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o Numerics ®

24 hours template, 53

o/ o

actual finish date, 236
actual start date, 236
ACWP (actual cost of work performed),
258, 371
advantages of Project, 22-23
ALAP (as late as possible) constraint,
87,371
alerts, 340-341
Analysis toolbar, 270-271
ASAP (as soon as possible) constraint,
87,371
AutoFilter, 181-182
availability of resources
checking, 196-198
overview, 153
setting, 153-154
timing of project affected by, 194-195
varying availability, 154

ol e

BAC (budget at completion), 371
Base calendar, 52-53
baseline cost, 371
baselines
clearing, 221-222
defined, 371
multiple baselines, 220-221
overview, 17, 217-218
printing information in, 264
saving, 218-220
viewing information in, 264

BCWP (budgeted cost of work performed),

258, 371
BCWS (budgeted cost of work
scheduled), 371

blank project schedule, 28
budget
calculating, 155-156
fixed costs, using less expensive, 196
less time, completing project in, 196
overtime, cutting down on, 196
overview, 195-196
resources, using less expensive, 195
budget at completion (BAC), 371
budget resource, 159

oo

calculations
automatic calculations, 258-259
critical path calculations, 261-262
earned value, 260-261
manual calculations, 258-259
overview, 258
Calendar view, 42-43, 210
Calendar Wizard, 60-62
calendars. See also Project calendar
Base calendar, 52-53
copying calendars from one project to
another, 67-68
custom calendar template, creating,
65-67
defined, 371
how it works, 52-54
options, setting, 55-56
overview, 52
precedence of settings, 54
Project Guide used to make calendar
settings, 60-62
Resource calendar, 52, 63-65, 142—-143
setting, 27
sharing copies of, 67-68
Task calendar, 52, 62, 164-165
working times, 55-58
CD
customer support for, 370
Empire Suite, 366
EPK Suite 4.1, 367
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CD (continued)
Innate Timesheets, 367
installation of, 365-366
Milestones Professional, 367
Milestones Project Companion 2006, 367
MindManager Pro 6, 368
PERT Chart Expert, 368
PertMaster Project Risk, 368
PlanView Project Portfolio, 368-369
Project KickStart, 369
software included on, 366-369
system requirements, 365
troubleshooting, 369-370
using, 365-366
WBS Chart Pro, 369
Change Highlighting feature, 189-191, 372
child task. See subtasks
circular dependency, 372
Code field used to find resources, 145
collapse, 104-107, 372
columns, displaying, 47-48
combination view, 372
committed resources, 135
communication
assignments communicated to your team,
173-176
process, reviewing, 305-306
with your team, 352
completed work, reporting, 336-338
conflict resolution, 146
consolidated projects
creating, 244-245
linking settings, modifying, 246-247
overview, 244
tracking, 244-247
updating, 246
consolidated resources, 138
constraints
deadlines, setting, 88
defined, 372
Finish No Earlier Than constraint, 87
Finish No Later Than constraint, 87
how it works, 86-87
As Late As Possible constraint, 87
modifying, 274
Must Finish On constraint, 87
Must Start On constraint, 87
overview, 13, 86-87

setting, 87-88
As Soon As Possible constraint, 87
Start No Earlier Than constraint, 87
Start No Later Than constraint, 87
contact information, 341-343
contours, 171-172
cost per use, 151-152
cost resource, 133-134, 168
Cost table used to view progress, 256
cost variance (CV), 258, 372
costs
accruing, 147-149
and availability, 153-154
budget, calculating, 155-156
budget resource, 159
cost per use, 151-152
customizing cost fields, 156-159
defined, 372
fixed costs, 149-150
hourly resource rate, 151
overallocation of resource, 153-154
overtime, 152-153
overview, 147-149
paying for, 149
of resources, 131-132
critical path
calculations, 261-262
defined, 372
reviewing, 268
tasks on, 191-194
critical task, 372
crosstab, 285, 372
cumulative cost, 372
cumulative work, 372
current date line, 372
current date, setting, 27
custom fields, adding, 167-168
custom groups, 185-187
custom reports, 285-286
customer support for CD, 370
customization
of calendar template, 65-67
of cost fields, 156-159
of templates, 31
of views, 43-50
of work breakdown structure (WBS)
codes, 109-111
CV (cost variance), 258, 372
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deadline date, 88, 372
debriefings, 304-306
delegating work, 350-351
deliverables, 122
dependencies
creating, 119-121
defined, 373
deleting, 122-123
dependency links, 114
external dependencies, 121-122, 275
finish-to-finish dependency, 117
finish-to-start dependency, 116
Gantt Chart view of, 124-125
lag time, 118
lead time, 118
modifying, 274
Network Diagram view of, 124-125
overview, 12-14, 113-114
start-to-finish dependency, 116
start-to-start dependency, 117
timing of project affected by, 194
types of, 115-117
viewing, 124-125
dependency links, 114
detail task, 373
documentation, 351-352
documents, sharing, 332-334
Drawing toolbar, 213-214
drawings, adding, 213-214
duration
defined, 373
modifying, 239-240
no durations, setting tasks with, 81
overview, 12
recurring tasks, 81-83
setting, 80-81
duration variance, 373
duties of project manager, 18

oF o

EAC (estimate at completion), 258, 373

earned value, 260-261, 373

effort-driven settings, 163-164

effort-driven tasks, 85-86

e-mail

attachment used to communicate
resource assignment, 173-174
used to update projects, 229

enterprise custom fields, 373

Enterprise Global Template, 108

enterprise resources, 133

entire organization, creating resources
available to, 139-140

EPM (Enterprise Project Management), 23

estimate at completion (EAC), 258, 373

estimated duration, 373

estimating resource requirements, 135

FExcel 2007 For Dummies (Harvey), 287

FExcel Data Analysis For Dummies
(Nelson), 267

Excel task list, importing, 74-75

Excel Task List template, 74-75

exception, 373

existing project inserted into another
project including tasks, 77-78

expanding tasks, 104-107

expected duration, 373

external dependencies, 121-122, 275

external task, 373

ofF e

filter criteria, 266-267
filters
AutoFilter, 181-182
new filter, creating, 182-184
overview, 179-180
predesigned filters, 180-181
finish date, 26, 83-84, 374
finish-to-finish relationship, 117, 374
finish-to-start relationship, 116, 374
fixed costs, 149-150, 196
fixed duration tasks, 78, 163, 374
fixed unit tasks, 79, 162, 374
fixed work tasks, 79, 162-163, 374
fixed-cost updates, entering, 240-241
flexibility, need for, 354-355
footers, 296-297
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formatting
Calendar view, 210
drawings, adding, 213-214
Gantt Chart view, 211
with Gantt Chart Wizard, 207
gridlines, 212-213
layout, adjusting, 208-211
Network Diagram view, 210-211
overview, 203-204
progress lines, 254-255
reports, 292-294
task boxes, 207-208
taskbars, 204-206

oG o

Gantt Chart view
defined, 374
deleting dependencies, 122-123
of dependencies, 124-125
formatting, 211
generating tasks in, 71
layout options, 211
overview, 19, 20, 40-41
Gantt Chart Wizard, 207
generic resources, 137-138, 374
Go To command, 39
goal of project, 97-98, 276
graphics in reports, 289-292
gridlines, 212-213
grouping, 374
groups
custom groups, 185-187
new groups, creating, 185-187
overview, 184
predefined groups, 184-185
guidelines for project management
communication with your team, 352
delegating work, 350-351
documentation, 351-352
flexibility, need for, 354-355
mistakes, learning from your, 355
Murphy’s law, planning for, 349
overview, 347
phases, building project in, 347-348
research before building project
schedule, 348-349

success, measuring, 352-353
upfront work, putting in time for, 350

o o

Harvey, Greg (Excel 2007 For Dummies), 287

headers, 296-297
help features. See also Project Guide
Contents and Index, 33
Getting Started, 33
Microsoft Office Diagnostics, 33
Microsoft Office Online, 33
Microsoft Project Help, 33
overview, 32-33
Reference, 33
Show the Office Assistant, 33
help, finding resource, 199
hourly resource rate, 151
hyperlinks to tasks, 76, 122

o]e
ID number, 374
indenting tasks, 101-102, 374
indicator icons used to show progress,
250-251
information, gathering, 324
interim plans
clearing, 224-225
overview, 222-223
printing information in, 264
saving, 223-224
viewing information in, 264
IT, coordinating with, 325

o/ o

lag time, 118, 374

layout, adjusting, 208-211

layout options, 210-211

lead time, 118

legends, 297-298

leveling, 374

linking, 375

linking settings, modifying, 246-247
local resources, 133

lookup table, 157
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macros, 310-314

management of resources, 144-146

manual calculations, 258-259

manual reporting of progress on a project,
229-230

margins, 295-296

Marmel, Elaine (Microsoft Project 2007
Bible), 322, 329

material resources, 133-134, 168, 243, 375

methodologies of project management,
19-22

Microsoft Project 2007 Bible (Marmel),
322, 329

milestone, 12, 81, 375

mistakes, learning from your, 355

Mueller, John Paul (Visio 2007 For
Dummies), 287

multiple baselines, 220-221

Multiple Undo feature, 188-189

o\ o

navigating Project
changing views, 35-37
Go To command, 39
overview, 35
scroll bars, 37-39
Nelson, Steven (Excel Data Analysis For
Dummies), 267
Network Diagram view
contents of boxes in, modifying, 48-50
defined, 375
of dependencies, 124-125
format of boxes in, modifying, 49-50
formatting, 210-211
layout options, 210-211
overview, 19, 20, 41-42
new blank project, starting with, 25-29
new features in Project 2007
Change Highlighting feature, 189-191, 372
Multiple Undo feature, 188-189
overview, 187-188
Task Drivers feature, 188
night shift template, 53
node, 375

nonworking time, 375
notes, 88-89

o () o

Organizer, 308-310
outdent, 101-102, 375
outlines
click-and-drag method of moving tasks in,
103-104
collapsing tasks, 104-107
copy-and-paste method of moving tasks
in, 104
creating, 100-101
cut-and-paste method of moving tasks
in, 104
defined, 375
detail in, 98-100
expanding tasks, 104-107
goal of project, 97-98
indenting tasks, 101-102
levels of tasks in, 95
moving tasks in, 101-104
outdenting tasks, 101-102
overview, 93-94
project phases, 94-95
project summary task, 95-97
scope of project, 97-98
structuring, 97-101
subtasks in, 93-95
summary tasks in, 93-95
up and down, moving tasks, 102-104
what to include in, 98-100
work breakdown structure (WBS) codes,
107-111
Outlook, 73-74, 140-142
Overallocated Resources assignment
report, 175
overallocation
costs, 153-154
defined, 375
workload, 196-199
overtime
cutting down on, 196
defined, 375
entering, 239
overview, 152-153
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panes, 44-48
paper size, 295
parent task. See summary task
pausing tasks, 84-85
percent complete, 234-235, 375
PERT (program evaluation and review
technique) chart, 19, 375
phases, building project in, 94-95, 347-348
precedence of settings, 54
predecessor, 375
predefined groups, 184-185
predesigned filters, 180-181
previews for printing reports, 299-300
printing reports
footers, 296-297
headers, 296-297
legends, 297-298
margins, 295-296
paper size, 295
previews, 299-300
settings for, 300-301
what to print, 298-299
priorities, 375
priority assigned to project, 27
problem solving
with Analysis toolbar, 270-271
constraints, modifying, 274
dependencies, modifying, 274
overview, 263
planning for problems, 325
resources, adding, 272-273
reviewing your plan versions and notes to
understand what went wrong, 263-265
task timing, modifying, 274-275
timing, adjusting, 272
what-if scenarios, 265-270
program evaluation and review technique
(PERT) chart, 19, 375
progress
Cost table used to view, 256
data analysis used to track, 257-258
indicator icons used to show, 250-251
taskbars used to measure, 255
tracking, 327-328
Variance table used to view, 257

progress lines
defined, 376
displaying, 251-253
formatting, 254-255
overview, 251
Project
advantages of, 22-23
blank project schedule, 28
calendar, setting, 27
collaboration with your project team
online with, 23
current date, setting, 27
finish date, setting, 26
new, blank project, starting with, 25-29
priority assigned to project, 27
Project Guide used to start, 24-25
saving files, 32
schedule from start or finish of project,
26-27
start date, setting, 26
status date, setting, 27
templates, starting with, 30-32
views, 28
project, 376
Project calendar
Calendar setting, 59
Current Date setting, 59
defined, 376
overview, 52
Priority setting, 59
Schedule From setting, 59
settings, 58-59
Start Date and Finish Date setting, 59
Status Date setting, 59
Project Guide
calendar settings, used to create, 60-62
customizing, 314-315
defined, 376
hiding, 24
overview, 24, 33
showing, 24
using, 24-25
project management
baseline, 17
constraints, 13
defined, 376
dependencies, 12-14
duration, 12
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methodologies, 19-22
milestone, 12
overview, 10
phases, 11
reporting options, 16
resources, 14-15
tasks, 11-12
tracking activities, 17-18
project management software
Cobra, 358
CS Project Lite, 361
CS Project Professional, 361
DecisionCharts, 358
DecisionReports, 358
EPK-Suite, 362
Innate Resource Manager, 359
Innate Timesheets, 359
MindManuals, 359
overview, 357
PlanView Enterprise, 360
Project KickStart, 361
TeamTrack, 362
Tenrox, 360
project manager, 18. See also Project Web
Access for project managers
project phases, 94-95, 347-348
Project Server, 319, 376
project sponsor, 18
project summary task, 95-97
project team, building, 330-332
Project Web Access, 238
Project Web Access for end users
alerts, 340-341
completed work, reporting, 336-338
contact information, 341-343
overview, 335-336
reminders, 340-341
Timesheet view used to report completed
work, 336-338
viewing projects, 339
Project Web Access for project managers
advantages of, 320-321
assignments, creating, 326-327
disadvantages of, 321
documents, sharing, 332-334
features of, 325-328
information, gathering, 324
IT, coordinating with, 325
overview, 320-322

problems, planning for, 325
progress, tracking, 327-328
project team, building, 330-332
resource availability and assignments,
checking, 329-330

setup, 329
standardizing processes, 324-325
status reports, 328, 332
tasks, delegating, 326-327
team, gathering a, 323-324
training needed, 325
uses of, 322-323

proposed resources, 135

o R e

RBS (resource breakdown structure)
field, 108
recurring task, 81-83, 376
reminders, 340-341
reports
custom reports, 285-286
formatting, 292-294
generating an assignment, 174-176
with graphics, 289-292
options for, 16
printing, 294-301
standard reports, 279-285
Visual Reports, 286-289
research before building project schedule,
348-349
resizing panes, 44
resource assignment
communicating an assignment to your
team, 173-176
contours, 171-172
cost resource, 168
custom fields, adding, 167-168
deleting, 198
effort-driven settings, 163-164
e-mail attachment used to communicate,
173-174
finding resources, 165-168
fixed duration tasks, 163
fixed units tasks, 162
fixed work tasks, 162-163
material resource, 168
methods of, 168-169
modifying, 198
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resource assignment (continued)
Overallocated Resources assignment
report, 175
overview, 161
report, generating an assignment,
174-176
Resource column, adding resources
from, 169
Task calendar for, 164-165
timing of tasks effected by, 162-165
To-Do List assignment report, 175
troubleshooting, 196-198
Who Does What assignment report, 175
Who Does What When assignment
report, 175
work resource, 168
resource breakdown structure (RBS)
field, 108
Resource calendar, 52, 63-65, 142-143
Resource column, adding resources
from, 169
resource driven, 376
resource graph, 21
resource hours, entering, 237-238
resource leveling, 22, 200-202, 268, 376
resource management
Code field used to find resources, 145
conflict resolution, 146
Custom Fields used to find resources, 145
finding resources, 145
overview, 21, 144-145
Resource Notes area used to find
resources, 145
workload, balancing, 145-146
Resource Notes area used to find
resources, 145
resource pools, 139-140, 141, 376
resource sharing, 376
Resource Substitution Wizard, 376
resource usage chart, 21
resource workload
availability of resources, checking,
196-198
deleting resource assignments, 198
help, finding, 199
modifying resource assignments, 198
overview, 196

resources
adding, 272-273
committed resources, 135
consolidated resources, 138
cost resources, 133-134
costs of, 131-132
creating, 136-138
defined, 376
enterprise resources, 133
entire organization, creating resources
available to, 139-140
estimating resource requirements, 135
generic resources, 137-138
local resources, 133
management of, 144-146
material resources, 133-134
one resource at a time, creating, 136-137
Outlook, importing resources from,
140-142
overview, 14-15, 129-132
proposed resources, 135
resource pools, 139-140, 141
sharing, 138-142
task timing affected by, 134-135
types of, 133-134
using less expensive, 195
work resources, 133-134
review of finished projects
communication process, reviewing,
305-306
debriefings, 304-306
macros, 310-314
Organizer, using the, 308-310
overview, 303-304
Project Guide, customizing, 314-315
success, building on your, 306-314
template, creating a, 306-308
risk management, 21
roll up, 376

oS e

schedule from start or finish of project,
26-27

scope of project, 97-98, 276

scroll bars, 37-39

Shared Workspace, 377
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sharing resources, 138-142
sheet, 38
slack
cutting back on, 195
defined, 377
overview, 191-194
software
project management software, 357-362
on CD, 366-369
sort criteria, 265-266
space launch example tasks, 91-92
split tasks, 84-85, 377
standard reports
crosstab reports, 285
generating, 280-281
modifying, 281-284
overview, 279-280
types of, 280
standard template, 53
standardizing processes, 324-325
start date
defined, 377
entering, 83-84
setting, 26
starting tasks, 83-84
start-to-finish relationship, 116, 377
start-to-start relationship, 117, 377
status date, 27, 233-234
status reports, 328, 332
subproject, 377
subtasks
defined, 377
hiding, 104-107
in outlines, 93-95
showing, 104-107
success
building on your, 306-314
measuring, 352-353
successor, 377
summary task, 93-95, 377

oJ e

task boxes, 207-208
Task calendar, 52, 62, 164-165
Task Drivers feature, 188
Task Sheet view, 231-232
task timing
affected by resources, 134-135

modifying, 274-275
Task Usage view, 231-232
taskbars
formatting, 204-206
used to measure progress, 255
tasks. See also duration
constraints on, 86—-88
creating, 71-78
defined, 377
delegating, 326-327
effort-driven tasks, 85-86
Excel task list, importing, 74-75
existing project inserted into another
project including, 77-78
finish date, entering, 83-84
fixed duration tasks, 78, 163, 374
fixed unit tasks, 79, 162, 374
fixed work tasks, 79, 162-163, 374
Gantt Chart view, generating tasks in, 71
hyperlinks to, 76
milestones, 81
notes, 88-89
Outlook, importing tasks from, 73-74
overview, 11-12, 69-70
pausing, 84-85
recurring tasks, 81-83
saving, 89-90
settings that characterize a task,
determining, 70
space launch example, 91-92
splitting, 84-85
start date, entering, 83-84
starting, 83-84
in subprojects, 77-78
types of, 78-79
team, gathering a, 323-324
templates
creating, 306-308
custom calendar template, creating, 65-67
custom templates, saving, 31
defined, 377
Excel Task List template, 74-75
night shift template, 53
opening, 30-31
overview, 30
standard template, 53
starting with, 30-32
24 hours template, 53
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time, updating project when given more,

275-276
timescale, 38, 45-47, 377
Timesheet Professional, 230

Timesheet view used to report completed

work, 336-338
timing of project
adjusting, 272

availability of resources affecting, 194-195

critical path, tasks on, 191-194
deleting tasks, 195
dependencies affecting, 194

less time, completing project in, 194-195

overview, 191
slack, cutting back on, 195
slack, tasks with, 191-194
timing of task, 162-165, 268
toolbars. See also Tracking toolbar
Analysis toolbar, 270-271
Drawing toolbar, 213-214
tracking
assignment-timephased tracking
method, 228
assignment-total tracking method, 228
consolidated projects, 244-247
defined, 377
e-mail used to update projects, 229
gathering data, 227-230
manual reporting of progress on a
project, 229-230
material resource usage, 243
methods for, 228-229
overview, 17-18, 227-228
task-timephased tracking method, 228
task-total tracking method, 228
with Update Project, 241-242
Tracking toolbar
actual finish date, 236
actual start date, 236
durations, modifying, 239-240
fixed-cost updates, entering, 240-241
overtime, entering, 239
overview, 230-231

percentage complete, calculating, 234-235

resource hours, entering, 237-238
status date, 233-234

Task Sheet view, 231-232

Task Usage view, 231-232

training, 325
24 hours template, 53

olf o

Update Project, 241-242
upfront work, putting in time for, 350

o/ e

Value List, 378
variable rate, 378
views
Calendar view, 42-43
changing, 35-37
columns, displaying, 47-48
customizing, 43-50
Gantt Chart view, 40-41
Network Diagram view, 41-42, 48-50
overview, 39-40
panes, 44-48
timescale, modifying, 45-47
Visio 2007 For Dummies (Mueller), 287
Visio WBS Chart Wizard, 108
Visual Reports, 286-289

o[/ o

WBS (work breakdown structure)
code masks, 109
customizing, 109-111
defined, 378
displaying, 108-109
outlines, 107-111
overview, 107-108
what-if scenarios, 265-270
work resources, 133-134, 168, 378
working times, 55-58
workload
balancing, 145-146
defined, 378
workspace, 378

o/ o

Zoom command, 40
Zoom In button, 46
Zoom Out button, 46



