
 

   
It takes approximately 25 hours to use a program productively when you are properly trained and 100 hours  
if  you are not.  Call CSI today and register for classes, 402-330-6078 ext: 251 or check out our website  
www.csiomaha.com. 
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Upon successful completion of this course, students will be able to: create a baseline 
plan, track an active project, manage tasks that will occur in the future, work with 
resource needs, customize Microsoft Project, work with data in other applications and 
work with a resource pool and subprojects and master projects.
 
Setting the Plan 
• Creat ing a Basel ine Plan 
• Summary information stat ist ics  
• Saving & viewing a baseline plan  
• Previewing & clear ing a Basel ine 

Report 
Tracking Project Progress 
• Modifying the environment  
• Applying the tracking Gantt Chart  
• Changing the current  date  
• Entering data for completed tasks 
• Tracking single & mult iple tasks  
• Tracking tasks that f in ished late  
• Tracking tasks in progress 
• Entering a percent complete  
• Reschedul ing uncompleted work  
• Viewing the Network Diagram  
Adjusting the Schedule 
• Changing task durat ion & 

constraints  
• Using the detail Gantt  view  
• Sett ing and displaying an interim 

plan 
• Creat ing an interim-plan table  
• Sett ing an inter im plan  
• Copying the tracking Gantt Chart  
• Customizing the Gantt  
Adjusting Resource Schedules 
• Work-Hour Considerat ions 
• Resource-dr iven scheduling  
• Delaying resource work  
• Tasks with a f ixed durat ion  
• Using percentages for al locations  
• Assigning & recording overt ime 
• Customizing resource reports 
• Observing the who does what 

when report  

Customizing the Environment 
• Customizing a report  
• Customizing the Network Diagram  
• Creat ing a table view  
• Creat ing a combination view 
• Working with Toolbars and Macros 
• Working with Global Sett ings 
• Creat ing a global view & calendar  
• Delet ing objects  
• Using the Options Dialog Box 
Working with Data in Other 
Applications 
• Import ing Excel  
• Viewing the imported data  
• Export ing Excel  
• Viewing the exported data  
• Copying data into other programs 
Resource Pools & Consolidated 
Projects 
• Opening a resource pool  
• Linking a project to a resource 

pool  
• Updat ing the resource pool  
• When to use a subproject  
• Linking a subproject to a master 

project  
• Linking tasks in a master project  
• Adding a task to a master project  
• Assigning resources  
• Sett ing basel ines for a master 

project 
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