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» Start Microsoft Project save a new project plan. 
» Enter task names. 
» Estimate and record how long each task should last. 
» Create a milestone to track an important event. 
» Organize tasks into phases. 
» Create task relationships by linking tasks. 
» Switch task scheduling from manual to automatic. 
» Set nonworking days for the project plan. 
» Check ǘƘŜ ǇǊƻƧŜŎǘ ǇƭŀƴΩǎ ƻǾŜǊŀƭƭ ŘǳǊŀǘƛƻƴΦ 
» Record task details in notes and insert a hyperlink 

to content on the Web. 



» A project plan is essentially a model that you 
construct of some aspects of a project you are 
anticipatingτwhat you think will happen, or what 
ȅƻǳ ǿŀƴǘ ǘƻ ƘŀǇǇŜƴ όƛǘΩǎ usually best if these are not 
too different) 

» Project focuses primarily on time  

» You might know the planned start date of a project, 
the planned finish date, or both. But you specify only 
one date, not both. Why?  

» Because after you enter the project start or finish 
date and the durations of the tasks, Project calculates 
the other date for you. 





» Tasks represent the work to be done to accomplish 
the goals of the ǇǊƻƧŜŎǘΦ CƻǊ ǘƘƛǎ ǊŜŀǎƻƴΣ ƛǘΩǎ ǿƻǊǘƘ 
developing good practices about how you name 
tasks in your project plans. 

» Use short verb phrases that describe the work to be 
ŘƻƴŜΣ ǎǳŎƘ ŀǎ ά9Řƛǘ ƳŀƴǳǎŎǊƛǇǘΦέ 

» If tasks will be organized into phasesΣ ŘƻƴΩǘ ǊŜǇŜŀǘ 
details from the summary task name in the subtask 
name unless it adds clarity. 

» LŦ ǘŀǎƪǎ ǿƛƭƭ ƘŀǾŜ ǊŜǎƻǳǊŎŜǎ ŀǎǎƛƎƴŜŘ ǘƻ ǘƘŜƳΣ ŘƻƴΩǘ 
include resource names in the task names. 





» When working in Project, you can use  
abbreviations for durations.  
 
 
 
 
 
 
 
 
 

» Automatically scheduled tasks always have a 
duration (one day by default). Manually scheduled 
tasks, however, do not initially have any duration. 

abbreviation It appears like this and it means 

m min Minute 

h hr Hour 

d day Day 

w wk Week 

mo mon Month 


