
Table of Contents 

Copyright © 2007 Shaw Computer Systems  Page 3 of 66 

 

Introduction to Microsoft Project Table of Contents 
 
1 AN OVERVIEW OF PROJECT MANAGEMENT ......................................................................................... 4 
2 STARTING MS-PROJECT AND VIEWING AN EXISTING PROJECT ................................................... 5 

2.1.1 Opening Project ........................................................................................................................................ 5 
2.1.2 Touring the Project Window .................................................................................................................... 6 
2.1.3 Exploring Other Views ............................................................................................................................. 8 

2.2 EXPLORING VIEWS AND REPORTS................................................................................................................ 11 
2.2.1 Alternate Method of Accessing Pre-Defined Reports ............................................................................ 15 

2.3 CLOSING THE ACTIVE PROJECT.................................................................................................................... 16 
3 OPENING A PROJECT TEMPLATE............................................................................................................. 18 
4 STARTING A NEW PROJECT FROM A BLANK PROJECT................................................................... 22 

4.1 DEFINING A NEW PROJECT........................................................................................................................... 22 
4.2 SETTING NON-WORKING DAYS ................................................................................................................... 24 

5 CREATING THE TASK LIST.......................................................................................................................... 28 
5.1 ADDING THE TASKS TO A PROJECT .............................................................................................................. 28 
5.2 ESTIMATING TASK DURATIONS ................................................................................................................... 29 
5.3 ENTERING MILESTONES ............................................................................................................................... 30 
5.4 ORGANIZING TASKS INTO PHASES ............................................................................................................... 31 
5.5 LINKING TASKS ............................................................................................................................................ 33 
5.6 DOCUMENTING TASKS ................................................................................................................................. 36 

5.6.1 Documenting Tasks by Using Notes....................................................................................................... 36 
5.6.2 Documenting Tasks by Using a Hyperlink............................................................................................. 38 

6 SETTING UP RESOURCES ............................................................................................................................. 39 
6.1 SETTING UP PEOPLE RESOURCES ................................................................................................................. 39 
6.2 CREATING A RESOURCE COMPOSED OF MULTIPLE PEOPLE ........................................................................ 41 
6.3 SETTING UP EQUIPMENT RESOURCES........................................................................................................... 42 
6.4 SETTING UP MATERIAL RESOURCES ............................................................................................................ 43 
6.5 ENTERING RESOURCE PAY RATES AND MATERIAL COSTS.......................................................................... 44 

7 ASSIGNING RESOURCES TO TASKS.......................................................................................................... 45 
7.1 MATCHING PEOPLE TO TASKS...................................................................................................................... 45 

7.1.1 Assigning a Task to a Person ................................................................................................................. 45 
7.1.2 Removing a Task Assignment ................................................................................................................. 48 
7.1.3 Assigning Multiple Resources to a Task ................................................................................................ 48 
7.1.4 Assigning Multiple Tasks to a Resource ................................................................................................ 49 
7.1.5 Assigning Material Resources to a Task................................................................................................ 53 

8 TRACKING PROGRESS ON TASKS............................................................................................................. 55 
8.1 CREATING A BASELINE................................................................................................................................. 55 
8.2 TRACKING A PROJECT AS SCHEDULED......................................................................................................... 57 
8.3 ENTERING A TASK’S COMPLETION PERCENTAGE ........................................................................................ 58 
8.4 ENTERING ACTUAL VALUES FOR A TASK .................................................................................................... 60 

9 OTHER INTRODUCTION TO PROJECT SKILLS..................................................................................... 63 
9.1 CREATING A RECURRING TASK.................................................................................................................... 63 

 


