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1.  Your	
  expecta2ons	
  
2.  About	
  Me	
  
3.  Advanced	
  Techniques	
  in	
  Microso>	
  Project	
  
ü Technique	
  1-­‐Using	
  and	
  Forma<ng	
  the	
  Timeline	
  
ü Technique	
  2-­‐Managing	
  Mul?ple	
  Projects	
  
ü Technique	
  3-­‐Managing	
  a	
  Common	
  Resource	
  Pool	
  
ü Technique	
  4-­‐Using	
  Task	
  Inspector	
  
ü Technique	
  5-­‐Crea?ng	
  Reports	
  
ü Technique	
  6-­‐Customizing	
  Views	
  

4.  Upcoming trainings/workshops!
5.  How to claim 1 PDU for this webinar!
6.  Q & A!

!
!
!

!
!
!

!
!

Agenda 
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RefineM’s Virtual Lunch & Learn!
This is a monthly webinar delivered during the lunch 
hour in the first week (Wednesdays) of every 
month. !
!
It’s designed to help you learn while you eat lunch, 
providing a relaxed environment to enhance your 
experience. !
!
The monthly webinars will cover a variety of Project 
Management/ Agile topics. !
!
!
!
!

!
!
!

!
!
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About You 
*  What are your expectations from this webinar?!

*  Which version of MS Project do you use? 2007, 
2010 or 2013?!

*  What is your topmost challenge in using MS Project?!
!

!
!

!
!
!

!
!
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NK Shrivastava, PMP, RMP, ACP, CSM 
*  CEO/Consultant	
  since	
  Dec	
  2011	
  	
  

*  Agile	
  Coaching/Adop2on	
  
*  Project	
  Management/	
  Process	
  Improvement	
  

Consul2ng	
  and	
  Training	
  
*  Project	
  Management	
  Toolkits	
  (for	
  PMs,	
  Execu2ves	
  

and	
  Agile	
  Prac22oners)	
  

*  Board	
  Member	
  –	
  SWMO	
  PMI	
  Chapter 
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Helping organizations turn their 
project management capability 
into a competitive advantage 

My	
  professional	
  journey	
  b/f	
  RefineM	
  
*  20+	
  years	
  of	
  Successful	
  Project	
  Leadership	
  
*  Led	
  100s	
  of	
  projects	
  of	
  all	
  sizes,	
  successfully	
  
*  Recovered	
  many	
  projects,	
  saved	
  millions	
  of	
  $	
  
*  Implemented	
  numerous	
  process	
  

improvements	
  
*  Coached/mentored	
  100s	
  of	
  PMs,	
  and	
  some	
  

execu2ves	
  

 
 

 

Technique	
  #1:	
  	
  
Using	
  and	
  Forma<ng	
  the	
  Timeline	
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* The	
  Timeline	
  shows	
  the	
  high-­‐level	
  project	
  progress.	
  	
  
* Did	
  you	
  know	
  you	
  can	
  format	
  this?	
  

ü And	
  share	
  it	
  with	
  other	
  applica2ons?	
  

What is the Timeline? 

7 
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* From	
  Timeline	
  Tools	
  Format	
  menu,	
  you	
  can:	
  	
  
ü Change	
  fonts	
  
ü Change	
  fill	
  color	
  
ü Define	
  text	
  styles	
  (italics,	
  bold,	
  font)	
  for	
  whole	
  2meline	
  
ü Change	
  a	
  task	
  from	
  a	
  bar	
  to	
  a	
  callout	
  (“Display	
  As	
  Callout”)	
  

Formatting the Timeline 

8 
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* On	
  Timeline	
  Tools,	
  Format,	
  Copy	
  Timeline	
  
* For	
  E-­‐Mail:	
  sends	
  it	
  to	
  Outlook	
  
* For	
  Presenta2on:	
  sends	
  it	
  to	
  PowerPoint	
  
* Full	
  Size:	
  Copies	
  to	
  clipboard	
  

Exporting Options 

9 

	
  

Technique	
  #2:	
  	
  
Managing	
  Mul?ple	
  Projects	
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*  Did	
  you	
  know	
  you	
  could	
  define	
  subprojects	
  under	
  a	
  
master	
  project?	
  
1.  Select	
  where	
  you	
  would	
  like	
  the	
  subproject	
  
2.  In	
  Project	
  tab,	
  click	
  Subproject	
  and	
  select	
  an	
  MPP	
  file	
  

Projects and Subprojects 
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Before Subproject 
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After Inserting Subproject 
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Expanded Subproject 
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Two Subprojects – Date Changes 

15 

Technique	
  #3:	
  	
  
Managing	
  a	
  Common	
  Resource	
  Pool	
  

16 
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*  Did	
  you	
  know	
  you	
  could	
  share	
  resources	
  among	
  your	
  
projects?	
  There	
  are	
  several	
  ways:	
  
ü Share	
  a	
  pool	
  in	
  a	
  master	
  project	
  

ü Create	
  a	
  “dummy”	
  project	
  just	
  for	
  the	
  resource	
  pool	
  

Resources and Subprojects 
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*  First,	
  define	
  a	
  resource	
  
pool	
  in	
  a	
  project	
  
ü Assign	
  resources	
  to	
  the	
  

“Resource	
  Name”	
  tab	
  

ü  Fill	
  in	
  informa2on	
  about	
  their	
  
availability	
  

*  Under	
  Resource	
  Pool,	
  
select	
  “Share	
  
Resources”	
  and	
  “Use	
  
Resources	
  From”	
  
selec2ng	
  an	
  MPP	
  file	
  

Sharing Resources 

18 
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*  Use	
  “Pool	
  Takes	
  
precedence”	
  if	
  working	
  
with	
  other	
  projects/PMs	
  
ü  That	
  way,	
  pool	
  resolves	
  conflicts	
  

and	
  PMs	
  don’t	
  overwrite	
  each	
  
other	
  

	
  

*  If	
  you	
  are	
  the	
  only	
  PM	
  
using	
  the	
  resource	
  pool,	
  
you	
  can	
  use	
  “Sharer	
  
takes	
  precedence”	
  

Managing Conflicts 
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Resource Sheet – Furnish Office  
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Resource Sheet – Phase1  

www.RefineM.com 

Shared Resource Pool 
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Technique	
  #4:	
  	
  
Using	
  Task	
  Inspector	
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* A	
  tool	
  to	
  see	
  what	
  tasks	
  are	
  driving	
  a	
  comple2on	
  date	
  
* Useful	
  tool	
  to	
  fix	
  issues	
  on	
  a	
  big	
  project/mul2ple	
  projects	
  
* Select	
  a	
  task	
  
* Select	
  Inspect	
  from	
  the	
  Tasks	
  Ribbon	
  of	
  Task	
  menu.	
  
* Select	
  Inspect	
  Task	
  

Task Inspector? 

24 
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Right-Clicking on Red Icon 

www.RefineM.com 

Task Inspector View 



12/3/14	
  

14	
  

www.RefineM.com 

Result of Rescheduling 

Technique	
  #5:	
  	
  
Crea?ng	
  Reports	
  

28 
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*  Performance	
  Repor2ng	
  is	
  a	
  key	
  
role	
  of	
  the	
  project	
  manager	
  

*  Create	
  Visual	
  and	
  regular	
  reports	
  
from	
  Project	
  Report	
  tab	
  

*  Export	
  to	
  PDF,	
  Excel,	
  or	
  Visio	
  

Reports 
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*  Overview	
  (Summaries,	
  Milestones,	
  Cri2cal	
  Tasks)	
  
*  Current	
  (In-­‐Progress,	
  Completed,	
  Slipping)	
  
*  Costs	
  (Cash	
  Flow,	
  Budget,	
  Earned	
  Value)	
  
*  Assignments	
  (Who	
  Does	
  What,	
  To-­‐Do,	
  Overallocated)	
  
*  Workload	
  (Task	
  Usage,	
  Resource	
  Usage)	
  
*  Custom	
  (large	
  variety	
  of	
  op2ons)	
  

Types of Reports 

30 
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Project Summary 
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Un-Started Tasks 
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Earned Value 
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Technique	
  #6:	
  	
  
Customizing	
  Views	
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* Great	
  way	
  to	
  see	
  project	
  at	
  
a	
  glance	
  
*  Select	
  “New”	
  from	
  More	
  
Views	
  
ü Then	
  Define	
  New	
  View,	
  and	
  
select	
  Combina2on	
  View	
  

*  The	
  Primary	
  View	
  appears	
  
at	
  the	
  top	
  
*  Details	
  View	
  at	
  bomom	
  

Customizing Views 
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Custom View – Example 1 
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Custom View – Example 2 
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Custom View – Example 3 
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*  User Stories Workshop—Dec 10, 2014–7 Hrs/PDUs!
ü  Venue – eFactory, 405 N Jefferson Ave, Springfield, MO, USA!
ü  Learn more about writing user stories for Agile projects!

*  MS Project 2010 Advanced—Dec 11-12, 2014–7 Hrs/PDUs!
ü  Instructor led virtual course, 4 hours a day!
ü  Learn more about advanced techniques and changes in Project 2010!
!

*  Ace Your PMP® Exam—Feb 12, 2015–4 Hrs/PDUs!
ü  Instructor led virtual course, 4 hours!
ü  Review key concepts to prepare yourself for the exam!

 
We also offer customized trainings, On-site & Virtual!
Topics include Agile, Project Management, Strategy, Leadership, !

Process Improvement, and PMI Certifications.!
!

More Learning Opportunities From RefineM 

!
!

! !More info at http://refinem.com/trainings/!
!

www.RefineM.com 

* What	
  does	
  it	
  take	
  to	
  pass	
  the	
  PMP	
  Exam?	
  
ü Tips	
  and	
  tricks	
  for	
  passing	
  the	
  Exam	
  
ü Q&A	
  about	
  all	
  aspects	
  of	
  the	
  Exam	
  

*  Wednesday,	
  January	
  7,	
  2015,	
  12:00-­‐1:00	
  PM	
  CST	
  

	
  
	
  

Register	
  Today	
  -­‐	
  Don’t	
  wait	
  for	
  the	
  last	
  Minute	
  

January Lunch and Learn 
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*  PDU Category – B, Continuing Education!
*  Program Title – Webinar on “Advanced Techniques in 

Microsoft Project”!
*  Date Started – Today’s date!
*  Date Completed – Today’s date!
*  Hours Completed – 1.00!
*  Provider !

ü  Name – RefineM!
ü  Phone # 417-414-9886!
ü  Email – nks@refinem.com!

*  PDUs Claimed – 1.00!
!

How to Claim 1 PDU for this Webinar? 

www.RefineM.com 

  
__________________________________________________________________ 
 

NK Shrivastava, MBA, PMP, RMP, ACP, CSM 
CEO/Consultant, RefineM 
Nixa, MO 65714, USA 
nks@refinem.com, www.refinem.com 
       http://www.linkedin.com/in/nkshrivastava                 @justrightpm 
 

Questions? 

42 


