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Unit 02: Working with Project Calendars

 Manage Project Time Frames

 Change Working Time
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Topic A: Manage Project Time Frames
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The Project Information Dialog Box
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Project Start and Finish Dates
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Base Calendars

Calendar Description

Standard

8:00 AM to 12:00 PM

1:00 PM to 5:00 PM

Monday through Friday

Night Shift

12:00 AM to 3:00 AM 

4:00 AM to 8:00 AM 

11:00 PM to 12:00 AM 

Tuesday through Friday

12:00 AM to 3:00 AM 

4:00 AM to 8:00 AM 

Saturday

24 Hours
24 hours a day

7 days a week
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Topic B: Change Working Time
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The Change Working Time Dialog Box
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Legend Item Meaning

Labor is being performed on this date.

Labor is not being performed on this date.

The period of time when labor is being performed on this date is different than a normal 

working day.

Working hours on this date are different than usual.

Working hours during this entire week are different than usual.

The Legend
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Exceptions
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A Full-Day Exception

 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

  



Slide 11 

 

OV 2 - 11

Working Times Exception Details
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Exception Recurrence Pattern
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Reflective Questions

1. Will you schedule your next project from a start date or an end date, and why? 

Which base calendar will you select for your next project, and why? 

2. What exceptions to the base calendar will you add to your next project? Will 

they be recurring?
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Review Questions: 

1. _______ is whenever labor is being performed on a project, on a task, or by a 

resource. 

A. Non-working time 

B. Overtime 

C. Working time 

D. Scheduled time 

 

2. Which of the following is NOT a base calendar provided by Microsoft Project 

2013? 

A. Day Shift 

B. Night Shift 

C. 24 Hours 

D. Standard 

 

3. True or False: By default, Microsoft Project 2013 schedules all new projects from 

a finish date. 

A. True  

B. False 

 

4. Which of the base calendars is the default for all new files in Microsoft Project 

2013? 

A. 24 Hours 

B. Standard 

C. Day Shift 

D. Night Shift 

 

5. An ________________ is a day or week when working time is different than what 

is normal for the base calendar. 

A. Appointment 

B. Omission 

C. Exception 

D. None of the above 

  



Answer Key: 

1. C 

Working time is whenever labor is being performed on a project, on a task, or by 

a resource. 

 

2. A 

Microsoft Project 2013 provides three base calendars: Standard, 24 Hours, and 

Night Shift. 

 

3. B 

False. By default, Microsoft Project 2013 schedules all new projects from a start 

date. 

 

4. B 

The standard base calendar is the default for all new files in Microsoft Project 

2013. 

 

5. C 

An exception is a day or week when working time is different than what is normal 

for the base calendar. 

 

 

 


