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Lesson 2 

Exercise 1 
 

1. Click the File tab.  

Project displays the Backstage view. 

2. Click the New tab. 

Project displays your options for creating a new project plan. 

 

These options include using templates installed with Project or available on the Web. For this exercise, you 

will create a new blank project plan. 

3. Under Available Templates, make sure that Blank project is selected, and then click the Create 

button on the right side of the Backstage view. 

Project creates a new project plan. You may see a note briefly reminding you that new tasks are 

created in manually scheduled mode. This information remains visible on the status bar as well. 

Notice the thin orange vertical line in the chart portion of the Gantt Chart view. This indicates the 
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current date. When you create a new project plan, Project sets ǘƘŜ ǇƭŀƴΩǎ ǎǘŀǊǘ ŘŀǘŜ ǘƻ ǘƘŜ ŎǳǊǊŜƴǘ 

ŘŀǘŜΦ bŜȄǘ ȅƻǳΩƭƭ ŎƘŀƴƎŜ ǘƘŜ ǇƭŀƴΩǎ ǎǘŀǊǘ ŘŀǘŜΦ 

4. On the Project tab, in the Properties group, click Project Information. 

The Project Information dialog box appears. 

5. In the Start Date box, type 2/1/12, or click the down arrow to display the calendar and select 

January 2, 2012. 

Tip: In the calendar, you can navigate to any month and then click the date you want, or click Today 

to quickly choose the current date. 

 

 

 

6. Click OK to accept this start date and close the Project Information dialog box. 

7. On the File tab, click Save. 

Because this project plan has not been previously saved, the Save As dialog box appears. 

8. Locate the folder on your hard disk. 

9. In the File name box, type Simple Tasks. 

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

Exercise 2 
1. Click the cell directly below the Task Name column heading. 

2. Type Assign launch team members, and then press the Enter key. 

The task you entered is given an ID number. Each task has a unique ID number, but it does not 

necessarily represent the order in which tasks occur. Your screen should look similar to the 



 
 

following illustration. 

 
Because this is a manually scheduled task (as indicated in the Task Mode column), no duration or 

date values appear, and the task does not yet have a Gantt bar in the chart portion of the Gantt 

Chart view. Later you will work with automatically scheduled tasks that always have duration, start, 

and finish dates. Think of a manually scheduled task as an initial placeholder that you can create at 

any time without affecting the rest of the schedule. You might not know more than a task name at 

thƛǎ ǘƛƳŜΣ ŀƴŘ ǘƘŀǘΩǎ hYΦ !ǎ ȅƻǳ ŘƛǎŎƻǾŜǊ ƻǊ ŘŜŎƛŘŜ ƳƻǊŜ ŘŜǘŀƛƭǎ ŀōƻǳǘ ǘƘŜ ǘŀǎƪΣ ǎǳŎƘ ŀǎ ǿƘŜƴ ƛǘ 

should occur, you can add those details to the project plan. 

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

Design and order marketing material 

Public Launch Phase 

Distribute advance copies 

Coordinate magazine feature articles 

Launch public web portal for book 

 

 



 
 

 

Exercise 3 
[ŜǘΩǎ ŜȄǇƭƻǊŜ ŘǳǊŀǘƛƻƴǎ ǿƛǘƘ ŀƴ ŜȄŀƳǇƭŜΦ [ŜǘΩǎ ǎŀȅ ŀ ǇǊƻƧect has a project calendar with working time 

defined as 8 A.M. through 5 P.M. with one hour off for lunch breaks Monday through Friday, leaving 

nonworking time defined as evenings (after 5 P.M.) and weekends. If you estimate that a task will take 16 

hours of working time, you could enter its duration as 2d, to schedule work over two eight-hour workdays. 

You should then expect ǘƘŀǘ ōȅ ǎǘŀǊǘƛƴƎ ǘƘŜ ǘŀǎƪ ŀǘ у !ΦaΦ ƻƴ ŀ CǊƛŘŀȅ ƳŜŀƴǎ ǘƘŀǘ ƛǘ ǿƻǳƭŘƴΩǘ ōŜ ŎƻƳǇƭŜǘŜŘ 

until 5 P.M. on the following Monday. No work would be scheduled over the weekend because Saturday 

and Sunday have been defined as nonworking time. 

1. Click the cell below the Duration column heading for task 1, Assign launch team members. 

The Duration field for task 1 is selected. 

2. Type 1d, and then press Enter. The value 1 day appears in the Duration field. Project draws a 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 is true whether 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 marketing material Check with Marketing team 

3 Public Launch Phase (press Enter to skip this task for now) 

4 Distribute advance copies 2d 

 

For task 5, Coordinate magazine feature articlesΣ ȅƻǳΩll enter start and finish dates and Project will calculate 

the duration. 

4. In the Start field (not the Duration field) for task 5, type or select 16/1/12, and then press the Tab 

key. 

5. In the Finish field for the same task, type or select 24/2/12, 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, you doƴΩǘ ƪƴƻǿ ŀ ŘǳǊŀǘƛƻƴ ƻǊ ǎǘŀǊǘ ƻǊ ŦƛƴƛǎƘ ŘŀǘŜ 

yet, but you can still capture what you do know. 

 

Exercise 4 
 

1. Click the name of task 3, Public Launch Phase. 

2. On the Task tab, in the Insert group, click Milestone. Project inserts a row for a new task and 

ǊŜƴǳƳōŜǊǎ ǘƘŜ ǎǳōǎŜǉǳŜƴǘ ǘŀǎƪǎΦ tǊƻƧŜŎǘ ƴŀƳŜǎ ǘƘŜ ƴŜǿ ǘŀǎƪ άғbŜǿ aƛƭŜǎǘƻƴŜҔέ ŀƴŘ ƎƛǾŜǎ ƛǘ ŀ 



 
 

zero-day duration. As with the other new tasks, the milestone is initially scheduled at the project 

start date of January 2. 

3. Type Planning complete! and then press Enter. The milestone task is added to your plan. 

Tip: You can mark a task of any duration as a milestone. Double-click the task name to display the Task 

Information dialog box, and then click the Advanced tab and select the άaŀǊƪ ǘŀǎƪ ŀǎ ƳƛƭŜǎǘƻƴŜέ ƻǇǘƛƻƴΦ 

 

Exercise 5 
1. Select the names of tasks 5 through 7. These are the tasks you want to make subtasks of the public 

launch phase. 

2. On the Task tab, in the Schedule group, click Indent Task. Project promotes task 4 to a summary 

task. Or you can think of it as Project demoting tasks 5 through 7 to subtasks; either way, the 

project plan now includes a summary task. 

 

3. Select the name of task 1, Assign launch team members. 

4. On the Task tab, in the Insert group, click Summary. Project inserted a row for a new task, indented 

the task directly below it, and renumbered the subsequent tasks. Project names the new task 

άғbŜǿ {ǳƳƳŀǊȅ ¢ŀǎƪҔΦέ 

5. With the name of the new summary task selected, type Planning Phase and press Enter. 

6. Select the names of tasks 3 and 4. You will indent these tasks under the summary task 1. 

7. On the Task tab, in the Schedule group, click Indent Task. 

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

Exercise 6 
1. Select the names of tasks 2 and 3. 

2. On the Task tab, in the Schedule group, click Link Tasks. 

Tasks 2 and 3 are linked with a finish-to-start 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 

task 3 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? 



 
 

Project highlights the values that are affected after each change you 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 4, Planning complete! 

4. On the Task tab, in the Properties group, click Information. 

The Task Information dialog box appears. 

5. Click the Predecessors tab. 

6. Click the empty cell below the Task Name column heading, and then click the down arrow that 

appears. 

7. On the Task Name list, click Design and order marketing material. 

8. Click OK to close the Task Information dialog box. 

Tasks 3 and 4 are linked with a finish-to-start relationship. 

 
9. bŜȄǘ ȅƻǳΩƭƭ ƭƛƴƪ ŀƭƭ ǘƘŜ ǎǳōǘŀǎƪǎ ǳƴŘŜǊ tǳōƭƛŎ [ŀǳƴŎƘ tƘŀǎŜ ƛƴ ƻƴŜ ŀŎǘƛƻƴΦ Select the names of tasks 

6 through 8. 

10. On the Task tab, in the Schedule group, click Link 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 the Gantt bar for task 1, 

Planning Phase, and then click and drag to the Gantt bar for task 5, Public Launch Phase. 

When the mouse pointer is over task 5, note the link line and icon that appear. Release the mouse 

pointer. 


