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Lesson 2

Exercise 1

1. Click theFiletab.

Project displays the Backstage view.

2. Click theNewtab.

Project displays your options foreating a new project plan.
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These options include using templates installed with Projeeivailable on th&Veb. For this exercise, you
will create a new blank project plan.

3. UnderAvailable Templatesmake sure thaBlank projectis selected, and thedlick theCreate
button on the right side of the Backstage view.
Project creates a hew project plan. You may seeta briefly reminding you thatew tasks are
created in manually scheduled mode. This information remeisibleon the status bar as well.
Notice the thin orange vertical line in the chart portion of the Gantt Chart viéus indicates the
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current date. When you create a new project plan, Projectgek¢S LJ | yQa a i I- N
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On the Projecttab, in thePropertiesgroup, clickProject Information

The Projectnformation dialog box appears.

In the Start Date box, typ@/1/12, or click the down arrow to display the calendard select
January 2, 2012

Tip: In the calendar, you can nigate to any month and then click the date you wantclick Today

to quickly choose the current date.

Project Information for 'Project2’ E

Start date: Mon 1/2012 | Current dake:  Mon 11711 -
Fimish dake: | Maon 11/7[11 T| Skatus date:  MA& -
Schedule from:  Project Skark Date - Calendar: Standard -
&ll kasks begin as soon as possible, Priority: 500 E
Enterprise Custom Fields
Department: | -
| -
Custom Figld Mame Yalue (A

Help ] [Stati_sti-:s... ] [ (] 4 ] [ Cancel

ClickOKto accept this start date and close the Project Information dialog box.

On the File tab, click Save.

Because this project plan has not bgaeviously saved, the Save As dialog &ppears.
Locate the folder on your hard disk.

In the File name box, typgimple Tasks

10. Click Save to close the Save As dialog box.

Exercise 2

1.
2.

Click the cell directly below thEask Nameolumn heading.

Type Assigtaunch team members, and then press the Enter key.

The task you entered is given an ID number. Each task has a unique ID numhetoésitnot
necessarily represent the order in which tasks occur. Your screen dbolldimilar to the
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followingillustration.
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Because this is a manually scheduled task (asatetl in the Task Mode colummyp duration or
date values appear, and the task does not yet have a Gantt theichart portion of the Gantt
Chart view. Later you will work with automadity scheduled tasks that always have duration, start,
and finish dates. Think of a manuadlgheduled task as an initial placeholder that you can create at
any time withoutaffecting the rest of the schedule. You might not know more than a task name at
thhia GAYSZ IyR GKIGQa hYd a4 @2dz RA&A0O2OSNI 2NJ R
should occur, you can add those details to the project plan.

Enter the following task names, pressing Enter after each task name:

Design and order marketing matil

Public Launch Phase

Distribute advance copies

Coordinate magazine feature articles

Launch public web portal for book
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Exercise 3

[ SGQa SELX 2NB RdzNI A2y & ethaKa projgct GlEAdar WifwSrking finfeli Q& &
defined as 8 A.Mthrough 5 P.M. wit one hour off for lunch breakslonday through Friday, leaving
nonworking time defined as evenings (after 5 P.M.) aetkends. If you estimate that a task will take 16

hours of working time, you could entéds duration as 2d, to schetkiwork over two eightour workdays.

You should thenexpeét KI G o6& &dFNIAy3a GKS GlFrai d y ! dad 2y
until 5 P.M. on the following Monday. No work wdube scheduled over the weekert@cause Saturday

and Sunday &ve been defined as nonworking time.

1. Click the cell below thduration column heading for task 1Assign launch teanmembers
TheDurationfield for task 1 is selected.

2. Typeld, and then press Enter. The value 1 day appears in the Duration field. Pngjest @ Gantt
bar for the task, starting at the project start date you previously set. Until the tasks are linked or a
specific start or finish date is set, Project will set all new tasks that have a duration value to start at
the Project Start date. This tfruewhether the tasks are manually or automatically scheduled.

3. Enter the following durations or text phrases for the following tasks:

Task ID | Task Name Duration

2 Design and order marketingaterial | Check with Marketing team

3 Public Launch Phase (press Enter to skip this task for now)
4 Distribute advance copies 2d

For task 5Coordinate magazine feature articles & ntka(start and finish dates and Project will calculate
the duration.

4. In the Startfield (not the Duration fied) for task 5, type or seledi6/1/12, andthen press the Tab
key.
5. In theFinishfield for the same task, type or sele4/2/12, and then press Enter.

Project calculates the duration as seven days. Note that this is seven working days: Monday through
Friday of the first week, and then Monday and Tuesday of the following week. Project also draws the
Gantt bar for the task to span these working days plus the nonworking days (the weekend) between
them.

6. For task 6, Launch public web portal for the book, yoy @i 1y 26 | RdzNJ} GA2Y 2N
yet, but you can still capture what you do know.

Exercise 4

1. Click the name of task Bublic Launch Phase
2. On theTasktab, in theInsert group, clickMilestone. Project inserts a row for a new task and
NEydzYo SNE GKS adzoaSlidsSyd dGFraijae tNeBe2SOO ylyYSa
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zero-day duration. As with the other new tasks, the milestone is initially scheduled at the project
start date ofJanuan2.
3. TypePlanning completebnd then press Entehe milestone task is added to your plan.

Tip: You can mark a task of any duration as a milest@wubleclick the task name tdisplay the Task
Information dialog box, and then click the Advanced tabseldctthed a I NJ GFal1 +Fa YAf Sad

Exercise 5
1. Select the names of tasks 5 throughThese are the tasks you want to make subtasks of the public
launch phase.
2. On theTasktab, in theSchedule groupclickindent Task Project promotes task 4 tosummary
task. Or you can think of it as Project demoting tasks 5 through 7 to subtasks; either way, the
project plan now includea summary task.

— Summary task Summary task bar in —
the Gantt chart
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3. Select the name of task 1, Assign launch team members.

4. On theTasktab, in thelnsertgroup, clicKSummary Project inserted a row for a new task, indented
the task directly below it, and renumbered the subsequent tasks. Project names the new task
Gfr bSys { dzr¥ | BB

5. With the name of the new summary task selected, t{gt@nning Phasand pres€nter.

6. Selecthe names of tasks 3 and 4. You will indent these tasks under the suntmséry.

7. On theTasktab, in theSchedulegroup, clickndent Task

Now the project plan is organized into two phases of work.

Exercise 6
1. Select the names of tasks 2 and 3.
2. OntheTaktab, in theSchedulegroup, click.ink Tasks
Tasks 2 and 3 are linked with a fintshstart relationship. Note that task 3 previously had no start
or finish date, but by making it a successor of task 2, you gave Project enough information to give
task3 a start date: January 3, the next working day following the end of task 2. Have you noticed
the light blue highlighting of some of the Duration, Start, and Finish fields as you linked tasks?
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Project highlights the values that are affected after each geayou make in a project plan.
To unlink tasks, select the tasks you want to unlink, and then click Unlink Tasks in the Schedule
group on the Task tab

3. Select the name of task BJanning complete!

4. On theTasktab, in thePropertiesgroup, clicknformation.
The Task Information dialog box appears.

5. Click thePredecessorsab.

6. Click the empty cell below thEask Namesolumn heading, and then click tldewn arrow that
appears.

7. On theTask Namdist, clickDesign and order marketing material

8. ClickOKto close theTask Informationdialog box.
Tasks 3 and 4 are linked with a finishstart relationship.
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6 through 8.
10. On theTasktab, in theSchedulegroup, clickLink Tasks
Tasks 6 through 8 are linked.
Tip: To select tasks that are not adjacent, select the first task, hold down the Ctrl key, and then
select the second task

11. In the chart portion of the Gantt Chart view, point the mouse pointer at @antt bar for task 1,
Planning Phaseand then click and drag to the Gantt bar for taskPublic Launch Phase
When the mouse pointer is over task 5, note the link line and icon that appear. Release the mouse
pointer.



