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How to get MS Project ?
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# Download MS project from following link
http.//www.microsoft.com/office/project/




Embarking new Project

#® Go to file, select new. This
W|” Open a screen for blank Project Information for ‘Projects’ ed |
project CliCk Ok. Start date: [Thu3/ef03 -
Firish date: |Thu S16/03 j
# You can now enter your _

. . . . Schedule from: |Pr|:u]ect Start Date j
prOJeCt |nf0rmat|0n VIZ Start &l tasks begin as soon as possible.
date, finish date and also Curent date: [T 376703 4
how would you like to Stotus date: [ Th 376703 g
SChedUIG the prOJeCt from Calendar: |Standard j
either start or finish date. priority [ =

# You can also chose selection p | swtes [ | _coen |

If you will be using night
shifts.



kantt Chart
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#® Select Gantt Chart view from the view menu.

#® You'll have a spreadsheet where you can now enter information
of all the activities

I.e. task name, duration, start date, end date, predecessors and
various other fields.

# You can enter required information in two ways, in spreadsheet
or when you double click on cell you get pop up window in
which you can enter all the information of that particular
activity.

#® For predecessor activity you need to write activity number.

The SW itself will calculate start and end date.

Now the Gantt Chart is complete.

® @



! & Microzoft Project - Praject]

=15l %]
Jﬁ_j File Edit Wiew Insert Format Tools Project Window Help ill“
DEHERY iR <d - & =25 B G ko leaarw@,
|€ & + = show- | sl -8 -|B I U | AT asks - v K
O EEBETE
J ﬁ Ad_iust Dates Analyze Timescaled Datain Excel. | E PERT Analysis
o Taszk Mame | Duration | Start | Finish Predecessors Resource Man | April 2002 | May 2002 -
1521 (24 (2713002 [5 [8 11 14 a7 lzolzazel2a 2 [5 [ 117

Project Deliverables 12 days Mon 4102 Tue 4ME602

Procure Hardware 2days Wed 411702 Thu 41802 1

Test Hardware 8 days Fri4M9i02  Tue 4/30/02 2

Procure Software Tools 10days . Wed 4702 Tue 473002 1

Task Information

General | Predecessors |

Mame: I |

Percent complete:

Dates

Resources |

Priority: | 3:

Advanced | Motes

Duration: | 3: [¥ Estimated

Skark: | ] 'I

Finish: | 'I

[% Hide task bar
% Rollup Gantk bar ko SUmmary

Help |

Ok I Cancel

o

dhstan] | 14 & ||

icrosoft Project - Pr_..

el e [ ]
B e26PM
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Adding tasks and milestones to a Project File

1. On the View menu, click Gantt Chart.

2. In the Task Name field, type a task name, and then press TAB. (Microsoft Project enters an estimated
duration of one day for the task followed by a question mark)

3. In the Duration field, type the amount of time each task will take in months, weeks, days, hours, or

minutes, not counting nonworking time. (By default the time period will be days, but that can be
changed to hours, months, etc.)

4. Press ENTER.
5. It should look like the figure below:
o Task Mame Druratian Jan 19, '03
S [M[T ]
Ativity 1 2 days j
6. To add a milestone the only difference is that the duration of the activity must be zero (below is an
example):
o Task Mame Duratian Jan 19, '03
SIM[Tw|T[F S

Activity 1 0 days 4§ 123

=

Note: By double clicking on a Task or milestone, you can modify its information with a form that prompts



Grouping Tasks in Logical Order ..-......

1.
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Outlining helps organize your tasks into more manageable chunks. You can indent related tasks under a more
general task, creating a hierarchy. The general tasks are called summary tasks; the indented tasks below the

summary task are subtasks. A summary task's start and finish dates are determined by the start and finish dates
of its earliest and latest subtasks.

Click once on the first activity of the group of activities you want to group. For the example Activities 4

and 5 a Tazk Mame Ciuration Jan 19, '03 J
SIMIT I T[F|S]|s

Activity 1 1 day

Activity 2 1 day

Activity 3 1 day

[ Activity 4 I 1day

L ]
Activity 5 1 day

Then click on the option “New Task” in the “Insert” Menu to insert a new task that will represent the
name of the group (“Group 1” for this example)

4 I Group 1 I 1 day?
| ]

Activity 4 1 day

Activity S 1 day

Then select the tasks below (4 and 5) and then click in the option “Outline-Indent” in the “Project”
Menu

= Group 1 1 day

Activity 4 1 day
1 day
[ ]




Greating Relationships Between Tasks

O00

A network of tasks in a project must be connecting activities from the start to the end, to establish these relationship
we need to use the field “Predecessors” of each task, where we can designate which activity will be preceding the one

we are updating, in the example below we will indicate MS project that “Activity 5” can start once “Activity 4" is
completed (Finish to Start relationship).

a Task Matme Durstion | Predecessars 3, '03

T[T [F|S
1 Activity 1 1 day
2 A ctivity 2 1 day
3 Activity 3 1 day
4 = Group 1 2 days
5 Activity 4 1 day
G

Activity 5 1 daylﬁ I
| |

Notice that by establishing the relationship now the Group 1 takes 2 days to be completed, because before, the
activities were set to be performed in parallel, and now they are in series (Finish to Start relationship)

Note: MS project will calculate dates based on the durations of the tasks, their relationships and the start date
set for the project, however it is possible to change the starting date of a task (if necessary) By double clicking
on a Task or milestone, and using the fields related to the dates (Start or Finish)



Assigning Resources to Tasks
000

You can use the Resource Sheet in Microsoft Project to create a list of the people, equipment, and material resources
that make up your team and carry out the project tasks. Your resource list will consist of work resources or material
resources. Work resources are people or equipment; material resources are consumable materials or supplies, such as
concrete, wood, or nails.

On the View menu, click Resource Sheet.
On the View menu, point to Table, and then click Entry.
In the Resource Name field, type a resource name.

You can go through the fields in the sheet, but for the simplicity of the example just focus on the
name and initials of the Resource

5. Below is an example of some Human resources added to the Resource Sheet (We could add also other
type of resources such as Equipments, Consumables, etc.)

H o

(i) Resource Matme Type Material Label | Initialz Graup Mae . Units <
1 Project Manager Wiork P 100%
2 Team Lesder Wiork T 100%
&8 Ceveloper Wiork D 100%
4 [ Tester !Wu:urk T 100%
6. Once the resources are created, you can go back to the View menu, and click Gantt Chart to see again
the tasks, and then when you double click a task you can add a resource to this task by using the tab
“Resources”

Note: The main goal of the resource assignment is to allocate properly the resources and to provide valuable
information regarding the effort of the team.



Find Gritical Path
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# Critical Path Analysis (CPA) helps you to lay out all tasks that
must be completed as part of a project.

# CPA helps you to identify the minimum length of time needed to
complete a project

For finding CP list all the activities and enter early start, late
start, early finish and late finish info of all the activities.

You can do this under insert/columns and selecting each terms.
Following screen shot demonstrates how to insert.

Project automatically calculates ES, EF, LS and LF based on the
starting/ending dates you have provided.

4
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Microsoft Project - Project]
File Edit View Insert Format Tools Project Window Help

=8| x|
Blx|

DEHERY 2R - |@f|=kiz B @ @ Nobow

AHEEBRE

ﬂ Ad_iust Dates |

|
|
| € % # = Show- | il -8 =B 7 U |AIITasks
|
|

Analyze Timescaled Data in Excel.. | E FERT &nalysiz |

a

Tazk hame | Duration

Gt 3, 2002

Qtr4, 2002  [Gtr1, <]

Procure Software Tools [ 10days  Wied 41702 Tue 430002 1

Effart Driven

Start | Finish |Predecessors - Qir1,2002 | @tr 2, 2002
Jan [Feb [ Mar [Apr [May [Jun
Project Deliverables 12 days Mon 4102 Tue 446102
Procure Hardware 2days Wed 417020 Thu 44802 1
Test Hardware G days Fri 41902 Tue /30002 2

Write Programs 45 days  Wed 5102 Tue 752102 4
Test and Debug 22 days
Inztall G days
Training 7 days
+ Early Finish -
Acceptance 8 days Ear ot

Jul |Aug | Sep

Ot |N0v |Dec: Jan |F:|

iﬂﬁlaﬂ”J :ﬂ e |J|Micmso[l Project - Pr...

-

BRSO SR R

<l £:41 FM

O00



-& Microsoft Project - Project1 _ Xl
]|J?_!j File Edit View Inset Format Tools Project Window Help =13

DEEHERY IR v & =& 8¢ . kb ey an.
& B = Shou | b 78| == E e - 7| Ao
ASSE8EE

_\ P4 Adust Dates i ) Analyze Timescaled Datain Excel.. | Epsmm|

a |Tasmma |Duanun | Start | Finish IPrede|Eﬂ'lySlﬂ'l|Eﬂ1yFrm|LﬂeSh1 LateFinish 2 |Gir2,2002 |GQir3,2002 | Gird 201
I e | Apr [y | un | Jul | Sug|Sep | Oct [Nev |
Project Deliverables 12 days Mon 4102 Tue 4116102 Mon 44102 Tue 416102 Mon 441 'lm. Tue 471 BID2|
Procure Harchware 2days Wed4M1702  ThudHS02 1 #ddssess ThudNsn2 Fri THO02 bbb
Test Hardware Sdays  Fri4M902  Tue 43002 2 Fri 4119/02 Tue 4/30002 Tue 712302 Thu 8/1/02
T T 4 3 g A VR AT T S e R )
| Test and Disbuiy AZ2days | Wed 76302 . ThuBAD2 S, Ved 7302 Thu B2 Wed 773102 Thu 8102
| iFsti | sdays | Frig2nz - Tue®A302 36 - |FriG@02 Tue 81302 1 FriB202 Tue 81302
[ Training | Tdays Wed 8402 ThuBQ202 7 aepsER ThuBI2202 REREARERE Thu 82202
i z ey

T o o0

FiiEE : gl o
|| Erde) || GRS [l SR ER) Ready

|JI { Microsoft Project - Pr... 4?]%:’% 716 PM J@Slaﬂl“ m ﬁ

qEA:

O00






! & Microsoft Project - Project] Using Gantt Chart Wizard F — =] x|
Jyﬂ File Edit iew Inset Format Tools Project Window Help ill“
DR ERY B | @ =i @ e @ Nou learen.
(@ % % = Show- Al 8 B Z U === Alsks s
OoEEERE
J 5 Adjust Dates | @Ana]_lgze Timezcaled Data in Excel .. | @ FERT Analyzis |

a |Task Mame | Duration | Start | Finish |Prede| Early Start |Ear|y Finish | Late Start |Late Finish |2 [@tr2,2002 |Qir3,2002  |Gir4,2004]

Mar | Apr ey [Jun | Jul [Aug [ Sep | Oct Iij
Project Deliverables 12 days Mlon 441002 Tue 441602 Mon 44102 Tue 41602 Mon 4102 Tue 441602

Procure Hardware
Test Harclware
Fisere Shitware Took
-Wr'rt.e P.rograms
Test and Debug
Install
Training
Acceptance

2days Wed 4702 Thu 4M802 1 HERRRAEREL Thu 41802 Fri7HO02 Feasi

GanttChartwizard - Step 2

Jf.:.-—.a.—-;n

[

T | K3

| o
B =50 25 (T =

O00



- { r - Projec Showing (ritical Path using Detailed Gantt Chart 18] x|
Eﬂ File Edit Miew Insert Fgr_njat l_qols_ Eroigc:_t wiindow Help _E_]__)S_j
Dzd SV iR W =8 B ¢ B NoGrow reayE @i,
€ % + = Show- Adidl Bl B ' Al Tasks - e | K
AHEEBEDRE
E‘*} Adjust Dates @ Analyze Timescaled Data in Excel... :] PERT Analysis
a .Task N.ame Lewveling Defay Duraﬁﬁn Start Finizh SUCCESSOrS 1 cr 1, 21302 Q‘tr .2‘ 2002 | cir é, 2002 | Gird, :2__002- 4]
| | | | | Dec | Jan Feb | Mar Apr May Jun Jul |Aug Sep | Oct Mov Dec
1 Project Deliverables Dedays 12days bon 47102 Tue 4716102 2.4 B
2 m Prosure Hercheearg T edaygZdevss MWed 41702 Thy 418023 ¥ b= g
£ | Teat Hardware 0 edays 8 days Fri4MQiz2 Tue 473002 7 : - E7 days i
4 Procure Software Tools Oedays| 10days ‘Wedd4M7i02  Tue 4430002 5 : i
£ ‘Wite Programs Oedays 45days  Wed 5102 Tue 7i2102 6
B Test and Debug Oedays  22days  Wed 7/302 Thu G102 7
i

O00
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& Microsoft Project - Project] i iti i i i =12 x|
ﬂn’*ﬂ File Edit View |nsert Format Tools Project Window Help ﬁld
DE[8RY ' ar o gesame@ i - Q% [ed.

J¢»+-§hDWv|Ana| o .v=|-.s";,

OEEEBRE

J Adjust Dates | Analyze Timezcaled Data in Excel... | E PERT Analysiz |

|

&
(]
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J@ File Edit Miew Inzert Format Tool: Project Window Help ilﬂ
DsHeR¥| szl |v a=seE c 6| Noow learied.
|€ % & = Show- | Aisl -8 -7 u === B v |
All Tasks -
JE E E m %| Completed Tasks
J 5 Adjust Dates | Anal_lgze Timescaled Data in Excel... | E FERT Analyzis | EEQ{IE?::W Than
| | Cost Overbudget
Created After...
| Duratian | Start | Finish [ - ctort | LateFinish (2 [ Gtr2,2002  [Otr3,2002 | Gied, 200«]
[rate Range har | Apr Way | Jun | Jul |Aug|SEJg Oct |N0\.-':|
o

1 Th 822002 SRREERESS Th BO207

(L 7ds | WeHBHADZ THUBRADIT kAR 4
|acesptance” || 8deys || Figeso2 T fue'damnz 8. | FriRaig |Tueosmmnd Frideamd Tue HEmz:
i 0 i ! I 1 ! =

-l
o]lil -] : -+ s % j
SR B iz L f

IT il e ) e

O00



Slack Time For Scheduling

O00

-;iisu

»® @@

For viewing the schedule showing the slack go to Views - More views -
Detailed Gantt view - Apply.

In this click on View - Table - Schedule

Slack appears as thin bars to the right of a task, with slack values adjoining the
regular Gantt bars

You can also view the free slack and total slack of a task in the sheet.

You can move the activity within the available slack time, to balance the
resources, in the cases where over allocation is present.

More Yiews ed |
Views:
Bar Raollup N Mew... |
Zalendar
DescrlEtwe Metwork, Dlairam Edit. .. |
zantk Chart
Leveling Gantt Copy... |
Milestone Dake Rollup
Milestone Rollup Qrganizer... |
Metwork Diagram
PA_Expected Gantt
Pa_Optimiskic Gankt
P4 PERT Entry Sheet x|

Apply I Cancel
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zoft Project - Project]

]Eﬂ File Edit | Wiew Inset Format Tools Project Window Help 8] x

D=l Calendar =t @ =2 s 2 | NoGroup - ®a s @ i
Gantt Chart T

%+ -3 - B I O
bl Metwork Diagram —

_] _] H Tazk Usage

Al Tasks - Tz [

55| Adiust Dat Tracking Gantt Datain Excel... :] PERT &nalysis
Resource Graph rables
T” i ]| i | ?l_‘»‘~:=>|»|
e 11 1 ! 1 1 1= =
— ” - F Mon 44102 Tue 4116102 Mon 4102 Tue 4116102 0 days 0 days 5
e

Wied 4017702 Tlhu 418102 Fri7A902  Mon 7/22i02 0 days E7 days

T —ry _ *




Glosing Project

O00

# When you are saving a file it asks you whether you want to
save with baseline/without baseline. You can choose either
options.

# If you choose to save with baseline, a copy of your schedule
and other things will be saved and any changes when you are

making when the project progress can be viewed clearly using
the baseline.

# If you choose to save without baseline, you will not be able to
view the changes.



. & Microsoft Project - Project] i = ﬁl

Jaj File Edt View Insert Format Tools Project Window Help ili“

DEEHSRY sBBC - @ =% 8 8 ive - QAF (@1,
|4 % & = Show- | Al -8 -|B 1 oul= | AlTasks - K,
J = Adjust Dates | Analyze Timescaled Data in Excel... | E FERT Analysis |
Task Name | Pes Dur | Pes Start | Pes Finiish | Apr 02 |l1|l|§y'02 | Jun '02 | Jul'02 | Aug '02 SgF 02 | oct'0z o]
24317 [14[21 (28] 5 [12[19]26[2 [9 [16[2330]7 [14[21 284 [11118]25[1 8 [15/2229]8 [T |
Project Deliverables 14 days  Mon 4102 Thu 41802 i
Procure Hardweare ddays|  Fri4fam2  WWed 42402
Test Hardware 11 days | Thu 4/25/02 Thu 5/9.02 i
Procure Software Tar Rk BN Planning Wizard
‘Wite Programs 43 days
& ¥ Wwould you like to save a baseline For 'Project1’? & baseline is 4
Test and Debug 27 days | snapshot of your schedule as it is now, It s useful because you can
Inztall 15 days | compare it with ater versions of your scheduls to see what changes
i have been made. -
Training 11 days
Acceptance 11 days |

‘You can:

@ Save Projectl’ with 5 baseline,

oK I ‘Cancel Help

™ Doni't tell me about this again.

-




Step by Step Example 000

Now lets try a small example, step by step to practice each of the options we have seen so far about how to create a
project using MS Project. We are going to use a small set of tasks (Table Below) related to the initial phases of a
System Testing Plan (Definition and Design)

Activity Predecessor Responsibility Effort System Testing Phase
1.RSD Analysis * Requirements Specification Document eTest Manager 3 days Definition Phase
completed. eProject Manager
(Not part of System Testing Plan) eTest Leader
2. Develop Test Plan Activity 1 eTest Manager 5 days Design Phase
eTest Leader
eTester E
3. Develop Test Design Specification Activity 2 eTester A and B 8 days Design Phase
4. Develop Test Case Specification Activity 3 eTester A and B 5 days Design Phase
5. Develop Test Procedure Specification | Activity 4 eTester A and B 3 days Design Phase
6. Develop Test Item Transmittal Activity 5 eTester A and B 1 days Design Phase
Report
7. Prepare Tools and Test Scripts Activity 6 eTester A and B 3 days Design Phase
8. Review Test Plan and Attachments Activity 7 eTest Manager 2 days Design Phase
eTest Leader
eTester E
9. Check that System is Ready to be Activity 7 eTester E, Aand B 1 days Design Phase
Tested
10. Add Design Documents to CMS Activity 8 eTest Leader 1 days Design Phase
(Milestone) eTester E, A and B




Step by Step Example ... ...

O00

1. Create a new file “Projectl”
2. Assign the start date of the project to be Dec-02-2002

] Chrl-+M
T [Z Cpen... ChHl+0

!_* Close @ 'P

%]
Skart date: m j
Ef
i

yujzet fuyniEiun fur T Hig 2w ﬂl

Firish date: | Thu 12/12/02

@ File Edit “iew Insert Formak Tools | Project Window Help

i achedule Fram: | Project Start Date

DEE 8RY Bl o 3
J & P & Sh Arial Biltered for: All Tasks rl &l kasks beqgin as soon as possible.
= [l g o
= iaroup by: Mo Group k[ :
JE == i B i , Current date: |Fr| 1j24/03 j
| WES vl Status date: |NF'. j
o Task hame (=] Task Information...  Shift+F2 | Calendar: |5tan.jar.j j
%2 Task Notes... i
Eriarity: soo =
Project Information. .,
0 Help | Skakistics, ., | | Ik I Cancelp

2.2




Step hv Sten Examnle (Step 2 — Add Tasks)

N =

Write the name of each task in the spreadsheet using the column “Task Name”
Write the duration in days of each task in the spreadsheet using the column “Duration”
Group the tasks by the Phase according to the table of tasks shown before, and add a group that encloses the
phases named “System Testing Plan MCY-ADTT-ST-2002-01" this will represent the plan as a whole

Write the predecessors of each task in the spreadsheet using the column “Predecessors” (If you can't see the
column, try to expand the vertical bar that divides the spreadsheet to the Gantt Chart)
To convert a Task in a Milestone, |just double click the Task and go to the tab “Advanced” then check the box that

says “Mark Task as a Milestone”

oo @ h AW R

—
=

Task Mame

RSD Analysis

Develop Test Plan

Develop Test Design Spec.

Develop Test Case Spec.

Develop Test Procedure Spec.
Develop Test kem Transmital Report
Prepare Tools and test Scripts
Reviewy Test Plan and Attachments
Check - System is Ready to be Tested
Add Desgin Documents to CMS

W - m th s L R

—
=

Task Mame

RED Analysis

Develop Test Plan

Develop Test Design Spec.

Develop Test Case Spec.

Develop Test Procedure Spec.
Develop Test kem Transmital Report
Prepare Tools and test Scripts
Review Test Plan and Attachments
Check - System iz Ready to be Tested
Add Desgin Documents to CMS

Duration

Jdays
Sdays
S days
o days
Sdays

1 day
3 days
2days

1 day

1 day

=

Dec1,'0

O00

ec 8, '02

S [mT

2
[w[T[F s

D
S [mT w1




Sten hv Sten Examnle (Step 2 — Add Tasks Continued)

o Task Mame Duration | |Dec 1,'02 Dec §,'02 Project Window  Help
ST T[F[s]s[Mm]T w1 o . Mo G t
1 [ Svstem Testing Plan MCv-ADTT-5T-200] 1 day? = &  NoGrowp v
3 RS0 Analyais 3 days Filtered For: all Tasks 3 = alTasks =]
3 Develop Test Plan G days Group by: Mo Group b
4 Develop Test Design Spec. G days »
5 Develop Test Caze Spec. 5 days WES v 4 Qutdent
-] Develop Test P ] 5 . 3d i
e b & Task Information...  Shift+Fz 4 Show Subtasks %l
T Develop Test kem Transmital Report 1 day :
- = Hide Subtasks
& Prepare Tools and test Scripts 3days o
9 Review Test Plan and Attachments 2 days i Project Information
10 Check - System iz Ready to be Tested 1 day Show »
11 Add Desgin Documents to CMS 1 day & days
Sdayz | ™7 Hide Outline Symbnls
Insert a new task at the beginning that will group everything ddavs 3.3
Click on the option “Outline - | ndent”
a Tazk Mame Duration | | Dec 1 Dec &, '02 a Taszk Name Curstion | ©1,'02 Dec &, '02
S|M|T|W|T|F|S SIM|T ] M1 T W T F 5|5 M| T W
1 System Testing Flan MCY-ADTT-3T-200 1 day? 1 |- system Testing Plan MCV-ADTT-ST-2002-01 | & days ) v
2 RSD Analysiz 3 days 2 RZD Analysis 3 davs
3 5 days 3 Dewvelop Test Plan 5 days
4 g days 4 Develop Test Desian Spec. 8 days
5 5 days 5 Develop Test Caze Spec, 5 days
G 3 days G Develop Test Procedure Spec., 3days
7 1 day 7 Develop Test tem Transmital Report 1 day
] 3 days g Prepare Tools and test Scripts Jdays
=] 2 days 9 Revigw Test Plan and Attachments 2days
10 1 day 10 Check - System is Ready to be Tested 1 day
11 1 day 11 Ao Desgin Documents to ChS 1 day

The final result should look like this, now repeat this
steps to create the Subgroups that will represent the
phases (Definition and Design)

Highlight the tasks that are going to be added as subtasks



Sten hv Sten Examnle (Step 2 — Add Tasks Continued)

W m| th B W R =

i
12

o

Tazk Matmne

- System Testing Plan MCY-ADTT-5T-2002-01

Defintion Phase

RED Analysiz

Develop Test Plan

Develop Test Design Spec.

Develop Test Caze Spec.

Develop Test Procedure Spec.
Dervelop Test kem Transmital Report
Prepare Tools and test Scripts
Feviesy Test Plan and Attachments
Check - System iz Ready to be Tested
Add Desgin Documents to CWS

¥

ration

8 days?

1 day?
Jdays
5days
G days
5days
3days

1 day
Jdays
2 days

1 day

1 day

1,'02 Dec &, '02 | "
Er;l |IT |W| T |F |S Se|cr:-1 |IT |W| T | msert Format Tools | Project Window Help
P ———— Al 2 Sork
) Filkered For: All Tasks
aw = | Arial
Group by Mo Group
RS0 Analysis WES

Insert a new task at the beginning of the definition tasks

W W | e R

[ Y
b= o @

a

Tazk Mame

= System Testing Plan MCY-ADTT-ST-2002-01
Defintion Phase

RED Analysis

Develop Test Plan

Develop Test Design Spec.

Develop Test Case Spec.,

Develop Test Procedure Spec,
Develop Test tem Transmital Report
Prepare Tools and test Scripts
Review: Test Plan and Attachments
Check - System is Ready to be Tested
A Desgin Documents to CWMS

Durstion

8 days?
1 day?
3 days
o days
G days
o days
3 days

1 day
3days
2 days

1 day

1 day

c1,'02 Dec &,'02

W1 [T [F[s[s[m[T T

’ v
1
2
3
4
5
6
7
8
9
10
1
12

Highlight the tasks that are going to be added as subtasks

) [Lalii=ne = Task Information...

- System Tes 2 Task Motes...
Definition

I RS0 Analys

Project Information, ..

»

Shift+F2

Develop Test Plan
Develop Test Design Spec.
Develop Test Case Spec.

Click on the option “Outline - Indent”

[1] Tazk Name

= System Testing Plan MCY-ADTT-ST-2002-01
= Definition Phase
RS0 Analysis

Develop Test Plan
Develop Test Design Spec.
Develop Test Caze Spec,
Develop Test Procedure Spec.
Develop Test kem Transmital Report
Prepare Tools and test Scripts
Review Test Plan and Attachments
Check - System iz Ready to be Tested
Add Dezgin Documents to CWS

& Mo Group -
= | Al Tasks . T
B

4 Qutdent

& Show Subkasks
= Hide Subtasks

Show »

= Hide Outline Symbals

Duration

8 days
3 days
3 days
S days
S days
o days
3 days

1 day
3 days
2 days

1 day

1 day

Sdays

c1,'02 Dec 3,'02
W T[T [F[s[s[m]T [wT]r
. v

—

The final result should look like this, now repeat this
steps to create the Subgroup that will represent the

phase “Design”



Sten hv Sten Examnle (Step 2 — Add Tasks Continued)

o000

© |TaskMName Duration | £1,'02 Dec &, 102 Format  Tools | Praject Window Help
MITwIT[F[ss[m[Tlw[T[F % By @ st | €8 NoGromp

1 — System Testing Plan MCY-ADTT-5T-2002-01 B days? E—— Filtered for: All Tasks
2 - Definition Phase Fdays? |— i ;mup iy (e G = || EEES
3 RSO Analysis 3 days 25| &
4 I Design Phase | 1 day? Develop Test Pla WS » & ourdent
5 Develop Test Plan 5 days

s - b Task Name E] Task Information...  Shift+F2 4 Show Subtasks =
] Develop Test Design Spec. Sdays = Sy I
T L T T TR [l PR = wen]Teg _I % 2 as -

. . . SIDeTinitiol Project Information, .. Show 4

Insert a new task at the beginning of the Design tasks RSD frerer

(Notice that the new task that will work as a group for the Ees'gl“:’fjfpl
“Design Phase” is inside the group “Definition Phase”,

therefore we need to Outdent one position to put it at
the same level as the Definition Phase)

: Format Tools | Project window Help

Highlight the tasks that are going to be added as subtasks in the

i Sart » Mo Group . . . )
» =@ Fibored Fors All Tacke , € design phase and then Click on the option “Outline - Indent”
Avrial - ' = | all Tasks - ; g
] » - a Tazk Mame Duration | ©1,'02 Dec & '02
e Byl 119 G M[T [T [F ][5 5[M[T [T [F
E B Indent 1 = System Testing Plan MCY-ADTT-5T-2002-i1 8 days | vy
Diesign Phase WES P 2 - Definition Phase Fdays |—
3 RS0 Analysis 3 days
Task Name E Task Information...  Shift+Fz 4k sShow Subtasks = S
) F 4 - Design Phase 8 days P
- System Tes 2% Task Motes.., = Hide Subtasks ™ 5 Develap Test Plan 5 days
= Definition Epraraet: Trfaie o Show » & Develop Test Design Spec. g days
RED &rmrys: v 7 Develop Test Case Spec, 3 days
I Dezign Phase I g Develop Test Procedure Spec. 3 days
3-1 0 9 Develop Test tem Transmital Report 1 day
. . . 10 Prepare Tools and test Scripts 3 days
[13 b}
Click on the option “Outline-Outdent” to move the - Review Test Plan and Attachmerts 2days
activity to the left 12 Check - System is Ready o be Tested 1 day
13 Add Desgin Documerts to CWMS 1 day

The final result should look like this



Sten hv Sten Examnle (Step 2 — Add Tasks Continued)

Lo ™ A v R T S %

11
12
13

o

Tazk Mame

= System Testing Plan MCY-ADTT-ST-2002-01

= Definition Phase
RED Analysis

- Design Phase
Develop Test Plan
Develop Test Design Spec.
Dervelop Test Caze Spec.
Develop Test Procedure Spec.
Dewvelop Test tem Transmital Report
Prepare Toolz and test Scripts
Rewiew: Test Plan and Attachments
Check - System iz Ready to be Tested
Add Dezgin Documents to C=

Dwration

31 days
3 days
Jdays

28 days
5 days
g days
Sdays
Jdays

1 day
Jdays
2 days

1 day

1 day

Ztart

Mon 12/2/02
Mon 1272102
hdan 12202
Thu 12/5/02
Thu 128502
Thu 128202
Tue 12/24/02
Tue 12,3102
Fri 17303
hon 18103
Thu 180035
Thu 182003
hdan 143003

Finizh

Mon 113703
Wed 12/4/02
Wed 124002
Mon 114303
Wied 1201102
hlan 1 252302
hlan 1 255002
Thu 15203
Fri 10303
Wied 15803
Fri 1410003
Th 1 #8003
hdon 101303

Predecezsors

[ s B B 0 R 5 R 3

10
10
11,12

O00

December

11524

121 | 1258 [12m5 1272

v




Step hv Sten Examnle (Step 2 — Add Tasks Continued)

= b o
S Ha oo

Genetal ] Predecessars l

Resources Advanced l

Marme; ]F'.u:ld Desgin Docurnents o CMS

Conskrain task

Ceadline: | MA

H

Curation: Jld ﬂ [ Estimated

(?1x]

Mokes l

Conskraint bype: |.|5.s Soon As Possible

j Constraint dake:  |mA

Task type: |Fixeu:| Inits

j ¥ Effort driven

Calendar: | Mone

=

WhS code:

IV iarl: task as milestone

[_ox ]

Cancel y'
O,

O00



Sten hv Stan Examnle (Step 3 — Add Resources)

O00

=

Got to the view “Resource Sheet”

2. Add the necessary resources to the “Resources Sheet”, we are going to use only the Name, Initials and Standard
Rate in $/hr. The resources are going to be taken from the table showed at the beginning of the example, more
specifically from the column “Responsibilities”

3. Now, with the Resources already register in the project file, go back to the View “Gantt Chart”

L & WiCrosofProjeeieP o eIl MICEROSoiEro] s oy Bt R LT e o
o IO SO UJECL - ULl S iy

B File Edit | view Insert Format Tools @ File Edit Wiew Insert Format Tools Project Window Help
D@ @ Coendar B DSH SRY iR @ B o Group . @ (2 .
v Gantt Chart — —
€ 3 & - ) Show = | &rial -8 - B I U|== = | alResources v = .
Metwork Diagram = = ==
OEE  resves OHEEERE
Tracking Gantt oM
esource MName ype erial Labe nitial= [ 10]4] ax . Unit= . E
Resource Graph R M T Material Label | Initial G Mz Units || St Rat vt
[es 1 j 0 ]
Resource Usage Ftion 2 q
framgl More Yiews. .. o a3 k|
Table: Entry y NP [yl 4 1
el =
B reports. . el > 1
& 1
vl
>
Toolbars 7 p
g

zoun.. [l

]

MicrosoftiProjecteProjectl il
@Eile Edit | Wiew Insert Format Tools
O = n Calendar

Metwork Diagram
E E E Task Usage

Tracking Gantt

[ P T 0



Sten hv Sten Examnle (Step 4 — Assign Resources)

O00

=

Double click the task you want to link to resources available in the “Resource Sheet”

2. Then got to the Tab “Resources” and look up the resources you want to relate to the activity (For the example
lets keep the amount of effort of each Resources as 100%, Leveling Resources wont be covered in this tutorial),

finally Click the “Ok” button to finish the assignment.

3. Repeat steps 1 and 2 for the rest of the tasks

Resources:

Resource Mame

r'l'ﬂ:J't.JJJ'fufr'uﬂ:[iun i a‘
Genetal ] Predecessars s \ Advanced ] MNotes ]
Mame: ]RSD Analysis Duration: ]3d ﬂ ™ Estimated

lnts — EE)

Vi

Help

r'J—E:}'C Jifurndzielugi

General l Predecessors

lx)
|

Resources ‘ advanced ] Makes

Marne: ]RSD Analysis
Resources:
X]vi_- Test Leader
| Resource Mame
Test Manager

Duration: ]3d ::] [ Estimated

lunts 5

100%,

ager

100%

- §100%

Project Manager
Teskt M
T

Tester D
Tester E
Tester F
Tester
Tester 1

r

arcel g
=



Sten hv Sten Examnle (Step 5 — Adjust the Gantt Chart)

O00

1. Adjust the length of the Gantt Chart such that it can be seen in one screen (If Possible), to do this perform a Right
Click on top of the Gantt Chart first, a pop-up menu will appear, select the option “Networking Time...”

2. In the form that will open go to the tab “Time Scale” and Change the Major Scale Units to “Months” and the
Minor Scale Units to “Weeks”, then press the “Ok” button to see the results in the Gantt Chart. (Adjust as
necessary the scales once you are familiar with them)

Gridlines. ..

EBar Styles... r'fjijéJi:éia d%]
Layout. . Timescale; 1 Morwarking Tirme ]
Morwarking Time. ..
Progress Lines. .. Majoe-se
':S. F— Label: lJanuary :J W Use Fiscal Year
= Count; = Align: Left > ¥ Tick lines

Splik :
- 1 Minor scale
@ Label; llII'SIII, 206, .. :] ¥ Use Fiscal Year

Alan:  |cCenter  w M Tick lines

General
Size: 100 j o W Scale separator
Preswview

December |Januar\; |February |Maru:h |
M7 11024 (120 (12 [1ansizea1z2ea] 15 [1n2 (a9 [1e6 | 22 [ 28 (266 (2025 [ 32 |

ITI Cancc@




Ste h Ste Exam Ie Step 6 — View the Critical Path
p by $tep Example ) oo

1. For the example, we are going to use the Detailed Gantt Chart to view the Critical Path, because this option also
shows the Slack Time of the activities that don’t belong to the critical path, therefore first we have to select the
option “More Views”

2. Then we have to select the Detail Gantt to obtain the view desired (Adjust the Gantt Chart as explained before if is
necessary)

Insert Format Inn@ﬁ"e Edit | Yiew

alendar == c
antt Chart & > & G
etwork Diagram N
ask Usage EIEIE 1 The View should look like this (If the Gantt
i Gl i Chart, doesn't appear check that you are in

esaurce Graph the right date on the Gantt Chart)
esource Sheet

R
2 R \
esource Usage a Tazk Mame ecamber | Janusry

121 (128 [12ns 12z [12p9] 15 [1n2 [1

=)

ore Yiews. . iy m T[]~ svstem Testing Plan MCY-ADTT-ST-2002-01 v
i able: Enkry 3 2 - Definition Phase »y
riu]ura Views: a a 3 RSD Analysis

_ 4 - Design Phase w
izt 3 Develop Test Plan
EZ'I'ERH';LLF g & Develop Test Design Spec.
DescriEtive Metwork Diairam Edit.. 7 Develop Test Case Spec.

b

Eer el 8 Develop Test Procedure Spec.,

A Elt .
Leveling Gantt Copy.. 9 Dervelop Test tem Transmital Repaort
Milestone Date Rollup 10 Prepare Tools and test Scripts
HH?SWTDE‘DHUD % 11 Reviewy Test Plan and Attachments

etwiork Diagram
P&_Expected Gantk 12 Check - System is Ready to be Tested ‘
P& _Ophimistic Gantt 13 Add Desdin Documerts to CWMS
PA_FERT Entry Shest V|

A I C I - - -, . -
polz_| MQZ Slack Time (Activities in Blue are

not part of the Critical Path)



Step hv Sten Examnle (Step 7 — Show More Columns)

O00

We can show more information, related to the tasks, in the spreadsheet, one column that might be of general
interest is the cost, to do this first perform a Right Click on top of the spread sheet (Specifically In the titles of the

Columns), a pop-up menu should appear showing several options, chose the one that says “Insert Column”

Then lookup the column named “Cost” and then press the “Ok” button

[ R T R T Y]

L3 cutcel
d Copy Cell
E, Paste

Paste Special,..

Insert Calurmn, .,
"Q" Hide Calumn

A Font..,
Text Styles. ..

Customize Fields. ..
%l Sort by...

Field name:

ol nm e

Confirmed

= =

Title:

Caonfirmed
Canstraink Dake
Canstrainkt Type

Align title: Contack
' o5k
align dat Cost
Cosk2
ﬂldth: DSl o 1 hd
T e

= o=

Cancel

Besk Fit

= =

o it}

W om| | @ | e R =

=
(=1

11

Now you should see the “Cost” Column, this cots is calculated
based on the resources allocated for each Task, notice also that
the groups automatically add up the cost of the subtasks making

the view even more interesting.

\

a Tazk Matme

- System Testing Plan MCY-ADTT-ST-2002-01

= Definition Phase
RS0 Analysis

- Design Phase
Develop Test Plan
Develop Test Design Spec.
Develap Test Case Spec.
Develop Test Procedure Spec.
Develop Test tem Transmital Report
Prepare Tools and test Scripts
Review Test Plan and Attachments
Check - System is Ready to be Tested
Add Desgin Documents to Chs

L | December |
121 [128 [12ns12e212ea] 16 [1nz |
v v
L
1 clay



Sten hv Sten Examnle (Step 8 — A Better View)

O00

As explained before, you can add and hide columns from the Spread sheet, this lets you show exactly what the people
needs to see, below is a view with selected fields: Name, Cost, Duration, Resource initials and Start Date. The reader is

welcome to experiment with this features and to explore more views that are offered by MS Project, such as resources
usage, cost reports, etc. @

WiCroEDftrojectSystembl estallansmppilton i urtadp; £ d*ﬂ|
@ File Edit “ew Insert Format Tools Project ‘window Help _E'_JEJ
Dl SV §{BaRY e es g B ¢ B Nodouwp - |Qe | @3,
€ % & = Show- | Al -8 - |B I U = = = alTasks - T L
OEEEEDE

' [ Man 12/2/02

a Tazk MNatme Cost Duration | Resource Initisls Start December | January | Fa
| - o D | | {121 [128 [12ns1zez[1ziea] 16 [1n2 [1n8 1726 |
= System Testing Plan MCY-ADTT-ST-2002-01 $14,593.60 30 days IMon 12720 ~ | F W
| - Definition Phase | $2,520.00  3days Mon 1212102 g
RSD Analysis $2 52000 3days PR, TR, TL  Mon 12/2102 roject Manager Test Manager Test Leader
- Design Phase | $12,073.60 2T days | | Thu 12502 ,
Develop Test Plan | §208000,  4days TMTL  Thu 12502 Test Manager Test Leader
Develop Test Design Spec. [ $3,072.00 g days. TL,T_J | Wed 12011102 et Tester J
Develop Test Case Spec. | §192000  Sdays TL,T_J| Mon 1202302 st Leader Tester J
Develop Test Procedure Spec. 1,152.00 3 days TL,T_J | Mon 12530002 est Leader Tester
Develop Test tem Transmital Report | §38400,  1day TLT_J| Thut/203 Test Leader Tester J
Prepare Tools and test Scripts | §156000  3days  T.GTATD Fri1/3m03 Tester 3, Tester J Tester
Review Test Plan and Attachments F1,107.20 2 days TMTLT_J Wedd 1/3/03 Test Manager Test Le:
Check - System iz Ready to be Tested | F366.40 1 day. T_G,T_J,T_D. Wiedd 15803 L [ester G Tester J,Teate
Addd Desgin Documents to CMS | 343200 1 day| TLT. Fri1A0M03 110

Ready

| UM



Stan hv Sten Examnla (Step 9 —Save the File)

O00

1. For this example we are saving the file at the end, but it is recommended that you save the file frequently while
you are working to avoid losing data as a result of problems such as a Power Failure for instance.

2. You can chose between saving the file with or without Baseline (the difference was explained before in this
Tutorial)

Eh]]:ru;uf'{ Frofget = Sysian =g M Ensi = Giibidg pliy i

ﬂa File Edit “ew Insert Format Tools Project ‘'Window Help

O O mew... Tt ; ..
= Open... CH0 FAETTEZarnd m

Would wou like to save a baseline For "Projectl _2.mpp'? 4 baseline is a
snapshot af your schedule as it is now, Ik is useful because wou can
compare it with later versions of yvour schedule to see what changes
have been made.

Yau can:

¥ Save ‘Project] Z.mpp’ without a Baseiine.

" Save 'Projectl 2 mpp' with a baseline,

| Ik | Zancel Help |

[ pon't tell me about this again,

@



