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What is Microsoft Project?

* Microsoft Project (or MSP) is a project
management software program

* |tis designed to assist project managers in:
e developing plans
e assigning resources to tasks
e tracking progress
e managing budgets
e analyzing workloads

«Author: Jovan Varga (slide 2-3)



Short History of MSP

* The first Windows version in 1990
* During 1990’s there were also versions for Mac

* The latest version for Windows is Microsoft Office

Project 2013
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1. Go to file, select Blank Project.

Search for online templates

Project

Recent
Simple Plan.mpp
Desktop

Projectl.mpp
C: » Users » Prodi » AppData » Roaming »

Commercial Construction.mpt
Users » Prodi » AppData » Roaming » Blank Project

New from existing project

Create a budgetmpt
C: » Users » Prodi » AppData » Roaming »

Welcome to Project{2).mpt
» Users » Prodi » AppData » Roaming » 9

Welcome to Projectmpt
C: » Users » Prodi » AppData » Roaming » = G et
Started

Welcome to Project

[ Open Other Projects

CREATE A BUDGET e e -

Suggested searches:  Business  Construction  Marketing  Products

? - 8 X

Sign in to get the most cut of Office

Learn mare
8
[ e
New from Excel workbook New from SharePoint Tasks List
SOFTWARE L e
DEVELOPMENT =T -
PLAN = 1 = —
Software Development Plan New Product Launch
.
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Set all criteria.
Click File, then Project Option

TUTORIAL

- g
H \\ S Project Options — —
TA§§ RESOURCE

Sign in

)

| General . . . . -
{ p! @ 'D |_|1~|_| = = e E‘E- General options for working with Project. ~ | | [+] Outline Number
\ ot Gridlind L g g g Display P Project Summary Task n
S{ _”"} ayou Conlsuemn eiife Schedule User Interface options E| | & Summary Tasks ra\cv\rlng
Format Cal Proafing ScreenTip styler | Show feature descriptions in ScreenTips EI L show/Hide Drawings &
Tod.
= Save . .
5 5:00 AM Project view |4:00 P
"'EJ Start Language Finish
= Fri12/5/14 4 J Default view: | Gantt with Timeline EI Fri12/5/14
Advance
E Date format:  |'Wed 1/28/09 EI = Decid 14 Decal 14
Customize Ribbon ks ey
Task Name . . . F/ S|S/ M T W T FI5|5MT W
3 ) Personalize your copy of Microsoft Office
1 |41 Pendahuluan Quick Access Toolbar
2 1.1 Pengukuran dan Pal| | dd-Ine User name: Prodi T. Sipil-UPJ
3 1.2 Air kerja + Listrik K{ itials:
! - Trust Center Initials: PTS
4 1.3 Gudang Material [] Always use these values regardless of sign in to Office,
5 1.4 Buangan sampah Office Theme: |Light GraylZI
6 |4 2 Pekerjaan Tanah
7 2.1 Galian Pondasi & 5| e ontens
E 8 2.2 Urugan pasir bawa Show the Start screen when this application starts
g T=100 mm
E 9 2.3 Pondasi batu kali, 4
= 10 2.4 Lantai kerja bawah [/
=T
g o1 2.5 Urugan tanah kemb)
12 2.6 Urugan tanah untuk
13 2.7 Rabat beton dibawall
14 2.8 Urugan pasir bawah
15 2.9 Anti rayap

16 |« 3 Pekerjaan Struktur Lal}
17 4 3.1 Beton
18 3.1.15loof [
19 3.1.2Kalom 1 \

QK J’ Cancel ]
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@ H - [Projecl Opticns M
FILE TASK RESOURCE Rl
— R ﬁ?ﬂh\ . . . it =
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T Gridli L = I u L—|* al Display “ r Project Surmmary Task
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Styles . i Column 4 cH Schedule 1 Calendar options for wﬂm&&\ﬂ] Projectl lz‘ *| | [7] Summary Tasks
Format Co \ Proofing ,,I Week starts on: I, Sunday [I?. Show/Hide
= m = Eiscal year starts i{l: January El'
8:00 AM 4:00 PM
E Start anguage Qze‘t\arting 3—'earfcr;lnumbering |
= Fri12/5/14 ’ Advanced Default start time: gmw E Thgse times are assignec.! te task; when you enter a start or
:’ finish date without specifying a time, If you change this = -
Customize Ribban Default end time: PM IZI setting, consider matching the project calendar using the Decl4, '14
Task Name B - H d = Change Working Time command on the Project tab in the F | S|S M T W T F
1 |41 Pendahuluan | Quick Access Toolbar urs per gay: z ribbon. =
2 1.1 Pengukuran ddn Pall| | Add-1ne Hours perweek:f' |40 =
3 1.2 Air kerja + Listrik K et Conter Days per mon 20 =
L] 1.3 Gudang Material i
Schedule
5 1.4 Buangan sampah
G |a?2 Pekerjaan Tanah Show scheduling messages
7 2.1 Galian Pondasi & 5 Show assignment units as a: PercentagelZ‘ -
-
E 8 2.2 Urugan pasir bawa Y \\
§ T=100 mm Scheduling options for this project: ﬂ;’PrOJEd‘l E
] : :
E 2 2.3 Pondasi batu kali i New tasks created: h{anually ScheduledE
10 i kerj
E 2.4 Lantai kerja bawah |1 Auto scheduled tasks scheduled on: Ph){ect Start DateB
g 1 25U tanah k
= 26 Umgan anah emﬂl Duration is entered in: ays\.E'/
-6 Urugan tanah untu
& 27R l;g b dib Work is entered in: Hours El
-7 Rabat beton dibawal
14 2au irb H Default task type: Fixed Units EI
_ rugan pasir cawal . ] ) ) i
15 2.9 Anti rayap [] Mew tasks are effert driven Tasks will always honer their constraint dates
16 | 4 3 Pekerjaan Struktur Laj) [T] Autolink inserted or moyfd tasks (i Show that scheduled tasks have estimated durations
17 4 3.1 Beton Split in-progress tasks Mew =cheduled tasks have estimated durations -
18 3.1.15loof [ ok || cancel |
19 3.1.2Kolom 1
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Click Scedule, Change week start, and change new task

created into auto schedule

Sign in

Drawing
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Finish
Fri12/5/14
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Blank Project

m H - 5 GANTT CHART TOOLS Projectl - Project Professional ? -
FILE TASK RESOURCE REPORT PROJECT VIEW FORMAT Sign in g
= X Cut Calibri Jyp e B Mark on Track - > E +. 1 Summary E Mates [ R i Find -
e 25w B0 75 00w ~ ) . .
e || ER Copy ~ o %5 Respect Links o . . .t » o d. — W Milestane I DDetalls S ¥ Clear~
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Chart = . ¥ Format Painter s L O 'E' €3 ™ £ Inactivate Schedule Schedule . . - Deliverable Add to Timeline toTaskFi”'
View Clipboard Font [ Schedule Tasks Insert Properties Editing A
W
E Start Finish
2 wearnzsm Add tasks with dates to the timeline Wed 12614
E
Task 14 MNaov 23, '14 Nov 30, '14 Dec?, '14 Decl4, 14 -
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&
L
I
iU
E
=
e
G}

@ New tasks are created in Manually Scheduled mode *
Change new tasks' default mode here




Insert the WBS

m H ©- s GANTT CHART TOOLS Project] - Praject Professional ? -
FILE TASK RESOURCE REPORT PROJECT VIEW FORMAT Sign in
— ey ¥ Cut - Mark on Track - +_ Summa Nates i Find -

D Arial A El / 5 v F E -+ ’ m .[%

Gy Copy - ] Respect Links ’ : ¥ Milestone ] D Details & Clear~

Gantt | Paste B I U M- A - ==(_ _)== s O CH Manually Auto  Inspect Move Mode | Task Information Scroll

Chart = = ~ Format Painter = " S lnactivate Schedule Schedule = = = = Deliverable Add to Timeline | 45 Task [l . Fill =

View Clipboard Fant I Schedule Tasks Insert Properties Editing ~

E 8:00 AM |9:00 AM |10:00 AM |11:OU AM |12:00 P |1:00 P |2:00 P |3:00 P |4:00 P

w .

s Start . o . . Finish

g Wed 11725714 Add tasks with dates to the timeline wied 11,2514

Task ‘14 Nov 23, '14 Naov 30, '14 Dec7, 14 Dec14, '14 -
WES +  Mode = Task Mame + Duration »  Start ~ |Finig| T W T F[S|[S/ M T W T F|S|S MTW T F S| MTWT F|S[S5MTWT F|S
11 b Pendahuluan '
2 |2 *2 Pengukuran dan Pasang Bowplank
3 |3 A2 Air kerja + Listrik Kerja
4 |a A2 Gudang Material
5 |5 *2 Buangan sampah
6 |6 A2 Pekerjaan Tanah
1|7 A2 Galian Pondasi & Sloof

2 8 s A7 Urugan pasir bawah pondasi & Sloof, T=100

< mm

5

E 9 |9 *2 Pandasi batu kali, adukan 1:5

E 10 10 A2 Lantai kerja bawah pondasi, T=50 mm

Y o1un A2 Urugan tanah kembali samping pondasi

12 12 2 Urugan tanah untuk peninggian lantai
13 13 A2 Rabat beton dibawah lantai, T=100 mm
14 |14 A2 Urugan pasir bawah lantai, T 100 mm
15 |15 a2 Anti rayap

16 |16 A2 Pekerjaan Struktur Lantai 1

17 |17 A2 Beton

18 |18 A9 Sloof

10 lan - Wmlmimm
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Basic Project Information

From the “Project” menu select “Project Information” and

enter the project start date.

C i
B H - LTS ,/ \\ GANTT CHART TOOLS Projectl - Project Professional T X
TASK REZOURCE REK]\RT PROJECT VIEW FORMAT Sign in g2 X
[4
m o Status Date: [F2] NA ABC
P store .I::_ = T — E }
- 1 u@_‘p O |—- Ef] Update Praject
Subpraoject Project ustgm Links Betwe: WBS Calculate Set Move Spellin
proj &y app ] 4 pelling
Informatiog? Field§~P_roigi( = Working Ti Project Baseline = Project
Insert \N_— Properties Schedule Status Proofing ~
w | Today | -
5 B:00 AM 9:00 AM 10:00 AM 11:00 AM 2:00 PM 1:00 PM 200 PM 300 PM 4:00 PM 5:00 PM
2 cart | | | | | | | | Finish
= a A i - - inis
B Wed 11/26/14 Add tasks withdates to the timeline Wed 11/26/14
Task ‘14 Mov 23, '14 Mov 30, '14 Dec?, '14 Decl4, '14 -
WBS + | Mode + | Task Mame » Duration «  Start ~ |Finig| T /W T | F|S|S M T W T F S|S MTWT F S|SMTWT F S|5MTWTF S
16 |16 A7 Pekerjaan Struktur Lantai 1 :
17 |17 A2 Beton
18 |18 A Sloof
19 19 A Kolom 1
20 |20 A7 Kolom 2
2 |21 A7 Ring Balok
2 |22 A Tulangan
= B ;3 A2 3
Y
T 24 24 A9 10
L=
E 2|25 A7 12
g % |26 P D13
27 |27 A7 D16
28 |28 A7 Bekesting
29 |29 A7 Sloof
30 |30 A7 Kolom 1
31 31 A Kolom 2
32 |32 A7 Ring Balok
33 |33 A7 Pekerjaan Pasangan
34 |24 A3 Pasangan dinding ¥z bata 1:5.




Basic Project Information

From the “Project” menu select “Project Information” and enter the
project start date.

Double click on “task mode” then choose “WBS” name OR

You can delete the two left-most columns, “i” and “task mode” by
hl%hllghtmg these columns and pressing the “delete” key (not needed by
us

FH S s GANTT CHART TOOLS
-
FILE TASK RESDM RE?O%T\ PROJECT VIEW FORMAT Sign in X
e (S RE B BBy
= @ -. Efl Update Project V
Subproject N My Apps A- Project  Custolh Links Between WBS Change Calculate  Set Mov Spelling
\ | Information Fields Projects ~  Waorking Time | Project Baseline~ PrOJect
\\ ,, Properties —xh!du\‘e_-----iam; Proofing -
~ - - = =
E |8:00 AM Nﬂ AM |10:00 AW’ |11:00 AM |12:00 P |1:00 PM \\ | 2:00 PM |3:00 PI |4:00 PM 5:00 PM
= o - N Finish
< - Drevioact]
g Project [nforwﬂ'on for "Projectl " \\ Wed 11/26/14
4 7 — N\ =
Tocte B £ ed 11/26/14] ¥ Current date: Wed 11/26/14 \'\ ﬁ 14 Dec7. 14 Decid 14 -
as 3 f 3
‘ WBS J  Mode ~ Task Name | [Py Rt Status date: | NA AP T W T F s|s M T W T FS|sMTWTFS
\{ 16 l A Pekerjaan Struktd p ‘\
17 P y| Schedule from:  Project Start Date ~ Calendar: Standard hd
17 \
18 |18 Alltasks begin as soon as possible. Priority: 500 = \
19 |19 I Enterprise Custom Fields “
20 |20 ” Department: ‘
; \
a4z ,'.? Ring Balok I Custom Field Name o 1
2 |22 o Tulangan | 1
=23 |23 A 8 || ]
<
T M A7 10 1 ,'
E 2 |25 A 12 \ ]
Z % |26 P D13 \\ 7
g
27 |27 Ao D16 1 II
28 |28 A Bekesting \ Vs
29 |29 bl Sloof : 4 4
30 (30 A7 Kolom 1 /
ESIET] A Kolom 2
32 |32 A Ring Balok
33 |33 A Pekerjaan Pasangan

Pasangan dinding ¥z bata 1:5.
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Enter the major tasks

Type in the major tasks (WBS level 1) in the “Task Name” box.

B H S- - GANTT CHART TOOLS Projectl - Project Professional T X
TASK RESOURCE REPORT PROJECT VIEW FORMAT Sign in g X

m il store ﬂ m\.‘b I:I E E‘ E Status Date: E| MA AVBC
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T A}
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Enter the subunit task names

* Type in the name of the subunit task in the “Task Name” field
*  Subunits are “indented” with the right arrow on the task bar

*  When subunits are so “indented” the major unit will become bold and the Gantt chart bar will
change shape

e Choose auto schedule

@ de ‘.'..“ s GANTT CHART TOOLS Projectl - Project Professional ? - x
TASK ‘: RESOURCE REPORT PROJECT VIEW FORMAT Sign in x
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Complete entering WBS

* Process of inserting rows, tnping in the task name and indenting the subunit
continues until all tasks in the WBS are entered

* Enter predecessor task number(s) in the “Predecessors” field. You need to
use the row number, not the WBS code.

B H S s GANTT CHART TOOLS Project] - Project Professional ? - x
FILE TASK RESOURCE REPORT PROJECT VIEW FORMAT Sign in x
_._. "D 36 Cut Calibri i | mmme- = \ark on Track ~ '7 F? 'll- 1 Summary E Motes .I,\% #% Find ~
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14 4 S’

GANTT CHART

READY A NEW TASKS : MANUALLY SCHEDULED = i3 = EH ] ——4—1+—+
| 21:49

03/12/2014



Display the WBS code

* choose “format bar” and change bar the color.

—
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g n 2.3 3 1day Tue 16/12/1¢ Tue 16/12/1¢ 10
12 2.4 4 1day Wed 17/12/1 Wed 17/12/1 11
13 2.5 5 1day Thu 18/12/1¢ Thu 18,/12/1¢ 12
14 2.6 6 1day Fri19/12/14 Fri19/12/14 13
13 3 « fassa 3 5 days Wed 10/12/: Wed 17/12/: 4
16 3.1 1 1day Wed 10/12/1 Wed 10,"12!]'
17 3.2 2 1day Thu 11/12/1¢ Thu 11/12/1¢ 16
18 3.3 3 1day Fri12/12/14 Fri12/12/14 17
19 3.4 4 1day Maon 15/12/1 Mon 15/12/1 18
-

A NEW TASKS

| [D][3]

: MANUALLY SCHEDULED

g

23:21
03/12/2014
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Set working time

* choose “change working time” on Project menu
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Setv”work week”
Double click on “default”

Set “Saturday” to “use project default time” or “set days to
specific working time”

[P I I

FILE TASK
w a Store

¥

RESQURCE

REPORT

CERN: S

PROJECT

VIEW

Set working time

GANTT CHART TOOLS
FORMAT

For calendar:

Calendar ‘Standard’ is a base calendar.

Legend:

Waorking
MNonwaorking

dited working hours

On this calendar:

1 Exception day

S| Wy s | on Fales  rojecs
Insert Apps Properties
0 WBS «  Task Name ~ | Duration -
1 1 4 Fassa 6,88 days
2 v 11 1 1day
3 v 12 2 1day
4 &/ 13 3 1day
3 14 4 y
6 1.5 5 1day
7 1.6 6 1day
8 2 4 Fassa 2 6,88 days
9 2.1 1day
£ 10 2.2 2 1day
% n 2.3 3 1day
E 12 24 4 1day
E 13 25 5 1day
14 | 2.6 6 1day
15 3 4 fassa 3 5,88 days
16 3.1 1 1day
7 3.2 2
18 3.3 3 1day
19 3.4 4 1day
20 3.5 5 1day
21 3.6 6 0days

Click on a day to see its working times:

Change Working Time

Standard (Project Calendar) W
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2 4|15 |6 |7

8

9 |10 (1112 |13 (14

15

16 |17 (18 |19 (20 (21
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29

ELR

Set working time for this work week

Select day(sk
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....... ' z
Exceptions ‘Work Weels
— /
Mame N ¥ Start
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‘ L
\ y 4
A
"
Help Options...

Details...

Delete

Cancel

Cancel

Sign in

& 1712
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Set the timescale of the chart

* Choose View menu then time scale: days/week

oS
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Change view from gantt chart to Network Diagram

e Select View menu then choose Network diagram
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Change info Lead or Lag time

 numberFS —xx (lead time)
 Number FS +xx days 9lag time)
|
B H S : GANTT CHART TOOLS Simple Plan - Project Professional 7?7 - x
FILE TASK RESOURCE REPORT PROJECT VIEW FORMAT Sign in x
o . * S
X cut Calibri ]| - - = Mark on Track '1‘ E!? ll'- =1 Summary m Notes .@ # Find
EE] Copy ~ o Respect Links : ¢ P Milestone . D Details L Clear~
Gantt Paste T u| -~ A~ ==(_ _)== sa | o % Manuall Auto Inspect Move Mode Task Information Scroll
Chart = - ¥ Format Painter - - o Inactivate Sc - - - Deliverable Add to Timeline | ¢ Task Fill =
View Clipboard Font [P Schedule Tasks Insert Properties Editing e
E |Thu 10/2 |Sat 10/4 II"."Ion 10/6 |Wed 10/8 |Fri 10410 |5ur'| 10/12 ITuE 1014 |Thu 1016 |Sat 1018 IMon 10,420
= Start R o - - Finish
z Wed 107114 ‘ Add tasks with dates to the timeline Mon 10/20/14
E
Task Re Sep 21, '14 Sep 25, ‘14 Oct 5, 14 Oct12,'14 Oct19, 14~
Mode » Task Mame » [Duration - Start + Finish v Predecessors -~ | Nz T F S ' S M T W T F S S M T WTF S SMTWTF S SMTWTF S|/ S MT
1w 4 PEKERJAAN 15 days wed Mon g | 1:
FERSIAPAN 10/1/14  10/20/14 5 '
2 (g Pembersihan Lokasi 1 day Wed 10/1/1¢ Wed 10/1/1¢ 1
- i i : -~ -~
3 5 Pengukuran dan Pasi 2 days Wed 10/1/1¢ Fri 10/3/14 2 = 5 l ,I N ,/ \\
4 |mg Pembuatan Direksi K 3 days Fri10/3/14 Wed 10,-’3;’];'5 S g 7 \'I \
5 |wg Pembuatan Papan N 4 days Mon 10/6/14 Thu 10/9/# 4Fs-2 days 1 : ‘\ [; ‘ ﬁ :
[ - Administrasi dan Dol 5 days Maon 10/13/1 Mon 10/20{) 5F5+2 days ,' A _’, \ /
4 | : N 7
= ~
& Psae X S’
ac
[w}
E
=
=T,
J

READY

A NEW TASKS : MANUALLY SCHEDULED

e = B

5 ®m B B
o




