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Unit 01: Starting a Project

= Project Management 101

= Navigate and Customize the Project 2013 Interface
= Add Tasks to a Project

= Add Resources to a Project

= Save a Project
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= Project
= Atemporary initiative to create a
unique result.




Slide 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

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

lptiatnd often a project charter.

Plannin The project's scope, time, cost, and other details are determined. The output of this
9 process is a project plan.

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

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

Controlling 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
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Project Management Knowledge Areas

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

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

Seepe that work (and only that work) is performed.

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

RS making sure the work is done according to schedule.

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

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.

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

Communications q
time.

Risk Predicting and mitigating project problems and opportunities.

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

Project

Recent

You haven't opened any projects recently. To browse
for a project, start by clicking on Open Other Projects.

@ Open Other Projects

Search for online temp 0 I

Suggested searches: Business |

Construction

Marketing  Products

Project Manager

logicaloperationsprojectmanager@live.com

Switch account

Blank Project

Get
| Started

Welcome to Project

SOFTWARE
DEVELOPMENT
PLAN

i
!
i
f
H
:
H

i[l'{l

i
i
e

New from existing project

New from Excel workbook

Residential Construction
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Methods for Creating New Projects

Blank Project New from existing project New from Excel workbook New from SharePoint Tasks.

SOFTWARE
DEVELOPMENT

- PLAN
Get
Started

Welcome to Project Software Development P.. New Product Launch Commercial Construction
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Project Templates

Residential Construction Market Research Schedule

kG ]
DMAX CYCLE

Six Sigma DMAIC Cyde Customer Service

New Business Plan

Annual Report Preparati..

SOX COMPLIANCE &
TECHNOLOGY OPTIONS

SOX Compliance and Tec

Merger or Acquisition E
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Gantt Chart View

ﬂa 3 - B GANTT CHART TOOLS ~ Residential Construction(2) - Project Professional (Trial) ?7 — 0O X
TASK ~ RESOURCE ~ REPORT ~ PROJECT  VIEW FORMAT Project Manager ~ a X
o . - + .
0 % b 2 Teees TMakenTe . e =2 m b
Gontt | Pash By - » PRespectlinks ot o sk q =] ¢
an aste B 71U “A- = 5 ® &5 Manua uto asl
chart- - il TS Inactivate Schedule Schedule. 7 -
View Clipboard Font 3 Schedule Tasks Insert Properties Editing ~
x v
Task Jov25,12 Dec23,'12 Jan 20, '13 Feb 17,13 Mar17,'13  Aprl4 §
@ |Mode - TaskName . Duration - Start L Finsh| T M F T s w s T M F T s w s
calend: | @ = < Residential 152days  Thu Fri 8/
Construction 1/10/13
1 = 4 General Conditions 21 days, Thu 1/10/13 Thu2, [ |
2 = Finalize plans and 20 days Thu1/10/13 Wed 2 General contractor[50%],Archif]
Gantt develop estimate
Chart with owner,
architect
3 - Sign contractand 1 day Thu2/7/13  Thu2/ General contractor, Architect,O]
notice to proceed
Networ
Diagrar | 4 - 4 Apply for Permits 0 days Thu2/7/13 Thu2, o277
S 5 - Secure 0days Thu2/7/13  Thu2/ &2/7
Task foundation
Form permit
6 - Secure framing 0 days Thu2/7/13  Thu2/ 277
i) permit
Task
Sheet | 7 = Secure electrical 0 days Thu2/7/13  Thu2/ &42/7 -
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The View Bar

Gantt
Chart

MNetwor
Diagrar

=

Task
Form

=-{C]
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The Quick Access Toolbar -

41

@ EH S
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The Ribbon

[ S
- TASK | RESOURCE
[ o
| & &5
Team Assign  Resource

Planner = Resources Poaol =
View Assignments

REPORT

Insert

GAMTT CHART TOOLS  Residential Construction(2) - Projes

PROJECT  VIEW FORMAT
— ™ . I
= .,.- _)-_ |=] Leveling Options
- = Clear Leveling
Details Level Level . N sl .
o Resource Al i Mext Owerallocation

Properties Level




Slide 18

The Backstage View

Residential Canstnuction(2) - Project Probessional (Trial

Info

Project Web App Accounts Pragject Information -
Marage
Accauns

Firish Date

o trom St

" Organize Global Template

e views, reparts, and ather elements between proje

and the global temalate
Organizer
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The Timeline

Fo 2 s e a3 pun 2 Jui 13 13
527 | General Conditions Si Foundation Framing Utlity Rough-837Ins. Landscaping Final | P50
TrU IO | 1100713 - Thu 2713 B Wed 2/13/13 - Thu 411713 FA412/13 - Mon S/13/13  Thu S/16/13 - Thu Mon /1503 Wed | F1E13
Dryin Exterior Finishes
Mon 5/13/13 - Tue Wed 612713 - Man
Interior Finishes
Wed 6/12/13 - Tue T/23/13
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The Status Bar -

READY D .-)' MNEW TASKS : AUTO SCHEDULED
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Topic C: Add Tasks to a Project -
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Project Tasks -

Project

= Task

= A specific chunk of project work.
Task | Task | Task | Task | Task
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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.

&

REPORT  PRIOJECT

+ Commercial 344 days

Canstruction

+ General Conditions 17 days
Receive notice to 3 days
proceed and sign
contract
Submitbondand 2 days
insurance
documents
Prepare and submit 2 davs
project schedule

Prepare and submit 2 days
schedule of values

PR Obtainbulding 4 days
= permits
] - Submit preliminary 2 whs
shop drawings

GANTT CHART TOCLE. Commercial Carstructicn(3] - Project Professional (Trial) 7 — o x

At
Schedule

Smaa

Thu
1/10/13
Thu 1/16/13
Thi 1/20/13

Tue 1/15/13

Thu 1/17/13

Man 1/21/13

Tue 1/15/13

Mon 1/21/13

Tue 5.

21

Mon1

Wed 1

Fri 11

Tue 1/

Fil/1
i 2/1

[
. G.C. General Management

76.C. Project Management.G.C. General Man

| G.C. Project Management[25%).G.C. Sched.

7 6.C. General Management[10%1,G.C. Proje

1 G.C. Project Management[50%].G.C. Procur

. G.C. Project Management[50%].G.C. Pro.
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Task Information Dialog Box

Task Information - g

General | predecessors| Resources| Advanced| Notes | custom Fields

Name:  Prepare and submit project schedule Duration: | 2 days || || Estimated
Percent complete: | 0% z Priority; | 500 =
Schedule Mode: () Manually Scheduled [ inactive

Auto Scheduled

Dates
i
Start:  Thu 1/17/13 w  Finish:  Fri 1/18/13 -

- i
[ I Display on Timeline
[ vide Bar

Rolluj

[“IRotiup i
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Task Durations

General | predecessors | Resources| Advanced| Notes | Custom Fields|

Name: | Place concrete for foundations & basement walls Ipuramn: 122 2 [V|gstimated
Percent complete: 0% =

Priority: | 500 =
Schedule Mode: () Manually Scheduled

Inactive
© Auto Scheduled

Dates
Start  Thu2/7/13 v Einish:  Fri 2/22/13

Display on Timeline
Hide Bar
Rollup

selp
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Task Links

B |yose - Taskname » Duratian

i Duratic - Start ~ Finish - Predecessars - M
x Predessor Task 5 days Tue 11/13/12  Mon 11/18/12 :
b Task 3 days Toe 11/20/12  Thu11/23/12 1 —
= Succesar Task & days Fillf23/12  Filyfaofa 2 [

= Alink 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

People
Equipment

= Resources

= People, equipment, materials, or other costs
that are used to accomplish a project task.

¥

Project task
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Resource Sheet View

ﬂa 3 - B RESOURCE SHEET TOOLS Commercial Construction(3) - Project Professional (Trial) ?7 — 0O X
TASK ~ RESOURCE ~ REPORT ~ PROJECT  VIEW FORMAT Project Manager ~ a X
“D g" _ [catibr ] mEmees "_‘a'k”" Track - i t‘:
Gantt Paste & B 1y e A- Respectlinks el Ao 2 Task trmation = | seoll &
chart- - - = hactvate Schedule Schedule FB7 |~ to Task B
View Clipboard Font 3 Schedule Tasks Insert Properties Editing ~
x v
@  Resource Name ~ Type ~ Material - Tnitials  ~ Group ~ Max. ~ Std.Rate ~ OvtRate - Cost/Use ~ Accrue ~ Base 4|
7 G.C. Survey Crew  Work G 100%  $0.00/hr  $0.00/hr $0.00 Prorated  Stanc
Trackin| 8 |® G.C. Rough Work G 100%  $0.00/hr  $0.00/hr $0.00 Prorated Stan
Gantt Carpenter Crew
9 @ G.C.LaborCrew  Work G 100%  $0.00/hr  $0.00/hr $0.00 Prorated  Stan
E 10 @ G.C. Concrete Work G 100%  $0.00/hr  $0.00/hr $0.00 Prorated Stan
Resour¢ Crew
Fform |11 ® G.C. Finish Work G 100%  $0.00/hr  $0.00/hr $0.00 Prorated Stan
Carpenter Crew
2 @ Site Grading Work s 100%  $0.00/hr  $0.00/hr $0.00 Prorated Stan
Contractor
Resour(| 13 |@ Plumbing Work P 100%  $0.00/hr  $0.00/hr $0.00 Prorated Stan(
Graph Contractor
3 14 Plumbing Contracto Work P 100%  $0.00/hr  $0.00/hr $0.00 Prorated  Stanc
15 @ Electric Contractor Work E 100%  $0.00/hr  $0.00/hr $0.00 Prorated Stan:
Resourc| 16 Electric Contractor | Work E 100%  $0.00/hr  $0.00/hr $0.00 Prorated ~ Stanc
Sheet | 17 @ HVAC Contractor  Work H 100%  $0.00/hr  $0.00/hr $0.00 Prorated  Stant
18 HVAC Contractor M Work H 100%  $0.00/hr  $0.00/hr $0.00 Prorated  Stanc
E 19 Elevator Contractor Work E 100%  $0.00/hr  $0.00/hr $0.00 Prorated ~ Stanc
Resour] 20 Elevator Contractor Work E 100%  $0.00/hr  $0.00/hr $0.00 Prorated  Stanc
Usage | 21 |® Steel Erection Work s 100%  $0.00/hr  $0.00/hr $0.00 Prorated  Stan:”|
[SH K »
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Resource Information Dialog Box

Resource Information

Default Assignment Owner:

Resource Availability

Available From | Available To Units.

NA NA 100%

| »

-
General' Costs. | Nntesl Custom Fields.

Resource name: HVAC Contractor Management Initials: H

Email Group:

Booking type Committed Type Work -

Material |abel

["] Generic  ["]Budget

Inactive

petais. | [ ok | [ cancal
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Topic E: Save a Project -




Slide 32

The Save As Screen

&l Proiect Manager's SkyDrive

Bacers i nkders
Prijoct Managirs SkyDriv
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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?




Questions
and

Answers




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.



