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Topic A: Project Management 101
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Project

 Project

 A temporary initiative to create a 

unique result.

 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

  



Slide 4 

 

OV 1 - 4

Project Management

 Project Management 

 The administration and supervision 

of projects using a well-defined set of 

knowledge, skills, tools, and 

techniques.
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Project Management Processes

Processes Activities

Initiating
The project's goal is defined and the project is authorized. The output of this process is 

often a project charter.

Planning
The project's scope, time, cost, and other details are determined. The output of this 

process is a project plan.

Executing Tasks are performed and resources are utilized to accomplish the project plan.

Monitoring and 

Controlling

The project's progress is tracked and corrective action is taken when necessary to 

keep the project on track.

Closing
The project's product, services, or end result is accepted by those who authorized it 

and the project is brought to an orderly conclusion.
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Project Management Processes Map

Monitoring and Controlling

Initiating Closing

Planning

Executing
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Project Management Knowledge Areas

Area Function

Integration Unifying and coordinating the many different facets of the project.

Scope
Determining what work is needed to complete the project successfully and ensuring 

that work (and only that work) is performed.

Time
Estimating how long the work will take, planning when the work will be performed, and 

making sure the work is done according to schedule.

Cost
Estimating how much it will cost to perform the work and ensuring that the work is done 

within budget.

Quality Ensuring that the work is done in a way that it meets agreed-upon specifications.

Human Resources Assigning and managing the people who will do the work.

Communications
Making sure that the right project information is shared with the right people at the right 

time.

Risk Predicting and mitigating project problems and opportunities.

Procurement Finding and buying outside resources needed to perform the work.
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Triple Constraint

Scope

TimeCost
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Sponsors and Stakeholders

 Sponsor
 The person in an organization who authorizes, supports, and approves a project.

 Stakeholder
 Anyone who is actively involved in a project or has an interest in its outcome.
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Topic B: Navigate and Customize the Project 2013 
Interface
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The Start Screen
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Methods for Creating New Projects
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Project Templates

 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

  



Slide 14 

 

OV 1 - 14

Gantt Chart View
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The View Bar
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The Quick Access Toolbar

 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

  



Slide 17 

 

OV 1 - 17

The Ribbon
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The Backstage View
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The Timeline
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The Status Bar
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Topic C: Add Tasks to a Project
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Project Tasks

Project

Task Task Task Task Task

 Task
 A specific chunk of project work.
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Manually Scheduled 
vs. Auto Scheduled Tasks

 Manually 

scheduled
 You control the task’s 

start date, end date, 

and duration.

 Default in Microsoft 

Project 2013.

 Fine for new and 

simple projects.

 Auto scheduled
 Microsoft Project 

2013 controls the 

task’s start date, end 

date, and duration.

 Best for more mature 

and complex 

projects.
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Task Information Dialog Box
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Task Durations

 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

  



Slide 26 

 

OV 1 - 26

Task Links

 A link is a dependency between the 

start and finish dates of two tasks.

 Linked tasks may have predecessors 

and successors.

 Changing a linked task affects its 

successors.

 The default link between tasks is 

Finish-to-Start (FS).

 Links between tasks are indicated 

with arrows.
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Topic D: Add Resources to a Project
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Project Resources

Other Costs

Materials

People

Equipment

Project task

 Resources
 People, equipment, materials, or other costs 

that are used to accomplish a project task.
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Resource Sheet View
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Resource Information Dialog Box
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Topic E: Save a Project
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The Save As Screen
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Reflective Questions

1. What is your next big project—either at work or at home? 

2. What tasks will need to be performed to complete your next project? What 

resources will you have available to assign to those tasks?
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Review Questions: 

1. True or False: The Gantt Chart is the default view in Microsoft Project 2013. 

A. True   

B. False 

 

2. A temporary initiative to create a unique result is a ____________. 

A. Project  

B. Gantt Chart 

C. Template 

D. None of the above 

 

3. Which of the following is NOT one of the five project management processes? 

A. Initiating 

B. Executing 

C. Escalating 

D. Closing 

 

4. A ____________ is anyone who is actively involved in the project or has an 

interest in its outcome. 

A. Project manager 

B. Triple constraint 

C. Participant 

D. Project stakeholder 

 

5. What is the gradual, progressive increase in a project's scope?  

A. Triple constraint 

B. Time creep 

C. Cost creep 

D. Scope creep 

 

 

 

  



Answer Key: 

1. A 

True. The Gantt Chart is the default view in Microsoft Project 2013. 

 

2. A 

A temporary initiative to create a unique result is a project. 

 

3. C 

The five project management processes are initiating, planning, executing, 

monitoring and controlling and closing. 

 

4. D 

A project stakeholder is anyone who is actively involved in the project or has an 

interest in its outcome. 

 

5. D 

Scope creep is the gradual, progressive increase in a project's scope. 

 

 

 


