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produced under the terms of a courseware site license agreement with Cheltenham Courseware.
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non-technical proofing. Cheltenham Courseware and all staff assume no responsibility for any errors or
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shall not be responsiblefor any direct, incidental or consequential damages arising from the use of any material
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Sample versions of courseware from Cheltenham Courseware

(Normally supplied in Adobe Acrobat format): If the version of courseware that you areviewing is marked as NOT
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For currentlicenseinformation
This document may only be used under the tems of the license agreementfrom Cheltenham Courseware.
Cheltenham Courseware reserves the right to alter the licensing conditions at any time, without prior notice.

Please see the site license agreement available at: www.cheltenhamcourseware.com.au/agreement
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Installing the Sample Files

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

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

o If these files have been copied to your network server, then ask your

trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

¢ Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may
require modification within a Windows mutliuser environment. Where
possible pre-install the relevant work files prior to use by students/delegates.
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Introduction to Microsoft Project 2003

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

e Use the Ask a Question box
e Use task panes

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

e Use the Search Results pane
e Use the Help pane

e Use the Office Assistant

e Show a toolbar

¢ Hide a toolbar

e Move a toolbar

¢ Use the Standard toolbar

e Use the Formatting toolbar

e Use the Project Guide

What is Project 20037

Project 2003

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

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

Microsoft

Cia “PhFomjue'rgt Standard 2003

Copyright@ 1990-2003 Microsaft Carporation, &ll rights reserved,

The Project 2003 Environment
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Using the Main Menu

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

@ File Edit jew Insert Format  Tools  Project  “Window Help  Twpe a questionforhelp - @ X

Format | Tools  Project  Wind

A Fork..,

Ear...

=8| Gantt Chart Wizard, .,

Textk Styles. ..
Bar Styles. ..
Peak Units
Layaout, ,, Wik,
Layouk Mow Curmulakive Work

¥

Cverallocation

Percent allocation
Remaining Awailability
Cosk

Cumulative Cosk

work Availabilicy

IInit A ailability

Using the Ask a Question Box
¢ As well as the menus and submenus, the Main Menu also contains the Ask a

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

For additional and updated content,
search Microsaft Office Online,

I Learn mare

20 resulks

g Adjust the makerial =
consumpkion on an assignment

) Adjust the time 3 work
resource spends on a task,

) Remove a task link

@

hange the appearance of link.
limes on the Gantt Chart

) Change the link skyle of
Metwork Diagram boxes

g Adjust the amount of
rermaining wark,

(gl Wigw bask progress with
progress lines

() Format the Gantt Chart view
automaticalky

&) About indicakors
g About progress lines

) Change row height and wrap
bexk

G — b Ll Lo, .

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

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

Using Task Panes

Therlask Pane s a like a dialog box which lists some of the most common
tasks which you might want to accomplish with Project. | The Task Pane
automatically opens when Project/is started for the/first time. If the pane
doesynot open, open it by selecting View = Toolbars > Task Pane from the
main menu.

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

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

Note: The Shared Workspace task pane is not available for use in Project
2003 Standard:
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‘ [Getting Started 7| x
Getting Started %
Search Resulks I!
Help
Mew Project

Shared \Warkspace

* et online training For Project

Moare...
Search For:
|

Example: "Print more than one copy™

e You can navigate between the task panes by clicking the Other Task Panes
down arrow on the upper right hand corner of the task pane and selecting the

pane you would like to use, or by using the Forward and Back arrows at the
top left corner to move between panes:

* Getting Started * x

Micri_ ffice Online

* Connect ko Microsoft OFfice
Cnline

* Get the latest news about using
Project

* i3ek onling kraining For Project

Mare...

Search Far:

shared workspace

Example: “Print mare than one copy”

olbar a
if itis s

t Task P

lect Task ne

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

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

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 10 - Project 2003 - Foundation Level Manual

€3 Using the Getting Started Pane

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

* Getting Started * x

mMicrosoft Office Online

* Conneck o Microsoft Office
Cnline

* Get the lakest news about using
Praject

* Gt online training For Project

Mare...

Search Far:

|5hared workspace

Example: “Print more than one copy”

Open

Project2.mpp
Projectl.mpp

E Mare...

lj Create a new project. ..,

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

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

M Using the New Project Pane

t Pan WS you/toicre roject from scr
rojec from a pl I
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Mew Project r X
@ &) |G

New
_] Blank Project

@ From existing projeck. ..

Templates
Search onling For:

||:|FFi|:e TIOYE | Go

DlJ Templates on Office COnline

Oy cornpuker, ..

L& On oy Web sites,
Recently used templates

Cffice Move
Mew Produck

Project 2003 now allows you to download templates from Microsoft Office
Online. Simply enter the type of template you would like to search for in the

Search online for text box and click on Go:

Templates
Search online for:

|new product | a0

Dﬂ Templates on Office Online
EH] on my computer. ..
[ O W'eh sikes. .,

Click on On my computer to open the Templates dialog box, which lists all

[ ]
templates which come with Project:

]|

Templates

General Project Templates |

&] & I %] I ] I
Home Move  Infrastructure

Commercial Engineering
Canstruction Deployment

N A 8 g

-_—
Micrasafk

. Microsoft Microsaft Mlicrasoft
Active Direc. 4 Exchang... Offide 20, . \OFfice Proj. .. Seflo £l Ay
588 3 [N

gy i\ @

- Microsoft Microsaft Microsoft Microsaft
SharePoin...  Windows ... Windows, ., Windows ...

5 I 2 | I 1 I i I
Templates on Office Online | 4 I Cancel

)] =

Preview

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

[ ]
Sites dialog box and browse to find the desired template:
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Mew from Templates on my Web Sites
Laok in: I\-_J My Metwork Places ﬂ @ - | X Ty - Tools~
“L'] " 11y Web Sites on MSH
]
Ty Mebiwork
Places

File name: | | Create Mew -|
Files of bype: ITempIates [*,mpk j Cancel I
&)

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

M Using the Search Results Pane

The Search Results Pane has two areas. The upper portion is for displaying
the results of a search, and the lower portion is for entering search criteria.
In the Search area, you can use the drop-down menu to choose where you
would like Project to look for the information:

Search

Microsaft Cffice Online

Aesistance
Training
Templates 1
Offline Help

1lip, Art and Media
Cffice Marketplace

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

Search

|Mi|:r|:|su:|Ft Office Online | vl

L1 | =2

&) Type one or more kﬂ';.-'wcuru:lsl
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¢ Project displays the search results in the upper portion of the task pane:

Search Results r X

[elle ] a

28 resulks From Office Cnline E?"

@) View baseline costs and <
actual cosks on a daily basis

Help = Wiewing Cosks

@ Calculaking wour project cosk
inFormation

Articles = Managing Costs

i@ About using different
methods bo estimate cost
kokals

Help = Managing Costs

@ Currency figlds
Help = Fields Reference ;"

Search
|Miu:r-:usu:uft Office Online | vl
|I:|uu:||;|et

@) Can'tfind it?

o Simply click on the link to display the Microsoft Office Help window.

€3 Using the Project Help Pane
e The Project Help pane allows you to enter topics you would like assistance
with in the Assistance area.

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

Project Help

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

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

L ]

*

L]

-

Microsoft Office Online

Zonneck ko Microsoft Sffice
Cnline

et the lakest news about using
Project

et anling kraining Faor Project

Mare, ..

@ Assistance

@ Training
ﬁ Communitigs
ﬂj Cownloads

See also

What's Mew

Conkack Ls

Arcessibility Help

Online Cankent Setkings. ..

Using Microsoft Project Help

Project 2003's help is similar to the help found in Microsoft Office products.

You can access it several ways.

To access Microsoft Project Help

from the main men
OR SS .
e T je i

Accessing the Office Assistant

Click on the Help icon found on the far right corner of the Standard toolbar:

e, |

Microsaft Project Helpl

> Microsoft Project Help
oupor Ilp. I

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

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

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

To turn the Office Assistant off

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

Office Assistant EHE |

Galery  Opkions |

[ ilse the Sffice Assistartk

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

[T search for both preduct and programming help when programming

Show tips abouk

¥ Using Features more effectively ™ only show high prioricy tps
¥ Using the mouse more effectively [T show the Tip of the Day at skarbup

I™ kevboard shorkcuts Reset my kps |
A .

Ok, Cancel

Toolbars -

USing, Toolbars

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

Showing a Toolbar
e From the main menu, choose View > Toolbars and select the toolbar you
would like to show

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

Hiding a Toolbar

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

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

Moving a Toolbar

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

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

S0 5

Using the Standard Toolbar

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

‘—‘I New - creates new project.
~

o Open - opens an existing project.

ﬂ Save - saves the current project.

; Searchi=performs a search.

g Print - prints the project.
A

“—'"F Print Preview - changes display to print preview.

i Spelling - performs a spell check.
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& Cut - cuts the selected range to the Office clipboard.

[y

Iqﬁ Copy - copies the selected range to the Office clipboard.
lﬁ Paste - pastes the last item from the Office clipboard.

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

|
q Undo - undoes the last action.

=
[l

g2
b Il

3a

N

Hyperlink - inserts a hyperlink.

Link Tasks - links selected tasks.

i Unlink Tasks - unlinks selected tasks.

N
,

Split Task - splits selected tasks.

Task Information - displays the Task Information dialog box.

Task Notes - displays the Notes tab in the Task Information dialog box.

2 dialog box.
to the Microsoft Project Server.

" Group by - groups tasks according to your selection in the
drop down menu.

Mo Group

+
Q Zoom In -increases the zoom.
2

Zoom Out - decreases the zoom.
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=

9( Go to Selected Task - changes the view to view details of the selected
task.

A -
L'" Copy Picture - opens the Copy Picture dialog box.

(7)

=" Microsoft Project Help - opens the Project Help Pane.

Using the Formatting Toolbar

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

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

i

Outdent - makes the selected task a summary task.

v Indent - makes the selected task a subtask.

*

Show Subtasks - shows subtasks.

Hide Subtasks - hides subtasks.

*

"g Hide Assignments - hides assignments.

ﬂ' Show/=allows younto selectithe levelmofidetail youw want to seesiniyour
project from/a drop-down 'menu.

Ii.E'.rial -
< —+—===nFoOnt - selects fonts from a drop-down menu.

18 ﬂ Font Size - selects font'size from a ‘drop-down menu.

Bold - changes the selected text to bold.

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

Align Left - aligns the selected text to the left.

Center - aligns the selected text to centre.

Align Right - aligns the selected text to the right.

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

option from the drop-down menu.

7=

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

t‘:'-\ Gantt Chart Wizard - starts the Gantt Chart Wizard.

Using the Project Guide

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

To Show the Project Guide

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

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

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

Shl:uw,l'HE Project Guide-|

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

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

Set a date to schedule fro
Define general warking tir’{‘h
List the tasks in the project
Organize tasks into phases
Schedule tasks

Link to or attach more task
information

8dd columns of custom
information

Set deadlines and constrain
tasks

After planning yvour tasks, you
can go to the Resources area
to build vour project's team
and assign people to tasks,

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

@ @m:t a date to schedule 5 -
from

Enter project information

This wizard helps you get
started with vour project,

Enter the estimated date vour
praject will begin:

[ 121272003 |

Enter additional
information

Mow you' re ready to start filling

M Ie next usnle PrOJeclmde

PI‘D]EEI: Project Guide ¥ x|

I | Tasks| = | Resources - | Track - | Report

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

- | Resources - | Track = | Repork -

Define general working times !g

List the tasks in the project

Organize tasks into phases

Schedule tasks

Link ko or attach more task information
Add colurnns of custom information

Set deadlines and constrain kasks

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

& S Tasks ﬁ

Plan and schedule yvour
project's tasks by clicking an
itermn below, Clicking an itemn
displays tools and instructions
for completing that step,

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

Review Questions

How would you:

Use the main menu?

e Use the Ask a Question box?
e Use task panes?

e the Getting ne?
e New/Proj
e Ses > :
eH ‘

e a toolbar?
e Move a toolbar?

e Use the Standard toolbar?

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

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

e Open a Project

e Use File Properties

e Enter Startand Finish Dates

¢ Establish a Project Calendar

e Save aProject

e Close a Project

e Quit Project

Creating a New Project

Starting a New Project

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

MNew Projeck A

@
Mew

|] Blank Projec
From existingproject. ..

Templates
Search online For:

=]

EFJ Templates on Office Online

EE] on my computer. ..
[ Oy Web sites,

Recently used templates
Cffice Mowve
i Priodu

toolbar

press the Ctrl + N key combination.

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

il |

OR click on Open icon iwsd on the Standard toolbar

OR press the Ctrl + O key combination.

e This will display the Open dialog box. Browse to find the project you wish to
open. Open either by clicking on the file and then clicking Open, or by
double clicking it:

I‘D My Documents j @ -8 Q X g~ Toos~

—
)
(=)
=
=

My Recent %My Pictures
DOCUMENES 4" 1y Received Files
| 5naglk Catalog

Desklop

¢,

My Documents

(.('-r;;

[y Computer

.

) File name: | vl
Py Mebwork I j ODEC | DpEn

Plares Files of bype: IMicru:usu:uFt Project Files {*.mp*) j

£

Using File Properties

Utilising File Properties

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

e The File Properties dialog box is displayed.

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

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

iZeneral  Summart |5tatistics I Cankents I Custam I

Title:

Subijeck:

Managet:

|
|
Author: |
|
|

Company:

Cateqgory: I

Keyiords;

Carmments:

Hypetlink, I
base:

Template;

o Save preview picture

Ik I Zancel

o The Statistics tab lists the dates the project was last created, modified,
accessed and printed, as well as who saved it last, the revision number and
the total editing time.

e The Contents tab shows a project summary. It tells the start date, finish
date, duration, work hours, cost, % complete, and % work complete.
e The Custom tab allows you to add custom file properties to the project.

Entering Start and Finish Dates

lnputting Start and\Finish Dates

o The first step in starting a new project is establishing basic project
information. The start or finish date is what you will use to anchor your
project. /Your schedule will be built around either the start date or the finish
date which you choose.

e The startand finish date information is entered in the Project Information
dialog box.

To Enter Project Information

e To enter project information, from the main menu, choose Project >
Project Information. The Project Information dialog box will be
displayed:
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Project Information for "Project1”

Start date: i L2/12j03 =|  current date:  [Fri12/12/03 -

Finish date: |Fri12/12j03 j Status date:  [NA j

Schedule Fram: IF‘r-:uject Start Date j Calendar: |Standard j
&l tasks beqgin as soon as possible, Priarity: SO0 =

Help | Skatiskics, ..

[ o |

Cancel

Depending on what you choose from the Schedule from drop-down menu

(Project Start Date is the default), either the start date or finish date will be

available for you to select:

Project Information for "Project1”

Start date:  [Fri 12/12/03 x| currentdate: [Fri1zf1203 ~

Finish date: |Fri 12/12j03 | statusdate:  [ria -

Schedule from:  ([REEageleTd i Calendar: |Standard j
Altasksl £ 07 Frash Dot Prioriy: 500 =

Help

Skatiskics. ..

Ik I

Cancel

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

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

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

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

e You can choose to have the Project Information dialog box open
autematicallysevery timemwyou start asmew prejectiby. chogsing Tools =
Options to gpen the Options dialag box. On the General tab, check off
Prompt for project info for new projects:
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Optionz Ed |
Interface Security
Schedule Calculation Spelling Save
Yig eneral | Edit Calendar

General options For Microsoft CfFfice Project

¥ show startup Task Pane [ Set AutoFilker on For new projects
[ Open last file on startup ¥ Recently used file list: |4 3: enkries
Fif‘énmpt fFor projeck info For new projects:

Usef name:! |

Service Options. ..

Planning “Wwizard
¥ advice from Flanning Wizard
W advice about using Microsoft Office Project
¥ advice about scheduling
V¥ advice about errars

General options Far ‘Projeckl’

¥ automatically add new resources and basks

Default standard rate: IEI.IZIIZI,I'h
Default overtime rate: IEI.EIEI.I'h Set as Defaulk |

Help | | O, I Cancel I

Establishing a Project Calendar

Setting up a Project Calendar

o Project supplies three basic calendars (Standard, Night Shift and 24
Hours) whichyou can use,as foundations to create your_own base calendat.
You can make a calendar which indicates general working times for each
resource or group of resources. Project will use this information for things
like, scheduling resources and converting task durations.

Making a New Calendar

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

For: IStandard (Project Calendar) j
Set working time for selecked dateis)
Seleck Daterls): Set selected datels) to;
December 2003 ;I * Use default
Ml T wlTh|F]15]S5 = Monwarking tirme
Manwarking ET YR ¢~ Mondefault working kime
) Erlted working 5 (9 [10 [ 2 )13 [1a ] | Erom: o
ot FIOLIFS 15 |16 [17 [18 |19 |20 [ 2 [0&:00 | 12:00
o this calendar: =Tm = sl | oo | o
Rt
29 |30 |31 | |
 Edits ko an
i individual davy ;I | |
I I

Help | Hew, .. | Cptians. ., | Ik I Cancel

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

Create New Baze Calendar |

Mame: | Zalendar 1

(¥ iCreate new base calendar!

™ Make a copy of |Standard j calendar

(0] 4 I Cancel

Enter a descriptive name for the new calendar.

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

Click, OK to gg'back to therChange MWorking'Time,dialdg box to customise
the new base calendar.

Changing CalendariOptions

click on Options to open the Calendar tab in the Optionsydialog boxssEnter
the appropriate information to describe a typical workday and workweek.

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

Options |
Interface Security
Schedule Calculation Spelling | Save |
Wigw General Edit {Calendar:

Calendar opkions for 'Projeck1’

Week starts on; | Monday vI
Fiscal vear starks in: |January TI

I |Use skarting wear For B numbering

Default stark Lime: |IIIEi:IIIIII These times are assigned to tasks when you enter a
start ar finish date withaut specifying a time. IF wau

Default end e | 17:00 change this setking, consider matching the project
- calendar using the Change Working Time command on
the Tools menu.

Hours per day: .00 -
Hours per week: |4U-':":' 3:
Days per monkh: z0 :

Set as Default |

Help | | Ik I Zancel I

To change a Calendar

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

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

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

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

Saving

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

|
OR click on Save icon 'ﬂ on the Standard toolbar
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OR press the Ctrl + S key combination.

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

open:
Save As
Save i I‘D My Documents j & ~ ] Q P i j ~ Tools +
| 1My eBooks
= éM';.-' Music

MyRecent |2 My Pictures
GELmEntE | )My Received Files
|_"isnaglt Catalog

Deskiop

Lt

My Documents

%if

My Compuker

:g File: mame: rojeck j QDB | Save I
My Mebwork
Flaces Save as bype: IF‘rDject £+ mpp) j cancel |
4

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

Quitting and Closing

Closing a Project
es"From the mainmmenu, choose File =€lose

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

M=l ES

P¥De o quEstion for help W S

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

Microzoft Office Project

P Do ol wank to save changes to "Projeck1"?
. )

Yes Mo | Cancel

Quitting Project 2003

From the main menu, choose File > Exit
OR click on Close Window [x] button on the title bar:

= EY

Tvpe a question for help !
Close

Review Questions

How would you:

Create a New Project?

Open a Project?

Use File Properties?

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

Close a Project?

Quit Project?

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

Enter a task

Enter task durations
Enter subtasks

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

Delete tasks

Move tasks

Create dependencies

Entering Tasks

Tasks are the specific activities which must be completed in order to finish
your project — essentially, a 'to-do’ list. Your task list is the backbone of your
project plan. It is essential to create your task list as comprehensively as
possible because if a required task is omitted, you may not be able to achieve
all of your goals. It is beneficial to create your task list in approximately the
same order as the tasks will be performed, although it is not necessary to be
completely accurate as there are ways to edit, add, delete, and move tasks.

Entering Tasks

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

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

&l Microsoft Project - Project

T|

Task Mame Duration Start Finizh Predecessors Resource Mames

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

S| Task 1

Task Mame L\':: Durs

1 |[Task1 1

e After you accept the information, the task is assigned an 1D number which
is displayed in the far left column.

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

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

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

Tazk Information Ed |

General |Predecessur5 | Resources | Advanced I Motes |Cust|:|m Fieldsl

Marme: | Curation: I 3: W Estimated
Percent complete: | 3: Priority: | 3:

Dates

Start: | - Finish: | -~

IE)Hide Eask bar
B Rall up Gant

Entering Task Durations
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Entering Task Durations

Project uses 1 day as the default length for task durations. If your estimate
for the duration of your task is different than one day, you can change it.
Project uses abbreviations for different time measures. Use these
abbreviations when typing in the duration:

m Minutes

h Hours

i Days

ed Elapsed days
W Weeks

mo  Months

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

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

Taszk Mame Duration

1 Taszk 1 1 day? =

b

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

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

Taszk Information B
General | Predecessors | Resources I Advanced | Maotes I Custom Figlds
Mame: [m Duration: I 1d? 3: v f}itimated

Iﬁ complete: 0%
Dak

Fark: IFri 1212103

Help | [o]'4 I Cancel
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e Project automatically calculates the Start and Finish dates based upon the
basic project information you provided in the Project Information dialog
box and the task duration you entered. It is best to leave the dates as
Project has calculated them and fine-tune them at a later date.

Entering Subtasks

Entering Subtasks

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

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

To enter a subtask

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

& |TaskName ‘ Duratian Start ‘ Finizh
1 Task 1 Tday?  Fri12M203  Fri121203
Fri12M203  Fri120203
3 Task 3 Toay?  Fri1202M03  Fri121203
4 Task 4 Tday?  Fri12M2m3  Fri12M203

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

OR press the Insert key on your keyboard.

e This will create a new task row:

o W U I

Task 1 1 dayy  Fri12A203  Fri 121203

1 day® )\ FATZAZ053  Fri 121203
Tcay?\ R 12A 2053 Fri 121203
~ Task 4 L9 day? | CFHA1ZMZ203 0 Fr 2203

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

e Click on the Indent icon v on the Formatting toolbar to indent the new
task to make it subordinate

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

& Cut Task -
=8 Copy Task

T Paste

Paste Special. ..

Mew Task,

Delete Task

Fonk...

Texk Styles, ..

==| Task Information. ..

Task Motes, .,

¢ Show Subtasks

= Hide Subtasks

@ Qukdent

|~
2

Indent

N |

Hyperlink. ..

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

£ | Tazk Mame Duration Start Finizh
1 [l Task 1 1day? | Fri12A1203  Fri121203
2 Subtask 1 1day? Fri12M203 Fri12M203
3 Task 2 1dayy Fri12M203  Fri12M203
4 Task 3 1Tday? Fri12M203  Fri12M 203
a Task 4 Tday? Fri12M203  Fri12M203

Itispalso possible to break a task down even further,and create a subtask for
a subtask:

Ts
1 El Task 1 1dayz/  Fri 12012/03] Fri12/12/03
| subtaskd w2 Fri 120203 Fri12/12/03

- Sub Subtask day
4 Task 2 Toay?  Fri120203  Fri120203
5 Task 3 Toay?  Fri12A203  Fri120203
E Task 4 Tday?  Fri12A203  Fri120203

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

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

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

Dwration

Fri12M203  Fri12M203
2 Task 2 1 day?  Fr 120203  Frid26203
3 Task 3 1day? FHA12M203  Fri126203
4 Task 4 1day?  FH12M203  Fri126203

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

OR press the Insert key on your keyboard.

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

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

e Click on the Indent icon v
to make them subordinate

on the Formatting toolbar to indent the tasks

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

::EL-# = Jo Show= Al -8 « B 7 U

_Inu:lentl
o Task Mame Duration Start Finizh
1 Summary Tazk 1 day? Tue 200503 Tue 2000503

UsiAg Récurring Fasks & ©E &

Entering Recurring Tasks

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

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

Recurrning Task Information |

Task Mame: | Durakion: |1d =

Recurrence pattern
" Daily
& ieekly
C Monthly | [T sunday [V
" Yearly [ Thursday |_.Eriu:|a~;.-' [ Saturday

Fange of recurrence

Skark: IM':'” 050104 j ¢~ End after: |3':' 3: DLCUFFENCES
* End by: | Fri 30j07j04 j

| EVERY j week on;

alendar For scheduling this task

Calendar: ||"-|DI'IE j I |Scheduling ignotes resautce calendars

Help | Ik I Cancel |

e Enter a name in the Task Name box.

e Enter the duration in the Duration box.

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

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

e Click OK to return to the Gantt Chart view.

e Notice the recurring task symbol in the Indicator column:

o Task Mame ‘ Duration ‘ Start
100 = Landscaping and Grounds 12 days Mon 050704
101 Pour concrete drivesway a 2 days hdon 0507 04
\ Install backyard fence 2 days Wiz 1407 104
103 | Sodand complete planting | 2 days FriB/0704
 (Stdand cﬁple@ planting L d_ay Tug 20/07 104
1 | G Finﬁccemaﬁ:e __ y jﬁl} {Ials Mon 05.-'01.-'1]E
106 Caomplete final inspection f 1 day Wz 24107 04
# + Cleanup for occupancy | | 4 day Thu 22007104
108 Perfarm final walk-throuck 1 day Fri 230704
109 Complete punch list tems 5 days hon 260704
mo oy | Recurring Task ! 146 days Maon 05/04/04

Using Task Notes
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Entering Task Notes

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

To enter a Task Note:

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

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

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

T azk Information |
General I Predecessars | Resources | Advanced Maotes | Custam Fields |
hame: |F'n:|ur concrete driveway and sidewalks Ciuration: |2|:| 3: [ Estimated
Motes:

NEESEEE

Help | | (4 I Cancel |

s Use the area provided t0 enter your notes. You can use the formatting tools
provided to/format your note.

o Click'OK to save and attachithe note to your task and return to the Gantt
Chart view.

e n.Notice the note symbol in theflndicator column:

o Task Mame ‘ Duration ‘ Start
100 [Fl Landscaping and Grounds 12 days Mon 0507104
1M f..‘;::;;s Pour concrete drivesvay a 2 days hdon 050704
102 Inztall backyard fence 2 days Wzl 140704
103 Sod and complete planting 2 days Fri 1607104
104 Sod and complete planting 1 day Tue 20704
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Hover your mouse pointer over the note symbol to read the note:

o Task Mame ‘ Duration ‘ Start
100 = Landscaping and Grounds 12 days Mon 050704
1M f..‘fés_l Pour concrete drivevvay a 2 days hon 050704
102 _| 12 Mokes: 'This is a noke,' 2 days Wi 140704
103 Sod and complete planting 2 days Fri 16/7 04
104 Sod and complete planting 1 day Tue 20704

Assigning Milestones

Assigning Milestones

Milestones are used to mark key moments in a project and can help you
monitor your progress. Although a milestone is usually a task with no
duration, it is possible to make a task which has a duration as a milestone.
Milestones are marked by a diamond in the Gantt Chart view:

(1) Tazk Mame Duration Start Finizh De
[T[F[s[s]
1 = Summary Task 1day?  Fri1242/03  Fri1212/03 -y
2 5;-:-'-‘_.}5 Taszk1 1dayy Fri12M203  Fri120203
3 Task 2 1dayy  Fri12M203 0 Fri12M203
4 Task 3 1dayy Fri12M203  Fri121203
5 Task 4 1dayy Fri12M203  Fri120203
(=] Milestone 1 1day? Fri12M203  Fri12M2/03 ¢ 12742

To create a Milestone

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

OR double-click on the task you would like_to_make a milestone and select

the'Mark task'as milestone checkbox in the Advanced tab of the Task
Information dialog box:
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T ask Information |

General I Predecessars | Resources Advanced | Motes | Custam Fields |

Mame: ||""'|i|E:5tl:|I'|E: 1 Diur akion: IUdl 3: | Estimated

Conskrain task.

Deadline: | A j

Conskraint bype: |,.:.,5 Soon As Possible j Comstraink date:  [MA j
Task type: |Fi><Ed Lniits j [V Effort driven
Calendar: |N|:|ne j I |scheduling igmores resource calendars
WES code: | 1.5

Earned value method: % Complete j

v ﬁark kask a5 milestone

Help | | (4 I Cancel

e Click OK.

Entering Constraints

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

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

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

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

Finish No Earlier Than/
Finish No Later Than

Schedules the tasks to finish no later or sooner than a specific date.

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

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

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

Tazk Information Ed |

General I Predecessors | Resources fdvanced | Maokes | Zuskom Fields |

Mame: |T-E|5k 1 Ciur akion; I 1d? 3: v Estimated

Conskrain task

Deadline: | MA j

(Tt T A HI | A= Soon &< Possible » Consktraint date:  [mMA j
| &5 Late As Possible |
A5 Soon A5 Possible
Task bype: Finish Mo Earlier Than I Effart driven
Finish Mo Laker Than -
Calendar: Must Finish ©n I” |scheduling ignates resource calendars
WES code: Musk Skart On

Start Mo Earlier Than
Earned value method;| Skart Mo Later Than

[ mMark kask as milestone

Help | | (04 I Cancel |

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

Using Deadlines

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

To Create a Deadline

e nlerCreate a deadling, open the Task| Information dialog boxgofsthe taskayou
would like to assign a deadline to. Click on the Advanced tab and either
type a date into the Deadline field or use the drop-down calendar to select
the deadline date:
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Tazk Information x|
General | Predecessors I Resources Advanced | Mokes I Custom Fields I

WEW=H |Task. Cne D akion;: | 1d? 3: [ Estimated

Constrain kask
Deadline: Mon 15/ 1203 -

n December 2003
Constrail pon Tue Wed Thu Fri Sab Sup | Sonstraink date:  [rig j

24 25 26 27 283 29 @0
1 2 3 4 &5 8 7
Taskbwpe: | & 9 10 11 12 13 14 | v Effork driven

e 17 1§ 19 20 Z1
Calendar: %3 24 75 26 27 25 | Jo|Schedulingignores resource calendars
29 30 31 1 2 3 4
T Today: 15/12/2003
Earned value method: Io."'o Carmplete -

WES code:

[ Mark task as milestone

Help | [0l 4 I Cancel

Editing Tasks

Editing Tasks

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

Task Information E |

iGenerali |Predecessnrs| Resources | Advanced | Mokes |Custu:um Figlds

Marne: | Durakion: | 3: EEstimated

Iﬁt complete: B it
Skart:

= kas

= up

k bar ko sum

Help | (a]4 I Zancel

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 43 - Project 2003 - Foundation Level Manual

Deleting Tasks

Deleting Tasks

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

To delete a Task

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

OR press the Delete key on your keyboard

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

Tday?  Fri120203
4 CutTask 1day?  Fri124203
=3 Copy Task

[ Paste

— Paste Special. ..

few Task

| Delete Task N

_ | A Font..

— Tewvk Shulas

Moving Tasks

Moving Tasks
¢ Highlight the task or range of tasks which you would like to move.

o_Place your mouse over the,ID number,of the task until it,becomes a jnove
cursor:

Fri 1201203
Fri 1202103
Fri12M 2103

Fri 124203
Fri12n20z
Fri 1201 210

4 Tazk 3

1day? Fri120203 Fri12120:
3 Task 4 1day?  Fri12M203  Fri12120:2
G hilestone 1 1day? Fri120203 Fri12120:

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

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

Creating Dependencies

Establishing Dependencies

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

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

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

Using Finish-to-Start (FS) Dependencies

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

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

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

General Predecessors | ResoLUrces I Advanced I Mokes I Custom Figlds I
Marne: |Task 2 Curation: | id? 3: v Estimated
Predecessars:

| =
10 Task Mame Type Lag
-

Task 3 5

Task 4

Milestone 1

|

Help | o4 I Cancel I

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

T ask Information E |
General Predecessors | Resources | Advanced | Maotes | Custom Fields
BNarme: |Task z Curakion: | 1dy 3: v Estimated
Predecessors:
%[ Finish-to-Start (FS)
1D Task Mame Type Lag
2 Task 1  f0d

Skart-to-Skark (55
Finish-to-Finish {FF}
Skart-to-Finish {3F)
{Mone)

n
MAIVIE L]

e Click OK

OR in the Gantt Chart view, hover your mouse pointer over the task you
would like to make the predecessor until the cursor becomes four arrows
pointing outward:
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Task Mame 135 Dec '03
s |S ] |T |".-"'-." | T |

1 |E Summary Task “

2 Tazk 1 ;

= 1 i

3 Tazk 2

4 Taszk 3

=) Taszk 4

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

o Task Mame 038 Dec '03 15 Dec '03
MlTlWlTlFlSlS I'-.I1|T|'l.-"'-.l'|T|F|
1 El Summary Task vy

2 L
Finish-to-Skart Link.

Frarm Finish OF: Task 2
To Start Of; Task 3

¢ Release the mouse and the link will be created

OR in the Gantt table view, highlight the tasks you want to link.

¢ From the main menu, choose Edit > Link Tasks

L

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

OR press the Ctrl + F2 key combination.

Using Start-to-Finish (SF) Dependencies
e In a start-to-finish dependency, the successor task is completed after its
predecessor starts. In other words, the successor task cannot finish until the

prédecessor task starts.[iThe start tofinishre€lationship iStrarely used;
although it may. be necessary in unusual instances.

To create a Start=te=Hnish (SF) dependency

o Usefthe Predecessors tab inithe Task Information dialog;bex,(as outlined
in the previous section) to set this link

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

e Double—lick on the arrow joining the tasks in the Gantt Chart view:
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o This will open the Task Dependency dialog box:

Task Dependency |

From: Task 1

To: Task 2

LRyl | Finish-to-Start (FS) ~ Lag: IIJ.:I 3:
Finish-to-3kart (F3)

Start-to-Start {55) ] Cancel |
Finish-to-Finish {FF)
Start-ko-Firish {5F)

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

e Click OK.

Using Start-to-Start (SS) Dependencies

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

To create a Start-to-Start (SS) dependency

e There are a few different ways to establish a start to start dependency.

o_alse the Predecessors tab in the Task Infermation dialog box.

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

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 48 - Project 2003 - Foundation Level Manual

T azk Information |
General Predecessors | Resources | Advanced I Motes | Custam Fields |
Mame: |T-E|Sk 2 Diur akion: I 1d? 3: v Estimated
Predecessors;
*[1
10 Task Mame Type Lag
-

Task 3 i

Task 4

Milestone 1

Help | | (4 I Cancel

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

T ask Information |
General Predecessors | Resources | Advanced I Motes | ustam Figlds |
Mame:  [Task2 Duratian: Ild? 3: ¥ Estimated
Predecessors;
%[ Finish-to-Start (FS)
10 Task Mame Type Lag
1 Task 1 + H0d

Finish-to-Skart {F3)

Finish-to-Finish {FF)

] Start-ta-Finish {5F)
tMone)

=
Help | | Ik I Cancel
e Click OK

OR in the Gantt Chart view, hover your mouse pointer over the task you
would like to make the predecessor until the cursor becomes four arrows
pointing outward:
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(5] Tazk Mame 135 Dec: 03
SIM[T [T F |
1 = Summary Task L
2 | Task 1 #3
3 Tazk 2
4 Tazk 3
] Tazk 4

Click and drag the mouse pointer to the task which you would like to make
the successor. The cursor becomes a link symbol and an information box is
displayed describing the link you are creating. By default, a Finish-to-Start
dependency is created. This can be changed once the link has been made:

Tazk Mame Dec '03 15 Dec '03
T |W|T F |S|S I'I.I1|T |W|T|

| o
1 = Summary Task

Finish-to-Skart Link

Fraom Finish CF: Task 2
Tao Start Of: Task 3

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

|15 Dec 03
b
p—

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

Task Dependency

Start-to-Star
Finish-to-3tart (F3)
Stark-to-Skart (35)
Finish-to-Finish (FF)

Stark-to-Finish (5F)
(Mone)

Click OK.

Cancel |
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Using Finish-to-Finish (FF) Dependencies
¢ In a finish-to-finish relationship, the successor can't finish until the

predecessor finishes. The tasks can happen simultaneously, but the
predecessor has to have finished in order for the successor to finish.

SAMPLE
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.
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