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04/12/2004

HOW2 Use Microsoft Project – V1

Project “X”  that We Want to Represent via MS-PROJECT tool

Dear Students, This is a list of tasks that I will use for building Gantt chart during my lecture on "Microsoft Project" during the third hour hour.  Gasich

 Listing Tasks for a Project

(This is a prep for entering data into MS-PROJECT Tool)

We identified 12 Tasks that have to be done on a project called “X”  and we arranged them in a table:

	#
	Task

name
	Duration
	Comments

(dependencies)

	1
	Requirements
	1 week
	Start Friday 2/22/02

	2
	Functional Spec.
	4 days
	"Predecessor" to this task is "Requirements"

	3
	Document the logic
	5 days
	"Logic" has "predecessor" task: "Functional Spec."

	4
	Write Users Guide
	2 weeks
	This task has predecessor "Functional Spec"

	5
	Review Users Guide
	1 day
	

	6
	Test Users Guide
	1 day
	

	7
	Identify Modules
	1 day
	

	8
	Write Modules
	5 days
	Cant start Writing modules before "Logic" is complete

	9
	Test Modules
	1 day
	

	10
	Test Product (system test)
	1 day
	


--------------   end of data preparation -----------

Project “X”  as Represented via MS-PROJECT tool

(1) Assumption is that Microsoft Project (MSP) is installed (2000 Version).  Another assumption is that you sketched (drafted, tabulated, prepared) which Tasks will have to be done on this Project, as well as when those Tasks will be done and in addition Dependencies between Tasks.

(2) Click on MSP Icon on your desktop to start Microsoft Project Program

(3) A blank Gantt Chart shows up (notice on left margin that you can select Calendar or Gantt if needed):
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(4) If you already have a file with some project’s information stored from the past, then OPEN THAT FILE by clicking on:

               File -> Open -> then select file named:  XXXX.mpp    

               (mpp suffix indicates that the file is a MS Project file) 

    If you do not have a file, then you need to establish a name for what you started: 

(5) Double-Click (LMB) on the row that is just below "Task Name" and you will get a window:
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(6) Fill up that form information about the First Task, in our case “Requirements” and click on OK
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(7) Gantt Chart then Changes and looks like this:
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(8) Save it:  File -> Save as -> “Bus119 Demo”     

     select: “With Baseline" and then click on OK:
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(9) Note that name of the file now shows up in Upper Left Corner (ULC):
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(10) Add Task number two by clicking on the second row below “Task Name”:
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(11) This task cannot start before Task#1 gets finished, so we need to click on "Predecessor" tab that is in the frame “Task Information”.  When we click on “Predecessor”, followed by clicking on blank rows below “Task Name” we are given a  list of task that we can select as predecessor.

In this case, there is only one Task that is offered, it is “Requirements”. We select it. Then we get:
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(12) Now we have a "Predecessor" relationship.  Task#2 depends on completion of the Task#1.
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(13) Once we have Functional Spec Task completed, we can start two independent Tasks:

        (a) Develop the product (That starts with task “Document the Logic”) and

        (b) Start Writing the Manual (Write Users Guide)

Click on row #3 and then #4 to add those tasks:
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(13.1) Because Tasks #3 and #4 cannot start before Task#2 ends, we need to click on “Document the logic” and establish the dependency on Task#2 complete:
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(13.2) Repeat that for Task#4 and we get Gantt chart that looks like this:
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(13.3) That “1 day” duration is unrealistic.  We click on Task#3 again and change “Duration” to 5 days. For Task#4 to 2 Weeks:
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(13.4) Then the Gantt looks like this:
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The chart is getting too wide, we cannot see the end of Tasks #3 and #4.  We will need to change Time Scale and we will do it after we add few more Tasks.

(14) Enter other tasks (from Task #5 thru Task #11) which need to be done, however we will not pay attention to dependencies nor Task Duration, at this point:
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Notice that those tasks all start (temporarily) at the same time which is TODAY (Tuesday 2/26/02).  We will fix relationships and durations later.

 (15) So far we were looking at Gantt.  Same information we entered could be seen as a Calendar by clicking on "Calendar” icon that is on the top of the left margin:
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(16) Or we can see the same data as PERT Chart (CPM) or "Network Diagram" as MSP calls it:
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(17) To Print the Gantt chart:  

       Click on "Gantt Chart" to get “Gantt view” on the left margin -> File -> Print -> or 

        ALT + PrintScreen to capture the image and then 

        Edit->paste to put it into your Project Plan

(18) If you want WEEKS rather than DAYS across the top of Gantt, you need to change TIME SCALE: Click on the horizontal calendar on top of Gantt chart and get a window in which you change "Unit" from "Days" to "Weeks"
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(19) Then the Gantt looks like this:
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(20) Now we can go back and provide details for tasks #5 thru #11 by clicking on each task and entering corresponding "Duration" and "Predecessor":

Let us fix Task#8.  “Write Modules” will take 5 days but writing cannot start before Logic is complete:

[image: image20.png]' icrosoft Project - Bus119 Demo.mpp . =loix|

J) e £t yiow Iset Fomat Toob Erofect tindow e alx|

DR ERY BRI v a= =Y I leax| @2

| % + = sou-[ai -8 -|B U AlTasks - e[ K
[ Wrke Modues
@ [Tescrame [ | FoSHE 2Pt oS G i T i 17 2=
27 [ apd | a5 [ aw | w7
TE | Reouremems T
2 Funclona Spec. 4doys
B Document the Logic Sdays
| | Wite Users Guide 2w
B Revew sers Guide T day? 5
B Test Users Guide T day? 5
i | enity Mokes 1+ day? B
O mamr— - L
a Testonies " aay? 5
0 TestProduct System) 1 cay? 5
i o
=) B

[Ready. Ir il =3 [ B R





--- End of instructions ---
