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Course Profile
Microsoft Project 2007
Core

	Overview

This course is aimed at project managers, project schedulers and project team members and will introduce users to the core features of Microsoft Project 2007.

	Objectives

By the end of this course participants will be able to:

· Understand and use common project management techniques

· Plan, schedule and resource a project

· Track and manage a project

· Use standard views and tables to manage tasks and information


	Prerequisites

It is recommended that attendees have some experience managing, planning or working on projects.  No previous experience of Microsoft Project is required.

	

	Duration

1 Day

	


Course Content

	An overview of project management
· The construct of a project
· Understanding the project life cycle

· Common terms used in project management

Introduction
· What’s new in Microsoft Project 2007
· About Microsoft Project Standard, Professional & Server
· Standard environment and navigation
Starting a project
· Setting up the project properties
· Setting standard work time and calendars

· Creating a custom calendar

· Viewing project statistics 

Working with tasks

· Creating a work breakdown structure (WBS)

· Organising tasks into phases and subtasks

· Working with outlines and summaries


	Scheduling a project
· Understanding scheduling techniques
· Setting up task dependencies using links

· Understanding different types of task dependencies

· Understanding and entering lead and lag times

· Understanding effort driven tasks

· Entering and working with constraints

Resourcing a project

· Understanding Microsoft Project resourcing capabilities

· Assign material and work resources

· Avoid or resolve basic resource conflicts

· Working with cost

Tracking and managing a project

· Finalise the project plan and save a baseline

· Update work performed on a project

· Use the Critical path to manage the project schedule

· Set progress lines to track performance

· Delay and split tasks when necessary


	Next Step

In Microsoft Project 2007 Proficient, learn to manage multiple projects and customise

Elements of Project 2007.
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