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Administration Course Objectives

= Evacuation This course objectives to are teach:

= Timings, meals and facilities = The user interface

= Mobile phones and emails + How to create a project,

* Introductions = Creating a schedule without resources,

* Yourname ' = Filters, Grouping, Layouts and Printing,

= Your position or role . . .
) ) ) ) . selines and updating an un-resourced project,
= Experience in using scheduling software

= What you wish to learn from this course Y ®ating and assigning resources,

= How you expect to use the software ing projects with resources and costs,

= Course attendance sheet. " ol ilities,
Succe mWetion of all the course workshops will
confirm t¥at ti igtives have been met.

“Wyright Eastwood Harris Pty Ltd
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Course Conduct

EAsTWOOD PTNITRL ;

Course Agenda

Day 1 Modules

Introduction

Creating a Project Schedule
Navigating and Setting the Options
Creating Projects and Templates
Defining Calendars

Adding Tasks

Organizing Tasks Using Outlining
Formatting the Display

Adding Task Dependencies

10 Network Diagram View

11 Constraints.

The course consists of:

= The instructor demonstrating the software using a
combination of:

= A PowerPoint slide show and
= Live software demonstrations,

= Most chapters are then reinforced with student
workshops working through a scenario of creating a
small project planning the submission of a bid,

O O N U WN -

= The book is for you to keep,
= Ask any questions as the course progresses.
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Course Agenda

Day 2 Modules

12 Filters

13 Tables and Grouping Tasks

14 Views and Details

15 Printing and Reports

16 Tracking Progress

17 Creating Resources and Costs

18 Assigning Resources and Costs to Tasks
19 Resource Optimization

20 Updating Projects with Resources.

EASTWOOD R 7CUINRdE

Module 1 - Introduction
Topics:

= Purpose of the course

= Required Background Knowledge

= Purpose of Planning

= Project Planning Metrics

= Planning Cycle

= Levels of Planning

= Monitoring and Controlling a Project.

Copyright Eastwood Harris Pty Ltd
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1.2 - Required Background
1.1 - Purpose of the course

Knowledge

= The ability to use a personal computer and
understand the fundamentals of the
operating system,

o5
¢
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= Provide a method for planning, scheduling
and controlling projects,

= Using Microsoft Office Project Professional
2013, 2016 or 2019 or Microsoft Office
Project Standard 2013, 2016 or 2019,

= In a single project environment,

= Experience using application software such
as Microsoft Office, and

n understanding of how projects are
anaged, such as the processes that take

= Up to an intermediate level. o) over the lifetime of a project.

Copyright Eastwood Harris Pty Ltd oyright Eastwood Harris Pty Ltd
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Planning a project aims to:

= Identify the total scope,

EASTWOOD R 7CUINRdE

1.3 - Purpose of Planning

= The ultimate purpose of planning is to build a model * Plan to deliver the scope,
that allows you to predict which activities and
resources are critical to the timely completion of the
project,

AR

= Evaluate different project delivery methods,

Identify the deliverables under a logical breakdown of the

project,

= Strategies may then be implemented to ensure that
these activities and resources are managed
properly, thus ensuring that the project will be
delivered both On Time and Within Budget.

= Identify and optimize the use of resources,
= Evaluate if target dates may be met,

y

= Identify risks and plan to minimize them,
= Provide a baseline plan,
= Assist in stakeholders’ communication,

= Assist management to think ahead and make informed
decisions.

Copyright Eastwood Harris Pty Ltd Copyright Eastwood Harris Pty Ltd
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3.11 - Select All Button

= The Select All button should be used to select all
tasks in order to copy them or delete them.

TASK  RESOURCE  REPORT  PROJECT  VIEW  DEVELOPER FORMAT

T B EEA &- - M F R oo g
v

o Task
PbdodeTonrllome Select All button

x

61

EASTWOOD R 7CUINRdE %

3.13 Help - Tell me what t

= Microsoft Project 2016 introduced a function titled

Tell me what to do. This function is located in the
menu bar and typing a question in the box supplied
interactive help:

File Task  Resource  Report

Type your question here

Answers to your question
here are displayed below | s Fin @ Insert Miestone

Project  View Format.

¥ gl

Insert Scheduled Task

F Insert Summary Task

Add Existing Tasks to Timeline

@ GetHelpon "add a task"

Copyright Eastwood Harris Pty Ltd
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Module 3 - Navigation and Setting th
Options - Summary
= Select All button

= Sort Cut Keys

= Help - Tell me what to do

Copyright Eastwood Harris Pty Ltd
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= Workshop 1 - Navigation and Setting Your Project Opti
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3.12 - Short Cut Keys

= The normal windows short cut keys such as Ctl+C
and Ctl+V or Copy and Paste, Ctl+B for Bold, Ctl+I
for Italic, Ctl+V and Ctl+Z for Undo and Redo, and
Ctl+X for Cut operate with Microsoft Project.

RS S S NN

that most people never use and a list may easily be
found by searching help, F1 key, or searching on the
internet.

N

= Some commonly used ones are listed in the book.

Copyright Eastwood Harris Pty Ltd A
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Options - Summary

Topics:

= Starting Microsoft Project Professional and Standard

AR

= Identify the Parts of the Project Screen

= Customizing the Screen

= Microsoft Project Windows
= Status Bar

rms Available from the Ribbon Groups

-clicking with the Mouse
the Task Bars in the Gantt Chart

= l e Options
= Mou (]]
TN\ (el M HARRIS ™™ 4 9

3.12 - Workshop 1 - Navigation
and Setting Your Project Options

In this workshop you will:

= Practice navigating around the screen,

= Set the options to allow durations to be
entered in days,

= Ensure that a useful date format is displayed
and

= Ensure other options are set so the software
operates in a simpler mode than the
standard defaults.

Copyright Eastwood Harris Pty Ltd
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Module 7 — Organising Tasks
Using Outlining - Summary

Topics:

= Understanding Outlining

= Creating an Outline

= Promoting and Demoting Tasks

= Summary Task Duration Calculation

= Summarizing Tasks

= Project Summary Task

= Workshop 5 - Entering Summary Tasks.

Copyright
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Module 8 — Formatting the
Display

Topics:

= Formatting the Columns

= Formatting Time Units

= Formatting the Bars

= Row Height

= Format Fonts

= Format Timescale

= Format Gridlines

= Format Colors

= Format Links, Dependencies, Relationships, or
Logic Lines
= Workshop 6 - Formatting the Bar Chart.

Copyright Eastwood Harris Pty Ltd
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8.1 - Formatting the Columns

We will explain the following functions:
= Tables

= Custom Fields

= Column Name issues

= Inserting Columns

= Format Columns group menu

= Hiding Columns

= Adjusting the Width of Columns
= Moving Columns

= Formatting Columns

= Using the Table anction.

opyright Eastwood Harris Pty Ltd
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Summary Tasks

and

are the following documents:
= Technical Specification

= Delivery Plan

= Bid Document

Page 116

7.7 Workshop 5 - Entering

= We are creating a schedule for biding the project,
= We will add a Summary Task to represent the project

= We will add Summary Tasks for the
Deliverables/Products of the Initiation Phase which

Copyright Eastwood Harris Pty Ltd
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Formatting the Display

= This chapter covers the formatting topics, whic
are used to format the on-screen display and which!
are also reflected in print preview and printouts.
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for this project:

be displayed.

8.2- Formatting Time Units

= Select File, Options, Advanced, Display options

= The Display options for this project: always
specifies the time units, for example day, dy or d,

= Uncheck the Add space before label check box to
remove a space between the value and label in date
columns which allows a narrower Duration column to

AR

Display options for this project: @3 Project] ]

Display Minutes: |min v Weeks:  |wk v
Schedule Hours:  [pr o} Months: [mon o}
Proofing Doy (g = Yers [y =

Save [ Add space before label
[ Show project summary task
Underline hyperlinks

ypetin oo

Language

CustomizeRibbon

P—
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8.3 - Formatting the Bars =
= Microsoft Project has several options for bar formatting:*

= All the bars may be formatted to suit user definable
parameters, or

= Individual bars may be formatted,
= We will demonstrate:
= Formatting all task bars using the Bar Styles form,
= Format, Bar Styles group menu,
= Format, Gantt Chart Styles group menu,
= Placing Names on bars,

= Note: Projects formatted with the Gantt Chart Wizard
and projects created in earlier versions of Microsoft

Microsoft Project 2007 Format, Bar Styles group
buttons.

Copyright
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Project will have formatting that is incompatible with the e

. =¢

8.4 - Row Height e

= Row heights may be adjusted to display text that
would otherwise be truncated by a narrow column,

= The row height of one or more columns may also be
adjusted in a similar way to adjusting row heights in
Excel, by clicking on the row and dragging with the
mouse,

= If all the rows are to be adjusted, then click on the
Select All button above row number 1, to highlight
all the tasks,

= Microsoft Project 2010 introduced a Wrap Text
command found on the Format, Columns group,
Column Settings, Wrap Text which automatically
adjusts the row height to fit the text into the
available column width,

= NOTE: Ensure you select the column when you use
the Wrap Text command.

page 122
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8.5 - Format Fonts

= Format Cells

= The Format, Font... function from Microsoft 2007 and ;
earlier has been replaced with a right-click option and
allows you to format any selected text in selected cells,
rows or columns,

= Format Text Styles

= The Format, Format group, Text Styles command
opens the Text Styles form,

= This allows the selection of a text type from the Item
to Change: drop-down box and apply formatting to the
selected item.

Copyright Eastwood Harris Pty Ltd
page 123

123

EASTWOOD R 7CUINRdE

8.7 - Format Gridlines [H

= Gridlines are important to help divide the visual
presentation of the Bar Chart,

AR

= To format the Grid Line select Format, Format
group, Gridlines, Gridlines... to open the Gridlines
form,

= The instructor will now demonstrate these functions.

Copyright Eastwood Harris Pty Ltd
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8.6 - Format Timescale

Zoom Slider

= The Zoom Slider was introduced with Microsoft Project 201@,
and is intended to be used to change the scale of the Gantt #
Chart; replacing the old View, Zoom... function, ¢

= Itis found at the bottom right-hand side of the screen and you
may receive some interesting results with this function, /

= Note: It is recommended that you do not use this function teiy

change the timescale. You should instead to use the Zoom In

and Zoom Out buttons in combination with the Timescale
m Size function to scale the Gantt Chart,

cale Form

scale form provides a number of formatting options
i escale located above the Bar Chart, including the
SR dingPof, nworking time,

= The easi waltoo open the Timescale form, double-click on
the tinf€scal

oyright Eastwood Harris Pty Ltd
Page 124

EAsTWOOD PTNITRL ;

8.8 - Format Colors

Colors are formatted in a number of forms and there is
no single form for formatting all colors:

AR

= Nonworking time colors in the Gantt Chart are formatted
in the Timescale form,

Text colors are formatted in the Text Styles and Font
forms,

= Gridline colors are formatted in the Gridlines form,

= Hyperlink colors are formatted under File, Options,
Advanced, Display options for this project:,

= Timescale colors are with the File, Options, General tab,
User Interface Options, Color scheme: option.

= The Logic Lines, also known as Dependencies,
Relationships, or Links, inherit their color from the
predecessor’s bar color in the Gantt Chart view and may be
formatted in the Network Diagram view by selecting
Format, Format group, Layout.

Page 126
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Module 12 - Filters - Summary

Topics:

= Understanding Filters

= Understanding the Filter Menu
= Applying an Existing Filter

= Creating and Modifying Filters
= Defining Filter Criteria

= AutoFilters

= Workshop 10 - Filters.

Page 175
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Module 13 -Tables and Groupi
Topics:

= Understanding Project Breakdown Structures
= Tables

= Custom Fields

= Grouping

= Workshop 11 - Reorganizing the Schedule.

Copyright Eastwood Harris Pty Ltd
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13.2 Tables

= A table selects and formats the columns of data to be
displayed in a View,

= The formatting of tables is covered in the
Formatting the Display module,

= A table may be applied to one or more Views which
display data in tables,

= There are two types of tables:
= Task tables that are applied to Task Views and
= Resource tables that are applied to Resource Views.

= A View is permanently changed when it is assigned a
different Table,

= The instructor will demonstrate how to create a new
Table and edit an existing Table.

Copyright Eastwood Harris Pty Ltd
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12.9 Workshop 10 - Filters

unique requirements,
= We will apply and create some filters.

Copyright Eastwood Harris Pty Ltd
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= Management has asked for some reports to suit their J
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13.1 Understanding Project
Breakdown Structures

= A Project Breakdown Structure often represents a
hierarchical breakdown of a project into logical
functional elements,

= The following are examples of such structures:
= WBS - Work Breakdown Structure,
= PBS - Product Breakdown Structure,

OBS - Organization Breakdown Structure,

CBS - Contract Breakdown Structure,

oyright Eastwood Harris Pty Ltd
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. System Breakdown Structure,
= is ule will look at functions available in
ff iect to represent these structures in your
sched

EAsTWOOD PTNITRL ;

13.3 Custom Fields

= A Custom Field is an existing Microsoft project field
that may be:

Renamed to suit your projects requirements,

Tailored to display specific data in a specific format,

Assigned a list, such as a list of values or people, that
may be assigned from a drop-down list, or

Assigned a formula for calculating data from other
fields,

= The instructor will demonstrate how to create a
Custom Field.

Copyright Eastwood Harris Pty Ltd
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13.4 Grouping

= Grouping allows grouping of tasks under data items
such as Customized fields, Durations, Constraints, etc:

— = = |
- -

|yt ating - S W TWT E[S SMTMIT £ S ShTWT 5 S TWT e /ST 5[5 T

= Select View, Data gr Q oup by.
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13.5 Workshop 11 - Reor
the Schedule

= We want to issue reports for comment by
management,

= We will group the tasks by their float value and show
the WBS columns,

= We will also look at the Outline Codes and then Group
the Tasks by the people responsible for the work,
which we will enter into a text column.

Copyright Eastwood Harris Pty Ltd
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Applying an Existing View

4
= All Views, except the Timescale view which is normalﬂl
displayed above the Gantt Chart, may be applied by: ; g

= Clicking the appropriate button from the Ribbon menu

= Right clicking in the band on the right hand side of the
screen,

= There are more views available than the Views listed or
the Ribbon menu, *

= These additional views may be applied from the More
Views... form which may be accessed from many
places,

= The instructor will lead you through some existing views.

Copyright Eastwood Harris Pty Ltd
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View, Task Views group or the Resource Views group, B
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Module 13 -Tables and Grouping Tasks
- Summary N
Topics:

= Understanding Project Breakdown Structures
= Tables

= Custom Fields

= Grouping

= Workshop 11 - Reorganizing the Schedule.

Copyright Eastwood Harris Pty Ltd
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Module 14 - Views & Details

= Applying an Existing View

= Understanding Views

= Creating a New View

= Details Form

= Timeline View

= Logical Process for Developing a View

- rkshop 12- Organizing Your Data Using Views and
a

oyright Eastwood Harris Pty Ltd
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14.1 Understanding Views

= A View is a function where the formatting such as
Grouping, Table, Filter, Print Settings and Bar
formatting are saved as a View and reapplied later,

AR

= In a project a View could be created for each type of
report, say for displaying tasks by Contract Package
or by Phase,

= It is highly recommended that a View be produced
for each frequently-created report,

= A View is based on one of 16 Screens when it is
created,

= The Screen may not be changed after the View is
created.

Copyright Eastwood Harris Pty Ltd
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14.2 Creating a New View

= A new View may be created by copying and editing
an existing View, or creating a new View,

= The instructor will demonstrate how to create a new
view.

Copyright
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14.4 Timeline View

= The Timeline view allows you to clearly understa
how much of the Gantt Chart is displayed on the
screen,

The Timescale view is shown above the Gantt Chart
by selecting View, Split View group and checking
the Timeline check box,

A task may be added to the Timeline view by
selecting the Add to Timeline found in many menus. "

WM

o nea rioar
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14.3 Details Form

= Details forms are the third level of formatting that
may be assigned Bottom Pane in some views,

= Each Details view has a number of options, which

tends to make this aspect of Microsoft Project difficult £

for all levels of users,

= The Details forms may be selected in the bottom
pane by right-clicking in the active pane to open a
menu,

= The instructor will demonstrate examples of Details
forms.

Copyright Eastwood Harris Pty Ltd
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14.5 A Logical Process for
Developing a View

The following process is suggested for creating a new Viey
= Collect the View requirements,

= Plan the naming/coding system to be used if there are a nu
of views to be created,

= Create any Custom fields required,
= Create the Table, Filter and Grouping to be used with the Vie
= Create the View and assign the Table, Filter and Grouping, -

= Create the print headers and page setup, :
= Format the Timescale, Gridlines, Bars,

= Apply any special sorting or font formatting,
= Save the file,

= Copy the View to create all new Views with the Print settings and
Gant Chart formatting set as a standard in the first View.

Page 191
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Timeline View in Microsoft
Project

Microsoft Project 2016 introduced the ability to:

= Add multiple Timelines,

= Change the start and Finish date of the Timeline and
= Format the Colors of each individual Timeline,

. The instructor will demonstrate.

oyright Eastwood Harris Pty Ltd
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Module 14 - Views & Details -

Summary

= Applying an Existing View

= Understanding Views

= Creating a New View

= Details Form

= Timeline View

= A Logical Process for Developing a View

= Workshop 12- Organizing Your Data Using Views and
Tables.

Copyright Eastwood Harris Pty Ltd
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18.11 Rollup of Costs and Hours
Summary

= The summary task Cost and Work fields are calculateﬁ
from the sum of the costs and work assigned to the &
related detail tasks and those of the summary task, #
= Summary tasks have the costs and work rolled up to givey
you a cost at any Outline level. a

Dec'15 Tan1e
Task Name. work Cost 30 07 (14 21 28 04 11 15 23]
1|« Bid for Facility Extension 520hrs  $55,060.00.
2 | ApprovaltoBid Ohrs’ 50.00.
3 | 4 Technical Specification 152hrs  $19,300.00 —
4 | Netermine Installation Requirements Gahrs  $6,720.00 _
5 | Create Technical Specification 40hrs  $8,600.00
6 | Identify Supplier Components 16hrs  $1,120.00/ ilaﬂ::*
7: Validate Technical Specification 32hrs $3,360.00 i
8 | 4 DeliveryPlan 22ahrs $21,520.00 T 1
Bl Document Delivery Methodology 32hrs $3,840.00'
o Obtain uotes from suppliers s 1210000 -.‘i
u | Calculate the Bid Estimate 2ahrs $1,920.00
12 | Create the Project Schedule 2ahrs $1,920.00°
15| Review the Delivery Plan 16hrs  $1,680.00°
14 | 4 Bid Document 144hrs $13,740.00 ‘
Page 241 Fo| Create Diaft of Bid 26h; 160,00 =
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Module 18 - Assighing Re
and Costs to Tasks - Summa
Topics:

= Fixed Costs

= Assigning Work without a Resource

= Resource Definitions

= Task Type and Effort-Driven

= Resource Calendars

= Assigning Resources

= Assignment of Resources to Summary Tasks

= Rollup of Costs and Hours to Summary

= Tasks Contour the Resource Assignment

= Workshop 16 - Assigning Resources to Tasks.

Copyright Eastwood Harris Pty Ltd
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Topics:

= Resource Graph Form

= Resource Graph View

= Resource Tables View

= Detailed Styles Form

= Team Planner View

= Printing Resource Profiles and Tables

= Creating Resource Graphs, Crosstab Tables, S-Curves
in a Spreadsheet

= Resource Optimization
= Workshop 17 - Resource Graphs and Tables.

Copyright Eastwood Harris Pty Ltd
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18.12 Contour the Resource
Assignment

= A Resource Assignment may be assigned to a task
with a non-linear profile,
= Open the Assignment Information form by:

= Double-clicking on a resource in the Task Usage or
Resource Usage view, or

= Right-clicking on a resource and selecting Information
(Assignment) from the menu.

"0 Jrascrame [Worc [[oetails m T w T 3

1 | #  Example Task 360 hrs | Work | 47.68h 103.27n  76.1h 86.27h 46.68h|

Fiat 40 hrs| Work s 8 sh  sh s

all | Back Loaded 40hrs| Work | 1670 sh| 833h 1167 1333

lu  FrontLoaded 40hrs| Work | 13.33h 1167h 833 sh  167h

Ak Double Peak 40 hrs| work 6h| 1h  ah  12h  6h

e Early Peak 40 hrs|| Work 6h 16h) 10h 6h 2h|

al Latepeak 40 hrs| work 2h|  sh  10h  16h  6h

b elf 40 hrs)| Work 24h|  96h  16h| 9.6h  2.4h

e Turtie 40hrs|Work | 4.28h  10h 1143h  10h  4.28h)

; W contoured 40| Work s 2sh on  sh 3n
page 242
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18.13 Workshop 16 - Assighing
Resources to Tasks

= The resources must now be assigned to their specific
tasks.

oyright Eastwood Harris Pty Ltd
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Resource Optimizing

= At this point in the preparation of the schedule the
resources should be reviewed and optimized to
ensure that they are being:

= Efficiently used, and
= Sufficient resources are available,

= This chapter will briefly cover the following topics
which will enable you to review your resources:

= Resource Histograms
= Resource Tables
= S-Curves

= Leveling.

Copyright Eastwood Harris Pty Ltd
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19.1 Resource Graph Form

= The Resource Graph form was a new feature to
Microsoft Project 2002 and was removed in Microsoft
Project 2010,

= Selecting Graph from the Assign Resources form
will now display the Resource Graph form in the
Bottom Pane:

AT GHART NE TOTAL AN
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19.3 Resource Tables View
= Resource tables are displayed using the Task Usag
or Resource Usage views.
© | iascome wore |Pament| o v W T | w
I 4 Bid For Facility Extension 520n $55,060.00|| Work anlaenl e 8h
2| 4 Technical spedification 152h $19,800.00| | work | | 2= Detal Soles
3| Approval Lo Bid oh $0.00| | Work | | v Werk
4| « Determine Installation Requi 6ah 36,720.00 | Work Actual Work
ST
m © | ResourceNome Work | Detls M T w ot F s
5 | «| 1 |@& [ Project Manager 232h||Work| ekl aenl asnl asnl ash
B [Cum.| {3 Detai styles. n_160n] 1600
1 Determine Installatic 32h|| Work v Work
5| A cum. Actual Work
= 5 Validate Technical 5 16h|| Work v Cumulative Work
1 Cum. Overallocation
Document Delivery § 32h|| Work Cost
cum
B Obtain Quotes from &4h| | Work Remaining Avsilability
cum. Show Timeline
- Review the Delivery | 8h|| work Show Split
Cum. T
Page 249
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19.5 Creating an S-Curve from
Microsoft Project

= A single cost S-Curve for the current schedule and
not the Baseline may be created graphically and
displayed by Microsoft Project.

T
Bpe e i Gormp.

R S S N S N Y1) F ] [ e [
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19.2 Resource Graph View

= A Resource Graph may be displayed with the
Resource Graph view,

The Resource Graph may be viewed in the top or
bottom pane and there are many options:

©  Resource Name ok | Detai s Fls s w1 w T f s s

onesiged on work =

Approval to 8id on Work

320 Work & e an T6n] 16n 16n 16h 16h

RESOURCE USAGE

o Note that the graph

The resource is overloaded | does not line up with
Scroll through ‘| based on the available the correct dates in

resources to view Units when the resource certain views

in resource Graph name, graph color or

quantities are red

Alocated:

RESOURCE GRAPH

peak unis:

Page 248
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19.4 Detailed Styles Form

= This form may be opened from the Resource Usage -
and Task Usage forms by right-clicking and selecting
Detailed Styles...,

= This allows further options for formatting these views
including creating a single S-Curve:

Usoge Detais | Usage Properies|

paseline Budget Work

10 settings for Work

ort. [Aria 10 pt. Reguiar ] [mererid

cey qund:
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19.6 Team Planner View

= This view allows a Production Planning type view
where tasks may be assigned to resources as
opposed to Project Planning where resources are
assigned to tasks,

= The picture below clearly shows where the Project
Manager is overloaded as he/she is assigned to two
tasks at the same time and then another resource is
assigned to the task:

fResource Name Unscheduled Tasks | _ 04Jan 16 Ti2an 16 T81an 16
SIMI T /W TIF(s s|M T WTFisis|mTwTFs
* Project Manager Obtin (esorectore Urscrdaaais | | X &2 -
Create [ 4 Projoct Manager
Docume|
Systems B
Engineer . o] vt scnecuie
ystoms
Project Support Engincer A Manuaty S
Projct Suppert i
Purchasing .
Offcer Obtainq  purchasing
Ofcer
Clerical Support Greate B crerical Support
oo Stect Al Acigomment on T Task
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19.7 Printing Resource Profiles
and Tables

= To Print a Task Usage, Resource Usage, or
Resource Graph, make the appropriate Pane active
and use the print functions as described in the
PRINTING AND REPORTS chapter.

Copyright
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19.9 Resource Optimizatio

= There are many techniques to optimize resource
requirements caused by:

= Overloading or peaks in resource requirements, or

= To resolve uneconomical use of resources due
intermittent resource use resulting in additional costs
required to demobilize and remobilize crews,

= These techniques include:
= Turning off Automatic Calculation and Dragging Tasks
= Constraining Tasks
= Sequencing Logic
= Leveling Function.

Copyright Eastwood Harris Pty Ltd
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- Summary

Topics:

= Resource Graph Form

= Resource Graph View

= Resource Tables View

= Detailed Styles Form

= Team Planner View

= Printing Resource Profiles and Tables

= Creating Resource Graphs, Crosstab Tables, S-Curves
in a Spreadsheet

= Resource Optimization
= Workshop 17 - Resource Graphs and Tables.

Copyright Eastwood Harris Pty Ltd
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19.8 Creating Resource Graphs,
Crosstab Tables, S-Curves in a
Spreadsheet

= Resource Graphs, Crosstab Tables, S-Curves and may
be created for displaying:

Planning information, such as the number of people
required or a project cash flow,

Progress in terms of hours spent or cost to date, and

Performance, for example comparing planned and
actual hours or costs to date,

= The information for creating these is in the book but
will not be covered as part of this course.

Copyright Eastwood Harris Pty Ltd
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Resource Leveling function

4

¢

= Microsoft Project has a basic resource leveling functio
that is set up through the Resource Leveling form by!
selecting Resource, Level group, Leveling Options.

e
Ohutomatic o
e s
9 Glarveingvalus etore veing
Leveing range for 19
®tevelente poject
O Level From: 07 Dec'15
To. 27016
ST T
e
[ Level onlywithin available slack
[FlLeveing an adiust naiualasignments ona ask
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19.10 Workshop 17 - Resource
Graphs and Tables

We will create a copy of our current project file for
this workshop,

= Then use Usage Views and Graphs to isolate the
resources that are over allocated and

= Level the schedule using the Microsoft Project
Leveling function.

Copyright Eastwood Harris Pty Ltd
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Module 20 - Updating Projects with
Resources

Topics:

= Understanding Baseline Dates, Duration, Costs and Hours
= Understanding the Status Date

= Formatting the Status Date

= Information Required to Update a Resourced Schedule
= Updating Dates and Percentage Complete

= Updating Resources

= Additional Updating Functions

= Splitting Tasks

= Summary Tasks and Earned Value

= Workshop 18 - Updating a Resourced Schedule.
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Preparing to Status a Res
Schedule

After this course and before working on a live proj€
software by:

= Creating a new project and setting the Options to
reflect the method you wish to enter information and

data,
three resources to each task,

a schedule and observe the results,
= Alter the preferences and defaults if you are not

preferences and defaults for future reference.

Copyright Eastwood Harris Pty Ltd
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H
inexperienced users should gain confidence with the ]

how you want Microsoft Project to calculate the proje

= Creating two or three tasks and then assigning two o

receiving the result you require. Re-update and note the
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20.1 Understanding Baseline

= Baseline Dates and Baseline Duration were
covered earlier,

= Baseline Costs are also known as Budgets and
represent the original project cost estimate. These
are the figures against which the expenditures and
Cost at Completion (or Estimate at Completion) are
measured,

= Baseline Work is also known as Budgeted Quantity
and represents the original estimate of the project
quantities. These are the quantities against which the
consumption of resources are measured,

= Note: If resources have been assigned then the
Baseline Costs and Work are recorded at the same
time as the Baseline dates.

Page 263
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Updating a Resourced Schedule

= It is often considered best practice to update a
project between 10 and 20 times in its lifecycle.
Some companies update schedules to correspond
with accounting periods, which are normally every
month. This frequency is often too long for projects
that are less than a year in duration, as too much
change may happen in one month. Therefore, more
frequent updating may identify problems earlier,

= Updating a project with resources employs a humber
of preferences and options, which are very interactive
and will require a significant amount of practice by a
user to understand and master them,

= It must be decided if the software will calculate the
Actual costs and units from the percentage complete
or if this data is to be collected and entered into the
software.
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Updating a Resourced Schedule

Updating a project with resources takes place in two
distinct steps:

1. The dates, durations and relationships are updated
using the methods outlined in the Tracking Progress
chapter, and

eMyupdated,
ese values may be either:

ically updated by Microsoft Project from the
lefie, or

= Impor frof® accounting and timesheet systems.

oyright Eastwood Harris Pty Ltd
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Understanding Baseline Dates,
Duration, Costs and Hours

Vb
= The picture below shows the display of Baseline data: :
Y
V.
Baseline Baseline Baseline Baseline Baseline Dec ‘15
T Duration | start | Fimish | werk | cest ||2330 07
1 |4 Bid For Facility Extension 35d 07Dec  27Jan  520h $55,060.00'
2 | 4 Technical Specification 13d 07Dec 23Dec  152h $19,800.00'
s | Approval to Bid 0d  07Dec 07Dec oh $0.00
a | Determine 4d  07Dec 10Dec  64h  $6,720.00| 07/12
5 Create Technical | 5d  11Dec 17Dec  40h $8,600.00|| 11/1;
5 Identify Supplier Components 2d 18Dec 21Dec 16h  $1,120.00
7| Validate Technical 2d 22Dec 23Dec  32h  $3,360.00
gl G

]
[ [=r = e——

Dates Constraint.

Start [T V] | [FinishNo Earter Than V] tesktpe  [Freaunm ]

Pt | 7 Dec 7] ome  [mo= V] wescose [113

Ocument @seseine Oacual | oy 300 5] e o |
2 Setems Engneer i e R o 5360000
o speanis Consatart S0 ssom00 000 ssoom

Copyright Eastwood Harris Pty Ltd
Page 264

264

44



Eastwood Harris Pty Ltd - Microsoft
Project Training Material

EASTWOOD R 7CUINRdE

20.9 Workshop 18 - Updating a
Resourced Schedule

= We need to update the tasks and resources,

EASTWOOD R 7CUINRdE

Review Expectations

= Complete Feedback Sheet and

= The instructor will demonstrate this workshop first. = Have we met your expectations?

Copyright Eastwood Harris Pty Ltd
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Thank you for attending

Page 279

279

Sample PowerPoint Slide Show
Copyright Eastwood Harris Pty Ltd

47




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /sRGB
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice




