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MS Project 2010

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

Ri s0ur ce | Projedt | View

g

Format
L L

Calculate

: é v ; Iﬁj ™
[ saveas Custom Links Between WES  Change
o Fields  Projects
5 Open Properties
[ Close

Duration

. start

Project Options.
=l
Set Mg 1l

= Working Time | Project Baseloe Bro

_a General options for working with Project.

User Interface options

Golor scheme: | Sitves = |
ScreenTip style: | Show feature descrptions in Screenips [ v ]

Project view

Default yiew: | Gantt with Timeline =
Date format: |26 January 2009 [ ]

ser name:

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

Task Resour

Subproject Project  Custom Links Between WBY
Information Fields Projects ol

Insert Properties

For calendar:  Standard (Project Calendar)

Click on a day to see its working times:

Start [ ,,,,, ]Workhg Jenuary 2012 ~ Working tmes for 10 January 2012:

10 January 2012

2 M[T[w[m[F[s[s
T = +08:00 to 12:00
(5] 1':;;  TaskName v E.jm" s « 13:00 to 17:00
(3T Bt wora 23|45 |6 |78 a
e 2 © YIRS
On this calendar: Based on:
] A 16 17 138 119 20 [ Defauit work week on calendar ‘Standard'.
23 |24 |25 28
30

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)

urce Project View Format
@ Calibri T oeees q Mark on Track = Lgl % . - ’
53 Copy = — ,/Respect Links
cGr;TIn' Pasu  Format Painter B I U &y - A T 5 .? = ‘?.'? & Inactivate Meve Mo'cle Task Summary Milestone 3
View Clipboard Font [} Schedule Insert
8:00 3:00 10:00 11:00 12:00 13:00

Start
11January 2012
o Task . |Task Name - |Duration ‘Stnrt = ‘Finish = |Predacssor!. = |02 Jan "12 [09Jan'12
|Mode | ,T|F|5|51M|T|W|"|F15|S|M|T|W|T|F\
1 < start 1day? 11 January 201 11 January 201
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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)

| Task | Resource Project View m
@ Lj & cut Calibri -n - PESeR il T f .E> Q l_w % - - ‘:
53 Copy ~ - =2 Respect Links
CGr:‘n‘:t‘ F'ajl # Format Painter B I U &- A - ey @ e :é (S 2::2:1'[': smA:;?"' Ins?ed Meva Mt:de I'ask Summary Mileston
View Clipboard Font (7] Schedule Insert ‘
Tue 17 Jan W Thu 19 law'
Start
16 January 2012 y
o ™ . Insk Name . Start . |Finish . |Pr ) s , [091an'12 16 Jan 12 [23 larll{
Mode | | MITIW[T[F[s[s|mM[TIW[T[F[s[s[m[T
b=} start 0days 16 January 201 16 January 201 & 16/01 : ;
= Plan 2days 16 January 201 17 January 201 -
2 Design 5 days 16 January 201 20 January 201 —
= Build 5days 16 January 201 20 January 201 —
= Test 3 days 16 January 201 18 January 201 s—]
= Install 3days 16 January 201 18 January 201 [ m—
= Handover 1day 16 January 201 16 January 201 - ]
= | Finish lodays 16 January 201 16 January 201 & 16/01 :

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

tab)

| Task | Resource  Project  View Format |
E L Calibri - emeem T 6 L; m
153 copy ~ - . %2 Respect Links
hste B I U - v i i @h | e ,53 Manually nuto lnsped: Movt Mode
Chart ~ 7 Format Painter = A | > Inactivate Schedule Schedule -
View Clipboard Font ] Schedule Tasks
Tue 17 lan

Start
16 January 2012

-

start + |Finish N

16 January 201 17 January 201

16 January 201 16 January 201
16 January 201 17 January 201
16 January 201 20 January 201
16 January 201 20 January 201
16 January 201 20 January 201
16 January 201 18 January 201
16 January 201 18 January 201

Predecessors

-

16 January 201 18 January 201

o Task [‘mskllame - |Duration
Mode

= =l Definition 2days
=3 start 0 days
= Plan 2 days
= = Execution 5 days
= Design 5 days
6 = Build 5days
7 = 3 days
2 3 days
3 days

1 day
0 days

16 January 201 16 January 201
16 January 201 16 January 201

09 Jan '12

[16Jan"12

T[w]TlFlSIS[M]lelTlF[SJS]zMslj:n#

J

u

15

o 16/01

II]'

(
¢
{

¥ W o
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7. Add task dependencies including any internal and external constraints

Tosk | Resource | Projed  View | Format | -
8 ” i = = @ ) Leveling Options
| 8 o2 ! 35 1) B &
B 3 103 & ) . v@ ° *@ £, Clear Leveling 5
Team Assign  Resource Sul te Add Information Notes Details Level Level  Level
Planner~  Resources Pool~ Resources | Resources Selection Resource All  wili Next Overaliocation
View Assignments Insert Properties Level -5

Thu19 Jan  Fri 20 Jan
Start
16 January 2012

@ ™ ,lngku.m. | = [16Jan'12 [231an"12 [301an"12 [06 Feb 12 [13Feb 12 [20Feb'12 [27 Feb'12
| ‘Mode | |TTFIsTsIMITIW[TFIs[sMITIW[TIF[S[SIM[TWITIE[SISMITIW[TIFIS[S[MITIWITIF[s[S[M[TIW[T[F[S[SMIT
e = Definition 2days e

e
=S
e
<

= Acceptance
Install 3days
Handover 1day

&
}
Pd
n | Finish 0days © 02/02 ’;

8. Set up your resource pool and their details in the Resource Sheet view.

Task | Resource Project  View Format ! )
= cut 5P Mark on Track -

. n m f a
= i -u - PEEEE S + 0 [EEH @~ 9 9 =
57 Respect Links =
Gantt A B I By - - | S dr | Wi £5 Manually Auto Inspect Move Mode Task Summary Milestone Deliverable | Information ..
Chart = - yFulmat Painter LS A « S| 05 = nadtivate Sthedu\; Schedule - - - - ’ .
Clipboard

View Font il Schedule Tasks Insert

Tuel7 Jan Wed1BJan ThulSJan Fri 20 Jan Sat2lJan  Sun22Jan  Mon23Jan Tue24Jan Wed 25Jan  Thu 26 Jan  Fri 27 Jan Sat 2BJan  Sun 29 3

Start
16 January 2012

[i M Narme * [Type = |Material  * initials * Group * Max. * Std.Rate ¥ OvtRate ~ Cost/Use = AccrueAt ™ Base Calendar * Code -
dave Work d 100%  £50.00/hr  £0.00/hr £0.00 Prorated  Standard &
tom Work t 100%  £10.00/hr £0.00/hr £0.00 Prorated  Standard
dick Work d 100% £100.00/hr  £0.00/hr £0.00 Prorated  Standard
harry Work h 100% £100.00/hr  £0.00/hr £0.00 Prorated  Standard
cable Material per drum c £0.00 £150.00 Prorated

Atamn i il s G, ISt ol N G BN
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9. Assign resources to tasks, set their work effort, and add any fixed costs.

gl - @ 2] Leveling Options
TE S %

. B Clear Leveling
Information Notes Details | Level  Level  Level
Selection Resourge Al il Nest Overallocation

16701
dave

= > = Mark on Track = =] ” . = .
U Copy - i z Emﬂ&ﬂw 2 Respeat Links & .'::> @Lﬁﬁﬁ E v ’ )

Gantt | Paste B I U O-A- G b eedd

- . ) Manually| Auto Inspect Move Mode Task Summary Milestone Delive
Chart~ - - Format Painter = Inactivate Schedule Schedule - - . -
View Clipboard Font -; Schedule Tasks Insert
o |Tlsk .+ |Task Name .| . 16 Jan ‘12 231an 12
| [Mode | [FTFISTS[M[TIWIT[F[S[5 [M[TIWIT[F[S
1 i = Definition 2days 0
2 start 0days 0~ 16/01
- Plan 2days %ld-ve
=] = Execution 11 days v
2 Design dickharry
harry,dick cable{3 per drum]
k-3 tom,harry
< i =y
2 Install 3days : dive
2 Handover 1day ‘-lwru.m
2 Finish Odays & 02/02
[m] QL] 0]
e [t e 36 CJetaen il i

Type | lag

CasaBlanca Publishing Corp| microsoft_project_in_16_minutes_flat



MS Project 2010 In 16 Minutes Flat!

MS Project 2010

10.Perform resource leveling if needed to resolve resource over-allocations

AL e

{2 View
& = & @ [ Leveling Options
A »’ — & Clear Leveling
Assign Resource Substitute Add Lew Level Level R
Planner = | Resources Pool= FResources | Resources Seled Resource Al lli Next Overallocation
View Assignments Insert Properties
@ [Tosk . TaskName . Duration ‘ 30Jan'12 ]06 Feb '12 13 Feb'12
Mode | Fls[sIM[TIW][T[F[s|s[mMITIwW[T[F[s]s[m[T[w[T]
2 inition 2days =
Odays
T 2 days
o - 11 days v
B & A- 5days
L Sdays harry,dick.cable{3 per drum]
Fixin Task e 3days tom,harry
Reschedule to Available Date ad
Ignore Problems for This Task 3days ditve
4 CutCen 1day dave,didk,harry,tom
43 CopyCell 0days © 02/02
@ Paste
Paste Special...

11.Review and refine the project schedule and budget to meet requirements

Task Resource Project

-

Uou E=E =z
B, Column Settin

lnsm

Column & Custom Fields

A B @

Text Gridlines Layout
Styles

Ez

Baselme Stippage -l =l =l -l -l -l -l =l

Gantt Chart Style

Format Columns
B o ::::e ~ J'I’aslt Name
1 =S = Definition
2 = start
75 2 Plan 2days
4 =S = Execution 13 days
5 2 Design 5days
6 | I% Build 5 days
7 =3 Test 5days
j = = Acceptance 6 days
9 * Install 3days
10 =S Handover 1day
EEn -3 Finish 0days

[16Jan'12 [23Jan"12 [30Jan'12 |06 Feb '12 [13,
F[STs [M[TIW[T[F[S[S[M[TW[T[F[S[S[M[TIW[T[F[STS[M[TIWIT[F[STs[M[S.
=

? 16/01

A At

¥ 06/02

sl P ot o, apesesmasteni s N N s e, O i i an, g0

'\*\swww

E Status Date:

B 8 e
. . <
=0 . Do
WBS  Change  Calculaste  Set
Worting Tme | Propet Sasehne > ogec

§ = v

| Reports Compare  Spelting
eports Projects

Update

Project Prc

Current 16 January 2012

Baseline NA

Actual NA

Variance od

Duration Work

Current

Baseline

Actual

Remaining
Percent complete:
Duration: 0%

Work: 0%
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12.Set the project baseline after approval, and proceed to monitor, manage and
report

Task Resource Project [ View | Format | ‘
o = Status Date: = | f
® oo R E D Es SHERE T
. . - ﬁ 100112 = —
Subproject Project  Custom Links Between WBS Change Calcul Set Update Sync to Visual Reports Compare Spelling
Information Fields Projects ~  Working Time | Projef Baseline ~ ct Project Protected Actuals | Reports Projects
Insert Properties chedule Status Reports Proofing
o Task . | TaskName . Duration N Ja e 13 Feb '12
| | | [TTFIs[sIM[T s s[s|M[T[W[T
3 = Definition 2days — © Eetbaseine
s start 0days 16/01 Baselne - 4
-3 Plan 2days O Setinterim plan
= = Execution 13 days o chedu szt,ﬁ.sh =
? Design Sdays ‘Start1/Finish1 _‘
= Build 5 days ’ -
b= Test 5 days @ Entire project 3
=) = Acceptance 6 days ©) Selected tasks '
2 Install 3days : Roll gy bascdnea: &
2 Handover 1day [7]To all summary tasks -
2 Finish 0days [ ] Erom subtasks into selected summary task(s) (
L t as Default
Lt ] o Cancel

Resource Project View

.;Ecm Calibri n - PESER ’MBM"T'M' 4 .|:> 6@@ - ’ _‘ﬂ

v Respect Links

pa'm o Format Painter B ZU &- A- Td& o8 | =2 o = ol Manually Sdﬁmlz Insgecl Mr:u! Mn'ﬂe Tasl'. Summary Milestone Delr :efaLIE
1] Font i Schedule Tasks Insert
Calendar - Task Name - D - | pan"22 16Jan ‘12 |23 |30 Jan |06 Feb 1
I TIW[T[F[S]S M|T[w|'r|FlslsJMlT[w|1‘|F|slsJMl'r[w|1'|P|s|s]M|T[w]T|F|s|sJM|T
S |~ Definition 2days =9 0%
Network Diagram start 0days - 96/01 §
Resource Sheet Plan 2 days [ i
Resource Usage | [® Execution 13 days
Resource Form Design 5 days
Graph Build 5 days
Test 5 days
Task Usage
= Acceptance 6 days
LEEL [ Install 3 days | 3 *
Task Sheet Handover 1day ]
Team Planner Finish 0 days |
Timeline | r
V| Tracking Gantt | ﬁ | 3
[B ResettoDefautt |
[ saveView.. |
B More Views...
K Mv—' A "-MW "‘\I" ™
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T T

Task  Resource  Projet | View | Format |

a 3 3 Network Diagram ~ e [§ Resource Usage ~ Al [+ E Highlight: [No Highlight] ~  Timescale: Q E [ Timetine Tl B switch Windows - 3 ’
= ) Calendar ~ [ Resource Sheet = z - Fiter  [NoFite] - Days - - [7 Detalls  TaskDetalls Fo -  — = Amange All - )
Gantt | Task Team Sort  Outll Zoom Entire Selected New Macros
1t~ Usage = b Other Views ~ Planner - £ Other Views * v v oupby: [NoGroup]  * ~ Projet Tasks Window 1 Hide * v .
Task Views Resource Views ata Zoom Split View ‘Window
Task Name = iwm - |Baseline ;Jvulme = ‘ml + |Remaining , %W.Comp.,  Add New Column
1 - pefinition 16hes  16hrs Ohs  16hrs ohrs. 100%

start Ohrs Ohrs Ohrs. 0 hrs. 0hrs 0%

Design

Bulld 80hrs 80hrs
| Test 48 hrs 48 hrs
|~ Acceptance 56 hrs. 56 hrs. Ohrs
Install 24 hrs 24 hrs Ohrs. Ohrs 24hrs

Handover
Finish

Elms

© 06/02

BSOS T—— =)

v RsSoon AsPossble v  Tasktype: Fxednts v
v Dae: NA v  WEScode: |21

% Complete: | 25%
Plan - IFs od é
W € ¥ SO N .'\'J‘\”MQW\M“

Syn
Protected Actuals

Subproject Project
Information

Insert

10 | Handover Ohrs 32hrs
11 Finish Ohrs Ohrs Ohrs Ohrs Ohrs
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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.

[ )
File Task Resource Project View Format

@ E * Cut i ‘h - ePEees E,F Mark on Track = ¢ =
Aa Copy ~ — » ‘3 Respect Links
Gortt | Paste o atpainter | B L U O A R (68 %0 9B o Manually|Auto

Font ] Schedule

Task Inspector
N 0 - Create activities

o Task |1'aslmame - |Duration = For All Tasks

&] Show Warnings

Inspect Task

=~ project_plan5 105 days .
Project Start 0days

- Show the Task Inspector to see
(1) Show Suggestiony factors affecting the task's start
/A ShowIgnored Bro date, and error messages or

resot '
due to work on other

2 = Research Stage 6 days for the task.
tasks 3 Define requirements 2 days You can also use the Task Inspector
Frank Hall 4 Search Google Keywords 1day to update tasks.
5 Agree key features 3 days
Repair Options: 6 Prepare initial budget 1day
7 = Planning Stage 7 days v
e e & Create WBS 2days | fylude Cordero,Frank HallNick Litten
resources’ 9 Write product descriptions 1day Dave Litten
next available Task 10 \ ] | Create activities |1 day Dave Litten,Frank Hall,Nick Litten
time. 1y Determine resources 1day Frank Hall, Nick Litten

"
-

=S
2
=3
>
2
<
2
- '
=3
>
=
=S
=
2 Project Plan sign-off 0days 18/01
=3 = Design/Build Stage 72 days
= Create PowerPoint slides 30 days
= Create exercises/answers 5 days
= Create Workbook 3 days
= Record Videos 1to 10 15 days
2
=3
2
2
e
=3
2
-

12 Estimate budget/timeframe 2 days Carina Harrison,Dave Litten
View overallocated 8
TS A 3 gy 13 Create draft plan 2days Frank Hall,Nick
Planner. Team |12 fr': 14
Planner E 15
S ECHE]
Factors Affecting Task: 17 i
Auto Scheduled = "
Start: 12 January 2012 2 i
Finish: 12 January 2012 0 7 Edit/render Videos 1to 10 10 days
T 21§ Record Videos 10 to 20 15 days
Name Type |Lag 22§ Edit/render Videos 10t020 10 days
9 - Write Finish 23 Product design complete 0 days
product To 0d
SesaipiorlilStary 24 Create website design Proposa 1 day
Calendars: 25 |7 Request bids 5 days
e it i 26 Select website provider 1day
L = Design/Build website 20 days
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2. Revise the resource's availability to the project (Resource Sheet view). Can
the resource be made 100 percent available — or more?

| Task Resource Project View Format
¥ cut ] caton h | eeses :Tarx onTr‘a:k . Sf u 2, - % B ’ _ﬁ ;
Paste q;::::n - . I O | d-A- Tad |68 e ch :'.:;:::u“ e ‘ ually Mave Mode Tav;k Summary Milestone Deliverable En"
Clipboard Font = Schedule Insert ;
Resource Name ~ |Type ~ |Material  ~ |initials  ~ |Group ~ [Ovt.Rate ~ [Cost/Use ~ |AccrueAt™ Base cnrmm;
1 Dave Litten Work D engineeri| 0fhr $0.00/hr $0.00 Prorated  Standard
2 Nick Litten Work N engineeri 0fhr $0.00/hr $0.00 Prorated  Standard .
3 | Carina Harrison ‘Work C graphics 0/hr $0.00/hr $0.00 Prorated Standard r
s (D Jude Cordero Work i] graphics 0fhr $0.00/hr $0.00 Prorated Standard
5 @ Frank Hall Work F support DO/hr $0.00/hr $0.00 Prorated Standard L]
] | Steve Preston Work 5 support 0.00/hr  $120.00/hr $50.00 Start Standard ‘
7 | Video Team Work v marketing 00.00/hr £0.00/hr $0.00 Prorated  Standard f
& | video Studio Material v $0.00 $250,00 Prorated <
7 Camtasia screen capture  Cost C Prorated '
10 graphics library Cost g Prorated -
11 Print Services Material P $0.00 $400.00 Prorated §

il skt o G s Bl N ittt gl ;

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.

Task l Resource Project View Format g
@ 3 & cut Calibri T | eEmem ko o b|_|‘> @ @ % - W!
B3 Copy - _ @Respect Links 4
CGhaarlltttv Paste o Format Painter T u| & é T 5 é‘\a D #\_, = ern ;.-lmizlllg sC:EI.tije Insgect Mg\re I\-'Iovde Tavsk Summa‘__
View | Clipboard Font (] Schedule Tasks |
o - || |Details |01 January | 01 February |01 March o1
2612 09/01 23/01 | 06/02 20/02 05/03 19/03
64 hrs || Work 4
112 hrs || Work 16h 16h
16 hrs || Work 16h
16 hrs || Work 16h
80 hrs || Work
= Jude Cordero 268 hrs| | | Work 32h 80h 88h 68h
Create WBS 16 hrs || Work 16h
Create PowerPoint slides 240 hrs || Work 16h 80h 80h 64h A
Create Workbook 12 hrs|| | Work 8h ah ’
& =! Frank Hall 136 hrs | | Work 24h 48h F
Agree kd 24 hrs || Work 24h (
16 hrs || Work 16h
&hrs || Work 8h ,
&hrs || Work 8h
16 hrs || Work 16h ;
23 64 hrs || Work ;
96 hrs | | Work oh
0hrs || Work oh {
rketing campaign 80 hrs || Work
' wr t-owOrf smg‘ _‘Iﬁgrs I WOrk - » - s " ".\ A ',
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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.

Gantt Chart Tools

Resource Project

% cut o h | eeees &9 Mark on Track ~
Iq"aCopy - 'E?}Resped:Links
Gantt Paste - L= = e e
Chart+ - yFormat Painter N ZaaU & é @y |8 = = Inactivate
View | Clipboard | Font | Schedule |
(' Task  |TaskName . |Duration _ |12 1 Day
Mode T w1 [Fls[s]|m e
= Prepare initial budget 1day Dave Litten =
= = Planning Stage 7 days ANVERKS
= Create WBS 2days Ju dero,Frank Hall,Nick Litten = g
= Write product descriptions 1day @4 ] o Status Date
i = | Create activities 1 day Dave Frank Hall,Nick L Move Task Back
i = Determine resources 1day Frank Litten [F 1Dpay
=1 Estimate budget/timeframe 2 days CEd 1week
% Create draft plan 2 days E 4 Weeks
= Project Plan sign-off 0 days 23 custom.
% Demgnlﬂu“d Stage 72days |¢. Completed Parts to Status Date
1 = Create PowerPoint slides 30 days
1 3 Create exercisesfanswers 5 days Reschedule Task
rea =
m'\\?‘ ENEN w“'w\rr p - ‘__‘-J'- N Y \MﬁRﬁ_urces

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)

W Resource Project View l Format l
e
Cut - [N — N NN 2
- Calibri |11 T | "De 25% 0% 75x I00% 22

53 Copy -
Gantt Paste e —
Chart ~ - 9’ Format Painter B I U & -

View | Clipboard | Font
General I Predecessors Resource: = I Notes | Custom He{ds'
o Task  |Task Name

Mode

= Name: | Create exerdsesfanswers Duration: | 5 days | Estimated
= ~ project_plan5 = | U | = | 5 |E =

- Resources:
= Project Start i
|1 -
= = Research Stage Resource Name Assignment Owner Units Cost @
= Define requirements Dave Litten 100% $2,000.00
Search Google Ke | £

% e ki Camtasia screen capture
) Agree key features Carina Harrison
= Prepare initial budge Dave Litten
% - pl ina Sta Frank Hall

anning stage graphics library
% Create WBS [ |Jude Cordero
= Write prod Nick Litten
-|:> Print Services
= Video Studio
% Video Team
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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.

Gantt Chart Tools.
Format

Assign Subs t Add I L Level Level
Resources BP0 esources | Resources Selection

Insert

+ |Duration

Project Plan sign-off 0days
=~ Design/Build Stage 72 days
Create PowerPoint slides 30 days

Create exercises/answers
Create Workbook A

Record Videos 1to 10 aseries.
Edit/render Videos 1to 10 [Video Studio
Record Videos 10 to 20 Hold down Ctrl and dick to select multiple resources
Edit/render Videos 10 to 20
Product design complete
Create website design Pr

Select website provider

Design/Build website 20 days
Review Website 3 days
Upload product 1day

AN oL SV ENe '\m‘w\

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

o0 o8 o0 gb

Task | Resource Project View | Format ! _""
= ko wn - - pReee D @B EIF @ e @ T EE B
* 3 Copy ~ _ ‘}Resped Links =

Paste A~ e I M M T Milestone Deliverable | Information ..
Pas f Format Painter B I U &H-A (98 (edh ;‘;’;:;I': s::mll lnseect c'm o'ﬂe lfl Summary Milestone Deliverable  Information .
Clipboard | Font -] Schedule Tasks Insert Propels.
Calibri MU T 3 . Work _ || Details 27 Feb'12 05 Mar'1 ¥
B I M- . o | M| T | w T F ] s 5 M T | w
: A b e Litten 8hrs|| Work 8h
- T = == | |
S ds 80hrs|| Work | | [ 16h| 16h 16h 16h J
- ; tten 40 hrs|| Work gh gh gh 8h '
$a  Reschedule to Available Date |
ten 40hrs || Work 8h 8h 8h &h
Ignore Prablems for This Task lsite provider ahrs| [work . | | 1
& | Qo cen ten 8hrs|| work
da CopyCel Id website 160 hrs| | Work | [
Easte ten 160 hrs|| Work
te apecial rvices 1| Work |
19| Serollto Task sbsite 2ahrs| | Work | | [ ’
Insert Task :ten 2;:’3 :ox { | | t
uct rs| | Wol
Delete Task 1
Inactiyate Task fen clig N3 | (
ne shopping cart 8hrs|| Work | | | )
f_ Manually Schedule tten hrs|| Work | -
[B) autg scnedute site Ohrs| | Work |
B Assign Resources.. ige 400 hrs | Work | y
Fill Down ‘keting articles 192 hrs
Clear Contents ten 64hirs ’
ten
=] Information... bt = N
ELI Notes... Work | |
| & AddtoTimeline Work | |
9, Hyperink... 32hrs| | Work
i =3 Run Marketing campign 160 hrs| | Work | | [
Dave Litten 80hgs| | Werk i
#‘L-l’ ‘_.m “u..ui‘ Jm‘ st "‘\“\, lamall -..—'\‘-l--
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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?

Task | Resource  Project  View Format “
@ =n f ot caton n | emese & Mark on Track * g\ % l-?J) _f_)" % i i *
— Eacopy~ o ) . =2 Respect Links . L ) I -
Ci:r:tv Paste yFurmat Painior B 7 U &y - A MET AL I X~ - actats .S.lir::‘ilwllg S(;:::”e In;?ed Move Mlzde Tavsk Summary Milestone Delive
View Clipboard Font ] Schedule Tasks Insert
@ [Rresource Name - |Type v [Material = initials ¥ |Group v Max. v StdRate v OvtRate v Cost/Use ¥ |AccrueAt~ ‘B;‘
& Dave Litten Work D engineering 100%  $50.00/hr $0.00/hr $0.00 Prorated  Stga
& Nick Litten work N engineering 100% $100.00/hr  $0.00/hr $0.00 Prorated S
3 Carina Harrison Work C graphics 100%  $50.00/hr $0.00/hr $0.00 Prorated
4 & Jude Cordero Work J graphics 100%  $25.00/hr $0.00/hr $0.00 Prorated S
5 & Frank Hall F support 100% $100.00/hr $0.00/hr $0.00 Prorated  Sta
Reaaion s support 100% $100.00/hr  5$120.00/hr $50.00 Start Sta
A Contractor A 100% $0.00/hr  $0.00/hr $0.00 Prorated  Sta
Third Party Supplier T 100% $0.00/hr $0.00/hr $0.00 Prorated

—JM WM'-J R T LR By i T P O & L w\ .I"'\'

9. Make changes to the resource base calendar to allow the resource to work
more time in a week.

Task | Resource  Project

L hom o - " L B
2 Copy A > | @ tey B W
3 copy Link

Paste B! % " Insped Move Mode = Task Summary Moestene Deliverable | Information
J Format Painter - -

Clipboard

Resource cakendar for ‘Mude Cordero's
Gove calendar:  Standard -

Cick 0n & day 1o see its working tmes:
vy 2012
3

tme for this work week

O for these days.
TV O Setdays to ponwerking Sme.
FOER L ® Setday(s) to these eciic workng tmes:
Y

Fom  To

[ tloso0 2o |

e 7
Third Party Supplief| oo s A - CJ ) haurs 7y |-2.41%00 E

M'Jw\'\%‘«“ru.—“mr“\'—:vv il S S ...,"‘\o-,}
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10.Consider the knowledge, skills and experience of resources to reduce work
effort time and potentially resolve over-allocations.

Task Resource Project View Format d ™)
B D, (o= b jeeees Two p @ QEOEH @ - @ P C
aste 3F:zatPainter BJZ U | D A-|d 68 seeh _i”::::(tn Monualty A1 Inspect Move Mode | Task Summary Milestone Deliverable | Infor] -
Clipboard Font e Schedule Tasks Insert

. @ ResourceName v Type ¥ Material ¥ |Initials ¥ Group ¥ Max. v |Std.Rate ¥ |Ovt.Rate ¥ Cost/Use ¥ AccrueAt~ BaseCalendar ¥
_@ Dave Litten Work D engineering 100%  $50.00/hr $0.00/hr $0.00 Prorated Standard
»<§> Nick Litten Work N engineering 100% $100.00/hr $0.00/hr $0.00 Prorated Standard
| Carina Harrison Work C graphics 100%  $50.00/hr $0.00/hr $0.00 Prorated  Standard
A@ Jude Cordero Work J graphics 100%  $25.00/hr $0.00/hr $0.00 Prorated Standard
L3 Frank Hall Work F support 100% $100.00/hr $0.00/hr $0.00 Prorated Standard
2 eSto Work s support 100% $100.00/hr $120.00/hr $50.00 Start Standard
Work S 100% $120.00/hr $0.00/hr $0.00 Prorated  Standard

e AP gl ‘,‘\ Mr“_’\w\ . ww‘ -

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

" . - —
w ource  Project  View Format 1
- ! & Mark on Tradk ~ y

aei  cn - PERE® JEg @ - @ 9 = e
U3 copy ~ _ . ; 2 Respect Links k 5 Detaj
Paflr o Format Painter B I U - A MECT L Y - . Many . Mc'de Ia'sk Summary Milestone Delverable | Information EM:?

Clipboard Font I} Schedule

Insert Propertie,

I 02 Jan 12 05 Jan 12 16Jan 12
,o.:::e'lmmm il 'SISIT[TIw 5|s|[WTIWITIFISISI|TITIw1
0 =] = project_planS 105 days &
1 | 2 Project Start 0days 02101
2 2 = Research Stage 6days v
3 - Define requirements 2days
4 = Search Google Keywords 1day *
5 | 2 Agree key features 3 days
(] - Prepare initial budget 1day (
7 = = Planning Stage 7 days =
8 ) Create WBS 2 days Jude Cordero,Frank Hall,Nick Litten (
' - Write product descriptions 1 day
0§ 2 Create activities 1day Dave Litten,Frank Hall,Nick Litten
1] i 2 Determine resources 1day
12 2 Estimate budget/timeframe 2 days
13 - Create draft plan 2days
14 -3 Project Plan sign-off 0days
15 -3 = Design/Build Stage 72 days
o 16§ 2 Create PowerPoint slides 30 days ]
17§ 2 Create exercises/answers Sdays :
e B ™ e g s g WSl v, prin, g,
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MS Project 2010

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.

Task Resource Project

u,u @I i[:[

ﬁ Column Settings -

NG

e ol SIS PR i .

sl;;::s Gnﬁvhn“ o C[;Is:r:n 1 Custom Fields ’Em{ [ Late Tasks
Format Columns Bar Styles Gantt Chart Style
@ Tesk - [TaskName - |Duration || |02 Jan"12 |08 Jan "12 JET

I |Mode s[TsImM[TTWw]TJ[F]sTs [MTTIWI[TTFTsTs]
= ~ project_plan5 105 days &
b Project Start 0days ©02/01
b - Research Stage 6days
2 Define requirements 2 days
2 Search Google Keywords 1day
< Agree key features 3days
= Prepare initial budget 1day
< = Planning Stage 7 days
e Create WBS 2days

| < Write product descriptions 1day

i = Create activities 1day

i =1 Determine resources 1day

= Estimate budget/timeframe  2days
< Create draft plan 2days
=] Project Plan sign-off 0days
< - Design/Build Stage 72 days

\
%.

Task Resource
3 [B2) Network Diagram = Al B.(:j jghlight: [No Highlight] ~ Timesc: Q E q ] Timeline v —;1
@ Calendar ~ = @3 Resource Sheet ~ B Days 1 Details v —
[77 Task Team Sort  Outline Tabll Joom Entire Selected New
Usage - (3» Other Views - Planner - £ Other Views ~ s *  Project Tasks Window
Task Views Resource Views 3 bom Split View {
Task Task Name = 102 Jan *| AV D9Jan '12 |16Jan "12
o Mode TS T s | M | Completed Tasks F1s[sS | M[T] w_[?
2 ~ project_plan5 105 days e Critical
t
< Project Start 0days 02/01 :;‘ 5 R'I""" :
* = Research Stage 6days m:p ot —
| Late Tasks
=) Define requirements 2days Milestones
=3 Agree key features 3days Summary Tasks
Task Range...
% Prepare Initial buoget 1dey Tasks With Estimated Durations
s ~ Planning Stage 7days Using Resource... .o
= Create WBS 2days W Clear Fiter
2 Write product descriptions 1day & NewFitter )
3 Create activities 1day V' More Filters...
=3 Estimate budget/timeframe  2days Y Display AutoFiter
2 Create draft plan 2days P
L3 Project Plan sign-off 0days V| Show Related Summary Rows |
= - Design/Build Stage 72 days
b= Create PowerPoint slides 30days
% Create exercises/answers 5 days
= Record Videos 1to 10 15 days

. "‘x‘d“‘~‘~0aw“.’~\f\w
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3. Can any task dependencies that are currently finish-to-start be set to start-
to-start relationships?

Task Resource Project View || Format

T
- 3 [ Hetwork Diagram = % :i.RemurteUsage - %l |;|:J£| i

P Highlight: [No Highli - : Q [ Timeline - _'E:l'

== [ calendar * " 1@ Resource Sheet - ¥ Filter: [No Filter] * | Days [ Details -
| Gantt | Task Team ) Sort  Outline Tables Zoom Entire Selected New
Chart =| Usage = L3> Other Views = Planner = CB Other Views ~ g 5 - B2Groupby [NoGroup] - *  Frojet Tasks Wit
Task Views Resource Views Data Zoom Split View
Task . |TaskName - |ou.-mnn - [16Jan"12 [231an"12 [301a,
onm TIFls s [m[rw] STs [ mM[ T [W[T[F[5S ][5 Mg
7 2 = Planning Stage 7 days ‘
8 | = Create WBS 2days ) A
9 2 Write product descriptions 1day
10 | § 2 Create activities 1day
= Determine resources 1 day Frank Hall,Nick Litten
Estimate budget/timeframe ;
13 Create draft plan 4
14 Project Plan sign-off

= Design/Build Stage
Create PowerPoint slides
Create exercises/answers

doube-dlick the link to
open Task Dependency box

Create Workbook

Record Videos 1to 10

Edit/render Videos 1to 10 10 days
Record Videos 10to 20 15 days

ol o8 o8 o0 50 50 o0 o8 50 g

Edit/render Videos 10to 20 10 days

j

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).

T

Task  Resource  Projet | View || Format

[a] 3 B3] Network Disgram = T8 Resource Usage = 'Al [+ i Z vighiight: [No Mighlight] = Timescale: Q E Q I Timeline - ;';‘\ 53 Switch Windows +
| B Catenasr - Bresource sheet | L o & WV Fiter  [NoFite] - Deys - [ Details - T S amngeAn
| Gantt | Task Team Sort Outiine Tables Zoom Entire Selected New
Chart »| Usage - T3 Other Views = Planner = 5§ Other Views * . . ~ Bicoupby MNoGroup] - © Project Tasks Window 1 Hide =
Task Views Resource Views Split View Window
] o [ - ’mkﬂan\e ~ loumlon &
19 : Record Videos 1o 10 15 days ormatio - -
20§ = Edit/render Videos1t010  10days General | Predecessars | Resaurces  Advanced | Notes | Custom Fiekds |
a2l 2 Record Videos 10t0 20 15 days Sl
2|t B Edit/render Videos 101020 10days Lt mabuie provier Ruatar | 1dy o FlEstmated
23 - Product design complete 0days Conmiain ek
24 -3 Create website design Proposa 1 day
s |§ 2 Request bids S da
27 Design/Build website 20days
28 i Review Website 3days
29 Upload product 1day

-

-}
£ | -3 Setup online shoppingcart  1day
31 -3 Agree website 0Odays
32 2 =~ Marketing Stage 20days
33 -3 Create marketing articles 8days
34 -3 Website Go Live date 0days
3 2 Google Adwords ad 5 —

ettt WL e L o b s SN S S S |
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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)?

P sk Resource  Projec | view | Fomat | b 4
I 1 3 [%8) Network Diagram = ) [@Resource Usage ~ A 1 (31 2 Highlight: [No Highlight] * Timescale: Q 3 [7] Timeline - _; 5 switch
| i 7l S= .‘;;' i
b &) Calendar ~ @B Resource Sheet ~ z =] =4 7 Fitter: [No Filter] ~  Days - [ Detaits - ' 3 arrange Al
| Gantt | Task Team Sort Outline Tables Zoom Entire Selected New
Chart * Usage ~ ﬂmher Views ~ Planner » =8 Other Views ~ - . - @71 Group by: [No Group] > *  Project Tasks Window Hide ~
Task Views Resource Views Data Zoom Split View Window
@ T - [nsk Name = I TT6Jan'12 T230an'12 1@
] |Mode I (WITJF]sTsImMITTWITTFTsTsIMITIWI[T]F]s]siImig
8 = Create WBS 2days 5 .
9 | =3 Write product descriptions 1 day i
0 | i -} Create activities 1day \
1 ] 2 Determine resources 1day l
12 - Estimate budget/timeframe 3
N o : 3

14 | Project Plan sign-off

4 0days
15 e = Design/Build Stage 72 days
6 1 e Create PowerPoint slides 30 days

7t = Create exercises/answers 5 days
8 7 = Create Workbook 3 days
LA | e Record Videos 1to 10 15 days
20§ Edit/render Videos1t010  10days
21 7 e Record Videos 10 to 20 15 days
2 |y e Edit/render Videos 101020  10days
23 -3

24 *

Product design complete 0days
Create website design Proposa 1 day _._"-.‘J
% me“ J—‘M\ aad W\J\.‘f\w W ¥ N

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.

Tr—— T

Tosk | Resource  Project  View Format 4
= % cu S Mark on Track &@_ ul] = Notes .‘\ Find + K
_‘_j “ Calibri ‘n - PREERER ¢ * > @ -EO' = & e . j] o & ey

142 Copy * 2 Respect Links 3l oetaits 2 Clear ~
Paste - - | B 52| a8 S Manuall Auto Inspect Move Mode Task Summary Malestone Deliverable  Information ... Scroll
e Fromatponter | B L U IO A Gk 0 i oy, brdaned |l ¢ 2 2 i Add to Timeline | 10 Tas

x (3 P -

Chpboard Font . Schedule Tasks

Task ,lMM o
| Resources | Advanced | Notes | Custom Fieids |
day 09 M,

Design/Build website 00 -1 Name: | Management Review
Review Website 3d Ol Ve Percent complete: 0%
s : Schedule Mode: () Manualy Schedued

Upload product 1day . Auto Schedued
Set up online shopping cart A Dotes =

Start:  12Aprl 2012
Agree website

= Marketing Stage
Create marketing articles

[ Dsplay on Tmelne
[7]Hde Bar
[Crokp

Aol ohg

Website Go Live date
Design Google Adwords
Run Marketing campaign
Handover to Support staff
Project Finish

0B o8 o8 o8 ob
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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.

T
Task Resource Project View Format

@
= Cut » 4
| ] ic Calibri ‘| eeemes TVE 3
it R |
csy.'.':‘“- P‘f" J Format Painter B U & A QG @ sdb =

View Clipboard Font O Schedule
l o ]Tul: ,Ihsklmne + |Duration |
Mode

3 b= Define requirements 2days
4 =S Search Google Keywords 1day
5 | < Agree key features 3days
6 =S Prepare initial budget 1day
7 =S = Planning Stage 7days
e 2 Create WBS 2days

9 ? Write product descriptions 1day
i ° Create activities 1day
1 i -3 Determine resources 1day
12 2 Estimate budget/timeframe 2days
3 e Create draft plan 2days

=S

= =

= Create exercises/answers
= Create Workbook
2

P 1y

] 5 days
i 3 days
i Record Videos 1to 10 15 days
i

7;2"'-4—.3‘»« ‘\j’@“ﬂﬂ?&iﬁ"&'&w—-‘ ;\MI~W\MW‘~

18

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.

T
File Task Resource Project View Format

a jbj ‘_";‘“w. Calibri fu - PR

= = v e v
Gantt Pa'ﬂe B U A GF @ » e =

Chart ~ J Format Painter
View Clipboard Font 3 Schedule
l o ]Tul: > lnsklmnt + |Duration |
Mode
s | < Define requirements 2days
4 2 Search Google Keywords 1day
5 | = Agree key features 3days
6 b= Prepare initial budget 1day
7 =S = Planning Stage 7days
.8 | ? Create WBS 2days

9 ? Write product descriptions 1day
0|§i ° Create activities 1day
LEoul | = Determine resources 1day
12 | -3 Estimate budget/timeframe 2days
3 ? Create draft plan 2days
1 b= Project Plan sign-off 0days
15 2 = Design/Build Stage 72d

;’ 1750 ¥ Create exercises/answers 5 days

‘; 18§ = Create Workbook 3days

el v § 2 Record Videos 1t0 10 15 days

i

P O e I !, Sl VP SV S o
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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.

Tosk | Resource  Projet  View | Format

%ot Py n - PRERS  Mark on Track ~ * -, 6 f y E - ‘ JJ

“— & copy - %2 Respect Links = D

Paste Manuall Auto Inspect Move Mode Task Summary Milestone Deliverabl
e Fromotrainter | B £ U | DA | b 68 B o e S Bt My M : S

Clipboard Font 5 Schedule " Tasks Insert Properties

\u] Notes

[ Detaits

¢ Information .

13 Add to Timeline “, i

SR

I o [‘l‘uk .Ir-skum < I

1231an'12 [30Jan ‘12 106 Feb 12
| [FIsTsIm[TIwlTIFIsIsIm[T[wWl[T[Fls[s|m[TI[wWITI[E

= project_planS 105 days
Project Start 0days
~ Research Stage 6days
Define requirements
Search Google Keywords
Agree key features
Prepare initial budget
= Planning Stage
Create WBS
Write product descriptions
Create activities
Determine resources
Estimate budget/timeframe
Create draft plan 2days
Projea Plan sign-off

- -

o e |
R EBYeNawaswN~oO

-
=

08 50 08 o8 08 0B o8 18 48 o8 o8 o8 o o8 o o8}

"
«

Create exerdses/answels
=) Create Workbook 3days

19 Record Videos 1to 10 15 days
| 20 2 Edit/render Videos 1t 10
sl s P AR AAL0 200

".""".-V'. -
o

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.

Avoety oy 24, 29, B4

purce Project View Format

" - o o Mark on Track ~
Calibri i - PTEEeS 3 ;) Jﬁ o ’

f

Resource Sheet

=]
B W aris . AT NG RSN SN o SR S
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53 Copy - _ » " ¥ Respect Links
Paste  Format Painter . [ u | &~ A e | |e@gd o, I'S:;r;:dulllg S(;::‘clv‘l Inspect MO!’! Mode Tisk Summary Milestone Dell w
Clipboard Font [ Schedule Insert
Resource Name ~ |Type ~ Material ~ |Initials |Group ]Max Rate ~ |CnsWse - |Ac|:rueAt' |
Dave Litten Work D en#| SortAscending $0.00/hr $0.00 Prorated S
Nick Litten Work N en%] sortDescending $0.00/hr $0.00 Prorated Staggh
Carina Harrison Work (g gri Group on this field $0.00/hr $0.00 Prorated Sta’
& Jude Cordero Work J ari - $0.00/hr $0.00 Prorated Sta$
& Frank Hall Work F su $0.00/hr $0.00 Prorated  Stanc,
Clear Filter from Std. Rat
Steve Preston Work s 2 Tilter frem St Fate _&12000/br $50.00 Start sta
Training Materials Corp  Work U ’ N - Enuale Prorated S
[ (Select All) Does not Equal...
50.00/tr Greater than... '
$25.00/hr
. $50.00/hr Less than...
=[] 5100.00/hr Between...
Custom...
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EFTE  File Menu Project Shortcuts
File Task Re
I save Keystroke Result Keystroke Result
B save as
Insert Inserts new task Ctrl+G Displays the Go To dialog box
& Open
L' Close Cirl+K Inserts hyperlink Ctrl+H Displays the Replace dialog box
Info
- F7 Begins spell check Cirl+Z Undoes the previous action
Recent
New Alt+F10 Assigns resources Ctrl+Y Redoes the undone action
print Shift+F2 Opens the Task Information dialog box Ctri+P Displays the Print preview in the Backstage
Easssed F1 Opens Microsoft Project Help Ctri+N Opens a new blank Project
Help . = =
Ctrl+F Displays the Find dialog box Cirl+0 Opens the Open dialog box
B e Cirl+F2 Links selected tasks Cirl+S Saves the file
Task Menu
Gantt Chart Tools. & c e
o | Task Resource Project View Format
- B ¥ ot N 2 & Mark on Track ~ - ] == ] Notes A Fing -
3 i Calibri 1 TEEER et & TS @ L r_.:ﬁ C I ‘ . a Bo e
cGr::t o F Formatpainter | B 4 U S-A BF B o ;1;2::::: sm‘:‘aon s N e s ) 1 Add to Timeline tol;:llk &~
View Clipbosrd Font : Schedule T Tasks Insert Properties Editing

Resource Menu

Resource Project View Format
o i) = =l == . Leveling Options
B 8 8 % § ETEHE S el
e i ’ ' & Clear Leveling
Team Assign  Resource Substitute Add Information Motes Details Level Level Level .
Planner~ | Resources Pool~* Resources | Resources Selection Resource All il Next Overallocation
View Assignments Insert ‘ Properties ‘ Level

Project Menu

Resource

T —— T —
Task Project
b . """ % Status Date: _i % ﬂ w
Lt (]
: iE D = - 5

Subproject Project  Custom Links Between WES Change Calculate Set Mowe Update Sync to Visual Reports Compare | Spelling
Information Fields Projects = Working Time Project Baseline = Project Project Protected Actuals | Reporis Projects
Insert Properties Schedule | Status Reports Proofing
View Menu
. Gantt Chart Tools
Task  Resource  Project | View Format
g ; ENMrk Diagram * E Jkesouue Usage * A :}-5 asss z Highlight: [No Highlight] *  Timescale: Q E [V] Timeline Timeline v § E_‘j’s\«um Windows * 3
! = -_-é ‘i L iy L85
) Calendar * (@ Resource Sheet + 7 Fiter:  (NoFiteq = Days . [ Detaits « 3 amngeal
Task Son Omune Tmes Zoom Entire Selected New Macros
Chart =/ Usage » 3 Other Views = mmm' £ Other Views + @ Group by: [No Group) v Project  Tasks Window 1 Hide * B
Task Views Resource Views Data Zoom Spiit View Window Macros

Format Menu

Gantt Chiart Tooks

!m Imum m;m View Format

@ ; idr;]i’;; /’A D(lrt;callnskx - ; p—

ol v g g - vy vy py ey gy - O Ouintunte 6
B coumnsettings > @ [ sk b - e e e s e e e . s e = =l [ Project Summary Task
Tet  Gridlines Layout  Insedt Baseline Slippage ¥ .' $ 3 ¢ F\ Drawing

Format -
stes * Columa ] Custom Fields o [ late Tasks ¢ 5 [ summan Tk
Format Columns Bar Styles Gantt Chart Style 0 ShowHide Drawings
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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!

David Geoffrey Litten
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