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Course Content 

SN Name Time 

1 Introduction to MS Project 15 mins 

2 Setting up a project 15 mins 

3 Creating Task and  Task Duration 15 mins 

4 Dependencies (Linking Tasks) 10 mins 

5 Manipulating Tasks and Constraints 10 mins 

6 Updating Project Progress 10 mins 

7 Printing & Reports 15 mins 

8 Case Studies 30 mins 
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Introduction to MS project  

Ç MS Project – Project Management Tools for  

managing Task, Resources, Track and 

Report. 

Ç MS project - Widely available as part of the 

MS Office suit and many of us are familiar 

with its user interface. 
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Main Screen overview: 

 

 

Main screen 

showing 

Gantt chart 

view 

Menu Bar 

Toolbar 

View Bar 

Introduction to MS Project 

View   | Table:….. 

Insert | Column  

View   | Zoom.. 

Format | Timescale  
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Quick demo in MS Project 2007: 
Ç Main screen Views 
Á Task View; Resource View and Combination View 

Ç Manipulate 1st screen ( Excel type) 

• Different view - View | Table: Entry; Split 1st screen (Form View); 

Show different Form View 

Ç Edit Timescale bar 

Ç Add/Remove table attributes 

Ç View/Zoom 

Ç Use of right mouse 

 

Introduction to MS Project 
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Setting up a project 

Ç Add Project information 

Ç Determine Project Start date 

Ç Edit the standard/base Calendar 

Ç Check/Edit calendar calculation options 

Ç Save the file 
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Add project information: File | Properties  

Setting up a project 
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Project Start Date: Project | Project Information  

Setting up a project 
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Edit the standard/base Project calendar:  
Ç Tools |  Change Working Time and then Click Exception tab to 

manage non-working days or holidays and Work Weeks tab for 

working days 

Setting up a project 
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Set the basic time schedule to match days with working time  
Ç Tools |  Change Working Time.  Choose Work Weeks tab | Click Details 

 

Setting up a project 
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Set holidays or non working time:  
Ç Tools |  Change Working Time Choose Exceptions tab | Select date or dates 

in the calendar 

 

Setting up a project 
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Check/Edit calendar calculation options: 

Ç  Tools | Options and click Calendar tab 

Setting up a project 
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Time units, currency, view settings: 

Ç  Tools | Options and choose View and Edit tab  

Setting up a project 
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Save the File 
 

Ç File | Save 

Setting up a project 
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Quick demo in MS Project 2007: 
Ç Add Project information 

Á File | Properties 

Ç Determine Project Start date 
Á Project | Project Information 

Ç Edit the standard/base Calendar 
Á Tools |  Change Working Time 

Ç Check/Edit calendar calculation options 
Á Tools | Options and click Calendar, 

Edit and view tab 

Ç Save the file 

 

Setting up a project 
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Creating Task and Task Duration 

Ç Add/Enter Tasks  

Ç Creating Summary Tasks and Sub Task 

Ç Hide or Display Tasks 

Ç Enter Durations of Tasks 
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Input Tasks and create WBS: 

Ç Click Gantt Chart from view bar and Input tasks 

 

Creating Task and Task Duration 
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Input Tasks and create WBS: Task Form View 

Ç Windows | Split (Click Right mouse to unhide, othersé) 

Creating Task and Task Duration 
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Tasks Duration: 
 

10d? – Estimated 

10d - Normal 

Enter Duration in Duration column 

Creating Task and Task Duration 
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Task and Summary Task:  
Ç Use Indent / outdent buttons to create Summary task 

Ç Use show to activate a view level on your tasks 

Creating Task and Task Duration 
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Quick demo in MS Project 2007: 

 

Ç Add/Enter Tasks  

Ç Creating Task and Summary Tasks 

Ç Hide or Display Tasks 

Ç Enter Durations of Tasks 

 

 

Creating Task and Task Duration 
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Dependencies- (Linking Tasks) 

 

Ç What is Dependencies ? 

Ç Types of dependencies 

Ç Create Task Dependencies 
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What is Dependencies ? 

Ç Tasks need to be linked 

Ç Linking tasks defines a dependency between their 

start and finish dates. 

Ç Four types of task dependencies: Finish-to-start 

[FS], Start-to-start [SS], Finish-to-finish [FF], and 

Start-to-finish [SF].). 

Ç We can define Lag and Lead Time 

Dependencies- (Linking Tasks) 
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Link type Example 

Finish-to-Start (FS) 

The successor task cannot start until the 

predecessor task finishes.When you link 

two tasks, the Finish-to-Start dependency 

is created by default. 

Start-to-Start (SS) 
The predecessor task must start when 

the successor task starts.  

Finish-to-Finish (FF) 
The predecessor task must finish when 

the successor tasks finishes.  

Start-to-Finish (SF) 

The successor task cannot finish until the 

predecessor task starts. This is not widely 

used. 

Dependencies- (Linking Tasks) 
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Create Task Dependencies: (1st Method) 
Ç Step-1: Select the Tasks to Link 

Ç Step-2: Select the Link Tasks icon from the tool bar. 

 • To unlink the Tasks, 

select the Unlink Tasks 

button.  

• Can Link and Unlink to 

the non-contiguous tasks 

as well. 

• Click Link Arrow to 

enter the Dependencies 

types. 

Dependencies- (Linking Tasks) 
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Create Task Dependencies: (2nd Method) 

Ç Project - Task Information and Click Predecessors tab 

 

Dependencies- (Linking Tasks) 



Rural Access Programme 
Development through access 

Create Task Dependencies: (2nd Method) 

Ç Project - Task Information and Click Predecessors tab 

 
• Double Click Task 

• Click the Predecessors Tab 

• Enter Predecessor, 

Dependency Type and 

Lag&Lead Time 

 

• Try clicking Link Arrow to 

Enter Type and Lag. 

Dependencies- (Linking Tasks) 
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Quick demo in MS Project 2007: 

Ç Link the tasks 
Á Using Link icon 

Á Project - Task Information and Click Predecessors tab 

Ç Define Dependency type 
Á Select the Task and  Project |Task Information and Click 

Predecessors tab 

Ç Set Lag and Lead time 
Á Select the Task and  Project |Task Information and Click 

Predecessors tab 

 

Dependencies- (Linking Tasks) 
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Manipulating Tasks & Constraints 

Ç Task Notes 

Ç Milestones 

Ç Constraints 
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Task Notes: 

Provide more details about activity such as Risk or 

Uncertainty. 

Ç Project | Task Information and click Notes tab (or 

Double click Task and click the Notes tab) 

 

Manipulating Tasks & Constraints 
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Milestones: 

Ç Project | Task Information and click Advanced tab 

(or Double click Task and click Advanced tab) 

Manipulating Tasks & Constraints 
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Constraints: Constraints are applied to your tasks to 

impose restrictions on the way that the task's start and 

finish dates are calculated. 

Ç Set a Deadline for a task 

Ç Change the Constraint type for a task 

Ç Constraint date 

Manipulating Tasks & Constraints 
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Constraint type Constraint name 

Flexible As Late As Possible (ALAP) 

Flexible As Soon As Possible (ASAP) 

Semi-Flexible Start No Earlier Than (SNET) 

Semi-Flexible Finish No Earlier Than (FNET) 

Semi-Flexible Start No Later Than (SNLT) 

Semi-Flexible Finish No Later Than (FNLT) 

Inflexible Must Finish On (MFO) 

Inflexible Must Start On (MSO) 

Manipulating Tasks & Constraints 
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Deadline: 

A target date indicating when you want a task to be 

completed. Project displays an indicator if the task is 

not completed in deadline date and don't usually affect 

task scheduling. 

Constraint Date: 

The specific date associated with certain constraint that 

a task must start on or finish no later than a particular 

date. Linked with Constraint type. 

 

 

 

 

Manipulating Tasks & Constraints 
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Quick demo in MS Project 2007: 

 

Ç Task Notes: 
Á Project | Task Information and click Notes Tab (or 

Double click Task and click the Notes tab) 

Ç Milestones: 
Á Project | Task Information and click Advanced tab 

(or Double click Task and click Advanced tab) 

Ç Constraints:  

Á Project | Task Information and click Advanced tab 

(or Double click Task and click Advanced tab) 

 

Manipulating Tasks & Constraints 
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Printing & Reports 

Ç Using print preview 

Ç By Creating Print Screens 

Ç Viewing and printing reports 
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Ç Using print preview 

First get the information on the screen as you would 

like to see it printed, then choose 

Ç File | Print Preview 

 

Printing & Reports 
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Ç By creating print screen 

 

Printing & Reports 
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Printing & Reports 
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Thanks 
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Project Progress Tracking 

Ç Once project starts, now to begin tracking the 

actual progress of tasks and resources. 

Ç Tracking is the process of gathering and 

entering task information into the schedule. 

Ç To begin tracking progress, a baseline plan 

should be set 
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Project Progress Tracking 
Objectives: 

Ç Setting up a Baseline. 

Ç Updating Project Progress Data. 

Ç Track the actual progress of tasks 

Ç Compare baseline data to actual data 
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Tracking Progress:  

Five types of actual data can be entered in MS 

Project: 

Ç Actual start and finish dates 

Ç Percentage completion 

Ç Actual duration and remaining duration 

Ç Actual and remaining work 

Ç Actual and remaining costs 
 

Note: Finally comparing the Baseline to Actual Data 

 

 

Updating Project Progress 
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How to set a Baseline: 

Ç To save a Baseline Plan:  

Á Select Tools | Tracking | Set Baseline from Menu bar 

Á Ensure Entire project is selected 

Á Click OK 

 

 

Updating Project Progress 
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Entering Actual Dates: 

Ç Make sure in Gantt Chart View with Table:Entry. 

Ç Select the task  

Ç Select Tools | Tracking | Update Tasks –Dialog 

box appears as: 

 

Updating Project Progress 
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Entering Actual and Remaining Durations: 

Ç Make sure in Gantt Chart View with Table:Entry. 

Ç Select the task  

Ç Select Tools | Tracking | Update Tasks –Dialog 

box appears as: 

 

Updating Project Progress 
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Entering Percentage Completion: 

Ç Select the task  

Ç Select View | More Views… | Task Sheet – Press 

Apply 

Note: Gantt chart has been removed from view 

Ç Again, View | Table:Tracking 

Ç Again View | Toolbars |Tracking 

Display tool menu and can select 

From the tool menu: 

 

Updating Project Progress 
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Entering Percentage Completion: 

Ç Select the task  

Ç Select View | More Views… | Task Sheet – Press 

Apply 

Note: Gantt chart has been removed from view 

Ç Again, View | Table:Tracking 

 

Updating Project Progress 
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Entering Actual Work: Update or report actual work hrs 

Ç Select View | Task Usage 

Ç Again, Format | Details and then select Actual Work 

 

Updating Project Progress 



Rural Access Programme 
Development through access 

Entering Changes in Fixed Costs:  

Ç Select Gantt chart view 

Ç Select View | Table: Cost 

Ç Select Task and Enter Fixed cost column to some 

value 

 

Updating Project Progress 



Rural Access Programme 
Development through access 

Comparing the Baseline to Actual:  

Ç Project with a baseline serve as a basis for 

comparing costs, work and dates for task and 

resources. 

Ç Project baselines and actual data can be viewed 

graphically in charts or numerically in tables. 

Updating Project Progress 
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Comparing the Baseline to Actual:  

Ç The following tools in MS Project to analyse and 

compare baseline, actual and scheduled data 

Updating Project Progress 

Tool Type Description 

Tracking Gantt Chart 
Displays the actual and baseline information for tasks in a 

graphical format (View | Tracking Gantt) 

Variance Table 
Displays the difference between actual information and 

baseline information (View | Table:Variance) 

Work Table 
Displays the difference between actual and baseline work 

hours   (View | Table:Variance) 

Cost Table 
Displays the difference between actual and baseline costs 

(View | Table:cost) 

Cost Overbudget Task Filter 
Displays all tasks with a cost greater than baseline cost 

(View | Table:Variance) 

Slipping Tasks Task Filter Displays all tasks that are behind in schedule (Filter Task) 

Work Overbudget Resource Filter 
Displays all resources with scheduled work greater than 

baseline work. (Filter  Task) 
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Comparing the Baseline to Actual: 

Ç Project | Project Information and then Statistics tab 

 

 

Updating Project Progress 
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Comparing the Baseline to Actual: 

Ç On the View | Tracking Gantt. (In the chart area, 

the baseline information is shown as the lower of the 

two Gantt bars for each task) 

 

 

Updating Project Progress 
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Comparing the Baseline to Actual: 

Ç On the View | Network Diagram. (The Network 

Diagram view display tasks and task dependencies 

in a network or flowchart format) 

 

 

Updating Project Progress 
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End. 

Updating Project Progress 


