A Short Guide to Microsoft Project 2003

	Configuration Options
Set your own defaults
	Tools|Options

Recommended:

Tools|Options|Schedule set
Set default task type = Fixed Duration

(Set other selections as shown)
	[image: image22.png]




	Set date format

Set duration units
	Tools|Options|View

Tools|Options|Schedule
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	Project Details
Enter Project Start date

Show Project Summary

Project Title
	Project | Project Information

Tools | Options | View

File | Properties

(Enter project details as required)
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	Task Details

Task names


Durations


Dependencies
	View|Gantt Chart

View|Table: Entry
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	Task headings (WBS)


	View|Gantt Chart

(Highlight “children” tasks)
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	Resource Details

Resource names


Maximum Units (available)


Cost ($/hour - labour, etc.)


Cost ($/unit - material)
	View|Resource Sheet

View|Table: Entry
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	Assign Resources to Tasks
	View|Gantt Chart

Tools|Assign Resources
(or use Assign Resources button)
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	Identify Overloaded Resources

Who is overloaded?


	View:|Resource Sheet

Overloaded resources in red
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	When is the overload?

	View|Resource Graph 

(Select overloaded (red) resource)
View|Zoom|Entire Project
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	Why is there an overload?

(which tasks cause it?)
	View|Resource Usage

Window|Split 

(to show Task Form in lower pane. 

Select (left click in) lower pane;)

View|Gantt Chart

(Select resource to examine)
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	Resolving overloads by leveling resources
	Tools|Level Resources

(if resources remain overloaded, try releasing the ‘within available slack’ option but check the end project date which may have  been delayed). 
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	Working Time


Hours/day


Working calendar
	Tools|Options|Calendar

(set hours/day before entering 

task durations)
Tools|Change Working Time . . .
	

	Project Control
Save Baseline
	Tools|Tracking|Save Baseline
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	Set Current (reporting) Date
	Project|Project Information 
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	Tracking progress
	View|Tracking Gantt

View|Table Tracking

Or
Tools|Tracking|Update Project
	
[image: image14.wmf]

	Revising schedule
	View|Gantt Chart|Table: Variance
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	Formatting Screens & Printouts 

Scaling Gantt charts
	Zoom buttons

or
View|Zoom

or
Format|Timescale
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	Formatting Gantt charts
	Format|GanttChartWizard
or
Format|Bar Styles
	

	Changing columns on 


screen


new column


new table
	View Gantt|Chart||Table:Select table

Insert|Column: Select field

View|Table|More Tables|New
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	Applying filter

Selecting filter

Defining filter
	Select from drop down list
or

Project|Filtered for:...

|More Filters|New
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	Printing report

Selecting report

Defining report
	View|Reports...

Select report
View|Reports...|Custom|New
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	Headers/Footers
	File|Page Setup...
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