Ribbon allow you to a pecial formatting to the selected types of task
bars shown. You can check the “Critical Tasks” X to display critical tasks in red. A task is
considered a “critical task” if it must be complete e in order for the project to be completed on
schedule. You can check the “Slack” checkbox to ack lines in the task bars. A slack line is a line that

shows how much time a task can go past its figisfdate before it affects the scheduling of another task
within the project. You can also check th c%x for “Late Tasks” to display late tasks in black. Late
tasks are calculated by determining how m& e task should be done by the status date.

If you have saved a baseline f chart, you can easily compare how your projects are

performing by comparing the tasks to th line that you saved. To show your baseline task bars next to
the project’s task bars, simply click t@seline” drop-down button in the “Bar Styles” button group and
then select the desired baseline t lay from the drop-down menu that appears. The baseline task
durations will then be displayed nex e current project file’s task bars for comparison purposes. You can
repeat this process to toggle thefdisplay of the selected baseline’s task bars back off again when finished.
t of slippage within the tasks in your project file compared to a selected
button and then choosing a desired baseline from the drop-down menu
that appears. This will sho slippage lines within the Gantt Chart, where tasks have gone over the
amount of time scheduled in the baseline. You can repeat the process to toggle the display of the slippage
lines back off when you le finished.

You can al ily apply a preset Gantt Chart style by simply clicking on a style shown in the
“Gantt Chart St)N n group. If you click the “More” button in the lower right corner of the scroll bar
within the butto , you will see all of the Gantt Chart styles shown in two categories: “Scheduling” and
“Presentatio ’Qcan then click on the desired chart style to apply all of the selected elements of the
chart style antt Chart. Note that the “Scheduling” styles simply differentiate the color between the
manually scheéduled and auto scheduled tasks with a different color, while the “Presentation” styles show all

tasks i me color, regardless of the method used for scheduling.

y, you can use the checkboxes in the “Show/Hide” button group to toggle the display of the
liste elements on and off within the Gantt Chart. The elements that you can show or hide include
“Outling Number,” “Project Summary Task,” and “Summary Task.”
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7.4- Drawing Objects: Q

You can add drawing elements to the task bar area within your Gantt Chart. Draw”bjects can

provide additional information or serve to illustrate important data within the Gantt Chart . To add a
drawing object to your Gantt Chart, click the “Drawing” button in the “Drawings” group “Format” tab of
the “Gantt Chart Tools” contextual tab within the Ribbon. Then select the type of iRg object that you
want to add to the chart from the drop-down listing that appears. You can then clic drag over the area

within the chart where you want to draw the object.

Once the object has been placed, you can click it to select it and then forMa
drawing object is selected because it will appear with small back resizing sq @ around its perimeter. You
can place your mouse pointer over the resizing squares until your mouse peiatérturns into a double-pointed
arrow, and then click and drag your mouse pointer in order to resize th @- ed shape. You can click into

o& th

t. You can tell when a

the center of the shape and then drag it to a new location in order to m exshape.

To format a selected shape, click the “Drawing” button aga d then select the “Properties”
command from the drop-down menu. In the “Properties” dialo at appears, you can change the
formatting of the selected shape. On the “Line & Fill” tab, you e the options in the “Line” and “Fill”

sections to set the appearance of the lines and fill color of the pe. You can select “None” in either
section to remove the line or shape. You can select “Custon™ig either section to apply a custom line or fill
color. If you select this option, then use the “Color:” dro wn to select a desired color. In the “Line”
section, you can use the “Line” drop-down to select a line thickness. In the “Fill” section, you can
use the “Pattern” drop-down to select a desired fill pattegnNi=desired.

If you wish to attach the shape to a task day in the Gantt Chart, then click the “Size &
Position” tab. In the “Position” section, you can th ct either the “Attach to timescale” or “Attach to task”
option. If you select the “Attach to timescale” optioigthen you can select the date to use from the “Date”
drop-down. You can also enter a vertical m a%nt from the top of the task bar area where you want the
shape to appear in the “Vertical” text box. N elect the “Attach to task” option, then you can enter the
task number into the “ID:” field, and then to which end of the task bar to attach the shape from the
“Attachment point” options shown. You can@lso enter a horizontal and a vertical measurement from the left
and top of the task bar area where ant the shape to appear in the “Horizontal” and “Vertical” text
boxes. When you are finished settimformatting properties for the selected shape, click the “OK” button

in the “Format Drawing” dialog box ly them.
7.5- Formatting Timescale i ntt Chart:
You can change theNipcrements, appearance, and labeling of the timeline shown at the top of the

task bar area in the Gagtt Chart view. To do this, click the “View” tab in the Ribbon, and then click the
“Timescale:” drop-d utton in the “Zoom” button group. You can then easily select a different timescale

from the increment n in the drop-down menu. To see all of your timescale formatting options, select
the “Timescale...’ and from the drop-down menu in order to open the “Timescale” dialog box.

In the % ale” dialog box that appears there are four tabs: “Top Tier,” “Middle Tier,” “Bottom
Tier,” and * king Time.” First you should use the “Show:” drop-down in the “Timescale options”

section on erone of the first three tabs to select which timescale tiers to show within the timescale area.
On the fifSthree tabs you can then set the formatting applied to the respective sections of the timescale
shown an also set their “Size,” and check or uncheck the “Scale separator” checkbox, as preferred.
@) ave decided which tiers to display, you can then click the name of the tab that corresponds to
t%ou wish to format.

ou can then use the “Units,” “Label,

Count,” and “Align” drop-down that appear at the top of the
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7.5- Formatting Timescale in a Gantt Chart (cont.): Q
tab to apply your desired options to that tier in the timescale. You can also check or unche@ additional
“Use fiscal year,” and “Tick lines” checkboxes, as desired, in the same area.

Next, you can click the “Non-working Time” tab within the “Timescale” dialog b@X_im, order to set the
appearance of non-working time in your view. You can select the desired option for isplay of the non-
working time from the choices shown in the “Draw” section. Next, you can sel e desired “Color,”

“Pattern,” and “Calendar” to use for the display of non-working time.
Once you have made whatever changes to the display of the timescale lin'the view that you wish
to apply, click the “OK” button in the “Timescale” dialog box to apply the chan @» your view.

7.6- Basic Reports: K 2

While formatting and printing various sections of your Gan t view is useful when discussing
the project plan with others, you may also need to illustrate Q @ aspects of your project with reports.
Microsoft Project comes with many project-related reports that Yag”can use to show data regarding the
overall progress of your project, report costs, show work sch es, and more.

To open a report, click the “Project” tab in the Ribbéi, and then click the “Reports” button within the

“Reports” button group. In the “Reports” dialog box that s you will see the report categories that are
available: “Overview...,” “Current...,” “Costs...,” “Assig ..., “Workload...,” and “Custom....”
To view the reports that are available withi ategory shown, click on the icon for the report

category desired and then click the “Select” butto other window will appear that shows you the various
reports within the selected category. If you wish o% report’s settings prior to opening it in print preview,
first select the report within the window and%: ick the “Edit...” button to open a dialog box for the
selected report where you can change the , as desired. Note that the settings that are available will
vary depending upon the report selected. you are finished setting your custom options, simply click
the “OK” button to then apply them. Y @hen click on the name of the report that you would like to
display within this window, and click t% ect” button that appears to open the report in print preview so
that you can see how it looks beforegtsis printed.

In print preview, you can cligk the report preview shown at the right side of the backstage view to
either zoom in on the data or display one full page. In a multi-page report, you can click on a page shown to
zoom in on the selected page u can also use the buttons that appear in the lower-right corner of this
view to cycle between th rages within a multi-page report, zoom in on a report page, switch to a full
page report view, or swit ulti-page report view by clicking the respective buttons shown.

In the area to the left"f the print preview you can set whatever report and page setup options are
available. You can enter’he number of copies to print in the “Copies” text box and select a printer from the
“Printer” drop-down w that you can set some commonly used page setup options. If you wish to add
header and foot '@ation, then click the “Page Setup” hyperlink shown in this area to open the “Page
Setup” dialog b tabs that are shown are “Page,” “Margins,” “Header,” and “Footer.” You can click on
the desired ta ange report options for the designated section within the report. Once you have set any
options as n n¢lick the “OK” button in the “Page Setup” dialog box to close it.

OnCe%ou have finished changing your report settings and previewing the report data, you can click

‘Brint

the largey ” button in the backstage view to print the selected report.

@
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7.7- Creating Custom Views: Q

You can create your own custom views of a project file that contain the desired projments and
custom formatting that you wish to see within the view. A custom view can display informatiOf from any of
the other existing views within project. You can even create combination views that displaysinformation from
two different views at the same time. You can use the “More Views” dialog box to createyour own custom
views of a project file. '

To create a custom view, first open the “More Views” dialog box by clic (& “Gantt Chart” drop-
down button in the “View” button group on the “Task” tab in the Ribbon. Fropt*the’drop-down menu that
appears, select the “More Views...” command to open the “More Views” dialo @ .

To create a new view from scratch, you can click the “New...” buttgm the “More Views” dialog
box. In the “Define New View” dialog box that appears, select Wheth& ant this view to be a single

view or a combination view by selecting the desired option button. Thenglickthe “OK” button to continue.

The next window that appears will ask you to select which def ontent you want to have appear

within the view and what you want the name of the view to be. y information required, and select
the elements of the view that you wish to include as part of your view in the dialog box that appears.
Note that if you want the name of your custom view to appear the menu drop-down buttons, then

ensure that the “Show in menu” checkbox is checked. Then the “OK” button to add the new view to the
list of possible views for the project file that appears within the.More Views” dialog box.

You can then apply your custom view from th% @ iews” dialog box by selecting the name of the
custom view that you created and then clicking the,’ putton. Once your view has been applied you
can then format the elements within the view as desiréd, and then save the formatting changes.

To save the formatting changes that you h ade to your view, click the “Gantt Chart” drop-down

button in the “View” button group on the “Task” he Ribbon. From the drop-down menu that appears,
Sq:e zte

select the “Save View...” command. In the/ iew” dialog box that appears, you can then choose the
“Update Current View” button to save the f g changes you have made to your current view. Then
click the “OK” button to continue. A dialo ill appear asking you if you wish to overwrite the custom
view in the global template with the cust from your current project’s template. Simply click the “Yes”
button to overwrite the older version oh&template with the new view.

In the future, you can easily@t the name of your custom view from the “Gantt Chart” drop-down
button in the “View” button group e “Task” tab in the Ribbon to apply it to other project files when

needed. \

o
&Q
>
@
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FORMATTING THE GANTT CHART VIEW: Q

1. Select the elements within the project view that you wish to format. Q

2. Use the buttons that are found within the “Format” tab of the “Gantt Chart Tools” conte | tab within
the Ribbon to apply formatting changes to the selection. @

3. To format the text within your selection, you can click the “Text Styles” button_j Format” button
group on this tab to open the “Text Styles” dialog box. @

4. In this dialog box, you can choose to which chart elements you wish to ap esired text style by
making a choice from the “Item to change:” drop-down. %

5. You can then set the “Font,” “Font style,” “Size,” “Color,” “Background Col@nd “Background Pattern,”
as desired.

6. You can check the “Underline” checkbox to underline all text, if desir

7. When you are ready to apply your choices to your selection, click th&O utton to finish formatting the
text.

8. If you wish to change the display of the gridlines shown in yQ igW, you can do that by clicking the
“Gridlines” button in the “Format” group on the “Format” tah e “Gantt Chart Tools” contextual tab
within the Ribbon. You can then select the “Gridlines...” cominand from the drop-down menu that
appears to open the “Gridlines” dialog box.

9. Here you can select the type of gridline to change fro@ listing of gridlines shown in the “Line to
change” area. .

10. To the right of that, you can then use the “Type[ lor” drop-downs in the “Normal” section to set
the desired appearance of the chosen gridline.

11. For some choices, you can set an interval fr At interval” section, and then use the “Type” and
“Color” drop-downs to set the appearance nes in an interval pattern for your selected gridline
element. §

12. Once you have set the display of the griN s desired, you can click the “OK” button to apply them.

13. You can change the layout of the tas% the timescale section of the Gantt Chart view by clicking
the “Layout” button in the “Format” bdttoR,group.

14. In the “Layout” dialog box that ap select the desired linking style to use between tasks from the
options shown in the “Links” se

15. In the “Bars” section, you can th ply the desired date format to display next to bars by choosing one
from the “Date format:” dropfown.

16. You can then select the d &height of the task bars from the “Bar height:” drop-down.

17. If you want to alway ‘n@ Gantt Bars in a chart for tasks that contains phases, you can check the
“Always roll up Gantts%< eckbox. If that is checked, you can then check the “Hide roll up bars when
summary expanded” checkbox option to hide the roll up bars when the subtasks within a phase are
displayed.

18. To round bars t@ay whole days, ensure that the “Round bars to whole days” checkbox is checked.

19. To show splix bars, check the “Show bar splits” checkbox.

20. To enable t iSplay of drawn objects, such as circles and squares, within your project file, ensure that
the “Sho Q ” checkbox is checked.

21. Oncey e%he desired options selected, click the “OK” button to apply them.

%‘b
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1. To insert a column into the column list, simply select the column that is to the right of ace where
you wish to insert the new column. New columns will be inserted to the left of your selected*€olumn.

2. Then click the “Insert Column” button in the “Columns” button group. A new column@e automatically
inserted, and a drop-down list of the possible columns to display will be shown.

3. Simply click on the name of the column that contains the information that you \I\@
column from the drop-down list.

display within this

4. Also note that you can also add a column to the far right end of the colum by simply clicking the
drop-down arrow in the gray column heading for the column that is labele d New Column.” You can
then simply select the name of the column to add from the drop-down |jsti at appears to append the
selected column data to the far right end of the column list.

5. You can also change the alignment of the text within a selecte lu by simply clicking into the

column, and then clicking the desired alignment button shown@ “Columns” button group: “Left,”
“Center,” or “Right.”

6. If you want the text that is entered into a column to displa g word wrapping, then click into the
desired column, and then click the “Wrap Text” button in the*€olumns” button group to enable word
wrapping. When text wrapping is enabled, text will aut ically display on the next line within a cell
when it reaches the right end of a cell versus cutting of t@play of the cell’'s text.

7. To hide the display of a column you do not wish to ue, @lick into the desired column and then click the
“Column Settings” drop-down button in the “Col Cbutton group.

8. Then choose the “Hide Column” command from t -down menu that appears.

9. To change other attributes of a selected colu ch as the title displayed in the column’s heading,

button group.

10. Then choose the “Field Settings” comm open the “Field Settings” dialog box. You can then set
any available property shown in this dim X to your desired setting.

11. The “Field name:” setting determine ta that is shown within the column.

click into the desired column and then click$ olumn Settings” drop-down button in the “Columns”

12. The “Title:” setting determines the #i own in the gray column heading for the selected data field.
13. The “Align title:” and “Align dat p-downs allow you to select a text alignment for the column’s title
and data.

14. The “Width:” field simply all

15. You can also check the “
display.

16. If you wish to automa esize the column to best display all of the available text within the column,
you can click the “Best Fit"button.

17. Once you have set tw options you want, click the “OK” button to apply them to your selected field.

&
@6
>
@

s you to set the width of the column.
Text Wrapping” checkbox to allow your column titles to wrap their text
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APPLYING BAR AND GANTT CHART STYLES: Q

1. To format the task bars within the Gantt Chart view, select the “Format” tab of the “Ga@’uart Tools”
contextual tab within the Ribbon.

2. To change the appearance of a bar graph for a selected task in the Gantt Chart vi ick the “Format”
button in the “Bar Styles” button group and select the “Bar” command from th own menu that
appears.

3. In the “Format Bar” dialog box that appears, you can click the “Bar Sha to view the “Start,”
“Middle,” and “End” sections of the bar.

4. Use the drop-down arrows that appear in the “Start” and “End” sec@ choose your preferred
“Shape,” “Type,” and “Color” for those ends of the bar.

5. Inthe “Middle,” section use the “Shape,” “Pattern,” and “Color” drop- to set the appearance of the
middle of the bar.

6. You can then click the “Bar Text” tab to set the text that should app ext to the bar lines in the graph.
On this tab, you can use the drop-down that appears when ick into the area to the right of the
desired side of the bar listed in order to choose the text that ant to display on that side of the task
bar within the Gantt Chart.

7. Once you have made your selections in this dialog box can click the “OK” button to apply the bar
formatting to your selected task. Q

8. You can change the appearance of all of the task bar@nn the Gantt Chart by creating a new bar style
for specified types of task bars. To do this, clic mat” button within the “Bar Styles” group and
then select the “Bar Styles” command from the b drop-down menu.

9. In the “Bar Styles” dialog box that then appe u can select a bar style type to edit from the listing
shown.

10. For the selected type of task bar, you ¢ @e choices shown in the “Text” and “Bars” tabs shown at
the bottom of the dialog box to set the& ance of the task bar and its accompanying label in the
Gantt Chart.

11. If desired, you can use the “Show Fer asks” column to select the type of tasks to which this style
should be applied.

12. You use the “Row” column to c%at which row you want this style to begin being applied.

13. You can then use the “Start” an ish” columns to choose when this style should start and end being
applied across the columns jft your chart.

14. You can then repeat this for the other selected types of task bars, as desired.

15. Once you have set yqtir sk bar styles, you can then click the “OK” button to apply them.

16. The next few checkb& wn in the “Bar Styles” button group on the “Format” tab of the “Gantt Chart
Tools” contextual tab in the Ribbon allow you to apply special formatting to the selected types of task
bars shown. You call:heck the “Critical Tasks” checkbox to display critical tasks in red.

17. You can check lack” checkbox to draw slack lines in the task bars.

18. You can che eckbox for “Late Tasks” to display late tasks in black.

19.

If you have a baseline for your chart, you can easily compare how your projects are performing
by comp Qe tasks to the baseline that you saved. To show your baseline task bars next to the
project rs, simply click the “Baseline” drop-down button in the “Bar Styles” button group and
then sgleChthe desired baseline to display from the drop-down menu that appears. The baseline task

ill then be displayed next to the current project file’s task bars for comparison purposes. You

dur,
@at this process to toggle the selected baseline’s task bars back off again when finished.
[,
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20. You can also view the amount of slippage within the tasks in your project file compar a selected
baseline by clicking the “Slippage” button and then choosing a desired baseline from drop-down
menu that appears. This will show task slippage lines within the Gantt Chart, wh%sks have gone
over the amount of time scheduled in the baseline. You can repeat the process e the display of
the slippage lines back off when you are finished. @

21. You can easily apply a preset Gantt Chart style by simply clicking on a styl in the “Gantt Chart
Style” button group. @

22. If you click the “More” button in the lower right corner of the scroll bar wi @ he button group, you will
see all of the Gantt Chart styles shown in two categories: “Scheduling” Presentation.” You can then
click on the desired chart style to apply all of the selected eleme @ e chart style to your Gantt
Chart. Note that the “Scheduling” styles simply differentiate the col@ een the manually scheduled
and auto scheduled tasks with a different color, while the “Prese on” styles show all tasks in the
same color, regardless of the method used for scheduling.

23. Finally, you can use the checkboxes in the “Show/Hide” but up to toggle the display of the listed
task elements on and off within the Gantt Chart. The elem that you can show or hide include
“Outline Number,” “Project Summary Task,” and “Summ sk.”

DRAWING OBJECTS: * O

1. To add a drawing object to your Gantt Chart, \Q “Drawing” button in the “Drawings” group on the
“Format” tab of the “Gantt Chart Tools” contex within the Ribbon.

2. Then select the type of drawing object that yi nt to add to the chart from the drop-down listing that
appears.

3. You can then click and drag over the a in the chart where you want to draw the object.

4. Once the object has been placed, v click it to select it and then format it. You can tell when a
drawing object is selected because it Will"appear with small back resizing square around its perimeter.

5. You can place your mouse poigier over the resizing squares until your mouse pointer turns into a
double-pointed arrow, and then nd drag your mouse pointer in order to resize the selected shape.
6. You can click into the centerﬁf th ape and then drag it to a new location in order to move the shape.

7. To format a selected shapefelick the “Drawing” button again and then select the “Properties” command

from the drop-down m nQ
8. Inthe “Properties” dia& hat appears, you can change the formatting of the selected shape.

9. On the “Line & Fill” tab, can use the options in the “Line” and “Fill” sections to set the appearance of
the lines and fill color ef the shape.
10. You can select “ gin either section to remove the line or shape.
. s %om” in either section to apply a custom line or fill color. If you select this option,
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DRAWING OBJECTS (CONT.): Q

16.

17.

18.

19.

20.

If you select the “Attach to timescale” option, then you can select the date to use from @)ate” drop-
down.

You can also enter a vertical measurement from the top of the task bar area Where%want the shape

to appear in the “Vertical” text box.
If you select the “Attach to task” option, then you can enter the task number int ID:” field, and then
select to which end of the task bar to attach the shape from the “Attachment % tions shown.

You can also enter a horizontal and a vertical measurement from the left a of the task bar area

@

where you want the shape to appear in the “Horizontal” and “Vertical” text .
ape, click the “OK” button in

When you are finished setting the formatting properties for the selectee
the “Format Drawing” dialog box to apply them. ‘

FORMATTING TIMESCALE IN GANTT CHARTS: Q

1.

w N

© N

10.

11.

12

13.

14.

To change the increments, appearance, and labeling of theQﬁilne shown at the top of the task bar
area in the Gantt Chart view, click the “View” tab in the Ribbonand then click the “Timescale:” drop-
down button in the “Zoom” button group.

You can then easily select a different timescale from inérements shown in the drop-down menu.

To see all of your timescale formatting options, sel “Timescale...” command from the drop-down
menu in order to open the “Timescale” dialog bo

In the “Timescale” dialog box that appears the our tabs: “Top Tier,” “Middle Tier,” “Bottom Tier,”

and “Non-working Time.”
First you should use the “Show:” drop-down “Timescale options” section on either one of the first
three tabs to select which timescale tier within the timescale area.

On the first three tabs you can then se matting applied to the respective sections of the timescale
shown.

You can also set their “Size,” and che uncheck the “Scale separator” checkbox, as preferred.

Once you have decided which ti isplay, you can then click the name of the tab that corresponds

to the tier you wish to format.
You can then use the “Units,2 “Lab€l,” “Count,” and “Align” drop-down that appear at the top of the tab to
apply your desired options %t tier in the timescale.

You can also check or, ur@ he additional “Use fiscal year,” and “Tick lines” checkboxes, as desired,
in the same area. &
he

Next, you can click t on-working Time” tab within the “Timescale” dialog box in order to set the
appearance of non-wg@rking time in your view.

. You can select t sired option for the display of the non-working time from the choices shown in the
“Draw” secti
Next, you ¢ ct the desired “Color,” “Pattern,” and “Calendar” to use for the display of non-working
time.
Once yo made whatever changes to the display of the timescale within the view that you wish to
apply, the “OK” button in the “Timescale” dialog box to apply the changes to your view.

%‘b
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USING BASIC REPORTS:

1.

2.

ok

© ®

10.

11.

12.
13.

14.

15.

16.

To open a report, click the “Project” tab in the Ribbon and then click the “Reports” within the
“Reports” button group.

In the “Reports” dialog box that appears you will see the report categories@ are available:
“Overview...,” “Current...,” “Costs...,” “Assignments...,” “Workload...,” and “Cust e
To view the reports that are available within any category shown, click on @con for the report
category desired and then click the “Select” button.

If you wish to edit a report’s settings prior to opening it in print preview, f & lect the report within the
window and then click the “Edit...” button to open a dialog box for thessete€ted report where you can
change the settings, as desired. Note that the settings that are avajl8 @ ill vary depending upon the
report selected. When you are finished setting your custom options% click the “OK” button to then

apply them. )

You can then click on the name of the report that you would like play within this window, and click
the “Select” button that appears to open the report in print @ so that you can see how it looks
before it is printed.
In print preview, you can click the report preview shown e right side of the backstage view to either
zoom in on the data or display one full page.

In a multi-page report, you can click on a page shgw
You can also use the buttons that appear in the ei#fight corner of this view to cycle between the
report pages within a multi-page report, zoom in“eg a%eport page, switch to a full page report view, or
switch to a multi-page report view by clicking tmective buttons shown.

In the area to the left of the print previe% n set whatever report and page setup options are
available.

You can enter the number of copies N in the “Copies” text box and select a printer from the
“Printer” drop-down.
Below that you can set some commzy d page setup options.

200m in on the selected page.

If you wish to add header and fo formation, then click the “Page Setup” hyperlink shown in this
area to open the “Page Setup” (@box.
The tabs that are shown are “P ‘Margins,” “Header,” and “Footer.” You can click on the desired tab
to change report options for the designated section within the report.

Once you have set any opti s needed, click the “OK” button in the “Page Setup” dialog box to close

”

it.
Once you have finish%a ging your report settings and previewing the report data, you can click the
large “Print” button in the backstage view to print the selected report.

/

&
&

%‘b
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CREATING CUSTOM VIEWS: Q

1. To create a custom view, first open the “More Views” dialog box by clicking the “Gantt drop—down
button in the “View” button group on the “Task” tab in the Ribbon.
2. From the drop-down menu that appears, select the “More Views...” command to o@e “More Views”

dialog box.

3. To create a new view from scratch, you can click the “New...” button within the * Views” dialog box.

4. In the “Define New View” dialog box that appears, select whether you want t to be a single view
or a combination view by selecting the desired option button.

5. Then click the “OK” button to continue.

6. The next window that appears will ask you to select which default ou want to have appear
within the view and what you want the name of the view to be. y information required, and
select the elements of the view that you wish to include as part of§joureustom view in the dialog box
that appears.

7. Note that if you want the name of your custom view to appe he menu drop-down buttons, then
ensure that the “Show in menu” checkbox is checked.

8. Then click the “OK” button to add the new view to the list ossible views for the project file that

appears within the “More Views” dialog box.

9. You can then apply your custom view from the “More % dialog box by selecting the name of the
custom view that you created and then clicking thg “A ’ utton.

10. Once your view has been applied you can then |\ 2 elements within the view as desired and then
save the formatting changes.

11. To save the formatting changes that you hay, e to your view, click the “Gantt Chart” drop-down

button in the “View” button group on the “Task” tab/in the Ribbon.

12. From the drop-down menu that appear s%ﬁe “Save View...” command.

13. In the “Save View” dialog box that ap;% u can then choose the “Update Current View” button to
save the formatting changes you have 0 your current view.

14. Then click the “OK” button to continu

15. A dialog box will appear asking yowsif you wish to overwrite the custom view in the global template with
the custom view from your curr ject’s template. Simply click the “Yes” button to overwrite the older
version of your template with thwview.

16. In the future, you can easily select the name of your custom view from the “Gantt Chart” drop-down
button in the “View” butto &p on the “Task” tab in the Ribbon to apply it to other project files when

%
Q
3
o,
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Purpose: Q

1. To be able to format a Gantt Chart view in a project file as well as view basic project @ts

BAsIc PROJECT REPORTING , E\é ’

Exercises: %

1. Open the “My Project” project file that contains the saved changes that we @e to the file through
the end of the previous chapter’s exercises.

2. Click the “Gantt Chart” button in the “View” group on the “Task” tal Ribbon to display the
“Gantt Chart” view for the “My Project” project file, if needed.

3. Click the “Format” tab of the “Gantt Chart Tools” contextual tab wi Ribbon.

4, Click the “Format” button in the “Bar Styles” group, and then sel% Bar Styles” command.

5. In the “Bar Styles” dialog box, select the “Milestone” choice withi “‘Name” column.

6. Click the “Bars” tab below the styles listing, if needed, &play the current appearance of

“Milestone” task bars within the project file.
Use the “Color” drop-down in the “Start” section to select n” for the “Milestone” task bar.

7.
8. Click the “OK” button within the “Bar Styles” dialog bo apply your changes.
9. Click the “Save” button within the Quick Access toolbar to%save your formatting change.

10. Click the “Project” tab within the Ribbon.
11. Click the “Reports” button in the “Reports” grots @n the “Reports” dialog box.
12. Click the “Assignments...” category within K\eports” dialog box, and then click the “Select”
button within the dialog box.
13. In the “Assignment Reports” dialog box th@ appears, select the “Who Does What When” report
e

icon, and then click the “Select” button wit “Assignment Reports” dialog box.

14. Click the “Task” button in the Rib you have finished examining the report to leave the
backstage view of the print preview, report.

15. Click the “x” in the upper-right ¢ the project file window to close the sample project file that
you just saved. You will copti to use this file to complete the upcoming sequential
exercises throughout this irecourse. Each exercise builds upon the previous exercise, so
please complete them in t er given to maximize your overall learning experience.

9

o
&Q
>
@
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PROJECT KEYBOARD SHORTCUTS

Category: Using Views and Windows

Command Key

Activate Window Menu Alt + Spacebar

Activate cell entry F2

Activate Key Badge System or Alt

Activate Project File Menu Alt+F

Activate Window Split At+W+E+T

Close Program Alt + F4

Show ‘Field Settings’ dialog box | Alt+F3

Open New Window Shift + F11

Reduce selection to one field Shift + Backspace

Reset Sort to Task ID Order Shift + F3

Select a Drawing Object F6

Show Task Information Shift + F2

Show Resource Information Shift + F2

Show Assignment Information Shift + F2

Toggle ‘Add to Selection’ Mode Shift + F8

Toggle AutoCalculate Ctrl + F9 |
Toggle ‘Extend Selection’ Mode | F8 b |
Move by page in Print Preview Up, Down, Arrows

Category: Outlining Project Tasks
Command

Hide Subtasks

Show Subtasks

Alt + Shift + = (equal sign)

Alt + Shift + * (on number pad)

Alt + Shift + Right Arrow

Show All Tasks
Demote Selected Task
Promote Selected T,

Alt+ Shift + Left Arrow

S
>

form

Move between fields at the bottom of a

view

Shift + Enter

Alt + Home

Alt + End

Alt + Left Arrow

Alt + Right Arrow

Home or Ctrl + Left Arrow

Ctrl + Up Arrow

Move to the first field in the first
row

Ctrl + Home

Move to the last field in a row

End or Ctrl + Right Arrow

Move to the last field in the last
row

Ctrl + End

Move to the last row

Ctrl + Down Arrow

Cancel action Esc
Undo Action Ctrl+Z
Redo/Repeat Action Ctrl+Y
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PROJECT KEYBOARD SHORTCUTS

Category: Selecting in the Sheet Views

Category: Editing within the ‘Cell Entry’ Bar

Command Key Command
Extend one page down Shift + Page Down Accept entry
Extend one page up Shift + Page Up Cancel entry

Extend down one row Shift + Down Arrow Delete left character o~ Backspace
Extend up one row Shift + Up Arrow Delete right character ‘0 Delete
Extend to first field in row Shift + Home Delete right word Ctrl + Delete
Extend to last field in row Shift + End Extend selection to Shift + End
Extend to start of information Ctrl + Shift + Home ‘ Shift + Home
Extend to end of information Ctrl + Shift + End Toggle ‘Ove Insert

Extend to first row

Ctrl + Shift + Up Arrow

Extend to last row

Ctrl + Shift + End Arrow

Extend to first field in first row Ctrl + Shift + Home escale one page left Alt + Page Up
Extend to last field in last row Ctrl + Shift + End timescale one page right Alt + Page Down
Select all columns and rows Ctrl + Shift + Spacebar Vlove timescale to project start Alt + Home

Select a column Ctrl + Spacebar Move timescale to project finish Alt + End

Select a row Shift + Spaceba Scroll timescale left Alt + Left Arrow
Move one field down in a selection Enter Scroll timescale right Alt + Right Arrow
Move one field up in a selection Shift + Ent % Show smaller time units Ctrl +/ (on number
Move one field right in a selection Tab A pad)

Move one field left in a selection

Shift@

Category: Editing in the Sheet Views

Show larger time units

Ctrl +* (on number
pad)

Cancel an entry Esc

Clear or reset field Ctrl + Delete
Copy selected data Ctrl+C

Cut selected data Ctrl + X

Paste cut or copi Ctrl+V

Fill Down Ctrl+D

Link Ta Ctrl + F2

% Ctrl + Shift + F2

% Ctrl+Z
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