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1. PART (30 min.)

* Demonstrating the importance of software usage in project planning.

2. PART (30 min.)

* Demonstration of basic project setup in MS Project. Students try their own
project setup (templates, new project) with MS Project.

3. PART 30 min.)

* Explaining project settings (calendar, schedule), individual tabs and
functionalities using a project example
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After studying this topic, you should be able to: SHoL OF Snsmiis _
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* You will understand the logic of the application and the step-by-step creation
of the project.

* Perform basic setup of your project in MS Project.

* Phase a project into multiple phases, understand the importance of phasing a
project and dividing it into multiple parts.

* Work through the basic definition and setup of a project in MS project.

* Understand the importance of software support in project planning.
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You can find support in the following sources: ADSMINISTRATION 1N KARVINA
* Book — Chatfield and Johnson (2016). MS Project 2016 Step by Step (Part 1, Part 2, Part 3)

* https://www.tutorialspoint.com/ms_project/ms_project_create_new_plan.htm

e https://ppm.express/blog/newbie-guide-how-to-start-using-microsoft-project-in-2023/

MS Project Tutorials — basic setup and calendars:
* https://www.youtube.com/watch?v=sYy-iFzz1Eo

* https://www.youtube.com/watch?v=tuCrTKMPu_Y
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https://www.tutorialspoint.com/ms_project/ms_project_quick guide.htm ADSMINISTRATION 1N KARVINA

https://support.microsoft.com/en-gb/office/basic-tasks-in-project-8fdbf020-a9¢e1-45e4-bf15-
23a8d2b6797d

https://ppm.express/blog/newbie-guide-how-to-start-using-microsoft-project-in-2023/
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PART 1

Planning with the computer

Everything in our life is a project —
small, medium, or large it’s always
the same steps, but the different
scopes of work and efforts.

m Project

When we talk of project management, we
refer to the application of skills, processes,
methods, knowledge, and experience to
achieve your project goals. It ensures that the
final deliverables are constrained to specific
reasonable timelines and budgets.

You need the right instruments or tools to
successfully manage your PM activity.

Various programs exist for this purpose, the
key among them being Microsoft Project.

A planning program is indispensable if larger
projects need to be planned on a regular basis.
Besides planning activities over time, the
costs of a project are also monitored with MS
Project software.




Microsoft Project

The Microsoft Project is a good option if you’re
looking for a powerful project management tool
that enables teams to organize and manage their
projects of all sizes.

Project managers using MS Project Desktop
save their information as mpp files, so they can
share it with other team members to use it
separately when the project evolves; or they
export it to MS Project Online to use it on cloud-
based software.

MS Project Online targets multiple users where
you can assign tasks, track time, and look into
other related project elements. The desktop
version targets mainly project managers who get
to use it in defining and tracking tasks.

STRENGTHS
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WEAKNESSES

Integration — Works seamlessly
with dominant technologies such
as Power BIl, Microsoft Teams,

Microsoft SharePoint, MS 365

Office Suite, and Skype (but in an
advanced Professional pricing

plan)

Flexibility = Flexible project
management software that can
be extended to other

requirements like financial

management and road mapping.

Customer support - Users have
access to reliable customer
support from partners,
consultants, and third-party

providers.

Training needed - You cannot
just start using MS Project without
proper professional training. The
complex UX needs a sufficient

amount of time to learn about it.

Cost limitation - Small
businesses are often unable to
adopt the software due to the
cost factor. Buying a license for
on-premise may prove

challenging.

File compatibility — Since MS
Project files are saved in a
proprietary format, desktops that
do not have the software cannot

open.



What does a project look like in MS Project?

- -

Resource Report Project View

Gantt Chart Tools

Format Q Tell me what you want to do

Project management plan - Project Professional
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* After you complete the initial thinking about OMIMISTRATION I KARYINA
your project’s objectives, it’s time to put together
a schedule. . T S
= New
*  When you start a new schedule, you add tasks i _'} i_.
and organize them efficiently so that the project _ _— ——
end date occurs as soon as possible. So, the first s
step will be to create a new project (let’s start )
from the beginning). - oy i - —

* You can start by creating a new project from a
template — many of these templates have been
created by industry experts to help you get
started.
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How to create and manage your project schedule

The user interface of MS Project 1s given by tabs, which are designed to be used in relation to
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the different phases of the project lifecycle:

File Task Resource Report Project View Help Gantt Chart Format 2 Tell me what you want to do

Task Resource

L3 — .
. . _ - L @ ﬁ = —7 | StatusDate: [C]NA | abc
the Project tab for setting up the project, @ | Eoersn B MEH B 3 B | e et
Subproject B s = Project  Custom Links Between WES Change Calculate Set Maove Spelling
L Information  Fields Projects ~  Waorking Time Project Baseline ~ Project
Insert Add-ins Properties Schedule Status Proofing
the Task and Resource tabs for scheduling and tracking, respectively, and
File Task Resource Report Project View Help Gantt Chart Format £ Tell me what you want to do
fl'i A Cut Calibri e Jloaeaa= 5 Mark on Track ~ = ’_—|® l"f"‘ @ +j |—|——| —{'> i ]| Notes N OFind ~
EECUPF M 2> Respect Links - . - " E=lDetails & Clear~
Gantt Paste ) B I U o A = =i | @ o Inspect Maode Task Summary Milestone Infarmation ___ Scroll
Chart ~ = <¥ Format Painter = — =« 2= |k e - - . = to Task EFil~
View Clipboard Font ] Schedule Tasks Insert Properties Editing
File Task Resource Report Project Wiew Help Gantt Chart Format 2 Tell me what you want to do
f“ = = = /= Leveling Options
EQ 'P_‘-\Q P% S e I__,—| —2 Rj - = Clear Levelin
Tearn Ascign  Resource Details Level Level :l>: Z
Planner ~ Resources Pool ~ Resource AJl = Next Overallocation
View Assignments Insert Properties Lewvel

the Report and View tabs are helpers when preparing project status reports or printouts.

Report Project  View Help Gantt Chart Format File  Task  Resource  Report Gantt Chart Format O Tell me what you want to do

A E‘ %(—J, & Highlight: [No Highlight] ~ | Timescale:
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Project  View  Help
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Report ~ - - - - Started ~ - - Reports Chart »| Usage ~ Other Views ~ Planner » [ Other Views ~ . . . E Group by:  [No Group) «  Project Window [Hide ~

View Reports Export Task Views Resource Views Data Zoom Split View Window Macros



How to create and manage your project schedu

The File tab then acts as an access point to
Backstage. In this interface, we work with the
project file and change the application's
behavior settings.

Specifically, we find here tools for saving the
file to different formats, print control, means
for securing with server solutions (SharePoint
server, Project Server).

The options dialog allows you to change the
generic properties of MS Project. It 1s possible
to specify data calculation methods (e.g.
conditions for critical path calculation or time
unit conversions), modify data display (date,
time), or change standard application settings
(effort-driven function, scheduling mode
selection), etc. MS Project Ul

Good afternoon

Blank Project New from existing project New from Excel workbook

.........

sage ~ | A | |4l Hi5E £ Highlight |[No Highlight] ~| | Timescale: = -
eet ~ Zj’ = Eﬂ?FiltEr: uqﬁ -

[NoFilter]  ~ | Days -
Sort Outline Tables Zoom Entire
. . EL Group by: [Mo Group]  ~ S
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roje
General b= | options f cin with 2roi
iR General options for working with Project.
Displ
Finish -
| Schedule User Interface options
Proofing ScreenTip style: | Show festure descriptions in ScreenTips
Save
Project view
Languag
Default view: | Gantt with Timeline
dvanced
Date format: | Wed 1/28/09
Customize Ribb
il Access Toolbar Personalize your copy of Microsoft Office
Add-ins Username:  jstudent
Trust Cer Initials:

Office Theme: | Use system setting ¥
Start up options

| Show the Start screen when this application starts

Always use these values regardless of sign in to Office.




How to create and manage your project schedule

Task  Resource j Help  Task Form Format
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F—= F— [alNetwork Diagram ERRe e Use
o o S UNIVERSITY
s
« Usage v 53 Other View: « [ Other Views
Task Vies Resource Views
i

You can assign the lower part of the GIERE
window to a data entry form 1n addition to
a specific view.

To split the window, check the Details -
on the View tab or on the Tas Source o S e
tabs in the Propertie up, where you
select Split View.

In the application, you can open multiple =
project files at once, or you can opena .~ -

E 29 15\50\54 |

single project in multiple windows with ™

Yaq [92Ke MY gelee [0 U6 [Ws|Us

192K Alem2 pezonics Aoz paga So0w 2biig e ArIGOM | wsaoz
5 prol @ whbb:
. . . CHSY - [zede ~ [E5 ot sz ~ plauusL ~ [ ot ez - - ~  Hecionbpk ([0 gionb] - A piolecy puugom| A 5 broleck meqquudtubbig
gaug | s Jsew 204 Qngus ez Toow  FugiLe vism - -
1fterent views. 10 switc etween file g " b ymonics eer - A el | o - 99| e Taplect e b
. =] | a = o a 3T B2 B S auwe e 3 O B = J@ =S|
— [ visimoig pisdisi - Y yezonice zsde Vv O EEY & Hdpdes o Hidpdp] ~ | pwecse ~ JIE|IUE | IIEIUE - L [ Hemucy puvgome

windows, that is, to select different e ——————————
document windows to work with, use the
Views tab in the Window group.

biolect peqquaubb:s - polect plojezzious|



Establishing a project MS Project Ul

The screen should have the MS Project
interface displayed. The major part of this
interface are:

Quick Access Toolbar — A customizable area
where you can add the frequently used
commands.

Tabs on the Ribbon, Groups — the ribbon
having multiple tabs, each holding a toolbar
bearing buttons and occasionally other
controls. Toolbar controls have
heterogeneous sizes and are classified in
visually distinguishable Groups.

Commands — The specific features you use
to perform actions in Project. Each tab
contains several commands. If you point at a
command you will see a description in a
tooltip.

ick Access Toolbar
(- = "'*QL“ CART CHARY 1004 o | il 7 W
-g-‘ |x — 1 FICIE :_='_:_I i -l+ Tdb!l - - — ==
= Sl B PEEEE i - - | BB Ak, '_-1;'-
L T .I_‘_-_ A T .._...|- [ERT it I . :I1 T r'ﬂup.
" -—— v Ribbon
i Command
3 [
]
—> \iew Label

foom Slider

Status Bar WView -

Shortcuts \

] W B B Of-——t—e

* View Label — This appears along the left edge of the active
view. Project includes lots of views like Gantt Chart view,
Network Diagram view, Task Usage view, etc.

* View Shortcuts — This lets you switch between frequently
used views in Project.

* Zoom Slider — Simply zooms the active view in or out.

« Status bar — Displays details like the scheduling mode of
new tasks (manual or automatic) and details of filter applied
to the active view.
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Establishing a project MS Project - example

Good morning F
o . 55
Project Wedding ‘-!} —-*j s T AT
* Files with tasks saved in Interactive Syllabus — - -
and IS — materials for study — lectures -
1. Open MS Project — Blank Project
Save As
]
o ) Projekt Suath:
2. File — save as — save under Project Wedding =
le Folders Too Swe | Cancel

With type .mpp



Establishing a project MS Project - example

SILESIAN

S B I T gy
, @ Respect Links Inspect Mode | Task Summary Milestone Inormatian 23 "¢ Serall © 9 UH]vERSIT?
er BIUu|a-A @ E - v i = to Task [LTFill -
Font ~ Schedule Tasks Insert Properties Editing HI!D:!- D- BUE.]HEEE
Important' PE@ 78 ADMIMISTRATION IN KARVINA
L]
[k seneral opions or wrting wit rojct .
Display s 2] Nov 11, 24
. . . . ime ~ Duration ~ Start > B - h T w1 F S S MTWTF S
MS P th lar funct to MS Ecel — | o ;
roject has similar functions to ce ————
Save
Project view
Language
you can a elete/copy rows and colums . oo [t~
Advanced
Date format: | Wed 1/28/03 -
Customize Ribbon
Quick Access Toalbar 'your copy of Microsoft Office
Add-ins Username:  [student
Trust Centes nitals: 5
Always use these values regardless of sign in to Office.
b 9 Office Theme: | Use system setting ~
1. We need to set up the project’s gener
. | Show the Start screen when this application starts
settings:
:
Go to:
° @y 0% e 2 R e S B e —
R - - - = to Task (EIFill ~
. . Schedule Tasks Insert Properties Editing
File — Options — General = Set up Date Format e
General IE)\ Change how Project content is displayed on the screen |
B 24 N

~ Finish

it

Schedule
Proofing

[| save

2. Set up Display settings:
Go to:

File — Options — Display — Set up currency
section for this project and currency

[| Language
| Advanced

ustomize Ribbon

Add-ins

Display

Quick Access Toolbar

T W T F s |s5|N
Calendar | »

Calendar Type: | Gregoerian Calendar

Currency options for this projeci: | @] Project Wedding.mpp =

Decimal digits:

Placement: | 1K& ~|  Currency:

Show indicators and opti

PESource assignments | Edits to work, units, or duration

| Edits to start and finish dates 7| Deletions in the Name columns
Show these elements:

Entry bar

| Online status next to name




Establishing a project MS Project - example

SILESIAN
" | Project Options ? X
We need to set up the project’s schedule settings— ~ | —
i st Change options related to scheduling, calendars, and calculations. i
Go to: Display W

-

File — Options — Schedule —

Schedule Calendar options for this project: @ Project Wedding.mpp  ~

Week starts on: Monday ~7
- Calendar options for this project Fiscalyear startsn: | January
(15 29 (14 : . .
- CheCk Week Starts on and Flscal year Advanced Default start time: | B0DAM  ~ These times are assigned to tasks when you enter a start or
] finish date without specifying a time. If you change this setting,
c 99 | =Tbbon Default end time: | 200PM ~ consider matching the project calendar using the Change
StartS mn f Hours per day: g Working Time command on the Project tab in the ribbon,
s per day:

Quick Access Toolbar
Hours per week: 40

- Set “Default start/end time
- Set “Hours per day/week and “Days per

MOIlth” | +| Show scheduling messages

Show assignment units as a: | Percentage ~

Add-ins

IR IIERIIER]

Days per month: 20
rust Center
Schedule

. . . . "
- SChedullng Optlons for thls pI'O_] CCt ni Scheduling options for this project: @ Project Wedding.mpp  ~
- NeW taSkS Created — MUST BE AUTO P [ew tasks created: Aute Scheduled v

Auto scheduled tasks scheduled on: | Project Finish Date =

SCHEDULED Duration is entered in: Days -

If d()ne’ OK | Work is entered in: Hours . -
| Default task type: Fixed Units 7
Mew tasks are effort driven G +| Tasks will always honer their constraint dates G
Autolink inserted or moved tasks G +| Show that scheduled tasks have estimated durations G
~| Split in-progress tasks U «| Mew scheduled tasks have estimated durations -

oK I | Cancel




Establishing a project MS Project - example
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schedule Tasks Insert Properties Editing

We need to set up the project’s options “SAVE”: B r x [

. G | . .
GO tO. 1 snere Customize how projects are saved.

Display 24
i 1 q T W T | F
File — Options — Save | schedue E— K
Broofing P Savefilesin this format: | Project (".mpp) -

- Save files 1n this format: *.mpp = | Dot i location: [ CAUsersstudent\Dowrloods

o | Language v| Auto save every | § - | minutes
- Default ﬁle locatlon. | el When automatically saving:
| ® Save active project only
Customize Ribbon

- Auto save every: Smins or as you wish Save al gpen projects

Cuick Access Toolbar ~| Prompt before saving

If done O || Add-ins Don't show the Backstage when opening or saving files with keyboard shortcuts
) I< 5

~| Show additional places for saving, even if sign-in may be required.
Trust Center
Save to Computer by default

Save templates

Default personal templates location:
Cache

Cache size limit (MB): | 50 ,

Cache lacation: Browse...

0K | | Cancel




Establishing a project MS Project - example

File Task

We need to set up the project’s Information

Resource Report Project View Help

g E & B

Get Add-ins

Gantt Chart Format

R =

Project Wedding.rr

£ Tell me what you want to do

Status Date: ﬁ MNA abc

L3
about project: , | _ B Update Project |
Subproject Project  Custom Links Between WES Change Calculate  Set Mave Spelling
GO to_ Information  Fields Projects ~  Warking Time Project Baseline~ Project
* Add-ins Properties Schedule Status Proofing
P . . . f . L
roject — Project information z Start _
d sat 10/26/24 . ) ) ) Add tasks wit
= Praject Information for "Project Wedding' om0

- Project can be scheduled from either:
- Project start date/

/

- Project finish date

- Set Start date or Finish date according to
choosing previous “Schedule from”

- Our project is going to start from “Project
finish date”

- Qur finish date will be on the 28/12/2024
If done, OK

N CHARD

Start date:
Task
de v TaskMName s Fyich gate: at 12/28/2024 Status date: | NA
Schedule frogf | Project Finish Date Calendar. | Standard
/ | ==

Sat 10/26/24 Current date: | Sat 10/26/24

P —

EE

All tasks begin as late as possible. Priarity:
Enterprise Custom Fields

Department:

Custom Field Mame Value

Help Statjstics...




Establishing a project MS Project - example

File Task

=3

Insert

Resource

& My Add-ins ~

Add-ins

Reportye Project — View  Help Gantt Chart Format O Tell me what you want to do

= = 65 = = = 7 | Status Date [FINA abc
i [u=E] = = F = B
© el O = Update Project
Praject  Custom LinksBetween WBS  Change Calculate  Set  Move Spelling
Project Baseline ~ Project
Senedule Status Prosfing

Information Fields  Projects Working Time
Pr

Project Wedding.mpp - Project Profd

SILESIAN
UNIVERSITY

SCHOOL O BUSINESS
ADMINISTEATION IM KAEYINA

Start
Sat 12/28/24

We need to set up the project’s
Go to:

TIMELINE

Task
@ | pode ~ Task Name

Change Working Time

For calendar: [ Standard (Project Calendan < Creste ew Cotendar 2

| Calendar ‘Standard’ is a base calendar. | il w
Legena: Click on 3 day t oring times:  October 26, 2024 is nenworking
Y e 4 2024
H erking W[Th[F[S[S

Add tasks with dates to the

Dec23,
T F| S|[S M T

Project — Change Working Time B LR
- We can see window with settings of New e
Calendar/Exceptions/Work Weeks k ==
- Press Create New Calendar B— v v
v (e ) [ N
- Set your new calendar name: Wedd TEELEE,
calendar 2517 [ o S
- Choose “make a co Standard calendar’— e u qn::wmd —
In “For calendar®will automatically appear your et oo A —p
newly created calendar. = [ ¢ -
If done, OK




Add tasks with dates to the timeline 5 I LE 5 IAH

» ) UNIVERSITY
For calendar: | Wedding calendar e Create New Calendar ... [24 Dec 23,24 Dec 30, '24
TeskNeme | caiendaglfvedding calendar is a base oo vi|W T F|S|SIMT|WT)PIS|SIMT W SCHOOL O BUSINESS
L3 1 § ']
€ Nece 0O S¢ y T ADMINISTRATION IN KARYINA
up e Our Own WOr lng ()lll.sl Click on a day to see its working times:  October 26, 2024 is nonwaorking
i 3 i October 2024
I | Working | [M[T]wW[Th[F[S[s
i q 1T|2(3]|4|5|@
GO tO_ Nonwarking | Details for '[Default]’ Es
. ST I FEENER G ENEE
;131 Edited ki h i
i ited working hours i 12115116 |17 |2 |19 |20 Based on: Set working time for this work week
We are still in Project — Change Working Time T A EE R - & e { St ©use e s tormse o
i 25 25 (3031 prieadingicalcuogy () set days to nonworking time.
i 4 H () Set dayls) to these specific working times:
{131 Nondefault work week | ‘ ‘

- Check if in “For calendar” 1s your own cal T
Wedding calendar TR TT—

- Press “Work Weeks”

From | To

- Small WlndOW Wlll pOp up /{f’<b - - s Add tasks with dates to the timeline
. . : or calendar: | Wedding calendar ~ reate Mew Calendar .., [24 Dec 23, 24 Dec 30, 24
- In here you can adjust the working hours for Al o= T e W r e s s wine s s wrw
each day Of the Week Legende C\lckorgcc::}t;:sze';:gorkmgtlmes: October 26, 2024 is nonworking.
G M[T[W[Th[F]S]S
. . 123|456 : -
- Asyou can see the working hours are as Jromenes | e totTals Dea o (Do x
t t th b . . . th “O t. 59 _ Ed\tedworkm’\gdhdoli;k;"”::d_gE:?O_lt;e_lsmL?nzo S Setwmkmgtimefnrthi;mrkweek
Se a e eglnnlng ln e p lons . i ————— . I w Ener:adli:?nwocr;:_‘edeal(r(‘: Select dayis): U:EP;ﬂie:tf:;awu:]t’tii:es:’:I;thesedays.
. . For calendar. | Wedding calendar ~ Create Mew Calendar ... | 2-;1 Dec 23, 2-‘1 Dec 3 ’ L) g:e: :a;[s;to_these;:ejﬂtcw;rkmg times:
- We will set the working hours from 9am to 12pm = eevesmemer i —— — [
. Legend: Click an a day to see its working times: ~ October 26, 2024 is nanworking. E :
and from 1pm to 3pm from Monday to Friday. o ooz g -
. . H } Nonworking . | Details fo‘[DE'E\.I‘t]‘ X
- Highlight the days and then set days to these gz A CAUIR] 1

© set days to nonworking time.

1 1 Onthis colendar: 21|22 [23 24 |25 Bl 27 Default work week ¢ Select dayis): (O Use Project gefault times for these days. etn = —
f k h 31 Evception d Wedding calendar’ H ok )
SpECITIC WOrKIing nours Bl e I EE

31/ Nondefault wark week |

Wonday
Tuesday
‘ Wednesday

() Set day(s) to these specific working times: |> ”

- Then do the same for the weekend days and set s Vo v — i e
[ Name. Start Finish | [ e
1_[[Defauly A NA

them as nonworking days.

If done, OK =

oK Close

Help Options... oK Close




We need tO Set u th . Far calendar: Weddi;lg calendar Add tasks with dates to the timeline o
Calendar ‘Wedding calendar’ is a bas - reaf
Go t p the your own Exceptions: e csepevcinas-) BT =
O O: ° : ick on a da; . e~ W T P58 Mec T- w B3I 2 6 -
Waorking o Novder:l;:jo';dﬂmkiﬂgtimes; Movember 17, 2024 is nonworking, Ir D ta'l. LR . S| S|MT|W T F|5|5 J!‘-a-ln t.:r 25-,.\,-'
e are Stlll ln PrOJeCt — Change Work. . king T 1123 | | Szwwkmggmesforthese exceptions X IHA
dited working hours - 708 |a { Nonwarkin
- Press “Exceptions” ing Time S il I 8 . Owoingtime
ception da 18 (19 |20 |21 |22 Based on: |
- Inhere peien e e s e Exato, 17, tlovenir on =
you can add exceptions to your calend aetautt work ek & amg clender. |
MS project doesn’t know our bank holid Beconons or et |
. Mame ecurrenc
w¢e Wlll nOt Work ol ays or Other da Tho\remner Start — H ROD ! = pattem
. 11/17/202. M" il = Every 1 =) days
- Write a name f p—— e i s || Orin
e . Delete 1 Manthly
date. then or you.r exception an | Creany
S > preSS Detalls. o W%t recurrence
mall WlndOW Wlll pop up‘ ——— | start: | Sun 1117724 ] Onastten |1 S
- Here weE 1 Change W Oenaby: sun 11/17/24
Can Se . X ange Working Time Hel —
n . t for the specific day, if it is worki | For s tasws win (ox )
Onworklng If worki ? working or calendar: | Wedding calendar WILT dLes Lo LIE uimens Cancel
set ho f . Or lng We put WOrking times and — | Calendar 'Wedding calendar' is a base - Create New Calend
W . . W = e alendar ... | | =7 =
AN often this will occur down in Recurren ccan  |imee i e
ange of recurrence ce pattern Working il sorking times: Working timesfor December 25, | D711 for Wedding day .
. : onworl Lol S 0 113
- We Wlll dO 5 eXCeptIOns. L king . _ls | o TR RREL D ‘Sg‘:‘"klﬂgtlmesforthese exceptions
. Edited working hours z|lals|sl7 ]2 "o Oﬂ\v\forking
- 17 NOV on thi g |10 |11 Waorking times:
. ember - n . | t‘hls calendar: 12|13 |14 |15 Erom o
- 24 D Onworklng days 131 Exception day ;: ;: ;2 19 |20 |21 |22 Bas:c::;:ion wedting day ) I‘@:;:DD o |
. ecember’ 25 December and 26 D | Nondefautt work week - ; 25 |26 27ﬁ§ calendar "Wedding calendar’. : i
working days from 9am to 1£pm - Decembe Exceptions  Work Weeks 1
- Weddin d ] %‘:\lame Recurrence pattern
g ay Worklng day from 8am to 11 2 21 E‘::::s:rr 151t-*'a1r;.*'2024 1F1|:‘1|;T2024 | [DEtT] g\ifae”:uy Fveny | 1 ] dars
- YOu can see th ] pm 3 |25 December 12/24/2024 373472054 v O Monthly
c days Wlth c 1 4 |26 December 12/25/2024 127257 s () Year!
If d Xceptlons are of different |  |ieacing oy 12/26/2024 11;25::;332 -
One, OK color. 15582004 12/28/2024 | Range of recurrence
= |sat12}.28;24 v| O Endafter | 1 > oceurr
O End by: sat 12_.25_24_ ;
Help
Help . | M — - ok ] Cancel
Options... oK Close
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SILESIAN
UNIVERSITY

SCHOOL O BUSINESS

We need to set up your own Wedding calendar TR
f . File Task Resource Report Project View Help Gantt Chart Format 2 Tell me what you want to do
or your project: n
. . — T = — = Status Dat NA abc
B |Boensn | B B 8) 3 il el I
GO tO Tab. Subproject £ My Add-ins ~ Project  Custormn Links Between WES Change Calculate  Set Maowe pesieTTIEe Spellir
. . . =R Infermation  Fields Projects ~  Working Time Project Baseline~ Project
PI'OJ GCt - PI'OJ GCt IIlfOI'IIlathIl Insert Add-ins Properties Schedule Status Proofii
w
- In Calendar change your calendar from Standard to z Start
. @ sat12/28/24 Adc
Weddlng Calendar E Praject Information for "Project Wedding' Xw
Task  Start date: Sat 12/28/24 Current date: | Sat 10/26/24 v| 3
(D Mode = T2 e |St12,l'25,"24 | ctatus dat |NA |dNewCofumn -
3 a s 3 P
If done, OK = [inish date Status date:
Schedule from: i ate V| Calendar: |5tar1dard |v

Enterprise Custom Fields

24 Hours
All tasks begin as late as possible. P Night Shift ‘

Department: Wedding calendar

Custom Field Name Value a |

1 Help Statistics... Cancel b

NTT CHART
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SILESIAN
UNIVERSITY
SCHOCL OF BUSINESS
* In this step you write down all your tasks of AEUINIEERATIN U LARTINA
your project
* In column task name you list all your tasks of your
project one by one
« Iflater you find you need to add more, you just
enter new row and write in new task
Task Resource 24 Dec23,'24 Det
Maode »  Task Name v | Duration » Start v Finish  » Predecessors  »  pNames v AddNewColumn «||W T F 5 S M T W T F S S M
1 | Planning 1dy? Sat 12/28/24 Sat 12/28/24 :
2 05 Attire 1dy? Sat 12/28/24 Sat 12/28/24
3 | Guests 1dy? Sat 12/28/24 Sat 12/28/24
4 | Venue 1dy? Sat 12/28/24 Sat 12/28/24
3 | Catering 1dy? Sat 12/28/24 Sat 12/28/24
6 0 Flowers 1dy? Sat 12/28/24 5at 12/28/24
1 | Memories 1dy? Sat 12/28/24 Sat 12/28/24
§ 05 Details 1dy? Sat 12/28/24 Sat 12/28/24
9 | Wedding day 1dy? Sat 12/28/24 Sat 12/28/24
10 | Honeymoon 1dy? Sat 12/28/24 Sat 12/28/24




Establishing a project MS Project - example

~| ;| W = W o

[F=-"1

—
=]

SILESIAN
UNIVERSITY
. . . SCHOOL Or BUSINESS
You can see that in previous slide the AN ERATIS O EATIN
duration is set to one day.
The next step is to change the duration of
cach of your task.
You can see in the Gantt chart how the blue
lines are changing their length according the
duration.
You need to check that the Task mode 1s auto
scheduled all the time
Task Resource 024 Movember 2024 December 2024
@ Mode = Task Mame < ~ Duration - )tart ~ | Finish » Predecessors = Mames » Add New Column - ([ 13 | 18 | 23 23 28| 2 712 017 2 27 2 712 17w 2 2
) Planning 1wk Sat 10/26/24 Wed 11/6/2¢ :
=) Attire 2 wks Fri 11/1/24 Fri11/22/24
= Guests 3 wks Tue 10/29/2¢ Fri 11/29/24
m Venue 2dys Wed 10/30/Z Maon 11/4/24
| Catering 2 whks Wed 12/4/2¢ Fri 12/27/24
= = Flowers 1wk |Thu 12/12, |Mon 12/23/
= Memaries 4dys Wed 12/4/2¢ Thu 12/12/%
= Details Sdys Wed 12/18/% Sat 12/28/24
m Wedding day 1dy Sat 12/28/24 5at 12/28/24
=

Honeymoon 2 whks Wed 11/20/% Wed 12/11/:



Establishing a project MS Project - example

SILESIAN
. _ UNIVERSITY
* Next step 1s to make connections between SCHOOL OF DUSINERS

ALDMINISTEALION 1IN KAKYINA
your tasks

e There are 3 ways how you can make
connections

1. Highlight two tasks you need to connect
and press “chain_icon”.

You can see that connecti

-ile Task Resource Report Project Wiew Help 2 Tell me what you want to do
Cut l*f‘ = Not Find ~
ﬁj h Calibri ~ 1 . 2 ElE] | 7 [ @ _||__—| |+—| ‘t> |---\l'---| |_—|® otes |_—|[} L Fin
. (3 Copy ~ €27 Respect Links - . - g Details & Clear~
3antt Paste B I U M v Ao = = | ¥ | @ o Auto Inspect Move Mode Task Summary Milestone Information __. Scroll
hart ~ - ¥ Format Painter = — =€ 3= 02 = nactivate Schedule| = = = 2 Add to Timeline | o Tack L] Fill >
fiew Clipboard Font =] Schedule Tasks Insert Properties Editing
|Sep 30, ‘24 |OctT, 24 |Oct 14, 24 |Oct 21, 24 |Oct 28, 24 v 4,24 [Mov 11,24 [MWov 18, 24 [Nov 25, 24 |Dec2, ‘24 |Decs, ‘2
Start . . .
Thu 9/26/24 fws with dates to the timeline
Task Resource 024 October 2024 November 2024 December 2024
@ Mode = Task Mame = Duration -« Start = Finish ~ | Predecessors ~ | pames ~  Add New Column - || 13 | 18 | 23 | 2 8 13 18 23 28 | 2 7012 17 | 22 | 27 | 2 7012 17 | 22 | 2
1 =) Planning 1wk Thu 9/26/24 Mon 10/7/24 h -
2 0 Attire 2 wks Tue 10/8/24 Tue 10/29/2 1
3 = Guests 3 wks Tue 10/29/2¢ Fri 11/29/24 : l
4 <} Venue 2dys Wed 10/30/: Mon 11/4/24 2
3 0 Catering 2wks Wed 12/4/2¢ Fri 12/27/24
6 [E = Flowers 1wk Thu 12/12/2: Mon 12/23/4] v
7 . 03 Memories 4dys Wed 12/4/2¢ Thu 12/12/2
3 <} Details 5 dys Wed 12/18/: 5at 12/28/24
9 <} Wedding day ldy Sat 12/28/24 5at 12/28/24

|
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2. Way is to write in the Predecessors the number

SILESIAN
UNIVERSITY

SCHOOL O BUSINESS
ADMINISTEATION IM KAEYINA

ID of the previous task
e ID number of each task is on the very 1gft
side of the table.
Ta Resource Report Project View Help Gantt Chart Formjgt 2 Tell me what you want to do
= Cut - Mark on Track ~ > Find ~
= [] 4 cu Calibri Jn | peEaas FMeken 5? B B @ o T —|<> ) =9 EN Sl
(B Copy ~ <2} Respect Links i i - ' B3 Details & Clear ~
Gantt aste ] B I U &+ A = —= ;Iﬁ @ b Manually | Auto Inspect Move Mode Task Summary Milestone Infarmation = ) Seroll
Chart ~ v <% Format Painter = — se 3= | h ™~ A |nactivate Schedule [Schedule - - - = = Add to Timeline to Task & Fill ~
View Clipboard Font [P Schedule Tasks Insert Properties Editing
“gJ |Sep 30, 24 |Oct7, 24 |Oct 14, 24 |Oct 21, 24 |Oct 28, ‘24 [Nov 4, 24 [Nov 11, °24 [Nov 18, ‘24 [Nov 25, ‘24 |Dec2, ‘24 |Dec, ‘2
= Start - - ,
s hu 9/26/24 Add tasks with dates to the timeline
=
Task Resource 024 October 2024 Movember 2024 December 2024
@ Mode + | Task Name w | Duration - Start + Finish v Hedecessors  »  pames » Add New Column - ([ 13 18 | 23 | 28 | 3 8§ 13 |18 23 28 2 | 7 (12 )17 22 27| 2 | 7 |12 |17 |22 | &
1 | o Planning 1wk Thu 9/26/24 Maon 10/7/24 : H :
2 | =] Attire 2 wks Tue 10/8/24 Tue 10/29/2: 1 1
3 = Guests 3 wks Tue 10/29/2¢ Fri 11/29/24 1
4 = Venue 2dys Wed 10/30/ Mon 11/4/24 2
3 = Catering 2 wks Wed 12/4/2¢ Fri 12/27/24
6 ] Flowers 1wk Thu 12/12/2: Mon 12/23/2
7 = Memories 4dys Wed 12/4/2¢ Thu 12/12/2:
8 ] Details 5dys Wed 12/18/- 5at 12/28/24
9 = Wedding day 1dy Sat 12/28/24 sat12/28/24
10 = Honeymoon 2 wks Wed 11/20/% wed 12/11/:
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3. Way is to double click on the task yor

Task ESIAN
r-.;;.je ~  Task Name prEdEcesgmlvERS‘IT?

JWOL OF BUOSINESS

» | Duration -« Start » Finish -

connect.

 Then, OK

1 =, —p Planning 1wk Thu 9/26/24 Mon 10/7/24 IMISTRATION IN KARYINA
2 | = Attire IZWkS Tue 10/8/24 Tue 10/29/2¢ 1
| |
. . 2 F= /i T . Woaarlem Toam AAfAn i re: 14 fanfaa
* New window will appear and on the
Predecessors you click on the Task 1_ -
Task Reso 024 October 2024
Choose the taSk that needs tO be ConneCted' @ Mtde Task Name ~ | Duration - Start ~ | Finish ~  Predecessors “am:srce ~ | AddNew Column ~ | 13 (18 23 28 3 8 13 18 23
1 = Planning 1wk Thu 9/26/24 Mon 10/7/24 2l
2 o Attire 2 wks Tue 10/8/24 Tue 10/29/2¢ 1 : )
3 B = Guests 3wks Tue 10/29, = "‘“"'_”' -
4 = Venue 2 dys Wed 10/3( 2k Information =
5 == Catering 2 wks Wed 12/4, Genurcesl Ad\rancedl Motes I Custom Fieldsl
i :‘) Howers_ 1wk Thu 12{12‘! Hame: | Attire Duration: | 2 wks : [:]Estimated
[ = Memoaries 4dys Wed 12/4) prodecessors:
8 = Details 5 dys wed 12/14 S Fne—— Trpe T
9 [} Wedding day 1dy Sat 12/28/ q Planning - |Finish-to-Start {F5) od |
10 [ Honeymoon 2 wks Wed | ..1 Planning
. 2 Attire
-3 Guests
.4 Venue
- 5 Catering
= .. & Flowers
% -7 Memaories
¢ .. 8 Details
> -9 Wedding day
5 .. 10 Honeymoon
Cancel
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SILESIAN @

UNIVERSITY

SCHOOL O BUSINESS
ADMINISTEATION IM KAEYINA

Now we need to establish Task dependency between the tasks

 You double click on the arrow between two tasks

* Small window will pop up and you choose the type o
four and 1n the next slide I will explain them.

ependency. The are

* You can also choose this dependency when you double click omnthe Task name

and choose tab Predecessors and in Type choose the right depende

Task Resource 024 October 2024 !
@ Mode = Task Name » | Duration «  Start « | Finish -  Predecessors - Names ~  Add New Column ~ | 13 13 23 2 3 8 13 |18 | 23 | 28

1 = Planning 1wk Thu9/26/24 Mon 10/7/24

2 L} Attire 2 wks Tue 10/8/24 Tue 10/29/2¢ 1 - N

3 = Guests 3 whks Tue 10/29/2¢ Fri 11/29/24 : l

—:1 L] 'u'enu?a 2dys Wed 10/30/: Mf:un 11/4/24 2 @k DependenD -

1 || o) Catering 2 whks Wed 12/4/2¢ Fri 12/27/24

& = Flowers 1wk Thu 12/12/2: Mon 12/23/3 ' From: Planning

7 = Memaories 4 dys Wed 12/4/2¢ Thu 12/12/2: To:  Atfire

8 = Details ’ 5 dys Wed 12/18/: Sat 12/28/24 e [ Finish-to-start (7 7] Lag: [0a |

g = wWedding day 1dy Sat 12/28/24 sat 12/28/24

10 0 Honeymoon 2 wks wed 11/20/: Wed 12/11/: start-to-Start (35) e

__| Finish-to-Finish [FF}
Start-to-Finish [SF)
[Mone)




Establishing a project MS Project - example @
SILESIAN

UNIVERSITY

Four types of Task dependency between the tasks e s
1. Finish to Start (FS) — Task 2 will start after Task 1 1s finished

2. Finish to Finish (FF) — Task 1 and Task 2 will finish at the same
time, they do not necessarily need to have same start time

3. Start to Start (SS) — Task 1 and Task 2 start at the same time,
they do not need to finish at the same time

4. Start to Finish (SF) — Task 1 will start after Task 2 1s finished



File Task Resource Report Project View Help Gantt Chart Format jo
. . . . & Cut _— . U OB E == =F Mark on Tra= i
Establishing a project MS Project - examr =1 (1o Celior i FRERE T
Gantt Paste [ Copy = = ! 1t ¥ Respect Lin
Chart ~ - «¥ Format Painter B I U 2 - ﬁ ” =5 e o = Inactivate
WView Clipboard Fant Schedule ?
] . [55 )
Now we can set indentation of tasks. g (Sep 30, 24 (Ot 14, 24 (Ot 21, ™ FARVINA
L. . o Start
* You can first divide your task into stages or = Thu 9/26/24
phases by adding rows right above the section Calibri ==
B ~ ﬁ v ‘HE- % > w  Duration - 5Start « | Fimish « Predecessor

you need to divide.

. . I= = ' Planning 1wk Thu 9/26/24 Mon 10/7/24
It will appear as New task, so you rewrite the X cut 3 2 wks Tue 10/8/24 Tue 10/29/2 1
name (3 Copy ks 3 wks Tue 1047947« Fri 11/79/724
= Task View Help
. P .
Then you put in the block aJl#€ tasks that [ paste ing @ Wode v TaskName v Duration + ¢
. Paste Special... 0 o 7 w - l?l
belongs under the firstSection and your press ' s S 4 <New Task> Ldy? > o
. . Ef Scroll to Task ories = Planning 1wk T A = =
following icon —— Is = Attire 2 wke ;=7 | ===
.. ! ) ling da{f= 2
You can see that the first task is in bold L Delete Tk Wmn = Guests 3 wks T s
. . B [ Venue 2dys v
the rest tasks have moved little to the I'lght. Inactivate Task A : e L o , WET7024
- Start
E Thu 9/26/24
Tazk
g =  Task Name ~ | Duration -« Start
0= 4 <New Task> 29.38dys Thug/26f2
FS Information... =] = Planning 1wk Thu 9/26/2
[J Notes.. 3 \s\ Attire 2 wks Tue 10/8/2
= Add to Timeline 4 = > Guests 3 wks Tue 10/29/
5 ] Venue 2dys Wed 10/30,
L] i [ ]
ID Link B -] Catering 2 wks Wed 12/4/,
T ﬁ ) Elrmnrarc T Tho 1212/



- [=3] (%3] = [XE] [$%] —_

10

11
12
13

Establishing a project MS Project - example

This 1s how 1t looks like with
dividing into sections with

indentation.
@ -[[:;EE ~  Task Name ~ | Duration
= 4 1. Phase 29.38 dys
= Planning 1wk
= Attire 2wks
5 Guests 3 wks
0= Venue 2dys
= 4 2. Phase 11.25 dys
= Catering 2 wks
o= Flowers 1wk
o= Memories Adys
= Details 5dys
= 4 3, Phase 17.88 dys
= Wedding day ldy
= Honeymoon 2 wks

Resource

 Start « Finish + Predecessors = pames

Thu9/26/24 Fri11/29/24
Thu 9/26/24 Mon 10/7/24
Tue 10/8/24 Tue 10/29/2 2
Tue 10/29/2¢ Fri 11/29/24
Wed 10/30/: Mon 11/4/24 3
Wed 12/4/2: Sat 12/28/24
Wed 12/4/2¢ Fri 12/27/24
Thu 12/12/2¢ Mon 12/23/2
Wed 12/4/2¢ Thu 12/12/2
Wed 12/18/: Sat 12/28/24
Wed 11/20/ Sat 12/28/24
Sat12/28/24 Sat12/28/24
Wed 11/20/: Wed 12/11/:

SILESIAN
UNIVERSITY

SCHOOL O BUSINESS
ADMINISTEATION IM KAEYINA

024 October 2024 Movember 2024 December 2024
»  Add New Column - || 13 18 23 28 3 3 13 18 23 28 2 7 12 | 17 | 22 | 27 2 7 12 ) 17 | 22 | 27
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You can also create numbering of your tasks.

Right click on the Task name column and
choose Insert column

Then choose name WBS

The numbering will be created

Z 5
[ T
[=
m
L
=
m
(%51

w | Task Name »  Durati
1| - 1 | 1. Phase 29.38
2 0= 1.1 | Planning 1wk
3 ] 1.2 Attire 2 wks
4 m 1.3 Guests 3 wks
5 ] 1.4 Venue 2 dys
J = 2 4 2. Phase 11.25
7 0 2.1 Catering 2 wks
8 L= 2.2 Flowers 1wk
9 = 2.3 Memories 4 dys
10 = 2.4 Details 5 dys
1 = 3 4 3, Phase 17.88
12 = 3.1 Wedding day ldy
13 = 3.2 Honeymoon 2 wks

Wwoe = W e W Pg -

L T ]
L= I o R R = |

SILESIAN
T‘Ii..l‘“l“-ﬁ-ﬁl.li.r
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Another way how to number your tasks is to enter it in front of each task
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* Go to Gantt Chart Format — click Outline number
e The numbers will be created in front of the name of the task
-ile Task Resource Report Project View Help Gantt Chart Format £ Tell me what you want to do
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tyles - Column @ Custom Fields v Late Tasks Path ~ o - ¥ ~ Summary Tasks
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You can watch following videos on how to
set up MS Project:

https://www.youtube.com/watch?v=_uaFyYIwAyU&list=PLzj7TwUeMQ3g
ABHJUU7R0GJIm-YFr4 Y&index=1

There are 18 parts to this topic.


https://www.youtube.com/watch?v=_uaFyYIwAyU&list=PLzj7TwUeMQ3g_ABHdUU7RoGJJm-YFr4_Y&index=1
https://www.youtube.com/watch?v=_uaFyYIwAyU&list=PLzj7TwUeMQ3g_ABHdUU7RoGJJm-YFr4_Y&index=1
https://www.youtube.com/watch?v=_uaFyYIwAyU&list=PLzj7TwUeMQ3g_ABHdUU7RoGJJm-YFr4_Y&index=1
https://www.youtube.com/watch?v=_uaFyYIwAyU&list=PLzj7TwUeMQ3g_ABHdUU7RoGJJm-YFr4_Y&index=1
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* MS Project allows you to create a new project, use available templates. BRI Mo,

* When setting up a project in MS Project, it 1s necessary to create a basic
project calendar, define the working time of the project, its start.

 Each work resource can have its own calendar.

* In the calendar it is possible to set non-working hours, holidays and other
exceptions.



