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MS Project 2007 Essentials - Starting a New Project & Creating Tasks

The Project Calendar

Changing the Project’s Working Hours

1. Click on the Tools menu
2. Click on Change Working Time

Change Working Time @
For calendar: Standard (Project Calendar) v Create Mew Calendar ...

Calendar 'Standard' is a base calendar.

Legend: lick on & day to see its working times:
March 2007 A || Working imes far 27 March 2007:
orlking M[T [wW|Th|F|5]5 |
PR +08;00 ko 12:00
Nonwarking » 13:00 ko 17:00
©577) Edited working SIE T[T
Lt hours 12 [13 [14 [15 [16 [17 |18
On this calendar: Based on:

Default work week on calendar ‘Standard',

131 | Exception day

26 25 |29 |30 (3
Mondefault work
week v

Exceptions 1 Work Weeks ]
Name Start Finish ~
-
[ Options. .. I [ [e]4 1 [ Cancel I

4. Select the Work Weeks tab

5. Click on the Details button

6. Select the days and times you wish to change

Details for ‘[Default]

Set working time For this work week

Seleck dawis): {:} Use Project default times for these days.,
-Monday 1 () 5et days bo nonwarking time,

| Tugsday (%) St dayls) ko these specific working times:
| Wednesday

| Thursday T T

| Friday | From Ta

| Saturday [ L 09

| Sunday 2]

Ok ] [ Cancel

7. Click OK
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MS Project 2007 Essentials - Starting a New Project & Creating Tasks

Changing how many hours project assigns to a task entered as 1 day, 1
week or 1 month

When you enter task durations of days, weeks or months. MS Project needs to know
e How many hours equal a day?
e How many hours equal a week?
e How many days per month
e At what time of the day do | schedule tasks to start if no time is specified?
Project needs this information to correctly schedule tasks and calculate costs.

1. Click on the Tools menu
2. Click on Change Working Time
3. Click on Options

Options

Calendar options for "“onference’

ne

Week starts on: ?-Mlznnl:la*;.-' v|

Fiscal wear starts in: ;-Januarw:,.- W

DEFElI_I“: Start til'l'lE: I:I'EI:I:II:I ThESE times afe coimmad Fe Faele b wimi
R enter a stark gr f Change these

e S | kime. IF viou clan )

efault gnd time: 1 17:00 matching the fro  settings to reflect
‘Working Time fpor the working

Hours per day; [7.00 - hours of your

Hours per week:  [35.00 = organisation.

Days per month: ;'EEI =

A

Enter your Start and Finish times

5. Fill in the number of hours you want to assign to a day and week (don’t
forget to exclude your lunch hours)

Fill in the number of days per month if required

7. Click OK

o

Careful...

The default start/end times are entered with a colon, e.g. 08:30 = eight
thirty (colon represents hrs and minutes). Hours per day and hours per
week are entered with a decimal point, e.g. 07.50 = seven and a half
hours.

Essential

Page 12 Happy Computers 020 7375 7300

Set as Defaul
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MS Project 2007 Essentials - Starting a New Project & Creating Tasks

Setting public holidays

Public Holidays

Only Saturdays and Sundays are set up as non-working time in MS
Project as standard, so unless you want to work Christmas day you will
have to edit the Calendars.

To set public holidays you need to change the Standard (Project Calendar)

1. Click on the Tools menu
2. Click on Change Working Time

Change Working Time 3
For calendar: Standard {Project Calendar) | Create New Calendar ...

Calendar *tandard'is 3 base calendar,

Legend: Click v day to see its working tmes:

March 2007 A | working times for 27 March 2007:

M| 7T [w[Th|F[s5]s
- 1|2 |34 ~08:00 ko 12:00
Monwworking «13:00t0 17:00

56 |7 [8 9 [10 (11

“Wharking

(31 Edtzd norking
hours

M2 |73 [7a [15 |6 [47 |16

on this calendar: Based on:
19 [20 |21 |22 |23 |24 |25

31 | Exception day Defaul work week on calendar 'Standard

26 28 (29 (30 |3
(31 Mondsfauk work
L ek &

Exceptions: | Work Weeks |

fame Start Finish ~

cotions... | [__ok | [ cancel

3. Select the Exceptions tab

4. Enter the names and durations of the Exceptions which will probably be
Public Holidays http://www.dti.qov.uk/employment/bank-public-holidays

Essential

Marne Skark Finish
1 |Good Friday 06,04/ 2007 06/04/2007
Z |Easter Monday 0904 /2007 09042007
6. Click OK
7. To view these changes scroll through the calendar to the date you set
April 2007 A | 06 April 2007 is nonworking,
Mt |wl[th[F[s]s
1
2 |3 |4 |5 T

11 (12 [13 |14 |15
Based on:

18 (19 [20 |21 |22

25 (24 [25 |26 |27 |28 |23 ‘Standard’,

30
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Exception 'Good Friday' on calendar
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