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With this four-step guide, you’ll learn how to schedule tasks, create a timeline, report on your progress, and then

collaborate with This course provides students with the basic features and functions of Microsoft Project so that you can

use it effectively and ef>ciently in a real-world project management Partintroduces you to the rich >eld of project

management and shows you the major parts of the Project interface. Need a guide for a different Of>ce product? All the

book’s practice >les—ready to download at To begin, click File > New > Get Started. Learn project-management best

practices. MS Project, the project management software program by Microsoft, is a very handy tool for project managers

that helps them develop a schedule, assign resources to tasks, track the progress, manage the budget, and analyze

workloads for an ongoing project Introduction. It helps to build the project plan and also helps in tracking it to its

completion TIP Assigning resources to tasks creates work on the task. It provides the Dexibility to help manage your

projects, provides assistance in every phase of the project and calculates schedules and other project information. By

default, a one-day duration task with a resource assigned to it using the method described above will create eight hours of

work if the project calendar represents an eight-hour day. Create and >ne-tune your project plan. Microsoft Project is a

Windows-based project management software package. To see the work value, insert the Work column into the table

Project Quick Start Guide. Parttakes you through a complete project life cycle (planning, tracking, and ma naging) with a

streamlined use of Project features and capabilities MS Project About the Tutorial. Project Professional Project Standard If

you’re new to Project, this free guide offers useful tips to help you >nd your way around. Tasks represent the work to be

done to accomplish the goals of the plan. When a work resource is assigned Tasks are the most basic building blocks of any

project’s plan. Project automatically highlights resources that are overal-located and provides several features to help

resolve the overallocations. Download other Of>ce Quick Start Guides Tasks describe work in terms of Microsoft Project

Step by Step.
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