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MICROSOFT LICENSE TERMS

OFFICIAL MICROSOFT LEARNING PRODUCTS COURSEWARE -
STUDENT EDITION - Pre-Release and Final Versions

These license terms are an agreement between Microsoft Corporation and you. Please read them. They apply to the licensed
content named above, which includes the media on which you received it, if any. The terms also apply to any Microsoft

updates,
supplements,
Internet-based services, and

support services

far this licensed content, unless other terms accompany those items. If so, those terms apply.

By using the licensed content, you accept these terms. If you do not accept them, do not use the licensed
content.

If you comply with these license terms, you have the rights below.
OVERVIEW.

1.

Licensed Content., The licensed content includes software, printed materials, academic materials (online and electronic),
and associated media.

License Model. The licensed content is licensed on a per copy per device basis.
INSTALLATION AND USE RIGHTS.

a.

Licensed Device. The licensed device is the device on which you use the licensed content. You may install and use
one copy of the licensed content on the licensed device.

Portable Device. You may install another copy on a portable device for use by the single primary user of the
licensed device.

Separation of Components. The components of the licensed content are licensed as a single unit. You may not
separate the components and install them on different devices.

Third Party Programs. The licensed content may contain third party programs. These license terms will apply to
your use of those third party programs, unless other terms accompany those programs.

PRE-RELEASE VERSIONS. If the licensed content is a pre-release ("beta") version, in addition to the other provisions in
this agreement, then these terms also apply:

a.

Pre-Release Licensed Content. This licensed content is a pre-release version. It may not contain the same
information and/or work the way a final version of the licensed content will. We may change it for the final,
commercial version. We also may not release a commercial version. You will clearly and conspicuously inform any
Students who participate in an Authorized Training Session and any Trainers who provide training in such Authorized
Training Sessions of the foregoing; and, that you or Microsoft are under no obligation to provide them with any
further content, including but not limited to the final released version of the Licensed Content for the Course.

Feedback. If you agree to give feedback about the licensed content to Microsoft, you give to Microsoft, without
charge, the right to use, share and commercialize your feedback in any way and for any purpose. You also give to
third parties, without charge, any patent rights needed for their products, technologies and services to use or
interface with any specific parts of a Microsoft software, licensed content, or service that includes the feedback. You
will not give feedback that is subject to a license that requires Microsoft to license its software or documentation to
third parties because we include your feedback in them. These rights survive this agreement.

Confidential Information. The licensed content, including any viewer, user interface, features and documentation
that may be included with the licensed content, is confidential and proprietary to Microsoft and its suppliers.

i. Use. For five years after installation of the licensed content or its commercial release, whichever is first, you may
not disclose confidential information to third parties. You may disclose confidential information only to your
employees and consultants who need to know the information. You must have written agreements with them
that protect the confidential information at least as much as this agreement.

ii. Survival. Your duty to protect confidential information survives this agreement.



iii. Exclusions. You may disclose confidential information in response to a judicial or governmental order. You must
first give written notice to Microsoft to allow it to seek a protective arder or otherwise protect the information.
Confidential information does not include information that

+ becomes publicly known through no wrongful act;
+ you received from a third party who did not breach confidentiality obligations to Microsoft or its suppliers; or
s you developed independently.

Term. The term of this agreement for pre-release versions is (i) the date which Microsoft informs you is the end date
for using the beta version, or (i) the commercial release of the final release version of the licensed content,
whichever is first ("beta term™).

Use. You will cease using all copies of the beta version upon expiration or termination of the beta term, and will
destroy all copies of same in the possession or under your control.

Copies. Microsoft will inform Authorized Learning Centers if they may make copies of the beta version (in either print
and/or CD version) and distribute such copies to Students and/or Trainers. If Microsoft allows to such distribution, you
will follow any additional terms that Micrasoft provides to you for such copies and distribution.

4. ADDITIONAL LICENSING REQUIREMENTS AND/OR USE RIGHTS.

a.

Media Elements and Templates. You may use images, clip art, animations, sounds, music, shapes, video clips and
templates provided with the licensed content solely for your personal training use. If you wish to use these media
elements or templates for any other purpose, go to www.microsoft.com/permission to learn whether that use is
allowed.

Academic Materials. If the licensed content contains academic materials (such as white papers, labs, tests,
datasheets and FAQs), you may copy and use the academic materials. You may not make any modifications to the
academic materials and you may not print any book (either electronic or print version) in its entirety. If you reproduce
any academic materials, you agree that:

# The use of the academic materials will be only for your personal reference or training use
+ You will not republish or post the academic materials on any network computer or broadcast in any media;

+ You will include the academic material’s criginal copyright notice, or a copyright notice to Microsoft's benefit in the
format provided below:

Form of Notice:

© 2008 Reprinted for personal reference use only with permission by Microsoft Corporation. All
rights reserved.

Microsoft and Windows are either registered trademarks or trademarks of Microsoft Corporation
in the US and/or other countries. Other product and company names mentioned herein may be
the trademarks of their respective owners.

Distributable Code. The licensed content may contain code that you are permitted to distribute in programs you
develop if you comply with the terms below.

i. Right to Use and Distribute. The code and text files listed below are "Distributable Code.”
+« REDIST.TXT Files. You may copy and distribute the object code form of code listed in REDIST.TXT files.

¢ Sample Code. You may maodify, copy, and distribute the source and object code form of code marked as
“sample.”

&  Third Party Distribution. You may permit distributors of your programs to copy and distribute the
Distributable Code as part of those programs.

ii. Distribution Requirements. For any Distributable Code you distribute, you must
+  add significant primary functionality to it in your programs;

+ require distributors and external end users to agree to terms that protect it at least as much as this
agreement;

s display your valid copyright notice on your programs; and

« indemnify, defend, and hold harmless Microsoft from any claims, including attorneys’ fees, related to the
distribution or use of your programs.



10.

11.

iii. Distribution Restrictions. You may not
+  alter any copyright, trademark or patent notice in the Distributable Code;

s use Microsoft's trademarks in your programs’ names or in a way that suggests your programs come from or
are endorsed by Microsoft;

s distribute Distributable Code to run on a platform other than the Windows platform;
+ include Distributable Code in malicious, deceptive or unlawful programs; or

« modify or distribute the source code of any Distributable Code so that any part of it becomes subject to an
Excluded License. An Excluded License is one that requires, as a condition of use, modification or distribution,
that

+ the code be disclosed or distributed in source code form; or
+ others have the right to modify it.

INTERNET-BASED SERVICES. Microsoft may provide Internet-based services with the licensed content. It may change
or cancel them at any time. You may not use these services in any way that could harm them or impair anyone else’s use
af them. You may not use the services to try to gain unauthorized access to any service, data, account or network by any
means.

SCOPE OF LICENSE. The licensed content is licensed, not sold. This agreement only gives you some rights to use the
licensed content. Microsoft reserves all other rights. Unless applicable law gives you more rights despite this limitation,
you may use the licensed content only as expressly permitted in this agreement. In doing so, you must comply with any
technical limitations in the licensed content that only allow you to use it in certain ways. You may not

+ disclose the results of any benchmark tests of the licensed content to any third party without Microsoft's prior written
approval;

s work around any technical limitations in the licensed content;

s reverse engineer, decompile or disassemble the licensed content, except and only to the extent that applicable law
expressly permits, despite this limitation;

s make more copies of the licensed content than specified in this agreement or allowed by applicable law, despite this
limitation;

s publish the licensed content for others to copy;

+ transfer the licensed content marked as 'beta’ or “pre-release’ to any third party;

« allow others to access or use the licensed content;

» rent, lease or lend the licensed content; or

* use the licensed content for commercial licensed content hosting services.

s Rights to access the server software that may be included with the Licensed Content, including the Virtual Hard Disks
does not give you any right to implement Microsoft patents or other Microsoft intellectual property in software or
devices that may access the server.

BACKUP COPY, You may make one backup copy of the licensed content. You may use it only to reinstall the licensed
content.

TRANSFER TO ANOTHER DEVICE. You may uninstall the licensed content and install it on another device for your
personal training use. You may not do so to share this license between devices.

TRANSFER TO A THIRD PARTY. You may not transfer those versions marked as 'beta’ or "pre-release’ to a third party.
For final versions, these terms apply: The first user of the licensed content may transfer it and this agreement directly to a
third party. Before the transfer, that party must agree that this agreement applies to the transfer and use of the licensed
content. The first user must uninstall the licensed content before transferring it separately from the device. The first user
may not retain any copies.

EXPORT RESTRICTIONS. The licensed content is subject to United States export laws and regulations. You must
comply with all domestic and international export laws and requlations that apply to the licensed content. These laws
include restrictions on destinations, end users and end use. For additional information, see www.microsoft.com/exporting.

NOT FOR RESALE SOFTWARE/LICENSED CONTENT. You may not sell software or licensed content marked as “"NFR"
or "Mot for Resale.”




12. ACADEMIC EDITION. You must be a "Qualified Educational User” to use licensed content marked as "Academic Edition”
or "AE.” If you do not know whether you are a Qualified Educational User, visit www.microsoft.com/education or contact
the Microsoft affiliate serving your country.

13. ENTIRE AGREEMENT. This agreement, and the terms for supplements, updates, Internet-based services and support
services that you use, are the entire agreement for the licensed content and support services.

14. APPLICABLE LAW.

a. United States, If you acquired the licensed content in the United States, Washington state law governs the
interpretation of this agreement and applies to claims for breach of it, regardless of conflict of laws principles. The
laws of the state where you live govern all other claims, including claims under state consumer protection laws, unfair
competition laws, and in tort.

b. Outside the United States. If you acquired the licensed content in any other country, the laws of that country
apply.
15. LEGAL EFFECT. This agreement describes certain legal rights. You may have other rights under the laws of your country.

You may also have rights with respect to the party from whom you acquired the licensed content. This agreement does
not change your rights under the laws of your country if the laws of your country do not permit it to do so.

16. DISCLAIMER OF WARRANTY. THE LICENSED CONTENT IS LICENSED "AS-IS.” YOU BEAR THE RISK OF
USING IT. MICROSOFT GIVES NO EXPRESS WARRANTIES, GUARANTEES OR CONDITIONS. YOU MAY HAVE
ADDITIONAL CONSUMER RIGHTS UNDER YOUR LOCAL LAWS WHICH THIS AGREEMENT CANNOT CHANGE.
TO THE EXTENT PERMITTED UNDER YOUR LOCAL LAWS, MICROSOFT EXCLUDES THE IMPLIED
WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE AND NON-INFRINGEMENT.

17. LIMITATION ON AND EXCLUSION OF REMEDIES AND DAMAGES. YOU CAN RECOVER FROM MICROSOFT
AND ITS SUPPLIERS ONLY DIRECT DAMAGES UP TO U.S. $5.00. YOU CANNOT RECOVER ANY OTHER
DAMAGES, INCLUDING CONSEQUENTIAL, LOST PROFITS, SPECIAL, INDIRECT OR INCIDENTAL DAMAGES.

This limitation applies to

+ anything related to the licensed content, software, services, content (including code) on third party Internet sites, or
third party programs; and

+ claims for breach of contract, breach of warranty, guarantee or condition, strict liability, negligence, or other tort to
the extent permitted by applicable law.

It also applies even if Microsoft knew or should have known about the paossibility of the damages. The above limitation or

exclusion may not apply to you because your country may not allow the exclusion or limitation of incidental, consequential

or other damages.

Please note: As this licensed content is distributed in Quebec, Canada, some of the clauses in this agreement
are provided below in French.

Remarque : Ce le contenu sous licence étant distribué au Québec, Canada, certaines des clauses dans ce
contrat sont fournies ci-dessous en francais.

EXONERATION DE GARANTIE. Le contenu sous licence visé par une licence est offert « tel quel ». Toute utilisation de ce
contenu sous licence est & votre seule risque et péril. Microsoft n‘accorde aucune autre garantie expresse. Vous pouvez
bénéficier de droits additionnels en vertu du droit local sur la protection dues consommateurs, que ce contrat ne peut
modifier. La ou elles sont permises par le droit locale, les garanties implicites de qualité marchande, d’adéquation & un usage
particulier et d'absence de contrefagon sont exclues.

LIMITATION DES DOMMAGES-INTERETS ET EXCLUSION DE RESPONSABILITE POUR LES DOMMAGES. Vous
pouvez obtenir de Microsoft et de ses fournisseurs une indemnisation en cas de dommages directs uniquement a hauteur de
5,00 % US. Vious ne pouvez prétendre & aucune indemnisation pour les autres dommages, y compris les dommages spéciaux,
indirects ou accessoires et pertes de bénéfices.
Cette limitation concerne:
« tout ce qui est relié au le contenu sous licence , aux services ou au contenu (y compris le code) figurant sur des sites
Internet tiers ou dans des programmes tiers ; et
« les réclamations au titre de violation de contrat ou de garantie, ou au titre de responsabilité stricte, de négligence ou
d'une autre faute dans la limite autorisée par la loi en vigueur.
Elle s'applique également, méme si Microsoft connaissait ou devrait connaitre I'éventualité d’un tel dommage. Si votre pays
n‘autorise pas l'exclusion ou la limitation de responsabilité pour les dommages indirects, accessoires ou de quelque nature que
ce soit, il se peut que la limitation ou I'exclusion ci-dessus ne s'appliquera pas a votre égard.
EFFET JURIDIQUE. Le présent contrat décrit certains droits juridiques. Vous pourriez avoir d’autres droits prévus par les lois

de votre pays. Le présent contrat ne modifie pas les droits que vous conférent les lois de votre pays si celles-ci ne le
permettent pas.
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Lab Answer Keys
Lab: Creating and Defining Projects

Exercise 1: Entering Project File Properties

» Task 1: Complete project information

1. On the File menu, click Open, browse to D:\MOC 5927A\Lab files, and then double-click
5927A_Mod02_Lab.mpp.

2. On the Project menu, click Project Information.
3. In the Project Information dialog box, in the Start date box, type Jun 1 ‘11.
4. In the Schedule from list, click Project Start Date, and then click OK.

» Task 2: Complete file information

1. On the File menu, click Properties.

2. Enter the following information in the appropriate fields, and then click OK.

Field Project Information

Title New Product Development

Author Your Name

Company Trey Research

Comments The purpose of this project is to develop a new product. This fits with

our strategic goal to introduce one new product every 2 to 3 years.

Exercise 2: Setting Appropriate Schedule Options

» Task 1: Control the display of assignment units
1. Continue with 5927A_Mod02_Lab.mpp.
2. On the Tools menu, click Options.
3. On the Schedule tab, in the Show assignment units as a field, select Decimal, and then

click OK.

» Task 2: Set task types for new tasks
1. On the Tools menu, click Options.
2. On the Schedule tab, in the Default task type field, select Fixed Duration, and then click
OK.

» Task 3: Set task types for existing tasks

1. Click the row heading for Task ID 1, hold SHIFT and click the row heading for Task ID 103.
This should select all of the tasks in your project.

2. On the Project menu, click Task Information Eﬂ
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3,
4.

In the Multiple Task Information dialog box, click the Advanced tab.

In the Advanced tab, in Task type, click Fixed Duration, and then click OK.

Exercise 3: Setting Corporate Holidays

» Task 1: Set exception days
Continue with 5927A_Mod02_Lab.mpp.

1

2
3
4,
5
6
7

On the Tools menu, click Change Working Time.

In the Change Working Time dialog box, click the Exceptions tab.

In the Name field, on the first blank row, type Independence Day.

In the Start field, type or select Jul 4 °11.

In the Finish field, type or select Jul 4 °11, and then click Details.

In the Details for ‘Independence Day’ dialog box, under Set working times for these
exceptions, select Nonworking, and then click OK.

Repeat these steps 3 through 6 for each of the following holidays:

a.

s

o o o

= e =

j-

Labor Day — type or select Sep 5 ‘11.

Thanksgiving Day — type or select Nov 24 ‘11.
Christmas Day Observed — type or select Dec 26 °11.
New Year's Day Observed — type or select Jan 2 °12.
Memorial Day — type or select May 28 °12.
Independence Day - type or select Jul 4 °12.

Labor Day — type or select Sep 3 *12.

Thanksgiving Day — type or select Nov 22 °12.
Christmas Day — type or select Dec 25 °12.

New Year's Day — type or select Jan 1 °13.

» Task 2: Synchronize calendar hours

1
2.
3.

In the Change Working Time dialog box, click the Options button.

Verify the working times match the standard work week hours, and then click OK.

In the Change Working Time dialog box, click OK.

Exercise 4: Importing Data from Office Excel

» Task 1: Open the file in Project 2007

1

On the File menu, click New, and then click Blank Project on the New Project panel
located to the left of the Task table.

In the Project Information dialog box, click OK to accept the current start date.

On the Tools menu, click Options.
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7.

In the Options dialog box, on the Security tab, under Legacy Formats, select Prompt
when loading files with legacy or non default file format, and then click OK.

On the File menu, click Open.

In the Open dialog box, browse to D:\MOC 5927A\Lab files, and in the Files of type list,
click Microsoft Excel Workbooks (*.xls).

Click 5927A_Mod02_Lab.xls in the available files list, and then click Open.

» Task 2: Complete the import process

1

2
3.
4

In the Import Wizard, click Next.
On the Import Wizard — Map page, select New Map, and then click Next.
On the Import Wizard — Import Mode page, select As a new project, and then click Next.

On the Import Wizard — Map Options page, select Tasks, select Import includes headers,
and then click Next.

On the Import Wizard — Task Mapping page, in the Source worksheet name field, select
Sheetl from the list. The Microsoft® Office Excel® column name will populate in the From
Excel Field.

In the To Microsoft Office Project Field indicated as (not mapped), type name, and then
click Next.

Click Save map to save your custom mapping, type a map name, click Save, and then click
Finish to begin the import. Notice that the Office Excel data is imported into the Task table
in the Gantt Chart view.

Note: A Microsoft Office Project 2007 dialog box may be displayed if you are trying to open a
file saved in an older file format. If this occurs, click Yes to continue the import.

On the File menu, click Close.

In the Microsoft Office Project dialog box, click No to close the file without saving the
changes.

Exercise 5: Updating a Task List

» Task 1: Delete a task

1
2.

Continue with 5927A_Mod02_Lab.mpp.
Right-click the row heading for Task ID 30, and then click Delete Task.

» Task 2: Add a task

1
2.
3.

At the end of the tasks list, add Task ID 103.
Enter the Task name of Stakeholder Acceptance/Project Finish.

Accept the default duration and start dates for this task.

» Task 3: Move a task

1
2.

Click the row heading for Task ID 84 to select the entire row.
On the Standard toolbar, click Cut Task.
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3. Click the row heading for Task ID 77, and then click Paste |é|

» Task 4: Copy a task
1. Click the row heading for Task ID 58 to select the entire row.

2. On the Standard toolbar, click Copy Task .

3. Click the row heading for Task ID 80, and on the Standard Toolbar, click Paste Ié]
4. Double-click the Task name for Task ID 80.

5. In the Task Information dialog box, on the General tab, change Name to
Commercialization stage, and then click OK.

Exercise 6: Creating a Multilevel Outline

» Task 1: Create summary tasks at outline level 1
1. Continue with 5927A_Mod02_Lab.mpp.

2. Click the row heading for Task ID 2, hold down SHIFT, and then click the row heading for
Task ID 6. This should select Task ID 2 through Task ID 6.

3. On the Formatting toolbar, click Indent E to indent the tasks and make them subtasks of
Task ID 1.

4. Repeat the above steps 2 and 3 for the following tasks:

a. Select Task ID 8 through Task ID 24. On the Formatting toolbar, click Indent E to
indent the tasks and make them subtasks of Task ID 7.

b. Select Task ID 26 through Task ID 58. On the Formatting toolbar, click Indent E to
indent the tasks and make them subtasks of Task ID 25.

c. Select Task ID 60 through Task ID 80. On the Formatting toolbar, click Indent E to
indent the tasks and make them subtasks of Task ID 59.

d. Select Task ID 82 through Task ID 97. On the Formatting toolbar, click Indent E to
indent the tasks and make them subtasks of Task ID 81.

e. Select Task ID 99 through Task ID 104. On the Formatting toolbar, click Indent E
to indent the tasks and make them subtasks of Task ID 98.

» Task 2: Create summary tasks at outline level 2

1. Click the row heading for Task ID 13, hold down SHIFT, and then click the row heading for
Task ID 15. This should select Task ID 13 through Task ID 15.

2. On the Formatting toolbar, click Indent E to indent the tasks and make them level 2
subtasks of Task ID 12.

3. Repeat the above steps 1 and 2 for the following tasks:

a. Select Task ID 28 through Task ID 31. On the Formatting toolbar, click Indent E to
indent the tasks and make them level 2 subtasks of Task ID 27.
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b. Select Task ID 33 through Task ID 44. On the Formatting toolbar, click Indent E to
indent the tasks and make them level 2 subtasks of Task ID 32.

c. Select Task ID 46 through Task ID 56. On the Formatting toolbar, click Indent E to
indent the tasks and make them level 2 subtasks of Task ID 45.

d. Select Task ID 63 through Task ID 70. On the Formatting toolbar, click Indent E to
indent the tasks and make them level 2 subtasks of Task ID 62.

e. Select Task ID 72 through Task ID 80. On the Formatting toolbar, click Indent E to
indent the tasks and make them level 2 subtasks of Task ID 71.

f. Select Task ID 83 through Task ID 91. On the Formatting toolbar, click Indent E to
indent the tasks and make them level 2 subtasks of Task ID 82.

g. Select Task ID 93 through Task ID 97. On the Formatting toolbar, click Indent E to
indent the tasks and make them level 2 subtasks of Task ID 92.

» Task 3: Create milestone tasks

1

2
3
4,
5
6

In the row for Task ID 6, in the Duration cell, type 0 days.
In the row for Task ID 24, in the Duration cell, type 0 days.
In the row for Task ID 58, in the Duration cell, type 0 days.
In the row for Task ID 80, in the Duration cell, 0 days.

In the row for Task ID 97, in the Duration cell, 0 days.

In the row for Task ID 104, in the Duration cell, 0 days.

» Task 4: Turn on the overall project summary task

1
2.

On the Tools menu, click Options.

On the View tab, click Show project summary task, and then click OK.

» Task 5: Save and close

1
2.

On the File menu, click Save.

On the File menu, click Close.
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Lab: Working with Estimates and Dependencies

Exercise 1: Entering a Duration or Work Estimate

» Task 1: Enter task durations

1

© N o v s W N

On the File menu, click Open, browse to D:\MOC 5927A\Lab files, and then double-click
5927A _Mod03_Lab.mpp.

On the View menu, click Gantt Chart.

In the row for Task ID 15, in the Duration cell, type 5 days.

In the row for Task ID 16, in the Duration cell, type 5 days.

In the rows for Task IDs 19, 21, and 23, in the Duration cell, type 10 days.
In the rows for Tasks IDs 49, 50, and 51, in the Duration cell, type 10 days.
In the row for Task ID 90, in the Duration cell, type 40 days.

In the rows for Task IDs 99 and 100, in the Duration cell, type 60 days.

» Task 2: Enter work estimates

1

2.
3.
4,
5.

Click the Duration column heading.

On the Insert menu, click Column.

In the Column Definition dialog box, in Field name, select Work, and then click OK.
In the row for Task ID 42, in the Work cell, type 30 hours.

In the row for Task ID 97, in the Work cell, type 8 hours.

Exercise 2: Creating Links Between Tasks

» Task 1: Create task dependencies

1
2.
3.

Continue with 5927A_Mod03_Lab.mpp.

On the View menu, click Gantt Chart.

Click the row heading for Task ID 2, hold down SHIFT and click the row heading for Task ID
6.

On the Standard toolbar, click Link Tasks .

Click the row heading for Task ID 99, hold down CTRL and click the row heading for Task ID
100.

On the Standard toolbar, click Link Tasks .

Double-click the row heading for Task ID 20.

In the Task Information dialog box, on the Predecessors tab, on separate rows, in the ID
column, type 16, 17, and 18, and then click OK.

Double-click the row heading for Task ID 57.
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10. In the Task Information dialog box, on the Predecessors tab, on separate rows, in the ID
column, type 54, 55, and 56 and then click OK.

11. Click the row heading for Task ID 83, hold SHIFT, and click the row heading for Task ID 91.

12. In the Standard toolbar, click Link Tasks .

» Task 2: Modify link types
1. Double-click the row heading for Task ID 17.

2. In the Task Information dialog box, on the Predecessors tab, in the Type field, select
Start-to-Start (SS), and then click OK.

3. Double-click the row heading for Task ID 18.

4. In the Task Information dialog box, on the Predecessors tab, in the Type field, select
Start-to-Start (SS), and then click OK.

5. Double-click the row heading for Task ID 19.

6. In the Task Information dialog box, on the Predecessors tab, in the Type field, select
Start-to-Start (SS), and then click OK.

Exercise 3: Adding Lag and Lead Times

» Task 1: Add lag or lead time based on the situation
1. Continue with 5927A_Mod03_Lab.mpp.

2. Double-click the row heading for Task ID 16.

3. In the Task Information dialog box, on the Predecessors tab, in the Lag field, type 5d, and
then click OK.

4. Double-click the row heading for Task ID 52.

5. In the Task Information dialog box, on the Predecessors tab, in the Lag field, type 50%,
and then click OK.

Exercise 4: Displaying Links in Network Diagram View
» Task 1: Review several of the links for tasks in Exercise 2 and 3
1. Continue with 5927A_Mod03_Lab.mpp.

2. On the View menu, click Network Diagram.

3. On the Standard Toolbar, click Zoom In until the text within the task nodes is readable.
Review the links created in Exercises 2 and 3.

» Task 2: Save and close

1. On the File menu, click Save.

2. On the File menu, click Close.
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Question and Answers

Lesson 1: Introducing Deadlines, Constraints, and Task Calendars

Discussion: When to Use Deadlines, Constraints, and Task Calendars

Q

A

Recall a project that required schedule restrictions. Which of the three headings identifies the
best solution for restricting the task scheduling in your project?

Answers may vary.
Consider a project where an entire office is being moved. However, use of the office building’s
freight elevator is limited to weekends. In this case, which heading represents the correct solution

for restricting the task scheduling?

In this case, you would pick the task calendars heading because using a task calendar would be
the best solution.

Consider a project plan designed for a trade show convention. The date of the trade show needs
to be restricted in the project schedule. Which heading represents the correct match?

In this case, the use of constraints would be the best match.

Consider a project plan for publishing a book with a target date set for first draft review. The first
draft's target date must be entered to restrict the task’s scheduling. Under which heading does
this one belong?

This scenario belongs under the Deadlines heading.
Consider a project plan to create a financial budget. The budget date must be entered to control
the task scheduling. What type of scheduling restriction is needed in this situation; in other

words, what heading represents the best choice?

In this situation, using constraints is the best choice.

Lesson 2: Creating and Modifying Deadlines

Discussion: Implications That Deadline Dates Have for the Critical Path

Q

A

Do deadline dates usually affect the project schedule?

No. Deadlines do not usually affect the project schedule. They simply indicate target dates. Tasks
with deadlines are scheduled like any other task, but when a task finishes after its deadline date,
Office Project 2007 displays an indicator that the deadline was missed.

Can deadline dates affect the critical path?

Yes. Deadline dates can affect total slack, which defines the critical path. If the date of a deadline
occurs within a task's total slack, then the total slack is recalculated using the deadline date rather
than the task's late finish date. In this situation, if total slack reaches zero, the deadline date
causes the task to become critical.
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Q Is there any situation in which deadline dates can affect how tasks are scheduled?

A Yes. Deadline dates can affect how tasks are scheduled if a deadline is set on a task with an As
Late As Possible (ALAP) constraint. The task is actually scheduled to finish on the date of the
deadline; however, the task could still finish after the deadline date if the task’s predecessors are
delayed.

Lesson 3: Creating and Modifying Constraints

Demonstration: Creating and Using Constraints
Q What is an accidental constraint?
A An accidental constraint is any constraint that appears in the project schedule unintentionally.
Q What are some ways accidental constraints can appear in the project schedule?

A Answers will vary. Answers should involve those situations in which constraints are applied
automatically, such as:

e When you manually enter a start or finish date for a task, a constraint is automatically
applied.

e If the pointer is used to create a new task within the chart portion of the Gantt Chart view;
Office Project 2007 automatically assigns a constraint to the new task. If the project is using
forward scheduling, a Start No Earlier Than (SNET) constraint is automatically applied. If the
project is using backward scheduling, a Start No Later Than (SNLT) constraint is automatically
applied.

Q How can you help prevent the creation of accidental constraints?
A Hide the Start date and Finish date columns in task-based views.

Q Will hiding the Start date and Finish date columns always prevent the creation of accidental
constraints?

A No. Accidental constraints can still be created within the chart portion of the Gantt Chart view.
Awareness of the automatic constraint creation feature within Office Project 2007 is the best
prevention.

Lab: Working with Deadlines, Constraints, and Task Calendars

Lab Discussion

Q What happens to the critical path displayed in the Gantt Chart when the list of critical tasks
changes?

A When the list of critical tasks changes due to changing task drivers and adjustments in the project
schedule, the Gantt Chart display of the critical path is dynamically updated to show only the

most current critical tasks.

Q When triggered, how do deadlines and constraints differ in their effects on the project schedule?
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A When triggered, a deadline normally has no effect on the project schedule. However, an
inflexible or semi-flexible constraint will restrict the slippage or movement of a task to the
constraint’s date. The restricted task will subsequently limit the dynamic flow of all other
dependent tasks within the project schedule.

Q How can the Task Drivers pane be used to help a project manager better manage a project
schedule?

A The Task Drivers pane displays the specific task drivers that control the scheduling of any selected
task. As this information can be otherwise difficult to determine, the Task Drivers pane makes the
project manager’s job of determining task drivers quick and easy.
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Lab: Working with Deadlines, Constraints, and Task Calendars

Exercise 1: Displaying the Critical Path

» Task 1: Select the Detail Gantt view

1

2.
3.

On the File menu, click Open, browse to D:\MOC 5927A\Lab files, and then click
5927A Mod04_Lab.mpp.

On the View menu, click More Views, select Detail Gantt, and then click Apply.

On the View menu, click Zoom, select Entire project, and then click OK.

» Task 2: Run the Gantt Chart Wizard

1

2.
3
4,
5
6

On the View menu, click Gantt Chart.

On the Format menu, click Gantt Chart Wizard .
In the Gantt Chart Wizard, click Next to continue.
Click Critical path, and then click Next.

Click Resources and dates, and then Next.

Click Yes, click Next, click Format It, and then click Exit Wizard.

» Task 3: Modify a critical task

1
2
3.
4

5.

Click the row heading for Task ID 76.
On the Standard Toolbar, click Scroll to Task. Notice the Task bar is red.
Click the row heading for Task ID 77. Notice the Task bar is blue.

In the row for Task ID 77, in the Duration field, type 20, and then press ENTER. Notice Task

ID 77 is now critical (red) and Task ID 76 is non-critical (blue).

On the File menu, click Save.

Exercise 2: Setting a Deadline

» Task 1: Create deadlines

1
2.
3.

Continue with 5927A_Mod04_Lab.mpp.
Double-click the row heading for Task ID 6.

In the Task Information dialog box, on the Advanced tab, in Deadline, select Jun 24 °11,

and then click OK.
Double-click the row heading for Task ID 61.

In the Task Information dialog box, on the Advanced tab, in Deadline, select Apr 28 15,

and then click OK.

» Task 2: Modify a deadline

1

Double-click the row heading for Task ID 61.
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2.

3.

In the Task Information dialog box, on the Advanced tab, in Deadline, select May 1 °15,
and then click OK.

On the File menu, click Save.

Exercise 3: Setting a Constraint

» Task 1: Create constraints

1
2.
3.

9.

Continue with 5927A_Mod04_Lab.mpp.
Double-click the row heading for Task ID 23.

In the Task Information dialog box, on the Advanced tab, in Constraint type, select Must
Finish On, in Constraint date, select Dec 29 °11, and then click OK.

If the Planning Wizard appears, click Continue, and then click OK.
Double-click the row heading for Task ID 57.

In the Task Information dialog box, on the Advanced tab, in Constraint type, select Finish
no later than, in Constraint date, select Nov 13 °14, and then click OK.

If the Planning Wizard appears, choose Continue, and then click OK.

Double-click the row heading for Task ID 80 to open the Task Information dialog box, on
the Advanced tab, in Constraint type select Finish no later than, in Constraint date,
select Apr 29 °16, and then click OK.

If the Planning Wizard appears, choose Continue, and then click OK.

» Task 2: Modify a constraint

1
2.

3.

Double-click the row heading for Task ID 23.

In the Task Information dialog box, on the Advanced tab, in Constraint type, select Finish
no later than, and then click OK.

Point to the constraint indicator in the first Column and read the additional information.

On the File menu, click Save.

Exercise 4: Responding to Situations That Affect Deadlines and Constraints

» Task 1: Trigger a deadline

1
2.

3.

Continue with 5927A_Mod04_Lab.mpp.

Click the row heading for Task ID 5, in Duration, type 7 days. This is the predecessor task to
the deadline. Changing this duration will trigger the deadline for you.

If the Planning Wizard appears, click Continue, and then click OK.

» Task 2: Review a triggered deadline situation

In the row for Task ID 6, in the Indicators column, point to the indicator to read the new
deadline information.

» Task 3: Respond to a triggered deadline situation

1

No response is necessary for a triggered deadline situation. If the deadline date passes and
the task is incomplete, the remaining project schedule will adjust automatically.
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2.

On the Edit menu, click Undo. The Duration of this task should now be 6 days.

» Task 4: Trigger constraints

In the row for Task ID 21, in Duration, type 15 days.

» Task 5: Review triggered constraint situations

Click the row heading for Task ID 21. Notice the dates of the successor tasks have not
changed. This is because a constraint is stronger than a task dependency.

» Task 6: Respond to triggered constraint situations

1
2.

On the Edit menu, click Undo. The Duration of this task should now be 10 days.

On the File menu, click Save.

Exercise 5: Creating and Applying a Task Calendar to Meet a Deadline

» Task 1: Create a task calendar

1

2
3.
4

U

Continue with 5927A_Mod04_Lab.mpp.
On the Tools menu, click Change Working Time.
In the Change Working Time dialog box, click Create New Calendar.

In the Create New Base Calendar dialog box, in Name, type Environmental Labs, click
Make a copy of Standard calendar, and then click OK.

In the Change Working Time dialog bo, click the Work Weeks tab, and then click Details.

In the Details dialog box, under Select day(s), select Monday through Friday, click Set
day(s) to these specific working times, and type the following values.

In row 1, in the From column, type 8:00 AM, and in the To column, type 12:00 PM.

In row 2, in the From column, type 4:00 PM, and in the To column, type 8:00 PM, and then
click OK.

In the Change Working Time dialog box, click OK.

» Task 2: Apply a task calendar

1
2.
3.

On the View menu, click Gantt Chart.
Double-click the row heading for Task ID 18.

In the Task Information dialog box, on the Advanced tab, in the Calendar field, select
Environmental Labs, and then click OK.

If the Planning Wizard appears, click Continue, and then click OK.
Double-click the row heading for Task ID 50.

In the Task Information dialog box, on the Advanced tab, in the Calendar field, select
Environmental Labs, and then click OK.

If the Planning Wizard appears, click Continue, and then click OK.
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> Task 3: Review effects from a task calendar

1

2.

In the row for Task ID 50, in the Indicators column, point to the indicator to read the Task
calendar information.

On the File menu, click Save.

Exercise 6: Finding Constraints in a Schedule and Removing Them

» Task 1: Find constraints

1

2
3.
4

Continue with 5927A_Mod04_Lab.mpp.
On the View menu, click Gantt Chart.
On the Project menu, point to Filtered for All Tasks, and then click More Filters.

In the More Filters dialog bo, click Tasks With Fixed Dates, and then click Apply. The
filtered list shows only fixed date tasks. There are no Actual dates, so this is the list of tasks
with constraints.

» Task 2: Remove constraints

1.
2.

8.

Double-click the row heading for Task ID 23.

In the Task Information dialog box, on the Advanced tab, in Constraint type, select As
Soon As Possible, and then click OK.

Double-click the row heading for Task ID 57.

In the Task Information dialog box, on the Advanced tab, in Constraint type, select As
Soon As Possible, and then click OK.

Double-click the row heading for Task ID 80.

In the Task Information dialog box, on the Advanced tab, in Constraint type, select As
Soon As Possible, and then click OK.

On the Project menu, point to Filtered for Tasks With Fixed Dates, and then click All
Tasks.

On the File menu, click Save.

Exercise 7: Activating and Using Task Drivers

» Task 1: Activate the Task Drivers pane

1.
2.
3.

Continue with 5927A_ Mod04_Lab.mpp.
On the View menu, click Gantt Chart.

On the Project menu, click Task Drivers. The Task Drivers pane is displayed.

» Task 2: Review the Task Drivers pane

1

For each of the following tasks, select the task and then record the driver information from
the Task Drivers pane.

Task Driver Information

2 — New product opportunity identified  Project Start: Jun 1 '11
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17 — Determine safety issues Predecessor Tasks ID 16

50 — Perform environmental review Predecessor Tasks ID 47

2. On the View menu, click Network Diagram.

3. For each of the following tasks, select the task and then record the driver information from
the Task Drivers pane.

Task Driver Information

0 — New Product Development Template ~ Subtasks:
1 - Initial New Product Screening Stage

81 - Commercialization Stage

7 — Preliminary Investigation Stage Subtasks:
8 - Assign resources to preliminary investigation

» Task 3: Deactivate the Task Drivers pane

1. On the Task Drivers pane, use the close button in the upper-right corner of the pane to
close the pane.

2. On the View menu, click Gantt Chart.
» Task 4: Save and close
1. On the File menu, save New Product_Mod4.mpp.

2. On the File menu, click close.
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Question and Answers

Lesson 3: Creating and Modifying Resource Assignments

What Are Maximum Units?

Q

A

If you change maximum units, are assignment units changed?

On any task where a resource is already assigned, assignment units will not change. This is to
avoid problems with tasks in progress or tasks that have already been planned. If you make a new
assignment, the assignment units will be affected by the change in maximum units following the
information provided in the previous two paragraphs.

If | have a resource that is set at 1 maximum units, can | assign that resource to a task at 1.5 or
2.0?

Office Project 2007 does not stop you from overallocating a resource because it is making the
assumption that resources are unlimited and can be acquired at any time. Obviously this
assumption may not reflect reality in your organization.

Lab: Working with Resources

Lab Discussion

Q

What do you do to make a cost resource become a budget item that only works on the project
summary task?

Set the budget attribute by double-clicking the cost resource name and selecting budget on the
general tab.

Why is the advantage of the new cost resource on a task and why would an organization use it?

The cost resource allows an individual or project manager to record an estimated cost on a task
that will account for other expenses related to getting the resource to work on the task such as
travel cost.

What is the difference between changing the maximum units on the resource sheet and
changing the assignment units on an individual task?

Changing maximum units will change a resource’s project availability, while changing the
assignment units will change a resource’s availability for that specific task.

Why would you enter new resources on the resource sheet instead of entering new resources in
the assign resources dialog box?

Entering on the resource sheet will remind you to enter all the properties for that resource
including their standard rate. If you enter a resource on the assign resources dialog box, you may
not be reminded that this is a new resource. A simply spelling mistake could indicate a new hire
for the project, which may not be your intent.
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Lab: Working with Resources

Exercise 1: Adding Resources to the Resource Sheet View

» Task 1: Set the general options

1

4.
5.

On the File menu, click Open, browse to D:\MOC 5927A\Lab files, and then double-click
5927A_ModO05_Lab.mpp.

On the Tools menu, click Options.

In the Options dialog box, on the General tab, select Automatically add new resources
and tasks.

In Default standard rate, type $50/h.
In Default overtime rate, type $75/h, and then click OK.

» Task 2: Enter resources

1.
2.

On the View menu, click Resource Sheet.

Enter the following Resource Names and Types.

Resource Name Type
Budget-Travel Cost
Airfare Cost
Meals Cost
Office Supplies Paper Material
Mike Work
Mary Work
Roy Work
Office Supplies Ink Material
Programmer Work

» Task 3: Enter resource rates

In the table for the Resource Sheet view, for the following Resource Names, type the
accompanying Rates.

Resource Name Standard Rate Overtime Rate

Office Supplies Paper $50

Office Supplies Ink $75
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Mike $65 $65

Mary $65 $75

» Task 4: Set cost resource to budget

1. Click the row heading for the Budget-Travel resource.
2. On the Project menu, click Resource Information.

3. In the Resource Information dialog box, on the General tab, in Type, click Cost, select
Budget, and then click OK.

Exercise 2 Creating and Modifying Resource Assignments

» Task 1: Create resource assignments
1. Continue with 5927A_Mod05_Lab.mpp.

2. On the View menu, click Gantt Chart.
3. On the Tools menu, click Options.
4

In the Options dialog box, on the View tab, select Show project summary task, and then
click OK.

5. Click the row heading for Task ID 4, hold down CTRL and click on the row headings for Task
IDs 5 and 8. All three rows should be selected.

6. On the Standard toolbar, click Assign Resources.

7. In the Assign Resources dialog box, under Resource Name, click on Mike, and then click
Assign. Do not close the dialog box yet. The resource named Mike is now assigned to the
selected tasks.

8. Repeat steps 5 through 7 to make the following assignments:

Resource Task

Roy 5.6,89 and 10
Mary 6,10, and 11
Budget-Travel 0

Airfare 4,5,and 6
Meals 4,5,and 6
Programmer 13

Office Supplies Ink 8,9, 10, and 11
Office Supplies Paper 8,9, 10,and 11

9. Inthe Assign Resources dialog box, click Close.
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» Task 2: Modify resource availability

1.
2.

On the View menu, click Resource Sheet.

In the row for the resource Mary, in Max Units, type 0.5.

» Task 3: Modify resource assignments

1.
2.

6.
7.

On the View menu, click Gantt Chart.

Click the row heading for Task ID 6, hold down CTRL and click on the row headings for Task
IDs 9 and 10. All three rows should be selected.

On the Standard Toolbar, click Assign Resources.

In the Assign Resources dialog box, under Resource Name, click on Roy, and then click
Replace.

In the Replace Resource dialog box, under Resource Name, click Mike, and then click OK.
In the Assign Resources dialog boy, click Close.

On the File menu, click Save.

Exercise 3: Entering Project Costs and Project Budgets

» Task 1: Enter cost for budget tracking purposes

1

2
3.
4

Continue with 5927A_Mod05_Lab.mpp.
On the View menu, click Gantt Chart.
Double-click the row heading for Task ID 6.

In the Task Information dialog box, on the Resource tab, under Resource Name, in the
row for Meals, in Cost, type $65.00, and then click OK.

Repeat steps 3 and 4 to type the following task costs:

Task ID Resource Cost

4 Airfare $1,000.00
4 Meals $100.00

5 Airfare $1,200.00
5 Meals $75.00

6 Airfare $1,300.00

» Task 2: Enter project budgets

1.
2.
3.

On the View meny, click Task Usage.
Click on the column heading for Duration, and in the Insert menu, click Column.

In the Column Definition dialog box, in Field name, type or select Budget Cost, and then
click OK.
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4. Below the row for Task ID 0, in the row for the resource Budget-Travel, under Budget
Cost, type $4,000.00.

» Task 3: Compare total budget with total cost

1. On the View meny, click Task Usage.
2. Click on the column heading for Duration, and in the Insert menu, click Column.

3. In the Column Definition dialog box, in Field name, select Cost, and then click OK. You can
now compare budget costs and total costs.

» Task 4: Save and close
1. On the File menu, save 5927A_Mod05_Lab.mpp.

2. On the File menu, click Close.
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Question and Answers

Lesson 1: Using Task Type and the Scheduling Formula for Effective
Calculations

Discussion: How to Use Task Types and the Scheduling Formula

Q

What are the default task type and effort-driven setting for a newly created schedule (assuming
that Office Project 2007 has not been customized in any way)?

Task type—fixed units. Effort driven selected.
What task types and effort-driven settings are recommended when estimating a task?

For a task containing an estimated duration value—fixed duration selected and effort driven
cleared. For a task containing an estimated work value—fixed work and effort driven selected.

Is fixed units recommended when you are in the planning stage of a schedule?

Fixed units is not recommended when you are in the planning stage of a schedule because
setting fixed units initially means you intend to fix the number of resources. During the initial
planning of a schedule, resources usually have not yet been defined.

The following scenarios will illustrate how Office Project 2007 applies the scheduling formula and
automatically calculates the third variable.

e Scenario 1—A fixed-work task with the effort-driven setting selected is entered. A work
estimate is provided, resources are assigned, and duration will be calculated.

e  Scenario2—A fixed-duration task with the effort-driven setting cleared is entered. A duration
estimate is provided, resources are assigned, and work will be calculated.

Lesson 3: Applying Task Type to Produce Predictable Behavior

Discussion: Decision Making for Predictable Behavior

Scenario 1

Q

A

Which task type setting and effort-driven settings should be applied initially to the task and why?

Set the task type initially to fixed work selected and effort-driven selected. In this scenario you
have been given a work variable and the resources can work together, which implies effort driven
on.

Should the task type and effort-driven settings be changed when more resources become
available and why?

You do not need to change the task type or effort-driven settings to change the number of
resources. You still want to fix the work variable.
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Scenario 2

A

What task type and effort-driven settings should be applied initially to the task and why?

Set the task initially to fixed duration/effort-driven off. You have been given a duration value for
the initial estimate, and you know that adding more resources to this task will not affect the time
the jar must sit on the shelf.

Should the task type and effort-driven settings be changed before modifying this task and why?
In the scenario, you have been told that you need to change the duration. One of the guidelines
provided is not to change the variable that is fixed, so choosing another task type is
recommended.

Which variable should be fixed before you apply the 8 week change and why?

You need to change the task type to fixed units/effort-driven off to lock down the number of
resource units. Remember that one variable must be fixed, and the scenario indicates that Lab

Storage resource units should be fixed.

Once you set the appropriate task type, which variable should you change to get the 8week
result?

Change the duration to 8 weeks.

Scenario 3

Q

A

What task type and effort-driven settings should be applied initially to the task and why?

Set the task initially to fixed work selected and effort-driven selected. You have been given an
initial work estimate, and you know that network engineers can work together.

Should the task type and effort-driven settings be changed when you apply 4 network engineers
to the task and why?

No, the overall work has not changed because you are simply increasing the units available for
this task.

Before you change the work estimate, which variable should be fixed and why?

Now the only fixed variable is the number of network engineers, so you should set fixed
units/effort-driven cleared before changing the work estimate.

Once you have set the appropriate task type, which variable should you change to get the 50
hour result?

Change the work to 50 hours.
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Lab Answer Keys

Lab: Understanding Task Types and the Schedule Formula

Exercise 1: Identifying the Fixed Variable in a Task and How It Affects the
Schedule Formula

» Task 1: Create resource assignments

1

On the File menu, click Open, browse to D:\MOC 5927A\Lab files, and then double-click
5927A_Mod06_Lab.mpp.

On the Window menu, click Split.
Click the row heading for Task ID 26.

On the Task Form, under Resource Name, in the first empty cell, type or select Mary, and
then click OK.

On the Task Form, under Resource Name, in the first empty cell, type or select Roy, and
then click OK. For each of the two resources, you should see 2,112 hours in Work.

» Task 2: Create resource assignments on multiple tasks

1
2.

On the Window menu, click Remove Split.

Click the row heading for Task ID 28, press SHIFT, and then click the row heading for Task
ID 31.

On the Standard toolbar, click the Task Information button |:|

In the Multiple Task Information dialog box, on the Resources tab, under Resource name,
in the first empty cell, type or select Mike, and then click OK.

» Task 3: Apply additional resources

1
2.
3.

In the row for Task ID 33, in Duration type 0 days.
Double-click the row heading for Task ID 33.

In the Task Information dialog box, on the Advanced tab, in Task type, click Fixed Units,
select the Effort driven check box, and then click OK.

In the row for Task ID 33, in Work, type 200h.

Click the row heading for Task ID 33, on the Standard toolbar, click Task Information

El

In the Task Information dialog box, on the Resources tab, under Resource Name, in the
first empty cell type or select Programmer, and then click OK.

On the Tools menu, select Options.

In the Options dialog box, on the Schedule tab, in Show assignment units as, click
Decimal, and then click OK.

Double-click the row heading for Task ID 33.
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10. In the Task Information dialog box, on the Resources tab, under Resource Name, in the

row for Programmer, in Units, type 40, and then click OK. The final duration is 0.63 days in
the Duration field.

» Task 4: Modify resource assignments

1
2.
3.

On the Window menu, select Split.
Click the row heading for Task ID 34.

In the Task Form, under Resource Name, in the first empty cell, type or select Mary, and
then click OK.

In the Task Form, under Resource Name, in the first empty cell, type or select Mike, and
then click OK.

In the Task Form, in the row for Mary, in Work type 8h, and then click OK. Initially each
resource is set at 16 hours for a total of 32 hours. When you change Mary’s hours to 8, the
resulting total hours is 24, but the duration remains at 2 days.

» Task 5: Create resource assignments

1
2.

In the Gantt Chart view, click the row heading for Task ID 35.

In the Task Form, under Resource Name, in the first empty cell, type or select Mary, and
then click OK.

In the Task Form, under Resource Name, in the first empty cell, type or select Mike and
then click OK.

In the Task Form, under Resource Name, in the first empty cell, type or select Roy and then
click OK.

In the Task Form, under Resource Name, in the first empty cell, type or select
Programmer, and then click OK.

In the Task Form, in the row for Programmer, in Units, type 2, and then click OK. Total
work increases to 400 in the Work field.

» Task 6: Correct mistakes in task planning

1

3.

In the Gantt Chart view, click the row heading for Task ID 42.

On this task, both a duration and work estimate have been entered. This is incorrect. The task
type shows fixed duration, effort driven off, which tends to imply that the task should have
been estimated by duration, but it is not clear. The solution is to delete the duration variable,
and change the task type to fixed work, effort driven on.

In the Gantt Chart view, in the row for Task ID 42, click in the Duration cell, and then press
DELETE.

In the Task Form, in Task type, click Fixed Work, and then click OK.

Exercise 2: Making Decisions about Task Type and Effort Driven Settings

» Task 1: Make the appropriate changes for the situation

1
2.

Continue with 5927A_Mod06_Lab.mpp.

On the Window menu, select Split, if it is not already turned on.
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3,
4.
5.

Click the row heading for Task ID 30.
In the Task Form, in Task type, click Fixed Work, and then click OK.

In the Task Form, under Resource Name, in the first empty cell, type or select Mary, and
then click OK. In the Duration field, the new duration is 2.5 days.

» Task 2: Predict what will happen in this situation before making any changes and
verify the result

1
2.

In the Gantt Chart view, click the row heading for Task ID 33.
In the Task Form, in the row for Programmer, in Units, type 30 and then click OK.

The duration increases to 0.83 days in the Duration field. The task duration is probably not
realistic since getting 30 or 40 people to work on one program and have all the pieces tied
together in less than one day would be very difficult, if not impossible.

» Task 3: Predict what will happen in this situation before making any changes and

verify result

1. Inthe Gantt Chart view, click the row heading for Task ID 37.

2. Inthe Task Form, under Resource Name, in the first empty cell, type or select Roy, and
then click OK.

3. Inthe Task Form, in Task type, click Fixed Units, clear the Effort driven check box, and
then click OK.

4. In the Gantt Chart view, in the row for Task ID 37, in the Duration cell, type 15d, and then

click OK. The result is 120 hours of work in the Work field for Task ID 37.

» Task 4: Make the appropriate changes for this situation

1
2.

In the Gantt Chart view, click the row heading for Task ID 38.

In the Task Form, under Resource Name, in the first empty cell, type or select Mary, and
then click OK.

In the Task Form, in Task type, click Fixed Units, and then clear the Effort driven check
box.

In the Task Form, in the row for Mary, in Work type 60h, and then click OK. The Duration
field is recalculated to 7.5 days.

» Task 5: Make the appropriate changes for this situation

1
2.

In the Gantt Chart view, click the row heading for Task ID 39.

In the Task Form, under Resource Name, in the first empty cell, type or select
Programmer, and then click OK.

In the Task Form, in Task type, click Fixed Work, and then click OK.

In the Task Form, in the row for Programmer, in Units, type 0.5, and then click OK. The
duration becomes 184 days in the Duration field.

» Task 6: Make the appropriate changes for this situation

1

In the Gantt Chart view, click the row heading for Task ID 40.
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2. In the Task Form, under Resource Name, in the first empty cell, type or select Mike, and
then click OK.

3. Inthe Task Form, under Resource Name, in the first empty cell, type or select Roy, and
then click OK.

4. Inthe Task Form, in Task type, click Fixed Work, and then click OK.

5. In the Task Form, in the row for Roy, in Units, type .5 and then click OK. The duration
becomes 20 days in the Duration field.

» Task 7: Make the appropriate changes for this situation
1. Inthe Gantt Chart view, click the row heading for Task ID 41.

2. In the Task Form, under Resource Name, in the first empty cell, type or select Mary, and
then click OK.

3. Inthe Task Form, in the row for Mary, in Work, type 60h, and then click OK. The Units
should recalculate to 0.50 in the Units field.

» Task 8: Make the appropriate changes for this situation
1. Inthe Gantt Chart view, click the row heading for Task ID 42.

2. In the Task Form, under Resource Name, in the first empty cell, type or select Mike, in
Units, type 1, and then click OK.

3. Inthe Task Form, in Task type, click Fixed Duration, clear the Effort driven check box, in
Work, type 40h, and then click OK. The Units should recalculate to 1.33 in the Units field.

» Task 9: Make the appropriate changes for this situation
1. Inthe Gantt Chart view, click the row heading for Task ID 43.

2. Inthe Task Form, under Resource Name, in the first empty cell, type or select
Programmer, in Units, type 4, and then click OK.

3. Inthe Task Form, in Task type, click Fixed Units, clear the Effort driven check box, and
then click OK.

4. In the Task Form, in Work, type 600h, and then click OK. Duration becomes 18.75 in the
Duration field.

» Task 10: Make the appropriate changes for this situation
1. Inthe Gantt Chart view, click the row heading for Task ID 46.

2. In the Task Form, in Task type, click Fixed Work, and then click OK.

3. Inthe Task Form, under Resource Name, in the first empty cell, type or select Roy, in Units,
type 0.5, in Work, type 150h, and then click OK. Duration becomes 37.50 in the Duration
field.

Exercise 3: Predicting the Scheduling Formula When Changing Variables

» Task 1: Analyze and correct the given situation
1. Continue with 5927A_Mod06_Lab.mpp.

2. On the Window menu, select Split, if it is not already turned on.
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In the Gantt Chart view, click the row heading for Task ID 44.

In the Task Form, under Resource Name, in the first empty cell, type or select
Programmer, and then click OK.

Under Resource Name, in the first empty cell, type or select Mike, and then click OK.

In the Task Form, in the row for Programmer, in Units, type 1.5, and then click OK. Notice
that the duration does not change in the Duration field.

Under Resource Name, click the row for Mike, press DELETE and then click OK. The
alternative approach would have been to use the task type Fixed Work.

Under Resource Name, in the row for Programmer, in Units, type 2, and then click OK. The
duration returns back to 10 days in the Duration field.

» Task 2: Analyze and correct the given situation

1

2
3.
4

In the Gantt Chart view, click the row heading for Task ID 47.

In the Task Form, under Resource Name, in the first empty cell, type or select Roy.
In Units, type 0.5.

In Work, type 8h, and then click OK. The duration stays 2 days in the Duration field.

» Task 3: Analyze and correct the given situation

1
2.

4.
5.

In the Gantt Chart view, click the row heading for Task ID 47.

In the Task Form, under Resource Name, in the first empty cell, type or select Mary, and
then click OK.

In Task type, click Fixed Work, and then click OK. Notice nothing changes, as the formula is
still balanced.

In Duration, type 4d, and then click OK. Notice the units of the resources changed.

Under Resource Name, in the row for Roy, in Units, type .5, and then click OK.

» Task 4: Analyze and correct the given situation

1
2.

3.
4.

In the Gantt Chart view, click the row heading for Task ID 48.

In the Task Form, under Resource Name, in the first empty cell, type or select Mike, and
then click OK. The Task type is currently Fixed Duration. Before changing units to calculate a
new value for duration, you need to change the Task type to Fixed Units.

In Task type, click Fixed Units, clear Effort driven, and then click OK.
In Duration, type 40d, and then click OK. The work becomes 320 in the Work field.

» Task 5: Save and close

1
2.

On the File menu, save 5927A_Mod06_Lab.mpp.

On the File menu, click Close.
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Question and Answers
Lesson 3: Creating and Modifying Fields, Tables, and Formulas
Practice: Creating and Modifying Fields, Tables, and Formulas
Q What is the only field type that cannot contain a formula?
A The outline codes field is the only field type that cannot contain a formula.
Q The value of a formula is limited to two values. (True or False?)
A False.
Lesson 4: Creating and Modifying Filters and Groups
Practice: Creating and Modifying Filters and Groups
Q You can apply a filter or group to a view. (True or False?)
A False. You apply a filter or group to a table.
Q Data does not need to be present in the current view for a filter or group to work. (True or False?)

A True. Data must be present in the table, but not in the view.



Customizing and Formatting 7-3

Lab Answer Keys

Lab: Customizing and Formatting

Exercise 1: Modifying a Template to Include Corporate Standards

» Task 1: Create a new template

1

o v > W N

7.

On the File menu, click Open, browse to D:\MOC 5927A\Lab files, and then double-click
5927A_Mod07_Lab.mpp.

On the File menu, click Save As.

In the Save As dialog box, in Save as type, click Template (*.mpt).

In the My Places bar, click My Documents.

In File name, type My Template, and then click Save.

In the Save As Template dialog box, select the following check boxes:
¢ Values of all baselines

e Actual Values

¢ Resource Rates

¢ Fixed Costs

o  Whether tasks have been published to Project Server

Click Save.

» Task 2: Modify the task bar format

1
2
3
4.
5

6.

On the View meny, click Gantt Chart.

On the Format meny, click Bar Styles.

In the Bar Styles dialog box, under Name, in the row for Task, click in the Appearance field.
On the Bars tab, in the Middle section, in the Color list, click Teal.

On the Text tab, in the row for Right, select or type Finish, and then click OK.

On the Standard toolbar, click Save El .

Exercise 2: Creating Simple and Complex Custom Fields

» Task 1: Create a new task text field

1

2
3.
4

U

Continue with My Template.mpt.
On the Tools menu, point to Customize, and then click Fields.
In the Custom Fields dialog bo, in the Field list, click Textl, and then click Rename.

In the Rename Field dialog box, in New Name for Text1l, type Test Date, and then click
OK.

In the Custom Fields dialog box, click OK.

Click the column heading for Task Name.
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7.
8.

On the Insert menu, click Column.

In the Column Definition dialog box, in the Field name list, click Test Date (Text1), and
then click OK.

» Task 2: Define a formula

1

2
3
4,
5

8.

On the Tools menu, point to Customize, and then click Fields.

In the Custom Fields dialog box, in the Field list, click Test Date (Textl).
In the Values to display section, click Data.

In the Custom attributes section, click Formula.

In the Formula for ‘Test Date’ dialog box, type IIf(Now() > [Finish],”past due”,“on or
ahead”), and then click OK.

In the Microsoft Office Project dialog box, click OK.

In the Custom Fields dialog bo, click OK. You may need to widen the Test Date column.

On the Standard toolbar, click Save El .

Exercise 3: Populating a New Table with Existing and Custom Fields

» Task 1: Create a new table

1
2
3.
4

5.

Continue with My Template.mpt.
On the View menu, point to Table, and then click More Tables.
In the More Tables dialog box, click Entry, and then click Copy.

In the Table Definition in ‘My Template.mpt’ dialog box, in the Name field, type My
Tablel, and then click OK.

In the More tables dialog box, click Apply.

» Task 2: Add a custom field with a formula

1
2.
3.

Click the column heading for Task Name.
On the Insert menu, click Column.

In the Column Definition dialog box, in the Field name list, click Test Date (Text1), and
then click OK.

Exercise 4: Developing a New Filter and Group

» Task 1: Create a new filter

1

2
3.
4

Continue with My Template.mpt.
On the Project menu, point to Filtered for, and then click More Filters.
In the More filters dialog box, click New.

In the Filter Definition in ‘My Template.mpt’ dialog box, in Name, type Duration greater
than 4 days.

In the first empty cell under Field name, type or select Duration.
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6.
7.
8.

In the first empty cell under Test, type or select is greater than.
In the first empty cell under Value, type 4d, and then click OK.
In the More Filters dialog box, click Apply.

» Task 2: Create a new group

1
2.

N ouos

On the Project menu, point to Group by, and then click More Groups.
In the More Groups dialog box, click New.

In the Group Definition in ‘My Template.mpt’ dialog box, in the Name field, type By
Finish Date.

In the row for Group By, in the Field Name field, type or select Finish.

In the row for Group By, in the Field Type field, type or select Task.

In the row for Group By, in the Order field, type or select Ascending, and then click OK.
In the More Groups dialog box, click Apply.

» Task 3: Create a new view

1
2.

N v s

On the View menu, click More Views.
In the More Views dialog box, click Gantt Chart, and then click Copy.

In the View Definition in ‘My Template.mpt’ dialog box, in the Name field, type My
Gantt Chart.

In the Table field, click My Tablel.

In the Group field, click By Finish Date.

In the Filter field, click Duration greater than 4 days, and then click OK.
In the More Views dialog box, click Apply.

Exercise 5: Moving an Object from a Project to the Global.mpt

» Task 1: Move an object to another project schedule

1
2.
3.

Continue with My Template.mpt.
On the Tools menu, click Organizer.

In the Organizer dialog box, on the Views tab, under My Template.mpt, click My Gantt
Chart, and then click Copy.

In the Organizer dialog box, on the Filters tab, under My Template.mpt, click Duration
greater than 4 days, and then click Copy.

In the Organizer dialog box, on the Groups tab, under My Template.mpt, click By Finish
Date, and then click Copy.

In the Organizer dialog box, on the Tables tab, under My Template.mpt, click My Table 1,

click Copy, and then click Close.
On the Standard toolbar, click New.

On the Project menu, point to Filters for, and then click More Filters.



7-6

Microsoft® Office Project 2007, Managing Projects

10.
11.

12.
13.

In the More Filters dialog box, locate the Duration greater than 4 days filter in the list, and
then click Apply.

On the Project menu, point to Group by, and then click More Groups.

In the More Groups dialog box, locate the By Finish Date group in the list, and then click
Apply.
On the View menu, point to Table, and then click More Tables.

In the More Tables dialog box, click My Tablel in the list, and then click Apply.

» Task 2: Save and close

1
2.

On the File menu, click Save.

On the File menu, click Close.
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Lab Answer Keys

Lab: Analyzing Resource Utilization

Exercise 1: Reading and Interpreting Resource Allocation Views

» Task 1: Determine which resources are overallocated

1

On the File menu, click Open, browse to D:\MOC 5927A\Lab files, and then double-click
5927A Mod08_Lab.mpp.

On the View menu, click Resource sheet.

On the Project menu, point to Filtered for, and then click Overallocated Resources. Notice
that Mike, Roy, and Programmer are overallocated.

On the Project menu, point to Filtered for, and then click All Resources. The filter is
removed, and all resources are once again displayed.

» Task 2: Determine remaining availability

1
2.
3.

On the View meny, click Resource Usage.
On the Format meny, click Detail Styles.

In the Detail Styles dialog box, in Available fields, click Remaining Availability, click
Show, and then click OK.

Under Resource Name, click the row heading for Mary.

On the Standard toolbar, click Zoom In until you can view May 2011. Notice that
Mary has remaining availability of 176 hours; or 8 hours each day, in May 2011.

» Task 3: Determine which resource group will cost the most

1
2.

© ® N o U ok

On the View menu, click Resource sheet.

Under Resource Name, locate the row for Budget-Travel, in Group, type Expense. Repeat
for all resources with a value of Cost in the Type column.

Under Resource Name, locate the row for Office supplies Paper, in Group, type Supply.
Repeat for all resources with a value of Material in the Type column.

Under Resource Name, locate the row for Mike, in Group, type Marketing.

Under Resource Name, locate the row for Mary, in Group, type Engineering.

Under Resource Name, locate the row for Roy, in Group, type Marketing.

Under Resource Name, locate the row for Programmer, in Group, type Engineering.
On the View meny, click Resource Usage.

On the Project menu, point to Group by, and then click Resource Group. Notice that the
resources are now grouped. The group costs may or may not look accurate.

» Task 4: Determine when you will run out of a material resource

1
2.

On the View meny, click Resource Usage.

On the Project menu, point to Group by, and then click No Group.
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Hold down CTRL and press HOME. The view scrolls to the top of the table.
On the Edit menu, click Find.
In the Find dialog box, in the Find what box, type Office supplies Paper, click Find Next,

and then click Close.

On the Standard toolbar, click Zoom Out until the bottom tier of the timescale
displays months.

On the Standard toolbar, click Scroll to Task. Notice that in the Timesheet area, the first
month with work is July 2011. Accumulating the work units for the following months shows
that the paper will run out at the end of September 2011.

Exercise 2: Changing Resource Availability and Interpreting Results

» Task 1: Interpret resource availability changes

1

2
3.
4

9.

10.
11.
12.

13.
14.

Continue with 5927A_Mod08_Lab.mpp.

On the View meny, click Task Usage.

On the Format meny, click Detail Styles.

In the Detail Styles dialog box, on Usage Details, under Available fields, select:
a. Overallocation

b. Peak units

c. Percent allocation

Click Show, and then click OK. You may need to widen the Details column.

On the Standard toolbar, click Zoom Out until the timescale is zoomed out as far as
possible.

Click the row heading for Task ID 26.

On the Standard toolbar, click Scroll to Task. Notice under Task ID 26, that both Mary and
Roy have no overallocations for 2012.

On the View menu, click Resource sheet.
Under Resource Name, locate the row for Mary, in Max Units, type .5.
On the View menu, click Task Usage.

Click the row heading for Task ID 26. Notice under Task ID 26, that now Mary does have
overallocations for 2012.

On the View menu, click Resource sheet.

Under Resource Name, locate the row for Mary, in Max Units, type 1.

» Task 2: Create a hiring recommendation

1
2.

On the View menu, click Resource sheet.

On the Project menu, point to Filtered for, and then click Overallocated Resources. Notice
that Mike, Roy, and the Programmer resource are overallocated.
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5.
6.

Under Resource Name, on the row for Mike, click in the Max Units cell, record the original
value, increase the value for Max Units, and then press ENTER. Repeat this step until the
entire row for this resource is no longer highlighted in red, and then record the new value for
Max Units.

Repeat the above step for Roy and the Programmer resource, recording both the original
and final values for Max Units. The recorded values should be as follows:

Resource Name Original Max Units  Final Max Units Needed Units
Mike 1 2 1

Roy 1 2 1
Programmer 1 30 29

Undo the changes made to the Max Units field on the Resource sheet.

On the Project menu, point to Filtered for, and then click All Resources. The filter is
removed and all resources are once again displayed.

» Task 3: Interpret resource availability changes

1
2.

0w © N o

11.
12.

13.
14.
15.
16.

On the View menu, click More Views.

In the More Views dialog box, click Resource Allocation, and then click Apply. Make sure
all resource groups are expanded.

On the Edit menu, click Find.
In the Find dialog box, in Find what, type Mike, click Find next, and then click Close.
On the Standard toolbar, click Zoom In until you can view weeks in the bottom tier of

the timescale, and then scroll to the week of Feb 3 ¢13. Notice the red text in the timesheet
indicating that Mike is over allocated for this time frame.

On the Window menu, click Remove Split.

On the View meny, select Resource Sheet.

Under Resource Name, in the row for Mike, in the Max Units cell, type 2.
On the View menu, click More Views.

In the More Views dialog box, click Resource Allocation, and then click Apply. Make sure
all resource groups are expanded.

On the Edit menu, click Find.

In the Find dialog box, in Find what, type Mike, click Find next, and then click Close.
Notice that Mike is no longer over allocated in this time frame.

On the Window menu, click Remove Split.
On the View menu, click Resource Sheet.
Under Resource Name, in the row for Mike, in the Max Units cell, type 1.

On the View menu, click More Views.
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17.

18.
19.
20.

In the More Views dialog box, click Resource Allocation, and then click Apply. Make sure
that all of the resource groups are expanded.

On the Edit menu, click Find.
In the Find dialog box, in Find what, type Mike, click Find next, and then click Close.

On the Leveling Gantt Chart in the lower pane, double-click the row heading for Task ID
28.

Note: If you receive an error message, click Continue, and then click OK.

21

22.

In the Task Information dialog box, on the Resources tab, under Resource Name, in the
row for Mike, in the Units cell, type 0.5, and then click OK.

On the Leveling Gantt Chart in the lower pane, double-click the row heading for Task ID
35.

Note: If you receive an error message, click Continue, and then click OK.

23

Exercise

. In the Task Information dialog box, on the Resources tab, under Resource Name, in the

row for Mike, in the Units cell, type 0.5, and then click OK. Notice that the difference
between changing Mike's Max Units field and assigned Units is that one affects the
maximum availability for the entire project and the other affects maximum availability for the
specific task assignments.

3: Identifying and Correcting Causes of Resource Overallocation

» Task 1: Manually correct an overallocation

1

2
3.
4

10.

11.

Continue with 5927A_Mod08_Lab.mpp.
Click anywhere in the upper pane.
On the View menu, click More Views.

In the More Views dialog box, click Resource Allocation, and then click Apply. Make sure
all resource groups are expanded.

Click the row heading for the first visible row, and then hold CTRL and press HOME. The view
should scroll to the top row.

On the Edit menu, click Find.
In the Find dialog box, in Find what, type Roy, click Find next, and then click Close.

Scroll the timesheet to the week Jan 27 °13. Notice that during this week, Roy is assigned to
two tasks, Task IDs 35 and 37; and that the resource is overallocated on Wednesday,
Thursday, and Friday.

On the Leveling Gantt chart in the lower pane, double-click the row heading for Task ID
35.

In the Task Information dialog box, on the Resources tab, under Resource Name, in the
row for Roy, in the Units cell, type 0.5, and then click OK.

On the Leveling Gantt chart in the lower pane, double-click the row heading for Task ID
37.
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12.

In the Task Information dialog box, on the Resources tab, under Resource Name, in the
row for Roy, in the Units cell, type 0.5, and then click OK. Notice that by reducing Roy's
total assigned units for these tasks to less than or equal to his maximum units, he is no
longer overallocated in the time frame.

» Task 2: Manually correct an overallocation

1
2.
3.

Click anywhere in the upper pane.
On the View menu, click More Views.

In the More Views dialog box, click Resource Allocation, and then click Apply. Make sure
all resource groups are expanded.

Click the row heading for the first visible row, and then hold CTRL and press HOME. The view
should scroll to the top row.

On the Edit menu, click Find.

In the Find dialog box, in Find what, type Programmer, click Find next, and then click
Close.

On the Leveling Gantt chart in the lower pane, in the row for Task ID 35, in Leveling
Delay, type 10ed, and then press ENTER. Notice that this appears to resolve the
overallocation. However, by scrolling to the task, 10 days to the right, you can see the
overallocation for the Programmer resource was only postponed.

Note: If you receive an error message, click Continue, and then click OK.

10.

11.

12.
13.

14.

In the upper pane, click the row heading for the first visible row, and then hold CTRL and
press HOME. The view scrolls to the top row.

On the Edit menu, click Find.

In the Find dialog box, in Find what, type Mike, click Find next, and then click Close.
Notice that the original overallocation of Mike on Task ID 35 has been resolved by the
leveling delay.

On the Leveling Gantt chart in the lower pane, in the row for Task ID 35, in Leveling
Delay, type Oed.

In the Leveling Gantt chart in the lower pane, double-click the row heading for Task ID 35.

In the Task Information dialog box, click the Resources tab. Notice that the Programmer
resource has been assigned 2 Units. Recall from the Resource Sheet, that the Programmer
resource’s Max Units is 1, which explains this resource’s overallocation.

Under Resource Name in the Resources section, in the Programmer row, in the Units
column, type or select 1, and then click OK.

» Task 3: Manually correct an overallocation

1
2.
3.

On Resource Usage in the upper pane, click on the row heading for Mike.
On the Leveling Gantt chart in the lower pane, click on the row heading for Task ID 34.

On the Standard toolbar, click Scroll to Task, and then Zoom In until you can see a daily
view. Notice in the timesheet on Monday, January 28, 2013, that Mike has a total work value
of only 5.33 hours. Also notice that this value is displayed in red, indicating an overallocation.
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Mike is overallocated because his total assigned Units exceed his available Max. Units for the
day.

On Resource Usage in the upper pane, under Resource Name, below Mike, locate and
double-click on the row heading for Develop prototype process.

In the Assignment Information dialog box, on General, in Work contour, click Bell, and
then click OK.

On Resource Usage in the upper pane, under Resource Name, click the row heading for
Mike. Notice that this has resolved the Overallocation for Mike on Task ID 34 for Monday,
but has not fixed the overallocations of the remainder of the task.

Alternatively you could have delayed the task or reduced the assigned units for Mike.

On Resource Usage in the upper pane, under Resource Name, below Mike, locate and
double-click the row heading for Develop prototype process.

In the Assignment Information dialog box, on General, in Work contour, click Flat, and
then click OK.

Task 4: Manually correct an overallocation

1

Click the row heading for the first visible row. Hold CTRL and press HOME. The view should
scroll to the top row.

On the Edit menu, click Find.

In the Find dialog box, in Find what, type Office supplies Paper, click Find next, and then
click Close.

On the Standard toolbar, click Zoom Out =41 until the timescale displays Years over
Quarters.

On the Standard toolbar, click Scroll to Task. Notice in the timesheet, below the Q3 of
2011, for the Office supplies Paper resource, the work value is 3.This indicates that 3 Units
(i.e. reams) of paper have been allocated. Notice that the Remaining Availability fields for the
material resources have been left blank. This is because material resources can not be
overallocated.

Note: In Project 2007, it is assumed that there is an unlimited supply of material resources.
Project does not track the remaining availability for material resources. So, in this case an
extra ream of paper would only be tracked after you assign it to a task.

Task 5: Apply leveling

1

2
3
4,
5

On the View menu, click Resource Sheet.
On the Window menu, click Remove Split.
Click the row heading for Mike.

On the Tools menu, click Level Resources.

In the Resource Leveling dialog box, under Resolving overallocations, select Level only
within available slack, and then click Level Now.

In the Level Now dialog box, click Selected resources, and then click OK.
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In the Microsoft Office Project dialog box, click Skip All. Notice that Mike is still
overallocated. This may be due to any number of factors. However, it is most likely that Mike
still has conflicting task assignments that could not be fully separated. Either due to the
constraint of Leveling only within available slack or due to parallel paths of work effort in two
or more branches of the networked dependencies.

» Task 6: Apply the leveling feature

1.
2.
3.

On the View menu, click Gantt Chart.
Click the row heading for Row 0.

Record the Duration, Start Date, and Finish Date. The values you record should be as follows:

Note: If necessary to view the values in a column, widen the column: Point to the right gridline
for the column heading you need to widen. When the mouse pointer becomes a double-
headed arrow, drag to the right until the data is visible.

Field Name Value
Duration 1205 days
Start Date Jun1’ 11
Finish Date Jan 12’ 16

On the Tools menu, click Level Resources.

In the Resource Leveling dialog box, under Resolving overallocations, clear Level only
within available slack, and then click Level Now.

In the Microsoft Office Project dialog box, click Skip All.

Record changes to the Duration, Start Date, and Finish Date. The values should be as follows:

Note: If necessary to view the values in a column, widen the column: Point to the right
gridline for the column heading you need to widen. When the mouse pointer becomes a
double-headed arrow, drag to the right until the data is visible.

Field Name Value
Duration 1219.5 days
Start Date Jun1’ 11
Finish Date Feb 2’ 16

Notice that some resources are still overallocated. This may be due to any number of factors.
However, it is most likely that these resources still have conflicting task assignments that
could not be fully separated, possibly due to parallel paths of work effort in two or more
branches of the networked dependencies.
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» Task 7: Save and close

1. On the File menu, click Save.

2. On the File menu, click Close.
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Lab Answer Keys

Exercise 1: Setting and Revising a Baseline

» Task 1: Set and display an interim plan

1

© ® N o U A W N

On the File menu, click Open, browse to D:\MOC 5927A\Lab files, and then double-click
5927A_Mod09_Lab.mpp.

On the View meny, click Tracking Gantt.

On the Tools menu, point to Tracking, and then click Set Baseline.
In the Set Baseline dialog box, click Set interim plan.

In Copy, click Start/Finish.

In Into, click Startl/Finishl.

Under For, click Entire Project, and then click OK.

On the Format meny, click Bar Styles.

In the Bar Styles dialog box, under Name, in the row for Baseline, in From, type or select
Startl, in To, type or select Finishl, and then click OK. The interim plan should be visible as
a grey bar below the red and blue task bars.

» Task 2: Set and display multiple baselines

1
2.
3.

On the View menu, click Tracking Gantt.
On the Tools menu, point to Tracking, and then click Set Baseline.

In the Set Baseline dialog box, click Set Baseline, and click Baselinel, in For, click Entire
Project, and then click OK.

If prompted to overwrite data in this baseline, click Yes.
On the Format menu, click Bar Styles.

In the Bar Styles dialog box, under Name, in the row for Baseline, in From, click Baseline 1
Start, in To, click Baseline 1 Finish, and then click OK. The alternate baseline plan should be
visible as a grey bar below the red and blue task bars.

» Task 3: Add new work and revise a baseline

1
2.

On the Tools menu, click Options.

In the Options dialog box, on the Schedule tab, select Autolink inserted or moved tasks,
and then click OK.

Click the row heading for Task ID4.
On the Insert menu, click New Task.

In the new row for Task ID 4, in Task Name, type Get preliminary approval, and then press
ENTER.

If the Planning Wizard displays, click Continue. Allow the scheduling conflict, and then
click OK. The new task has now been created and automatically linked into the schedule
between Task IDs 3 and 5.
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10.
11.
12.
13.

Click the row heading for Task ID4, and then press ALT+F10.

In the Assign Resources dialog box, in Resource Name, click Mike, click Assign, and then
click Close. The task now has Mike assigned to it.

On the Tools menu, point to Tracking, and then click Set Baseline.

In the Set Baseline dialog box, click Set Baseline, and then select Baselinel from the list.
Under For, click Selected Tasks.

Under Roll up baselines, select To all summary tasks, and then click OK.

If prompted to overwrite data in this baseline, click Yes. Note that this will allow Baseline 1 to
be updated for just the new task. Notice that the new task now has a matching grey bar
below its task bar. Also, its successor tasks show discrepancies between their task bars and
grey bars.

Task 4: Establish a rolling wave schedule

1

2
3
4,
5

10.
11.

12.
13.

14.
15.
16.

On the Tools menu, point to Tracking, and then click Clear Baseline.

In the Clear Baseline dialog bo, click Clear baseline plan, and then click Baseline.
Under For, click Entire project, and then click OK.

On the Project menu, click Project Information.

In the Project Information dialog box, in Start date, type or select Jun 30 11, and then
click OK. Notice that all tasks now have discrepancies between their task bars and grey bars.

Click the row heading for Task ID 1, hold down SHIFT and then click the row heading for
Task ID 7. Notice that all of the tasks in the approved New Product Screening Stage are now
selected.

On the Tools menu, point to Tracking, and then click Set Baseline.

In the Set Baseline dialog box, click Set Baseline, and then select Baseline.
Under For, click Selected Tasks.

Under Roll up baselines, select To all summary tasks, and then click OK.

If prompted to overwrite data in this baseline, click Yes. Notice that this allows the baseline
to be revised for just the approved tasks. The new baseline is not yet displayed. You first
need to revise the bar styles.

On the Format meny, click Bar Styles.

In the Bar Styles dialog box, under Name, in the row for Baseline, in From, click Baseline
Start, in To, click Baseline Finish, and then click OK. Notice that the baseline plan is now
visible as grey bars below the red task bars of the first group of approved tasks, Task IDs 1
through 7. Also, all other tasks in subsequent groups have no grey baseline task bars.

Click the row heading for Task ID 1.
On the Standard toolbar, click Task Information.

In the Task Information dialog box, on the Notes tab, in the Notes section, type This
Stage is Approved, and then click OK.
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Exercise 2: Entering Actual Results Updates for Tasks and Resources

» Task 1: Enter task updates by using actual durations
1. Continue with 5927A_Mod09_Lab.mpp.

On the Project menu, click Project Information.

In the Project Information dialog box, in the Current date box, type or select Aug 1 '11.
In the Status date box, type or select Jul 21 '11, and then click OK.

On the View menu, point to Table, and then click Tracking.

On the Format menu, click Gridlines.

In the Gridlines dialog box, under Line to change, click Status Date.
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Under Normal, in the Type list, click the solid line, in the Color list, click Purple, and then
click OK.

9. Right-click the column heading for % Comp., and then click Hide Column.

10. Right-click the column heading for Phys. % Comp., and then click Hide Column.
11. Click the column heading for Act. Start.

12. On the Insert menu, click Column.

13. In the Column Definition dialog box, in the Field name list, click Type, and then click OK.
Notice that you may need to widen the column.

14. Click on the column heading for Act. Start.
15. On the Insert menu, click Column.

16. In the Column Definition dialog box, in the Field name list, click Effort driven, and then
click OK.

17. In the row for Task ID 2, in Type, click Fixed Units, and then press ENTER. Notice that the
task type is changed to fixed units before entering actual results. This allows both the
duration and work values to recalculate if necessary, while the number of units remains fixed.

18. In the row for Task ID 2, in Actual Start, type or select Jul 5 °11, and then press ENTER.

19. In the row for Task ID 2, in Actual Duration, type 12, and then press ENTER. Notice that in
the chart area next to the task bar, the task is marked 100 percent complete.

20. In the row for Task ID 2, in Remaining Duration, type 3, and then press ENTER. Notice that
in the chart area next to the task bar that the task is no longer marked 100 percent
complete.

21. In the row for Task ID 2, in Type, click Fixed Duration. Notice that the task type changed to
fixed duration before rescheduling the remaining work, so that the task’s duration remains
fixed while being rescheduled.

22. On the View menu, point to Toolbars, and then click Tracking, if it isn’t already selected.
23. Click the row heading for Task ID 2.

24. On the Tracking toolbar, click Reschedule Work. Notice in the chart area that the task bar
for Task ID 2 has now split; with all remaining work being moved (out of the past) to the
right of the status date gridline.



Tracking Progress 9-5

» Task 2: Enter resource updates by using actual work and overtime

1

2
3
4.
5

10.
11.

12.
13.
14.

15.
16.

17.
18.
19.

20.
21.

22.
23.

On the View meny, click Task Usage.

On the View menu, click Table, and then click Tracking.

Move the Vertical split bar until all the columns in the Tracking table are visible.
On the Format meny, click Detail Styles.

In the Detail Styles dialog box, on Usage Details, under Available Fields, click Actual
Work, hold CTRL and click Actual Overtime Work, and then click Show.

On Usage Properties, clear Display short detail header names, and then click OK. You
may need to widen the Details column.

On the Format menu, click Timescale.

In the Timescale dialog box, on Bottom Tier, under Bottom tier formatting, in Units, click
Hours, and in Count, type 1.

On Middle Tier, under Middle tier formatting, in Units, click Days, in Count, type 1, in
Align, click Center, and then click OK.

In the Tracking table, in the row for Task ID 3, in Type, click Fixed Units.

In the Tracking table, below Task ID 3, under Task Name, in the row for Mike, in Act.
Start, type or select Jul 8’ 11, and then press ENTER.

In the Tracking table, below Task ID 3, under Task Name, click the row heading for Mike.
On the Standard toolbar, click Scroll to Task.

Across from the row for Mike, in the Time Sheet, in the row for Actual Work, under, Jul 8
>11, in the cell for 10AM, type 1h. Notice that in the Tracking table, in the Actual Work
column, 1 hour has been added for Mike.

In the Tracking table, double-click the row heading for Mike.

In the Assignment Information dialog box, on Tracking, in Remaining work, type 5h, and
then click OK. Notice in the Tracking table, in the row for Task ID 3, in the Rem Dur. Column,
the new value is 0.63 days. This completes the entering of the Mike resource'’s actual and
remaining work for Task ID 3.

Click in the column heading for the Act. Work.
On the Insert menu, click Column.

In the Column Definition dialog box, in Field name, click Actual Overtime Work, and then
click OK.

In the Tracking table, in the row for Task ID 4, in Type, click Fixed Units.

In the Tracking table, below Task ID 4, under Task Name, in the row for Mike, in Act.
Start, type or select Jul 8’ 11, and then press ENTER.

In the Tracking table, below Task ID 4, under Task Name, click the row heading for Mike.

Across from the row for Mike, in the Time Sheet, in the row for Actual Overtime Work,
under, Jul 8 °11, in the cell for 8AM, type 1h. Notice that in the Tracking table, in the Actual
Overtime Work column, 1 hour has been added for Mike.
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24.
25.

26.
27.
28.
29.
30.
31
32.

In the Tracking table, double-click the row heading for Mike.

In the Assignment Information dialog box, on Tracking, in Actual finish, type Jul 8 °11,
and then click OK. Notice in the Tracking table, in the row for Task ID 4, in the Rem Dur
Column, the new value is zero days. This completes the entering of Mike's actual overtime
work and actual finish for Task ID 4.

In the Tracking table, in the row for Task ID 5, in Type, click Fixed Units.

Click the row heading for Task ID 5.

On the Tracking toolbar, click Update Tasks.

In the Update Tasks dialog box, in the % Complete list, click 10%.

In the Actual section, in the Start box, type or select Jul 8 °11, and then click OK.
On the Standard toolbar, click Task Information.

In the Task Information dialog box, on the General tab, in the Percent complete box, read
the value, and then click OK. Notice that for Task ID 5, the Percent Complete value is now
10%. This completes the entry of Mike's percent complete for Task ID 5.

» Task 3: Enter cost updates by using material and cost resources

1

i A W N
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10.

On the View menu, click Resource Sheet.

On the first empty row, in Resource Name, type Brochures, in Std Rate, type 1.
On the View menu, click Gantt chart.

Double-click the row heading for Task ID 2.

In the Task information dialog box, on the Resources tab, under Resource Name, in the
first empty row, type or select Brochures, and then in Units, type 10.

In the first empty row, type or select Budget-Airfare, and then click OK.
On the View meny, click Task Usage.
Under Task Name, below Task ID 2, double-click the row heading for Budget- Airfare.

In the Assignment Information dialog box, in Tracking, in Actual Cost, type 400, and then
click OK.

Save and close all project files.

Exercise 3: Controlling Projects by Finding Variance and Suggesting
Corrective Action

» Task 1: Identify variances

1
2.
3.

Continue with 5927A_Mod09_Lab.mpp.
On the View meny, click Tracking Gantt.

Click the row heading for Task ID 2, hold down SHIFT and then click the row heading for
Task ID 7.

On the Tracking toolbar, click Reschedule Work. Notice in the chart area that the task bar
for Task IDs 1 through 7 have now become split; with all remaining work being moved (from
the past) to the right of the status date gridline.
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5. On the Tools menu, point to Tracking, and then click Progress lines.

6. Inthe Progress Lines dialog box, select Always display current progress line, click at
project status date, and then click OK. Notice that relative to the status date, the progress
line indicates which tasks are behind schedule, on schedule, and ahead of schedule.

» Task 2: Adjust resource assignments

1. On the View menu, click Gantt Chart. Notice that Mike and Roy have been assigned to the
predecessor task.

2. On the View menu, click Resource Sheet. Notice that Mike is over allocated. This would
indicate the need for an alternative resource.

» Task 3: Adjust task estimates and settings

e On the View menu, click Gantt Chart. Notice that the work breakdown structure (WBS) has
Task IDs 5, 6, and 7 that are all very similar. These tasks could be consolidated.

» Task 4: Generate and interpret earned value analysis reports
1. On the Report meny, click Visual Reports.

2. Inthe Visual Reports dialog box, on the Assignment Usage tab, click Earned Value Over
Time Report, and then click View. Notice in the Earned Value Overtime Report, that BCWP
(also know as Earned Value or EV), has been far exceeded by Accumulative Cost (AC).

3. Save and close all project files.

Exercise 4: Applying Techniques to Shorten Duration, Reduce Work and
Reduce Cost

» Task 1: Apply techniques to shorten duration
Methods to Shorten Duration

e Involving increased costs; answers may vary. Examples would include:
e  Applying effort-driven tasks
¢ Adding additional resources

e Fast tracking dependencies

e Involving decreased scope; answers may vary. Examples would include:
e Reducing number of deliverables

e Reducing quality of deliverables

» Task 2: Apply techniques to reduce work
Methods to Reduce Work

e Involving decreased cost; answers may vary. Examples would include:
e Reducing resources

e Reducing number of deliverables
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e Reducing quality of deliverables

e Involving decreased duration; answers may vary. Examples would include:
e Leverage technology
e Reducing number of deliverables

e Reducing quality of deliverables

» Task 3: Apply techniques to reduce cost
Methods to Reduce Cost

e Involving decreased scope; answers may vary. Examples would include:
e Reducing number of deliverables

e Reducing quality of deliverables

e Involving increased duration; answers may vary. Examples would include:
e Reducing deadlines

e Reducing quality of deliverables
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Question and Answers
Lesson 2: Configuring Print and Page Setup Options
Discussion: Which Types of Views Would Typically Be Printed?
Q What type of view would you typically print for team members?
A Assignments and workload reports.
Q What type of view would you typically print for resource managers?

A Assignments and workload reports.

Q What type of view would you typically print for project managers?
A Overview, current activities, and costs reports.

Q What type of view would you typically print for project sponsors?
A Overview, current activities, and costs reports.

Q What type of view would you typically print for contractors?

A Assignments and workload reports.
Lesson 3: Setting Options to Correct Printing Issues
Discussion: List Common Printing Issues
Q From your own experience, what are some common printing issues?
A Answers may vary.

Q Given the list of common printing issues we have identified, what are the symptoms of each issue
in the current list?

A Answers may vary.

Q What are the known fixes for each issue on the list of printing issues and their symptoms that
have been identified?

A Answers will vary. Reference the next topic in this module: Guidelines for Fixing Common Printing
Issues.

Lab: Creating Reports

Lab Discussion

Q For what audiences are the basic reports intended?
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Basic reports are intended for all project stakeholders. The project information communicated in
basic reports can be used by project team members (resources), resource managers, project
mangers, project management office staff, contractors, executives, and project sponsors. The
main advantage of basic reports is their quick access and simple, consistent formats.

Which of the printing scenarios presented in the lab are preventable?

All of the printing scenarios presented in the lab are preventable. All printouts should be
thoroughly checked in Print Preview to make sure their contents are complete and accurate. The
costs and effort associated with printing issues far exceeds the cost and effort required to prevent
them.

When are custom maps required for exporting project information?

When exporting project information, custom maps can be created to help address unique
situations not covered by the existing maps. Customized reporting needs for viewers such as in-
house executives and project sponsors, and specific data migration requirements for unique
software applications can all be accommodated by creating and using custom maps.

What are the Office applications that work with visual reports template?

The new visual reporting feature in Office Project 2007 interfaces with both: Office Excel to create
PivotCharts, and Office Visio to create PivotDiagrams.
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Lab Answer Keys

Lab: Creating Reports

Exercise 1: Applying Solutions to Various Printing Scenarios

» Task 1: Adjust the Gantt Chart timescale for printing

1

7.

On the File menu, click Open, browse to D:\MOC 5927A\Lab files, and then double-click
5927A Mod10_Lab.mpp.

On the View menu, click Gantt Chart.

On the Standard toolbar, click Print Preview, and then click Multiple Pages to preview the
changes. Count the total number of pages.

Click Close to return to the Gantt Chart view.

On the Standard toolbar, click Zoom Out a number of times to reduce the timescale and
length of the task bars.

On the Standard toolbar, click Print Preview, and then click Multiple Pages to preview the
changes. Count the total number of pages. Note that there are fewer pages.

Click Close to return to the Gantt Chart view.

» Task 2: Insert page breaks for printing

1
2.

4.

Click the row heading for Task ID 81.

On the Insert menuy, click Page Break. Notice that a page break is inserted above the
selected task.

On the Standard toolbar, click Print Preview, and then click Multiple Pages to preview the
changes. Notice the affect of the page break above Task ID 81.

Click Close to return to the Gantt Chart view.

» Task 3: Show all sheet (table) columns for printing

1
2.

3.

On the File menu, click Page Setup.

In the Page Setup - Gantt Chart dialog box, on the View tab, select the Print all sheet
columns check box, click Print Preview, and then click Multiple Pages to preview the
changes. Notice that all sheet (Table) columns are now in the printout.

Click Close to return to the Gantt Chart view.

» Task 4: Select notes for printing

1
2.

On the File menu, click Page Setup.

In the Page Setup - Gantt Chart dialog box, on the View tab, select Print notes, click Print
Preview, and then click Multiple Pages to preview the changes. Notice the notes on the last
page of the printout.

Click Page Setup to return to the Page Setup dialog box.
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» Task 5: Prevent the output of blank pages for printing

1

2.

In the Page Setup - Gantt Chart dialog box, on the View tab, clear Print blank pages, click
Print Preview, and then click Multiple Pages to preview the changes. Notice that there are
now no blank pages in the printout.

Click Page Setup to return to the Page Setup dialog box.

» Task 6: Fit the timescale to end of the page for printing

1

2.
3.

In the Page Setup - Gantt Chart dialog box, on the View tab, select Fit timescale to end of
the page, click Print Preview, and then click Multiple Pages to preview the changes.
Notice that the timescale has been scaled to fit to the right edge of the page.

Click Close to return to the Gantt Chart view.

On the File menu, click Save.

Exercise 2: Running Basic Reports That Summarize Data by Project, by
Resource, by Task, or by Cost

» Task 1: View a basic report, summarized by project

1.
2.
3.

6.

On the File menu, click New.
In the New Project task pane, under Templates, click On computer.

In the Templates dialog box, on the Project Templates tab, double-click Annual Report
Preparation.

On the Report menu, click Reports, click Overview, and then click Select.

Click Project Summary, and then click Select.

Note: You may wish to zoom in and scroll through the report to examine its contents.

In Print Preview, click Close after you are finished previewing the report.

» Task 2: View a basic report, summarized by resource

1.
2.

3.

In the Reports dialog box, click Workload, and then click Select.

Click Resource Usage, and then click Select.

Note: You may wish to zoom in and scroll through the report to examine its contents.

In Print Preview, click Close when you are finished previewing the report.

» Task 3: View a basic report, summarized by task

1.
2.

In the Reports dialog box, click Workload, and then click Select.
Click Task Usage, and then click Select.

Note: You may wish to zoom in and scroll through the report to examine its contents.

In Print Preview, click Close when you are finished previewing the report.
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» Task 4: View a basic report, summarized by cost

1.
2.

3.
4.

In the Reports dialog box, click Costs, and then click Select.
Click Budget, and then click Select.

Note: You may wish to zoom in and scroll through the report to examine its contents.

In Print Preview, click Close when you are finished previewing the report.

In the Reports dialog box, click Close.

Exercise 3: Developing a New Basic Report

» Task 1: Define a new basic report

1

2
3
4.
5.
6
7

Continue with Annual Report Preparation.mpp.

On the Report menu, click Reports, click Custom, and then click Select.

In the Custom Reports dialog box, click New.

In the Define New Report dialog box, in Report type, click Task, and then click OK.

In the Task Report dialog box, on the Definition tab, in Name, type Quarterly Task Costs.
In Period, click Quarters.

In Table, click Cost, and then click OK.

» Task 2: View a new basic report

1

3.
4.

In the Custom Reports dialog box, click Preview. This will display the Quarterly Task Costs
report.

Note: You may wish to zoom in and scroll through the report to examine its
contents.

Click Close. In the Custom Reports dialog box, click Close.
In the Reports dialog box, click Close.

On the File menu, click Close. Do not save changes.

Exercise 4: Exporting Data Using a Custom Map to Merge With Data in an
Existing Excel Spreadsheet

» Task 1: Use the Export Wizard

1.
2.
3.

Continue with 5927A_Mod10_Lab.mpp.
On the Tools menu, click Options.

In the Options dialog box, on Security, select Allow loading files with legacy or non-
default file formats, and then click OK.

On the File menu, click Save As.

In the Save As dialog box, in Save as type, type or select Microsoft Excel Workbook
(*.xls), and then click Save.
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In the Export Wizard, click Next to continue.

On the Export Wizard — Data page, click Project Excel Template, and then click Finish.
The Project files data are exported to a Microsoft® Office Excel® workbook file. You may
wish to open the new workbook file to view the exported project data.

» Task 2: Create a custom map

1

w
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10.
11.
12.
13.

In the Entry table, click Select All.

Note: The Select All button is located in the upper left corner of the table.

On the File menu, click Save As.

In Save as type, select Microsoft Excel Workbook (*.xls), and then click Save. If prompted
to overwrite the existing file, click Yes.

In the Export Wizard, click Next.

On the Export Wizard — Data page, click Selected Data, and then click Next.
On the Export Wizard - Map page, click New Map, and then click Next.

On the Export Wizard — Map Options page, select Tasks, and then click Next.

On the Export Wizard - Task Mapping page, in Destination worksheet name, type
Deliverables.

In Export filter, type or select Summary Tasks.

In the first cell under From Microsoft Office Project, type or select Name.
In the first cell under To Excel, type Deliverables, and then click Next.
Click Save Map, and in Map name, type Deliverables.

Click Save and then click Finish. The selected project files data are mapped to the new field
names and exported to the new Excel workbook file. You may wish to open the new
workbook file to view the exported project data.

Exercise 5: Running Visual Reports That Summarize Data by Project, by
Resource, by Task, or by Cost

» Task 1: View a visual report, summarized by project

1
2.
3.

4.

Continue with 5927A_Mod10_Lab.mpp.
On the Report menu, click Visual Reports.

In the Visual Reports — Create Report dialog box, on the All tab, click Baseline Work
Report, and then click View. Notice that a Microsoft® Office Excel® PivotChart® view of the
selected data is created and displayed in Office Excel

In Excel, on the Office menu, click Exit. Do not save changes.

» Task 2: View a visual report, summarized by task

1

In the Visual Reports - Create Report dialog box, on the All tab, click Earned Value Over
Time Report, and then click View. A PivotChart view of the selected data is created and
displayed in Office Excel.
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2.

In Excel, on the Office menu, click Exit. Do not save changes.

» Task 3: View a visual report, summarized by resource

1

2.

In the Visual Reports - Create Report dialog box, on the All tab, click Resource Work
Summary Report, and then click View. Notice that a PivotChart view of the selected data is
created and displayed in Office Excel.

In Excel, on the Office menu, click Exit. Do not save changes.

» Task 4: View a visual report, summarized by cost

1

2.
3.

In the Visual Reports - Create Report dialog box, on the All tab,, click Budget Cost
Report, and then click View. Notice that a PivotChart view of the selected data is created
and displayed in Office Excel.

In Excel, on the Office menu, click Exit. Do not save changes.

In the Visual Reports - Create Report dialog box, click Close.

Exercise 6: Developing a New Visual Report Template

» Task 1: Develop a new visual report template

1

2
3.
4

10.
11.
12.
13.
14.

15.

Continue with 5927A_Mod10_Lab.mpp.
On the Report menu, click Visual Reports, and then click New Template.
In the Visual Reports - New Template dialog box, click Excel.

In the Select Data Type section, type or click Task Summary, and then click OK. The new
Task Summary Report template will open in Excel.

In the PivotTable Field List, in the Values section, click Budget Cost, Cost Variance, and
Remaining Cost. These three fields will be added to the Data area in the Microsoft Office
Excel PivotTable® on the Worksheet.

In the PivotTable Field List, in the Tasks section, click Tasks. The Tasks Row heading is
added to the Drop Row Fields Here area in the PivotTable on the Worksheet.

In the PivotTable, in the Row heading on the Tasks list, expand New Product
Development Template, select all six boxes in the next level of the Tasks list, and then click
OK.

In the PivotTable Tools group, click Options.

In the Options group, click PivotChart, and then click OK. The PivotChart and the
PivotChart Filter pane appear.

Close the PivotChart Filter pane.

In the PivotChart, right-click the outer edge of the PivotChart.
On the Shortcut menu, click Move Chart.

In the Move Chart dialog box, click New sheet, and then click OK.

In the PivotTable Tools group, click Layout, under Labels, click Chart Title, and then click
Above Chart.

On the PivotChart, click Chart Title, and then type Costs by Deliverables.
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16.
17.
18.
19.
20.
21.

Clear the Chart Title check box.

On the Office menu, click Save.

In the Save dialog box, in File name, type Costs by Deliverables.
In Save as type, type or select Excel Template, and then click Save.
If prompted to clear the data before saving the template, click Yes.

On the Office menu, click Exit Excel.

» Task 2: View a new visual report template

1

2.
3.

In the Visual Reports - Create Report dialog box, on the Task Summary tab, click Costs by
Deliverables report template, and then click View.

On the Office menu, click Exit Excel. Do not save changes.

In the Visual Reports dialog box, click Close.

» Task 3: Save and close

1
2.

On the File menu, click Save.

On the File menu, click Close.
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Question and Answers

Lab: Managing Multiple Projects

Lab Discussion

Q

A

How do you display a multiple critical path in a master project?

First you use the Gantt Chart Wizard to format the Gantt Chart view to show critical tasks and a
critical path. Then on the Tools menu, in the Options dialog box, on the Calculation tab, under
Calculation options, you clear the Inserted projects are calculated like summary tasks check box.
This will cause Office Project 2007 to calculate a separate critical path for each subproject.

What does it mean if no resources display when you open a Sharer project file?

This typically means that the resource pool Project file is not open. Open the resource pool and
the resources appear again in the Sharer Project file.
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Lab Answer Keys

Exercise 1: Inserting Subprojects into a Master Project

» Task 1: Create a master project

On the File menu, click Open, browse to D:\MOC 5927A\Lab files, and then double-click
5927A_Mod11_Lab_Master Project.mpp.

» Task 2: Insert subprojects into a master project

1
2.
3.

10.
11.

12.

13.

14.
15.

16.

17.
18.
19.

In the Entry table, click the row heading for the first blank row.
On the Insert menu, click Project.

In the Insert Project dialog box, browse to D:\MOC 5927A\Lab files, click
5927A_Mod11_Lab_Planning.mpp, and then click Insert.

In the Entry table, click the row heading for the next blank row.
On the Insert menu, click Project.

In the Insert Project dialog box, browse to D:\MOC 5927A\Lab files, and then double-click
5927A Mod11_Lab_Initiation.mpp.

In the Entry table, click the row heading for the next blank row.
On the Insert menu, click Project.

In the Insert Project dialog box, browse to D:\MOC 5927A\Lab files, hold down CTRL and
click 5927A_Mod11_Lab_Execution.mpp and 5927A_Mod11l_Lab_RTM.mpp, and then
click Insert.

On the Tools menu, click Options.

In the Options dialog box, on the View tab, in the Outline Options for ‘Project’ list, select
Show project summary task, and then click OK.

On the Formatting toolbar, click Scroll to Task. Notice that all of the inserted subprojects
are displayed as individual summary tasks.

On the View menu, click Resource Sheet. The Resource Sheet view appears. Notice that
there are no resources listed.

On the View menu, click Gantt Chart. The Gantt Chart view reappears.

In the Entry table, on the row of the last subproject, in Task Name, click the plus sign (+) in
front of Task Name. Detailed tasks within the subproject are displayed.

On the View menu, click Resource Sheet. The Resource Sheet view reappears. Notice there
are now resources displayed which were added from the expanded subproject.

On the View menu, click Gantt Chart.
On the Standard toolbar, click Save.
If prompted to save changes to 5927A_Mod11_Lab_RTM.mpp, click Yes.
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Exercise 2: Creating Links Across Projects and Manage Changes to Linked

Tasks

» Task 1: Link tasks across subprojects in a master project

1

2
3.
4

10.

11.

12.
13.

14.

15.

Continue with 5927A_Mod11_Lab_Master Project.mpp.
On the Formatting toolbar, click Show.
In the Show list, click Outline Level 9.

In the Entry table, in the 5927A_Mod11_Lab_Planning.mpp subproject, click the row
heading for Task ID 11.

In the 5927A_Mod11_Lab_Initiation.mpp subproject, hold CTRL and click the row heading
for Task ID 1.

On the Standard toolbar, click Link Tasks .

In the 5927A_Mod11_Lab_Initiation.mpp subproject, click the row heading for Task ID 24.
In the 5927A_Mod11_Lab_Execution.mpp subproject, hold down CTRL and click the row
heading for Task ID 2.

On the Standard toolbar, click Link Tasks .

In the 5927A_Mod11_Lab_Execution.mpp subproject, click the row heading for Task ID
25,

In the 5927A_Mod11_Lab_RTM.mpp subproject, hold CTRL and click the row heading for
Task ID 2.

On the Standard toolbar, click Link Tasks .

Repeat the linking process for each of the following task pairs:

Predecessor task in the phase 2 Successor task in the phase 3 execution
initiation subproject subproject
Task ID 24 Task ID 13
Task ID 24 Task ID 15
Task ID 24 Task ID 16
Task ID 24 Task ID 18
Task ID 24 Task ID 20
Task ID 24 Task ID 22
Task ID 24 Task ID 24

In the Entry table, in the 5927A_Mod11_Lab_RTM.mpp subproject, click the row heading
for Task ID 6.

On the Standard toolbar, click Task Information El .
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le.

17.

18.

In the Task Information dialog box, on the Predecessors tab, click the first cell in the ID
column, type D:\MOC 5927A\Lab files \5927A_Mod11_Lab_Execution.mpp\25, and then
press ENTER.

Repeat this alternative method of declaring external predecessors, but instead of typing the
paths, use cut and paste for each of the following task pairs:

Predecessor Task in the Phase 3 Successor Task in the Phase 4 Release to
Execution subproject Manufacture subproject

Task ID 25 Task ID 8

Task ID 25 Task ID 10

Save your changes. If prompted to save changes to 5927A_Mod11_Lab_Master
Project.mpp, click Yes to All.

Task 2: Modify the linked tasks of subprojects in a master project

1

N ouos

o

10.

11.

12.

In the Entry table, in the 5927A_Mod11_Lab_RTM.mpp subproject, in the row for Task ID
3, click the Predecessors cell.

In the Edit bar, at the end of the long pathname, change the Task ID from 25 to 30, and
then press ENTER.

Apply this change to Task IDs 7, 9, and 11 in the 5927A_Mod11_Lab_RTM.mpp subproject,
which are linked to the external predecessor Task ID 25.

On the Formatting toolbar, click Show, and in the Show list, click Outline Level 1.
Press CTRL+HOME and on the Standard toolbar, select Save.
In the Microsoft Office Project dialog box, click Yes to All.

On the File menu, click Open, browse to D:\MOC 5927A\Lab files, and then double-click
5927A Mod11_Lab_Initiation.mpp.

In the Tools menu, click Links Between Projects.

In the Links Between Projects dialog box, on the External Predecessors tab, in the Task
column, click Planning COMPLETE. The path and filename of the project file containing this
task are displayed at the bottom of the dialog box.

Record the path and filename in the table provided in the Student Workbook..

Predecessor Task Name Path and Filename

Planning COMPLETE D:\MOC 5927A\Lab files\5927A_Mod11_Lab_Planning.mpp

On the External Successors tab, in the Task column, click Implement change control. The
path and filename of the project file containing this task are displayed at the bottom of the
dialog box.

Record the path and filename in the table provided in the Student Workbook.
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Successor Task Name Path and Filename

Implement change control D:\MOC 5927A\Lab files\5927A_Mod11_Lab_Execution.mpp

13. In the Links Between Projects dialog box, click Close.

14. Save and close all open project files.

Exercise 3: Displaying the Critical Path in a Master Project

» Task 1: Display a single critical path in a master project

1
2.

3
4.
5
6

Continue with 5927A_Mod11_Lab_Master Project.mpp.

On the Formatting toolbar, click Show, and in the Show list, click Outline Level 9.

On the Formatting toolbar, click Gantt Chart Wizard .

In the Gantt Chart Wizard, click Next to continue.

On the Gantt Chart Wizard page, click Critical path, and then click Next.
Click Next twice, click Format It, and then click Exit Wizard.

» Task 2: Display multiple critical paths in a master project

1
2
3
4.
5

6.

In the Entry table, click the Duration column heading.

On the Insert menu, click Column.

In the Column Definition dialog box, in Field name, click Total Slack, and then click OK.
On the Tools menu, click Options.

In the Options dialog box, on the Calculation tab, under Calculation options for
'5927A_Mod11_Lab_Master Project.mpp’, clear the Inserted projects are calculated like
summary tasks check box, and then click OK.

Save and close all open project files.

Exercise 4: Creating and Sharing a Resource Pool

» Task 1: Create a shared resource pool

1

2
3.
4

U

Continue with 5927A_Mod11_Lab_Master Project.mpp.
On the View menu, click Resource Sheet.
In the Resource Sheet table, click Select All in the upper left corner of the table.

On the Standard toolbar, click Copy Resource.

On the Standard toolbar, click New .

On the View menu, click Resource Sheet.

On the Standard toolbar, click Paste .
On the File menu, click Save As.

In the Save As dialog box, in File name, type ResourcePool, and then click Save.
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» Task 2: Utilize a shared resource pool

1

© N o v o~ W

On the Tools menu, point to Resource Sharing, and then click Share Resources.

In the Share Resources dialog box, under Resources for ‘5927A_Mod11_Lab_ Master
Project’, click Use resources, and in From, select ResourcePool, and then click OK.

On the View menu, click Resource Sheet.

Click the Resource Name column heading.

On the Insert menu, click Column.

In the Column Definition dialog box, in Field name, click Project, and then click OK.
Double-click the right edge of the Project column heading.

Browse to D:\MOC 5927A\Lab files, and then open the following subproject files:

e 5927A_Mod11_Lab_Planning.mpp

e 5927A_Mod1l1l_Lab_Initiation.mpp

e 5927A Mod11l_Lab_Execution.mpp

e 5927A _Mod1l_Lab_RTM.mpp

For each of these four subproject files, repeat steps 2 through 6. As with the Master project,
make each subproject a sharer file, add the Project (field) column to the Resource Sheet view,
and then save each subproject file after making these changes.

10. Save and close all open project files.

Exercise 5: Reading and Interpreting Resource Usage Across Multiple

Projects

» Task 1: Open multiple project files

Browse to D:\MOC 5927A\Lab files, and then open the following project files:
e ResourcePool.mpp

e 5927A_Mod1l1l_Lab_Master Project.mpp

e 5927A Mod11l_Lab_Planning.mpp

e 927A Mod11_Lab_Initiation.mpp

e 5927A Mod11l_Lab_Execution.mpp

e 5927A_Mod1l_Lab_RTM.mpp

» Task 2: Display resource usage across multiple projects from a master project

1

v M wN

In the 5927A_Mod11_Lab_Master Project.mpp file, on the View menu, click Resource
Usage.

In the Usage table, click the Resource Name column heading.
On the Insert menu, click Column.
In the Column Definition dialog box, in Field name, click Project, and then click OK.

In the Usage table, double-click the right edge of the Project column heading.
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6.

In the Usage table, double-click the right edge of the Resource Name column heading.

» Task 3: Interpret resource usage across multiple projects from a master project

On the Formatting toolbar, click AutoFilter .
In the Project column heading, click the AutoFilter arrow.

In the Project column AutoFilter list, click 5927A_Mod11_Lab_Planning. The AutoFilter is
applied to the Usage table that now shows only the assignments for the
5927A_Mod11_Lab_Planning subproject.

In the Project column heading, click the AutoFilter arrow.

In the Project column AutoFilter list, click (All). The AutoFilter is removed from the Usage
table that now shows all of the assignments for all of the subprojects.

In the table provided in the student workbook, record the total number of resource
assignment hours for these resources in each phase of the Product Launch Master project
listed. Use the AutoFilter in the Project column to filter the view for each phase in the
Product Launch Master project.

Subproject Engineering Marketing Sales
5927A_Mod11_Lab_Planning 0.13 24.25 0.5
5927A_Mod11_Lab_Initiation 8.25 40.5 9
5927A_Mod11_Lab_Execution 8 72 8

» Task 4: Display resource usage across multiple projects from a resource pool

o v M w N o

In ResourcePool.mpp, on the View menu, click Resource Usage.

In the Usage table, click the Resource Name column heading.

On the Insert menu, click Column.

In the Column Definition dialog box, in Field name, click Project, and then click OK.
In the Usage table, double-click the right edge of the Project column.

In the Usage table, double-click the right edge of the Resource Name column heading.

» Task 5: Interpret resource usage across multiple projects from a resource pool

1
2.

In the Project column heading, click the AutoFilter arrow.

In the Project column AutofFilter list, click 5927A_Mod11_Lab_Planning. The AutoFilter is
applied to the Usage table that now shows only the assignments for the
5927A_Mod11_Lab_Planning subproject.

In the Project column heading, click the AutoFilter arrow.

In the Project column AutoFilter list, click (All). The AutoFilter is removed from the Usage
table that now shows all the assignments for all the subprojects.

In the table provided in your student workbook, record the total number of resource
assignment hours for these resources in each phases of the Product Launch Master project
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listed. Use the AutoFilter in the Project column to filter the view for each phase in the
Product Launch Master project.

Subproject Engineering Marketing Sales
5927A_Mod11_Lab_Initiation 8.25 40.5 9
5927A_Mod11_Lab_Execution 8 72 8
5927A_Mod11_Lab_RTM 0.13 0.25 85

Save and close all project files.
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Internet Links

The Web sites listed below provide additional resources.

Microsoft Corporation

Microsoft Developer Network
Microsoft Internet Explorer
Microsoft Learning

Microsoft Product Support Services
Microsoft Security

Microsoft Visual Studio®
Microsoft Windows®


http://go.microsoft.com/fwlink/?LinkId=45574�
http://go.microsoft.com/fwlink/?LinkId=45575�
http://go.microsoft.com/fwlink/?LinkId=45576�
http://go.microsoft.com/fwlink/?LinkId=45577�
http://go.microsoft.com/fwlink/?LinkId=45578�
http://go.microsoft.com/fwlink/?LinkId=45580�
http://go.microsoft.com/fwlink/?LinkId=45581�
http://go.microsoft.com/fwlink/?LinkId=45573�
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Send Us Your Feedback

You can search the Microsoft Knowledge Base for known issues at Microsoft Help and Support before
submitting feedback. Search using either the course number and revision, or the course title.

Note Not all training products will have a Knowledge Base article — if that is the case, please ask your
instructor whether or not there are existing error log entries.

Courseware Feedback

Send all courseware feedback to support@mscourseware.com. We truly appreciate your time and effort.

We review every e-mail received and forward the information on to the appropriate team. Unfortunately,
because of volume, we are unable to provide a response but we may use your feedback to improve your
future experience with Microsoft Learning products.

Reporting Errors

When providing feedback, include the training product name and number in the subject line of your e-
mail. When you provide comments or report bugs, please include the following:

e Document or CD part number
e Page number or location
e Complete description of the error or suggested change

Please provide any details that are necessary to help us verify the issue.

Important All errors and suggestions are evaluated, but only those that are validated are added to the
product Knowledge Base article.


http://go.microsoft.com/fwlink/?LinkId=64183�
mailto:support@mscourseware.com�
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