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	Description
	This course is designed to introduce the concept of implementing project planning and time management on a computer system.  The course will take the delegates through building a project step by step incorporating many of the functions available within Microsoft Project.  Towards the end of the second day the delegates will create their own project strategy based on the constraints laid down in a major exercise.

	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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	Starting Project

· What is Microsoft Project?

· The scope of PC Management Tools

· Using Task Panes and Wizards
	Entering a New Project

· Entering/Deleting Tasks

· Entering Durations

· Estimated Durations

· Milestones

	
	

	Resources
· Resource Scheduling

· Efficiency Factors

· Solving Resource Conflicts

· Smoothing and Leveling

· Resource Calendars
	Printing

· Printing Views

· Printing Reports

· Printing Charts

· Producing Project Graphs

	
	

	Project Terminology

· Critical Tasks/Path Methods

· Gantt Charts

· Network Diagrams

· Tasks and Resources
	Complexity Control

· Top Down Approach

· Adding Phases

· Controlling Detail

	
	

	
	

	
	

	
	


	Task Dependencies

· Adding Links

· Finish-Start Links

· Finish-Finish Links

· Start-Start Links

· The ‘Lag’ Factor

· Calculated Lag times 

· Lead Time

· Task Splitting

· Task Indicators
	Date and Time

· Must Dates

· ASAP and ALAP

· The Just in Time Scenario

· Dragging Dates

· Task Calendars

Views

· Creating New Views 

· Saving Views


	
	

	Editing the Project

· Cut, Copy, Paste

· Task Edit Form

· Using NetWork Diagrams to Edit The Plan
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