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How the lecture will be conducted?

1.

The lecture 1s divided into three blocks, where each block introduces
an 1ssue (setting up your project in MS Project)

Then an example of a project in MS Project 1s presented. After each
block there is a quiz for feedback on whether you have understood
everything.

We use MS Teams, a shared whiteboard for your engagement and
reactions.

The class 1s supplemented with quizzes in vevox, the link 1s always in
the presentation.
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Contents

1. PART (30 min.)

* Demonstrating the importance of software usage in project planning.

2. PART (30 min.)

* Demonstration of basic project setup in MS Project. Students try their own
project setup (templates, new project) with MS Project.

3. PART 30 min.)

* Explaining project settings (calendar, schedule), individual tabs and
functionalities using a project example
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After studying this topic, you should be able to: SHoL OF Snsmiis _

MIMISTREALION IN EAEYINA

* You will understand the logic of the application and the step-by-step creation
of the project.

* Perform basic setup of your project in MS Project.

* Phase a project into multiple phases, understand the importance of phasing a
project and dividing it into multiple parts.

* Work through the basic definition and setup of a project in MS project.

* Understand the importance of software support in project planning.
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You can find support in the following sources: ADSMINISTRATION 1N KARVINA
* Book — Chatfield and Johnson (2016). MS Project 2016 Step by Step (Part 1, Part 2, Part 3)

* https://www.tutorialspoint.com/ms_project/ms_project_create_new_plan.htm

e https://ppm.express/blog/newbie-guide-how-to-start-using-microsoft-project-in-2023/

MS Project Tutorials — basic setup and calendars:
* https://www.youtube.com/watch?v=sYy-iFzz1Eo

* https://www.youtube.com/watch?v=tuCrTKMPu_Y
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https://www.tutorialspoint.com/ms_project/ms_project_quick guide.htm ADSMINISTRATION 1N KARVINA

https://support.microsoft.com/en-gb/office/basic-tasks-in-project-8fdbf020-a9¢e1-45e4-bf15-
23a8d2b6797d

https://ppm.express/blog/newbie-guide-how-to-start-using-microsoft-project-in-2023/
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PART 1

Planning with the computer

Everything in our life is a project —
small, medium, or large it’s always
the same steps, but the different
scopes of work and efforts.

m Project

When we talk of project management, we
refer to the application of skills, processes,
methods, knowledge, and experience to
achieve your project goals. It ensures that the
final deliverables are constrained to specific
reasonable timelines and budgets.

You need the right instruments or tools to
successfully manage your PM activity.

Various programs exist for this purpose, the
key among them being Microsoft Project.

A planning program is indispensable if larger
projects need to be planned on a regular basis.
Besides planning activities over time, the
costs of a project are also monitored with MS
Project software.




Microsoft Project

The Microsoft Project is a good option if you’re
looking for a powerful project management tool
that enables teams to organize and manage their
projects of all sizes.

Project managers using MS Project Desktop
save their information as mpp files, so they can
share it with other team members to use it
separately when the project evolves; or they
export it to MS Project Online to use it on cloud-
based software.

MS Project Online targets multiple users where
you can assign tasks, track time, and look into
other related project elements. The desktop
version targets mainly project managers who get
to use it in defining and tracking tasks.

STRENGTHS
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WEAKNESSES

Integration — Works seamlessly
with dominant technologies such
as Power BIl, Microsoft Teams,

Microsoft SharePoint, MS 365

Office Suite, and Skype (but in an
advanced Professional pricing

plan)

Flexibility = Flexible project
management software that can
be extended to other

requirements like financial

management and road mapping.

Customer support - Users have
access to reliable customer
support from partners,
consultants, and third-party

providers.

Training needed - You cannot
just start using MS Project without
proper professional training. The
complex UX needs a sufficient

amount of time to learn about it.

Cost limitation - Small
businesses are often unable to
adopt the software due to the
cost factor. Buying a license for
on-premise may prove

challenging.

File compatibility — Since MS
Project files are saved in a
proprietary format, desktops that
do not have the software cannot

open.



Why software solution for project management? @
SILESIAN

UNIVERSITY

SCHOOL O BUSINESS

Vevox questions
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Why do you think it is important to use software support in project
planning and management?

vevox.app

ID:
158-120-189




What does a project look like in MS Project?

- -

Resource Report Project View

Gantt Chart Tools

Format Q Tell me what you want to do

Project management plan - Project Professional
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A\ Pavel Adédmek
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How to create and manage your project schedule @
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your project’s objectives, it’s time to put together
a schedule. . T S
= New
*  When you start a new schedule, you add tasks i _'} i_.
and organize them efficiently so that the project _ _— ——
end date occurs as soon as possible. So, the first s
step will be to create a new project (let’s start )
from the beginning). - oy i - —

* You can start by creating a new project from a
template — many of these templates have been
created by industry experts to help you get
started.
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How to create and manage your project schedule

The user interface of MS Project is given by tabs, which are designed to be used 1n relation to
the different phases of the project lifecycle: the Project tab for setting up the project, the Task
and Resource tabs for scheduling and tracking, respectively, and the Report and View tabs are

helpers when preparing project status reports or printouts.

Gantt Chart Tools

H oS-
File Task Resource Report Project View Help Format Q Tell me what you want to do
== [ ] [_] [ ] | Y] Leveling Options
B & & &= & T Dl
b ) ) 3 »™ Clear Leveling
Team Assign  Resource Details Level Level | )
Planner~ Resources Pool ~ Resource All il Mext Overallocation
View Assignments Insert Properties Level
H ©- - - Gantt Chart Tools Praject manag u 22.06.2 \Wed 12.07.23
w Today
File Task Resource Report Project Format Q Tell me what you want to do = |02 Jul ‘23 |09 Jul 23 16 Jul ‘23 |231ul 23 |30ul ‘23 06 Aug ‘23 |13 Aug 22
ABC E start Initiating Planning Executing
= Mcp 26.08.23 | Mon 26,06.23 - Wed Wed 05.07.23 - Frif 11,08.23 Fri 11,08.23 -

ezl @ E Status Date: E NA
I::- = Ef] Update Praject

o2 H w [ B

w FH Get Add-ins

Subproject > My Add-ins ~ Project  Custom Links Between WES Change Calculate  Set Mowve Spelling
Information  Fields Projects = Working Time  Project Baseline - Project
Insert Add-ins Properties Schedule Status Proofing
u 22,06.2. Wed 12,07.23

TIMELINE

Mo 26.06.23

start [ ipitiating
Mon 26,06.23 - Wed

Executing
Fri 11.08.23 - Wed 06.09.23

View
u 22.06.2:

TIMELINE

Resource Report Project View Format
= Cut i Mark on Track ~ Not Find -
% Cu Calibri =12 || T E arcan frac % -'; .9 2 +- o .I§ 4 Fin
. Egy Copy - @RapectLinks A | : ” - d.J Sy G e - . DDetaiIs Sl & Clear~
aste - + 5. = um oo ch uto nspect Mowe ode asl ummary Milestone nfarmation ___ crol
- ~ Format Painter My 8 e = Inactivate Schedule - - - b Add to Timeline to Task E Fill -
Clipboard Font [F} Schedule Tasks Properties Editing
ed 12,07.23
Today
|02 Jul 23 |09 Jul"23 |16 Jul"23 |23 Jul"23 |30 Jul23 |13 Aug '23 20 Aug "23 27 Aug [10'5ep 23 |17 5ep ‘23
start Initiating Planning Executing Maonitoring and Controlling
Mo 26.06.23 | pon 26.06.23 - Wed Wed 05.07.23 - Fri[11.08.23 Fri 11.08.23 - Wed 06.09.23 ed 06.09.23 - Wed 11.10.23

Q Tell me what you want to do

Project management plan - Project Professional




How to create and manage your project schedule

The File tab then acts as an access point to
Backstage. In this interface, we work with the
project file and change the application's
behavior settings.

Specifically, we find here tools for saving the
file to different formats, print control, means
for securing with server solutions (SharePoint
server, Project Server).

The options dialog allows you to change the
generic properties of MS Project. It 1s possible
to specify data calculation methods (e.g.
conditions for critical path calculation or time
unit conversions), modify data display (date,
time), or change standard application settings
(effort-driven function, scheduling mode
selection), etc. MS Project Ul

=
L E

TIMELINE

GANTT CHART

33

o
]

~ w ol -

Report  Project  View  Help

Gantt Chart Tools

Format

Q Tell me what you want to do

mm  [] Leveling Options

3= Clear Leveling

Level °.
i Next Overallocation

Level
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Project management plan - Project Professiona

10

Project Options
2 )

E.}‘ General options for working with Project.

User Interface options
ScreenTip style: | Show feature descriptions in ScreenTips
Project view

Default view: | Gantt with Timeline

Date format: | Wed 28.01.09

Person our copy of Microsoft Office
User n, : Pavel Addmek
Initials: PA

[ Always use these values regardless of sign in to Office.
Office Background: | Circles and Stripes

Office Theme: Colorful  ~

Start up options

Show the Start screen when this application starts

x
o
\Acc
irec
leati
I

e® 'y El [
ol g -
Assign Resource Details Level
~ Resources Pool~ Resource All
Assignments Insert Properties
06. ed 12.07.23
02 Jul ‘23 09 Jul ‘23 s )y
Start Minitiating Planning
26.0623 | won 26.06.25 - Wed Wed 05.07.23 - Fri A
o -
Mode v Task Name ~ Duration + Start ~ Finish -
- 4 Project 84 days? Mon Thu
Management for 26.06.23 19.10.23
MS Website
- Initiating 7,5 days? Meon 26.06.2 Wed 05.07.2
- < Develop 3,5days?  Mon Thu 29.06.23
Project Charte 26.06.23
- Identify 1day? Mon Mon
Goals and 26.06.23 26.06.23
= Develop 1day? Tue 27.06.23 Tue 27.06.23| Add-ins
Strategies
and Plans
- Researc h 1day? Wed Wed
Previous 28.06.23 28.06.23
Experience
- Develop 0,5days?  Thu 29.06.23 Thu 29.06.23
Project
- Develop 4 days? Thu 29.06.23 Wed
Preliminary 05.07.23
Project Scop
Statement
- Conduct 1day Thu 29.06.23 Fri 30.06.23
Planning
‘Waorkshop
- Documen t  0,5days? Fri 30.06.23 Fri 30.06.23
Project Cost:
and Benefit:
- Develop 1day’ Mon Mon
High Level 03.07.23 03.07.23



How to create and manage your project schedule
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You can assign the lower part of the ADMINISTEATION 1N KARVINA
window to a data entry form in addition to
a specific view.

Project management plan - Project Professional

Fe Q Tell me what you want to do
E [&] Netwark Diagram = F‘ [FZ Resource Usage ~ Al E\E‘ £ ) Highlight: |[No Highlight] = Timescale: Q @ - [ Timeline r’ﬂ B Switch Windows = D
5 : T : I= Calendar ~ 5 &8 [T Resource Sheet ~ SZn ar TF—I Y Filter: [NoFilter] ~ +  Days - E'( oy [ Details  TaskForm - ND B Arrange Al "
antt Tasl cam ot Outline Tables com  Entire Selecte ew _— ° Maaos
Chart = Usage - =1 Other Views - Planner~ & Other Views - - . . @:Groupby: [NoGroup] - - Broject Tasks Window — Hide~ =
T: W 50U ews ' Daa  Zgom  SplitVie W ‘Window
Jun

To split the window, check the Details box = = == m. .

MS Websit
b 1 - 4 Initiating 7,5 days? Mon 26.06.2 Wed 05.07.2 ) T
on tnc€ vicw tab Or on tnc 1asK an OUrC€ - = oooor  seamt won  mumoen —
Project Charter 26.06.23
. ° 3 - Identify 1day? Mon Mon Project Director Project Director
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Strategi
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Select S llt V 1eW z s - Research  1day?  Wed wed a project Profect Manager
° E Previous 28.06.23 28.06.23 Manager
z Experience
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Project Manager
- 4 Develop 4 days? Thu 29.06.23 Wed 2 1
Preliminary 05.07.23
Project Scop
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In the aoplication. vou can onpen multiple = T T T S — L
9 Planning
Workshop
.
9 - Document  0,5days?  Fri30.06.23 Fri30.06.23 8 Application Applicati itect:Technical Arghi ject Manager
rojecCt 111es at once, or you can open a projectcot e
9 y .
and Benefits Technical
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S1n le 1§0) ect 1n multl le VVlndOVVS Wlth pations 18877 3] Hlattrtaruen Dlttsnaaty scvaies | evous
ish: | ty) [F mplete: | 0% |-=
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different views. To switch between file
windows, that 1s, to select different
document windows to work with, use the
Views tab in the Window group.

“‘ORM



How to create and manage your project schedule

Showing the project in MS Project (file MS Project
sample — 5. Topic). File 1s 1n IS.

‘ OneDrive
EI;I This PC

ok  Add aPlace

M5 Project - sample (5. Topic - lecture) - Project Professiona

Projects  Folders

Pinned
Pin files you want to easily find later. Click the pin icon that appears when you hover over a file.

Older
ﬂ MS Project - sample (5. Topic - lecture).mpp
3] D:» Zimni semestr 22-23 » BAPRO_Project Management » BAPRO pro...

q Project management plan.mpt
C: » Users » pavel » AppData » Roaming » Microsoft » Templates

r—
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PART 2

Planning with the computer

Everything in our life is a project —
small, medium, or large it’s always
the same steps, but the different
scopes of work and efforts.

m Project

When we talk of project management, we
refer to the application of skills, processes,
methods, knowledge, and experience to
achieve your project goals. It ensures that the
final deliverables are constrained to specific
reasonable timelines and budgets.

You need the right instruments or tools to
successfully manage your PM activity.

Various programs exist for this purpose, the
key among them being Microsoft Project.

A planning program is indispensable if larger
projects need to be planned on a regular basis.
Besides planning activities over time, the
costs of a project are also monitored with MS
Project software.




Establishing a project
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MS Project - sample (5. Topic - lecture) - Project Professional 1. Pavel Adémek

. New
If you are creating a new

project, you can do one of
two things: you can either
create a new project, or
you can choose from a
menu of project templates.

Search for online templates

Suggested searches:  Projects  Schedules Analysis Industry Business Technology ~Marketing

SOFTWARE === ] CREATE A BUDGET
& o DEVELOPMENT | L
= =1 , AN EST == .
- - - ~
= o . - =
Mew from existing project New from Excel workbook oftware jan

e = EARNED VALUE  PRUSSSSSppn L

New from SharePoint Tasks List Project management plan

Try the different
templates!

Residential Construction Market Research Schedule Install Project Server 2013 Simple project plan

— = - SOX COMPLIANCE &
C———— TECHNOLOGY OPTIONS
SIX SIGMA W — :

DMAIC CYCLE e

[

You can inspire you for
structure of your project.

Annual Report Preparation Marketing Campaign Plan Merger or Acquisition Evaluation Six Sigma DMAIC Cycle SOX Compliance and Technology

.......-||11|"'I\|

1|



Establishing a project MS Project Ul

The screen should have the MS Project
interface displayed. The major part of this
interface are:

* Quick Access Toolbar — A customizable area
where you can add the frequently used
commands.

* Tabs on the Ribbon, Groups — the ribbon
having multiple tabs, each holding a toolbar
bearing buttons and occasionally other
controls. Toolbar controls have
heterogeneous sizes and are classified in
visually distinguishable Groups.

* Commands — The specific features you use to
perform actions in Project. Each tab contains
several commands. If you point at a
command you will see a description in a
tooltip.

___-,.C:,ui:k Access Toolbar -

ST e v ry o e Tabs )
e : : rERES U7 Bopert Liny % d - L '.-'I-\_'.- < - _:I-l. - F -. '.
,.. e P R e . Mgde  Ted \ibiralien . .:'.;',T.:E“'"-‘UF'-‘
| * Ribhon
Cormmand
i
|1
::' —> View Label
2 Ioom Slider
Status Bar View -

* View Label — This appears along the left edge of the active
view. Project includes lots of views like Gantt Chart view,
Network Diagram view, Task Usage view, etc.

* View Shortcuts — This lets you switch between frequently
used views in Project.

* Zoom Slider — Simply zooms the active view in or out.

» Status bar — Displays details like the scheduling mode of
new tasks (manual or automatic) and details of filter applied
to the active view.
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H - Gantt Chart Tools Customer Service - Praject Professional A\ Pavel Addmek

File Task  Resource  Report  Project Format Q Tell me what you want to do

Network Diagram [FZ ResourceUsage - A | [+ €3 7 Highlight: [Ne Highlight] ~ | Timescale: = = Timeline  Timeline - r’T_| E Switch Windows - D
= zl 2 B q "Q i L
= calendar - [ Resource Sheet ~ Y Filter: [NoFilter]  =| QuarterDays ~ [ Details H Arrange an
Gantt Tosk Teamn o ) Sort Outline Tables _ Zoom Entire Selected New Macros
Chart * Usage ~ <7 Other Views ~ Planner - T4 Other Views - B o B B Group by: [Ne Group]  ~ - Project Tasks Window i.... Hide~ B
Task Yiews Resource Views Data Zoom Split View Window Macros ~
Sat 24.06.2 un 02.07.23 -
5 02 |09 Jul 23 |16 Jul 23 |23 Jul 23 Jul 23 23 17 5ep 23
= [5tart [Cinitial Build Customer Service Program Post Launch
= 5P6.23 | Mon 26.06.23 - -Mon 11 Fri Thu 2
=
Mor Fri 18,0
Business Program Deployment -
Tl . Jun Sun 25 Jun Mon 26 Jun Tue 27 Jun - =1 29Jun Fri 30 Jun Sat 01 Jul -
(i) Mode  Task Name « Duration « Start +  Finish =  Predecessors v  Names v AddNey| & 12 18 0 6 12 18 0 | 6 12 18 0 § 1 Program Deployment 6 (12 18 0 | 6 12 18 0 6 | 12 | 18
0 = . : » - Task Start: Fri 14.07.23 E
S Customer Service 68,5 days? Mon Thu Tack Finshs Fri 15.08.23
Ramp Up 26.06.23  28.09.23 Duration: 45,5 days?
1 - Read the note for 0days Man Man 4 26.06 % Complete: 0%
an explanation of 26.06.23 26.06.23
the purpose of
the template
2 - 4 Initial 5 days? Mon Fri 30.06.23 I 1
Assessment 26.06.23
3 = 4 perform 5 days? Mon Fri 30.06.23 I 1
Product 26.06.23
Review
4 - Identify 1day? Man Mon 1 Customer - rvice Team
typical 26.06.23 26.06.23 Service Team
product
= .
§ 5 - Identify 1day? Tue 27.06.23 Tue 27.06.23 4 Customer rvice Team
5 typical Service Team
E 6 - Identify 1day? wed ‘Wed 5 Customer rvice Team
E anticipated 28.06.23 28.06.23 Service Team
= product
problem
7 - Determine  1day? Thu 29.06.23 Thu 29.06.23 6 Customer rvice Team
solutions for Service Team
product
8 - Document  1day? Fri30.06.23 Fri30.06.23 7 Customer Customer Service Team
product Service Team
review
9 - Product 0days Fri30.06.23 Fri30.06.23 8 300
Review
0 L 4 Service Planning 5 days? Mon 03.07.2 Fri07.07.23
n - 4 Design Support 4 days? Men Thu 06.07.23
Services 03.07.23
12 - 4 Design 1day? Mon Mon
Customer 03.07.23 03.07.23 -
[l - v ([« v

Ready "3 Mew Tasks : Auto Scheduled E iz = E £ - ] +



Establishing a project MS Project UI - examples
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File

Task

Gantt  Task

TIMELINE

‘GANTT CHART

10
n
12

13
14
15
16

Resource  Report  Project

Gantt Chart Tools

Format

Q Tell me what you want to do

Customer Service-1 - Project Professional
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A\ Pavel Adamek

E Network Diagram ~ IFZ Resource Usage ~ Al E‘E I:Tlf ) Highlight: [MNe Highlight] = Timescale: q @ = Timeline |Timeline - D‘j E' Switch Windows = D
-
E Calendar - m Resource Sheet - Z ‘——I Y Filter: [No Filter] * | |Quarter Days - = ) O‘ [ Details D E Arrange All m
= i Team = K Sort Outline Tables Zoom Entire Selected New _ Macros
Chart = Usage + £ Other Views ~ Planner - & Other Views - - - B Group by: [No Group] - - Project Tasks Windouw :.: Hide -
Task Views Resource Views Data Zoom Split View Window Macros ~
5un 25.06.2. ue 04.07.23 -
|02 Jul*f3 | 175 23
Initial rvice Build Customer Service Program Post Launch
Hon Mon 26.06.23 - Fri 15 ~Thu 2
ure Planning
Business Program Deployment -
Task Business Performance Planni Mon 26 Jun Tue 27 Jun ‘Wed 28 Jun Thu 28 Jun Fri 30 Jun Sat 01 Jul Sun 02 Jul Mon 03 Jul Tue 04 )|~
0 Mode ~ Task Name - g ~ Predecessors 18 0 6 12 18 0 6 12 18 0 6 12 18 0 6 12 18 0 6 12 18 0 6 12 18 0 6 12 18 0 6 12 18 0
N - Task Start: Fri 07.07.23 2
= 4 Customer Service Ramp Up | ook Finish: Tue 11.07.23 09.2
- Read the note foran Duration: 3 days? 4 26.06
o 0%
explanation of the purpose | % Complete: 0%
of the template
- 4 Initial Assessment 5 days? Mon 26.06.2 Fri 30.06.23 I 1
- < Perform Product Review 5 days? Mon 26.06.2 Fri 30.06.23 I 1
- Identify typical 1day? Mon Man 1 rvice Team
product usage 26.06.23 26.06.23
scenarios
- Identify typical 1day? Tue 27.06.23 Tue 27.06.23 4 rvice Team
customer types
- Identify anticipated ~ 1day? Wed Wed 5 rvice Team
product problem 28.06.23 28.06.23
points
Determine solutions 1 day? Thu 29.06.23 Thu 29.06.23 6 rvice Team
for product points
- Document product 1day? Fri 30.06.23 Fri30.06.23 7 Customer Service Team
review results l
- product Review 0 days Fri30.06.23 Fri30.06.23 8 43006
COMPLETE
- 4 Service Planning 5 days? Mon 03.07.2 Fri 07.07.23
- 4 Design Support Services 4 days? Mon 03.07.2 Thu 06.07.23
- 4 Design Customer 1day? Mon Mon I 1
Service Contact 03.07.23 03.07.23
Scenarios
§y = online support 1day? Mon 03.07.2: Mon 03.07.2: 9 T Customer S¢
[ L Phone support 1day? Mon 03.07.2: Mon 03.07.2: 9 T Customer 5¢
= On-site suppart  1day? Mon 03.07.2: Mon 03.07.2; 9 T Customer Se
= Design of customer 0 days Man Mon 15;13;14
service contact 03.07.23 03.07.23
scenarios
COMPLETE
— PP~ WS RS S N P ) Teeo A AT A T e AT a0 A
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PART 3

Project settings

Tasks, calendars, links, gantt chart

Gantt Chart Tools

Ho o8- -

File Task Resource Report Project View Help Format Q Tell me what you want to do

+ F._ = ABt
@ E‘]" Get Add-ins @ I:I |:|® .;;, |? E Status Date: E MNA
i i i = Ef Update Project |
bproject > My Add-ins ProJecF CL.!stom Links B.etween WES Change Ca\clrjlate Se.t Mqve Spelli
Information  Fields Projects - Working Time  Project Baseline ~ Project
Insert Add-ins Properties Schedule Status Proof
Task
0 Mode = Task Name ~ Duration « Start ~ Finish ~ Predecessors
0 - 4 i i ?
1 L Project Information for 'MS Project - sample (3 X
2 -
Start date: [ mon 26.06.23 | Current date: | Mon 26.06.23 ~|
3 =
4 - Finish date: Thu 19.10.23 Status date: | NA ~]
5 | - Schedule from: | Project start Date ~ | Calendar: | standard ~ |
6 - Project Start Date X
- - Alltas project Finish Date Briority: 500
: = Enterprise Custom Fields
Department:
8 -
9 - Custom Field Name Value
10 -
il -
12 -
13 -
14 -
15 -
16 -
17 - Help Statistics... Cancel
! 5
18 - Set Up Project Book 1day? Mon 10.07.2; Tue 11.07.23 17
19 - 4 Define Scope 4days? Tue 11.07.23 Mon 17.07.2 14

Step 1

Projects are either planned from the project
start date or from the project completion date.

For example, if you are launching a new
product, this is usually done on a specific date
(the completion date 1s more important than
the start date).

Conversely, if you are building a house, for
example, it is important to finish as soon as
possible (usually not fixed to a specific
completion date).

MS Project then calculates the start or
completion dates based on the duration of the
project.




Step 2 - Set Up Calendar
PART 3 P P

Click Project tab — Properties Group —
Project Information.

Project settings

Tasks, calendars, links, gantt chart ,
Click the arrow on the Current Date dropdown

a9 treste i box. A list appears containing three base

AB
w B Get Add-ins @ l:l Ed) @ E Status Date: 7] NA
' et e s o | calendars
Subproject B Ny Add-ins - Project  Custom Links Between WBS Change Calculate  Set Move elli .

Information  Fields Projects ~  Working Time  Project Baseline = Project
Insert -ins Properties Schedule

asl
o ode ask Name « Duration « Start « | Finish ~ | Predecessors
4 Project Management for MS Website 84 days? Mon 26.06. Thu 19.10.2
4 |nitiating 7,5 days? Mon 26.06.2 Wed 05.07.2

4 Develop Project Charter 3,5days?  Mon 26.06.2 Thu 29.06.23 [ ] 24 HOur — A Cal endar With nO non_working

Identify Goals and Objectives 1day? Mon 26.06.2; Mon 26.06.2;
.
time.
Finish date: Thu 12.10.23 Status date: | NA

s vom: e ] cvenss [ * Night Shift — Covers 11 PM to 8 AM, night

All tasks begin as soon as possible, Priority:

shifts covering all nights from Monday to
Friday, with one hour breaks.

Project Information for ‘M5 Project - sample (5

Start date: [Mon 26.06.23 | current date: [ Mon 26.06.23

FOF I B O O OF O |

|

A

d

d

|

* Standard — Regular working hours,
Monday to Friday between 8 AM to 5 PM,
=s with one hour breaks.

Specify Deliverables and Acceptance 1day? ‘Wwed
Criteria 12.07.23

GANTT CHART

dAiaasriaaaa




Click Project tab — Properties Group — Change Working Time

Step 3: Adding Exceptions to Calendar

PART 3

* Exceptions are used to modify a Project

calendar to have a non-standard workday or
Project settings a non-working day. You can also allot
unique working hours for a particular
Tasks, calendars, links, gantt chart resource as well.

H - - - Gantt Chart Tools Ms

Fle  Task  Resource Report ST View Help Format @ Tell me what you want to do

w s .E. j @ D F EJ, Status Date: [E|NA |~ AH
P Eid '—l EI i vz E

B " =] © ] = ] Update Project
Subproject @ py Add-ins - Project  Custom LinksBetween WBS  Change  Calculate  Set  Move Spel

Information Fields  Projects - Working Time = Project Baseline - Project

* Here is an example to create a non-working

Properties Schedule Status Proo|

o5 N day, which could be because of a holiday or
s e e WA office celebrations or events other than the
E e s : o standard office work effort.

Nonwaorl king

S5|e|7 |8 |9[10

B EIE .

Default work week on calendar
‘Standard’.

* C(Click Project tab — Properties Group —
Change Working Time

25 |26 |27 (28 |29 |30

31 Nondefault work week

Exceptions  work Weeks

Name Start Finish A Fdmie
1 | holiday 19.06.2023 24,06.2023

GANTT CHART
o

2
~ g
AJ3303 A8 383 80 883 0338003338z
L
e
r ; I =
]

* Change Working Time dialog box appears.
Under Exceptions Tab click on the Name
Field, enter event as “Office Anniversary”.

Help Options... Cancel

Prepare Project Estimates 1day? Wed 19.07.2 Thu 20.07.23 26




Step 4: Setting up Resource Calendar

» Just like you can change a Standard Base
Calendar, you can change the work and
non-working time for each resource. You

PART 3

Project settings can modify the resource calendar to
accommodate flex-time, vacation time,
Tasks, calendars, links, gantt chart training time, etc.

* Also remember, Resource Calendar can
only be applied to work resources and not
to material and cost resources.

* By default when we create the resources in

e, — —  aplan, the resource calendar matches the
TTE . ~ =™t Standard base calendar. And any changes
|~ you make to the Project Calendar, gets
—_— | . reflected automatically in resource

52 = o : calendars, except when you create an

f ool exception in the resource calendar. In that
o ~ case even if you update .the project
: I: o ﬁ e i e | calendar, the exception in resource calendar
e e mmEiT 15 not affected.




Step 5: Change Working times for Each
PART 3 Resource

e Click Project tab — Properties group — Click
Change Working Time.

Project settings
e The Change Working Time dialog box appears.

Gantt Chart Toals

=a=ENTEE ctyonsa *  (Click the down arrow for the “For Calendar”
o s o dropdown box.

Assignments Insert Properties Level

(i ] I:s; v Task Name - Duration  Start - | Finish v Predecessors ﬁ. uuuuuuu - Addl| F s ZSJSun‘ZS M T w ° S 1 t th f h t t h
—-)D - 4 Project Management for MS Website 84 days? Mon 26.06. Thu 19.10.2 - I | e ec e resource Or W Om yOu Wan 0 C a'nge
< MON 26.06.2 WE 1o Werking Time %[
e P , work schedule.

Tue 27.06.23 Tud Base calendar, | Standard =

Wed 28.06.2 We ] <
More Fitters... e | - cn:knnauji;ls;e[lw;ggnmngnm:s: 26 June 2023 Is nonworking. [} In the fOllOWlng Screen you Can See We haVe
S(M|T|W|Th|F | §
EE
| Resources from S Project - sample (5. Topic - lecture] Thu 29.06.23 Fri s e l7 2] e Chosen JOhn.
o A [Cassion | :;:0-05-23 Frif |1 2] Bdtedworkinghours - 9o 193 (14 |15 |16 |17 pased on: .
R . .23 : 21 |22 |23 |24 'E:;:Tit;:t?o:ﬁ:nﬁf"m ° Clle 6(“ ]Ork ‘x ]eeks7’ tab
Replace... Tue 04.07.23 T e L : : EAEIEJED .
i o

e Double-click the [default] cell below the Name

General | Costs | Notes | Custom Fields

Start Finish ~ Detals... | .
Resource name: Application Archifact Initiales 26.06.2023 26.06.2023
e | Details for ‘personal holiday' Delete COlumn headlng.
Logen Account.. 7| set warking times for these exceptions
Booking type: Committed @ nonworl king

Cveais e Under “Selected Day(s)” choose any day you want
e — : _ to change the work schedule.

i : A —— =« We have chosen Tuesday and Wednesday.

Ooweetty =] of every 1. v] monthis) ) Pro]isctManagsv . . . .

o [ i * Click Set day(s) to these specific working times.
o L e Change the time.
- etk e =

5 New Tasks : Auto Scheduled Help Cancel
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Where can you do basic project calendar settings in MS Project?
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* MS Project allows you to create a new project, use available templates. BRI Mo,

* When setting up a project in MS Project, it 1s necessary to create a basic
project calendar, define the working time of the project, its start.

 Each work resource can have its own calendar.

* In the calendar it is possible to set non-working hours, holidays and other
exceptions.



