Help Desk Project 5: Using Microsoft Project

Installing Microsoft Project (60-Day Trial Version)
1. You need an installer file named Microsoft_Project_Standard_2003_Trial.exe (128 MB).  You can get it from the shared \\Instructor2\CNIT235 folder, or directly from Microsoft (link Help Desk Ch 7c on my Web page).  Copy the installer file to your desktop.
2. Double-click the installer file and install the software, accepting all the default choices.

Creating a Project

3. Click Start, Programs, Microsoft Office, Microsoft Office Project 2003 to start the program.
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Drag the border of the central pane to the right so you can see all the columns: Task Name, Duration, Start, Finish, Predecessor, Resource Names as shown below.
5. Click the top blue item in the left pane: Set a date to schedule from and select the date June 7, 2004 from the calendar.  Then click the blue Done button in the left pane.

6. Click the blue Define general working times item in the left pane.  A calendar shows the working hours.  Click the drop-down arrow and observe the calendar choices.  Click the blue Save and go to Step 2 link at the bottom of the left pane.

7. The workdays are shown.  Accept the default selection and click the blue Save and go to Step 3 link.

8. The next screen is titled Set Holidays and Days Off.  Click the blue Save and go to Step 4 link.

9. The next screen is titled Define time units.  Click the blue Save and go to Step 5 link.

10. The next screen is titled The project calendar is set.  Click the blue Save and Finish link.

11.  Click the blue List the tasks in the project item in the left pane.  A calendar shows the working hours.  Click the drop-down arrow and observe the calendar choices.  Click the blue Save and go to Step 2 link at the bottom of the left pane.

12. Enter Upgrade Network as the first Task Name, and then enter the next five subtasks:

· Perform Network Baseline

· Assess Users' Needs

· Purchase Hardware and Software

· Implement Pilot Network

· Implement Backbone Changes
13. Highlight the five subtasks and click the Indent button on the toolbar (a rightward green arrow).  That makes the subtasks indented and the Upgrade Network becomes bold.

14. Enter a duration of 10 days for the first subtask: Perform Network Baseline, and make up reasonable durations for the other tasks.

15. In the Predecessors column for Purchase Hardware and Software, enter 2 to indicate that this task is dependent on the second task: Perform Network Baseline.  The Start and Finish dates should change.
16. Enter 2,3 in the Predecessors column for Purchase Hardware and Software to make this task dependent on both tasks 2 and 3.
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Make Implement Pilot Network dependent on task 4, and Implement Backbone Changes dependent on task 5.  Finally, enter names of people in the Resource Names column.  Your project should look like the figure below. 
18. Click File, Save and save your project as Rollout, in the My Documents folder or in any other folder you can find.
Calendar View
19. Click View, Calendar.  This view shows the projects with their names on a calendar similar to the ones Microsoft Outlook produces.  Click File, Print Preview to see how the Calendar will print out.  Click Close  to close Print Preview.
Gantt Chart

20. Click View, Gantt Chart.  Drag the border to the left so you can see the Gantt chart with the blue lines.  Click File, Print Preview to see how the Gantt chart will print out.  Click Close to close Print Preview. 
Milestones

21. Drag the vertical border to the right to shrink the Gantt chart and make the task list visible.  Double-click Implement Pilot Network to open a Task Information window.
22. In the Task Information window, click the Advanced tab and check the Mark task as milestone check box.  Click OK.

23. Drag the vertical border to the left to see the Gantt chart – note that this task now appears as a black diamond to indicate that it is a milestone.

24. Close Project and save changes.
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