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Building Better Schedules with Microsoft Project 2010 (PRO)

In this 45 minuteweb-s essi on, wed6ll show you the five essenti a
proof schedule. You will also learn how the new features in Microsoft Project 2010 Professional can help
you build more reliable schedules, faster and easier than ever before!

A Understanding the Task Planning

Process
A Creating the Work Breakdown ==
Structures LA e g Lol TR -
A Using Task Dependencies e R N T —
) ] (o] AR VNN AU e
A Setting Task Constraints and A+ —
Deadlines = a1
A Using the Task Inspector to e 1 e U T Ga | e
Determine Task Drivers ey { = e e h‘.x
Thursday April 21st at 1:30pm EDT o o v 1l

Participants will qualify for 1 PDU
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Building Better Schedules with
Microsoft Project Professional 2010

Call: (888) 320-3585
or +1 (425) 706-3500
_ Participant code: 78358195
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Questions and Answers

SHARKPRO

SOFTWARE

A Submit text questions using the
ARNAsko button

M "‘““““‘“““““M\\\\M\\:'\Q‘S.\F ==

OR

A Contact us at:
lhanley@sharkprosoftware.com
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A Understanding the Task
Planning Process

A Creating the Work Breakdown
Structures

A Using Task Dependencies

A Setting Task Constraints and
Deadlines

A Using the Task Inspector to
Determine Task Drivers

A Q&A
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SharkPro Software

Focused on lowering the time, cost and
risk of project & portfolio management

A Enterprise Project Management (EPM)

Solutions

I Design & Deploy effective and practical solutions
tailored to specific business needs

I Technical support, enhancements, integrations
A Upgrades to Project Server 2010

A Project Management Training
I Courses for PMs, Team Members, Administrators
I Custom User Training

A SharkPro Projects ready-to-go PPM

I For the new PMO, department, or mid-sized
business
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oD SharkPro Projects
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SharkPro Projects is a preconfigured
Implementation of Project Server 2010

A Deployed in hours hosted or on site

I Lowers the time, cost and risk of
Implementing Microsoft Project Server

A Easy to use, wide-spread adoption

Enables collaboration by team members
and others not familiar with Project Server .-

Early success leads to quicker adoption

Companies immediately successful and

grow with Microsoft Project Server e
Task Tirer-

| Workflow
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Understanding the
Task Planning Process



"> Entering and Editing Tasks

PRO

A Review
I Auto-Wrapping tasks
I Summary tasks (deliverables)
I Milestones
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Sﬁz Auto -Wrapping Task Names

A Now in 2010, auto-wrapping of task names will
occur when one of the following events occur:

You manually type a name that exceeds the width of
the Task Name column

You paste a name that exceeds the width of the
Task Name column

You manually decrease the width of the Task Name
column, causing the text to rewrap

You manually increase the width of the Task Name
column, causing the text to rewrap
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Inserting Summary Tasks
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Inserting Summary Tasks in now made easier from
the Format tab in the Ribbon.

Gantt Chart Tools

Resource  Projedd  View Format

= v
Cut Caibi ‘1 N g g g g g Y Mark on Track

Copy ~ .

= v Respect Links
Ay - v Sk = | ol 7 Manually| Auto | Insped Move Mode  Task
Format Painter .‘ 17 @ A ey B89 y < 2 Z &

= Inactivate Schedule Schedule
pboard Font > Schedule

v Start » Finish ~ Feb 6, '11 \Feb13 1 |Feb 20, "11

FISISIMTIWIT|F[s|SIMITIW[T[F[S|SMITIW[T
Tue2/15/11  Tue 2/15/11 o=
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Inserting a Milestone Task

Inserting Milestone Tasks is now made easier from
the Format tab in the Ribbon.

' Format Painter

pboard

’ Mark on Track ~

%7 Respect Links

Schedule

fask . TaskName

Mode
=

(=

15
+

~ <New Summary Task> 1day

:ﬁew Milestone> )0 days

« Duration _ Start « |Finish » Predecessors

Tue 2/15/11  Tue 2/15/11
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Manual vs Auto Scheduled
SHARKEEFEAQ Tasks

AManually Scheduled Tasks

I User specifies dates, the tool does not
calculate them

I Date fields are text fields

A Auto Scheduled Tasks

I Tasks scheduling MS Project has always
used

| Dates are automatically calculated when
duration is entered

www.sharkprosoftware.com



Scenarios for Manual vs

S P .
AARRELER Automatic Tasks

AYou are given a time frame to deliver a
project
AYou begin with a high level task list

AThere are areas within your project which
are currently in the beginning stages or

’\

donot have a wel | u

scope
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Manual vs Automatic
SHARKBERDO Scheduled Tasks

A Easy to switch between Manually Scheduled and Automatically
Scheduled mode for one or more selected tasks. When
entering new tasks, the status bar shows the default task mode
In use.

o
*

- | Tashk Name S——— 10 PendSL 10 |feb 7, 10
i TIiIS Wi r EIYIY

7 Devetop CIOWE ol tavare s Tee /0030 Twe SIS 20
~ teguicemerts Toe L/26/90 Tea2fal10 _
Conchact meeds anslysin Ay Toe 172510 Tha 123010
Orat softeare speditcau o ey ol A/2syic Tee 22730
Peore oo budge! —— - T = .

ve

Pevelon deliveryun
Sraiiie xnmglate covemad | voceroco s | Resources | adaancee | roms | Lame ren )

i e |
Devw o cpmcifieate
Dereico prototpe Dt pepderes | =1
Draigr comgicte It e Mook s MMarualy Sheculed
I Dewclogarae et

Datms = e —
e |

I Caslar e Tewdere

I B '..'1]";'1.1’1'.‘.':'.."‘ \.'.li.




Manual vs Automatic
Scheduled Tasks

‘ Gantt Chart Tools ‘ Temp

Add-Ins Format

-_— o = = =1 Mark on Tr
d 25 E={a by =g [=E4
== - > Respect Lin
Paste 1 £ == i == E9
F ' “*~ <= Inactivate

Insert Task Mode
Column

[

Clipboard

- MS .
12Jan2011

- Project Initiation

Project Award Any Task Can

LOINWO Signed
| [ - ; be Changed by
Manually Scheduled i - -

Y TR o | CliCKiNg the
Receipt of Investig Drop DOWH
Certificate of Insui
Receipt of IMPD
Preparation & QC of core technical regulatory dossier
Generic CTA agreed

- Protocol Development

Receipt of Protocol Synopsis
Develop 1st Draft Protocol

ol ol

Gantt Chart

1
2
3
4
5
B
T
8
9
10
11
12

Y
Y]

=Y
m

Quintiles internal review (Stats, DM, Medical etc)
Company Review 1st Draft Protocol
FPrepare 2nd Draft Protocol

= | ==
0~ ;

Customer review 2nd Draft Protocol

=&
[14]

FProtocol Ready for sign off

]
(=]

Final Protocol Ready/Received
= Imnformed Consent Form (ICF)

=t 1 [} H Chieomdr L

ha
s

o o ol ol o ol o ool o o o8 ol o of

o
i
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Manual vs Automatic
SHARKPRDO Scheduled Tasks

A User-controlled scheduling -,
Manually| Auto
Schedule|Schedule

Tasks

A Project will by default create tasks in Manually
Scheduled task mode when lists are copied
from another application.

A Brings together the flexibility and ease of a tool
like Excel 2010 with the power of the Project
2010 scheduling engine.
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Creating the
Work Breakdown Structures



B Entering and Editing Tasks

PRO
A Review

I Create WBS with Manual Tasks

A Top-Down Planning
A Comparison to Estimates

I Linking Tasks

I Task Dependencies
I Deadlines

Copyright 2011 SharkPro Software www.sharkprosoftware.com



Scheduled Start, Finish, &
SHARKERD Duration Fields

A These fields capture, in Read Only format, Start, Finish,
and Duration that was originally planned

A As actual Start, Finish, and Duration changes for each
task within the natural course of a project, these fields
will hold the original dates as a constant within your plan.
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Linking Tasks
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To link tasks In the
i = = % rr . g = Mark on Track -
Gantt Chart view: B I e R T e e Lins

Gantt | Paste B iy &5

= art * R ) 0 # & nadivate
A On the VIeW tab’ C‘:i:v Clipboard ) . Schedule
In the Task Views
task cannat start until another task

group, click Gantt e
Chart Task Name ' Predecessor ,,

- SLEH Project Management Tool Implementatj '/ " &5 Il tasks in cther
ways, for example, use a

A In the TaSk Name | - Discovery Start-to-Start link when two tasks

Complete individual stakeholder intenviews need to start at the same time.

fleld’ SeleCt tWO Analyze requirements 0.5 days|2

|dentify user roles and responsibilities 0.5 days 2

Or m O re ta.S kS to |dentify preliminary business process requirements (workflow) 0.5 days|4

|dentify templates, enterprise outline codes and values, 0.5 days |5

" " Assess risks, challenges and objectives 0.5 days 6
| I n k’ I n th e O rd e r Business Requirements/Scope Identification Complete 0days 7
needed

Link Tasks (Ctrl+F2)
Link the selected tasks so that one

Tirneline
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oD Linking Tasks

SOFTWARE
D o a8 = Mark on Track - ;?. -
TE4  I00® -
7 Respect Links
s | == Manually | Aut

™ += Inactivate schedule |Schee
Schedule 1

Unlink Tasks (Ctrl+Shift+F2)

Remove the link between the |
selected tasks.

- Duration Prede:

-

A To select tasks that are next to one another, hold down
SHIFT and click the first and last task that you want to link.

A To select tasks that are not next to one another, hold down
CTRL and click the tasks that you want to link.

On the Task tab, in the Schedule group, click the Link Tasks
button.
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Using Task Dependencies



Sﬁz Using Task Dependencies

A Finish to Start

A Start to Finish

A Start to Start

A Finish to Finish

A Lag and Lead time

Microsoft Project 2010 defaults to the finish to start
dependency
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ST ARKPREO Using Task Dependencies

SOFTWARE

A Lag Time

FS +4days

A Lead Time .

A I

>
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Using Task Dependencies

S HARKSEFI:-\\:AQ

Start to Start
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o> Task Dependencies

PRD and Finish Dates

A Make sure every detail task and milestone
has a dependency tied to its finish date.
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o> Dependencies

PRD and Summary Tasks

A Do not put dependencies on summary
tasks
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/\pz Changing Task Dependencies

1. Double Click on the
Task Information @

General PfEdEC&SSOfSl Resources Advanced' Notes' Custom Fields TaSk

Name: | Incorporate Customer comments into ICF Duration: | 2 days | [ |Estimated C | I C k on th e

- Predecessors Tab
D Task Name . T_YF'E = .
HCustomer Review ICF Finish-to-Start (FS) i C“Ck on the Drop DOWn

Predecessors:
|25

to change the Type
Task Information

General PFEdECE‘SSOI'Sl Resources Advanced' Notes' Custom Fields'

Name: | Incorporate Customer comments into ICF Duration: | 2 days | = [ ]Estimated

Predecessors:

|| Finish-to-Start (FS)

D Task Name Type

25 Customer Review ICF 0

E ()
Start-to-Start (SS)
Finish-to-Finish (FF)
Start-to-Finish (SF)

(Mone)
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Setting Task Constraints
& Deadlines



Deadlines vs. Start/Finish Date
SHARKPRO Constraints

A If you want a task to start or finish on a certain date but
want to retain the flexibility of the schedule, you can
enter a deadline date.

Double-click on a task
on the Advanced tab, enter a date in the Deadline box.

A green arrow will appear on your Gantt chart that marks the
deadline date.

If the task doesn't finish by the deadline date, a nasty icon will
appear in the Indicators column to warn you.
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http://blogs.msdn.com/blogfiles/project/WindowsLiveWriter/TipsandTricksCreateDeadlineDates_132AB/clip_image002_2.jpg

T
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Setting Task Deadlines

A You can also enter a task deadline in the Task

Information dialog box. Click Task Information

and

then click the Advanced tab. Click the date in the

Deadline box.

Task Information

Mame: | Kick Off Meeting

Constrain task

Duration: | 1 day = || Estimated

Deadline: &

Constraint type: As Soon As Possible

Task type: Fixed Units

Calendar: Mone
WBS code: 1.4

Earned value method: % Complete

[ | mark task as milestone

-

Constraint date: MA

Effort driven

Scheduling ignores resource calendars
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Skﬁ,(\p:g? Setting Task Deadlines

SOFTWARE

A Deadlines

I Add the Deadline field to the Entry table of the Gantt
Chart view, and set the deadline dates for these tasks

Add New Column

-

\
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Setting Task Constraints
SHARKERD and Deadlines

A Constraint i a restriction that you set on the start
or finish date of a tas
abil i1ty to automaticall
start or finish date based on schedule changes

A Deadline T similar to constraints but do not limit

the scheduling engine
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Scenarios for Active vs

S P .
AARRELER Inactive tasks

A Managing scope, ie taking tasks out of a project
A Providing alternative options within a project

A Providing risk mitigation tasks that can easily be
enabled if necessary
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Active vs Inactive tasks

A Inactive Tasks do not affect the schedule

=2 Respect Links
— Inactivate

le

= Mark on Track ~ %% Inspect ~ J

E‘; Move -
Manually| Auto T3
Schedule [Schedule| % Mode ~

Tasks

Activate/Tnacti

e Selected Tasks

Make the selected tasks inactive so
that the tasks no longer affect the
schedule,

The tasks remain in the project, but
they do not affect resource
availability or how other tasks are
scheduled.
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> Inactivating Tasks

PRO

@' H 9 - | = Gantt Chart Tools IR EIENEEEN

v
A H Ig h I Ig ht aI I Task Resource Project View Add-Ins Format

= * Arial - 8 - RN NN =P Mark on Track -
i
.

taSkS that need to Ganit | Paste ; Bz u &-A- %2 Respect Links

= (@6 (e B _ Mz
Chart = — Inactivate Sch

View Clipboard Font ) Schedule

be inactivated o [ [

After

74 = CEVA activities e e

i . Highlighting,

A Click on Inactive I Click on
lanning Actiwities Inacti\r’ate

Tasks not;
Needed,

atart up/Study Monitoring

i CO n H Ig h“gh 1 tor Meetings

theyare §
-~ all Autogy - EEME
\ clghal / + Austria
+ Bosnia and Hercegovina
+ Bulgaria
+ Croatia
- NA
+ Canada
+ United States
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- Project Initiation

Inactivating Tasks

Mon 1/3/11

Mon 32111

Project Award

LOI/WO Signed

Final ContractWO Executed

Kick Off Meeting

- Receipt of Critical Documents
Receipt of Investigator Drug Brochure (IDB)
Certificate of Insurance (from sponsor)
Receipt of IMPD
Preparation & QC of core technical regulatory dossier
Generic CTA agreed
- Protocol Development

Receipt of Protocol Synopsis

Develop 1st Draft Protocol

Comp. internal review (Stats, DM, Medical etc)

Customer Review 1st Draft Protocol

Prepare 2nd Draft Protocol

Customer review 2nd Draft Protocal

Protocol Ready for sign off

Final Protocol Ready/Received

= Informed Consent Form (ICF)

Develop or Receive Draft ICF
Internal Co. Review of ICF
Incorporate Internal Q review comments

Copyright 2011 SharkPro Software

Mon 1/3111
Mon 1/3111
Mon 1/3/11
Mon 1/3111
Mon 1/3/11
Mon 1/3111
Mon 1/3111
Mon 1/3111

T.._ Tididd4

Mon 1/3/11

Finish

Mon 1/3/11
Mon 1/3/11 2
Mon 1/3/11 3
Mon 1/3/113
Mon 32111
Mon 1/3/11 2
Mon 1/3/11
Mon 1/3/11

RA__ Dindidd N T i}

Fri 3M18/11

Dates -

Before Inactivating

von 13T as ke 241115

- Ml 04Tt
Mon 21141175
Mon 2/21/11 4

Mon 2/28/11
Tue 3M1M
Tue 31M1
Tue 3/8/M1

Wed 3/9/11

b DA A4 A8

Mon 2/28/11 18

Mon 2/28/11 19
Fri 318/11
Mon 3/7/11 20
Tue 3/8/11 22
Wed 3/9/11 23

3.7.13
45
7,332,333,394

0,326,387,388
1,327,387,388
2,219,254 255
1,272 345 367
0,316,386,389

14
15
16
17
18
19
20
88,200,199.22

23
24
25
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PRO Inactivating Tasks

Kick Off Meeting 1 day Mon 1/3/11 Mon 1/3/11 3
- Receipt of Critical Documents 15 days Men 173M1 Fri 1721111
Receipt of Investigator Drug Broc 11 Mon /311 2 0,326,387 388

Certificate of Insurance (from syfie" | TﬂSk Stai-t Dﬂt e Mon 1/3/11 1,327,387,388
- days Mon 1/3/1 Mon 1/3/11 2,219 254,255
dEfﬂUItSﬁk@ themn 1/3/1 Fri 1/21/11 9,7,20 1,272,345,367
day Non 1/3/1 Mon 1/3/11 0,316,386,389
SEI::: %?Pg?%z‘l PrOJECt Staﬁi Date. = ou1mm
Inactivated since it does not
| have an Active

Predecessor

T
]
i
o
]
C
]
v

- Informed Consent Form (ICF) N Mon 13111 Thu 1720111

Develop or Receive Draft ICF Mon 1/3/11 Fr 1!?;11_1

Internal Co.  Rewiew of ICF Mon 1/10/11 Mon 111011 22 24
Incorporate Internal Q review comments Tue 111111 Tue 111111 23 25
Customer Review ICF Wed 1712111 Tue 11811 24 26
Incorporate Customer comments into ICF Wed 1/19/11 Thu 1/20/11 25 27

0B o o8 o8| 08| o8 o0 00 0 0| g
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Inactivating Tasks
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Projectl - Microsoft Project l':’! =} m
o 0 & 8

Resource Project View Format

2 ) - o . .
a j 3 s s T T LT B Mark on Track ¢ ’, '?ln,peu B ¥o Summary j *_j - B
" i % — | ; T % Move ~ & Milestone = l°
Gantt  Paste B 7 8y - - o @ y Manually | Auto Task 3 Information ... Scroll
Chart = - v - WA A |- Schedule [Schedule £ Mode - .  Deliversble ‘& | toTask @]°
_View | O npbono i) _Font LS , Sched Tasks insert _ Properties |  Eaoiting
@ [Tesk . [Task Name E - "DuratlonA o Start - Finish - |Predecessors . | [FebiS,’11 [Feb 20, 11 Feb 27, 11
Mode , [SIMITIWITIF[s|s[M[T[W[T[F[5 sM|T]w]T]FU
1 o ~ <New Summary Task> 12 days Mon 2/14/11  Tue 3/1/11 —
: B 2 <New Task> 5 days Mon 2/14/11  Fri 2/18/11
3 'S <New Task> 4 days Mon 2/21/11 Thu2/24/11 2
4 5 | _<NewTaso [adays  Fn2/25/11  Tue3/yn 3
S e <New Milestone> 0days Tue3/1/11  Tue3d/1/11 4

Projectl - Microsoft Project [= |E
o 0 @ £

Resource Project View

a j % Catibri < 2 e. .l;) D Inspect & ¥9 Summary j _‘J . B
3 4a - = ; % Mave & Milestone -
Gantt Paste B 7 &y « - Manually Task 1 lnlomauon - Scroll
Chart = - J u - Schedule 1S<hedult % Mode - -  Deliverable & | toTask :’]
*“."I_r_-f_.__:__upgc_\ﬂ i) jr_,Li s ¢ l_.)_ sks insert _}‘vopﬂ:.»g'._ | _E?""?Q__ -
| o Task . [Task Name ' ,_‘Duratlon- . Start L Finish « |Predecessors . |Feb1s, i1 [Feb 20, 11 Feb 27, 11 -
Mode | [SIMITIWITIF[s]|s[M[TIW[T[F[s]|SIM[T|W]|T]|H=|
1 ! - <New Summary Task> 9 days Mon 2/18/11  Thu 2/24/11
2 = b= <New Task> 5 days Mon 2/14/11  Fri2/18/11 .—L
3 '3 <New Task> 4 days Mon 2/21/11 Thu2/24/11 2 ;
& S | f=e [Prafasis  [Feedfafss ! '
5 e <New Milestone>  0days Tue2/15/11  Tue 2/15/11
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A Can be used to:
I Identify Inactive tasks
I Activate or Deactivate many tasks simultaneously

,
B9 -5

Task Resource Project View Faormat

— eeeee o Mkonk: 5 O Plhpe-
Calibri AT T s s 7ae o

i W Summary k]
‘5"’} Respedt Links g _‘> ,T| Move @ Milestone

A g | #8 | 23 &3 Manually  Auto Task Information -
U4 | 2 % Sinadinte Schedule Schedule L4 Mode » v [ Deliverable

*=]
an} P Schedule Tasks Insert Properties

, Active Task Name Duration _ Start v Finish v Predecess |Feb 13, '11 Feb 20, '11

sIM[T|W|[T[F[s|s|m|[T|w[T[F]S

Projectl - Microsoft Project

Vo5 = <New Summary Task>  9days Mon 2/14/11 Thu 2/24/11
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Summary
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A Manual scheduling is going to be really useful for...
I PMs who use Excel
" Top down planning
" Rolling-wave planning
- Showing and modelling ambiguous tasks
" Providing complete control

A Inactive tasks are really useful for
I Scope management

I Defining alternative scenarios and what-if
I Allows inclusion of risk mitigation actions
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Using the Task Inspector to
Determine Task Drivers



stiarcprp  User-Controlled Scheduling

A User-Controlled Scheduling breaks the
traditional nNCritical P :
methodology Iin order to make it easier for users
to model their work and activities

AiManually Schedul ed Tas

with no dates, no durations, and no
dependencies

A Even summary tasks can be manually
scheduled and have a duration different than the
elapsed time of their subtasks
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Skﬁ,(\p:g Task Inspector Tool

SoOFTWA

The Task Inspector Tool provides

A Context-driven guidance for analyzing issues and taking
corrective action.

A Task Inspector is a multifaceted pane offering helpful and
Intuitive information about a task, such as:

A Resources assigned
A Factors that might affect the task schedule
A Calendars in use.

Use Task Inspector in conjunction with Project 2010 visual
Indicators to research potential problems.
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Skﬁ;;g Task Inspector Tool

SoOFTWA

Task Inspector displays the optimal solution,

A Taking into account task characteristics (for example,
fixed duration)

A Task drivers
A Resource calendars

A For example, click the Respect the Link option for a
task and Project 2010 will observe predecessor tasks
and use automatic scheduling to resolve the issue. You
can choose which Task Inspector option to use and
then see the results in your schedule. You can also
choose to ignore generated advice
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I Task Inspector Tool

PRO

- Project Estimate HRRARAREE IRARRRRRL

Kick off meeting and implementation plan review % Fixin Task Inspector.. 10

- Vlision and Scope definition - 10
. : +@ Reschedule to Az
- Vlision and Scope sessions 10

Vision and Scope sessions 1 Ignare Proble — -l
| 10
10

10
Paste 10

d Scope sessions 2

. [Fyouwanthelpin | << | Select Fix
indicator fixing this task, 4 copy cel In Task
i click on the task Inspector

.pml{- and Lope Document creation

information . _andlhenright_
ahout 4 laaic Gt 2'f Vision and Scope docuréigiick to gafthe edit | Paste Specl. 10

re - menu. 10
—t 5croll to Task 0
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> Using the Task Inspector

PRO

A Understand scheduling issues using underlining,
total slack, and nwar ni

Filter on ASqui ¢ ABr ok
AWar ni indicates or red
column to thereis a indicates
find issues problem a problem




