Microsoft Project 2000 - Introduction

Tools that help project managers get their complex and difficult jobs accomplished are no longer “nice to have” but are becoming a necessity. Microsoft Project is a tool that is becoming the standard for many organizations. This tool can aid the project manager in planning, tracking, and reporting project data. Microsoft Project is a powerful tool to help you break projects down into manageable parts, identify potential bottlenecks and generate information to keep your projects under control.

Title: Microsoft Project 2000 - Introduction

Duration: 1 Day

In this course, you will learn to plan, track and control projects. You will enter, analyze, and track project data. You will learn how to update a project in progress. Practical techniques and tips for best practices are provided. The course includes hands-on lab time, using Microsoft project, to walk through the steps of planning and tracking a project. The focus of this course is on managing a single project.

Course Outline:

· Configuring Microsoft Project Options

· Use the Calendar to define non-working time

· How to define a project schedule

· How to define activities and tasks 

· How to define resources

· Analyzing dependencies

· Producing hard copy output 

· Tracking your project

· How to update the project plan

· Methods and tools for reporting

· Integrating data with your existing software applications

Who should attend:

This course is valuable for everyone using Microsoft Project to plan, manage and control projects. New and experienced project managers are welcome.

Prerequisite skills: 

Participants should have a basic knowledge of microcomputers and a working knowledge of Windows 98/2000/XP. Participants should have some prior project experience.

