Microsoft Project Level 1
Part of the Workers in Transition Technology Program
Training Series - Transitioning to a New Job and Microsoft
Office 2007

Course Title: Project 2007 — Level 1 (A Review of Fundamentals and Correct Usage)
Course Description

Microsoft Office Project (in Standard and Professional) 2007 provides desktop tools to assist in the management of
projects. Project helps managers stay informed and control project work, schedules, and finances. It can assist in
keeping project teams aligned, and integrates with familiar Microsoft Office system programs. When combined
with Project Server 2007, Project can extend capabilities to wider audiences across an enterprise.

This is a 4 ¥ hour course that reviews in a “hands on” fashion fundamental use of this application. It takes the user
from a standing start through the planning phase and concludes with the saving of a baseline plan that addresses
time, scope and resources. More advanced courses pick up from the saving of a baseline and proceeds through
tracking, adjustments, reporting and other topics.

Both novice and experienced users will establish or confirm a clear understanding of features, functions and
correct approaches to the use of this tool. The course is also designed to assist all users with the transition from
earlier versions of Project (97-2003) to the most current version (2007) and to prepare for both the continued
evolution of this product and for advancement into more sophisticated usage.

Who Should Attend?

This course is designed for both novice and experienced technology users, and specifically for those who need to
understand how to use Project to plan and illustrate a basic project, encompassing the 3 main elementsin a
project: time, scope and resources.

Novice users should expect to get a correct foundation for use of this tool. Experienced users should see some
things they already know, but will also have the chance to both close up “gaps” in understanding, as well as any
“workarounds” they may have developed (if they haven’t taken formal training).

PLEASE NOTE: Microsoft carries a certification for Microsoft Project, detailed through their website at this link
http://www.microsoft.com/australia/learning/mcp/mcts/project2007/pm/default.mspx. The recommended class
with this examination is 3 days.

Prerequisites

Participants should have general computer experience and be comfortable using the mouse or track pad. Itis
helpful if participants also have some experience in project management or an understanding of project
management principals.
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Session Goals

e Explore the Microsoft® Office Project® 2007 environment (including how to transition to the new Fluent Users
Interface) for that portion of Project where the new interface is implemented (currently in Excel, Outlook and
Visio integration)

e Understand Help and Other Guidance

e  Relate use of this tool with the main elements of projects (Time, Scope, Resources) and apply them to project
examples.

e  Practice with Company Specific Examples or Templates

What You Will Learn - Course Outline

1  The Microsoft Project 2007 environment
1.1 What is the transition to Office 20077

1.1.1 Pros
1.1.2 Cons
1.2 The Interfaces (Both Standard and Fluent User Interface (and how implemented in Project — through
integration programs)
1.2.1 Examining and Navigating the Standard Interface

1.2.1.1 The Project Guide

1.2.1.2 Changing and Managing Views
1.2.1.2.1 Gantt (Table: Entry + Gantt Chart)
1.2.1.2.2 Fams (Split the Default View)
1.2.1.2.3 Table Dialog Box
1.2.1.2.4 Resource Sheet
1.2.1.2.5 The Calendar

1.2.1.3 Examining the Fluent User Interface
1.2.1.3.1 Office button
1.2.1.3.2 Quick Access Toolbar
1.2.1.3.3 Ribbon
1.2.1.3.4 Contextual Tabs
1.2.1.3.5 Live Preview

1.2.1.3.6 Mini Toolbar

1.2.2 Integration with Other Products

1.2.2.1 Outlook*

1.2.2.2 Excel 2007

1.2.2.3 Vido 2007

1.2.2.4 File Formats Supported

1.3 Self Help

1.3.1 Microsoft Program Help

1.3.2 Microsoft Office Online
1.3.3 Microsoft Communities

1 Microsoft Project Blog: http://blogs.msdn.com/project/archive/2006/10/16/project-server-outlook-integration.aspx
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1.3.4 Microsoft TechNet

Examining Project Templates
2.1 |Installed Templates

2.2 Templates Online
2.3 From Existing Project Files

Setting and Using the Calendar (Time)
3.1 Examining Pre Designed Calendars

3.2 Making a Copy of an Existing Calendar and Modifying Working/Non Working Time
3.3 Exceptions and Recurrence

3.4 Considerations in Calendar Distribution (Centralized v Decentralized)

3.5 Project Master File OR Global Template (“The Organizer”)

3.6 Applying the Calendar to a Project

Setting and Using the Resource Sheet (Resources)
4.1 Importing / Copying Resources into Project

4.2 Resource Types and Completing the Resource Sheet
4.2.1 Work
4.2.2 Material
4.2.3 Cost

4.3 Modifying the Resource Sheet (fields)
4.3.1 Insert Reserved and Non Reserved Fields
4.3.2 Customization of Fields
4.3.3 Hiding, Resizing and Repositioning of Fields
4.3.4 Modification of Resource’s Calendars

Creating and Managing Tasks (Scope)
5.1 The Gantt View (Table: Entry + Gantt Chart)

5.2 Importing / Copying Tasks into Project
5.3 Creating/Modifying Tasks
5.4 Modifying the Table Fields
5.4.1 Insertion or Customization of Fields in Any Table (See Table Dialog Box)
5.4.2 Hiding, Resizing and Repositioning of Fields
5.5 The Task Information Dialog Box
5.6 lllustrating Grouping of Tasks
5.7 Summary Tasks and Subtasks
5.8 The Work Breakdown Structure field
5.9 The Project Summary Task
5.10 Explicit v Estimated Durations (and Milestones)
5.11 Linking Tasks (Creating/Modifying Dependencies)
5.11.1 Finish to Start
5.11.2 Start to Start
5.11.3 Finish to Finish
5.11.4 Start to Finish
5.11.5 Lead Time
5.11.6 Lag Time
5.11.7 Split Tasks (Rescheduling)
5.12 Task Types
5.12.1 Fixed Unit
5.12.2 Fixed Duration
5.12.3 Fixed Work
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5.13 Task Constraints and Deadlines
5.13.1 Flexible
5.13.2 Inflexible

6  Assigning Resources to Tasks
6.1 Quick Method (One Person)

6.2 Through Assign Resources Dialog Box
6.3 Task Types, Applied Resources and the Scheduling Equation

7  Assessing the Plan
7.1 Checking for Resource Overallocation (and Resolving)

7.2 Changing to the Resource Sheet and Adding the Resource Management Toolbar
7.3 The Resource Allocation View
7.4 Go to the Next Overallocated Resource
7.5 Resolving Overallocations
7.5.1 Leveling
7.5.2 Resource Reallocation (Add or Change Resources)
7.6 Initial Reports (6 Categories, Including Customization)
7.7 A Print of the Gantt Chart

8  Checking for Resource Overallocation and Leveling
8.1 Re-Examine the Resource Sheet

8.2 Viewing Field Values Before Saving the Baseline

8.3 View Field Values After Saving the Baseline

8.4 Change Aspects of the Project and Resave the Baseline

8.5 Format the Gantt Chart for the Critical Path or Other Aspects
9  Basic Tracking

9.1 By Percentage in the Task Information Dialog Box

9.2 By Actual Values in Relevant Tables

10 Additional Subjects (Time Permitting)
11 Selection Techniques and Shortcuts
11.1 Click and drag

11.2 Ctrl + Click

11.3 Right Click

11.4 Dialog Boxes

11.5 Field Headers
11.6 Ctrl + Home

11.7 Ctrl+ End

11.8 Resize/Auto Resize
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