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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 be 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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	Introduction to Project

· Basic Project Management Concepts

· Project Environment

· Navigation

Using Task Views

· Using Calendar View

· Using Network Diagram View

· Getting Help

· Modifying Views
	Scheduling Tasks 

· Working with Base Calendars 

· Named Calendar Exceptions

· Defining Recurring Exceptions & Work Weeks

· Creating Task Relationships

· Types of Task Relationship

· Using Lag & Lead Times

· Recurring Tasks

· Setting Constraints

· Setting Deadlines

· Using the Critical Path

· Task Drivers

	
	

	Formatting & Sharing Information

· Project Properties 

· Adding Notes & Hyperlinks

· Copy/Paste Picture

· Copy/Paste Tasks & Rows

· Formatting Bars and the Gantt Area

· Formatting for Printing

· Troubleshooting Printing Gantt Charts

· Using Background Highlighting

· Working with Built-In Reports

· Using. Modifying & Creating Visual Reports
	Task Creation & Scheduling

· Creating a Task List

· Modifying a Task List

· Change Highlighting

· Multi-Level undo

· Structuring Tasks to Create an Outline

· Customising WBS Codes
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