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Outline
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What is Microsoft project(MSP)
O




Creating a new project using the

proj e@guide

Define the project:
1. Select File > New.

2. Click Blank Project in the New Project task pane on
the left.

3. The Project Guide now displays the Tasks pane.

4. Click Project Information from the Project tab.
5. Enter the estimated date your project will begin.

P oject Information for ‘Project]’ u

Start date: W 2/29/12 [v] curentdate: [W2f1f12

Schedule from: |iject Start Date |EI Calendar: |513ndard

[=]
Finish date: [F 2/10f12 ~| Statusdate:  |[NA =

| bep | | sttitics... | [ ok [ cancl




Define general working times
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Define general working times

O

@ PProject Working
Times

Défine the project’s
general working
hours

Project provides
several calendar
bemiplates on which
you can base your
project’s calendar. Your
organzation may also
provide calendar
templates.

o Hint

Sedect a calendar
template:

Handard -

Step 1 of 5
% Continue to Step 2

Legend:

Preview Working Time ering ine

Nommarking time

Saturday Sunday Monday Tuesday Wednesday Thursday

Friday

@ @Project Working X
Times

Define the work
week

Which days of the
week are the usual
work days for this

project?
Mon. ¥ Tues. [¥]1Wed. &
Fri. Sat. Sun.

@ I'll use the hours
shown in the
preview on the
right

= I want to adjust
the working hours
shown for one or
more days of the
week

1 | il 3

Step 2 of 5

5 Continue to Step 3
“# Go back to Step 1




Defining tasks
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Defining tasks

Start

Finizh
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Organizing tasks into phases

O

(@ e [t San e e TWITTFS ST TWIT[F IS S i TWITTE
W [T W[T[F[S[S[M][TW[TIF]

2 B A | 3days M2M312 waisn2

¢ E s | 2days  T2nen2  Fanin

¢ | -Phasez | adys?  M2M3M2 T2M6M2

s o dday M2M32 M2

e o | 3days TNz Taen2e
[ [ ]




Managing resources
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Managing resources

Build your project’s team and assign
people to tasks by clicking an item
below. Clicking an item displays tools
and instructions for completing that
step.

Specify people and equipment for the
project

Define working times for resources

Assign people and equipment to tasks

Link to ar attach more resource
information

Add columns of custom information

After entering task and resource
information, you can go to the Track
area to track and manage your
project as it progresses.




Changing views in Project 2007
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