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Using Microsoft Project 2010 In 16 Minutes Flat 
 

I have created this fast-track Video to give you a simplified overview of MS Project 2010 to 

build your confidence, and to help you resolve some of the Scheduling and Resourcing 

problems that you will encounter in any project. 

Have these steps printed out as you watch the video: 

12 Simple Steps: 

1. Enter project information using Project | Project Information 

 

 

 

2. Set default settings in File | Options 

 

(in the dialog box above for Display, Schedule and Advanced tabs) 
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3. Set up/modify your Project Calendar Project | Change Working Time 

 

 

 

4. Set the scheduling method to Auto Schedule (Task | Auto Schedule – enter a 

task name first, or go to schedule tab in previous step and set to Auto 

Schedule) 
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5. Enter your tasks, their information, and durations (don’t forget milestones) in 

the Gantt View (double-click task name for Task Information box) 

 

 

 

6. Set up your outline structure in your project to add summary task bars (Task 

tab) 
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7. Add task dependencies including any internal and external constraints 

 

 

 

8. Set up your resource pool and their details in the Resource Sheet view. 
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9. Assign resources to tasks, set their work effort, and add any fixed costs. 
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10. Perform resource leveling if needed to resolve resource over-allocations 

 

 

 

11. Review and refine the project schedule and budget to meet requirements
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12. Set the project baseline after approval, and proceed to monitor, manage and 

report  
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Ten Hot Tips To Resolve Resource Conflicts 
When a resource is over-allocated, resolve resource conflicts by modifying resource 

assignments or changing scheduling in some way. Here are some ideas: 

1. Use the Task Inspector to identify sources and suggestions for resolving the 

over-allocation. 

 

 

  



MS Project 2010 In 16 Minutes Flat! MS Project 2010 

 

CasaBlanca Publishing Corp| microsoft_project_in_16_minutes_flat 12 

 

 

2. Revise the resource's availability to the project (Resource Sheet view). Can 

the resource be made 100 percent available – or more? 

 

 
3. Can the resource assignment be replaced on those tasks that are in conflict 

and over-allocated? The Team Planner view or one of the Usage views are 

most helpful here. 
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4. Move a task to which the resource is assigned to a later date using the Move 

Task tool or modify the task's dependency relationships such that the task is 

in a different part of the timeframe. 

 

 

 

5. For tasks with over-allocated resources, add a second (or more) resource to 

share the work. Double click the task name. Make sure the task is set to 

effort-driven.(advanced tab) 

 

 



MS Project 2010 In 16 Minutes Flat! MS Project 2010 

 

CasaBlanca Publishing Corp| microsoft_project_in_16_minutes_flat 14 

 

6. Can an earlier task be assigned more resources to reduce its duration and 

free up a resource earlier that is assigned to an over-allocated task, so that 

the over-allocated task occurs in a different part of the timeframe. 

 

 
7. Replace the resource with another on over-allocated tasks or move the task 

to a date where the resource IS available. Use a Usage view to spot any 

resources that are available 
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8. Can a temporary or contract resource be added or procured to the resource 

pool to replace or share the over-allocated work? 

 

 

 

9. Make changes to the resource base calendar to allow the resource to work 

more time in a week. 
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10. Consider the knowledge, skills and experience of resources to reduce work 

effort time and potentially resolve over-allocations. 

 

 

Ten Top Tips to Optimize and Crash the Project Schedule 

After creating your first draft schedule in Microsoft Project, it is almost certain that it will need 

to be refined in some way. Here are some ideas: 

1. Ensure that you have auto-schedule selected for your tasks as this will 

schedule them to start as soon as possible 
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2. Use the critical path filter (or set critical tasks to red to do this ‘by eye’), to 

focus on critical tasks only, since it is these alone that determine the project 

end date. 

 

 
 

 

  



MS Project 2010 In 16 Minutes Flat! MS Project 2010 

 

CasaBlanca Publishing Corp| microsoft_project_in_16_minutes_flat 18 

 

 

3. Can any task dependencies that are currently finish-to-start be set to start-

to-start relationships? 

 

 

 

4. Do you have any external dependencies? If so can they be set to occur earlier, 

or can they be set to act on tasks later/earlier in the schedule (even if they 

currently are not constraining any tasks, this is still a helpful approach). 
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5. Can any tasks use lead dependencies such that they overlap in time and 

hence finish earlier (this is always effective on critical tasks, but may also 

work on non-critical tasks)? 

 

 

 

6. Can the project be re-scoped such that either some tasks are not needed, or 

that some tasks require less work? In either case this may have shorten the 

project duration. Also re-check quality aspects such as acceptance testing, 

reviews, walkthroughs, audits, etc. Can these be carried out in a more 

efficient or effective manner that would shorten the project duration.  
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7. Add resources to critical tasks (ensuring they are set to effort-driven), to 

shorten their duration and therefore finish time and hence bring in the 

project end date. 

 

 

 

 

8. Exchange human resources for those with higher levels of knowledge, skills 

or experience so that the work hours may be reduced and hence the task 

finish time. Focus on the critical tasks only. 
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9. Outsource certain tasks to a specialist individual or organization if they can 

get any critical path task(s) done quicker. 

 

 

 

10. Costs. If the budget is a problem, first check all resources, human, materials, 

equipment, facilities, tools, even techniques, to see if they can be replaced 

with lower cost variants. 
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Format Menu 

Project Shortcuts 

Keys 



MS Project 2010 In 16 Minutes Flat! MS Project 2010 

 

CasaBlanca Publishing Corp| microsoft_project_in_16_minutes_flat 23 

 

Check out more of my quality downloadable Project Management  

Video Training Products: 

http://www.msproject2010primer.com 

http://www.prince2primer.com 

http://www.project-management-primer.com 

http://www.directingaproject.com 

http://www.apmic-primer.com 

http://www.pm-primer.com 

http://www.taskpack.com 

…and coming soon… 

http://www.earnedvalueprimer.com 

http://www.agileprince2.com 

http://www.apmpforprince2primer.com 

http://www.apmp-primer.com 

 

I look forward to working with you again soon to fast-track your career in easy 

bite-sized chunks!     

   

 

http://www.project-management-primer.com/
http://www.directingaproject.com/
http://www.apmic-primer.com/
http://www.pm-primer.com/
http://www.earnedvalueprimer.com/
http://www.agileprince2.com/
http://www.apmp-primer.com/

