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/Microsoft Project allows two types of t%
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Task
entry Mode - Task Name -
. Automatically: Calculates the project task
schedules based on start date, resource
availability, task dependency, etc. A Marketing Flyer Approval
. Manually: Does not automatically —
calculate the task. This is similar to
entering task into Microsoft Excel.
Manual task entry is the default mode. =]
To change this setting: Timelins
. For each task- Task Mode Column 4]

Ready # New Tasks : Manually Scheduled
. For all new tasks- Bottom left corner of
the program

Gantt Chart Tools

Help  ACROBAT Format / Task Linking allows you to create \
= mem e S MarkonTrack - dependencies between two or more
_. _ %3 Respect Links tasks
=5 6 =¥

T *  Select both task and select the link
- command from the Task ribbon.
!
G e . Links between task can be adjusted by
l B D double clicking a task and choosing a
Tl Finish-tostart 75 [ ICPSIE TR task dependency option
l Delete Cancel \ p y p ’
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Task e
0 Mode » | Task Name ~ | Duration ~ Start

~ Finish ~ Predecessors M

4 planning Meeting 3 days?

Wed 10/2/19  Fri 10/4/19
Invite Stakeholders 1day?

Wed 10/2/19 Wed 10/2/1¢
Thu10/3/19  Thu10/3/19 3
Fri10/4/19  Fri10fa/19 4
Wed 10/2/19 Wed 10/2/1¢

Secure meetingroom  1day?
Develop agenda 1day?

Hold meeting 1day?

Indenting a project creates a hierarchy in which tasks can be designated as main or “sub-task”
Top level tasks are represented as summary task and are bold.
To use the Indent feature, select the tasks under your main task
and select Indent from the scheduling group of the task ribbon.
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Add Tasks to a Timeline
Right click any task and choose Add to Timeline.
File Task Resource Report Project View Help ACROBAT Format
- = = = = ¢ E Built in Reporting Features
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Compare Mew Dashboards Resources Costs InProgress Getting Custom Recent Task Visual oosetrom prE' uilt reports or create
PgES | EEme e T ° Emml e o DR | R a custom report from the Reports tab.
Project View Reports Export
Bring Agile to life in your Microsoft Project file with the Task
board feature. Move and manage task items or double click to
access all details about a task.
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Built-In
Calendar

Gantt Chart

Activate the Views Bar

Metwork Diagram

Resource Sheet

Choose from one of

many views of your

project. Manage resources,
create calendars or

even track the progress of a task.

Resource Usage
Resource Form
Resource Graph
Task Usage
Task Board
Task Form
Task Sheet

Team Planner

Create a custom view by selecting
“More Views”.
Then New from the dialog box

Timeline

Tracking Gantt
ﬂ Reset to Default
"—_E Save View...
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0 More Views...

Highlight:
Filter:

Timescale:
Built-In

Group by: | [Ne Highlight]

Active Tasks

Backlog

Completed Tasks

Critical

jata

Filter and Highlight Task

Current Sprint
o e Current Sprint Remaining Tasks

Date Range...

Find active or

completed task.

Highlight the critical path

or identify milestones by
selecting any of the Highlight
and Filter options in the Data
group of the View ribbon

Incomplete Tasks
Late Tasks

Milestones

Remaining Tasks in Board
Select Sprint

Sprint Planning

Summary Tasks

Task Board Tasks

Task Range...

Tasks With Estimated Durations

Using Resource...
% Clear Highlight
New Highlight Filter...

) More Highlight Filters...




