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CS 587 Software Project Management
Instructor: Dr. Atef Bader

MS Project Tutorial

MS Project in Labs:
#  Available in Siegal Hall Lab in Main Campus Prepared by
#  Available in Room 210 Rice Campus Milton Hurtado




How to get MS Project ?

O00

# Download MS project from following link
http://www.microsoft.com/office/project/




Embarking new Project

OO0
#® Go to file, select new. This
will open a screen for blank Project Information for "Projects’ 2] x|
project click ok. Sartdater - [Th 3/6i3 M
Finish date: | Thu 3j8/03 j
# You can now enter your B e 5
project information viz. start Al tasks i 5 soom s pasaie
date, finish date and also Curvert date:  [Trua/Ers g
how would you like to tatus dete: [T/ ]
schedule the project from Caordr: [standard -]
either start or finish date. prioty: [0 ]
# You can also chose selection i | [eesien | [T G [ Gal |

if you will be using night
shifts.




kantt Chart

O00

# Select Gantt Chart view from the view menu.

# You'll have a spreadsheet where you can now enter information
of all the activities

i.e. task name, duration, start date, end date, predecessors and
various other fields.

# You can enter required information in two ways, in spreadsheet
or when you double click on cell you get pop up window in
which you can enter all the information of that particular
activity.

#® For predecessor activity you need to write activity number.

The SW itself will calculate start and end date.

Now the Gantt Chart is complete.
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Microsoft Project - Projectl = = |ﬁl|_x_|
J File Edit Wiew Insert Format Tools Project Window Help i’lﬂ
DEHERY iR <d - & =25 B G ko leaarw@,
|€ & + = show- | sl -8 -|B I U | AT asks - v K
O EEBETE
J Analyze Timescaled Datain Excel. | E PERT Analysis

o Taszk Mame | Duration | Start | Finish Predecessors Resource Man | April 2002 | May 2002 -
1521 (24 (2713002 [5 [8 11 14 a7 lzolzazel2a 2 [5 [ 117

Project Deliverables 12 days Mon 4102 Tue 4ME602

Procure Hardware 2days Wed 411702 Thu 41802 1
Test Hardware 8 days Fri4M9i02  Tue 4/30/02 2
Procure Software Tools 10days . Wed 4702 Tue 473002 1

Taszk Information 7] x|
General | Predecessors | Resources | Advanced | Motes
Marme: || Duration: | 3: [¥ Estimated

Percent complete:

Priority: | 3:

Dates
Skark: | ] 'I

Finish: | 'I

[ Hide task bar
% Rollup Gantk bar ko SUmmary

Help |

[ o |

Cancel

o

el e [ ]
B e26PM



Adding tasks and milestones to a Project File

1. On the View menu, click Gantt Chart.

2. In the Task Name field, type a task name, and then press TAB. (Microsoft Project enters an estimated
duration of one day for the task followed by a question mark)

3. In the Duration field, type the amount of time each task will take in months, weeks, days, hours, or

minutes, not counting nonworking time. (By default the time period will be days, but that can be
changed to hours, months, etc.)

4. Press ENTER.
5. It should look like the figure below:
o Task Mame Druratian Jan 19, '03
sM[Tw]T[F][=
Activity 1 2days
6. To add a milestone the only difference is that the duration of the activity must be zero (below is an
example):
o Task Mame Duratian Jan 19, '03
SIM[Tw|T[F S

Activity 1 0 days 4§ 123

=

Note: By double clicking on a Task or milestone, you can modify its information with a form that prompts




Grouping Tasks in Logical Order ... o....

O00

Outlining helps organize your tasks into more manageable chunks. You can indent related tasks under a more
general task, creating a hierarchy. The general tasks are called summary tasks; the indented tasks below the

summary task are subtasks. A summary task's start and finish dates are determined by the start and finish dates
of its earliest and latest subtasks.

1. Click once on the first activity of the group of activities you want to group. For the example Activities 4
and 5 (5} Task Mame Duration | [Jan19,'03 J
SIM|Tw[T|F[5]s
Activity 1 1 day
Activity 2 1 day
Activity 3 1 day
[ Activity 4 ! 1 dary
Activity 5 1 day
2. Then click on the option "New Task” in the “Insert” Menu to insert a new task that will represent the

name of the group (“"Group 1” for this example)

4 I Group 1 ! 1 day?
Activity 4 1 day
Activity S 1 day
3. Then select the tasks below (4 and 5) and then click in the option “Outline-Indent” in the “Project”
Menu
= Group 1 1 day

Activity 4 1 day
1 day
[ ]



Greating Relationships Between Tasks

O00

A network of tasks in a project must be connecting activities from the start to the end, to establish these relationship
we need to use the field “Predecessors” of each task, where we can designate which activity will be preceding the one

we are updating, in the example below we will indicate MS project that “Activity 5” can start once “Activity 4" is
completed (Finish to Start relationship).

a Task Matme Durstion | Predecessars 3, '03

1 Activity 1 1 day
2 A ctivity 2 1 day
3 Activity 3 1 day
4 = Group 1 2 days
5 Activity 4 1 day
g

Activity 5 1 daylﬁ I
| |

Notice that by establishing the relationship now the Group 1 takes 2 days to be completed, because before, the
activities were set to be performed in parallel, and now they are in series (Finish to Start relationship)

Note: MS project will calculate dates based on the durations of the tasks, their relationships and the start date
set for the project, however it is possible to change the starting date of a task (if necessary) By double clicking
on a Task or milestone, and using the fields related to the dates (Start or Finish)




Assigning Resources to Tasks

O00

You can use the Resource Sheet in Microsoft Project to create a list of the people, equipment, and material resources
that make up your team and carry out the project tasks. Your resource list will consist of work resources or material
resources. Work resources are people or equipment; material resources are consumable materials or supplies, such as
concrete, wood, or nails.

On the View menu, click Resource Sheet.
On the View menu, point to Table, and then click Entry.
In the Resource Name field, type a resource name.

You can go through the fields in the sheet, but for the simplicity of the example just focus on the
name and initials of the Resource

5. Below is an example of some Human resources added to the Resource Sheet (We could add also other
type of resources such as Equipments, Consumables, etc.)

N

(i) Resource Matme Type Material Label | Initialz Graup Mae . Units <
1 Project Manager Wiork P 100%
2 Team Leader Wik T 100%
&8 Ceveloper Wiork D 100%
4 [ Tester !Wu:urk T 100%
6. Once the resources are created, you can go back to the View menu, and click Gantt Chart to see again
the tasks, and then when you double click a task you can add a resource to this task by using the tab
“Resources”

Note: The main goal of the resource assignment is to allocate properly the resources and to provide vaIuabIe
. information regarding the effort of the team. 5



Find Gritical Path

O00

# Critical Path Analysis (CPA) helps you to lay out all tasks that
must be completed as part of a project.

# CPA helps you to identify the minimum length of time needed to
complete a project

For finding CP list all the activities and enter early start, late
start, early finish and late finish info of all the activities.

You can do this under insert/columns and selecting each terms.
Following screen shot demonstrates how to insert.

4

® @& @

Project automatically calculates ES, EF, LS and LF based on the
starting/ending dates you have provided.




Microsoft Project - Project] = = |ﬁ'|_)£|
J File Edit View Insert Format Tools Project Window Help i!l“
DEHERY 2RI |f|=2i 5 ¢ @ Nbow learen.
| € % # = Show- | il -8 - |B I U || Al Tasks Rl
[OEEEELE
J ﬂ Ad_iust Dates | Analyze Timescaled Data in Excel.. | E FERT &nalysiz |

© | TaskName | Duration Qtr3,2002  |Qtr4,2002  |Qtr1, 4]
Jul |Aug|SEJ_a Ot |N0v|Dec Jan |F:|

Procure Software Tools [ 10days  Wied 41702 Tue 430002 1

Effart Driven

Start | Finish |Predecessors - Qir1,2002 | @tr 2, 2002
Jan [Feb [ Mar [Apr [May [Jun
Project Deliverables 12 days Mon 4102 Tue 446102
Procure Hardware 2days Wed 417020 Thu 44802 1
Test Hardware G days Fri 41902 Tue /30002 2

Write Programs 45 days  Wed 5102 Tue 752102 4
Test and Debug 22 days
Inztall G days
Training 7 days
+ Early Finish -
Acceptance 8 days Ear ot

-

BRSO SR R

O00




% crozoft Project - Project] =I=1ES

JEJ File Edit Miew |nsett Format Took Project Window Help ilﬁl
DSHSAY 2R ¢ v |(@| =i @ c @ Noow learan.
|& & + = Show- | 4ia S = AiTasks - V=K.
OEEEELE
J ﬁ Adjust Dates nalyze Timescaled Data in Excel... | E FERT &nalysiz |
| Tu= 416702
(i) Task Mame | Duration Start ‘ Finizh |Prede| Early Start |Ear|y Finizh | Late Start | Late Finizsh 2 |Q‘tr 2 2002 Gfr 3, 2002 Cir 4, 201 AI
Mar [ Apr [May [Jun | Jul [Aug | Sep | Oct |N0v:|
Project Deliverables 12 days Mon 4102 Tue 416102 Mon 44102 Tue 416102 Mon 441 !02I Tue 441 6/02
Procure Harchware 2days Wed4H 702 Thu 418102 1 AR Thu 41802 Fri THOO2 AREAREERE
Test Hardhware g days. Frid4namz  Tue 43002 2 | Fri 419/02 Tue 473002 Tue 7."23!02. Thu & 02
Procure Software Tools. 10 days. Wed 41702 Tue 430002 1 RARRREAEE Tue $30002 e Tue 4030002
Witite Prograims: 45 days. Wed 502 Tue 7i2M02 4 Wed SMD2 Tue 7202 Wed SM102 Tue 72102
Test and Debug 22 days. Wigd 7iE02 Thu &MW02 5 | Vigd Ti302 Thu 8102 wed 7."3!02. Thu & 02
Install G days Frigizmz  Tue 813102 3,6 Fri 8/2/02 Tue 8M3102  Fri&202 Tue 81302
Training 7 days. Wied 31402 Thu 82202 7 AR Thu B/22002 e Thu 822002
Acceptance g days. Frigr23mz Tue 90302 &8 [ Fri@2302  Tue 95302 Fri 823!02. Tue 9i302

s =

| Ready

-
3
EA | TEaEs | Rl SR || feh

16 P




showing Gritical Path
000

# You can show the critical path in multiple ways. You can show
critical path using Gantt chart, Detailed Gantt, Network
Diagram, and showing only critical tasks.

In Gantt Chart click on Gantt Chart wizard and choose critical
path and follow the steps.

In Detailed Gantt click on View = More Views—> Detailed
Gantt-=>Apply. It shows the critical path with slack time.

In Network Diagram click on View ->More Views—->Network
Diagram—>Apply.

For showing only the critical tasks, click on Gantt
Chart—>filter->Critical.

® @ @

®

®

The following slides has screenshots of how to show critical
path using various methods.
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! & Microsoft Project - Project] sin Gantt Chart Wizard "_" & =l
Jaﬂ File Edit Miew Inzet Format Tools Project Window Help ill“
D ey | imas v @=$88 c @ oo learied.
| @ & & = Show- | adal -8 -lB 7 QHEE = | Al Tasks .v=|
OHEEE2E
J Adjuzt Dates | Analyze Timescaled Data in Excel... | E FERT Analyzis |
(5] |Task hame | Duration | Start | Finish |Prede| Early Start |Ear|y Finish| Late Start |Late Finish |2 |@tr2,2002 |Gir3,2002  |Gird, 2004]
har | Apr May|Jun Jul |Aug|SEJg St |N0\.-':|
Project Deliverables 12 days Mlon 44002 Tue 441602 Mon 44102 Tue 41602 Mon 4102 | Tue 441602
Procure Hardware 2days| Wed 41702 Thu 4418102 1 FRRRARARAL Thu 4802 Fri 7TH02 #RRdsssss

Test Harclware
Procure Software Toal:
Wirite: Programs

Test and Debug

In=tall

Training

Acceptance

GanttChartwizard - Step 2 EE I1ID2
002

£

‘what kind of information do you want to 202
display in vour Gantt Chart? nz
302

" Standard 02
(302

"~ Baseline

" Other: | YI

" Customn Gantt Chart

Cancel < Back

Einish |

i o

il

ST s = L SN B R R

R m1ieM
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crosoft Project - Project] Showing Critical Path using Detailed Gantt Chart 18] x|

Jﬁﬂ File Edit “iew |nzert Format Toolz Project MWwindow Help illﬂ
DeEelky ipad s e=osnpc v - (@ar ad.
J € B & = Show~ | Aial 78 & | Al Tasks = | 5L
OEHEHEELE
J ﬁ Adjust Dates | Analyze Timescaled Data in Excel.. | E FERT &nalyzis |
(i) Tazk Name Leveling Delay | Duration Start | Finizh Successors Gty 1, 2002 |Q‘tr 2, 2002 Qtr 3, 2002 Gtr 4, 2002 A|
Dec | Jan |Feb Mar _Apr Mary | dun | Jul |Aug |SEJ9 Oct \Nov |Dec:|
Project Deliverables Oedays 12 days Mon 4102 Tue 441602 24
Procure Hardware 0 edays 2days Wed 41702 Thu 41802 3
Test Hardware 0 edays 8 days Fri4M9m2 Tue 4530002 7
Procure Software Tools Oedays  10days Wed 4702 Tue 4530002 5
Wite Programs Oedays 45days  Wed 51102 Tue 7/2002 6
Test and Debug Oedays 22days  Wed 7/302 Thu 8102 7
Install 0 edays 8 days Frig/2i02 Tue8M302 8
Training 0 edays 7days Wed8M402  Thu 852202 9
Acceptance 0 edays 8 days Fri /2302 Tue 9/3/02
More Yiews EE
Wiews:
Bar Rollup - e, |
Calendar i—

IDescriEtive Tebwork Diairam Edit... |
Gantk Chart

Leveling Gantt ULl Copy... |
Milestone Date Rollup

Milestone Rollup Qrgarizer, .. |
Metwark Diagram

P&_PERT Entry Sheet

Relationship Diagram
Resource Allacation LI

Apply I Cancel

-

»
|| BT R I SR R
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& Microsoft Project - Project] howing (ritical path using Network Diagram i =12 x|
B_ﬂ File Edit “iew Insett Format Tools Project ‘Window Help iliﬂ
DN SRY BR[| @ =% 8 e @ ki eared.,

Afial BB v|B I U |_ |AIITasks = V=|'-S"t.

OEAEELE

Adjust Dates ‘

|
|
|€ & + = Show-
J
|

Analyze Timescaled Datain Excel .. | @ FERT Analyziz |

1

ot

i L

Wigts:

EBar Rallup - New., |

Calendar L e e
Descriptive Metwork Diagram Edit... |

Detail Gantt =

Gantt Chart =

Leveling Gantt COpY... |

PA_PERT Entry Shest
Relationship Diagram
Resource Allocation d

i i
I I

I I

I I

I I

: :

Miestone Date Rollup [ ;
lestone Rollyy Crganizer... | ! :

I I

I I

! 1

! !

I I

I I

I I

I I

I I

I I

Apply I Cancel
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e v oy crica ks
Jaﬂ File Edit Miew Inzert Format Tool: Project Window Help illl
DsHeR¥| szl |v a=seE c 6| Noow learied.

| & + = show- | Al -8 - Bz ul==s=EE < v X,

JEEE@@| &l Tasks i’

Completed Tasks
J 5 Adjust Dates | Analyze Timescaled Data in Excel... | E FERT Analyzis | LEonfimed

Cost Greater Thar...
Cost Overbudget

Created After...
Task Name | Duration | Start | Finish [ - ctort | LateFinish (2 [ Gtr2,2002  [Otr3,2002 | Gied, 200«]
[rate Range... Mar | &pr | May [dun | Jul [Aug |SEJ9 Oct |N0\.-':|
Project Deliversbles 12days | Mon4rm2  Tue 441 InProgress Tasks 4102 Tue 401602

Incomplete Tasks

Procure Software Toolz. 10days | Wed 41702 Tue 4/3 Late/Dverbudast Tasks Assigned To.. FaaAARS Tue 4530002

Wirite Programs 45davs  Wed 51002 Tue 7/ Linked Fields sz Tue Tizm2
Test and Debug 22days  Wed 7502 ThuBAMZ S Wed 7AM2 ThuSMN2 Wed 7302 Thu 8102
Install Bdays|  Frig@mz  Tue8A3M2 36 | Frid202 Tue @302 Frigin2 Tue G302
Training | Toays WedBA4NZ  ThuBRINZ| T | Adsesl ThuBR2002 st Th 2202
Acceptance 8 days Fri 82302 Tue /302 8 Fri 8/23102  Tue 9302 Fri 82302 Tue 95302

His O ng

|| 2 EEEl T T




Slack Time For Scheduling 000

-;iisu

For viewing the schedule showing the slack go to Views - More views -
Detailed Gantt view - Apply.

# In this click on View = Table - Schedule
@ Slack appears as thin bars to the right of a task, with slack values adjoining the
regular Gantt bars
# You can also view the free slack and total slack of a task in the sheet.
#® You can move the activity within the available slack time, to balance the
resources, in the cases where over allocation is present.
More Yiews ilil
Views:
ey = | =
DescriEtive Metvwark Diairam Edit... |
E%:é::in%hératntt | @Ll
m:lzzgggz EgﬁEpRD h Qrganizer ... |
Metwork Diagram
P.ﬁ._Exp!sc_te!:i Gankt
Tt El

Apply I Cancel




+& Microzoft Project - Project] =I=1ES

JEJ File Edit | Wigw |nsert Format Tools Project “Window Help ilﬁl
DS M| Coenda B @ ek ac @i QAT @7,
Gantt Chart =
Jt P & ol Blc | AT asks - Ve KL
Metwork Diagram
JE E E Task Uszage
J 53] Adjust Dat Tracking Gantt H D atain Excel... | E FERT finalysis |
Fesource Graph brables
Resource Shest Start | Firish Late Start ‘ Late Finish | Free Slack | Total Slack Qfr1,2002 | @tr2,2002 | Qtr3,2002 | Qtrd, 2002 a]
Eesuite e ane Dec | Jan [Feb [ Mar | Apr [May [Jun | Jul [Aug|Sep | Oct Moy |Dec:|
_ EEEE s Mon 411002 Tue 411602 Mon 4102 Tue 416102 0 days 0 days
More Views Wed 41702 Thu 448102 Fri7Hemz2  Mon 722002 0 days E7 days
T LCost e 4030002 Tue 712302 Thu 8102 B7 days BT days
B ; Entry e 430002 Wed 41702 Tue 430/02 0 days O days
epoits... t
e Huperlink Tue 7202 Wed 5102 Tue Fi2i02 0 days O days
Toolbars |Thu GH0Z Wied 7302 Thu 8102 0 days Odays
2 Summary e 51302 Fri 8202  Tue 81302 0 days 0 days
oom... Tracking UB2M2 Wed BA4N2  Thu S22m2 0 days O days
% Usage Tue 92 Frigeamz Tue 95302 0 days Ddays
Wariance
wiork
Mare Tables...

»
Eal fiEsps | ekl ] ISepE | Eerr




Glosing Project

O00

# When you are saving a file it asks you whether you want to
save with baseline/without baseline. You can choose either
options.

# If you choose to save with baseline, a copy of your schedule
and other things will be saved and any changes when you are
making when the project progress can be viewed clearly using
the baseline.

# If you choose to save without baseline, you will not be able to
view the changes.




! 2 Microsoft Pioject - Project] o= x|
J@ File Edit Miew Insert Format Tools Project ‘windmw Help ili“
IDEE ey iBd| o |f|es|m o @ Moo laar e,
|4 % & = Show- | Al -8 -|B 1 oul= | AlTasks -7 K
|OHEHEBETE
J = Adjust Dates | Analyze Timescaled Data in Excel... | E FERT Analysis |
Task Name | Pes Dur | Pes Start | Pes Finish | & 102 [ May '02 | Jun ‘02 | Jul'02 | Aug 02 Sen'02 [ Oct'0z |
2431 [7 14121 |2_B'|—5 [1zl1a]z6 2 [9 [1e[2ala0] 7 14121 [26] 4 11 1825 1—F8 [15]2z]29]6 |1:|
Project Deliverables 14 days Mon 4102 Thu 4418/02 i i
Procure Hardweare 4 days Fri4namz  wed 424102 :
Test Hardware 11 days | Thu 4/25/02 Thu 5/9.02 i
Procure Software Tar Rk BN Planning Wizard
‘Wite Programs 43 days
& ¥ Would you like to save a baseline for 'Project'? A baseline is a
Test and Debuy 27 days snapshot of your scheduls as it is now, It is useful because you can
Inztall 15 days | compare it with later versions of your scheduls to see what changes
— have been made.
Training 11 days
Acceptance 11 days |

You can:

ithout & baseline,

= i5ave Project]’

" Save Project1’ with a baseline,

[=]4 I Cancel Help

™ on't tell me about this again.

-

*
ER s AN S SERI EYR)




Step by Step Example 000

Now lets try a small example, step by step to practice each of the options we have seen so far about how to create a
project using MS Project. We are going to use a small set of tasks (Table Below) related to the initial phases of a
System Testing Plan (Definition and Design)

Activity Predecessor Responsibility Effort System Testing Phase
1.RSD Analysis * Requirements Specification Document eTest Manager 3 days Definition Phase
completed. eProject Manager
(Not part of System Testing Plan) eTest Leader
2. Develop Test Plan Activity 1 eTest Manager 5 days Design Phase
eTest Leader
eTester E
3. Develop Test Design Specification Activity 2 eTester A and B 8 days Design Phase
4. Develop Test Case Specification Activity 3 eTester A and B 5 days Design Phase
5. Develop Test Procedure Specification | Activity 4 eTester A and B 3 days Design Phase
6. Develop Test Item Transmittal Activity 5 eTester A and B 1 days Design Phase
Report
7. Prepare Tools and Test Scripts Activity 6 eTester A and B 3 days Design Phase
8. Review Test Plan and Attachments Activity 7 eTest Manager 2 days Design Phase
eTest Leader
eTester E
9. Check that System is Ready to be Activity 7 eTester E, Aand B 1 days Design Phase
Tested
10. Add Design Documents to CMS Activity 8 eTest Leader 1 days Design Phase
(Milestone) eTester E, Aand B




step by Step Exampie ... ...

1. Create a new file “Projectl”
2. Assign the start date of the project to be Dec-02-2002

ICEROS 0T oy B ey e R O K o

@ File Edit “ew Insert Format Tools Project ‘Window Help

] Chrl-+M
= Open... ChHl+0

Close
===

- & WicrosoftiProjecti-Projectd - Milton Hurtado;

Ea File Edit “iew Insert Formak Tools | Project Window Help
DEH SRY % B@ s

¢ 5 & =h arial Eiltered Far: All Tasks
= Show
_ Group by: Mo Group

EEE@EE Cutline

WES

- - - - -
TTT

(3] Tazk Mame

£ Task Information...  shift+Fz |

] I 2 Task Motes. ..

Project Information. .,

1

O00

Frojzen Lifursielon fur H a2 e vl a ai
Skart date: [m j
Finish date: | Thu 12/12j02

Schedule From: | Project Start Date -

8l kasks beqin as soon as possible,

Current date: |Fri 1j24/03 j
Stakus date: |N.ﬁ. j
Calendar: | Standard j

Eriarity: S00 :I
Help | Skakistics, ., | | Ik |




Sten hv Sten Examnle (Step 2 — Add Tasks)

O00

Write the name of each task in the spreadsheet using the column "Task Name”

Write the duration in days of each task in the spreadsheet using the column “Duration”

Group the tasks by the Phase according to the table of tasks shown before, and add a group that encloses the
phases named “System Testing Plan MCY-ADTT-ST-2002-01" this will represent the plan as a whole

4. Write the predecessors of each task in the spreadsheet using the column “Predecessors” (If you can't see the
column, try to expand the vertical bar that divides the spreadsheet to the Gantt Chart)

5. To convert a Task in a Milestone, jjust double click the Task and go to the tab “"Advanced” then check the box that
says “Mark Task as a Milestone”

W=

[i] Tazk Mame Duration
1 RSD Analysiz 1 dayy
2 Develop Test Plan 1 day?
3 Develop Test Design Spec. 1 day? .
(] Task Mame Duration  |Dec 1,'02 Dec: §,'02
4 Develop Test Case Spec. T day? sM[TlwlT]Fls[s[Mm[T w1
a Develop Test Procedure Spec. 1 day? 1 R3D Analysis Jdays
=3 Develop Test kem Transmital Report 1 day? 2 Develop Test Plan Sdays
7 Prepare Tools and test Scripts 1 day? 3 Develop Test Design Spec. S days
g Reviewy Test Plan and Attachments 1 day? 4 Develop Test Case Spec. 3 days
El Check - System is Ready to be Tested 1 day? 3 Develop Test Procedure Spec. Sdays
10 A Dezgin Documents to CWS 1 day? B Develop Test kem Transmital Report 1 day
I | T Prepare Tools and test Scripts 3 days
g Review Test Plan and Attachments 2 days
g Check - System iz Ready to be Tested 1 day
10 Add Dezgin Documents to CMS 1 cay
= @




Sten hv Sten Examnle (Step 2 — Add Tasks Continued)

o Task Mame Duration | |Dec 1,'02 Dec §,'02 Project Window  Help
ST T[F[s]s[Mm]T w1 o . o G t
1 [ Svstem Testing Plan MCY-ADTT-ST-200] 1 day? = &  NoGrowp v
2 RS0 Analyais 3 daye Filtered For: all Tasks 3 = alTasks =]
3 Develop Test Plan G days Group by: Mo Group b
4 Develop Test Design Spec. G days d
5 Develop Test Caze Spec. 3 days WES v 4 Qutdent
-] Develop Test P ] 5 . 3d f
EYEIop [BS1 FIOEEELTS ke A & Task Information...  Shift+F2 3 Show Subtasks %l
7 Develop Test tem Transmital Repart 1 day i
- = Hide Subtasks
g Prepare Tools and test Scripts 3days o
9 Review Test Plan and Attachments 2 days i Project Information
10 Check - System iz Ready to be Tested 1 day Show >
11 Add Desgin Documents to CMS 1 day & days
Sdayz | ™7 Hide Outline Symbnls
Insert a new task at the beginning that will group everything 3 davs 3.3
\\ /4
Click on the option “Outline - Indent
a Tazk Mame Duration | |Dec 1 Dec & '02 a Task Mame Duration | ©1,'02 Cec & '02
S|M|T|W|T|F|S SIM|T ] M1 T W T F 5|5 M| T W
1 System Testing Flan MCY-ADTT-3T-200 1 day? 1 |- system Testing Plan MCV-ADTT-ST-2002-01 | & days ) v
2 RSD Analysis 3 days 2 RSD Analysis 3days
3 5 days 3 Dewvelop Test Plan 5 days
4 g days 4 Develop Test Desian Spec. 8 days
5 5 days 5 Develop Test Caze Spec, 5 days
G 3 days G Develop Test Procedure Spec., 3days
7 1 day 7 Develop Test tem Transmital Report 1 day
] 3 days a Prepare Tools and test Scripts Gdays
9 2 days 9 Revigw Test Plan and Attachments 2days
10 1 day 10 Check - System is Ready to be Tested 1 day
11 1 day 11 Ao Desgin Documents to ChS 1 day

The final result should look like this, now repeat this
steps to create the Subgroups that will represen,t the
phases (Definition and Design)

Highlight the tasks that are going to be added as subtasks




Step hv Sten Examnle (Step 2 — Add Tasks Continued)

a Task Mame Duration ?\-11|I+D|2W| A geﬁﬁ' +D|2W| 7] Meert Format Tools | Project Window  Help
1 - System Testing Plan MCY-ADTT-ST-2002-01 B days? | SRR 4 B Sork 4 & Mo Group -
2 | Defintion Phase | 1 dey? e | Al Filtered for: &l Tasks 3 = | Al Tasks —
3 RS0 Analysis 3 days Group by Mo Group 3
4 Develop Test Plan S days i B Outline oo
a3 Develop Test Design Spec. 8 days RSD Analysis WES » B outdent
? E::::Zz IZ; Era::ejsf:épec. 2 :::z ) Tk e = Task Information...  Shift+Fz & Show Subkasks :E
8 Dievelop Test kem Transmital Report 1 davy =] System Tes > Task fiokes... = Hide Subtasks r
9 Prepare Tools and test Scripts Jdays Definiien Project Information, ..
10 Review Test Plan and Attachments 2 days I RSB I Show b
1 Check - System is Ready to be Tested 1 day B U
12 Add Desgin Documents 1o CMS 1 day Develop Test Design Spec. = Hide Outline Symbals

Develop Test Case Spec. Sdays

Insert a new task at the beginning of the definition tasks _ _ _
Click on the option “Outline - Indent”

(1] Tazk Mame Duration | ©1,'02 Dec §,'02
M| T [ [T F 5|5 M| T [T
1 = System Testing Plan MCY-ADTT-ST-2002-01 & days? P v [1] Task Mame Duration | c1,'02 Dec 5, '02
2 Definition Phase 1 day? W T P T [F[S[s M7 [wT[8
= 1 = System Testing Plan MCY-ADTT-ST-2002-01 8 days | vy

3 { RSD Analysis | zuevs =
4 Develop Test Flan 5 days 2 = Definition Phase 3 days —

3 .
5 Develop Test Design Spec. G days EEICIEVED 3 days
& Develap Test Case Spec. 5 davs 9 Develop Test Plan 5 days
7 Dewvelap Test Pracedure Spec. 3 davs 5 Develop Test Design Spec. & days
& Develop Test tem Transmital Report 1 day B Develop Test Case Spec. 5 days
9 Prepare Tools and test Scripts 3 days 7 Develop Test Procedure Spec. 3 days
10 Review Test Plan and Attachments 2 days a8 Develop Test tem Tranzmital Report 1 day
11 Check - System is Ready to be Tested 1 day g Prepare Tools and test Scripts 3 days
12 Add Desgin Documents to CMS 1 day 10 Review Test Plan and Attachmerts 2 days

" Check - System is Ready to be Tested 1 day

12 Addd Desgin Documents to ChS 1 day

Highlight the tasks that are going to be added as subtasks The final result should look like this, now repeat this

steps to create the Subgroup that will represent the
phase “Design”




Step hv Sten Examnle (Step 2 — Add Tasks Continued)

a Tazk Mame Dwaration

1 — System Testing Plan MCY-ADTT-5T-2002-01 8 days?
2 - Definition Phase Fdays?
3 RSO Analysiz 3days
4 | Design Phaze | 1day
a3 Develop Test Plan 3 days
] Develop Test Design Spec. Gdays
=

L T

Insert a new task at the beginning of the Design tasks
(Notice that the new task that will work as a group for the

.

“Design Phase” is inside the group “Definition Phase”,

therefore we need to Outdent one position to put it at

the same level as the Definition Phase)

: Format Tools | Project window Help
T d BB

Arial

Design Phase

Sork
Filkered fFor: all Tasks
Group by: Mo Group

WES

Task Name E Task Information...

- System Tes 2 Task Motes. .,
= Definition
RED Armmys

Project Information...

shift+F2

| Design Phaze

@ Mo Group

All Tasks

ndent:

1=

P
&
4k sShow Subtasks

= Hide Subtasks

Show

o000

c1,'02 Dec &,'02 Format Tools | Project Window Help
M1 WT[F S s M|T WITIF % By @ Sort v @8 o roup
P— i Eiltered for: all Tasks = [ Al Taste
p— Group by; No Group
& »
Develop Test Pla WES » 4 outdent
stk (s E] Task Information...  Shift+F2 4 Show Subtasks =
- System Tes = Hide Subtasks -
SIDETnitios Project Information, .. Show 3
RSD farmmrer ‘
Design Phasze - e p—
Develop Test Plan 5 days
8 days
5 days
3 days
1 day
Jdays
2days

3.10

Click on the option "Outline-Outdent” to move the

activity to the left

Highlight the tasks that are going to be added as subtasks in the
design phase and then Click on the option “Outline - Indent”

(1] Task MName

= System Testing Plan MCY-ADTT-5T-2002-i1
= Definition Phase
RS0 Analysis
- Design Phase
Develop Test Plan
Develop Test Design Spec.
Develop Test Case Spec,
Develop Test Procedure Spec.

wm @ AW R

Develop Test tem Transmital Report
10 Prepare Tools and test Scripts

11 Review Test Plan and Attachments
12 Check - System iz Ready to be Tested
13 Add Desgin Documerts to CWMS

The final result should look like this

Duration

Bdays |

3 days

Sdays
days |

S days
S days
o days

ci, '02
m]T T [F S

Dec §,'02
SIm|T WITF
v

—




Step hv Sten Examnle (Step 2 — Add Tasks Continued)

Lo ™ A v R T S %

11
12
13

o

Tazk Mame

= System Testing Plan MCY-ADTT-ST-2002-01

= Definition Phase
RED Analysis

- Design Phase
Develop Test Plan
Develop Test Design Spec.
Dervelop Test Caze Spec.
Develop Test Procedure Spec.
Dewvelop Test tem Transmital Report
Prepare Toolz and test Scripts
Rewiew: Test Plan and Attachments
Check - System iz Ready to be Tested
Add Dezgin Documents to C=

Dwration

31 days
3 days
Jdays

28 days
5 days
g days
Sdays
Jdays

1 day
Jdays
2 days

1 day

1 day

Ztart

Mon 12/2/02
Mon 1272102
hdan 12202
Thu 12/5/02
Thu 128502
Thu 128202
Tue 12/24/02
Tue 12,3102
Fri 17303
hon 18103
Thu 180035
Thu 182003
hdan 143003

Finizh

Mon 113703
Wed 12/4/02
Wed 124002
Mon 114303
Wied 1201102
hlan 1 252302
hlan 1 255002
Thu 15203
Fri 10303
Wied 15803
Fri 1410003
Th 1 #8003
hdon 101303

Predecezsors

[ s B B 0 R 5 R 3

10
10
11,12

O00

December

11524

121 | 1258 [12m5 1272

v




Sten hv Sten Examnle (Step 2 — Add Tasks Continued)

O00

['I'E:J'C-JJJ’I'LJJ::JJQ:[]LJJJ d@%
General ] Predecessors l Resources Advanced ] Mokes
Marme: ].ﬁ.dd Desgin Docurnents to CM5 Durakion: J 1d ﬂ ™ Estimated
Conskrain task,
Ceadline: |N-':'- _"_i
Constraint bype: |,|:.,5 Saon As Possible :j Constraint date:  [ma :J
Task bype: |Fi><EE| Units j ¥ Effort driven
Calendar: |Nn:|ne j [
WhS code:
< IV iarl: task as milestone
(04 | Cancel y'
{ 5




Sten hv Sten Examnle (Step 3 — Add Resources)

O00

—

Got to the view “Resource Sheet”

2. Add the necessary resources to the "Resources Sheet”, we are going to use only the Name, Initials and Standard
Rate in $/hr. The resources are going to be taken from the table showed at the beginning of the example, more
specifically from the column “Responsibilities”

3. Now, with the Resources already register in the project file, go back to the View “Gantt Chart”

3 Microsoft Project - Project1, - Milt MICEROSoiEro] s oy Bt R LT e o
o IO SO UJECL - ULl S iy -

@ File Edit | View Insert Format Tools Ej File Edit Wiew Insert Format Tools Project Window Help
D @ Colendsr B D HSRY I2aT @ E N Group - @ ).
v Gantt Chart : T [ —
€ 3 & ) Shaw = | Arial -3 | B F O == = alResources * W= .
Metwork Diagram = = ==
DEE o AEEBEDE
Tracking Gantt
—— P
Resaurce Graph . (3] Resource Mame Type Material Label | Initials Group Max. Units | Std. Rate Ovt
Resource Usage Ftion 2 q
framgl More Yiews. .. o a3 k|
Table: Entry y NP [yl 4 1
el =
B reports. . el > 1
& 1
vl
>
Toolbars 7 p
g

zoun.. [l

]

Microsoft Project - Projecid) - Mil

Eile Edit | Wiew Insert Format Tools
O = n Calendar

Metwork Diagram
E E E Task Usage

Tracking Gantt

Flmmma e e b



Sten hv Sten Examnle (Step 4 — Assign Resources)

O00

Double click the task you want to link to resources available in the "Resource Sheet”

2. Then got to the Tab “Resources” and look up the resources you want to relate to the activity (For the example
lets keep the amount of effort of each Resources as 100%, Leveling Resources wont be covered in this tutorial),
finally Click the “Ok” button to finish the assignment.

3. Repeat steps 1 and 2 for the rest of the tasks

—

r'l'ﬂ:J't.JJJ'fufr'uﬂ:[iun g a‘ r‘rﬂ;}‘f-hl‘ful:l.uﬂ:!]UII da‘
Genetal ] Predecessors \ Advanced ] MNiokes ] General l Predecessors Resources ‘ advanced ] Mokes l
Mame: ]RSD.ﬂ.naIysis Duration: ]3d :] [ Estimated Mdame: ]RSD &nalysis Duration: ]3d ::] [ Estimated
Resources: Resources:
I ___ B X|]| Test Leader &
Resource Name _I__Inits §| .E‘\leslgurcle NE!'T'E 'U!"i.ts |§|
; Tesk Manager 100% i
Project Manager 100%:
st | : ~ 0 100%:
Project Manager
Test Manager
Tester D
Tester E
|_§] Tester F ]
Tester ia =
Hel OF, | Cancel =
. ,).. Tester 1 Cancel *
1 1 {1 2




Sten hv Sten Examnle (Step 5 — Adjust the Gantt Chart)

O00

1. Adjust the length of the Gantt Chart such that it can be seen in one screen (If Possible), to do this perform a Right
Click on top of the Gantt Chart first, a pop-up menu will appear, select the option “Networking Time...”

2. In the form that will open go to the tab “Time Scale” and Change the Major Scale Units to “"Months” and the
Minor Scale Units to “"Weeks”, then press the “Ok” button to see the results in the Gantt Chart. (Adjust as
necessary the scales once you are familiar with them)

Gridlines. ..

Bar Styles... f‘rimg;caia agi
L k...
= ; ; 1 Marwarking Time ]
Morwarking Time. ..
Progress Lines. .. Majorse
Label: Jdanuary - ¥ Use Fiscal Year
= GanttChartizard. .. = l —J
Counk; ] align: Left - M Tick lines
it i
- 1 Minor scale
@ Label; llII'SIII, 206, .. :] ¥ Use Fiscal Year
TR Align: Center M Tick lines
General
Size: 100 .j o W Scale separator
Preswview
December |Januar\; |February |Maru:h |
M7 11024 (120 (12 [1ansizea1z2ea] 15 [1n2 (a9 [1e6 | 22 [ 28 (266 (2025 [ 32 |
(04 I Cancel / ~
r |
l 2 ,




Sten hv Sten Examnle (Step 6 — View the Ciritical Path)

O00

1. For the example, we are going to use the Detailed Gantt Chart to view the Critical Path, because this option also
shows the Slack Time of the activities that don't belong to the critical path, therefore first we have to select the
option “More Views”

2. Then we have to select the Detail Gantt to obtain the view desired (Adjust the Gantt Chart as explained before if is
necessary)

MicrosoftiProjecti- Projectdl-M
@ File Edit | Yiew Insert Formak Too

0O & H Calendar
v @antt Chart

€ P +
Metwark Diagram

FIEIE raskusage The View should look like this (If the Gantt
Tracking Gantt Chart, doesn't appear check that you are in
Resource Graph the right date on the Gantt Chart)

Resource Sheet \
e Usame a9 Task Mame ecember | January

121 (128 [12ns 12z [12p9] 15 [1n2 [1

R [Mare Wiews. .. 1 :l - System Testing Plan MCY-ADTT-ST-2002-01 | v
Table: Entry 2 - Definition Phase "y
r MOTEN WS a a‘ — 1 3 RSD &nalysis

_ 4 - Design Phase w
Views: a Dervelop Test Plan
EZ'I'ERH';LLF Q & Dewelop Test Design Spec.
DescriEtive Metwork Diairam Edit.. 7 Develop Test Caze Spec.

b

cartt Chart g Develop Test Procedure Spec.,

A Elt .
Leveling Gantt Copy.. El Develop Test tem Tranamital Report
Milestone Date Rollup 10 Prepare Tools and test Scripts
Milestone E‘DHUD % 11 Reviewy Test Plan and Attachments
Metwork Diagram ‘
P4_Expected Gantt 12 Check - System iz Ready to be Tested
PA_Opkimistic Gankk 13 Add Desgin Documents to CMS
PA_FERT Entry Shest V|

ooty | Ca“‘E"/' Slack Time (Activities in Blue are
- . 2 not part of the Critical Path)




Sten hv Sten Examnle (Step 7 — Show More Columns)

O00

1. We can show more information, related to the tasks, in the spreadsheet, one column that might be of general
interest is the cost, to do this first perform a Right Click on top of the spread sheet (Specifically In the titles of the
Columns), a pop-up menu should appear showing several options, chose the one that says “Insert Column”

2. Then lookup the column named “Cost” and then press the “Ok” button

FEIND AR LA Tl
L3 cutcel
d Copy Cell

1
E, Paste

Paste Special,..

Insert Calurmn, .,

“¥" Hide Column i Now you should see the “Cost” Column, this cots is calculated
A Eort.. L based on the resources allocated for each Task, notice also that
H . .
IextStv'es---ld . the groups automatically add up the cost of the subtasks making
Customize Fields. .. . . .
8] sortby... the view even more interesting.
1 \
. a Task Mame Cost L | December | January
* 121 [128 [12ns12e212ea] 16 [1nz |
Column Definition J a it 1 - System Testing Plan MCY-ADTT-ST-2002-0 v v
n 2 - Definition Phase L o
Field name: Zonfirmed oK I o ; '?SD Analysis
i 1 i 4 - Design Phase
i Cankirrne - 5 Develop Test Plan
Title: Constraint Date J Cancel it 3 Develop Test Design Spec.
i - Canstrainkt Type ; R 7 Develop Test Case Spec.
Align title: Contack Best Fit g Develop Test Procedure Spec.
_ Zosk U 9 Develop Test tem Transmital Report
F'||Igl'| data _oskl i 10 Prepare Toolz and test Scripts
. Cosk? - 1" Review Test Plan and Atachments
Wiclth: =1 r' 12 Check - System is Ready to be Tested 1 day
2 13 A Dezain Documents to CWS




step by Step Exampie ..., e ve.

O00

As explained before, you can add and hide columns from the Spread sheet, this lets you show exactly what the people
needs to see, below is a view with selected fields: Name, Cost, Duration, Resource initials and Start Date. The reader is

welcome to experiment with this features and to explore more views that are offered by MS Project, such as resources
usage, cost reports, etc. P

Micrpsoft-Project:- SystemiTest. Plan.mpp.- Milton Hurtado | d‘ﬂ|
@ File Edit “ew Insert Format Tools Project ‘window Help _E'_J EJ
DNEE SLRY R = ¢2 Eh 5 & (B NoGrowp - |Qe | @3,
@ B & = show- | Arial i - B I U EE|= AlTasks - Tz AL
OOEEBEZRE
' [ Man 12/2/02
. a Tazk MNatme Cost Duration | Resource Initisls Start December | January | Fa
| - - | ) | | 121 [12m [12nsl1ze2[1228] 15 [142 [119 [106 |
= 1 - System Testing Plan MCY-ADTT-ST-2002.01 | $14,593.60 30 days [Mon 1221 -] w v
Calendar 2 | - Definition Phase | $2,520.00  3days Mon 1212102 g
3 RSD Analysis $2 52000 3days PR, TR, TL  Mon 12/2102 roject Manager Test Manager Test Leader
4 - Design Phase | $12,073.60 2T days | | Thu 12502 ,
5 | | Develop Test Plan | §208000,  4days TMTL  Thu 12502 Test Manager Test Leader
g | [ Develop Test Design Spec. | §307200  Gdays TLT_J Wed 12/1/02 st Leader, Tester J
7 Develop Test Case Spec. | §192000  Sdays TL,T_J| Mon 1202302 st Leader Tester J
g Develop Test Procedure Spec. 1,152.00 3 days TL,T_J | Mon 12530002 1 Test Leader, Tester
Develop Test tem Transmital Report | §38400,  1day TLT_J| Thut/203 est Leader Tester )
Prepare Tools and test Scripts | §156000  3days  T.GTATD Fri1/3m03 Tester 3, Tester J Tester
Review Test Plan and Attachments F1,107.20 2 days TMTLT_J Wedd 1/3/03 est Manager Test Le:
Check - System iz Ready to be Tested | F366.40 1 day. T_G,T_J,T_D. Wiedd 15803 ester G, Tester J,Teste
Addd Desgin Documents to CMS | 343200 1 day| TLT. Fri1A0M03 110




Sten hv Sten Examnle (Step 9 —Save the File)

O00

1. For this example we are saving the file at the end, but it is recommended that you save the file frequently while
you are working to avoid losing data as a result of problems such as a Power Failure for instance.
2.  You can chose between saving the file with or without Baseline (the difference was explained before in this

Tutorial)

-& WhicrosoftProjecti=SystemplestaPlammpp e Miltonkinriac

@ File Edit “ew Insert Format Tools Project ‘'Window Help

O O mew... Tt ; mi

= Open... CH0 FAETTEZarnd

Would wou like to save a baseline For "Projectl _2.mpp'? 4 baseline is a
snapshot af your schedule as it is now, Ik is useful because wou can
compare it with later versions of yvour schedule to see what changes
have been made.

Yau can:

¥ Save ‘Project] Z.mpp’ without a Baseiine.

" Save 'Projectl 2 mpp' with a baseline,

| Ik | Zancel Help |

[ pon't tell me about this again,




