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MS Project Introduction

	Duration:

· Two Days

Pre-Requisites:  

No previous experience of MS Project is necessary.  

A basic understanding of PCs, keyboard and a mouse along with knowledge of MS Windows is recommended.

Objectives:

· Start Using MS Project

· Create a New Plan

· Schedule Using Dates

· Use Planning Techniques

· Schedule Using Dependencies

· Print Charts and Reports

· Customise Views

· Assign Resources

· Cost Projects

· Schedule Resources

· Update the Plan


	
	Core Topics:

Project Management Concepts
Project Management; The Project Lifecycle; Outlining

System Overview

Getting Started; Menus and Views; Opening a Project Files; System Options; Base Calendar

Creating a New Plan

File Properties and Project Information Form; Outlining the Plan; Outlining and Entering Task Notes

Scheduling with Dates

Quick Scheduling; Entering Task Duration; Entering "Date Constraints"

Planning Techniques
Networks; Gantt Charts; Critical Path Analysis

Scheduling with Dependencies

Entering Dependencies; Critical Path Review; Create Recurring Tasks; Split Task

Printing Charts & Reports

Printing Gantt Charts; Reports Gallery; Printing Task Notes; Publishing onto the Internet/Intranet
Customising Views

Working with GLOBAL.MPT; Designing a Table; Designing Views; Designing a filter

Resource Management Concepts

Resource Allocation; Resource Aggregation; Optimisation

Assigning Resources

Defining Resources; Resource Scheduling; Other Scheduling techniques

Project Costs
Costing

Resource Scheduling
Finding Resource conflicts; Resolving Conflicts; Resource Workload Reports

Updating the Plan
Concepts of Progress Reporting; Baselining; “What If” Changes; Recording Progress

Working with Multiple Projects

Sharing resources; Inserting Projects; Cross-Project Links













