Introduction to MS Projecte



Microsoft Project is:

A powerful software tool that helps you apply
project management concepts to complete

projects within the defined time and budget.

Preferred version for this course: MS Project 2019®



o

Microsoft Project Upsides:
e Allows project scheduling
e |t allows you to control the progress of your projects
e |t allows you to control the finances of your projects
e Facilitates resource management

e Facilitates the communication of the progress of your
projects
e [mprove productivity
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@Y Screen features - MS Project®

The Project 2019 interface uses the standards that Microsoft
Office applications have as of version 2007.

The main elements of it are described below.



Ribbon's tabs: It presents the different commands of MS
Project, grouping them into tabs and logical groups.

Buttons: bring your favorite commands into the open by
showing multiple commands grouped in specific categories

Table area: part of workspace displaying data in tabular
format.



Screen features - MS Project®

Gantt Chart Area: Workspace area that displays project
activities in the form of a Gantt Chart.

Time scale: Indicates the time period reflected on the Gantt
Chart.

Scrollbars: Allows horizontal and vertical navigation in data
areas.
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@ View on MS Project®

Project has a wide variety of views, which are different ways of
viewing project information.

The view selected by default when creating a project is called
Gantt Chart, which includes an area with a table and a
graphical area that shows the chart associated with the data
included in the table.

With this view we will work initially.
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B2 More Views on MS Project®

Views are grouped into different types:
e Task Views
Show information related to tasks

e Resource Views
They show information about resources

e Assignment Views
They show information regarding the allocation
of resources to tasks or vice versa



Overview of Project Views
The list of views can be accessed in the
“TASK” and “RESOURCE” tabs.
When using the views in Project, decide what information you
want to see (task, resource, or assignment data), and then
decide what format you want to use. This helps you identify
which view will best suit your needs.

Task  Resource View Help F
= = 2R Usag
e [ ) =
EHNC.. s T““ FR Sh
Resource Eaky
Gantt Paste Pool Planner ~ [ Other V
Chart ~ -
. Resource Views
Assignments
Task on Ribbon Resource on Ribbon Resource on Ribbon
¢ Gantt ChartV e Team PlannerV ¢ Other ViewsV

* More Views * More Views * More Views
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Overview of Project Views

Click on each of the views to display in the workspace

&) 3
File Task Resource Report Project View Help Forr

— X, Cut

(=] F‘ Calibri N R

3 Copy ~
Gantt Paste B B I U|lHM-A-| 25
Chart = . ¥ Format Painter M = <>
| Built-In g Lo =
1 Calendar
{ [ gantt chart |
Network Diagram _ . N
¢ Task Name » Duration » Start

Resource Sheet

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

Task Sheet
Team Planner
Timeline
Tracking Gantt
Reset to Default
Save View.

More Views...

Mare Views

Views:

Current Sprint Sheet
Descriptive Network Diagram
Detail Gantt

Gantt Chart

Gantt with Timeline

Leveling Gantt

Milestone Date Rollup
Milestone Rollup

Multiple Baselines Gantt
Metwork Diagram

Relationship Diagram o

x

New...
Edit...

Copy..

Qrganizer..,

Cancel
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@Y Starta New Project

© New

(7) Home

Project - Project Professional Brenes, Carlos Manuel @

[~ an]
w b
2 -'
Info ‘
5
i Blank Project Sprints Project Waterfall Project New from existing project New from Excel workbook

Save As

Print | [ s g ]
Share »
Export |

New from SharePolnt Task...

Office  DXC Production

Search for online templates L0

Suggested searches: Projects Schedules Analysis Industry Business Technology Marketing

SOFTWARE \
& ATEA ‘ :
Account DEVELOPMENT —_ CREATE A BUDGET
PLAN -
Feedback 3 = I - -:

Options
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Start a New Project

Upon launching the app, Project will take you to a project
search hub where you can:

e Select a recently opened file

e Create a blank project

e Select a template

e Find a template online

e Find a project in other sources (computer,
OneDrive, etc.)
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Start a New Project

Start the project by entering project information.

To initialize the basic properties of the
project select

Task Resource Report  Project V[ew Help  Format jei

. - Elﬁ [F= Network Diagram ~ [T= Resource Usage = A
e File = Z
’_ B3 Calendar ~ Ea Resource Sheet -
Gantt  Task Task Sort
b |nf0 Chart~ Usage - Board ~ I Other Views ~ pja““er... 30ther Views ~ =
° Project |nf0rmatI0n » Task Views Resource Views
=
. = Start
e Properties Advanced g Tue 6/22/21 ‘
|: .
Resource Name  Unscheduled Jun 13, ‘21 Jun 20, 21

| ¥ | Tasks F 5 0 [ L e O R E 5 5§ M
I T
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| ucl

Project Web App Accounts

You're not connected to Project Web App

Organize Global Template

Move views, reports, and other elements between project files and the global
template.

Project Informatiorf -

Start Date
Finish Date
Schedule from
Current Date
Status Date
Project Calendar
Priority

Today
Today
Start
Today
Today
Standard
500

Advanced Properties

properties of this project.
\ Project Statistics

See key statistics related to
your project.

Priority 500
Project1 Properties

General Summary Statistics Contents Custom

Title: | Project1

Subject: |

Author: | Brenes, Carlos

Manager: |

Company: |

Category: |

Keywords: |

Comments:

Hyperlink |
base:

Template:

I:‘ Save preview picture

OK

Cancel
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Start a New Project

Description of Properties fields:

e Title: Shows the file name by default. Corresponds to
the title of the project.

e Subject: Reference that describes what the project is
about.

e Author: Name of the document's author.

e Administrator: Name of the Project Manager.

e Organization: Name of the organization where the
project is implemented.
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Enable the Project Summary Task

e To view summary information for the project,
display the summary task.

e To enable this option, you must first position
yourself in forma t (Ribbon men)
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e Check that the task identification number in the left
column is O (zero).

File Task Resource Report Project View Hel Format £ Tell me what you want to do
% @ D LM E== 2 | Ay Critical Tasks - | I 1T 1T 10 1T 1T - 11 ¥ T ;i y f Outline Number
. ] . f— 5 T = L — s b )
e [T Column Settings ~ . . l | | | | T— _Jl | | — 1 + Project Summary Task
Text Gridiines Layout Insert Format Task Baseline Slippage Y =
. + L 4 L 4 L4 * L 4 * & * L 4 L E
Styles = Column (] Custom Fields - Late Tasks Path~ - - «| Summary Tasks
Format Columns Bar Styles Gantt Chart Style = Show/Hide
w
E Start
"uzi Tue 5/22/21 | Add tasks with dates to the timeline
=
Task Jun 13, '21 Jup 20, '21 Jun 27, '21 Jul 4, °21 Jul 11, 21 Jul 18
O Mode  * 15K Name v Durauon v Start = rinen v Thdecessors o+ || 5 S0 ST E | S S IMIEIWE B LS | S M WSE | ES | 5 | M T B S S ME | W s s s

o | - + Projectl Odays?  Tue 6/22/21Tue 6/22/21
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Project start or end date

Depending on the characteristics of the project, it is scheduled
from a start date (forward) or from an end date (backward).

Scheduling from an end date is used when there is a deadline
that cannot be exceeded.



UC|

Universidad para la
Cooperacién Internacional

@Y Project start or end date

Report| Project |[View Help Format £ Tell me what you want to do

L‘} @ |:| FT-U :::: @’ Status Date:

- ) Ef Update
Project ustom Manage Links Between WBS Change Calculate Set Move
Information [ields Sprints Projects ~  Working Time Project Baseline ~ Project
. Properties Schedule Statu
* Project
A f - Project Information for ‘Project1’ % B
s, raliesim de ¢ Project Information
S G e * Select Schedule frc?m: Start date: v || current date: | von 6728721 ~11
ket 6 e * Start Date or Finish Date e Name | Eish date:  Mon 6723721 Status date: | NA 1k
prOJeCt ® SeIeCt a Date from schedule from: | Project Start Date ~ [ Calendar: | Standard V|
Calendar or type the = ~

All tasks begin as soon as possible. Priority: 500 —

||

required date

Enterprise Custom Fields

Department:

Custom Field Mame Value
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| Start date:

Finish date:

Schedule from:

Department:

| Man 6/28/21

All't

Mo
Pro

sks k

Enterprise Custdm Fig

Custom

ield

4 June 2021

Su Mo Tu We Th
0} ¥ B3
6 7 8 9 10

13 14 15 16 17
20 21 22 23 24

27[ 28] 20 30

| Today |

Fr

4
11
18
25

Current date: | Mon 6/28/21 v|

Status date: | NA v]

Calendar: | Standard v|
£ [ -

Priority: | 500 ||%

alue
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B9 Task creation
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A project is divided into phases that represent
deliverables, which are developed by project tasks.
These tasks can be made up of subtasks.

Once you have developed your WBS (Work Breakdown
Structure) you can type it.

Use the input table in o Enter the names of the phases and tasks
the Gantt Chart view starting from the first line in the “Task

to type in the tasks. name” column.
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Type the phases and tasks included in the following
Image:

= 5
y Cut = 2 k
E}} Calibri o[or [ e MatkoRTrACK . gl |
E Copy ~ < i
Gantt Paste @; B ) B I U &-A-~ = = e es 3Respect Hink: Manually
Chart ~ - * Format Painter 1 [ =7 | " = |nactivate Schedule S¢
" Clipboard Font = Schedule
w Today
% 8:00 AM ‘QIDDAM |1D:UDAM |Ii:UDAM |
E Start 7
= Mon 6/28/21 Add task
Task
0 _Mode ~ Task Name + Duration « |Start ~ Finish ~ Predecessors =« F
1 = Office 365 T&T Project i day 'Mon 6/28/21 Mon 6/28/21
2 | b Start Up
3 # Define Scope
4 b d Conduct Kick Off
meeting
5 b d Planning
6 2 Develop Project Plan
7 bord Develop and baseline
schedule
8 bord Gather and document

requirements

&

<

5 ", . bord Planning complete
E 10 A Execution

g 11 s Design and Build



‘::LF r1l.:

'_M

| UCI

B° Task Duration

MS Project has configured by default the manual scheduling
of tasks. As can be seen in the previous example, no duration
is assighed to the tasks that are typed.

File Task esource  Report Project View Help Format 2 Tell me what you want to do
— {, Cut L -
il e = . Calibri S o | mmoemoemommoem ST MarkonTrack 3 -
Co - o 3
Gantt Paste B Copy . B I U |28~ = =% |l a5 o e Manugly  Auto |
hart - ¥ Format Painter St i * = Inactivate Schedflle Schedule
View Clipboard Font = Schedule a
!
i 2:00 AM 900 AM 10:00 AM [11:00 AM [12:00 PM
Start - Ay
i Mon 6/28/21 Add tasks with ¢
e Select the needed Tasks Task -
TO perform an m‘ﬂﬁ ~ paration v St ~ FIneEn ~ Thedecessors ~ F 5 5 I
automatic e Task 1 = Office 365 T&T Project |1 day Mon 6/28/21 Mon 6/28/21
2 L Start Up 1 day? Mon 6/28/21 Meon 6/28/21
sc h ed u Ie C AUto SChed u|e 3 - Define Scope 1 day? Mon 6/28/21 Mon 6/28/21
4 - Conduct Kick Off 1 day? Mon 6/28/21 Mon 6/28/21
meeting
5 - Planning 1 day? Mon 6/28/21 Mon 6/28/21
6 - Develop Project Plan 1 day? Mon 6/28/21 Mon 6/28/21
7 L Develop and baseline 1 day Mon 6/28/21 Meon 6/28/21
schedule
8 L Gather and document 1 day? Mon 6/28/21 Meon 6/28/21
; requirements
| — oy PTaTmME comprete
3 n

Fvaritinn
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@Y Task Duration

Project when auto-schedule adjusts the value in the
"Task mode" column and sets by default a duration
corresponding to one day when creating a task.

Note that the duration includes a question mark at the
end.
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BY Task Duration

File Task  Resource | Report Project View Help Format £ Tell me what you want to do
. —
e Cut = =
[0 perform an automatic schedule D& ene__[n_J[EeEEn 0T A
E Copy - = i
Gantt | paste o | 70 B A~ =% 9 Repectlinks Manually| Auto | Inspect Move |
Chart ~ ~ ¥ Format fginter = = == 7 = Inactivate Schedule Schedule = - -
o Project Options ? X
) : 6
[ i ; : ; ~le
P Genera Change options related to scheduling, calendars, and calculations. =
H Display
Schedule [Calendar options for this project: @ Project1 ¥
Proafing Week starts on: sunday v E
Save Fiscal year starts in; | January >
Language
Advanced Default start time: | 800 AM  ~ These times are assigned to tasks when you enter a start or
. . — finish date without specifying a time. If you change this
T f ) F i I e Customize Ribbon Defaultend time; | S00PM ¥ setting, consider matching the project calendar using the
0 p e r 0 I I I a n Hours per day: 8 b= Change Working Time command on the Project tab in the
Quick Access Toolbar ribbon,
. . Hours per week: 40 i
automatic ¢ Options . : :
Days per month: 20 >
Trust Center
schedule for all * Schedule

| Shaw scheduling messages G

new tasks by * Net tasks created o Deteponsatt
defaU|t b AUto SChedUIes ling options for this project: @ Project! 7

New tasks created: Auto Scheduled '

AANTT CLIADT

Auto scheduled tasks scheduled on: | Project Start Date v

Duration is entered in: Days ~
Work is entered in: Hours ¥
Default task type: Fixed Units -|

New tasks are effort driven . | Tasks always honor their constraint dates !

Autolink inserted or moved tasks “. | Show that scheduled tasks have estimated durations™




.

Il

B° Task Duration

In Project, you can record the duration of tasks in different time
units: minutes (m), hours (h), days (d), weeks (s), and months (ms).
When typing durations, type the numeric value followed by the
abbreviation for the duration (shown above in parentheses) and

then press <Enter>.
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@Y Task Duration

Enter the durations shown for the tasks marked in the following
Image:

Task
“ Mode + TaskMName w | Duration ~ Siart w Finish - Pr

L Office 365 T&T Project 1 day ls/lon 6/28/21 Mon 6/28/21

| - Start Up 1day?  >|Mon6/28/21 Mon 6/28/21
! Define Scope 5 days Mon 6/28/21 Fri7/2/21
- Conduct Kick Off 0 days Mon 6/28/21 Mon 6/28/21

meeting
- 4 Planning 10 days Mon 6/28/21 Fri7/9/21
= Develop Project Plan 10 days Mon 6/28/21 Fri7/9/21
L Develop and baseline 5 days Mon 6/28/21 Fri7/2/21
Scheaule

L Gather and document 5 days Mon 6/28/21 Fri7/2/21

requirements

Now Check: There are changes on the Gantt Chart, in the duration
shown in the summary task, the modified durations are left without a
question mark and the end dates are adjusted.
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@Y Task Duration

The duration of a task corresponds to the time required to
execute it.

The duration of the SUMMARY TASK corresponds to the time
necessary to fulfill all the tasks of the project.

Both values generally considered in business days.
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@Y Task Duration Types

Estimated: the recorded duration is considered an unreliable
estimate. This type of duration comes by default and is identified
by a question mark (?).

Specific: the recorded duration is considered a very good estimate
of what the actual duration of the task will be. If it is not
estimated, it is considered specific.
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@Y Task Duration Types

* Double click on the task

¢ Select the tab "General" or
type of duration "Advanced" in the window

of the task e Task information" and check \
uncheck the "Estimated" box

To modify the

Task Information

General | predecessors| Resources Advanced] Notes]Custom Fields

MName: | Define Scope Duration: | 5d?

Percent complete: | 0% : Priority: | 500
Schedule Mode: () Manually Scheduled [inactive

@ﬁuto Scheduled
Dates

Start: | Maon 6/28/21

= | e | Fri 7/2/21
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@Y Modify Default Time Unit

The default time unit (days) that Project uses, when typing in task
durations and to display summary task durations, can be
modified.

Modifying this value does not affect the time units of the
previously entered durations.
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@Y Modify Default Time Unit

Project Options ?
Genera = . " .
==_| Change options related to scheduling, calendars, and calculations.
Display
g Schedule Calendar options for this project: @ Project1 *
Aot Week starts on: Sunday v
Save FEiscal year starts in: | January hd
Language
L4 Se I ect F | | e Advanced Default start time: | 800 AM  ~ These times are assigned to tasks when you enter a start or

. 3 finish date without specifying a time. If you change this
Default gnd time: | 5:00 PM setting, consider matching the project calendar using the

° i i Customize Ribbon
ProJeCt Optlons 8 | Change Working Time command on the Project tab in the

TO Modify S h d I Quick Access Toolbar Hoursperdty: - ribbon,
. [ C e u e Hours per week: 40 :
Defa u It TI m e Add-ins Days per month: 20 =

¢ Duration entered on: You can Trust Center
select Minutes, Hours, Days, e
Weeks or Months Shm‘.;ssfgnﬂentu;w?ts as a; Percentage

Schedule

Unit

Scheduling options for this project: @] Project! i

New tasks created: Manually Scheduled ~

Auto scheduled tasks scheduled on: | Project Start Date ~

I Duration is entered in: Days = I

Work is entered in: Hours :

Default fask type: Fixed Units -
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Subtask creation

The Work Breakdown Structure (WBS) has a Phase \ Tasks
structure or schema that is not yet reflected in Project.

]

- 4 Office 365 T&T Project 10 days Mon 6/28/21 Fri 7/9/21

- 4 Phase 1 Planning 10 days Mon 6/28/21 Fri 7/9/21

- Develop Project Plai 10 days Mon 6/28/21 Fri7/9/21

- Develop and 5 days Mon 6/28/21 Fri7/2/21
baseline schedule

- Gather and 5 days Mon 6/28/21 Fri7/2/21
document

- Planning complete 0 days Mon 6/28/21 Mon 6/28/21

- 4 Phase 2 Execution 10 days Mon 6/28/21 Fri 7/9/21

- Design and Build 10 days Mon 6/28/21 Fri7/9/21

- Deliverable 1 - 5 days Mon 6/28/21 Fri7/2/21
Design Activities

- Deliverable 2 - 8 days Mon 6/28/21 Wed 7/7/21
Design Activities

- Design complete 0 days Mon 6/28/21 Mon 6/28/21

- Deliverable 3 - 5 days Mon 6/28/21 Fri7/2/21
Build Activities

- Build complete 1 day Mon 6/28/21 Mon 6/28/21

- Test 5 days Mon 6/28/21 Fri7/2/21



@Y Subtask creation

To create this scheme, where the subtasks corresponding to each
phase are defined, the concept of indentation is used.

Tasks that are part of a phase are selected and indented.

If we want to reverse the process, the tasks are selected and
indented.
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@Y Subtask creation

To define subtasks we use the following buttons,
located in Task, Schedule

Indent Makes the task a subtask of the
preceding task

- Unindent Removes the indent of the
selected task
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@Y Subtask creation

Select the tasks indicated in the image below and
indent them. Also practice indentation cancellation.

Modo
© de . Nombre de tarea ~ Duracién ~ Comienzo ~ Fin B

) s -Condominio Primavera  S5dias? 5/4/2015 5/8/2015
1 = Fase 1 1 dia? 5/4/2015 5/4/2015
2 i Tarea l-1 5 dias 5/4/2015 5/8/2015
3 - Tarea 1-2 2 dias 5/4/2015 5/5/2015
4 o Tarea l-3 3 dias 5/4/2015 5/6/2015
- Fase 2 1 dia? 5/4/2015 5/4/2015
6 o Tarea 2 -1 2 dias 5/4/2015 5/5/2015
7 = Tarea2-2 3 dias 5/4/2015  5/6/2015

o Tarea 2 -3 2 dias 5/4/2015 5/5/2015
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B° Subtask creation

Expected results:

00~ O 1 bW N RO

Nombre de tarea ~ Duracion - Comienzo ~ Fin _ 5 _
<Condominio Primavera 5 dias 5/4/2015 5/8/2015
I‘ Fase 1 5 dias 5/4/2015 5/8/2015 |
[Tarea 1-1) 5 dias 5/4/2015  5/8/2015 ;.:-
Tareal-2 @ 2 dias 5/4/2015 5/5/2015
Tareal-3 3 dias 5/4/2015 5/6/2015
I‘ Fase 2 3 dias 5/4/2015 5/6/2015  E—
(Tarea2-1) 2 dias 5/4/2015  5/5/2015
Tarea 2 -2 @ 3 dias 5/4/2015 5/6/2015
Tarea 2 -3 2 dias 5/4/2015 5/5/2015
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@Y Subtask creation - Resulting changes

The above process made the following changes:

Phase type tasks (1):

e A black triangle appears before the task name, which,
if it is pressed with the mouse, it turns into a white
triangle and hide subtasks.

e Task data is bold.

e The blue bar that represents the task on the Gantt
Chart is replaced by a bar covering its subtasks.

s Offige 365 T&T Project 10 days I
- Phase 1 Planning 10 days I

Planning complete 0 days

33313

- Phase 2 Execution 10 days
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@Y Subtask creation - Resulting changes

The above process made the following changes:
Tasks indented (2):

e The task name value is indented.
e The task is left with a dependency on the immediate
superior task.
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@4 Creation of Recurring Tasks
They are tasks that are repeated periodically.
Eg: Follow-up meetings.

Creation of

Recurring Tasks

¢ Position yourself on the line

- = B
Task Summary Milestone
where you want to insert the =

task Task

i
* Select Task on Ribbon Menu -
* Menu will display e g
e Select Recurring Taks In¢ B3
nz Gl

O

Recurring Task...
B

lank Row

Import Qutlook Tasks...



@Y Creation of Recurring Tasks

Set up the following repeating task:

Recurring Task Information X Task
0 Mode -+« Task Name » | Duration ~ Start « Finish -
Task Name: | Follow-up meetings | Duration: | 2hrs - 4 Office 365 T&T Project 27.25days Mon 6/28/21 Wed 8/4/21
Rg“;:;fe "E‘“"':ecur vy [ sty - - Phase 1 Planning 10 days Mon 6/28/21 Fri 7/9/21
@ weeky = ‘ - Planning complete 0 days Mon 6/28/21 Mon 6/28/21
Owonthyy  [Isunday  [IMonday [ Tuesday [ Wednesday - - Phase 2 Execution 10 days Mon 6/28/21 Fri 7/9/21
ey Uiy e e sEL. 4 Follow-up meetings  |25.25 days  Wed 6/30/21 Wed 8/4/21
Range of recurrence 7 Follow-up meetings 1 2 hrs Wed 6/30/21 Wed 6/30/21
Start: | Mon 6/28/21 v| @endafter: | & 2| oceurrences b Follow-up meetings 2 2 hrs Wed 7/7/21 Wed 7/7/21
OEndby: | Wed 8/4/21 b Follow-up meetings 3 2 hrs Wed 7/14/21 Wed 7/14/21
Calendar for scheduling this task 7 Follow-up meetings 4 2 hrs Wed 7/21/21 Wed 7/21/21
Elenben ] tone: L ISshedlinglienolejesouice ealiendar 7 Follow-up meetings 5 2 hrs Wed 7/28/21 Wed 7/28/21

Help cancel ’ Follow-up meetings 6 2 hrs Wed 8/4/21 Wed 8/4/21




/.

B Create a Milestone

Special task with duration of O (or a short duration).

It represents a special event in the development of the project.
Examples:

End of a phase, project closure, contract signed, etc.

e Method 1. Enter O for the duration of
the task.

e Method 2. Double click on the task,
select the “Advanced” tab in the
“Task information” window and
check \ uncheck the “Mark the task
as milestone” box.
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B Create a Milestone

Set a milestone with a duration of O day.

15
16

18
19
20
21
22

&l (=) (& G &

333313333

4 Follow-up meetings
Follow-up meetings 1
Follow-up meetings 2
Follow-up meetings 3
Follow-up meetings 4
Follow-up meetings 5
Follow-up meetings 6

End of Project

25.25 days
2 hrs

2 hrs

2 hrs

2 hrs

2 hrs

2 hrs

0 days

Wed 6/30/21 Wed 8/4/21
Wed 6/30/21 Wed 6/30/21
Wed 7/7/21 Wed 7/7/21
Wed 7/14/21 Wed 7/14/21
Wed 7/21/21 Wed 7/21/21
Wed 7/28/21 Wed 7/28/21
Wed 8/4/21 Wed 8/4/21
Mon 6/28/21 Mon 6/28/21
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@9 Tasks Editing
Delete a task PRI

Resource  Report  Proje By CopyCell nal
b Cut .
3 % Calibri [ Paste "
- B Copy -
: Paste Special... uls
¥ Format Painter B I = o
Cligboard W7 Scroll to Task
|
losert Task m
Delete Task |
Start
e Select the task to delete 821 TRactuate TaK L
Delete aTa kS ¢ Select the rlght mouse button Task m Manually Schedule
d th t "D | te t k" Mode > Task Name ! - t
an € Op Ion elete task . - Build complet ™3 Auto Schedule 1 6
- ek &% Assign Resources... 15
- «+ Follow-up meet 16,
= Follow-up me Hill: Dowr 16,
- Follow-up me Clear Contents 17,
= Follow- 17
cashhoudiin [FE Information... /
- Follow-up me 17
- Follow-up me Neter 17,
- Follow-up me ' - ) 18
= Project = 16
. © ik —
bsrd I Task to delete I
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@Y Tasks Editing

Move a Task
Select the task to move and
hold down the left mouse
button, move the cursor and
position the gray line in the
desired place and release the
button

~N o B W N

Tarea 1 - 5 dias 5/4/2015
Tareal-2 2 dias 5/4/2015
Tarea 1- 3 dias 5/4/2015
<Fase 2 3 dias 5/4/2015
Taras 2 2 diae E'//I‘a")nﬂ: y
rarea 2 - 3aras /5127015 —
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@Y Tasks Editing

Insert or Hide a Column
e To insert a column: Select FORMAT | Columns | Insert
column and select it from the drop-down list.

e To hide a column: Select the column by clicking the
name of it, and then right-click "Hide column



@Y Tasks Editing

Modify the format of the
values in the date type

columns.

e Select FILE | Options |
General | Project view and
for the parameter "Date
format" select the desired

format

Project Options

General

Display
Schedule

Proofing

Save

Language

Advanced
Customize Ribbon
Quick Access Toolba
Add-ins

Trust Center

_.La General options for working with Project.
Las®

User Interface options

ScreenTip style: | Show feature descriptions in ScreenTips S

Project view

Default vi

Gantt with Timeline ¥

Date format: | Wed 1/28/09

Personalize your copy of Microsoft Office

User name: Brenes, Carlos
Initials: CB
Always use these values regardless of sign in to Office.
Office Background: | No Background i
Office Theme: Colorful >
Start up options

v| Show the Start screen when this application starts

oK

Cancel
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@Y Tasks Editing
Modify the format of the values in the date type columns.

Opcones e Preec IO WOWCD _ wite Some formats include
1 I'U'ista del proyecto I t.
Aostrar ) - % l I l
[ Winste Vista predeterminada;  Gantt con escala de tiempo I e ¢
Programacion || Formato de fecha: |  |1/28/2009 =
HeiSan Personalizar la copia d LZBIN L3P
R 28/1/09
oraa Mombre de usuario;  CREEEEE]
_ . enero 28 2009 12:33 PM
| Iniciates: enero 28 2009
Usar siempre estos vene 28 12:33 PM
Eondo de Office: NEnE <809
enero 28
Tema de Office: BI ene 28
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