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MICROSOFT PROJECT

MS Project is a database that uses two main tables of data to keep track of your project.

One table is used to store information about the TASKS.  It has over 220 fields Example:

	ID
	Name
	Duration
	Start
	Finish
	Fixed
	Cost
	Etc..

	3
	Dig foundations
	3 days
	3/9/01
	6/9/01
	No
	$600
	


The other table stores information about RESOURCES. It has over 185 fields. Example:

	ID
	Name
	Initials
	Group
	Max Units
	Standard Rate
	Overtime Rate
	Etc..

	5
	Labourer
	GD
	Contractor
	2
	$20/hr
	$30/h
	


The two tables are joined together by assigning resources to tasks.

MS Project uses views that utilise the following layouts:

· Spreadsheet tables and charts

· Database forms

· Graphics – Gantt and Pert charts, calendar.

Use the VIEW menu to change the view to:

· Calendar

· Resource Sheet

· Resource Usage

· More Views

· Task Sheet

GANTT CHARTS

The Gantt Chart is the most commonly used view.  The screen is divided in two:

· Left hand side has a TASK SHEET

· Right hand side shows a timescale, which displays the DURATION of the tasks as bars on a time line.

PERT CHARTS

A project is defined as a sequence of tasks that leads to a specific objective.

You start to plan a project by listing the tasks to be done in the appropriate order of completion, and the resources required to complete the tasks. You also need to know the starting date and finishing date.

The steps in project management:

1. Formulate a plan

2. Create a schedule based on the plan

3. Monitor the project as it proceeds and compare this to the schedule.

4. Revise the schedule as required – note that the finishing date cannot usually be shifted.

KEY CONCEPTS:

· PROJECT MANAGEMENT - The process of planning, organising and monitoring a project in order for it to be completed on time and within budget.

· TASKS – list of things to be done.
· RESOURCES – materials and people needed to complete the tasks.
· SCHEDULE – allows you to map the project tasks and display interdependencies (relationships between tasks and resources).
· CONSTRAINTS – things that have the potential to restrict the project, such as budget, time and resources.
· DURATION OF TASKS – length of time required to complete a task.
· CRITICAL PATH - The series of tasks that must be completed in the time allocated to avoid delaying the whole project.
· GANTT CHART - Provides a standard format for displaying project activities as a schedule on a timeline.
· PERT CHART - Used for assessing risk, based on estimates of task duration.
· SLACK TIME - The amount of time there is between tasks. The amount of time by which an event can run overtime without delaying the project.

· MILESTONES - Represents the achievement of a significant stage in a project.
· LEAD TIME - The time leading up to or before a task. It is during the lead time that any predecessors to the task take place – the tasks that must be completed before the event can take place.

TO CREATE A PROJECT

1. Select FILE, NEW. Set the start and finish dates in the PROJECT, PROJECT INFORMATION menu.

2. Enter the environmental settings such as working hours using the OPTIONS dialog box.

3. Adjust and/or create base calendars. These form the basis of scheduling tasks and allocating the time of the resources to the project.

4. Enter the TASKS and then their durations

5. Use the GanttChartWizard in the FORMAT menu to create the critical path.

6. Enter the MILESTONES (special tasks with zero duration that mark major steps in the project).

7. Enter the RELATIONSHIPS to link the tasks (finish-to-start, start-to-start, finish-to-finish, start-to-finish).
8. Enter any constraints in PROJECT, TASK INFORMATION.

9. Enter the RESOURCES. Create a RESOURCE POOL using the RESOURCESHEET view.

10. Assign CALENDARS to the Resources.

11. Assign resources to tasks using TASKENTRY view.

12. Check for scheduling problems.

13. Allocate COSTS – Resource costs and Fixed costs in the ResourceSheet view.

14. Set up a baseline – TOOLS, TRACKING, SAVE BASELINE.

15. Monitor project progress using the PROJECT, PROJECT INFORMATION menu.

L.Dobb, 2001
Page 3 of 3

