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Basic Information for MS Project

= What tasks must be done to meet the objectives?

= What tangible results (deliverables) must be produced

and when?
= How does each task depend on the other tasks?
= How long does each task take?
» Who's going to do the work?

= \What materials are needed in the work?



"

Installation

m https://products.office.com/en-us/Project/project-pro-for-
office-365

m Register, download, and install the Microsoft Project Pro
for Office 365


https://products.office.com/en-us/Project/project-pro-for-office-365

"
Getting Started

m Project should give you the option to open a new blank
project when you open it.

m Or select: File tab -> New -> Blank Project.

m Choose: Project -> Project Information -> Start Date, and
adjust appropriately



New Project Screen

After starting Project a blank template will appear.
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Basic Project Information

* From the "Project” menu select “Project Information”™
and enter the anticipated project start date.

< |

et |

Project Information for 'Project1’
_| Start date: |Tl..|e 102015 o | Current date: |TUE 1072015 o |
| Einish date: Tue 10/20/15 | Status date: | NA
_| sehedule from: | Project Start Date | calendar: [Standara |94

All tasks begin as soon as possible, Eriority: 500 E
Enterprise Custom Fields
Department: e
Custom Field Mame Value

Help | | Statistics.. | oK | | cancel




Default Project Settings

* From the “File” menu select “Options”.

i Project Options

General

:q Display

Schedule

y Proofing

- Save

= Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Calendar options for this project: | Projectl

III

Weekstorts on:
Fiscal year starts in:

Default start time:

g8
o e

v
Drefault end time: M
Hours per day:

Hours per week:

!A

Days per month: 20 E
S5chedule

Show scheduling messages @&

Show assignment units as a:

These times are assigned to tasks when you enter a start or
finish date without specifying a time. If you change this
setting, consider matching the project calendar using the
Change Weorking Time command on the Project tab in the
ribbon,

Scheduling options for this project: |3 Project1

III

MNew tasks created:

|Auto Scheduled

Auto scheduled tasks scheduled on:

Project Start Date

Duration is entered in:

Work is entered in:

Default task type: |Fixed Units

III

[] Mew tasks are effort driven @
[ autolink inserted or mowved tasks &
Split in-progress tasks &

Update Manually Scheduled tasks when
editing links

Tasks will always honor their constraint dates &
Show that scheduled tasks have estimated durations &
Mew scheduled tasks hawe estimated durations

[ Keep task on nearest working day when changing to
Autoematically Scheduled mode
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Working Time Settings

* From the "Project” menu select “Change Working Time”.

Change Working Time e
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Enter the major tasks

« Type in the major tasks in the “Task Name” box.
« Each row is a separate task

Resource Report Project View Format Q Tell me what you want to do...
e— ah 3{; Cut L Mark on Track = L 1 5umma M
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fiew Clipboard Font Ma Schedule Tasks Insert Propel
,
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: L orest . .
Tue 10/20/15 Add tasks with dates to the timeline
4
Task Resour ‘15 Oct 18 5 Oct 25, 15
0 Mode » Tazk Hame v [uwration + Start w Finish  + Predecessors - Names| T (W, T  F 8 & ¥ T W, T F ;38 & N T W T)]
1 - plan 2 days Tue 10/20/1* Wed 10/21/1
z " design 5 days Tue 10/20/1f Mon 10/26/1
3 " build 5 days Tue 10/20/1f Man 10/26/1
4 = test 3 days Tue 10/20/1f Thu 10/22/1*
5 " install 3 days Tue 10/20/1f Thu 10/22/1*
6 " handover 1day? Tue 10/20/1F Tue 10/20/1"
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What tasks must be done to meet the objectives?

m After several have been entered you can group them with a
summary task

Drag over tasks (row numbers) of a group and under the Tasks tab,
select Insert-> Summary.

Name summary task, click drop-down triangle arrow to show or hide
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What tangible results (deliverables) must be
produced and when?

m Just like inserting a Summary task, you can insert a
Milestone from the same location (Tasks -> Insert ->
Milestone).

m Milestones take zero time (by definition) and are
appropriate for marking the completion of a deliverable
or phase

m A milestone can be a subtask of a summary (if you want

it to be hide-able) or at the same indent level as the
summary task (if you want it to show)

m Add as many milestones as you want — they don’t cost
any time and are just markers.
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- start 0 days Tue 10/20/1 Tue 10/20/1:
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How long does each task take?

m In the Gantt View, type in durations for each task
Can leave question mark for an unsure duration

Use abbreviations (m) minutes, (h) hours , (d) days, (w)
weeks or (mo) months, or days is default

Can change defaults under File -> Options

m “Task mode” is “Manually scheduled” by default. Can
turn on “Auto-scheduled.”
Right-click a column, insert column -> task mode

In auto-scheduled mode, summary task durations will fill-in
automatically

Or can be adjusted to show slack, switching it to manual
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How does each task depend on the other tasks?

m Select a group of consecutively listed tasks, then hit the
Link (chain icon) under Tasks
Project now links these tasks so that each one cannot start until
after the previous one finishes
m Or, select one task, Ctrl-Click one that must start after it
finishes, then hit the Link button

m Or, drag from the first to the second in the Gantt Chart
view

m Or, manually type numbers into the predecessors
column, separated by commas

m Click the link between tasks, change the task
dependency

m Or double click the task, change the predecessors
settings



Gantt Chart Tools
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Who's going to do the work? What materials are
needed in the work?

m Select Resource -> View -> Resource Sheet
m or, View -> Resource views -> Resource Sheet

m or, learn the shortcut button, bottom right
List the names of workers (resources)

Resource Sheet To...  Praoject] - Project Professional

Praject View Format ¢ Tell me what you want to da...
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1 jack Wark i 100% 550.00/hr  50.00/hr 50.00 Prorated Standard
Z john Waork i 100% 520.00/hr  S0.00/hr 50.00 Prorated Standard
3 tom Work t 100% 510.00/hr  50.00/hr 50.00 Prorated Standard
4 jimmy Waork i 100% 525.00/hr  S0.00/hr 50.00 Prorated Standard
b cable Material drum C $14:r.1:u:r| 50.00 Prorated
| |

[EET



Assign resources to the tasks

m Return to Gantt Chart view (under Tasks or View tab)
m or, shortcut, or right click far left and check View bar

m For each task row, click on the cell in Resource Names
column

Select a resource from the checklist to assign it to the
task
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m Jack is involved in both build and test
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Basic Project Statistics

m Select Project-> Project Information -> Statistics...

Project Statistics for 'Project’ x
m
] atart Finizh
W Current Tue 10720715 ; Mon 11/8/15
o [P I-LfL ....................................................................................................... N
A Dhotmar | — I'IEL ...................................................................................................... N
u oD ———— : d ........................................................................................................ s

Duration Waorlk Cozt

9 [ Current 1547 272h i 58, 980. 00
il Py IIII:I .............................................................. EIh ......................................................... R
; o] —— Eldl .............................................................. Elhl ......................................................... LB
| e ; Ed'?' ....................................................... E?Eh ........................................... Nk

Percent complete:
Duration: 0% Waork: 0% Close
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Set Baseline to compare your schedule

m Select Project-> Set Baseline -> Set Baseline ...

_| Set Baseline -

............................

I; Baseline v| B
T L)
-+ () Set interim plan =
. Scheduled Start/Finish -
. Start1/Finish i

For: E

@ Entire project
(::ISEIE::tEd tasks

Roll up baselines:

To all summary tasks

From subtasks into selected summary task(s)

Set as Default

Help oK Cancel




Tracking your project

m Select View-> Task Views -> Tracking Gantt Chart

m Select View-> Data -> Table -> Tracking

Pys & ot

Task Hane v|Aet. Start v Finich v Comp. v Conp. v Dw. v |8 O [T F 8 § ) F i

4 Definition Wed 10/21/15 NA 0% 0% 0 days 10
start Wed 10/21/15 NA  99% 0% 0 days ¢ 4102
plan Wed 10/21/15 NA 0% (0% 0 days 03 |

4 Execution Fri 10/23/15 NA 0% 0% 0days [ H 0%
design Fri10/23/15 NA 0% 0%  Odays |
build Sat 10/31/15 NA 0% (0% 0 days 0% :
test Fri 11/6/15 NA 0% 0% 0 dlays 0%

4 Acceptance NA NA 0% 0Ok  Odays I I 0
install NA v NA 0% 0%  Odays — 108
handover NA NA 0% 0% Odays - EI]%
finish NA NA 0% 0%  Odays ¢ #1110



Detalls of the tasks

Task Form Toals
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Generate Project Reports

- Gantt Chart Tools Project] - Project Professional

Resource Report Praject View Farmat Q' Tell me what you want to do...
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Compare Mew Dashboards Resources Costs In Progress Getting Custom Recent  Visual
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Project View Reports Export

RESOURCE COST OVERVIEW

COST STATUS COST DISTRIBUTION
Ciost status for work resources. How costs are spread out amongst different resource types.
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52,500.00
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S500.00
50.00

KEESUUKLE LUS1 UYEKVWIEW

jack john tom jimmy

memmmmm A1 =l Tt mmmmmem D o marm 3 i e e P e T T m Turna- W orl w Tvna- A strarz]
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More Tips

m Ctrl+Z (undo, repeatedly if necessary) if something
unexpected happens, or close without saving and return
to a saved version.

m Check out templates available online:
E.g. Go to File -> New -> Select a Template -> Create

Browse, and get ideas about the wide range of applications



"
Use MS Project in your project

You can use MS Project to:
m Draw Gantt Chart In the section of project planning.

m Tract your project schedule with Tracking Gantt.

m Summarize your project information with the statistics
and report functions of MS Project
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References

Some of the contents are adapted from
m http://users.business.uconn.edu/bday/PMTutoriall.ppt

m https://support.office.com/en-us/article/Project-2013-
videos-and-tutorials-af7dlel7-5fa7-421f-a452-
9bbe2cd7b082

m https://www.youtube.com/watch?v=sPWURRG9_Gs
m https://www.youtube.com/watch?v=ZIrshh-0s3|
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