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Microsoft Office Project Professional 2010

The Milestone “Microsoft Office Project Professional 2010” course is a 3-day, hands-on
class that integrates the use of Microsoft Office Project and Microsoft Office Project
Server.

It teaches students the fundamentals of using Microsoft Project along with Microsoft
Office Project Web Access. Aligned with Project Management Institute standards and
guidelines, class participants learn best practices for initiating, planning, executing,
controlling, and closing projects.

Curriculum Outline

1. LESSON 1:vYJTJ™
1. Describe the YJTJ™ process as it relates to:
Microsoft Project
Project Management
2. Describe Your Job throughout the project Life Cycle
3. Describe the Tool's Job throughout the project Life Cycle

2. LESSON 2: GETTING STARTED

1. Microsoft Enterprise Project Management (EPM) Tools Overview
2. Corporate Objectives for Deployment

3. Logging On to Microsoft Project

Basic Screen Components

Basic Help Features
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3. LESSON 3: INSIDE MICROSOFT PROIJECT
1. Microsoft Project Data Model

2. Views, Tables, Filters, and Groups

3. Recommended Views

4. LESSON 4: PROJECT INITIATION
1. Microsoft Project Multi-Step Initiation Process
2. Enterprise Project Templates
3. Enterprise Project Fields
Enterprise Calendars
Project Document Management
Document Collaboration
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5. LESSON 5: TASK PLANNING
1. Task Planning: Step 1
Work Breakdown Structure Definition
Deliverable and Non Deliverable Task Definition
2. Task Planning: Step 2
Activity Sequencing
Mandatory and Discretionary Dependency Logic
Lag Time and Lead Time
3. Task Planning: Step 3
Date Constraint Management
Deadline Date Management
4. Project Risk Management
Risk Collaboration

6. LESSON 6: RESOURCE PLANNING

1. Defining Project Resources

2. Introduction to Building the Project Team
3. Basic and Custom Resource Information

7. LESSON 7: ASSIGNMENT PLANNING
1. Task and Resource Assignments
2. Work Estimating “Expert Judgment”
3. Analyzing Availability
4. Assignment Locations
5. Booking Type
6. Microsoft Project Scheduling Engine:
Units, Work, Duration
Duration Equation
Task Types
Effort Driven
7. Interactive Scheduling and Leveling
8. Estimated Duration
Schedule Validation

8. LESSON 8: BASELINE AND PUBLISHING
1. The Project Baseline
2. Baseline Positions
3. Multiple Baselines
4. Publishing Information to Microsoft Project Server
Project
Task
Resource
Assignment
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9. LESSON 9: PROJECT EXECUTION

Project Execution

Microsoft Office Project Web Access Overview

Project Work Updating “My Tasks”

Non-Project Work Updating “My Timesheets”

Project Manager Analysis of and Processing Project Work Updates
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10.LESSON 10: VARIANCE ANALYSIS
1. Actual Variance

2. Estimated Variance

3. Locating Variance

4. Analyzing Variance

11.LESSON 11: PROJECT COMMUNICATION
Communicating Project Status
Project Center
Data Analysis
Visual Reports
Printing and Exporting Data
Custom Fields, Tables, Filters, Groups, and Views
Project Issue Management
Issue Collaboration
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12.LESSON 12: PLAN REVISION

1. Project Scope Management and Change Control
2. Plan Revision

3. Working with Multiple Baselines

13.LESSON 13: PROJECT CLOSURE
1. Project Closure
Project Management
Microsoft Project

14. APPENDIX: ADDITIONAL SOURCES OF INFORMATION
1. Project Management Web Sites
2. Project Management Books




