
Basics of MS Project



Create a blank project

Tasks
Durations
Resources
etc.

Illustrated GANTT
chart



Three Activity types of GANNT Chart

Summary Task

Subtask

Milestone

-How to create milestones?
-They are tasks which takes zero time.

-How to create subtasks?
- Indent the entry using

«Task->Indent Task»

-How to create summary tasks?
-Add a new row to the left pane.



Adding new columns to table



Predecessors



Network Diagram

• Shows the relations between activities

Summary Task

Milestone

Subtask

Blue = non-critical
Red = critical



Resources

There are three types of resources: Work, Material and Cost



Assigning resources to tasks



Tables -I
Cost table:

Work table:



Tables -II

Summary table:



Project statistics



Task Usage View
• Detailed information about each task



Resource Usage View

• Shows how resources are assigned to tasks.



Calendar View
• Shows tasks in a calendar.



Using Timeline


