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COURSE OBJECTIVES

By the end of this course you will be able to:
e Correctly create a new specified project, without reference to notes.
e Correctly define a project dates, referring to notes if necessary.
e Correctly change a calendar working times, referring to notes if necessary.
e Correctly close a project and save changes, without reference to notes.

e, edit and re-order specified tasks, without reference to notes.

rring tasks, without reference to notes.

tasks, without reference to notes.

| status of a task, referring to notes if necessary.

and material resources, without reference to notes.

e Briefly describe wh
e Correctly create specifie

e Correctly change the page setup, r
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MODULE 1 - INTRODUCTION

OBJECTIVES

At the end of this section you will be able to:
e Correctly create a new specified project, without reference to notes.
e Correctly define a project dates, referring to notes if necessary.

Correctly change a calendar working times, referring to notes if necessary.

anning, Organising and Managing the Activities and Means which lead to
efined Objective within a fixed period of time.

@glanage a project; however there are 4 clearly defined steps to

2. Project Plan

This is the heart of project management.
enabling you to keep these factors in balance throug

s and schedule in one place thus
an effective project plan:

e Establish task and project constrains, e.g. if a task must be started

3. Tracking the Project

When the project begins the Plan helps you to direct and fine-tune the project:

e Track project progress, comparing actual data to original estimates.
e Review resource, scope and schedule factors to balance priorities.
e ldentify problems that could know the project off schedule.

e Analyze resource requirements throughout the project.

e Make midstream changes that will help you reach the project goal sooner.
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4. Closing the Project

Once all the project goals have been achieved and all criteria met, that signals the project’s end, it’s time
to close the project. This now enables you to:

e Compare the original plan to the actual course of project event.
e Analyse problems and identify areas for future improvement.

e Archive the project file.

PLAN

r project objectives, the next step is to plan how you will achieve them.
need to consider when setting up the Project Plan. The way to define and
a list of Tasks. The logical grouping of these tasks which completes a

t. In order to carry out a project you need
ively you need to define your tasks so that

Deliverables

he way
Milestones
A milestone represents an event or condition that marks the completion ed tasks or a
phase of the project. Milestones are intermediate objectives which in progress of the
project. A project should have a milestone at the start date and anot . In
Project 2016, milestones usually have a duration value of zero because it magkSa spe€ific pointin the

schedule when a phase of the project is completed.

Resources

To accomplish a task you need resources. Resources can include people, equipment or special facilities
necessary to perform the task. The number of resources you use affects both the duration and the cost
of your project.

WHAT 1S PROJECT 20167

Microsoft Project 2016 provides all the tools you need for effective planning, tracking, problem solving,
sharing, and completing a project in keeping with conventional management principles and practices.
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Office Project Standard 2016 is designed for managers who do not need to collaborate with others to
build their projects or select resources. Office Project Professional 2016 is designed for project and
resource managers who work with others across an enterprise to share schedules and resources by
connecting to Office Project Server 2016 or SharePoint Foundation 2016. This course does not cover
Office Project Server 2016 or SharePoint Foundation 2016 features.

THE PROJECT ENVIRONMENT

Using the Ribbon

place the Ribbon with the toolbars and menus from the earlier versions of
ever, you can customise the Ribbon and also minimize it to make more space

the option or ¢

To restore the Ribbon

1. Right-click anywhere on the Ri i Collapse the Ribbon (This will clear
the tick next to this option) i le-click any tab again to restore the
Ribbon.

Customising the Quick Access Toolbar

Toolbar.

The Quick Access Toolbar can be located in one of two places -
the File tab, or below the Ribbon.

To move the Quick Access Toolbar
1. Click on the Customize Quick Access Toolbar button.

2. In the list, click on Show Below the Ribbon or Show
Above the Ribbon as required.

Resaurce Repo

— X Cut
. . = Cal
You can add a command to the Quick Access Toolbar directly from . tD Ee Copy -
commands that are displayed on the Ribbon. Chart~ - ¥ Format Painter
View Clipboard
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To quickly add a command to the Quick Access Toolbar

1. On the Ribbon, click on the appropriate tab or group to display the command that you
want to add to the Quick Access Toolbar.

2. Right-click on the required command, and select Add to Quick Access Toolbar on the
shortcut menu.

Notes:

You cannot increase the size of the buttons. The only way to increase the size of the buttons is to
lower the sc resolution you use.

Iso. You can create new tabs and also new groups both on the new tabs
You can also add new buttons to new groups. You cannot delete any of the built-in

expanded in the p
various groups. Click on an
signs to expand the displ
more detail. To view the other
available tabs that can be customis
click on the drop-down selector
above the right-hand pane and
choose All Tabs or Tool Tabs as
required.

4. Do one or more of the following:

e To create a new tab, click on the
New Tab button below the right-
hand pane. The new tab will be inserted below the currently se
default empty new group.

e To create a new group, click on the New Group button below
new group will inserted at the end of the existing groups in the cC

Note: To reposition the tab/group click on the tab/group then use the up and down arrows to
the right of the right-hand pane to reposition, while the tab/group name is selected.

To rename a new tab or group
1. Right-click anywhere on the Ribbon
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2. Click on the Customize the Ribbon... option. The

Customize Ribbon dialog is displayed. neneme P
Symbaol:
Select the tab or group entry in the right-hand pane. £000A ' OHBRE ~
] .. O RN AW e» e
4, The Rename dialog is displayed as shown here. Typea ||« ~ > ® ,p TP EayY
new name in the Display name box at the bottom. Xd40%Q 8
5. If you want the button to have an associated icon,
choose one by clicking on one from the displayed b
Symbol collection. Al X ¢ r:/ oM™ h@)p ¥ =

P&ﬂ+%.@ A LeET v

Display name: | New Group

Cancel

n the Customize the Ribbon... option. The Customize Ribbon dialog is

1.

2. i i ... opti he Customize Ribbon dialog is
displayed.

In the right-hand pane, click on the ta
Click on the <<Remove button.

To reset ribbon customisations
1. Right-click anywhere on the Ribbo

2. Click on the Customize the Ribbon?..
displayed.

option.

3. Click on the rest button below the right-hand pane, an
Customisations or Reset Only Selected Ribbon Tab as requir,
Selected Ribbon Tab is only available when you are looking at
been customised by having new buttons or groups inserted.
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EXERCISE 1

1. Create a new Blank Project.

2. Click on the File tab, and look at the project’s information. Use Advanced Properties to set
the title of New Product Brochure and your name as the Author. Close the Advanced
properties down when the changes have been made and return to viewing the Project tab of

the Ribbon.
3. Set the project Start date to next Monday.
4. You are now going to create a new Project Calendar for use in the project. Using the

rking Time dialog, create a new calendar (a new base calendar) and name the
orking Week. It should have the following attributes.

hrough to Thursday the working day should start at 08:30 until 12:30 then
:00.

working day should start at 08:30 until 12:30 then 13:00 until 16:00.

the 25" of December, as a recurring public holiday (non-working time) for 10

ton and ensure the Default Start Time is set to 08:30.
ation dialog. Change the calendar for the project to the

ing Week calendar,
6. Now cl@8g, this projec it/@s New Product Brochure.
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EXERCISE 2

1. Open the New Product Brochure file.

2. Create a new summary task and rename it as Write Brochure. Leave the Duration, Start and
Finish dates as they are.

3. In the second row of the Gantt table underneath Write Brochure, rename the New Task as
Research new product

4. Create the following new tasks each on separate rows:

Create an outline

pproved

list

task above row 1 named Marketing New Product. Leave the Duration,
Finish dates as they are.

er task at the bottom with the name Build list.

7. omes a sub-task of Create mailing list
8. to 4 days.
9. task (including sub-task) so it is positioned above Write

10. Product task to 2 days. Because you manually changed
the duration 0 which indicated an estimated duration
disappeared. Chang n estimated 2 days.

11.  Creating some new t ing i the following:

Get quotes from p
Prepare through desktop p
Get printed

12.  Set the duration of Get quotes from pri

13. Insert a summary task above row 9.

14. Using the Outdent button once, make the Prj e level as
Write brochure. Notice when Print Broc ree tasks below

it become its subtasks.
15.  We will now enter the remaining task
Distribute Brochure
Do mass mail out

16. Using the Outdent button once, make row 13 a Summary Task (i.e
same level as the summaries above it).

17. Now save the changes to the file and close it down but keep projec

the
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