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Lesson3

Exercise 1

1. On theFiletab, clickSave As
Project displays the Save As dialog box.
2. In theFile namebox, typeSimpleResourcesand then click Save.

Tip: You can instruct Project to automatically save thevacproject plan at predefinedhtervals, such as
every 10 minutes. On the File tab, click Options. In the Project Omtialtg) box, click Save, select the
Auto Sae Every check box, and then specify the timerval you want.

3. On theViewtab, in theResource Viewgroup, clickResource Sheetou will use the Resource
Sheet view to enter the initial list of resources for the neeok launch project.

4. Click the cell directly below theesource Nameolumn heading.

5. TypeJdun Capand press the Enter kelproject creates a new resource.
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6. On the next empty rows in the Resource Name column, enter the follomantes:

Sharon Salavaria
Toby Nixon

Toni Poe
ZacWoodall

mp
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When you create a new work
resource, Project assigns it 100%
Max. Units by default.

o Resource Marne = (Tvpe - | Material * |[Initals - |Group *  Idax. ~ |5td.Rate = |Owh.RAate = CostfUse ~ |Accrue At ~ (Base Calendar = |«

L Jun Can YWark 1 L00%, 50,00/ ke 20,00/ 50,00 Prorated  Standard
2 Sharaon Salawaria Weork S 100% 50.00/hr 0,00/ hr 50.00 Prorated  Standard
3 Toby Mixon Waork T L00% S0.00/hr S0.00/hr S0.00 Prorated  Standard
3 Tonl Foe Wiork T 100% 40.00/hr 20.00/hr 50.00 Frorated  Standard
5 Zar woodall Wiork 2 LO0% s0.00:hr 20,00/hr 40,00 Frorated  standard

These are all individual people. You can also have a resource that represents rhligleLJt S & | 2 dzQf f
such a resource next.

7. IntheResource Naméeld, below the last resource, tygeopyeditors and then press Enter.

In Project, work resaice names can refer to specific people (Sharon Salavarta)specific job titles, such

as Publisher or Contract Specialist. Use whatever nagongention makes the most sense to you and to

those who will see your projegan information. The importanuestions are: who will see these resource
names,and how will they identify the resources? The resource names that you choosgppghr both in

Project and in any resource information shared from Project.eikample, in the default Gantt Chart view,

the name of the resource appears ndrt the bars of the tasks to which that resource is assigied.
resource might refer to somebody who is already on staff or to a position fillbe later. If you have not

yet filled all the resource positions requiregou mighty 2 & KI @S NBIFf LIS2LX SQa yI Y
use descriptive placeholdeames or job titles when setting up resources in Project.

Exercise 2

1. Click theMax. Unitsfield for the Copyeditorgesource.
2. Type or select00% and then pres&nter.
bSEG @& 2 dzQ tMax. Wmitsialuegi f&rSharénSalavarim indicate that shavorks half time.
3. Click theMax. Unitsfield for Sharon Salavarjaype or selecb0% and then press Enter.
With these changes to Max. Units, Project will identifggh resources as being overallocatelden
their assigned work exceeds their capacities.

o Resource Name > Type * |Material > Initials > Group > |Max. ¥ |$td. Rate ~ |Ovt Rate ¥ |Cost/Use = |AccrueAt ¥ |Base Calendar >
1 Jun Cao Wark 1 100% 50.00/hr 50.00/hr 50,00 Prorated  Standard
2 Sharon Salavaria Wark 5 50% 50.00/hr 50.00/hr 50,00 Prorated  Standard
3 Toby Mixon Wark T [too =l sooo/ke go.oo/nr £0.00 Prorated  Standard
4 Toni Poe Wark T 100% 50.00/hr 50.00/hr 50,00 Prorated  Standard
5 Zac Woodall Wark bl 100% 50.00/hr 50.00/hr 50,00 Prorated  Standard
3 Copyeditors Wark [t 400% S0.00/hr 50.00/hr 50,00 Prorated  Standard

When a work resource has a standard pay rate entered and is assigned to a task,d@tojdates the cost

of the assignment. Project does so by multiplying thezhgsiy Sy @ 8k G f dzS o6& G(KS NBa:
both using a common increment of time (suak hours). You can then see cost per resource, cost per
assignment, and cost per tagks well as costs rolled up to summary wakd the entire project plan).
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Project handles overtime expenses differently. Project will apply the overtime payordgewhen you
specifically record overtime hours for an assignment.

Project does not automatically calculate overtime hours and associated costs bacdu&NEB Qeat ali 2 2
chance that it would apply overtime when you did not inteéhdn the new book launch project plan, Jun
/12048 62N] Ay3 &O0OKSR dzfifdhe néxfe@icifeSyau will selup A Rorkihd dchéduike 6f
10 hours per day, foudays per weelor Jun. This is still a regular-d@ur workweek, even though 2 hours

per day could be mistaken for overtime with the normal assumption of W8 day.In addition to or
instead of cost rates, a resource can include a set fee that Prapmuouesto ead task to which the
resource is assigned. This is called a cost per use. \dokkeates, the cost per use does not vary with the
GFa1Qa RdzNJ GA2y febdilrde Y&fdayision theFtasks ¥ duJspedifykiii: cost per use in the
Cost/Use field inite Resource Sheet view.

Exercise 3
1. IntheResource Sheetlick theStd. Ratefield for Jun Cao
2. Typed2and press Enter.
Wdzy Q& a il yRI &R apieardiNtheStdNRat Solurdrif Note thatdeéault standard
rate is hourly, so you did not need specify cost per hour.
3. IntheStd. Ratefield for Sharon Salavarjaype1100/w and press Entef. K NRy Q& 6 SS1 f ¢
appears in the Std. Rate column.

o Resource Mame T Type ¥ Material T |Initials ¥ Group AL ETS ¥ |std. Rate ¥ |Owt Rate ¥ |CostfUse ¥ Accrue At ¥ |Base Calendar ¥
Jun Cao Work ] 100% 542.00/hr S0.00/hr 50,00 Prorated  Standard

50% 1,100, 00wk s0.00/hr 40,00 Prorated  Standard

wos|  go.o0/he]  S0.00/kr 40,00 Prorated  Standard

100% S0.00/hr 20.00/hr 50,00 Prorated  Standard

100% S0.007hr S0.00/hr 50,00 Prorated  Standard

400% S0.00/hr 20.00/hr 50,00 Prorated  Standard

Sharon Salavaria Work
| Tohy Mixon Work
Toni Poe Wiark
Zac woodall Work
Copyeditors Work

| = w| e
[a R R N e ]

4. Enter the following standard pay rates for the given resources:

Toby Nixon 2700/w

Toni Poe [ SI@S G n o0¢2yA Aa GKS Dbepratdbasedlzasks N
this project plan)

Zac Woodall 55

Copyeditors 45

As you can see, you can enter pay rates with a variety of time bdsmely (thedefault), daily, weekly,
and so on. In fact, you can enter pay rates in all the incremehtime for which you can enter task
durations from minutes to years.

Next, you will enter an overtime pay rate for one of the resources.

5. IntheOvertime Ratéfield for Jun Cao, type 67, and then press Enter.
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Exercise 4

1. On theProjecttab, in the Properties group, cli€hange Working Tim&he Change Working Time
dialog box appears.

2. IntheFor calendabox, clickToby Nixo® ¢ 20& bAE2Yy Q& pbhsinzhez8iiarge Ol f Sy |
Working Time dialog box. Toby has told you he will not be available to work on Thursdaigand
January 19 and 20, because he plans to attend a book industry conference.

3. On the Exceptions tab in the Change Working Time dialog lckjrcthe first row directly below
the Name column heading and type Toby attending a conference. The description for the calendar
exception is a handy reminder for you and othetso may view the project plan later.

4. Click in the tart field and type or elect 19/1/12.

5. Click in theFinish field, type or selecO21L/12, and then press the Enter key.
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— Every work resource calendar is based on the project calendar;
the default project calendar is the Standard base calendar.

Change Working Time ()
For calendar: Toby Nixon v : V(frreértve&e’wr Calendar ... 1
Base calendar:  Standard -~

on

31 | Edited working

i 31 | Exception day

Click on a day to see its working times:

January 2012 »~ January 19, 2012 is nonworking,
SIM|TIWI|Th|F|S
1|2 |3|4|5]|6]|7

8 9 (10 |11 (12 |13 |14
- hours . [15 |16 [17 |15 FCR20| 21 |
this calendar: Based on:

23 |24 26 |27
. 28 23145 s Exception ‘Toby attending 3 ... on
20 |30 |31 calendar Toby MNixon',

i Nondefault work
i week :

| Exc

eptions | Work Weeks |

Name |Start
1 Toby attending a conference 119/2012 i1j20j2012

ﬂéb ‘ | Options... J | oK | [ Cancel ]

© 0 NO

11.

Project will not schedule work for Toby on these dates. Tip: To set up a partial working time
exception for a resource, such as a portion of a day whessaurce cannot work, click Details. In
GKS 5S8SGFAf&a RAIFIf23 02EX e2dz Oy | taz2 ONBFGS
02y Of dzRS (KA&a SESNDA&ST &2dz 6Af t perSvéek dfbodrs an
per day) for aesource.
In the For box, click Jun Cao.
When prompted to save the resource calendar changes that you made forNixday, click Yes.
Click the Work Weeks tab in the Change Working Time dialog box.
Click [Default] directly under the Name column headingd @éhen click DetailsNext, you will
modify the default working week days and times for Jun Cao.

. Under Selected Day(s), select Monday through Thurstiagse are the weekdays Jun can normally
work.

the days she normally works.

N
(o

Click Set day(s) to these specific working timdext yalzQt £ Y2 RAF& Wdzy Q& NB 3 dz
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12.In row 2, click 5:00 PM and replace it with 7:00 PM, and then press Enter. Finally, you will mark
Friday as a nonworking day for Jun.

13. Click Friday.

14. Click Set days to nonworking timdow Project can schedule work for Jun as late as 7 P.M. every
Monday throughThursday, but it will not schedule work for her on Fridays.

Details for '[Default]’ @

Set waorking time For this wark week

Select dawis): ! Use times from base calendar For these days,

@ Set days ko norsorking bime,

Sunday

Maonday " Set dayis) ko these specific working times;
Tuesday

Wednesday

iy ——

ST

? [ Ik ] l Zancel

15. Click OK to close the Details dialog box.
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rChangeWurking Time @
For calendar: Jun Cao - | Create Mew Calendar ... |
Base calendar:  Standard -
Legend: Click on a day ko see its working kimes:

January 2012 " January 19, 2012 is nomwarking,
S| M| T |wW]|Th|[F | 5
1|2 |3 4 g £ 7

Warking

Monworking
Edited working g 2 |10 |11 (12 |15 |14
i hours

15 (16 |17 |15 N 20 |21
on this calendar: Based an;
22 (23 |24 |25 |26 |27 |28

Exception "Skaff ak morale ... an

e Exception day A ERRED calendar 'Standard',
't Mondefaulk wark:
i ek, 15
wiark Weeks
Mame Start Finish - Dietails. ..

[C MA

Delete

Help options. .. | oK 4 | Close

Tip If you find that you must edit several resource calendars in a similar waya(tdle a night shift, for
example), it may be easier to assign a different base calelodaresource or collection of resources. This

is more efficient than editing individliaalendars, and it allows you to make projgdgtie adjustments to a
single base calenddf needed. For example, if your project includes a day shift and a night shift, you can
apply the Night Shift base calendar to those resosrgého work the night shif You change a base
calendar in the Change Working Time dialog box. For collectioesatfirces, you can select a specific base
calendar directly in the Base Calendar columrthe Entry table in the Resource Sheet view.
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Exercise 5

Another type of resurce that you can use in Project is the cost resource. You can cs& aesource to
represent a financial cost associated with a task in a project. While ngedurces (people and equipment)

can have associated costs (hourly rates and fixed gestassignment), the sole purpose of a cost resource

is to associate a particular type obst with one or more tasks. Common types of cost resources might
include categorie® ¥ SELSyasSa @2dzQR slyd G2 GNIFO1 2y | LIN
purposessuch as tragl, entertainment, or training.

Cost resources do no work and have no effect on the scheduling of a task. Th&mhitaxStandard and
Overtime pay rates and Cost/Use fields do not apply to mssiurces.

After you assign a cost resoer¢o a taskand specify the cost amount péask, you can then see the
cumulative costs for that type of cost resource, such as toa@kl costs in a project.

The way in which cost resources generate cost valuegslififem that of work resource$¥henyou assign

a work resource to a task, the work resource can generate a cost Baged I LJ- & N&0pe3 hoara dzO K
for the length of the assignment), a flat peseO 2 & (i 0 d02(& adsignment), or both. You set up

such pay rates and cost perasmounts once for the work resource

However, you enter the cost value of a cost resource wign you assign it to a task. You can do so in the
Cost field of the Assign Resouratialog box or in the Cost field of the Task Form with the Cost detail
shown.

1. IntheResource Sheetlick the next empty cell in tHeesource Nameolumn.
2. TypeTraveland press the Tab key.
3. IntheTypefield, clickCost

Exercise 6

You might recall that you can record any additional information alaot#isk, resource, or assigient in a
note. For example, if a resource has flexible sttiis can help the project, it is a good idea to record this in
a note. In that way, the noteesidesin the project plan and can be easily viewed or printed.

You can enter resource notes irsinilar way (via the Notes buttoon the Resource tab of the Properties
ANRBdzZLI0 o0dzi Ay GKA& Sreehodd RHLX & MerSt {0 Ka3a Sv Sla 2 RIANIOBS N
view and edit notes fomultiple resources more quickly.

1. IntheResource ldmecolumn, clicklfoby Nixon
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2. On theResourcdab, in thePropertiesgroup, click theDetailsbutton. The Resource Form appears
below the Resource Sheet view. In this type of split view, details about the selected item in the
upper view (a resource, in thicase) appear in the lower view. You can quickly change the selected
resource name in the upper view by clicking directly on a hame, using the up arrow or down arrow
keys, or by clicking Previous or Next in the Resource Form. The Resource Form cawrmispfay
AaSOSNIt RSOFAf AT AyAGALffe AG RAALXLIE@&a GKS {O
details.

3. Click anywhere in thResource Form

4. On theFormattab, in theDetailsgroup, clickNotes
Tip You can also rigktlick in the gray bekground area of the Resource Form andthe shortcut
menu that appears, click Notes.

5. IntheNotesbox,type¢ 268 @2NJ SR 2y I dzyOK OF YLI A3dya F2NI ¢

IEI' H9- |+ | | Sirnple Resaurces - Microsoft Project

m Task Resource Project e Format
_-,'% Resource Form ﬁ g L_t_:ig Pj
t:; | i’g

\,ﬁ Resource Mame Farm
Schedule Work  Cost | Motes |Ohjecks

Type Details
o Resource Mame ¥ |Type * |Material ~* |Initials ¥ |Group > Max. ¥ |Std. Rate ¥ |Owt Rate -
1 Jun Cao Waorl ] 100%  S42.00/hr SET.00hr
2 Sharan Salavaria Waorl: 5 50% 1,100,00/wk s0.00/hr
5 Work T 100% 2,700,00 wk s0.00/hr
4 Tani Poe Wark T 100% 80.00/hr s0.00/hr
g ZacWwaoodall Wark z 100%  555.00/hr s0.00/hr
E g Copyeditors Wark C 400%  S45.00/hr 50.00/hr
g 7 Travel Cost T
=
&
4 [m]
Marne: | Toby Mixon Initials: | T Mazx units: | 100% = (04 ] l Zancel
Costs Base call  sSrandard -
Stdrate: | 2,700.000w | BSruser | 40,00 Group:
Owbrate: | 40,000h Accrue atl prorated *  Code:

) =)= E] = |

Toby worked on launch campaigns for Toni Poe's previous twa books.l

| e
=

(=R

oL

B

R

Notice that as soon as you started typing the note, the Previous and INgtdns changed to OK and
Cancel.

6. Click OKIn the Resource Sheet view, a note icon appears in the Indicators column.
7.t2AyG G2 GKS y2GS8S A02y GKIFG FLIISENBR ySEG G2 ¢2
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The note appears in a ScreenTip. For notes that are tog forappear in &creenTip, you can
doubleclick the note icon to display the full text of the no¥ou can also see more of long notes in
the Resource Form or in the Resouhe®rmation dialog box.

8. IntheResource FornclickPreviousto shift the focus to Sharon Salavaria afisblay her details.
Tip, 2dz Oty |faz2 OfAO1 2y {KINRYQa VYyI Y&Fomiy (KS w
9. IntheNoteshox, type{ K} NBy Q& &aidl yRI NR LJ &timdlivoikScheddleTHeR 2 dza (-
click OK.
10. On theResourcdab, in thePropertiesgroup, click theDetailsbutton. The Resource Form is closed,
leaving the Resource Sheet displayed.



