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Start Microsoft Projecsavea new projectplan.
Entertask names.

Estimateand record how long each task should last.
Createa milestone to track an important event.
Organizdasks into phases.

Createtask relationships by linking tasks.
Switchtask scheduling from manual to automatic.
Setnonworking days for the project plan.

Checki KS LINRP 2SO0 LX IFyQa 2.

Recordiask detalls in notes and insert a hyperlink
to content on the Web.
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» A project plan is essentially a model that you
construct of some aspects of a projgciu are
anticipating what you think will happen, or what
e2dz ¢ yi O Bsudy bedifibese ateinat Q &
too different)

» Project focuses primarily on time

» Youmight knowthe plannedstart date of a project,
the planned finish date, or botlBut youspecify only
one date, notooth. Why?

» Becauseafter you enter the project start or finish
date and thedurations ofthe tasks, Project calculates
the other date for you.

Creating & New Profect Plan 2
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Taskgepresent the work to be done to accompllsh
the goalof theLIN2 2 SO0 ® C2 NJ U KA
developing good practices about how yoame
tasksin your project plans

Use short verb phrases that describe the work to be
R2Yy S2Z 3®ROK K& ydza ONR LI PE
If tasks will be organized infthaseg R 2 Y Q
details from the summartask naman the subtask
name unless it adds clarity
AMihdhaiEanuanjdi i s it s
Include resource names the tasknames.

Entering Task Names >
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» When working in Project, you caise
abbreviations for durations.

m min Minute
h hr Hour
d day Day
W wk Week
mo mon Month

» Automatically schedulethsks always have a
duration (one day by defauItManuaIIy scheduled

Entering Durations




