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Introduction to Microsoft Project 2010

This document provides an introduction in using Microsoft Project 2010. Microsoft Project is a
project management application that contains a set of tools to help managers plan, schedule,
and control projects. The project plan file acts as a repository for all project-related information,
including task lists, resources, calendars, and cost data.
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The different views of a project allow you to view the specifics of different areas of your project.
Highlighted below are some views that may be found useful. Access these under the Task tab.
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Creating a Project Plan

There are multiple ways to create a project plan - from a blank project, from a template, from an
existing project, and from Excel.
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To create a project,

1. From the File tab, choose New.
2. Select the desired method and click Create.
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The first required step in creating a project is to enter either a start or a finish date.

1. From the Project tab, click Project Information.
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2. Set the desired Start or Finish Date and click OK.
Project Information for ‘Project2” S
Start date: +| Currentdate:  Sum 2/27/11 -
Erishdate: | Sun 2/27/11 < gtatusdste:  NA -
Schedule from:  Project Start Date ~ Calendar: Standard -
All tasks begin as soon as possible. Priority: E
Enterprise Custom Fields
Department: | -
| -
Custom Field Mame

[Coc ][ concs |

3. Additional project properties can be identified.
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b. Complete the fields, as desired. Click OK.
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Assigning a Project Calendar

Project Calendar  Standard

Today
Start

Today
te Today

500

For Project to correctly determine a schedule, working and non-working times should be
included. Project has three default base calendars - Standard (traditional), 24 Hours, and Night
Shift. Each base calendar can be customized to meet your needs.

To create a calendar,

. . . .
1. From the Project tab, click Change Working Time.
Rld9-c- 55 Gantt Chart Tools ojec icrosoft Proj
Task Resource Project View Format
— aooo00 :
5 [ = p:mgl R ! Status Date:
t | Eﬂ = %0 b = .aj]
é : 1= 3 & = H2o1m
Subproject Project  Custom Links Between WBS Change Calculate Set Move Update Visual Reports Compare Spelling
Information Fields Projects - Working Tim Project Baseline v Project Project Prc ctuals | Reports Projects
Insert Properties Schedule Status Reports Proofing
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2. Click Create New Calendar.

Change Working Time | S|

For calendar:  Standard (Project Calendar) v Create New Calendar ...

Calendar 'Standard' is a base calendar.

Le

d: Click on a day to see its working times:
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TEing s[mM][T \n: ™[F]s ! °
Nonworking Llzj=a|4]=
731"} Edited working 6|7 8|9 |01 22
(2.3 15 [18 |15 |16 |17 |18 |19
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7317 Exception day e it il ol Default work week on calendar ‘Standard.

R, 78

31| Nondefault work

A (== B
Exceptions | Work Weeks

Name Finish -

[ocgtons... | £ ok ¢ [ coneel |

3. Enter a name for the calendar, select a type, and click OK.
Create Mew Base Calendar lﬁ

Mame: | My Company
(") Create new base calendar

@ Make a copy of  Standard * calendar

[ OK ][ Cancel ]

4. Specity exceptions (holidays, non-working days/hours). Click OK.

Change Working Time X

For calendar: My Company - Create New Calendar ...

Calendar 'My Company' is a base calendar.

Legend: Click on a day to see its working times:
February 2011 ~  February 27, 2011 is nonworking.
i
Ly s[M[T|w][Th][F]s
Nonworking AR
Edited warking 6|7 |8 |9 |10 (11 |12

hours

13 (14 |15 (16 |17 (18 |18
On this calendar: Based on:
20 (21|22 (23 |24 (25|26

Exception Memorial Day' on calendar My

31 | Exception day Company'.

1} Nondefault work
T

Exceplions | work Weeks
Mame Start Finish -
1 |Memorial Day 5/23/2011 | 45/23/2011
Delete

[Cosioee ) () o]

5. Note: This is not where individual employee time-off is entered.
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To assign the calendar to the project,

1. From the Project tab, click Project Information.

Project

7@ @ % Status Date: ﬂ ;“_‘f‘

il 5 =8 Y

E2zrm
Subproject Project ustom Links Between WEBS Change Calculate Set Maove Update Syncto Visual Reports Compare | Spelling
Information JFields Projects = Waorking Time Project Baseline = Project Project Protected Actuals | Reports Projects
Insert Properties Schedule Status Reports Proofing
2. Select the desired calendar from the dropdown list and click OK.

Project Information for ‘Project2' LX)
Start date: Sun 2/27/11 ~ Currentdate: Sun 2/27/11 -
Binish date: | Sun 2/27/11 - statsdate:  NA -
Schedule from:  Project Start Date ~ Calendar: -

All tasks begin as soon as possible. Priority:

Enterprise Custom Fields

Department: |

Custom Field Name Value |

e Cow )

Creating a Task List and Work Breakdown Structure

Once you have created a project plan and assigned a calendar, the tasks can be entered. Tasks
can also be imported from Excel or Outlook.

1. Adding Tasks
First, we will create summary tasks. The summary task is the general focus of a task, and
contains multiple subtasks below it. The tasks entered below the summary tasks will be
the specific planned tasks.
a. To create summary tasks,
i. Select the View tab, and click Gantt Chart to view the entry mode.

Rlld9-®-|s | Gantt Chart Tools |

View Format

Task Resource Project

| E Metwork Diagram = E== 0l E_a Resource Usage ~ 2
=== r
= = E Calendar ~ : E Resource Sheet ~ 4
Task . Team - ) 5
sage T ﬂ Other Views ~ Planner~ 1§ Other Views -
Task Views Resource Views

ii. Inthe Task Name field, type a description of the first major step of your
project. Continue to enter all the tasks associated with your project.
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o Task _JTaskName Durz
Mode
1 5 onduct aNeeds

Assessment Analysis

b. After creating all your summary tasks, you will begin entering the rest of your
tasks.
i. Select the first row under the summary task you are working with, so it is
highlighted.

Assessment Analysis

Set Objectives and Goals

3 3 Plan Intervention

ii. Under the Task tab, select Task, and then Task again. You also can add a
task by right clicking and selecting Insert Task.

I |
Resource Project View Format

—| & Cut - - e e = e ﬁ Mark on Track ~ @ @Insped ¥ Summary
J X Calibri -1 T Ow 252 S0x 75a 0% |:> -
53 Copy = ’} Respect Links _?:)' Move = ‘ Milestone
Paste A~ S50 88| e ed _ Manually| Auto Task
- fFormat Fainter B 7 U & L Ead +— Inactivate Schedule| Schedule ﬁ Mode ~
Clipboard Font 1 Schedule @ Task

- .-

iii. Continue to add rows and subtasks until all of your summary tasks are
detailed and complete.
2. Organizing Tasks
Now that all your summary tasks and subtasks are entered, you can organize them into
a hierarchy to distinguish between them.
a. Select the Task Name you wish to work with. Under the Task tab, select the
Indent or Outdent button.

Task Resource Project View Format

i == ¥ cut _— |
= B ai | eEEeE
5% Copy ~ g—
Gantt Paste - A-1 2= bes | es &5
Chart = - f Format Painter B S U & =1 @ o jua | == g2
View Clipboard Font a Schedul

b. After completing your indentations, Project is able to identify summary tasks
and subtasks based on the indentation pattern.

Task Name Duration _ Start - |Finish E
]
You will be able to edit the Duration and Start and 1day? Tue 10/5/10  Tue 10/5/10
Finish Dates later on. They now appear because
Project identifies these tasks as summary tasks

dGoals 1day? Tue 10/5/10  Tue 10/5f10

3. Work Breakdown Structures

A work breakdown structure is a logical hierarchy of tasks in a project represented by
alphanumeric codes, similar to an outline.
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a. To view outline numbers on all summary tasks and subtasks, under the Format
tab, check the Outline Number box.

| Format !

V| Cutline Numbe

\{?J ECriticaITasks = @

= -

='1 Conduct a Needs
Assessment Analysis

1.1 Define a focus and Tasks are automatically numbered in

1.2 Analyze Data the outline format
= 2 Set Objectives and Goa
2.1 Create Mission Stat

4. Entering Durations
There are a few specifics to understand when entering durations for tasks in Project. The
first difference is the differentiation between Duration and Work. Work is the total
number of hours between all contributors spent on the task, and Duration is the amount
of time in which you want the task to be completed. It is also important to note that 1
day is 8 hours and 1 week is 40 hours. A Unit is the percentage of a resource’s time
assigned to a task. Hence, Work = Duration + Units. You choose which to enter; Project
calculates the others.
a. When we enter durations, we enter them in the subtask cells. The duration of
the summary task will automatically update according to the subtasks. To enter
the duration of a subtask, under the Duration column, click inside the empty

cell.
Task Mame - |Duration _ |Start
='1 Conduct a Needs 8days Tue 1
Assessment Analysis

| 1.1Define afocus and sc[3days 2| Click the arrows up and down to easily adjust the time

1.2 Analyze Data 5 days

i. Simply type in the cell the duration you plan to work on the specific task.
Use units “mo” for months, “w” for weeks, “d” for days, “h” for hours,
and “m” for minutes.

ii. A common mistake is to try to fill in all the information all the way across
(as one would in Excel). Instead, leave Start and Finish dates empty and
let Project fill them in. When manually entered, it deadlocks them as
constraints which makes Project less useful.

b. To add work into the spreadsheet to see the amount of total hours the task will
take, select Add New Column.

= Add Mew Column

i. Scroll down, and select Work.
ii. The number of hours of total work completed for the task is automatically
calculated depending on the number of Resource Names and the set
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Duration.
=1 conduct a Needs Bdays Tue 10/5/10  Thu 10/14f10 Joe,Amy,Ben,Kara,Bill 469 hrs
Assessment Analysis
1.1 Define a focus and sc 3 days Tue 10/5/10  Thu 10/7/10 Ben,Kara
1.2 Analyze Data 5 days Tue 10/5/10  Mon 10/11/10 Joe, Amy,Bill

Resources

Now that tasks are identified, resources can be assigned to complete them. Resources are
categorizes into four types: Work (people or equipment), Material (paper, ink, toner, etc), Cost
(airfare, lodging), and Budget (project-level work, material, and cost resources).

To enter resources,

1. From the View tab, choose Resource Sheet.
I2[=] mmm—nﬂg

Task  Resource  Project | View Farmat a@P =
. E ] Network Diagram ~ Resource Usage ~ Al  Highlight: [No Highlight] = Timescale: Q Zoom - Timeline Timeline - 1 B =
- H calendar ~ Resource sheet = || & = 7 Filter: [Ma Filter] - | Days - B entire Project | [ Details - Ii‘ =
Task Sort  Outline Tables = New Macros
Usage ™ ﬂ. Other Views ~ Planner = [0 Other Views ~ - - - E Group by: [Mo Group] - ﬁ Selected Tasks Window ..i7 -
Task Views Resource Views Data Zoom Split View Window Macros
Task  Resource  Project | View Farmat o @ =
E [*f8] Metwork Diagram = . 3 [[§ Resource Usage = Al __\J D Highlight: [No Highlight] ~ Timescale: Timeline Timeline - 1 B =
] calendar ~ (@ Resource Sheet z 7 Filter: [No Filter] -|||p [ Details - I:i‘ =] —
Gantt  Task Team " Sort  Outline Tables New __ | Macros
Chart~ Usage~ ﬂ Other Views = Planner ~ £ Other Views - - - H:: Group by: [No Group] - Window ..iT -
Task Views Resource Views Data Split View Window Macros
- 2 : : t 2
= | I I I I I I I Lo
= Start Ny Training M Finish
£ Mon 8/2/10 Tue11/2/10
E
Resource Hame ~ |Type  + |Material  ~ |hnitials v Group ~ | Wax ~ |Sid Rale v | Ovt Rate v CostiUse v Accrue ~ Base - |Code ~ | Add New Golumn ~ =
Writer 1 Work W Internal 100% S0.00/hr 50.00/hr 50.00 Prorated  Our Global Comp E|
Editor 1 Work E Internal 100% $0.00/hr '$0.00/hr 50.00 Prorated Qur Global Comp
Project Manager 1 Work P Internal 100% S0.00/hr 50.00/nr 50.00 Prorated  Our Global Comp
Publisher Work P Internal 100% $0.00/hr '$0.00/hr 50.00 Prorated Qur Global Comp
Subject Matter Expert | Work ) External 100% $0.00/hr 50.00/nr 50.00 Prorated  Our Global Comp
Travel Expenses Cost T Internal Prorated
Glossy Paper Material reams G External 50.00 $0.00 Prorated
Budget - Miscellaneous | Cost B Internal Prorated
Budget - Labor Work B Internal Prorated  Our Global Comp
Budget - Material Material reams B Internal Prorated

To assign resources to tasks,

1. In the Gantt Chart view, under the Resource Names column, select the appropriate

resource(s) that has been assigned to the task.

IBS50rS Resource Names

-

Joe, Amy

Creating Dependencies

Using dependencies allows Project to be a managing tool rather than just a presentation tool.
Assigning tasks dependencies demonstrates which tasks are reliant on the completion of others,
and allows you to change the duration of one task and see the effect on the entire project.
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1. To link tasks together, select the first task that needs to completed, and then the task that
can then be started. Use this pattern to link as many tasks as desired by holding the Ctrl

key.
Task . |Task Name - |Duration
o Mode
1 + = 1 conduct a Needs 8days
Assessment Analysis

2 =
3 =) . . q q
. = Remember to link them in the order in which
g ? they are dependent upon each other.
5 3 .
7 + Summary tasks should not be linked.
g E = 3 Plan Intervention 15 days
9 4 3.1Use behaviortheory 5 days

methods
10 45 3.2 Develop strategy 10 days
11 + = 41mplement Intervention 7 days
12 45 4.1 Carry out Process 4 days

Eualiatinn

2. C(Click the Link Tasks icon under the Task tab.

- - - EF Fark on Track -
02 2% S0¢ P5@ 100w

o E':‘,J-’F'\ESpECtLinkS
s _._:,1];

r-

& = Inactivate

@ = 5

Schedule

3. You will now see how each task leads to another on the timeline.

3,'10 |oct 10, '10 |oct17,'10 Oct24,'10 |oct 31, '10 [Mov 7,10 |Nov 14, ‘21
M[TW]TF]s[s[M[TIWIT]F[s[S[M[T[W[T[F[s[s[M[T[W[T[F[s [ M[T[W[T[F[s[s[M[T[W[T]F[S[s[M[T])
Ty :

:= Ben,Kara
: :b\‘ Joe,Amy,Bill

4. After linking tasks and creating dependencies, you will notice numbers automatically
entering under the Predecessors column. These numbers represent the ID of the task

(the row number) that must be completed prior to the highlighted task.

6 o Choose Goals 1day Tue 10/19/ 05
7 | E ol Write complete objectiv 5 days Wed 10/20 Sk “"’}10 Iﬁ |

] —

5. After you have linked the tasks under a summary task, the days of duration next to the

summary task will update to be the sum of all the subtasks linked to the specific summary
task.

Predecessors and Dependency Types

Creating relationships among tasks is key to creating realistic schedules. Relationships occur
when the starting time of a task is dependent on whether another task is starting or is
completed.
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There are four types of dependencies:

e FS (Finish to Start): The task cannot be started until the predecessor task is completed.
eSS (Start to Start): The task cannot be started until the predecessor task is started.
e FF (Finish to Finish): The task cannot be finished until the predecessor task is finished.
e SF (Start to Finish): The task cannot be finished until the predecessor task begins.

To enter a predecessor,

1. In the Predecessors column of the desired task, enter the number of the row the task is
dependent upon.

2. Double-click to select the specific dependency type of the task.

Task Information - —— — e — - — E8

l Resources] Advanced] Nohes] Custom Fields]

Mame: | Search the Web Duration: | 2days |~ [|Estimated
Predecessors:
Finish-to-Start (F5) ~
D Task Name

11 Investigate the Software

=
3. The link is displayed in the Gantt Chart.
L o =l Conduct a Needs Assessme 8 days Tue 10/5/10 Thu 10/14/10
2 B Define afocus and scope 2 days Tue 10/5/10  Wed 10/6/10 The link between
1 : = Analyze Data 6 days [rue 10/5/10 ~[Tue 10/12/10] 255 | IR RO R

Adding Milestones

A milestone is a task that acts as a reference point, marking a major event in the project and
which is used to monitor the project’s progress.

To add a milestone,

1. Click the row below the row of where you want to add your milestone.
2. Select the Milestone icon under the Task tab.

; ¥ Summary

o Milestone
Task

-

Insert
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3. Type the task name of your milestone.

el S~ Y |

3.3 <MNew Milestone:
Call. [ Pemeyaty PSR R P S——— E B p—,

4. The milestone will then appear on the calendar timeline with an asterisk.

I <N ew Milestone> |IJ days

5. Any task can be identified as a milestone by making the duration value 0.

Deadlines, Constraints, and Notes

Constraints are conditions or limitations placed on the start or finish date of a task. Deadlines
are target dates that indicate when you want a task to be completed. Note are additional or
supporting information.

To add a constraint or deadline to a task,

1. Double-click the task.
2. In the Task Information dialog box, select the Advanced tab. Enter the
constraints/deadlines as desired.

Task Information - - — - @
General I Predecessors ] Resources | ] Motes 1 Custom Fields ]
Name: | Search the Web Duration: | 2days [~ []Estimated
Constrain task
Deadiine: NA -
Constraint type: As Soon As Possible ~ Constraintdate: MA -
|
Task type: Fixed Units - Effort driven
i
Calendar: Mone A Scheduling igneres resource calendars
WWBS code: 3.2
Earned yalue method: % Complete -
[ Mark task as milestone

To add a note to a task,

1. Double-click the task.

2. In the Task Information dialog box, select the Notes tab. Enter the desired information.
—_— - i

Task Information -
Generall Predetessnrsl Resnurces} Advanced | Motes I Custom Fie\ds]
Mame: | Search the Web Duration: | 2days | = [_|Estimated
MNotes:
AEEEERE
| Be sure to validate sources
|
|
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Tracking Progress

Tracking the progress of a project can be done with baselines. Baselines copy the plan for a
project before anything is done, and then are compared with the progress throughout the
project to track tasks and growth. This is how we determine later if we are “on track’.

1. To set a baseline,

a. Under the Project tab, click Set Baseline.
| |

Project View Format
] ) = -
im Links Between WES Change Calculats
5 Projects 7 Warking Time Project QEaseline =
Properties Schedule
b. Select if you want the baseline to be for the entire project or selected tasks, and
click OK.
Set Baseline g|

(%) 5et bassline

| Baseling

() Sek inkerim plan

For:
(%) Entire project
() Selected tasks

Roll up baselings:

o] (o]

c. To view the baseline, under the Gantt Chart view, to the right of the screen you

will see the bars indicating progress on different tasks.
]

Ly 1 100%
100%
% i The bottom bar is the baseline, and

i ¥ 100%

the top bar is the actual duration

2. To update tasks as you progress through the project,
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a. Under the Task tab, click to highlight the task you wish to update, and Mark on
Track in the Schedule box, and then click Update Tasks.

ID;: [ﬁMarknnTracﬂ'][ g
s

ﬁ Mark on Track
E5 int
s ngpdate Tasks e
chedule
b. You are able to edit the % complete of the task, as well as the duration and dates.

When finished, click OK.

Update Tasks

H

Mame: | Define a focus and scope

%o Complete; : Actual dur;

Actual

Edit the actual duration of a task as it changes. You
can also insert actual start and finish dates here.

Start: | Tue 10/5{10 v

Einish: | Fri 10/8/10 v

[ Maokes. .. ][ Ok, ]’ Cancel ]

3. For another way to enter actual Finish dates to track the complete progress of tasks of a

project,
a. Under the Task tab, select the View dropdown menu, and choose Task Usage
Tools. In a New Column, add Actual Finish.

- |Actual Finish -
NA
Fri 10/8/10

Fri 10/8/10

| na v

q QOctober, 2010 b

Su Mo Tu We Th Fr 35a
| a2 Select the date the task is

3 4 5 & 7 8 9
o[T 2 13 14 15 1 actually completed

17 18 19 20 21 22 23
24 25 26 27 28 29 30

31

b. To view the progress, under the Task tab, click the View dropdown menu and

it

select Tracking Gantt.

Duration . |Start - Finis - || E3.'10 |Oct 10, '10 |Oct17, '10 |Oct 24, '10
MITIW[T]F[s[s[m[TIW[T[F[s[s[M[T[w]T[F[s[s[m[T[W]T]

8 days Tue 10510  Thu LV, ) y :

View the actual dates and completion of each task : 1

- — 100% :
on the weekly calendar. Top bars represent actual = % 100%
duration, and bottom bars are baselines. 100% :
100%
4 days Wed 10/20/10 Mon : =100%
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Printing Reports

While Views can be printed, there are built-in reports that are already pre-defined for easier

printing.

1. From the Project tab, in the Reports category, select Reports.

3¢

Pr

2. Select which type of report you would like to see, and click Select. In the next box, click

the specific report you would like to print and click Select again.

Owerview Reports

Select
Edi. ..

Close

Project Summary Top-Level Tasks Critical Tasks

3. Selecting a report will take you directly to the print preview, where you can view the

report to be printed on the right, and select Print and edit printing options.

Print
L’Erp Copies: 1 b
Print

Printer
(“', HP Laser)et 8000 Series PCL6 - Ed Tech BRK 136 on uispri... .
Ready
Printer Properties
Settings

*) Print Entire Project
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