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B Fenauiidesnis
B Double Click
B Click Wiy Advanced

B Click “Mark task as milestone”

2l
Genetal | Predecessors I Resources Advanced | Maotes I
Mame: | s Curation: ™ Estimated
Constrain task
Deadline: |N-°- j
Constraint bype: |,qs Soon As Possible j Constraint date: [ -
Task type: |Fixed Units j ¥ Effort driven
j I™ scheduling ignores resource calendars
oK I Cancel

Recurring Task (41419241) nsnuuasudszan wu ULITgNAARINANNANIUTN
i

B AFnundtesiidesnisunaneilazan

B aandaniuy Insert menu

B 3an Recurring Task 6331l

21

Recurring Task Information

Duration: | id 3:

Tuesday [ Wednesday
[ saturday

Range of recurrence

Start: |Fri 1110z j ¢ End after: |3 3: DCCUFPENCES

* End by: |Tue 28103 j

Calendar For scheduling this task

Calendar: INDI'IE j ™ |Scheduling ignotes resoutce calendars
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Y

wiu Microsoft Project 3ahildszuuuSmsniwonsnionswdauiauuaSoassn  udagdrolums
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ynlasamsdesldninensyana nagluunlasims enldmmznineniynaaiissodiufien

e

aadulainiedinls JezuTmsninensnldinu tazdunuaumsduldaniuau

fretibmsileu naz Mmuaninennsyanamuve-ana

1. iila Resource Sheet View un

2. iives Resource Name  nsendle au ¥e Tuifh wiaa

3. dides Type idon Work

4. fivea Initial fnuaFesoveFaiduInIYAAD

5. #s Max.Unit smuaiu 100 % wneds Tuiinanjumldiva|d 100% awi
185 uueunue

& SviuanwazRaaveINUINIAN

Yo

msfmuamiteves Max. Unit annsadmuaiiu % viedaavnaiiondsai

aany T00l @en Option

aantaen Schedule

fives Show assignment units as a iden Percentage wio Decimal (iaunsiion)

w N -

Arvg1aegA a1
¢ nfasumues unix
4 Tool/option
4 Schedule / show assignment unit
¢ Percent o3 1HUA
¢ Decimal NAdYY
¢ fudlananiiseveminens
€ UEAY resource information
4 General
@ resource availability Smuananhaveminenshldaaoaialazams niommzdioariana
¢ c-mail YOINTNYINT
¢ workgroup FovesszuunIel e

¢ Working Time MUUANAIMNUVDINTNIINT
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¢ Costs fvuam lFioveaninens lageda 5 6am

¢ Notes MHUUANNIUA

2l
Spelling iorkgroup Save
e General Edit Calendar Schedule
Schedule options For Microsoft Projeck
W Show scheduling messages \/

Show assignment units 354t

Scheduling options For 'ulju_

e basks: /
Duration is entered in: |Da\a’5 j
work is entered in: |H0urs j
Default task bype: IFixed Urits j

[V New tasks are effort driven

[+ autolink inserted or moved kasks

[+ split in-progress tasks
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Help | 0K I Cancel I

dreendIsmstlou nay Mnuaninennsyanamunuluvirhin
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' - o iy 4
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Chapter V

MSIANTNSNENNT

Resource-driven tasks

{1 = = = A @ IS
Ao tasks n¥eszeznanzimsndsunlauiiolmsmunsoaansneins nseIeLIAUNG

wnruauaunsweins (Effort driven)
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AIRENY URANULL Freziian 1 d  ldninwenns computer 1 WATRS  BUANNINEINT computer W 2 LATRY

s812ANAEAARALTT 0.5 d (A7)

\ilalusfinasazld Effort-Driven 2
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1. ixﬂmm"l,zﬂ,é’%um@m:wumﬂ'ﬁﬂuquwﬁ*vvﬂﬁﬂa‘ﬁgﬂﬁmumiﬁ wiu nuElgnismdnualag
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dszinnuasau
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2. Fixed Duration si34A84 duration ‘19

3. Fixed Work pisaAn1a9 work 14

nsiuunalnsalnldlunisyinanu
B yivensiszinndan anunsaineuels
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2. 1@en Sort
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@ Ascending Feanntiesl1inn nie
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¢ msGenldminensunnniwaumilogagandl
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¢ dyanaufoui Resource Sheet MauinToriuneanlalunoduiives Indicator
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Microsoft Project Shortcut Keys

General Shortcuts | | Task Shortcuts

NEW FIlE ..o CTRL Nor F11 N W TaSK oo Insert

Open EXIsting File ... CTRLO LMK TASKS .vvovvvevvsaiseisessssssss sttt CTLF2

Cl0SE WINAOW ...t CTRL F4 HIE SUBLASKS .....ovvvviieectcee ettt ALT SHIFT -

SAVE FHlB .. CTRL S 1310 (=Y ST T TR TR T TSR ALT SHIFT =

SBVE AAS .ttt bbbt bt bR e e b e e ebe et r e ean e nre e F12 SHOW SUDLASKS vttt et e e et e eee e e e e ee e e e e ALT SHIFT =

ClOSE FlE et CTRL W SNOW @11 TASKS .o ALT SHIFT *

Print DIalog DOX ....ccuoiueiiiieiiiieee e e CTRLP Display all filtered tasks or filtered reSOUICES .........covvevevevrvierecrereieseee e F3

HEID MEBNU .. F1 Display task, resource or assignment info..........ccccoevevvvrreeceeeieieieienen, SHIFT F2

What’s This Help TOOI ..o, SHIFT F1 Task INFOrMALION ........cocvivireieeceeectceceee et eeeaeeis SHIFT F2
SPEII CRECK. ... e e F7

(LU CTRL X Other Shortcuts

(O70] o) S SSRSRR CTRLC

PASEE...oovvv i CTRLV ASSIGN TESOUICES ..vovvevveeeierieessese s sessessessessess s s s es s s en s ALT F10

UNAO.. i CTRL Z GO t0 NeXt OVErallOCALION. ..........cvveevceeseieceeseeees et ALT F5

ClEAr CONENTS wovvvvvvvvvsii s CTRL Delete Move 0 task on Gantt Chart..............coovv.oovveoereeeeeeeeseeeseree. CTRL SHIFT F5

FIlEDOWN oo CTRLD BUIld Team from ENLErPIISE...........vvvvvvveriereesssssissssssssssssisssssseessssienns CTRLT

FIlERIGNE o, CTRLR RESEL SO 0 1D OFUBT.......ooevvveeerseaeeeciesssessssesss s SHIFT F3

FING CTRLF ApPIY the SOrt Order AgAIN ..........ov..erveeereeeereeeeeeeeeeeseeeseeesenee CTRL SHIFT F3

REPIACE. ...oooovei s CTRLH APPIY the SAME FItEr AQAIN .....vvveveeeeeeeeeeeeeeeee e eeeeeeseeeesee e CTRLF3

GO T o CTRL Gor F5 CalCulate all OPEN PrOJECES ............everreeereeeeeeeeeseseeeeseeeeeseeeseeeeeeeeseeseeees s eesre F9

HYPEFIINK....oovivviiiiiini CTRLK CalCUIALE ACHIVE PIOJEC ....vvoeeeeeeeeeeeeeeeeeeeeeeeseeeeeeseeseeseeeseeeeeeeeeeeeeseees SHIFT F9

Turn on/off Extend Selection MO .........ccviiiriiiiie e F8 Turn on/off AUto CalcUlate ..o CTRL F9

Turn on/off Add To Selection MOde.............cooovvinviinniiiniiis SHIFT F8 UPAALE A1 DDE TNKS .....vvooveeeeeeeeeeeeeeeeeesesesssesesseeeseseeesseeesseseesseeeesseeeees ALT F9
MaCr0S DIalog DOX ......coeiiiiiiiiiiie et ALT F8

Using a Timescale

Move timescale left ONE PAGE ......ccvveveie i ALT PG UP

Move timescale right One Page .........coveeveieieneicnes e ALT PG DN

Move timescale to beginning of the project .........cccceveveviiiciiciennas ALT HOME

QUT Move timescale to end of the Project..........ccccovveiieneiiineieee ALT END

Scroll timescale 1eft........ooviiii ALT €

Scroll the timescale right ..o ALT =

performancethroughknowledge Show smaller tiMe UNILS .......ceveiieiciiese e CTRL/

ShoW larger tiMe UNILS .....c.cieieieirce et are CTRL*
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