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Microsoft Project - Project

Overall Screen Layout

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

Set a date to schedule from
Define general working times
List the tasks in the project
Organize tasks inta phases
Schedule tasks

Link to or attach more task
information

Add columns of custom
information

Set deadlines and constrain
tasks

After planning your tasks, you
©an go to the Resources area
to build your project's team
and assign people to tasks.
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Step #1: Set the Start Date

B Microsoft Project - Project1
E Eile Edit Mew Insert  Formak  Tools | Project | Window  Help  Adobe PDF
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Task Information...  Shift+Fz
Task Mokes. ..

tion =

Enter project information

Project Information. ..
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This wizard helps you get
started with your project.

Enter the estimated date yvour
project will begin:

| 10142008 e

Project—Project Information lets you
set the Start date. Task duratiors
will be referenced from this date.
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Start dake;

Project Information for ‘Project1"

e 101 1/0:

Finish date: | wed 10/11/06

Schedule From: |F‘rn:ujeu:t Start Date

Al tasks begin as soon as possible,

Help | Skatistics, ..

=

Current date: | Wed 10/11/06

Ef
Skatus date: ||"-|F'- j
El

Calendar: | Standard

Pricrity: | a00 :I
K I Cancel |
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Step #2: Enter the Tasks and Durations

o Task Name Duration Stait Finish Predecessors  t1,'06 Qct &, '06 ©ct 15, '06 Qct 22, '06 Oct 29, 06 -
M[T[T[F[S[SM[TW[T[F[S[SM[T|W[T[F[S[SM[T[T[F[S[SM[TW[T]F
1 Start Odays Tue 104006 Tue 1041006 4 10410
2 Prepare requirements Docr 10 days | Tue 10A0M06  Mon 1002306
3 Turn-In CRD Odays Tue 104006 Tue 1041006
4 Prepare Plan Sdays Tue 104006 Mon 104608
5 Task 1 25days Tue 10A0M06 Mon 111306
E Task 2 30 days Tue 10M0M06 Mon 11,2006
T Task 3 a0 days Tue 10M0M06 Mon 12M806
g First Integration 20 days| Tue 10M006 Mon 11606
9 Test First Integration Sdays Tus 104006 Mon 10/ G606
10 Taszk 4 a0 days Tue 10M0M06 Mon 12M806
11 Task 5 30 days Tue 10006 Man 11520006
12 Task B 20 days Tue 101006 Maon 11/606
13 Second Integration Sdays| Tug 10M006 Mon 101606
14 Test Second Integration Sdays| Tug 10M006 Mon 101606
15 Cliert Test 10days Tue 10A006 Mon 1072306 b A
16 Final Integration 10days Tue 101006 Mon 1052306 P r-etty O rl n g G a-n tt
17 Engineering Expo Odays| Tus10M0M06  Tue 1000006 ]
18 Wiork on Posters 10days Tue 101006 Mon 1052306 Chart SO far- Don t
19 Motehook Due Odsys Tue 101006  Tue 1001 0/06 -
20 Wyiork on Motebook 10 days | Tue 10, 5 Mon Q2306 WO rry abo ut It ana
1 \ K\:

Any task with a 0-length duration will be
made into a “Milestone”

Don't enter any Start or Finish dates. The Start
date will default to the one you set a moment
ago. The Finish date will be set to that date plus
the duration.

List the tasks using unique
descriptive task names.

In the Duration column, enter the time required
to complete each task, as a number followed by
‘hours', 'days' or ‘months'.
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Once Entered, Tasks Can Be Edited

L.
pedule &  TaskName Duration Start Finizh Predecessors
1 I
ation [ 24 ! 1 day Wed 10M1/06 Wed 1001106
. 2 1 day Wed 10M1/06 Wed 1001108
=
-t 3 C 1 day Wed 10M1/06 Wed 1001108
fe your
If you click a Duration, you can
A Task Name can be selected. edit it with up/down buttons, or
You can then edit it just like an you can then edit it just like an
Excel cell. Excel cell.
1 day /
edule Tazk Mame Duration art Finish Predecessors
i 1 0 wied 1011008 Wed 1041106
ation
—t 1 day | Wed 10M1/06 Wed 1041106
" 1 day | Wed 10M1/06 Wed 1041106
E W our
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Once Entered, Tasks Can Be Edited

(1] Tazk Mame Duration Start Finizh Predecessors
1 A, 1 day  Wed 101106 Wed 1001108
2 B 1 day  Wed 101106 Wed 104106

1 day | Wed 101106 Wed 10411006

You can click on entire row. Click here and drag up or down to re-order the tasks. Note that
Press Edit—Delete Task 1o the up-down order has nothing to do with the time order the
delete that task. tasks need to occur in, although it is a good idea to sort of keep
it that way.
o Task Mame Curation Start Finizh Predecessars

& 1 day | Wied 1041106 | Wed 104106

1 day | Wied 1041106 | Wed 104106

3 =] 1 day | Wied 1041106 | Wed 104106
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Step #3: Get the Chart Area Time-Scaled Properly

essors 11,08 Oct 8, '06 Oct 15, '06 Oct 22,06 Oct 29,06 P
M T[] [slsm[Tw[T[F[s[sMm[Tw[T[F[s[s[m[T[W[T[F[s|s[M[T [w[T[F

|

Double-click on the
date header

Timescale

Top Tier Middle Tiet l Eiattom Tier l Mon-working time l

Middle tier Farmatting

j Label: |January j ¥ Use fiscal year

align: | Left »| | Tick lines

oo il %, ¥ sScale separator

These are good settings _
August September| October Movember | December | January February | March Al Iy

Help | Ik | Cancel
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Step #4: Create the Task Dependencies

pember| October Movember | December | January | February | March - I—eft'd rag frOm one tas kS’S bar v
4 1010
... to its successor’s bar
4 10M10
This will create (by default) a Finish-to-Start
dependency link. It will also adjust the
successor’s Start and Finish dates, and the
Predecessors column.
o Task Mame Duration Start Finizh Predecezzors August September| October | Movember | December | January | Februar
1 Start Odays Tue10M006 Tue 104006 [p A0
2 Prepare requirements Doct 10 days . Tue 10006 Mon 1052306
3 Turn-In CRD 0 days 06| Tue 105
4 Prepare Plan Sda Tue 10024006 Mon 1053006 1
5 Taszk 1 25 days tar
= Task 2 30 days | Tue 10MOM0E Mon 1172006
¥ Task 3 S0 days | Tue 10MOM0E Mo 12M 506
g First Integration 20 days | Tue 10MOM0E Mon 11/6806
g Test First Integration Sdays| Tue 10MO0E Mon 10MENDE
10 Tazk 4 S0 days | Tue 10M 0006 Mon 120806
11 Task 5 30 days| Tue 10A 006 Mon 1120006
12 Taszk 6 20days Tue10M0M6  hon 11606
13 Second Integration Sdays Tue 10AD00E | Mon 10ME06
14 Test Second Integration Sdays Tue 10A0M0E | Mon 10M 606
13 Client Test 10 days| Tue 1010006 Mon 102306
16 Final Integration 10 days| Tue 10006 Mon 10/2306
17 Engineering Expo Odays Tue 10A008 Tue 10M0M06 & 1040
18 Work on Posters 10days| Tue 10A0M6  Mon 10/2306
19 haotehook Due Odays Tue 10A00E ) Tue 10M0M06 4 1010
E 20 Wiork on Motebook 10days | Tue 10M0M06 Mon 10052306




Reading the Gantt Chart

Thin lines indicate “slack”

October |Nnvem§\| December |January | February |March | April | by | June -
& 1010 \
I
Thick bar all the way to the end You can link multiple tasks to the same
indicates no slack successor task
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You Can Change the Nature of the Task Dependencies

| Task Dependency

From: Final Integration

d To: Work on Poskers

Type:

Firish-to-Start (F5)
Skart-to-Stark (55

Finish-to-Finish (FF)

Skart-to-Finish {5F)
{Mone)

Finish-to-Start dependency

Double-click on a link to change its
dependency type, change its lag, or to
delete it
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Start-to-Start dependency
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Step #5: Explicitly Set Fixed Milestones

Test Second Integration 4days Tue 5H07 lon 5707 13
Client Te=t 10 days Tue 3807 Mon 22107 14
Final Integration 10days  Tue S/2207 Mon B407 15
d Engineeting Expa 0 days FriZm107 Fri 51007
‘Work on Posters 10days Tuglaf2207 hlon BA007 1BSE
Motehoaok Due Odays TugfOMONE Tus 104006 4 1010
‘Wiork on Motebook 10 days Tl AOMDIOE Mon 1002208

Double-click here to explicitly set a Milestone’s date

Examples could include presentations dates, the date
of the Expo, etc.

Note: the 2007-2008 Engineering Expo is Friday, May 9, 2008.
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Click on View — Tracking Gantt to see the critical path in red. The
Critical Path is the sequence of tasks that have no slack in them.

Step #6: Experiment with Different Charts

[eptembet

October Mowember

December

January

February

March

April

ey

June

July

0 1040
:::::::::::::::::::::::: 09

¢ 1010

Pay close attention to these tasks!

Oregon State
University

\

Click on View — Gantt Chart to get back to where you were
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Printing

(1]

" September| October

Movember | December | Januaty Fehruary

harch

April

Mary

June

July

Page Setup - Gantt Chart

Page ] MMargins l Header Footer Legend Wiew
I~ prirt all shest columns
I~ prirk first |3 ::I columns on all pages
ohes
¥ Print blark pages
< ¥ Fit timescale ko end of page D
=
r
Print Prewview, .. Options. .. Cancel |
h .
A N

Slide this bar left and right to
expose or hide the data
columns. What you see is
what you'll print.
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Click on File — Page Setup. Be sure that Fit timescale to end of page is

clicked.
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Copying and Pasting into a Word Document or PowerPoint Slide

soft Project - Projecti

Edit | Yiew Insert Format Tools  Project  Window
g . ) = s
Can't Undo Chrl+Z By @ A | | 2} = &5

| & CutcCell Chrl+¥ | !
- pok -

58 Copy el ChrHC

—| Copy Pictuk.. |
H
; (1] Tazk Mame
Clear 1 i,
B Delete Task 2 B
. 3 C
&a  Link Tasks Chrl+F2
@ Spit Task
i

1. Click on Edit — Copy Picture

Copy Picture

Render image
" Far screen
™ For prinker
% To GIF image file:

| 25461 mvproject. gif

Copy
{~ Rows on screen

Timescale
&5 shown on screen

¥ From! |Sun 10/1/0 j

2. Set GIF
/ filename

hd

Cancel |

3. Set range of dates

Your GIF image will look like this. It can be inserted into Word or PowerPoint by
choosing Insert— Picture—From File while running those programs. Once there, you
can expand, shrink, or crop this image, depending on what you are trying to show.

o |6

|Task Matne

|Duratiu:un| Start | Finizh
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Qctober Movember  |December
1 A 1 day | Wed 101106 Wed 1011106 i
2 B 1 day | Wed 101106 Wed 10111106 !
3 C 1 day | Wed 104106 Wed 1001106 '
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