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Installing the Sample Files

e Create a folder called

Project 2007 Foundation Files

under the My Documents folder (or the Documents folder if you are using
Windows Vista).

o Copy the sample files to the Project 2007 Foundation Files folder.

SAMPLE
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Introducing Microsoft Project 2007

What is Microsoft Project 20077

e Microsoft Project 2007 is the project management software produced by
Microsoft. It provides you with all the tools you need for effective planning,
tracking, problem solving, sharing and completing a project in keeping with
conventional management principles and practices. It can be used for a
project of any size. It provides a framework to start your project, as well as
the means to organise and manage effectively. It is like having a project
management assistant.

& 1 Microsoft

:2.0ffice Project 2007

121 2006 Microsoft Corporation, All rghts reserved,

File Compatibility
¢ The file name extension remains .mpp, which is the same as previous
versions.

¢ Unlike many of the other Microsoft 2007 applications, such as Word,
PowerPoint and Excel, the file format used by Microsoft Project 2007 is
compatible with earlier versions stretching back to Microsoft Project 97. This
means that if you create,a, project file using Microsoft Project 2007, itwill be
able to be opened by people using earlier versions of Project, all the way
back to Microsoft Project 97.

WARNING. Even though the file format is compatible, if you use advanced
features that are available within Microsoft Project 2007, but which are not
supported by earlier versions of Micrasoft Project then if youropen a 2007
contents file using an earlier version, the advanced functionality may be lost.

The Project 2007 Screen
e When you first start Microsoft Project the screen will look similar to the
illustration below.
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B Microsoft Project {Trial) - Projucti

U] pe g wew et Fomet Ik Bolect Espot Widow el Adobs POF Type 2 question fur help =83
A5 BAY A B S0 B e ER O RS Meen - QAT GG,
L3 ¢ = Ey show= il -5 - BJ U EEF alsk B
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The table area to the left is the area within which you can enter the individual
tasks making up your project.

The area on the right, displays the task information in the form of a Gantt
chart.

Drop Down Menus

e The drop down menus are similar to the standard drop down menus found in
the majority of Windows based application programs.

@ File Edit Wiew Insert Format Tools  Projeck Report wWindow  Help

of comman
inting arr
the com

ds are
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=] File  Edit
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Calendar

Gantt Chart

Mebwork Diagram
Task Usage

Tracking Gantk
Resource Graph
Resource Sheet
Resource Usage

Moare Views, .,

Table: Entry

Toolbars

Turn ©On Project Guide
View Bar

Hide Change Highlighting
Header and Footer...

Zoam,..

=] ilnsert Format Tools Projectk  Report  Window  Help  adobe PDF

P R ra —
A S MIEERNIR =3
=5 +~ B I U = = = alTasks
Start Finizh Predecessars Re

Standard

Formatting

Custarn Farms
Drawing

Resource Managernenk
Tracking

Yisual Basic

YWeb

fcrobat POFMaker 8.0

Metwork Diagram

Cuskomize...

e Some of the commands, such as the Zoom command, are followed by three
small dots. This indicates that a dialog box will be displayed if you click on
these commands. Try clicking on the Zoom command and you will see the
following dialog box displayed. You can click on the Cancel button to close

dialog bo

) 3 months
Selected tasks
(:) Enkire project

() Cuskom: |34 ||DEI‘:-“(5:'

vl

[ Reset ]

Ok ] [ Cancel

]

PLE
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Using the Ask a Question Box

e The Ask a Question box is displayed towards the top-right of your screen.
This feature allows you to type a question, or key words, for a subject with
which you need help.

e Click inside the Ask a Question Box and type New features.

Tvpe a question for help | = & X new Features| - X

o Press Enter and you will see the Project Help dialog box displayed, as
illustrated below.

€ Project Help =) K
QRO M BAMP R 5
new features ~ B Search -

Q Mot connected. To see additional and updated content from Office Online .
dick here,

Project

13

Searched for: "new features"

Results 1-25 of top 100 Page:[1] 23 4 & Next =™

@ What's new in Microsoft Office Project for the desktop
Help = What's new

@ Get the latest online content while working in the 2007
release
Help = Getting help = Using Microsoft Office Qnline

@ Create a new task (single or recurring)
Help = Creating tasks

AMPLE

Help = Sequendng tasks in a project

@ Use the Project Guide to start a new project
Help = File management

@ Visual Reports - New Template dialog box

Poje Hep e

|
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Click on the link titted What’s new in Microsoft Office Project for the
desktop. You will see the following dialog box describing the new features
within Microsoft Project 2007. Scroll down and briefly read up on some of the

new features.

) Project Help i S
@EROR BALQ =
new features ~ B Search -

a Mot connected. To see additional and updated content from Office Online
dick here,

F’:ra}e': = What's naw

]

What's new in Microsoft Office ,
Project for the desktop

Get productive quickly
with new tools that help you track project
schedules and finances, while effectively
communicating project information,

Microsoft Office Project Standard 2007 is a robust project
management tool that provides the right blend of usability, power,
and flexibility, so you can manage projects more efficiently and

effectively.

NOTE | Microsoft Office Project Professional 2007 includes all the

capabilities in Office Project Standard 2007, In addition, Office Project v |
¥ |

< 1] |
je

tfHE:p | ¥ ikl r
se the ' i .
NOTE. Ya ' ime, to display the

Standard Toolbar

e This 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.

DS @AV &E@F 9o = g5 g8 = L] 'S @ MoGrow R/ E e
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New - creates new project.

Open - opens an existing project.

Save - saves the current project.

Print - prints the project.

Search - performs a search.

Print Preview - changes display to print preview.

Spelling - performs a spell check.

Cut - cuts the selected range to the Office clipboard.

Copy - copies the selected range to the Office clipboard.

Paste - pastes the last item from the Office clipboard.

CEUV NP EE DR D

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

¢

Link Tasks - links selected tasks.

b Pl

<% Unlink Tasks - unlinks selected tasks.

\li
£in . Split Task - splits selected tasks.
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Task Information - displays the Task Information dialog box.

—J Task Notes - displays the Notes tab in the Task Information dialog box
.7

¥ Task Drivers — Displays items that drive the selected task.

$ Assign Resources - opens the Assign Resource dialog box.

Publish All Information - publishes to the Microsoft Project Server.

Mo G - . ..
ks Group by - groups tasks according to your selection in the

drop down menu.

..t{'
Zoom In - increases the zoom.

"i Zoom Out - decreases the zoom.

4 Go to Selected Task - changes the view to view details of the selected

task.

L‘" Copy Picture - opens the Copy Picture dialog box.

| ; |
_g Microsoft Project Help - opens the Project Help Pane.

Formatting Toolbar

e This‘toolbar provides quick access to commonly used formatting actions.
Each icon represents a particular action. When you point to an icon with you
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.

=
]
]
1]
r
o
3

A % 4 = Fg Show -~ | Arial -8 - B I - =

w Outdent - makes the selected task a summary task.

r

o
1
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Et' Indent - makes the selected task a subtask.

aF

Show Subtasks - shows subtasks.

Hide Subtasks - hides subtasks.

_a Hide Assignments - hides assignments.

Show = . .
=" Show - allows you to select the level of detail you want to see in your
project from a drop-down menu.

Arial -
| e Font - selects fonts from a drop-down menu.

° N | Font Size - selects font size from a drop-down menu.

Bold - changes the selected text to bold.

Italic - changes the selected text to italic.

= ~ W

Underline - underlines the selected text.

Align Left - aligns the selected text to the left.

Center - aligns the selected text to centre.

to the selected

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

-,
Hl;\ Gantt Chart Wizard - starts the Gantt Chart Wizard.
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Task Panes

e Task panes will be displayed when needed and will allow you to complete a

range of tasks. For instance start Microsoft Project and then click on the File
drop down menu and select the New command.

‘=t File igdit View

=L

=

= N P

=
V(=
o |

Close

¢ This will display the New Project task pane. This pane could be used to
complete a number of different tasks, related to creating a new project.

@ File Edit Wew Insert Format Tools Project  Report  Window  He

NS H AV ¥R 900 e sl

Eies A

fd P # = b show- | Arid -8 -|B 7 U|=:

New Projeck v X

(@18 &

MNew
] Blank Project
[F__"..EI From exisking projeck...

o Task Mame

Templates
Search online For:

| (a0

Eﬁ Templates on Cffice Cnline

[F__"..El 20 compuker, .
(& On Web sites. ..
Recently used templates

Eleckronic Government (E-Gow) P
Horne Maosve

Tradeshow Planning, Execution 2
nsurance

at the top-right e
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@ File Edit ‘Wiew Insert  Format  Tools  Project Repork Wi
NEH &3V 6 2BI 9-0- @ e

P % o = o oshow~ | Arial '

E Tasks = Resources = Tra

Mew Project X

®|®|a

Mew
|_] Blank Project

[[‘E'J From existing project...

Templates
Search online For:

Go

Efa Templates on Office Cnling

Closing Microsoft Project
Click on the Close icon, shaped like a small cross at the top-right of the

Microsoft Project window

or use the keyboard shortcut Alt-+H-4.

Opening an existing Microsoft Project

o Reopen Microsoft Project.
e Click on the Open button within the Standard Toolbar.

=

This will display the Open dialog box.

ied]c3

v @-a Xmd-

Open

Lookin: |L_) My Documents

[ My Recent
wanerls

Fie name: | ~| | opec..
Fles of bvpe! | wicrosaft Project Fies (*.mg®) v_l
Toals v I Cpen vi Cancel )|
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e By default the Open dialog box displays the contents of the My Documents
folder (or the Documents folder if you are using Windows Vista).

e You should see a folder called Project 2007 Foundation Files. Double click
on this folder and you will see sample files that we will use on this course.

o Select the file called Sample.mpp and then click on the Open button. You
will then see a sample project file displayed as illustrated below.

B Microsoft Project {1rial) Sample.mpp

Y B £t wew Ieet Foma Took Prolect Beport Window  Help  Adobs POF Typs & question fur helti 55 ERE
JAFHBLF BB S0 Be B DER e - AT dE
L o9 @ = Ty show= dial =8 = B J U EE ATz @ W
Hw-mm-nm-mrvi
© [Tsskane TOwn | Sad | Feih Pedecesss R Ot3 [ElmWd ——Tiajmid [15 Jn 9 BEFCA ELC SFE T &
| | | | WP ST M T[T [F SIS MIT W [T F SIS M TIWITIF (515 [M[T WIT[F [S{S M7 WITIF SIS M[T W,
= Team Mesting A3 days  Mon 5104 Wed T804 "N
? Team Meeting 1 2hes Mon SAOA Mon 50108 ]
o] Temm Meetng 2 | Ihe Tue&MI04  Tue & 08 ['}
=] T Meeting 3 The! VWed 70104 Wed T D8 0
| =l Vitite Brochure Sdays? MonS#104  Fri 004 —
Research New Producl, 2 days? MSMNI Tue 501,08
Craste an Cutine 1 day? Wed 70104 Wed 704 B mg
Wirde & Rough Draft Voay?  Thumtod  ThuBnos 7 El
| e Rough Dran 1day?  Fri9mim4  Frigmios B
T = Print Brochure 3 days? Mon 129104 Wed 140104 .Au—t'
| Frepaes Mrough Gesc | cay? Mon 1240104 Mon 120104 8
| Gt quobes from printer | cay? Tue 130104 Tue 130104 11
Gt prréed 1 clay? Wied 180108 Wed 148108 12
I Distrilate Br ochure 2 days? Thu 159104 Fri16e1o4
Creste maling kst 1 day? Thu 150404 Thu 150108 13 1
Do mass mail ot 1cay? Fr16AN04 FriGM04 15 &
-
{ —
» e ¥

e Tasks are listed in the left side, and the Gantt chart view is displayed to the
right.

View Bar
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Wiew ilnsert Farmat  Tool

s Project Re

=] Eile  Edit

Calendar
Gantk Chart
Metwork Diagram

Task Usage

Tracking Gantt

Resource Graph

Resource Sheet
Resource Usage

More Wiews, ..

Table: Entry

Toolbars

Turn OFF Project Guide
View Bar

Hide Change Highlighting

Header and Footer, ..

Zoom. ..

.(H,!

on

hrs
b
b
ys? | Mon
57
Y
Y
Y
Mon 1
hon 1
Tue 1
W 1

ys?
Y

Y

Y

=] Nictrilurda Rrachira

The screen will now look like

F o ? | Thae 4

this.

U] Bl Bdt Wew frewrt Fomet Took Projct Broot Windew Mol AdchePOF

g @AY DB F 9-0-

B o didn LR e

- 8 g ﬂ”_ﬁ

i mading kst
el ot

T 15001 04
Fri 10 4

1
LR

PL

P % b o= En o | eia 8 B 70 EEE AT - W a
T Tads - Resoumces - Trak - Rt < o
|
O Tash Nome Duration Stark Firish  Prodecessors mu:“w :J-H:-l :IMn'M 19 b
@ T Meeting AT days Mon SU1RE Wed 70184 '] |'_II|'_I '
: Tasn Masting 1 Iree Mon SONAH Mon S04 ']
= T Mesetig 2 T Tus BN Tue BOLEH o
| T esling 3 Th Vesd TONOE  Vied TN 1]
= Writs Brochums Solaye? Mon S0U81  Fai S01ad —
Frsearchbow Produel 2days?  Mon SOLO4 Tue BO1O4
Crente an Cutine Teawy? ViedTONE Vs TO004 6
Wirte a Fough Dran Tday?  TaR0NOL  ThuBO104 T
Exit Ricugn Deatt 1day?  Fr@0nge  Frisonos o
TH  Priet Brochiss Fedays? Mon 12008 Wed 140184 *}
Frepars though dasiss| 1 day? on 101AM  Mon 120104 §
Get quotes Irom prrter . 1 day? Tue 1ROIA Tue 120104 11
[ 1 cla? Vil 1R Vied 120104 12
= Distribate Br ochui e Polays? Thu {58184 Frilealad

E

[Mecrosoft Poswront - [Prasantstent ]|

As you can see there are lots of different views available. In fact if you click
on the More Views icon at the bottom of the View Bar you will see a dialog
box displaying all the different views. Click on the Cancel button to close
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this dialog box.

More Views

X

Yiews:

Bar Rollup

Calendar

Descriptive Metwork Diagram
Dietail Gantk

imantk Chart

Leveling Gantt

Milestone Diate Rollup
Milestone Rallup Organizer. ..
Multiple Baselines Gankt
retwork Diagram
Relationship Diagram b

L .ﬁ.pplu[ Cancel

[*

Mew...

Edi...

COpY...

—_

Project Guide

e The Project Guide helps you to build your project, step-by-step. To display

the Project Guide toolbar, click on the View drop down menu and then select
the Turn On Project Guide command.

@ File Edit | ¥Wiew | Insert Format Tools  Project  Beport  Window Help  Adobe PDF

5 d E‘I 5 femigEs - (M - =] ‘%}.5 :I'? | e & MoGroup
f@ B = GenttChart .8 | B I U === alTasks .
Metwork Diagram
| §
o Task Usage | Start Finish Predeceszorz  Resource b
Tracking Gantt

Resource Graph
Resource Sheet

Resource Usage

Mare Yiews, .,

Header and Footer, ..

Zoam,..

e The Project Guide will be displayed as illustrated below.
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e fl e et P Dk folt Bt fedw del ke ftF
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o ShTuse = [0 e e | SE | R e N EMITWITFEEMITWITFEEMIT
Plan and schedule paur 1 [ Toanu Mesting EXT) Mo Goriad Wed T ad
?m';':"*““ tasks by cicking an T Teetrn Mevting 1 ::: Mo ST Mo S X g e
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e The Project Guide, as the name implies, is there to help guide you through
using Microsoft Project.

o EXit Microsoft Project 2007, without saving any changes.

o Reopen Microsoft Project. As you can see the View Bar and the Project
Guide, are still displayed.

Creating a new project
e As you have seen, when you start Microsoft Project, by default it displays a

c use this
page, to sta
nk proje

| create a new,
Creating a new project based on a template

e You can use a template to create a project, to achieve a particular task, such
as moving house. To try this, click on the File drop down menu and then
click on the New command.
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o

@ Eile iE-:Iit Wigww Insert  Format  Tools  Project  Repo
: L] Mew... U
5 Open tr+o | g
Close
el Save Chrl+5
Sawve fs h

You will see the New Project Task Pane, displayed towards the left edge of
your window, as illustrated below.

@ File Edit Wiew Insert  Formak  Tools  Project  Report wWindow  Help  Adc
NDEHRAV BRI I -~ & ¢35 58| = ]
‘@ % # = Fo show- | Al -3 - B I U E=E=

i[5 | Tasks = | Resources -

Track = | Report

-

MNew Projeck -

([®|®| &

MNew

(4] Tazk Mame

] Blank Project
El From existing project. ..

Templates

Search online For:
| et}

EF" Templates on Cffice Cnline

[F__"..El n compuker, ..
(@] On'Web sites. ..

Recently used templates

Gankk
Charkt

Harne Mowve

Mew Business
Marketing Campaign Planning
e Product Launch

Searn:h online for:

(a0

i Templates on Cffice Onllne
| [F__"..—ﬂ O compuker. ..

[l On Weh sites...

This will display the following dialog box.

3anktk
Chart

_—

ocal Ird disk, CE
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Templates 5|
General | Project Templates |
& [z
Blank Project R
Preview nok available.
[ Templates on Office Online [ Ik ] [ Cancel
e Clicking on the Project Templates tab, within the dialog box, will display a
range of templates, as illustrated below.
Templates 5|
Generall Project Templates l
(& [=; (=] i=; Al [
#nnual Report Commercial Custamer Cuskamer = Py
Preparation  Construction  Feedba, .. Service Ra...

wigw nok avail

[ Templates on Office Online ] [ I ] [ Cancel

e Select and double click on the Home Move template. You will see the
following displayed.
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Srgariry tncks irin phases L - Mool Adirasian . [T
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e As you can see this is a project for moving home. By the end of this course
you should be able to create new projects, using existing templates, and
customise them for your specific needs.

Closing the current project

e Often you may want to close the current project, in this case the Home
Move project, but leave the Microsoft Project program open. Press Ctrl+F4
and you will see the following dialog box. In this case click on the No button
and the project will close.

Microsoft Office Project
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Setting up a Project

File Properties

e Open Microsoft Project 2007 and by default a blank project is displayed.
e Click on the File drop down menu and then select the Properties command.

= Eile | Edit Wiew  Insert
1 Mew..
=

B

5

0|

Close
& save
Save As...
Save Workspace...
Page Setup...

Prink Preview

i b

Prink. ..
Send To

Properties

o The Project Properties dialog box will be displayed.

Project1 Properties

General | Summary |5tatistics || Contents || Custu:nm|

Title: Project1

Subject: |

|
|
Author; | |
|

Manager: |

Hyperlink |
base:

Template:

|:| Save preview picture

L oK J [ Cancel
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There are a number of tabs within the dialog box.

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

Summary tab:
You can enter any additional information you may want to record regarding
your project.

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.

Contents tab:
Shows a project summary. It tells the start date, finish date, duration, work
hours, cost, % complete and % work complete.

Custom tab:
Allows you to add custom file properties to the project.

Click on the Summary tab, and type New Product Brochure into the Title
field, as illustrated below.

Type your name into the Author field.

Project1 Properties

General | Jummary |Statistics || Conktents || Cuskam |

Title: |New Praduck Brochure |
Subjeck: | |
Author: | Dravid Murray |

et

Hyperlink |
base:

Templake:

|:| Save preview picture

l Ok ] [ Caniel
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e Click on the Statistics tab to see the dates that the project was last created,
modified, accessed and printed, as well as who saved it last, the revision
number and the total editing time.

o Click on the OK button to close the Project Properties dialog box.

Inputting Start and Finish Dates

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

¢ Open the Project Information dialog box by clicking on the Project drop
down menu and selecting the Project Information command.

@ File Edit Wiew Insert Format Tools | Project hﬂepnrt Window Help  Adobe

DZE@RT BB S q = 'l %

@ % + = Fg chow- Arial Filkered For: All Tasks 3 .
B aroup by Mo Group 3
;15 |/Tasks + | Resources = | Track + | Repor
Cikline 3
WES 3
@ B Tasks *
I 4 <chedul Task Information,..  Shift+Fz2
Plan and schedule yvour
project's tasks by clicking an Task Motes. ..
itermn below. Clicking an item ? ]
displays tools and instructions mn  TaskDrivers

for completing that step. Eraject Infarmation

Set a date to schedule from I

¢ You will see a dialog box similar to that shown below. The dates will be
different however.

Help ] [ Skakistics. .. ] [ (] 4 ] [ Cancel ]

¢ Use the drop-down calendar in the Start date field to select Mon
05/701/04.
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Project Information for, ‘Project1’

Start date: Mon 5{01 04 v|

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

Current date: | Sun 4/01/04 v|

NOTE. We are using these dates so that you can work through the examples
in this manual and you will see the same results, as well as the same issues
and problems, illustrated within these examples. In real life you would
obviously use dates that are current with your project.

Your dialog box will now look like this.

Project Information for ‘Project1’

Start date: 050104 w|  Current date: | 0401704 v|
Firiish date: [ Mon 23{06/08 | Statusdate:  |NA v|
Schedule Frarn: | Project Start Date w | Calendar: | Standard » |

Help ] [ Skatjskics, .. ] [ K J [ Cancel ]

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

Project Information for ‘Project1’

ark Da

[Project Finish D
T -i

e Leave the other fields as the default values.

o Click on the OK button. Microsoft Project will close the dialog box and save
the information for you.
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Setting up a Project Calendar

e Microsoft Project supplies three basic calendars (Standard, Night Shift and

24 Hours) which you can use as foundations to create your own base
calendar.

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.

e To set up the project calendar, click on the Project drop down menu and
then select the Project Information command.

¢ Confirm that Standard is selected from the Calendar drop-down menu, in
the Project Information, dialog box.

Project Information for ‘Project1”

Start date: Mon 5{01/04 ~|  Currertdate: |Sun 4/01/04 v|

Finish date: [Mon 5{01/04

| Skatus date: |NF'- V|

Sandrd |
24 Hours

Might Shift

Standard

Schedule From: |F‘r|:|ject Start Date Calendar:

Help | | statistics...

o Click on the OK button, to close the Project Information dialog box and
save the project information.

Making a New Calendar

¢ To make a new calendar, click on the Tools drop down menu and then select
the Change Working Time command.

@ File Edit Wiew Insert Format | Tocols hEr-:uject Report  window  Help  Adobe PDF
= 4 @Y g o
P ] % show = i Dot
Wy EE
o Eetween Projects. ..
Import Ouklook Tasks. ..
Change Warking Time. ..
g Assign Resources,.,  Alk+F10
Rrcrirrs Sharinn *

e The Change Working Time dialog box will be displayed.
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Change Working Time

For calendar: Standard (Project Calendar) b Create Mew Calendar ... ]
Calendar Standard' is a base calendar.
Legend: Click on a day to see its working times:;
June 2005 | Waorking times For 16 June 2008;
M T|W]|Th| F S S
y « 5:00 AM Eo 12:00 PM
« 1:00 PM ko 5:00 PM
2 3 4 5 o] 7 o
9 (10 [11 |12 |13 |14 {15
Based on:
(a1 |18 |19 |20 |21 |22
Defaulk wark week on calendar 'Standard',
23 |24 |25 |26 |27 |28 |28
30
w
Exceptions W'ark \Weeks
Mame Skart Finish ”
|
L

Comors ) o] (s

Click on the Create New€alendargbuttompwithingthe dialog box.

Creake MNew Calendar, ..

The Create New Base Calendar dialog box will be displayed.
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Create Mew Base Calendar.

i

Marme: |C|:u|:ﬂ;.-' of Standard

) Create new base calendar

(%) Make a copy of |5tandard

V| calendar

| o

J [ Cancel

]

Enter Project 2007 Foundation Exercise as a descriptive name.

Create Mew Base Calendar.

X

Marme: |F'ru:-jeu:t 2007 Foundation Exercise|

) Create new base calendar

(%) Make a copy of |5tandard

V| calendar

| o

J [ Cancel

]

Click on the OK button.

Now let's say that we need to book some time off for holidays. Within the

Click on a day to see its working times section of the dialog box, select
the 1%, 2" and 3" of January 2004

NOTE: You will have to use the scroll bar within the dialog box to display

dates in January 2004.

NOTE: To select these dates click on January 1 and with the mouse pointer
pressed down move across to January 3. Then release the mouse pointer.

Change Working Time

For calendar:

|F‘r-:ujeu:t 2007 Foundation Exercise

Type Holiday Time in the Exceptions area of the dialog box, as illustrated

below.
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Exceptions wark Weeks l

Mame Skark Finish -~
Holiday Time|

e Click in the Start column next to the name Holiday Time and you will see
the following changes.

Change Working Time

For calendar: |F‘ru:ujeu:t 2007 Foundation Exercise o Create New Calendar ... ]

Calendar 'Project 2007 Foun...'is a base calendar,

Click on a day to see its working times:

January 2004 | 1 January 2004 is nonworking.,

12 113 [14 |15 [16 |17 |18
Based on:

19 [20 [21 |22 |23 |24 |25
Exception 'Holiday Time' on calendar

26 |2F |28 |73 |30 |31 IF'I’IIIjEIZ': 2007 Foun...'.
Mondefault work,
b week 3
Exceptions Work Weeks l
Mame Start Finish ~
1 Holiday Time 1/01/2004  ~[3/01/2004

| Delete

Il‘r ]
Options. .. ] [ Ok ] [ Zancel

¢ You will notice that January 1, January 2 and January 3 are now greyed
out as non-working time. Click on the OK button to close the dialog box.
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Applying a new Calendar

Information command.

We have created a new Calendar, now we have to apply it to our project.
Click on the Project drop down menu and then select the Project

Click on the Calendar down arrow and see how the new calendar has been

added to the list. Click on Project 2007 Foundation Exercise to select it.

Project Information for ‘Project1®

Start date: | Man 5/01/04 w|  Currentdate: [Sun 40104
Einish date: [Man 5f01j04 | Statusdate:  [Ma
Schedule framm; |Prnject Start Date v| Calendar: F
| tep | | Statistics... Night Shift
Project 2007 Foundation Exercise

| i [standard

Click on the OK button.
Keep the project open for the next exercise.

Saving a project
e Click on the Save icon.

=] File  Edit
ARN=N"

This will display the Save As dialog box.

Save As

Saver: | L) My Documents

v| @@ Xm@-

o MyRecent My Music
(2 My Pictures

Tation files

|
File pame: |Praject

Save as bype: iPrDiBtt (*.mpp}

&
H ¢
§

5
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e Double click on the folder called Project 2007 Foundation Files folder,
which will take you to that folder.

e Type New Product Brochure in the File name field.

File name: |r'-.lew Product Brochure|

Save as bype: |F‘ru:ujeu:t (*.mpp)

Tools -

e Click on the Save button.

Setting up Currency and Language within Microsoft Project
e Click on the Tools drop down menu and select the Options command.

Tools iEru:ujecI: Repork  Window  Hi
=7 speling... F7

b

AutoCorrect Options. ..
: Document Managermenk
= Links Between Projects. ..
= Impoart Outlook Tasks..,

Change Waorking Time. .. =
3 el Assign Resources...  Al+HFLO
* Resource Sharing »

Level Resources. ..

] Tracking (3
in i
Macro k
i
Organizer. ..

Cuskomize

Dptions. .
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Options ri|
Interface | Security
Schedule Calculation spelling Save
Aiew General Edit Calendar

Default vigw: | Gartt Chart v|
Calendar bype: |Gregnrian Calendar v|
Date Format: | Mon 28/01/02 |

Show
Status bar Scroll bars OLE links indicatars
Windows in Taskbar Entry bar Project screentips
Bars and shapes in Gantk views in 3-D

Cross project linking options For ‘Projectl’
Showe external successors Show links between projects dislog box onopen
[+] Show external predecessors Automatically accept new external data

Currency opkions for ‘Project1’
Symbial: § Decimal digits: |z -~ |
Placement: $1 V| CUFFEncy: ALID V|

Ctline options For 'Project1’
Indent name Show outling symbiol [ ]5how project summary task
[ ]5how outline number Show summary tasks
o) (o ]

Click on the View tab, and from within the Currency section of this tab you

SAMPLE
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B Ry EOR I AL R Ry PP

Symbal: Decimal digits: [z -
Flacement: £1 | Currency: E F

. . o . ZZK .

Cutline opkions For 'Project 1 KK =
Indent name Show outline| DOP [ ] show project summary task,
[ show outline number Shaw summg D20

EEEK

EGP

ELIR.

GEL

a7

HKD

HML

HRE L k. J [ Cancel

HUF

IDR. W
T

NOTE: The currencies have been abbreviated. Common examples are listed
below.

GBP = Great British Pounds.
USD = United States Dollars.
AUD = Australian Dollars.
EUR = Euros.

e If you have time quickly have a look at some of the other tabs within the
Options dialog box and see what is available. For example clicking on the
General tab allows you to set the number of Undos that you can use. You
can also set standard and overtime pay rates for use within projects. The
Save tab allows you to set a time period to automatically save your work.

e EXit the Microsoft Project program.

SAMPLE
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Tasks, Notes & Milestones

What are Tasks?

e Tasks are the specific activities which must be completed in order to finish
your project, similar to a 'to-do’ list. Your task list is the backbone of your
project plan.

o It is essential to make your task list as comprehensive as possible, because if
a required task is omitted, you may not be able to achieve all of your goals.

o It is beneficial to create your task list in approximately the same order as the
tasks will be performed.

Entering Tasks

e Open Microsoft Project 2007.

e Open a project called New Product Brochure.mpp which is located within
your Project 2007 Foundation Files folder under the My Documents (or

Documents) folder.

o Close the Project Guide (by click on the Close icon at the top right of the
Project Guide pane).

@ @) Tasks x

Plan and schedule your
project's tasks by clicking an

itern below. Clicking an item
displays tools and instructions
for completing that step.

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

SAMPLE
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@ File Edit Wew Insert Formatk  Tools  Project  Report  Window  Help  Adobe PDF

N H @AV $ R2E T 9-06- 0 |z chenE k] = B Nodoup
S w % % = T show- | Al -8 - B I U E = = AlTasks -
: |3 Tasks - Resources ~ Track = Report = <

@ @Tasks b4 (4] Task Mame Duration Start

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

Gankk

et Set a date to schedule from
Define general working tirmes
List the tasks in the project
Organize tasks into phases
Schedule tasks

Link to or attach more task
infarmmatian

&dd colurnns of custom

o Type Write Brochure and press Return.
e Leave the Duration, Start and Finish dates as they are.

o Task Mame ‘ D ation

Start ‘ Firish ‘

1 Wirite Brochure 1 day? | Mon 020104 Man 05001104

Entering Subtasks
e Click in the second row of the Gantt table, underneath "Write Brochure".

e Type Research New Product and press the Return key.
Create
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e Your screen will now look like this.

) gl gk wew  jneert Former Dock  Project Eepert Window e Adoberur

NS @A Ll 90 R e i (L] W NG YA
P o = kg thow- | hial +% - B S YU KEE A=k = 3 | 8 B

(0 Tebs - mesourses - | Trach - Repot - o

Task Manem Curaion Sharl Finish | 2 Dee 013 |
@) B Tasks ® _ﬂ EIWM[T W] TIF[EIE]

E|tn

o 04 I*
TWITFIG]E[F

Plan and schedule your e Drocture 1 eyt MO SR Mon S

1 =]
propact’s Lasks by chcksg an
item below, Clicking an item 2 FAreannrch Mew Procuct 1 dny?  Mon SAH NS Mo S0 0d =
displags quls and imstruchons ) Crasbs an Cudling | day?  Mon 50104 Moo 501004 (=]
For complaking that step. 1 Viite & Frough Drat 1doy?| Mon S04 Mon S0 04 =
(o g A e e e ¥ Enllt Frough Crart 1 day?  MonSO104 Mo 80004 [=]

Dralmne geners working bimes
Lisk the tasks in Ehe project
organize tasks inkn phases
Schedule tasks

e Select "Research New Product" by clicking on it.
o Click on the Indent icon on the Formatting toolbar to make it a subtask.

@ File  Edit  Wieww Insert  Format  Tools  Project Report Window  Help Adobe POF

NEH @AV 4 BRF 900 e85 k] B N6 - |8 Qg7 G«
i + = % show~ | Aral -8 - B I U EEE AlTasks - W= | =K
DECEE T 1 E== w A
{3 | Tindent (alk+Shift+Right)| | Track - | Report ~ s
Research Mew Product
@ @ Tasks ¥ O |TaskhMame ‘ Duration Start | Finiistt 29|De||
SMT

Plan and schedule your 1 \Wirite Brochure 1 day? MonS/01/04| Mon S01/104

project's tasks by clicking an

itern below, Clicking an item 2 | FResearchiMew Product | 1day?| Mon 50104 Mon 50104

displays t-:-qls and instructions 3 Creste an Outline 1 day? MonS01m04|  Mon 50104

far completing that step. 4 Vurite & Rovgh Draft 1 day?  Mon S04 Man S01/04

a2 i 7
Set a date to schedule from Edit Rough Draft 1 day?  Mon 50104 Mon 500104

Cefine general working times
List the tasks in the project
Organize tasks into phases
Schedule tasks

our screen will now look like this.

R Q F|E

Start 4

29
M[TW[T[F[S[S[M]T W

‘ Dur ation

Plan and schedule your

1 [=] Write Brochure 1day? Mon 510104 Mon 510104 ==
project's tasks by clicking an
iterm belaw, Clicking an item 2 | Research Mew Produ 1 day? | Mon SI0104 ) Mon 501704 @
displays too_ls and instructions 3 Create an Outline 1 day?  Mon 50104 Mon 500104 -
for completing that step. 4 Wirite a Rough Draft 1 day?  Mon 50104 Mon SI01/04 @

5 . o H
B £ CEE i seteeis G Edit Rough Draft 1 day?  Mon 50104 Mon S601704 -

Define general warking times

[ U IR PR Y T
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Now select rows 3, 4, and 5.

(4] Task Mame Duration Start Finizh LG
S b
1 =l Write Brochure 1day? Mon 50104 Mon 50104
2 Research Mew Produ 1 dayy?| MonS0104 0  Mon 20104
3 Create an Qutline 1 dayy?| MonS0104 0  Mon 20104
4 Wiite & Rough Draft 1dayy| MonS0104  Mon 20104
3 Edit Rough Draft 1 dayy| Mon 50104 hon 50104
Click on the Indent icon on the Formatting toolbar.
©  [TaskMame Dhuration Start Finizh 29 Dec '03 5 Jan'0
= r-.-1|T |W|T |F |S|S r-.-1|T |1.-“
=l Write Brochure 1day? | Mon 50104 Mon 50104
Research Meww Produ 1 day?| Mon 501040 won 501104
Create an Outline 1 day?| Mon 501040 won 501104

Write & Fough Draft 1 day?
Edit Rough Draft 1 day?

h| B L) k3| =

hon 2/104 hon 50104
hon 30104 hon 50104

Entering Task Durations

Microsoft 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.

Microsoft 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

mao -~ onths

Inythis case use the arrow buttons, on the right end of the Duration bexgto
adjust the/duration of the Research New Product task to 2 days.
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o Taszk Mame Duration Start Finizh 28 De
SiM|T
1 [=] Write Brochure 2days? Mon 501404 Tue 601
2 Research Mew Product Mon 500104 Tue 601
& Create an Cutline 1 day?T Mon 50104 han 5001
4 Wirite & Rough Dratft 1 day?| MonSi01m04  han 5001
5 Edit Rough Draft 1 day?| Mon301m04  han 501

e Because you manually changed the duration of the Research New Product
task, the question mark which indicated an estimated duration disappeared.

Research Mew Product 2 days
Reszearch Mew Produ 1 day?

mrasta anoCntine 1 a2

e To specify that the changed duration is still an estimate, double click on the
Research New Product task in the list. Recheck the Estimated box in the
Task Information dialog box.

Task Information

General | Predecessors | Resources Advanced | Mokes | Custom Fields |
Mame: |ResearchNew Product | Duration:
Percent complete: Priority: m
[Dakes
Start: |Mon 5/01/04 | Firish: | Tue &/D1/04 v/
[JHide task bar

MPLE

[ Ok, ] [ Cancel

e Click on the OK button.

Notice that the estimated duration of the Write Brochure summary task has
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changed as well, as the duration of a summary task is based on the durations

of the subtasks.

(1] Tazk kame

—

-l Write Brochure
- Research Mew Product
Create an Outline
Wirite & Rough Draft
Edit Rough Draft

h| = Ld | R

Duration Start Finizh 29 Dec '03 5 Jan '04
SIM[TIwW[T[F[S[S[M[Tw]|T]|
Mon 50104 Tue 6101 s
days¥| Mon 50104 Tue 601 f—
1 day?  Mon 50104 Mon 501 ;
1 day? Mon 501704 hon 5609 G
1 day? Mon 501704 hdon 5001 E

Creating a Summary Task
In row 6, type Prepare through desktop publishing and press Return.
In row 7, type Get quotes from printers and press Return.

In row 8, type Get printed and press Return.

Insert a row by selecting row 6 and then pressing the Ins (Insert) key on
your keyboard. Your screen will now look like the illustration below.

NOTE: To select a row, click within the ID number column of the row you

wish to select. For instance in the illustration below, click on the number 6
within the left part of the screen.

(1] Task Mame

= Write Brochure
Fesearch Mew Product
Creste an Cutline
Wirite a Raough Draft
Edit Rough Draft

L0 A S S A O R

Prepare through desktop |
et gquotes from printers

—I- __iet printed ___

w4 M

L

ration

2 days?

2

days?
1 day?
1 day?
1 day?

1 day?
1 day?

1 day?

Start

Mon 50104
hon 501104
hdon 301104
hon 501104
hdan 50104

hdan 3401104
hdon 501104
b 5001 104

Fimish

Tue 61
Tue 61
hlon 301
hon 5401
Man 501

Mon S0
hian 201
hon S0

29 Dec '03

SJdan'0

5

MIT W T[F[S]|&

P [T o

Within line 6, in theTask Name column, type Print Brochure.

If necessary, select the Print Brochure and then click on the Outdent
button, on the Formatting toolbar.

WARNING: Make sure that you click on the Outdent, not the Indent button.
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=] Fle Edt Wview In
NEH & 3 V

d = s = g Show

Outdent (Alt+Shift+Left) |

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

o Task Mame Duration Start Finizh 29 Dec '03 5 Jan '04
SIM[TMWI[T[F[S[s[M][T W]
1 =l Write Brochure 2days? | Mon 50104 Tue 61 =
2 Rezearch Mew Product 2days?  Mon 301040 Tue 601 E
3 Create an Outline 1 day?  Mon 50104 hon 501 ﬁ
4 Wirite & Rough Draft 1day? MonS0104|  Mon 5101 i
3 Edit Rough Draft 1 day?  Mon 50104 hon 501 ﬁ
G I = Print Brochure ! 1 day? | Mon 50104 Mon 5104 “
7 Prepare through desktop | 1 day? Mon S04 won 51 -
8 Get gquotes from printers 1 day?  Mon 50104 hon 501 E
9 Get printed 1 day?| Mon 50104 Kon 5001 ﬁ

o We will now enter the remaining tasks in our project.

e Inrow 10, type Distribute Brochure and press Return.
e Inrow 11, type Create mailing list and press Return.
e Inrow 12, type Do mass mail out and press Return.

Your screen will now look like this.

8 Taskbame Duration Start Fir |29

M
=l Write Brochure 2days? Mon 501704 Tue :l
__Hesearu:h Ne_wF'ru:uduct y _2 days?Jﬂ:n SIEIEEM Tue
Create an Qutline 1 day?| “hon 50104 Mon
. WteaRoughDrat /| 1day? MonSOLD4 Mon

Bt RoughDratt, . /0 | | JdE¥Rl Mon S04 Mon
='Print Brochure 1day? Mon 50104 Mon

Prepare through deskiop publishing 1 day?  Mon SO0 Gdmddan |

et -:w_ntes?um priras 1 day?| MonS0104 0 Mon

et printed 1 day? Mon 350104 bon

Distribute Brochure 1 day?  Mon 50104 kon

Create mailing list 1 day?| Mon 50104 Mon

Do mazs mail out 1 day? hon 50104 Mbon
I I
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e Select row 10.

¢ ©  |Task Mame Durstion Start Fir %
1 -/ Write Brochure 2days? Mon 50104 Tue B
2 Research Mew Product 2days? Mon 5104 Tue
& Cresate an Outline 1 day?| MonS0104 Mon
4 Write & Rough Draft 1 day?| MonS0104 Mon
& Edit Rough Dratt 1 day?| MonS0104 Mon
B = Print Brochure 1day? Mon 50104 Mon
v Prepare through deskiop publizhing 1day?| Mon 50104 Mon
i et quotes fram printers 1day?| MonS0104 Mon
&l et printed 1day?| MonS0104 Mon
Distribute Brockure 1 dayyY| Mon 501104
11 Create mailing list 1 day?| Mon 50104 bon
12 Do maszs mail out 1 day?  hon 50104 hion

e Click on the Outdent button on the Formatting toolbar. Your screen will
now look like this.

o Tazk hame D ation Start Fir |23 Dec '03 5 Jan '04
MIT[wW[T[F[S[S[M[T [w]T

1 =| Write Brochure 2 days? Mon 50104 Tue g

2 Research Mew Product 2days?  Mon 3104 Tue =

3 Create an Outling 1 day? hon 50104 won E

4 Wirite & Rough Draft 1 day? hon 50104  won ﬁ

= Edit Rough Draft 1 day?  don 50104 Mon E

5 = Print Brochure 1day? | Mon 50104 Mon "

7 Prepare through deskiop publishing 1 day?  don 500104 Mon ;

g Get gquotes from printers 1 day?  Mon 50104 Mon G

9 Get printed 1 day?  Mon 50104 Mon ;
T =| Distribute Brochure 1day? Mon 50104 "
‘11 Create mailing list 1 day?l  hon S0Oh04 | kan

12—r " Dowmass mail aut | 1day?  Mon U008 Man

¢ “Click on‘“the Save buttonto save your'changes.

i=f] File Edt Miew I
d = & 4V

Save [Ckrl+3 @
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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.
Microsoft Project allows you to create a task once, and then assign both
frequency and timing to it.

¢ Select row 10 and click on the Insert drop down menu and then select the
Recurring Task command.

@ File Edit ‘jew | Insert thrmaI: Tools  Project
: 02 d @ 3 Mew Task, Ins o~

§¢ D b = 3‘32 Mew Resource From  # g

. | Tasks Resol f;__‘-q Recurring Task. ..

@ Praoject... L—‘_"

Column... | —

@ ) Task ]

Fage Break

Plan and
project's 1 4;- Drawing
itern belo
displays t Ohject. ..

f |
el (i) % Hyperlink...  CrrlHK

15ankt Cat a2 dAata +a crhadila fearmm II

L0 T S I 6 e

e The Recurring Task Information dialog box is displayed.

Recurring Task Information

Task Marne: | | Curation; | 1d %

Recurrence patkern

O Daily Recur every |1 | week(s) on:
(%) weekly

O Manthly  [Jsunday [ Monday [ Tuesday [ |Wednesday
O wearly || Thursday [ |Friday [ ]5aturday

ScHEling MMores resource cale

[ 0] 4 ] [ Cancel

e Enter Team Meeting in the Task Name box.
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Recurring Task Information

Task Mame: | Team Meeting|

Recurrence paktkern

N

e Enter 1h in the Duration box.

] Curation: | 1h &

e Select the Daily button in the Recurrence pattern area.

e Select the Workdays button.

Fecurrence patkern
@ DEII'_':-" E'-.-'EF':.-' O da.?.s
Crweskly

O Ml:ll'lth":.-' ..................
O vearly

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

Range of recurrence

Start: Mon 570104 w| @End after: | & % | occurrences

(VEnd by | Tue 6{01/04

ralendar Far arhedilinn Fhic Facl:

Your dialog box will now look like this.

SAMPLE
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Recurring Task Information

Task Mame: |Team Meeting

Recurrence pattern

(%) Daaily Every o days
O ieekly
(%) workdays
) Mankhly
) early

Fange of recurrence

|Mon /0104

Skart: v (3 End after:

{End by:

Calendar Faor scheduling this task

Calendar: | Mone W |

Duration:

Scheduling ignores resource calendars

1h

QCCUFFENCES

\wed 7/01/04

l

O l [ Cancel

now look like this.

Click on the OK button to return to the Gantt Chart view. Your screen will

Resources
dent {Alt+Shift-+Left) [~

-

:|=Out

o Tazk Mame Duration Start Fir |29 Dec '03 2 Jan'04
MITWI[T[F[S[S[M[TW[T]
=] Write Brochure 2days? Mon 50104 Tue =
Research Mewy Product 2days? MonS01i4 Tue -
Create an Outline 1 day?| Mon 50104 MWon .
Wirite & Rough Draft 1 day?| Mon 50104 Mon -
Edit Rough Draft 1day?| Mon3S01/04  Man '
=l Print Brochure Addays? | Mon 510104 Wed H
Prepare through desktop publizhing 1day?| Mon201/04  Maon .
Get quotes from printers 1 day?| Mon 50104 MWon -
Get printedd 1 day?|  Mon 20104 .
+ Team Meeting Mon 5/01/04 ‘ B @
=l Distribute Brochure 1day? Mon 59104 Mon T
Create mailing list 1day?| Mon301/04  kon i
1d [
ting toolbal

Notice the recurring task symbol in the Indicator column in line 10.
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8 |TaskMame Duration Start Fir |29 Dec '03 3 Jan '04
MIT [ [T[F[S[S[M]|T[w[T][F
1 = Write Brochure 2days? | Mon 50104 Tue =
2 Research Mew Product 2days?  Mon 20104 Tue =
3 Create an Outline 1 day?  Mon SA104 0 Mon G
4 Wiite a Raough Draft 1 day?  Mon SA104 0 Mon G
5 Edit Raugh Draft 1 day?  Mon SA104 0 Mon G
B =l Print Brochure 1day? Mon 50104 Mon “
7 Prepare through deskiop publizhing 1 day?  Mon 500104 Mon G
g Get quotes from printers 1 day?  Mon 500104 Mon ;
9 Get printed 1 day?  Mon 500104 Mon E
+ Team Meeting 243 days  Mon 501704 Q ("I
14 = Distribute Brochure 1day? Mon 50104 Mon "
12 Create mailing list 1 day?| hion 50104 Mon ;
16 Do mass mail out 1 day? MonS01M04 0 Mon E
¢ Expand the Team Meeting task by clicking on the + symbol.
(3] Taszk Mame Duration Start Fir |29 Dec '03 S5 Jan '04
MITMW[T[F|E[S[M[TwW][TIF
1 = Write Brochure 2days? | Mon 50104 Tue =
2 Research Mew Procduct 2days? MondD104 Tue =
3 Create an Outline 1 day?  Mon 500104 Mon G
4 Write & Rough Draft 1 day?  Mon 500104 Mon G
= Edit Rough Draft 1 day?  Mon 50104 Mon ;
& =| Print Brochure 1day? Mon 50104 Mon "
7 Prepare through desktop publishing 1 day?  Mon 50104 Mon G
g et gquotes from printers 1day?  Mon 30104 hon G
=] et printed 1 day?  Mon 30104 hon ;
10 [= Team Meeting l213 days  Mon 50104 Wed g ("I
11 |[Ed Team hesting 1 1hr  Mon 50104 Mon |
12 |[Ed Team Meeting 2 1hr| TueBO01/04  Tue *}
13 |[Ed Team Meeting 3 1hr| wWied 70104 Wed ¥}
14 = Distribute Brochure 1day? Mon 50104 KMon "
13 Create mailing list 1 day?| Mon 50104 hon E
16 Danmass mail out | 1 day?| farSOiEd | Mo
D YA A U | " B A |
Task Notes
e mNoetes can be attached to a task to quickly display informatiengrelating stosthat
task. Notes can be displayed onscreen and included in printed reports.
e Double—<lick on the Print Brochure task
o Select the Notes tab in the Task Information dialog box.
°

Type Remember to ask Kate for recommended printers.
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Summary Task Information &

General l Predecessors l Resources l Advanced Motes l Zustom Fields l

Mame: |Print Brochure Duration: | 1d?

Makes:

Remember to ask Kate for recommended printers

(] 4 l [ Zancel

¢ Click on the OK button to save and attach the note to your task and return to
the Gantt Chart view.

Notice the note symbol in the Indicator column.

& Edit Rough Draft 1 day?| MonS0104 0 Mon
G = Print Brochure 1 day? Mon 50104

v Prepare through desktop publishing 1 day?| MonS0104 0 Mon
] et gquotes from printers 1day? ! Mon 30104 Mon

e Move the mouse pointer over the note symbol to read the note.

recofnmended prinkers’ e

E T AT T T I T

7 + 2 MNotegt ‘Remember to/ask kate for ﬁg

Milestenes

o 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 mark a task which has a duration as a milestone.

e Milestones are marked by a diamond in the Gantt Chart view.
¢ Double-click on the Edit Rough Draft task to open the Task Information

dialog box.
e Click on the Advanced tab.
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e Click on the Mark task as milestone checkbox (towards the bottom-left of
the dialog box).

Task Information

Genetal | Predecessors Resources Advanced | Mokes | Zustom Fields |

| Hame: Edit Rough Draft | Curation: [+] Estimated

onskrain bask

Deadline: A v/
| Constraint bype: |F'-5 Soon fs Possible V| Constraint dake: |N-':'- w
i
| Task tyvpe; |Fixed Inits V| Effort driven
| Zalendar: |Nl:|ne V| Scheduling ignores resource calendars
WES code: | 1.4 |
Earned walue method: |°.-"o Complete v|

I_E\]gﬂark kask as mileskone:

L Ok J [ Cancel

o Click on the OK button. The task is now marked by a diamond in the Gantt

Chart view.
s VNLILE Q@ g LAl 1 Hay e I ]t A -
| - Edit Rough Draft 1day?| Mon SA004 Man L@ 50
[ = = Print Rrachira 4 dlanr? | Man B4 nd | Man =

e Click on the Save button to save your changes.
o EXit Microsoft Project.

SAMPLE
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Manipulating Tasks & Constraints

What are Constraints?

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

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

Adding Constraints

Open Microsoft Project and open your New Product Brochure.mpp file.

Double click on the Print Brochure task to open the Task Information
dialog box.

Click on the/Advanced tab.
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Summary Task Information

General | Predecessors Resources Advanced | Motes | Zustom Fields |

Mame: | Print Brochure | Duration: |1d7 Estimated

Zonskrain bask,

Deadline: A v/

Constraint bype: |F'-5 Soon As Possible V| Constraint date: |N-':'- w
Task type: |Fixeu:| Courakion | EFfart driven

Calendar; |Nl:|ne V| Scheduling ignores resource calendars

WES code: |2 |

Earned value method: |°.-"o Zomplete |

[ ImMark task as milestone

L Ok, ] [ Cancel

e Select Start No Earlier Than from the Constraint type drop-down menu.

Constraint bype: Skark Mo Earlier Than

&5 Soon As Possible
Task type! Finish Mo Later Than

Start Mo Earlier Than

Calendar:

e Type 07/01/04 in the Constraint date field. This will ensure that the
printing of the brochure cannot start before 7 January.

07/01/04
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(5] Tazk Mame Duration Start Fir |29 Dec '03 2 Jan '04
MIT[wW[T[F[S[S[M][T[W[T]

1 =1 Write Brochure 2days? Mon 50104 Tue =
2 Research Mew Product 2days?  hlon30104 0 Tue -
3 Create an Outline 1 day? Mon 50104 Mon .
4 Wirite & Rough Draft 1day?| Mon 500104 Mon -
3 Edit Rough Dratt 1 day? | hon 50104 hon &
] El Print Brochure 1day? Wed 7/01/04 =y
7 Prepare through desktop publishing 1odlay? Wied FA01 04 Wed ]
g et quotes fram printers 1 day? | Wed 0104 Wed [
9 Get prirted 1 day? | Wied TAO104  YWied -
10 O = Team Meeting 243 days | Mon 50104 Wed g o6
11 Ed Team Meeting 1 Thr| Mon30104  Mon ol
12 |[Ed Team Meeting 2 1hr|  Tue BI04 Tue *}
13 | [Ed Tesm Mesting 3 1hr| Wed 70104 Wied @
14 [=I Distribute Brochure 1 day? Mon 50104 Mon =
15 Create mailing list 1 day?  Mon 5104 Mon .
16 Do mass mail out 1 day? | MonS0104 Mon -

Editing Tasks

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.

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

General l Predecessors l Resources Advanced l Motes l Zustom Fields l

Name: | Team Mesting 1 | Duration: [ JEstimated

Zonskrain bask,

WES code: |3-1 |

Earned value method: |°.-"o Complete v|

[ IMark task as milestone

(] 4 l [ Zancel
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¢ Change the duration of the meeting to 2 hours by entering 2h in the
Duration field.

e Click on the OK button.

Deleting Tasks

e 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.

e Select row 14 (the Distribute Brochure task).

a Task Mame Duration Start Fir ;:9[[

1 =l Write Brochure 2days? Mon 50104 Tue
2 Rezearch Mew Product 2days? ) MonS0104|)  Tue
3 Create an Outline 1dayy?| Mon 50104 Mon
4 Wiite a Rough Draft 1dayy?| Mon 50104 Mon
a3 Edit Rough Dratt 1dayy?| Mon 50104 Mon
& |[Ed s = Print Brochure 1day? Wed 7104 Wed
¥ Prepare through desktop publishing 1 day?| Wed 700104 Wied
a et quotes from printers 1 day?| Wed 700104 Wied
9 et printed 1 day?| Wed 700104 Wied
1m |y =l Team Meeting 213 days | Mon 50104 Wed
11 [Ed Team Meeting 1 2hre Mon 50104 Waon
12 | [Ed Team Meeting 2 1hr TueBi01/04  Tue
13 [Ed Team Meeting 3 1hr WWed 700104 Wed
14 Distribute Brochure 1 day? Mon 50104
13 Create mailing list 1 day?| hlon 50104 Maon
16 Do mass mail out 1 day?| hlon 50104 Maon

¢ Press the Dellkey.

NOTE. If the Planning Wizard dialag box appears, click on the OK button.

Planning Wizard g]
‘Diskribute Brachure' is a summaty: task, Deleting it wil delete allits subtasks as
well,

Yau can:

{¥)¥ontinue. Delete 'Distribute Brochure' and its subtasks .
{Cancel, Don't delete any tasks,

[ I ] [ Cancel ] [ Help

[ ] Don't tell me abaut this again.
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Notice how all of the subtasks were deleted along with the summary task.

The screen now looks like this.

;' 8  ToskName Duration Start Fir |29 Dec'03 3 Jan '04
MITWITIF[S[S[M][T W[T[F[S

1 =l Write Brechure 2 days? | Mon 50104 Tue =
2 Research Mew Product 2days? Mon3O104  Tue -
& Creste an Outline 1day?| MWonS0104  Mon -
4 Wirite: & Rough Draft 1day?| MWonS0104  Mon .
S Ediit Rough Draft 1day?  Mons01/04| mon & 501
E |Ed @ =l Print Brochure 1 day? | Wed 710104 | Wed L
v Prepare through dezktop publishing 1 day?| Wied 70104 Wed ]
g et gquotes from printers 1 day?| Wed 70104 Wed ]
g Get printed 1 day?  Wed 70104 Wyed -
10 |y B Team Meeting 213 days | Mon 50104 Wed geae
" |Ed Teaim heeting 1 2hrs| Mon 50104 Mon ol
12 |4 Teaim Meeting 2 1hr Tue 0104 Tue 7]
13 |4 Teaim Meeting 3 1hr | Wed TAOT04 | Wed o]

¢ Undo the deletion by clicking on the Undo button in the toolbar.

at  Tools Project  Repo
Ao

IUndo Delete B

The deleted tasks are displayed again.

SAMPLE
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€ |Task hlame Duration Start Fir %
1 =l Write Brochure 2days? Mon 501704 Tue B
2 Research Mew Product 2days?| MonS0104  Tue
& Create an Outline 1day? MonS0104 Mon
4 Wirite & Rough Draft 1 day? MonS0104 0 Mon
& Edit Rough Draft 1 day? MonS0104 0 Mon
& |[Ed f—:} =| Print Brochure 1day? Wed 70104 Wed
7 Prepare through desktop publishing 1 day? Wed 70104 Wed
g et quotes from printers 1 day?| Wed 70104 Wed
£ Get printed 1 day? Wed 70104 Wied
m I = Team Meeting 243 days | Mon 50104 Wed
11 Ed Team Meeting 1 2hrs| Mon 50104 Mon
12 [Ed Team Meeting 2 1Thr Tue G104 Tue
13 [Ed Team Meeting 3 1hr Wed TA01 04| Wed
14 Distribute Brochure 1day? Mon 50104
13 Creste mailing list 1 day?  MonSi0104]  Mon
16 Do mass mail out 1 day?  MonSi0104]  Mon

Moving Tasks

e 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 outdent it so that it is at the highest possible
level.

e Select row 10 (the Team Meeting summary task).
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8 |Task Mame Duration Start Fir |29
M|
1 = Write Brochure 2days? Mon 50104 Tue
2 Research Meswy Product Zdays? MonSMM104 0 Tue
3 Create an Outline 1 day?| Mon 30104 kon
4 Wirite & Rough Draft 1 day?| Mon 30104 kon
& Edit Rough Draft 1 day?  Mon 20104 Mon
& |[Ed+2: = Print Brochure 1day? | Wed 70104 | Wed
v Prepare through desktop publizhing 1 day?  Wed 70104 | Wed
] Get guotes from printers 1 day?  Wed 70104 | Wed
9 et printed 1 day? Wed 70104 Wed
10 Team Meeting 213 days  Mon 50104
11 |[Ed Team Meeting 1 2hrs  Mon 50104 Maon
12 |[Ed Team Meeting 2 1hr TueBO104  Tue
13 |[Ed Team Meeting 3 1hr Wed 70104 Wed
14 - Distribute Brochure 1day? Mon 50104 Mon
15 Create mailing list 1 day?| MonS0104 0 Mon
16 Do mazs mail out 1 day? Mon S04 Mon

Move your mouse pointer over the ID number of the task (i.e. the number 10
in this case) until the mouse pointer changes to the shape of a move cursor.

E] 5t printec 1 dday | wed AUug | e
I +§ =l Team Meeting 243 days  Mon 504 Wed
B Team Meeting 1 2hrz Mon 50104 0 kon

Click and hold down the mouse button. Drag the mouse pointer until the
horizontal grey stripe is above row 1 as illustrated below.

a Task MName Duration Start Fir | 2%
: M
Q i =IWrite Brochure b {Iaj,.-rﬁb.j Mon 50104 Tue
2 Research Mewy Product 2days?  Mono104  Tue
| 3 Create angoutline | 1 day?l hdon 2104 RMon

Notice that all of the subtasks were moved with the summary task.

Save, your changes and [Exit Microsoft Project.
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What are Dependencies?

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.

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.

Finish-to-Start (FS) Dependencies

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.

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.

Start Microsoft Project and open your project called New Product
Brochure.mpp from the Project 2007 Foundation Files folder.

Double-click on the Create an Outline task.

5 =l Write Brochure 2days? Mon !
B Research Mewye Produ | 2 days? | Mond
v I Create an Outline ! 1 day? hion!
] Write a Rough Draft 1 day? hion:?
a Edit Rough Draft 1 day?| Mon!

This will open the Task Information dialog box.
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Task Information

X
General | Predecessors | Resources | Advanced | Mokes | Zustom Fields |

Name: | Create an Outiine | Duratian: [] Estimated
Percent complete: Priarity: |500 =

Dates
Start: |Mon 5{01/04 | Finish: | Mon 5{01/04 v
[ ]Hide task bar

[]Rall up Gantt bar ko summary

[ Ok, ] [ Cancel

e Click on the Predecessors tab.

Task Information E|
General | Resources | Advanced | Motes | Custom Fields |
Mame: |Create an Outline | Duration: |1d7 = Estimated
Predecessors:
| -

10 Task Mame Type Lag

[ Ok, ][ Cancel ]

o Select "Research New Product” from the drop-down list in the Task Name
column of the Predecessors tab.
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X

Task Information

General Predecessars | Resources | Advanced | Motes | Zustom Fields |

Name: |Create an Outiine | Duratian: [] Estimated

Predecessors:

i | ~
10 Task Mame Type Lag

B

Write a Rough Draft =
Edit Riough Draft

Print Brochure

Prepare through deskkop publishing

Gek quotes Fram prinkers

et printed

Team Meeting

Team Meeting 1

(£

Team Meeking 2 £

[ Ok, ] [ Cancel

¢ Select Finish-to-Start (FS) in the Type column.

Task Information |E|

General Predecessars | Resources | Advanced | Motes | Zustom Fields |

Mame: | Create an Outline | Duration: [¥] Estimated

Predecessors;
%] Finish-to-Stark (FS) -
10 Task Mame Type | Lag =
2 Research Mew Produck Fimish-to-Skark (F3) Egod

Stark-to-3tark (530
Finish-to-Finish (FF)
ish (5F)

[ Ok ][ Cancel ]

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

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

(5] Task MName Duration Start Fir |28 Dec '03 S Jan '04

MT T [FIS]SM]T [w]T]

=l Write Brochure Jdays? Mon 50104 Wed =

1
2 Research Mewy Product 2daysY  MonS01m04  Tue
3 - Creste an Outline 1day?  Wed 0104 Wad

Start-to-Start (SS) Dependencies

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.

Double click on the Create mailing list task.

.- (RS ER ) [T o

14 = Distribwte Brochure 1day? Mon 5

15 { Creste maiing list | 1 day?  Mon 5/
L ]

16 Do mazs mail out 1 day? Monas

This will open the Task Information dialog box. Click on the Predecessors
tab.

Task Information

(<)

General Predecessars l Resources l Advanced l Mokes l Custom Fields
Mame: |Create mailing list Duration: | 1d? — Estimated
Predecessors;

A

10 Task Mame Tvpe Lag

Ilﬁ |

Il‘q
= En

o] o]

Click on the down arrow at the right side of the Task Name column and
scroll down the list to select Get Printed (note you may have to scroll down
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the list to see this item).

X

Task Information

General Predecessors | Resources | Advanced | Mokes | Custam Fields |

Mame: | Create mailing list | Duratian: [] Estimated

Predecessors;
i | ~
10 Task Mame Tvpe Lag

B3

Write Brochure
Research Mew Product =

Create an Outline

Wyrite a Rough Draft

Edit Riough Draft

Print Brochure

Prepare through deskkop publishing

Gek quokes fram printers

(£

Tear Meeting w

[ Ok, ][ Cancel ]

e Click on the Start-to-Start dependency from the drop-down menu of the
Type column.

X

Task Information

General Predecessars | Resources | Advanced | Motes | Zustom Fields |

Mame: | Create maiing list | Duration: [] Estimated

Predecessors:
|| Finish-ta-Start (FS) -
10 Task Mame Type | Lag =
9 et printed Finish-ko-Skart (F3) EFRod
Finish-to-Skark (F3)

Fi to-Finish (FF)
Start-ta-Finish (SF)
j

(£

[ Ok, ] [ Cancel

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




Page 61 - Project 2007 Foundation Level

This lets Project know that you can start creating your mailing list while the

brochure is being printed.

e Click on the OK button. Your screen will now look like this.

i} Task Mame

-l Write Brochure
Research Mewy Product
Create an Cutline
Write & Rough Draft
Edit Fough Draft
[Fd 2+ [ Print Brochure

Ll M = M B S G

et quotes from printers
Zet printed
= Team Meeting

= =
= o @

Team Mesting 1

=
ka

Tesm Meeting 2

—
()

Team Meeting 3

—
=

=| Mistribute Brochure

Prepare through desktop publizhing

Duration

Jdays?
2 days?
1 day'?

1 day?

1 days
1 day?
1 day™?

1 day?
1 day?
213 days
2hr=

1 hr

1 hr

Create mailing list

I & EEC

—
[=g]

Do mass mail out

Start

Mon 5/01/04
Mon 501 104
Wied 701 04
Mon 5101 /04
Mo 501 10
Wed 7/01/04
Wied 70104
Wied 70104
Wied 701 04
Mon 5/01/04
Mon 5101 /04
Tue G/01/04
Wied 70104
Mon 5/01/04
Thu Si01/04
hon 501 /04

Fir 29Dec'03 3 Jan '04

Wed
Tue
e
rdan
hion
Wed
e
Wied
e
Wed
rdan
Tue
Wied
Thu

MITWW[T[F[S]S

MT [T [F[¢

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

project.

¢ In the Gantt Chart (i.e. the chart within the right side of the screen), move
the your mouse pointer over the Create an Outline task until the pointer
changes to a shape with four arrows pointing outward.

—
| o Task flame Duratian
1 ) BE Write Brochure || ‘~>3 (Iay:?
2 L Ny Research Newmiud || _2 cﬁs?
3 | Create an Outing | Tasaye
4 Write & Rough Draft 1 day?
3 Ediit Rough Draft 1 day?
& |[Ed . [ Print Brochure 1 day?
7 Prepare thraugh desktop publizhing 1 day?
g Get guotes from printers 1 day?
k] Get printecd 1 day?

—
Start

Men 50104 Wed

Fir |28 Dec '03

5 Jan '04

12 Jan0d

19 .k

MIT W[T[F[S[S

M7 MWTIF[S[s[MITW[T[F[S[S|M[T

Man 50104 | Tue
Vel 70104 | Wed

tdon 501 04
fon 50104

Wed Ti01/04 | Wed

Wigd 710104
Wed 70104
Wi 7401104

Task

i Task: Create an Outline

Start: Wed 701704 Duration: 1d?

Finish: Wed 7/01/04

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

o Task Mame T waticr, Thavt Eir |29 Dec '03 5 Jan '04
Finish-to-Skart Link MIT M [T [F[S[S [M]T[W]T]
1 =I Write Brow| From Finish OF: Task 3
2 Rezpg| 10 Start oF: Task 4
3 | Creste an Outline | 1day? wed TID1D4 ) Wied
4 Write & Rough Draft 1 day?  Mon 50104 Mon
= Feldt Panmbs Dieatt 4 Az kdmrm S04 A kdmrm

Release the mouse and the link will be created, as illustrated below.

o Tazk Name Duration Start Fir |29 Dec '03 3 Jan'04
WMITMWT[F[S[SIM[TWTF]
1 =l Write Brochure Jdays? Mon 50104 Thu [
2 Rezearch Mevw Product 2days? Mon S04 Tue
3 | Create an Cutline | 1day? wied 70104 Wed
4 Wiite a Rough Draft 1dayy  ThuSM01/04  Thu

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.

‘Write a Rough Draft’ to ‘Edit Rough Draft’

‘Edit Rough Draft’ to ‘Prepare through desktop publishing’
‘Prepare through desktop publishing’ to ‘Get quotes from printers’
‘Get quotes from printers’ to ‘Get printed’

‘Create mailing list’ to ‘Do mass mail out’

As you add the dependencies, notice how the durations of the Summary
tasks change. Your screen will now look like this.
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&  TaskMame ‘ Duration Start | Fir |29 Dec '03 3 Jan ‘04 12 Jan '04
MITMW[TIF[S[EM[TW[T[F[S[S[M[TW[T[F[S]S
1 [=] Write Brochure Sdays?| Mon 50104  Fri e
2 Research Mewy Product 2days? hon 30104 Tue
3 Create an Outline 1 day?| Wed 70104 Wed
4 Witrite & Rough Draft 1 day?| Thudmim4d  Thu
] Edit Rough Dratt Fri 90104 o201
& |Ed @ [=1 Print Brochure 3 days? Mon 12/01/04 Wed 1 H
7 Prepare through desktop publishing 1 day?| Mon 120104 kon 1
g et quotes from printers 1 day?| Tue 130104 Tued
El Gt printed 1 clary? | W 140104 | Wi 1
m oy =] Team Meeting 213 days  Mon 510104 Wed 1040
11 |E4 Team heeting 1 2hrs| Mon 50104 ton o)
12 |E4 Team Mesting 2 Thr) TueB0104 Tue "]
13 |E4 Team Mesting 3 1hr Wed 70104 Ve "]
14 [=] Distribute Brochure 2days? Thu1501/04 Fri1
13 Create mailing list 1 day?| Thu130104 0 Thut
16 Do mass mail out 1 day? | Fri1601/04  Fridl

e Save your changes and exit Microsoft Project.

e To see a sample of what the project should look like so far, open a file called
Finished - Tasks.mpp from the Project 2007 Foundation Files folder.

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.

The IT Computer Courseware Library

Includes Windows 7 and Office 2010 Courseware

m
A complete library of quality training courses ﬂa ’ ! @

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES ~ * ADD YOUR OWHN NAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each

course, included w ith our printable coursew are. 0ver

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 f

The most cost effective courseware solution for your IT

training needs. Get ALL our courses, and all new courses web Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library'.

SAMPL
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