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Thank you all for coming!'!

Who am |2?2?2
Ellen Lehnert, PMP.

Train MS Project since 1996
Train MS Project Server since 2002

Consulting, Process Development & Dec.
Step-hy-step Instructions

Installations ofi Project Senver
Project Mgmt training
Custom classes — tenight IS an example
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Backgrouna

Certified Professional Project Manager (PMP)
Microsoft Partner — specializing in training

Microsoft Project Association (MPA — Users group
for MS Project) Chicago Board President - 2 years,
current Past-President, Member - Chicagoe Chapter

Contributor to Dynamic Scheduling using MS Project
2002 and Dynamic Scheduling using MS Project
2003

Certified MS Office Specialist (MOS) in MS Project®
2000 & 2002

Certified Blue Belt in MS Project 2000, 2002, 2003, -
International Institute of Learning (IIL) — teach these
classes

Author of “Ask the Teacher” menthly columni for the
MPA ezine
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EXercise for Tenight!!!

= You will be using the schedule Direct Malil
Marketing Campaign.mpp: for this exercise

= You were notified to dewnload the
schedule frem my: website:

= \\Ve have! it on USB i you need it — raise
your hands

= \\Vork alone or With Someene — share Voul
COmpUter — meet Ssemeene new
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EXercise for Tfenight!!!

= Discussions encouraged

= |n many. cases — no 100% right or wrong
answer and multiple ways of
accomplishing the same action

= [Helpiis avallable fromi our helpers — they.
Wil give It thelr Best iy But remember
there Is multiple ways: o accomplishing the
Same action
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EXxercise for Tenight!!!

= You are the PM to plan the next Microsoft
direct mail campaign

= The WBS has been created for you — It IS
a template of previeus, campaign: that was
planned

= Generic Resources have been added

= \\Vork through the steps applying changes
as needed

= Geoed Luckl You have 45 minutes — you
are net expected to finisniii

3/25/2




= \\e will'/doras many as we can In the time
allowed

= | encourage discussion but we are tight on
time so some discussion | will have to

defer until another time or see me later

= Prizes will be given with no pattern: or
consistency!!

= Allfanswers are pested on the Tps/Articles
pPage of my website: WwWw.lLennercs.com
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Step 2

= Change start date:;
Best way Is “Adjust Dates”

= On Analysis tooelbar

= Allews for changing start date and
adjusting| constraint dates, at the same
time.
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Step 3

Overhead tasks:
Best uses: PM time, cost that doesn’t apply to
an Individual task.

Insert task under Project Summary task

TThe duratien sheuld match Project Summany
task

Eixed units, effort off, assign PV at 10%: of
thelr availability.

Check Resournce Usage for time distribution
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Step 4 dplehnert

= AsSsigning resources tor Summary: Tasks: Is
not recommended.

= You really don’t have an assignment by.
task

= Jracking willfnoet be correct

= [Keep in mind that summany. tasks are
subtetals and titles;, net assignanle tasks
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= Adding lag time between tasks 10 & 11
would increase duration but not add to
Work or cost.

" The increased duration pushes a
constraint and creates negative slack

This iIs how many days you will miss your
ending date!!! Must fix

= Remove work, shorten durations, SS, FF,
lead time, get more resources, etc.
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= Set baseline:
Teols > Tracking > Save Baseline

= Save Original baseline:

Tleols > Tracking > Save Baseline >
save to Baselined fields
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Step 7

Tracking information — split screen
Tip: create split and add to View menu

B [Jse Resource Work to enter the work of
the tasks — or —

= Use Tracking table — or —
= [Jse Resource or Tracking Usage
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= Add 1 day to tasks 10 & 11 — duration
= |ncrease lag time to 4' wks.
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Step 9

= Baseline: What Is your company. policy??

= | you reset the entire baseline, you will
lose the baseline actual data on the tasks
With tracking

m [Saseline a range ofi tasks IS an option

= Baselinel will remain as the enginal
paseline ofi the preject
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Fields used In setting Aplehnert
a Baseline

ompuier Services

Field Baseline Actual

Start Baseline Start | Actual Start

Finish Baseline Einish | Actual Einish

\Work Baseline Work | Actual Work

Duration Baseline Actual
Duration Duration
Cost Baseline Cost | Actuall Cost
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= Fnter Status Date
= Add Status line fermatting
= Tools > Tracking > Update Project

219 option — entire project
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= Create “Comparison Baseline Table”
Copy — Variance Table — add and delete
columns

= Copy. I'racking Gantt Chart and save as
“‘Comparison Baseline”
Add Gantt bars for haselinel

3/25/20017




dzlehnert
Compuier Services

Conclusion

= Alllanswers and PPT will be posted on the
Tips/Articles page on my website at:

= All'the “Ask the Teacher” articles are posted

= [Thank you all'fier ceming — hope you learmed
SOMEtning| tenight and Nepe e see you inia
class ofi mine someday!!!
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