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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 Copy the sample files for this course 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
PCs hard disk.

SAMPLE
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Introduction to Microsoft Project 2003

The Project 2003 Environment

Using the Main Menu

e Open Project 2003.

¢ From the main menu, select Format. Observe the different options available
in the drop down menu.

¢ Notice how the menu is not fully expanded. Click on the down arrows to
expand it:

@ 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. ..
| Detals 1. 3 Peak Linits
Layaout, ,, “ Wik,
Layouk Mow Curmulakive Work
¥ Cverallocation

Percent allocation

Remaining Awailability

licking on various menus and

e Exit Project 2003 without saving any changes.

Using the Ask a Question Box

e Open Project 2003.
¢ Click inside the Ask a Question Box and type use contour lines:
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use contour lines - f X

e Press Enter.
o Browse the related topics in the Search Results task pane:

Search Results r
@190

For additional and updated content,
search Microsoft Office Cnline,

&) Learn more

20 results

@ adiust the material =
consumpkion on an assignment

€ Adjust the time a work,
resolrce spends on a kask

@) Remove a task link

@J Zhange the appearance of link,
lines on the Gantt Chart

@J Zhange the link skvle of
Metwork Diagram boxes

@) Adjust the amount of
remaining wark,

@J Wigw task progress with
progress lines

@) Format the Gantt Chart view
aukomatically

@ about indicators
@J Abouk progress lines

@J Zhange rov height and wrap
Fexk

ft ject Hel

e Open Project 2003.

o If the Getting Started task pane does not open automatically, from the
main menu, choose View > Toolbars > Task Pane:

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



Page 7 - Project 2003 - Foundation Level Workbook

' Getting Started v x

Microsoft Office Online

*  Connect ko Microsoft Office
Cnline

* ek the latest news abouk using
Project

* ek onling kraining For Project

Mare. ..
Search Far:

!

Exarnple: "Print more than one copy”

Open

Mew Product Plan.mpp

Mew Product Brochure - Schedule
Conflicks.mpp

OFFMOVE MPT
Projectl.mpp

[ Mare...

|j Create a new project. ..

o Click on the Other Task Panes down arrow on the top right-hand side of
the task pane. Select New Project to open the New Project pane:

New Project * M

@EN
MNew
|] Blank Project
From existing project. ..

Templates
Search,onli

Shared Warkspace Mew Produck

e Click on Blank Project to open a new project with nothing in it.

¢ Notice how the task pane closes automatically once a new project has
started.
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Showing or hiding the Task Pane

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

Microzoft Project - Project?

@ File Edit Wiew Insert Formakb o==l——De=i--t L. Lindoy
Standard !

P Task Name Faormatting
Callaborate =
e Zuskom Forms
Drawing
Resource Management
. Task Pane o
Tracking "
YWizal Basic
Web
analysis
Caompare Project Versions
Eura Currency Converker
Mebwork Diagram
PERT &nalysis
Cuskomize. ..

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

OR simply click on the “x” at the top right hand corner of the task pane.

Using the Getting Started Pane

tting Started.

on the gr

FOR USE AT THE LICENSED SITE(S) ONLY
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* Getting Started v x

Microsoft Office Online

*  Conneck ko Microsaft Office
Cnline

* zek the latest news about using
Praoject

* ek onling training For Project

Mare. ..

Search for:

|5hared warkspace

Example: “Print mare than one copy”

Open

Projects.mpp
Projectl.mpp

[ Mare...

[J Create a new project...

o This will open the Search Results task pane where topics related to “shared
workspace” are displayed.
e Use the green back arrow to return to the Getting Started task pane:
* Search Results T X

@ d

¢ Click on the Create a new project link to display the New Project pane.

Using the New Project Pane
o If the New Project pane is not already displayed, click on the Other Task

S d‘O\Nn \ ;nd MOJP L E
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‘ New Project *
New

|_] Blank Praject

From existing projeck. ..

Templates
Search online Faor:

office move |

E,’ﬂ Templates on Office Online

2 compuker,

M On my Web sites. .,
Recently used templates

Qffice Move
Mew Product

e Project 2003 now allows you to download templates from Microsoft Office
Online. (You must have internet access for this feature to work). Type
“new product” in the Search online for text box and click on Go:

Templates
Search online for:
new product |

Eﬂ Templates on Office Online

Cin vy compuker, ..
[ On my Web sites...,

e View the results returned to you from Microsoft Office Online. Click on the
green back arrow to return to the New Project task pane.

¢ Project has templates for many different types of projects already made.
They can be a great place to start a project. Click on On my computer to
open the Templates dialog box. Click on the Project Templates tab:

SAMPLE
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Templates

General Project Templates |

a g a a fooo

Commercial Engineeting  Home Mowve  Infrastrocture [t
Caonstruckion Deployment
Microsafk Micrasaft Microsaft Microsaft
Active Direc,,, Exchang...  Office 20...  Office Proj...

Select an icon ko

@ Lﬂ Lﬂ Lﬂ | see a preview.

Microsofk Microsoft Microsaft Microsoft
SharePaoin...  Windows ... ‘Windows,,.  ‘Windaows ..,

il  EEl @Rl (EE] ]

Templates on Office Online | Ik Cancel

e Click on Commercial Construction.

e Click OK.

o Notice how Project opens a new project that would be suitable to base a
commercial construction project on. Briefly scan through the project.

o Close the project without saving.

M Using the Search Results Pane

e Open a new project by selecting File = New from the main menu.

e Use the Other Task Panes down arrow and select Search Results.

e In the Search area, use the drop-down menu to choose where you would like
Project to look for the information and select Offline Help:

Dffline Help |

Micrasaft OFFiceiThling
Assiskance
Training
Templates
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e Type “gantt chart” into the text box, then click on the green arrow:

Search

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

LI | =2

@ Type one ar mare kf:':.fwardsl

e Project displays the search results in the upper portion of the task pane:

§5earch Results *
el el a

Faor additional and updated content,
search Microsoft Office Online.,

@ Learn more

20 resulks

@) Format the Gantt Chart view —
aukormatically

[@ hange the appearance of
lirk lines on the Gantt Chart

@ Change the calor, shape, ar
pattern of Gankt bars

g About views

@) Change the thickness of
zantt bars

Search

|OFFIine Help

|gannt chart

@) Can'tfind it?

ject Help win

isible, from m

select Help > Microsoft Project Help.

e Type “starting a new project” in the Search for text box and click on the
green arrow:
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Assistance

Search For:

|starting a new project| |

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

e Click on Create a new project to open the Microsoft Project Help window:

Search Results v =

Lellela

30 resulks from 2ffice Snline EF"

I@ Create 5 neyy project

Help = CreM and Cpening
Projects

Project plan for new
business

Templates = Project
Management

e Scan through the information provided. Close the Microsoft Project Help
window.

o Close the task pane.
e Close the file without saving any changes.
e EXit Project 2003.

Showing and Hiding Toolbars

e Open Project 2003.

e From the main menu, choose View > Toolbars > Tracking to show the
Tracking toolbar:

SAMPLE
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Standard
Farmakking

Cuskam Forms
Drawing

Resaurce Management

Task Pane

[eios ]

Yisual Basic

Wieh

Analysis

Compare Project Yersions
Eura Currency Converker
Metwork Diagram

PERT Analysis

Project Guide

Cuskamize. ..

Note: A check mark appears beside a toolbar if it is shown.

¢ To hide the Tracking toolbar, right-click on any toolbar and deselect
Tracking from the listed toolbars.

Moving a Toolbar

¢ From the main menu, select View > Toolbars > Collaborate to display the
Collaborate toolbar:

Views | Insert  Format  Tools  Project  Collaborate  Window

Calendar l
Gantt Chart
) o 03 16 Moy '03
Metwork Diagranm T W T IF[S S M T T F]
Task Usage

Eeport

Standard

Wiew Bar Formatking
200, .. ‘

1__

W

v Cuskom Forms

Drawing

e Hover your mouse over the left edge of the toolbar. Your cursor will change
to the move cursor. Click your mouse and drag it to the middle of the

FOR USE AT THE LICENSED SITE(S) ONLY
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Project window:

litnllaborate

e . b | b | B = L=
NN N 3 % 5% @@ﬁj A

The toolbar is now sitting independently in the centre of the Project window.
Close the toolbar by clicking on the “X” on the top right corner of the toolbar.

Using the Standard Toolbar
Open the Standard toolbar by selecting View > Toolbars > Standard.

Hover your mouse over each of the buttons and observe the descriptive tool
tip that appears to help you identify it.

Now let's use a couple of the buttons to get the general idea of how the
toolbar works.

Click on the New button D . A brand new blank project is created.

Now click on the Task Information button. The Task Information
dialog box is opened.

Click Cancel to close the dialog box.

From the main menu, select File > Close to close the blank project.

You do not need to save any changes.

Using the Formatting Toolbar

Open a new blank project by clicking on the New button on the Standard
toolbar.

Open the Formatting toolbar by selecting View > Toolbars > Formatting.
Hover your mouse over each of the buttons and observe the descriptive tool
tip that appears to help you identify it.

Clic

let’'s use a_couple

e button g he general idea of how
e Fo op :
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T 5 -/ B I U
T Tahoma

| T Tempas Sahs 1T

Terminal !

% Times New Eoman B!igc

T Tunes New Roman CE

T Times New Roman CYR
T Times New Foman Greek
% Times New Roman TUR

N |

T Trebuchet M5
i Tunga —I
B Twe Cen MT hd|

e Scroll through the list of fonts until you find Times New Roman. Highlight
and click on it to change the font.

e Now click on the Gantt Chart Wizard button 1"-\ to start the Gantt Chart
Wizard.

e Click Cancel to close the Gantt Chart Wizard.

e Close the file without saving any changes.

Using the Project Guide

e Open Project 2003.

e Display the Project Guide toolbar by selecting View > Toolbars > Project
Guide from the main menu.

Note: If the Project Guide toolbar is not on the drop down menu, select
Tools = Options from the main menu. Click on the Interface tab and
select Display Project Guide. Click OK to close the Options dialog box.
The Project Guide will now be listed in the Toolbars drop down menu.,
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¢ On the Project Guide toolbar, click on Tasks to display the Tasks pane:

@ @TﬂikS

Plan and schedule your
project's tasks by clicking an
iterm below, Clicking an iterm
displays tools and instructions
for completing that step.

et a date to schedule from
Define general working times
List the tasks in the project
Qrganize tasks into phases
Schedule tasks

Link to or attach more task
inforrmation

&dd colurnns of custam
inforrmation

Set deadlines and constrain
tasks

Project Guide

After planning your tasks, yvou

- | Resources = | Track ~ | Repart - can go to the Resources area
to build vour project's team
Tasksl and assign people to tasks,

¢ Use the link area at the bottom of the Tasks pane to display the Resources
pane:

@ @Resnurces

Build your project's team and
assign people to tasks by
clicking an itern below. Clicking
an item displays tools and
instructions for completing that
step.

Specfy people and equipment
for the project

after planning your tasks, vou After entering taslk and

can go to the Resources ar resource information, you can

to build yvour project's teaﬁ ] go to the Track area to track

and assign people to tasks, and rmanage your project as it
progresses,

e Experiment by clicking on some of the guide items to go to the specific
Project Guide windows.
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e Click on the Show/Hide Project Guide icon on the Project Guide toolbar
to hide the Project Guide:

Project Guide -

=M Tasks -+ |[Resources| - | Track ~ | Report -

ShiowHide Project Guide|

o Hide the Project Guide toolbar by selecting View > Toolbars > Project
Guide from the main menu.

o EXit Project 2003.

SAMPLE
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Defining the Project

Opening a New Project

e Start Project 2003.
¢ From the main menu, choose File > New.
e Click on Blank Project in the New Project task pane:

New Projeck s
@ =@
Mews

_1] Blank Project
L@ From existinggtoject. ..

Templates
Search anline for:

| | a0
Dﬁ Templates on Office Online
EX] On my computer. ..

[ On oy Web sices, |,

Recently used templates
Cffice Move
Mew Produck

o Keep the project open for the next exercise.

Using File Properties

e Using a blank project, from the main menu, choose File > Properties.
e The File Properties dialog box is displayed.

¢ Click on the Summary tab, and type New Product Brochure in the Title
field.

s Typeyour name in the Author field:
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Project? Properties E |

iGeneral  SUMMAEry |5tatistics I Cankents I Custam I

Title: Ir'-.lew Product Brochure

Subject: I

Aukhor: IJane Dioe

Manager: I

Campany': I

Cateqgory: I

Keywords:

Carmments:

Hypetlink, I
base:

Template;

v save preview picture

Ik I Cancel

o Click on the Statistics tab to see 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 Click OK to close the Project Properties dialog box.

¢ Keep the project open for the next exercise.

Entering Start and Finish Dates

sanOpen the Project Infonmation dialeg boxgbysselecting from the maingmenu
Project = Project Information.

e, _Use the drop-down calendar in the Start date field/to select Mon
05/701/04:

FOR USE AT THE LICENSED SITE(S) ONLY
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Project Information for ‘Project?”
Start date: Mon 050104 «  Current date: |TLIE 1612103 j
Finish date: KN January 2004 status date: |NF'. j

Maon Tue ‘Wed Thu Fri  Sak Sun
Schedule fron =5 =3 =1 1 = 3 4 Calendar; |Standard j
Al & 7 8 9 10 11 » .
1213 14 15 16 17 18 Prictity: s00 =
19 20 21 22 23 24 25
Hel (014 I Cancel
DR loe 27 ozm o290 an A 1 ancel_|
2 3 4 5 & 7 § [—
E = 3Today: 16/12,/2003 |

Use the drop-down calendar in the Current date field to change the date to
Sun 04/01/04:

Project Information for "‘Project2*

Start date: | Mon 0501 /04 «|  current date: [5un 04/01j04

Finish dats: [Tue 16/12/03 | status dats [ « | January 2004 [ |
Mon Tue Wed Thu Fri Sat Sun

Schedule From: IF‘r-:uject Stark Date j Calendar: | oo 1 31 1 7 3

] ] 7 g 9 10 1

12 13 14 15 1a 17 18

| Statiskics, .. 19 20 21 22 23 24 Z5
- £ EZF OEZF 29 30 31 1

z 3 4 5 & 7 8 [
E | < ) Today: 16/12/2003

Be sure that Project Start Date is selected from the Schedule from drop-
down menu (Project Start Date is the default):

&l kasks begin as soon as possible, Priarity:

Help

Project Information for "Projectl’

Start date: | Mon 05j01j04 »|  curertdate: [sun 04/01j04 ~|
Finish date: | Thu 13/11/03 j Status date:  [NA j
Wﬂ From: Project Start Dake ?

roject Stark Date
R - Il

Leave the other fields (Current date, Status date, Calendar, and Priority)
as the default values.

Click OK. Project will close the dialog box and save the information for you.
Leave the project open for the next exercise.

Establishing a Project Calendar

From the main menu, select Project > Project Information.
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e Confirm that Standard is selected from the Calendar drop-down menu in
the Project Information dialog box:

Project Information for "‘Project2’

Start date: | Mon 0501 /04 j Current date: | Sun 04/01/04 j
Firish date: | Tue 16/12/03 | statusdate:  [nA -
Scheduls From: IF‘r-:ujeu:t Start Date j Calendar:

24 Hours
Al tasks begin as soon as possible, Priarity:

Might: Shift

Help | Skakistics. ..

o Click OK to close the Project Information dialog box and save the project
information entered.

e Leave the project open for the next exercise.

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:

Change Working Time & |
For: IStandard (Project Calendar) j
Set working time for selecked dateis)
Seleck Daterls): Set selected datels) bo;
Cecember 2003 ﬂ ¥ Use default

M| T{w|Th|F[5 |5
1 1213 |4 (5 |6 |7

" Momwarking tirme

" Mondefaulk working kime

g (9 [10 |11 121314_|

Frarm: To:
15 [16 |17 [18 (19 |20 |21 ||:|8:|:||:| |12:EIEI
22|23 |24 |25 (26 |27 |28 | 13:00 17:00

29

a0, | 31 |_—
|_-_
................. |_-_|_—

Mew, .. | Cptions., ., | Ik Cancel |

e Click on New. The Create New Base Calendar dialog box will open.
e Enter Project 2003 Foundation Exercise as a descriptive name.
¢ Click OK:

Help |
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Marme: |F‘r|:|ject 2003 Foundation Exerrise

i Create new base calendar

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

Ok Zancel
b

e Now let’'s pretend that we need to book some time off for holidays. Use the
scroll bar to the right of the calendar in the Select Date(s) area of the
Change Working Time dialog box to find January 2004:

Select Datels);

January 2004
S| M| T[W|Th|F [ s

-
123%
|

11 [12 [13 |12 Hm 17

18 (19 |20 |21 [22 |23 |24

25 |26 |27 |28 (29 |30 |3

=

e Highlight the 15, 2"¢ and 3™ of January 2004 and then select the
Nonworking time radio button from the Set selected date(s) to area:

Seleck Datels): Set selected datels) to:
January 2004 ;I " Use default

s [T Tw il e sk e
" k¥andefault working time

455?8910_'

11 (12 (153 |14 |13 |16 [1F

19 (20 |21 |22 |23

Erom: Tz
26 |27 |28 |28 |30

| |
:_-_
‘e
DV s J:.[

e Click anywhere on the Calendar and notice that the 1%, 2™ and 3™are now
greyed out as non-working time.

¢ Now let's change some of the options on the newly created calendar.
e Click on Options to open the Calendar tab in the Options dialog box.

Change the first day of the week from Sunday to Monday by selecting
Monday from the Week starts on drop down menu:
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Wednesday
| Thursdary
Fridan
| Zaturday

e Click OK to close the Options dialog box.
e Notice how the calendar has now made Monday the first day of the week:

e Click OK to close the Change Working Time dialog box.
o Now will select our newly created Calendar as the calendar to use for our
project. From the main menu, select Project > Project Information.

e Click on the Calendar down arrow and see how the new calendar has been
added to the list. Click on Project 2003 Foundation Exercise to select it.

e Click OK to close the dialog box and save the changes.
e Keep the project open for the next exercise.
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Saving

Qtitting agd Closing] W 4/ § Fews®™ |

From the main menu, choose File > Close to close your preject:

From the main menu, choose File > Save to open the Save As dialog box:

Save As

Save in:

I lD My Documents

j'@'L!I qu@TTDD[ST

o

My Recent
Docurnents

Q

Deskiop

k«

My Documents

My Computer

My Mebwork
Flaces

)My eBooks

hﬁMy Music

hﬂMy Pictures

)My Received Files

L) Snaglt Cakalog

File name:

[

| Save I

Save as bype: Ipr,:,]-e,:t {*.mpp)

=~

Zancel |
&)

Browse to find your Project 2003 Foundation Samples folder. Double-

click on it.

Type New Product Brochure in the File name field:

File name: INEW Produck Brochure. mpp

=l

Save as bype: IPrDjEEt {*.mripp)

Click Save.

-

Leave the project open femthe nextexercises

—
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(i}
m

[ Mew, Crrl+hy

(= Open... Chrl+0

& save ! Chrl+5
Save As...

e From the main menu, choose File > Exit to exit Project 2003.

SAMPLE
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Entering Tasks

e Start Project 2003.
e Open New Product Brochure.mpp from your Project 2003 Foundation
Samples folder in My Documents.

e Close the Project Guide:

@@Tasks

Plan and schedule vour
project's tasks by clicking an
itern below, Clicking an item
displays tools and instructions

for completing that step,

03 Jan '04
S|S|M|T w|

By

Define the project

Nefine arneral workinn times

e If you are not already in the Gantt Chart view, from the main menu, select
View > Gantt Chart.

e Click in the first row of the Task Name column of the Gantt table.

e Type Write Brochure.

e Press Return.

e Leave the Duration, Start and Finish dates as is:

1)

1 Wirite Brochure 1 day? | Mon 0500104 Mon 05001204

Task Mame ‘ Duration

Start ‘ Firish ‘

Entering Subtasks

o Click, in the seécéond row'of the Ganttitabléjundéerneath "Write Brochure™:
s Type Research New Product.

e mPress Return.

o Type Createan,Outline.

e Press Return.

o Type Write a Rough.Draft.

e Press Return.

e Type Edit Rough Draft.

e Press Return.

e Highlight "Research New Product" by clicking on it.
¢ Click on the Indent icon on the Formatting toolbar to make it a subtask:
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ﬁ Microsoft Project - Hew Product Brochure. mpp

ﬂj File Edit Miew Insert  Format  Tools  Proje
@ | % = Ty show~ | Aral -

3

B _'_"Ind.;nfr.l- 4 AV 4 @B T 9

Research Mew Product

o Task Mame Curation
Wite Brochure 1 day?
2 I Research Mewy Product I 1 day?
L ]

e Now highlight rows 3, 4, and 5.
¢ Click on the Indent icon on the Formatting toolbar.

Entering Task Durations

e Use the arrow buttons on the right end of the Duration box to adjust the
duration of the Research New Product task to 2 days:

o Tazk Mame Duration Ste
1 = Write Brochure 1 day? Mon 05
2 Reszearch Mew Product m hom 02
3 Create an Outline 1 day?" hon 0f

e Because you manually changed the duration of the task, the question mark
which indicated an estimated duration disappeared. To specify that the
changed duration is still an estimate, click on the Write Brochure task.
Click on the Task Information button on the Standard toolbar. Recheck
the Estimated box in the Task Information dialog box:
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T azk Information |
General I Predecessors | Fesources fdvanced | Mokes | Zustom Fields |
Mame:  [Research New Product Duration: [ 2d? :I [¥ Estimated:
Conskrain task 0
Deadline: | MA j
Constraint bype: |,.:.,5 Sann As Possible j Constraint dake:  [ma j
Task type: |Fi><Ed Units j [V Effort driven
Calendar: |N|:|ne j I |scheduling igmores resource calendars
WES code: | 1.1
Earned value method: % Complete j
[ Mark kask as milestone
Help | ITI Cancel

e Click OK.
e Notice that the estimated duration of the Write Brochure summary task has

changed as well, as the duration of a summary task is based on the durations
of the subtasks:

(5] Tazk hame ‘ Duration Ste |03 Jan '04 «|

M [T (W TIF |
1 = Write Brochure 2 days? Mon 05
2 Research Meww Product 2 days? hon 05
3 Creste an Outline 1 day? hlon 0F
4 Write a Rough Dratt 1 day? hlon 02
3 Edit Rough Draft 1 day?| Mon 05

@reating a Sgmmarygliask gu  pe— —

e miln row 6, type Prepare through/desktop publishing.
e Press Return:

e Inrow 7/type Get quotes from printers.

o Press Return.

e Inrow 8, type Get printed.

e Press Return.

¢ Inserta row by highlighting row 6:
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Task Mame | Duration | Start
1 | Write Brochure 1 day? |[Mon 0501704
2 Feszearch Meww Product 1 day? | Mon 02001104
3 Create an Outline 1 day?| Mon 0550104
4 Wite & Rough Draft 1 day? | Mon 0501104
3 Edit Fough Draft 1 day? | Mon 0501104
Prepare through deskiop pub 1 day? | Mon 050104
et quotes from printers 1 day?| Mon 0550104
Get Printed 1 day? | Won 03001104

¢ From the main menu, choose Insert > New Task.

e Type Print Brochure. Accept the new task name by clicking on the check
mark in the entry bar:

3| Print Brochure

e With the task still highlighted, click on the Outdent button on the
Formatting toolbar:

-r' =

I OLTtdelnt

e Notice how Print Brochure becomes a summary task and the three tasks
below it become its subtasks.

e We will now enter the remaining tasks in our project.
e Inrow 10, type Distribute Brochure.

e Press Return.

e Inrow 11, type Create mailing list.

e Press Return.

e Inrow 12, type Do mass mail out.

o Press Returns

e Highlight row 10 and click'on the Qutdent button on the Formatting
toolbar.

¢ Fromnthe main menu, selectFEile/> Save.

Using Récurring Tasks & & & -

e Highlight row 10.
e From the main menu, choose Insert > Recurring Task.
e The Recurring Task Information dialog box opens:

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



Page 31 - Project 2003 - Foundation Level Workbook

Recurrning Task Information |

Task Mame: | Durakion: |1d =

Recurrence pattern
" Daily
& ieekly
" Monthly ™ Sunday W fondayi [ Tuesday [ wednesday

" Yearly [ Thursday [ Friday [ Saturday

Fange of recurrence

Skark: IM':'” 050104 j ¢~ End after: |3':' 3: DLCUFFENCES

& End by |Fri 30007704 j

| EVERY j week on;

alendar For scheduling this task

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

Help | Ik I Cancel |

o Enter Team Meeting in the Task Name box.
e Enter 1h in the Duration box.

¢ Select the Daily radio button in the Recurrence pattern area and the
Workday radio button.

¢ In the Range of recurrence section select the End after radio button and
choose 3.

e Click OK to return to the Gantt Chart view.
e Click on the Outdent button on the Formatting toolbar.
¢ Notice the recurring task symbol in the Indicator column:

10 | | Team Meeting

¢ Expand the Team Meeting task by clicking on the + symbol.

Usiig Task Netes gm A EE u —

e mbouble-click on the Print Brochure [task and select the Notes tab in the
Task\Information dialog box:
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Summary Tazk Information |

General I Predecessars | Resources | Advanced Maotes |Custu:um Fields |

Mame: |F'rint Brochure Duration: Ilda';.f? 3: IV |Estimated

Motes:
i=| g

A=

Femember to ask Kate for recommended printers

Help | (4 Cancel

¢ Type Remember to ask Kate for recommended printers.

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

¢ Notice the note symbol in the Indicator column:

G {'—'-..} =l Print Brochure 1 day? Mon 0
i % Prepare through deskiop 1 day?| Mon QO
g Get gquates from printers 1 day?| Mon 0
| et Printed 1 day? Mono

e Hover your mouse pointer over the note symbol to read the note:

G @ Sl Orint Brochura 4 gy Mon 0

7 2 Motes: ‘Remember bo ask Kate For 7| Mon O
| recommended printers' ¥
ay? hon O
]

 GetFrinted | 1'dayv?  Wan 0

AssighingMilestanes WA B 1 i B

o Double-click on the Edit Rough Draft task to open the Task Information
dialog box. Select the Mark task as milestone checkbox in the Advanced
tab:
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T azk Information |
General I Predecessors | Fesources | Mokes | Zustom Fields |
Mame: |Edit Rough Draft Durakion: WH [# Estimated
Conskrain task
Deadline: |N-':'- j
Constraint bype: |,.:.,5 Sann As Possible j Constraint dake:  [ma j
Task type: |Fi><Ed Units j [V Effort driven
Calendar: |N|:|ne j I |scheduling igmores resource calendars
WES code: | 1.4
Earned value method: % Complete j
™ Wark kask as milestone
Help | ITI Cancel

e Click OK.
e The task is now marked by a diamond in the Gantt Chart view:

Sts 05 Jan'04  a|

o

Tazk Mame ‘ Duration

5 M [T [T
=] Write Brochure 2 days? Mon 05

Fesearch Meww Product 2 days? ) Mon 05

Create an Outline 1 day?| Mon 05

Write & Rough Draft 1 day?| Mon 05

Edit Rough Draft 1 day? | Maon 0
=l Print Brochure 1 day? Mon 05

Entering Constraints

s Double click gnithe Print Brochure task to open the\Task Information
dialog box and click on the'Advanced tab:
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Summary Tazk Information |

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

Mame: |F'rint Brochure Duration: Ilda';.f? 3: IV |Estimated

Conskrain task.

Deadline: | MA j

Constraint tvpe: | IR e g Rl e ] ) » Constraint date: (A j

Az Soon As Possible
Finish Mo Laker Than

Task bype: ™ |Effork driven
Calendar: I |scheduling igmores resource calendars
WES code: | 2

% Complete j

Earned valus method;

[ Mark kask as milestone

Help | | (4 I Cancel

e Select Start No Earlier Than from the Constraint type drop-down menu
and type Wed 07/01/04 in the Constraint date field. This will ensure that
the printing of the brochure cannot start before 7 January.

e Click OK.

¢ Notice how the tasks have been moved in the Gantt Chart view:

- =l Print Brochure 1 day? Mon 05 "

¥ Prepare through deskio) 1 day?| Mon 05
g Get quotes from printer: 1 day?| Mon 05
9 Get printed 1 day? hlon 0F

A = Print Brochure 1 day? Wed ¢
Prepare through deskto) 1 day’? | Wed 07
Get quotes from printer: 1 day? | Wed 07

et printed | 1ty vied Ol
ECMTlsalh BN 70 B 1} [

e Double click on the Team Meeting 1 taskto open the Task Information
dialog box.

e Change the duration of the meeting to 2 hours by entering 2h in the
Duration field:
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T ask Information

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

Marmne:

Conskrain task.

|Tean'| Meeting 1 Duration: |2 b 3: [ Estimated

]|

Deadline: | A j

Constraint bype: |Start Mo Earlier Than j Conskraint date: |Mn:|n 05,01 /04 j
Task type: |Fi><Ed Units j [ Effort driven
Calendar: |N|:|ne j I |Scheduling ignotes resaurce calendars

WES code: |3-1

Earned valus method;

% Complete j

[ Mark kask as milestone

el | [ ox |

Cancel

e Click OK.

Deleting Tasks

e Highlight row 14 (the Distribute Brochure task).
e Right-click and select Delete Task:

5| db
EE|
P It

Tday?  Fri1202m0;
Cut Task T AT

Copy Task
Paste

Paste Special. .,

Mew Task

-

Note: Ifthe Planning Wizard dialog'box appears, choose the Cancel radio
button, and select the Don't tell me about this again box. Click OK. Now

Delete

Fonkd..

Te+k Shvlas — -l— -

right click again and select Delete Task:

e Notice how all of the subtasks were deleted along with the summary task.
¢ Undo the deletion by selecting Edit > Undo Delete from the main menu.
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Moving Tasks

Highlight row 10 (the Team Meeting summary task).
Place your mouse over the ID number of the task until it becomes a move
cursor:

=) =EL FTINILEA I L=y | v
4 ﬁ 213 days Mon
1174 54 Team Meeting 1 2 hrs| Mon
12 |4 Team Mesting 2 1hr| Tue
13 |[E4 Team Meeting 3 1 hr | Wied

Click and hold your mouse, and drag the cursor until the horizontal grey
stripe is above row 1 as illustrated below:

[

Duration

Wrne Brochure

2 Research Mew Product 1 day? Mon
3 Create an Outline 1 day? hon
4 Wirite & Rough Draft 1 day? | Mon
3 Edit Rough Draft 1 day? hon
& |[Ed . El Print Brochure 1 day? Wed
fi Prepare through desktop 1 day? | Wed
g et quotes from printers 1 day? | Wed
9 et Printed 1 day? Wed

213 days Mon

2hrs MWon
1hr Tue

1 hr | iivied

14 =l Distribute Brochure 1 day? Mon

Notice that all of the subtasks were moved with the summary task.
From the main menu, select File > Save.
Close New Product Brochure.mpp.

Gigating Dgpefidencies, AN H_4& § e

UsingdFinish-to-Start (FS) Dependencies

Because most tasks in a project cannot occur concurrently, you must assign
dependencies, telling Project that one task cannot start until another finishes
or that a task cannot finish until another task finishes etc.

Open New Product Brochure.mpp from the Project 2003 Foundation
Work Folder.

Double-click on the Create an Outline task to open the Task Information
dialog box.
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e Select "Research New Product” from the drop-down list in the Task Name
column of the Predecessors tab:

T ask Information |
General Predecessors | Resources | Advanced I Motes | Cuskarn Figlds |
Mame:  [Create an Outline Duration: I 1d? 3: ¥ Estimated
Predecessors;
%]

1D Task Mame Type Lag

| -

Wi'rite a Rough Draft
Edit Raough Draft
Print Brochure

Prepare through desktop publishing

et quotes from printers
et Printed
Distribuke Brochure

reate mailing lisk

Do mass mail ouk

Help I | Ik I Zance|

e Select Finish-to-Start (FS) in the Type column:

T ask Information |
General Predecessors | Resources | Advanced I Mokes | uskom Fields |
Mame:  [Create an Outline Duratian: I 1d7 3: ¥ Estimated
Predecessors;
%[ Finish-to-Start (FS)
10 Task Mame Type Lag
2 Research Mew Product ~d0d
Start-to-Start (550
(| [~ FinieheEaeFirish FF)
Start-to-FinishfSE)
tMone)

Help | | Ik I Cancel

e Click OK. This tells Project that you cannot start creating an outline until the
research for the new product is complete.

¢ Notice the ID number of the predecessor is shown in the Predecessors
column of the Gantt table, and the dependency is represented by an arrow
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in the Gantt Chart:

Create an Outline

Wirite & Rough Dratft
Edit Rough Draft

[Fd v & Print Brochure

Prepare through deskiop
Get gquotes from printers
Get Printec

[=I Distribute Brochure

Create mailing list
Do maszs mail out

2 days?

1 day?
1 day?
1 day?
1 day?
1 day?
1 day?
1day?
1 day?
1 day?

070104 1 70104 B
Won 0501104 Mon 0550104
Won 0501104 Mon 0550104
Wed 070104 Wed 0T/01/04
Wige 070104 | Wed 070104
Wigd 070104 | Wed 070104
Wigd 070104 | Wed 070104
Mon 050104 Mon 050104
ion 0501104 Mon 0300104
on 0501104 Mon 0500104

Tazk Mame Duratian | Start ‘ Finizh Fredecesaors 035 Jan '04
SlsM[Tw[T[F[&]

[l Team Meeting 2,13 days |Mon 050104 Wed 07/01/04 g B8

Team heeting 1 2hrz| Mon 0310104 hon 0580104 ﬁ

Team Meeting 2 Thr Tue 00104 Tue 060104 B

Team Meeting 3 1 hr | Wied 0700104 | Wed 0701104
=l Write Brochure 3 days? Mon 050104 Wed 070104

Rezearch Mews Product haon 030104 Tue 060104

Using Start-to-Start (SS) Dependencies
e Double click on the Create mailing list task to open the Task Information

dialog box.

e Click on the Predecessors tab.

e Click on the down arrow at the right side of the Task Name column and
scroll down the list to select Get Printed:

Taszk Information |
General Predecessors | Resources | Advanced I Mokes | Zuskom Fields |
Mame: |Create mailing list Duration: I 1 day? 3: [ Estimated
Predecessors:
%]
1D Task Marme Type Lag
| =
Write Brochure
Research Mew Produck
Zreate an Dutline
I ------------- Mrite a Fough Draft
""""""" Edit Rough Drart
................. Brint Brochure
I Prepare through deskiop publishing
et quokes from printers
Do mass mail ouk —
Help I | Ik I Zance|
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Choose the Start-to-Start dependency from the drop-down menu of the
Type column. This lets Project know that you can start creating your mailing
list while the brochure is being printed.

Click OK

Now we will finish assigning the dependencies for all of the tasks in the
project.

In the Gantt Chart view, hover your mouse pointer over the Create an
Outline task until the cursor becomes four arrows pointing outward:

5 =l Write Brochure Jdays? M ~
] Research Mew Product 2days? b

T Creste an Outline 1 day?

g Wiite & Rough Draft 1 day? b E

9 Ediit Rough Draft 1 dayy | h ¢ 05
10 |[Ed 2. EI Print Brochure 1 day? W Py

Click and drag the mouse pointer to the Write a Rough Draft task. 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:

e Team Meeting 2 1 b

Finish-ta-Start Link.

Frarm Finish OF: Task 7
To Stark of; Task &

Create an Outline 1 day? W
Wiite & Rough Draft 1 day? b

Release the mouse and the link will be created.
Now we’ll create the dependencies for the remaining tasks.

Create a Finish to Start dependency for the following tasks using the drag
and drop method in the Gantt Chart view:

Task 8 (Write a Rough Draft) to Task 9 (Edit Rough Draft)

Task 9 (Edit Rough Draft) to Task 11 (Prepare through desktop publishing)
Task 11 (Prepare through 'desktop publishing) to Task 12 (Get quotes from
printers)

Task 12 (Get'quotes from printers) to Task 13 (Get printed)

Task 15/(Create mailing list) to Task 16 (Do mass mail out)

As you add the dependencies, notice how the durations of the Summary
tasks change.

From the main menu, select File > Save.
Close New Product Brochure.mpp.
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e To see a sample of what the project should look like so far, open New
Product Brochure — Tasks.mpp from the Project 2003 Foundation
Samples folder.

SAMPLE
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Resources

Creating a Resource List

e Open New Product Brochure.mpp from the Project 2003 Foundation
Work Folder.

e From the main menu, choose View > Resource Sheet.
e Click in the first row of the Resource Name column.

e Type Jane Doe.

e Press Return.

e Click in the second row of the Resource Name column.
e Type Katie Aiko:

Katie Ako
(1) |Hesu:uuru:e Marme: |Type I
Jane Doe Work
2 [atie Aika fwiork

e Press Return.

e Type Postage in the third row.

e Press Return.

e Select Material from the drop-down list in the Type column:

o |Hesu:uuru:e Mame |Type |I'-.-1
1 Jane Doe Wiork
2 Katie Aiko Wiork

3 Postage W
Waork,

e "Enter. Stamps as a unit of measurement in the"Material Label field:

O [nfucdtbne [ pe ) el 8ol [n

Jane Doe \ark J
2 Watie Aiko Wik K.
Postage Materizl IS‘tamps IF'

L _ — |

e Press Return.
e Leave all other options as the default as we will cover them in the following
exercises.

¢ Save New Product Brochure.mpp by clicking on the Save icon on the
Standard toolbar.
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Entering Working Time

e Open the Resource Information dialog box by double clicking on the
Resource Name Jane Doe in the Resource Sheet view.

o Click on the Working Time tab.

e Select the Project 2003 Foundation Exercise from the Base calendar
drop down menu:

Hezource Information |
General Wiorking Time | Costs | Motes | Custorm Fields |
Resource Name: |Jane Do Base calendar:  [§S=ls ELs|
. . 24 Hours
Set working time F lected dat
et working time for selected dakels) Night Shift
Select Dakes): Project 2003 Foundation Exercise
November 2003 ;|| Standard N
Ml T|W|Th|F 15 25 " Monwarking ke
" Mondefaul: working time
3 4 5 & 7 o 9
—I Frann: To:
10 [11 {12 EEN 14 |15 [ 16 |na:cu:| |12:Eu:|
On this calendar:
17 118 [19 |20 |29 |22 | 23 |13:DEI |1?:|:||:|

Edits to & daw of
—! the week

! Edits ko an
{individual day ll | |

24 |25 [26 |27 |28 |29 | 30 | |

Help | Details. .. | | Ik I Zance|

e Click OK.

¢ In the Resource Sheet view, select the Project 2003 Foundation
Exercise calendar fromgthe Base Cale ndargdrep,down eelumn for Katie

Aiko.
e From the main menu selectFile > Save.

Entefig€osts W B W 0 § L L

¢ In the Resource Sheet view, enter the following rate information for Jane
Doe.

e Type 20 in the Std. Rate column.

e Press Return.

e Type 30 in the Ovt. Rate.

e Press Return.
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e Enter the following rate information for Katie Aiko.

e Double click on Katie Aiko to open the Resource Information dialog box.
e Click on the Costs tab.

e Type 30 in the Standard Rate column.

e Type 45 in the Overtime Rate.

e Click OK to close the dialog box and return to the Resource Sheet view.

e Enter the following rate information for Postage.
e Type 0.5 in the Std. Rate column.

e Press Return.

e Your resource sheet should look like this:

Type |Material Label |In'rtia|3 |Gr0up | Maix. Units | Stod. Rate: | Cwt. Rate Costilse |Accrue & |Base Calendar | Code
1 WMok J 100% 20.,00mr S0.00%r 0.00 Prorated Project 2003 Fou
2 |work K 100% 30.00mr 45 00Hr 0.00 Prorated Project 2003 Fou
3 |haterial Stamps P .50 0.00 Prorsted

e Leave Prorated in the Accrue At field. Project will calculate the cost
throughout the project.

¢ From the main menu, choose File > Save.

Entering Notes

e Right-click on the Jane Doe resource and select Resource Notes from the
drop-down menu to open the Resource Information dialog box:

Reszource Information H |

| Custom Fields

General | ‘Working Time | Costs

Resource MName: |Resource 1

Motes:

3 S P —

Help | Details. .. | (0] 4 I Cancel
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e Click on the Notes tab.
o Type Send reminder regarding team meeting in the Notes area.
e Click OK to save and attach the note to your resource.

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

(1] Resource Mame |Type |r-.-1aterial Lakel |
1 e Jane Doe Work
a {3} Motes: 'Send reminder regarding beam
mesking,'
3 - — — mps

e Click on the Save button on the Standard toolbar.

Assigning Resources

¢ From the main menu select View > Gantt Chart.

e Double click on the Team Meeting 1 task to open the Task Information
dialog box.

e In the first row in the Resources tab, select Jane Doe from the drop-down

list.
e In the second row, select Katie Aiko:
Tazk Information Ed |
General I Predecessors Resources | Advanced I Maokes | Zuskom Fields |
Marme: |Team Meeting 1 Curation: |2h 3: [ Estimated
Resources:
Fo o |
Resource Mame LInit=s
Jane Doe 100%:

| -

Jane Doe

l‘ POStage g

Help | (0] 4 I Cancel

e This assigns both resources to the team meeting because both resources are
required to attend the meeting. Click OK to close the dialog box.

¢ In the Gantt Chart view, use the drop down menu in the Resource Names
column to assign the following tasks to Jane Doe:
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Research New Product
Create an Outline
Write a Rough Draft

In the Gantt Chart view, use the drop down menu in the Resource Names
column to assign the following tasks to Katie Aiko:

Edit Rough Draft

Prepare through desktop publishing
Get quotes from printers

Create mailing list

Double click on the Do mass mail out task to open the Task Information
dialog box.

Click on the Resources tab.

Assign Jane Doe, Katie Aiko and Postage to the task.

Change the Units for the Postage to 5,000.

Click OK:

Task Information |

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

hlame: rm Ciur akian: Ill:l? 3: [¥ Estimated

Resources:

| Jane Doe
Resource MName
Jane Doe

K.atie Aiko
Postage 5,000 5

Select File > Save'to save the changes.
From the main menu, select File > Close.
Exit Project 2003.

To see an example of what the project should look like so far, open the New
Product Brochure — Resources.mpp from the Project 2003 Foundation
Samples folder. Look at both the Gantt Chart and Resource Sheet View.
Close without saving any changes.
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Views

Introduction to Views

e Open New Product Brochure.mpp from the Project 2003 Foundation
Samples folder.
e From the main menu, choose View > View Bar. A check mark will appear

beside View Bar if it is selected, and it will be displayed vertically on the left
side of the window:

View | Insert  Formak T

Calendar

Gantt Chart Sslendar
Metwork Diagram
Task Usage Gankk
Tracking Gantt Chart
Resource Graph
Resource Sheet Mebwark
Resource Usage e
More Views. ..

1 Reports...
Toolbars »
Miew Bar .
Zoom... g Tracking

¥

¢ Click on Calendar to move quickly to the Calendar view.
e Click on Network Diagram to move quickly to the Network Diagram view.
ide the Vie ar by lecting i m i drop,down men

lit. The wi

el on the le he

window to activate the top pane.
o Right click and select Calendar from the pop up menu:
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FENEE ALy -
Res: JaneD_I

Calendar

Gantt Chart

Mebwork Diagram Team Mee |

= Task Usage Skart: 0701}
= y Finish: 07{01}
& Tracking Gantt Pes: JaneD
_.;“ Resource Graph
ﬁ Resource Sheet
Resource Usage  Ehure Research |
More Vi Stark: 05/01/
e R Finish: 0601/
Yiew Bar

Fes: Jane D
E—
e The Calendar is now displayed in the top pane.
e Remove the split by selecting Window > Remove Split from the main
menu.
e Close the New Product Brochure.mpp file without saving any changes.

Using the Calendar View

e Open New Product Brochure.mpp from the Project 2003 Foundation
Samples folder.

e Select View > Calendar from the main menu.
e The calendar is displayed in a monthly format to show scheduled tasks:
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| Fezearch Mew Product, 2 days? | |Crea’[e an 0uﬂinn|

|F‘repare thmugh| |Get guites frnm| |Get Printed, 1 ds| |D|:| mass mail 0u|

Create mailing lis

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

e The solid black bar shows a milestone.

e Scroll through the months by using the arrow buttons on the top right corner
of the windows:

o Close the file without saving the changes.

e Open New Product Brochure.mpp from the Project 2003 Foundation
Work Folder.
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From the main menu, choose View > Gantt Chart.

Double click on the timescale at the top of the Gantt chart to open the
Timescale dialog box.

In the Middle Tier tab, select Three tiers (Top, Middle, Bottom) from the
Show drop-down menu:

Timescale |

Top Tier Middle Tier | Eotkarn Tier | Mon-warking kirme I

Middle tier Formatting
LInits: |'-.-'u'eeks j Label: |28 Jan 02 j W Use fiscal vear

Count: |1 3: aligns |LeFt vI IV Tick lines

Timescale options

I aa o | T biers (Middle, Botkarn) Size: [100 = e, |V Srale separator
one tier (Middle)

Presiew -
Twio biers (Middle, Boktonn)
29 Dec' an 04 19 Jan ‘04 26 Jan '04
M T [ [ [ TIFIS|sMITW[TIFIS|SIM[T|wW|T|F]|

Help | (0] 4 I Zancel

Click OK.

Experiment with resizing the two windows of the Gantt Chart view. Hover
your mouse cursor over the grey vertical divider until it becomes two lines
with arrows pointing outward. Click and drag the line until it is in the position
you desire:

Firizh 28 Dec '03
SIM|T w|T[F]

| Thina72)
Tue 13011
Thu o1 oftiR
l?uzmw
hon 12401/ |
Tuedamiid

From the main menu, choose View > Zoom. The Zoom dialog box is
displayed:
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Zoom G|

Zaorm ko
1 week
{2 weeks
{1 month
= 3 months
{1 Selected basks

™ Entire project

% Custom: I 7] | Day(s) j
Reset | Ik I Zancel |

Select 1 week.

Click OK.

Use the Zoom Out icon on the Standard toolbar to see two weeks.
Close the file without saving the changes.

Using the Network Diagram View

Open New Product Brochure.mpp from the Project 2003 Foundation
Work Folder.

From the main menu, choose View > Network Diagram (If it is not already
shown).

Hide details of the Write Brochure task by clicking on the box on the upper
left corner of the Summary task node:

ite Brochure
Skart: 05/01/04 ID: 1
Finisb: 09/01/04  Dur: S daws?
Cormnp; 0%

Pifferent shaped nodes represent/different types of tasks. Let's change.the
format of the Team Meeting 1 shape. Select Team Meeting 1. Choose
Format = BoX Styles from the/main menu. The Box Styles dialog box
opens with available options:
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Box Styles Ed |

Skyle settings For: Presiew;

Zritical

Critical Milestone
Moncritical Milestone

Critical Summary [Name]
Moncritical Surmmary

Skark:: [atart 100 [ID
Critical Inserted Projeck .e!r [_Efr] hied -
Moncritical Inserted Project Finish: [Finish] ~ Dur: [Duration]
Critical Marked Rest i [Resource Mames]

Moncritical Marked
Critical External
Moncritical External
Project Surmmary

[~ Set highlight Filker style Showe daka From task ID: | 3:

Data template

|Standard j Maore Templates, .. I

Border

Shape: | —1 vI Colar: |. Blue vI Width: |— "I

¥ show horizontal gridiines [ show vertical gridlines

Backaround

Color: ||:| Aqua vI Pattern:
Help | (o] I Zancel

¢ Change the Border colour to Maroon.

¢ Change the Background colour to Silver
e Click OK.

e Observe the new look of the shape:

Team Meeting 1

Start: DSM01004  ID: 2
Fimish: 050104 Durs 2 hrs
Res:  Jane Doe, Katie Ailko

s Close the file without saving the changes.

Usingithe/ffaskiUsage View §H & i B

e Open New Product Brochure.mpp from the Project 2003 Foundation
Samples folder.

e From the main menu, choose View > Task Usage.

e Right-click on Work in the Details column of the Task Usage chart, and
select Cost:
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Detail= T i T
Wiork

War

E Detail Skyles, .
Wior Wiark,

Wit Actual Work
hian Cumulative \Wark
oy

D Baseline 'Waork,
Wi

Wior Actual Cost
Wiark |

¢ Notice that now both Work and Cost are listed in the Task Usage chart:

. |05 Jan '04
Detail= ¥ T Wi
otk 4k 2h 2h
Cost 100.00 a0.00 a0.00
Wiork 4h
Cozt 100.00

o By default, the Task Usage table is shown in the left pane:

o Task Mame ‘ Wk ‘ Duration Start
1 1 = Team Meeting Ehrs 213 days Mon 050104
2 | = Team Meeting 1 4 hrs 2 hrs| Won 050104
Jane Doe 2 hs Moy 0501404
Katie Afko & hrs Man 0O I0L

n at the top left corner of th

e Right-click and select Cost:
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Enkry ! i

Hyperlink,

Schedule

Surmmaty
Tracking
sage
Variance

Yok,

Maore Tables. ..

¢ Now the costis displayed in the table:

Tazk Mame Fixed Cost | Fixed Cost Accrual | Total Cost
1 |E Team Meeting .00 Prorated 200.00
2 =] Team esting 1 .00 Praoratedd 100.00
P Jane Doe 40.00
— Katie Aiko 80,00

o Close the file without saving the changes.

Using the Resource Graph View

e Open New Product Brochure.mpp from the Project 2003 Foundation

t the bott
h the project fall.

ocations:
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03 Jan '04

200% -

160% -

160% -

140% -

120% -

Jane Doe
Overallocated:

Allacsted:

100% -

G0% -

G0% -

40% -

20% -

Peak Units: [

< lal »

e Use the scroll bar at the bottom of the left pane to view other resources.
o Close the file without saving the changes.

SAMPLE
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Printing Reports

Using Print Preview

e Open the New Product Brochure.mpp from the Project 2003 Foundation
Samples folder.
¢ From the main menu, select View > Gantt Chart.

e Display the print preview window by clicking on the Print Preview icon

& on the Standard toolbar
e This is an example of a Gantt Chart in print preview:

Won BHTNT H B
T [ e T B Jans Dos Kate am0
T GaaTa B far Con, haths Lo
TR T [ER June Dou, Habs ABo
TaTE BRochure Won RN g L — -
FETERT W P TERTT O T Jans Do
Trvak an ol Taa; 7| Ped GroTaT amw Doe
T & SRR VT o Jams G
BT P ST

Wad WA
Ted ToBTHs
THT TR Jans Dos. kats Ako. Poitig

. Eavired Terhs R

Ertee. i (agd A cRrRg: . ' P— Tkl g
Date: Fri 1471100 EEETTERTT T TP I T

EXT IC,&F‘S LM o

on the Zoom butt ‘ ; _
Click on the One page tto he display size.

Click on the Close button to close the Print Preview mode and
return to the Gantt Chart view.

e Close the file without saving any changes.

Understanding Page Setup
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Open the New Product Brochure.mpp from the Project 2003 Foundation
Samples folder.

From the main menu, select View > Network Diagram.
Click on the Print Preview button on the Standard toolbar.
Notice that it would take several pages to print the Network Diagram. Let's

change the page setup so that it will fit on one page and also add a header
and footer.

Close the Print Preview window.
From the main menu, select File > Page Setup:

Page Setup - Aezsource Usage |

F'age | Margins I Header I Foaker | Leqend | Wigt |

Orientakion
[

" Partrait A | % Landscape
Scaling

0+ fdjust bo: 100 = %% normal size

" Fit ka: |1 3: pages wide I:n;.fll 3: Eall
Ckher

Paper Size: |F'-4 j

First page number: |.ﬂ.ut|:|
Prink F‘revieg...l Opkions. .. | Prink. .. | 04 I Cancel

Click on the Page tab and select the Fit to radio button in the Scaling area.
Set it to scale to 1 pages wide by 1 pages tall:

Scal
i Adjust ka:
v o

Click on the Header tab.
Select Project Title from the General drop down menu and click on Add.

Select Project Start Date from the General drop down menu and click on
Add again. You can observe your new header in the Preview area.
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Page Setup - Network Diagram |
Page | Margins Header | Foaker | Leqend | Wigt |
Presview:

New Foducl Brochare mpp RMonCs0 104

Alignment: Left Center Right

#[Project Title] &[Start Date]

Ald 8@ el al b

General; |F‘r-:|ject Stark Date j add
Project fields: | %% Complete j Add

Prink Preview, .. | Opkions. .. | Prink. .. | 04 I Cancel

Click on the Footer tab and select Page Number from the General drop
down menu. Click on Add:

General: Page Mumber

Project fields:
el e Total Page Count

Project Title

Prink Preview, ,.| “0mpanty Mame
— |Manager Mame

_I—l'._ Project Stark Date

Click on the Legend tab and select None from the Legend on area:
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Page Setup - Network Diagram |

Page | Margins I Header I Foaker Legend | Wigt |

Presview:

Frokecl: Mew Froduc] Bochure Jmpp
Dake: B 141108

I Legend on;

Alignment: Left Center Right
" Every page

" Legend page

Wi_dth:lS.DB 3; o

Al &l @
General: |F‘age Murmber j add | Legend Labels. .. I
%, Complete - add |

Prink Preview, .. | Opkions. .. | Prink. .. | 04 I Cancel I

Project fields:

e Click on OK.

e Now click on the Print Preview button to open the Print Preview and view
the changes you have made to the page setup.

e Close the Print Preview window.
e Close the file without saving any changes.

Understanding the Print Dialog Box

e Open the New Product Brochure.mpp from the Project 2003 Foundation
Samples folder.

¢ From the main menu, select View > Calendar.
e From),the main menu, select File =/Print.
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e This opens the Print dialog box:

Canon Bubble-Jet BIC-4300 |

e Choose the printer you would like to use from the drop-down menu in the
Printer section (the selection will depend on which printers you have
installed on your computer).

e Select All in the Print range area.

e Select the Dates radio button in the Timescale section, which allows you to
select the dates you would like to include in the report.

e Set the From date to Mon 05/01/04 and the To date to Fri 09/01/04.
This will print only the tasks that are included the dates of our project:

SAMPLE
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Print |
~Prinker
Mame: |Fax j Properties |
Skakus: Idle
Type: Microsoft Shared Fax Driver

Where: SHRF &

Cornrmenk:

~Prink range Copies

& Al Murmber of copies: Iﬂ 3:
" Page(s) From: I ::I Ta: | :I

lesiels ¥ Manual page breaks
Al
(+ Dates From: |Mon D5/01/04 -
To: |Fri 0901 o4 j
[ Print left column of pages only

Preview | QI I Close |

Click on the Preview button to open the Print Preview window.

Click on the Close button to return to the Calendar view without printing the
page.

Close the file without saving any changes.

Understanding the Different Types of Reports

Using Overview Reports

Open the New Product Brochure.mpp from the Project 2003 Foundation
Samples folder.

To display the Overview Reports dialog box, from|/the main menu, select
View > Reports.
Click on Overview and then click on Select.

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

Edit. ..

Close |

Project Summary: Top-Level Tasks Critical Tasks

Milestones Wiarking Days

Click on Project Summary and click on Select. The print preview opens
and shows top-level information about the entire project including dates,
duration, work, costs, task status, and resource status.

Click on Close to close the print preview.

Experiment with the other types of Overview reports by choosing each of
the options and clicking Select.

Using Current Activity Reports

To display the Current Activities Reports dialog box, from the main menu,
select View > Reports.

Click on Current Activities and then click on Select.

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

Current Activity Reports |

Completed Tasks Should Have Started Slipping Tasks
Tasks

Click on Tasks Starting Soon and press Select.
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e Enter Mon 12/01/04 in the first Date Range dialog box, and click OK:

Date Range Ed
Show kasks that start ar Finish after; oK
[Man 12f01/04 j

Cancel

e Enter Fri 16701704 in the first Date Range dialog box, and click OK:

Date Range

And befare: oK I
[Fri 16/01/04] j
Cancel
_ cencel_|

e The report is opened in the Print Preview window and shows only the tasks
that start after Mon 12/01/04 and before Fri 16/01/04.

e Click Close.

o Experiment with the other types of Current Activities reports by choosing
each of the options and clicking Select.

¢ Click Close.

Using Cost Reports

e To display the Costs Reports dialog box, from the main menu, select View
> Reports.

e Click on Costs and then click on Select.

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

Cost Reports |

Crverbudget Earned Yalue
Resources

e Click on Cash Flow and click on Select.
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The report is opened in the Print Preview window and shows the project
costs, sorted by task, in weekly time increments.

Click Close.

Experiment with the other types of Cost reports by choosing each of the
options and clicking Select.

Click Close.

Using Assignments Reports

To display the Assignments Reports dialog box, from the main menu,
select View > Reports.

Click on Assignments and then click on Select.

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

Aszsignment Reports E |

Edit. .. |

Close |

whio Dioes \What Who Dioes What
When

To-do Lisk overallocated
Resources

Click on Who Does What When and click on Select. The report is opened
in print preview and shows daily work scheduled for each resource on each

task.

Click Close.

Experiment with the other types of/Assignments reports by choosing each
of the options and clicking ‘Select;

Click,Close.

Using Workload Reports

To display the Workload Reports dialog box, from the main menu, select
View > Reports.

Click on Workload and then click on Select.
There are two Workload Reports: Task Usage and Resource Usage:
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Workload Reports |

Edit

I

Close

Task Usage Resource Usage

Click on Task Usage and click on Select. The report is opened in print
preview and shows tasks, resources assigned to each task, and the amount
of work assigned to each resource, summarised in weekly increments.
Click Close.

Experiment with the other Workload report by choosing Resource Usage
and clicking Select.

Click Close.

Using Custom Reports

To display the Custom Reports dialog box, from the main menu, select
View > Reports.

Double click on the Custom icon in the Reports dialog box to open the
Custom Reports dialog box.

Select Project Summary from the list of reports:

Cuztom Reports |

Reports:

Critical Tasks A Mew. .. |

Craosskab

EI:I k..
Milestones I

Crverallocated Resources
Crverbudget Resources CDF".-"
Crverbudget Tasks

Project Summarsy Qrganizer ... |

Fesource
Resource (material)

RE‘%EE fwork)
miee f \

Click on Edit to open the Report Text dialog box.
Change the Font to Times New Roman, and the Font style to Bold Italic.
Click OK.

Click on the Preview button to open the print preview window. Notice that
the font is now bold italic Times New Roman

Click Close on the Print Preview task pane to return to the Custom Reports
dialog box.

Close the Custom Reports dialog box.
Close the Reports dialog box.
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Creating a New Report

e From the main menu, choose View > Reports.

e Double click on the Custom icon in the Custom Reports dialog box.
o Click New:

Cusztom Reports |

Reports:

s alendar
Budget Report
Cash Flow

Completed Tasks

Critical Tasks
Crosstab oy |
Earned Value
Milestones Qrganizer... |

Crverallocated Resources
Crverbudget Resources

Crverbudoet Tasks LI

Preview Setup. .. | Prink I Cancel

e Select Task from the report types listed:

Define New Report |

rk bype:
' -
Resource k
Maonthly Calendar |
Crosstab _l":‘g"-":E
=
e Click OK.

e In the Definition tab, type Custom Report in the Name box.

e Clickion the Details tab and select/Notes and Predecessors in the Task
area:
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Tazk Report |
Defirition Details | Sort |
~Task -hssignment —————————————
v Maokes r [otes
[ objects [ Schedule L':E’ll
Pt I Cost Texk. .. |
[ [%gccessnrs [ work

[ Border around details
™ Gridines between details
[ Show kokals

e Click OK.
¢ Note that your Custom Report is listed among the other reports in the
Custom Reports dialog box:

Cusztom Reports |

Reports:

Base Calendar - New. .. |
Budget Repaort
Cash Flow '

Edit. ..
Completed Tasks | B0 |
Critical Tasks
Crosskab Copy,.. |

Earned Yalue ﬂg Qrganizer, ., |

Milestones
Crverallocated Resources
Crverbudget Resources LI

Close

Preview | Setup,.. |

e, Click on the' Preview button to see your newly created report that shows all
the tasks with their predecessors/and notes.

e Click on Close.

sn.Close the Custom Reports dialog box.
e Close the Reports dialog box.
e Close New Product Brochure.mpp without saving the changes.

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

e Open the New Product Brochure.mpp from the Project 2003 Foundation
Samples folder.
¢ From the main menu, select View > Gantt Chart.

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

Repart —-!

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

Change the ook or content of the Gantt Chart

Compare progress against baseling wu:u!k

See the project's critical tasks
See how resources' time is allocated

See project costs

e This will open the Print Current View Pane:

I@@Print Current Yiew

Specify number of pages

To print the current view, the
Gantt Chart view, as a report,
select a length for the report:
{¢ Cne page

{7 Multiple pages

SAMPLE

Print Prewview || Print |

Step 1 of 4

&% Save and go to Step 2
@ Done
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e Click on Save and go to Step 2 to continue:

Print Prewview || Print

Step 1 of 4

o Save and go to Step
@ Done
Mexk

o In Step 2, leave all options as they are.

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

e In Step 3, leave all options as they are.

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

e Click Print to print your report.

e This will open the Print dialog box.

¢ Click OK to print.

e Close the file without saving the changes and exit Project 2003.

SAMPLE
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