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	Description
	Microsoft Office Project 2007 is a set of robust project management tools with the right blend of usability, power, and flexibility, to enable you to manage projects more efficiently and effectively. You can stay informed and control project work, schedules, and finances, keep project teams aligned, and become more productive through integration with familiar Microsoft Office system programs, powerful reporting, guided planning, and flexible tools.

	Duration
	2 Days

The course content can be customised to your requirements, please contact your co-ordinator or Pin-Point on 0116 289 4486 for further details.

	Course Content
	The course concentrates on, and covers the following areas:
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	Managing Resources & Costs

· Creating Work & Material Resources

· Working with Multiple Calendars

· Assigning Resources

· Effort Driven Scheduling

· Task Types

· Working with Resources Costs & Fixed Costs

· Work Contours

· Assigning Multiple Arbitrary Costs to Tasks

· Identifying Budget Variance
	Tracking

· Creating Baselines

· Entering Project Progress

· Viewing Variance Information

	
	Analyse & Adjust a Schedule

· Analysing Schedules

· Reschedule the Project

· Adjustment of Resource Schedules

· Progress Lines

	
	

	Finalising the Plan

· Reviewing the Schedule

· Levelling Resource Over-Allocation
	Exchange & Export Data

· Import, Export & Copy Data from Excel

	
	

	Filters & Sort

· Working with Auto-Filters

· Reschedule the Project

· Adjustments of Resource Schedules

· Progress Lines
	Manage Multiple Projects

· Consolidating & Sharing Projects

· Resource Pools: Sharing Resources Across Projects

· Levelling & Reporting Across Multiple Projects
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