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Title: Managing Projects with Microsoft Project 2007 
 

This three-day instructor-led course provides students with the skills necessary to be certified in the ability to build, 
maintain and control projects.  This class is for students that are responsible for scheduling, estimating, coordinating, 
controlling, budgeting, and staffing projects and supporting other users of Office Project.  A familiarity with key project 
management concepts and terminology is recommended.   
 
This course will cover the following items: 
Configuring Tools and Options 

¶ Set up Schedule options. 

¶ Set up Calculation options. 

¶ Set up Interface options. 

¶ Set up View options. 

¶ Set up General options. 

¶ Set up Calendar options. 

¶ Set up Security options. 
Setting Up a Project 

¶ Create and modify a template. 

¶ Select a template. 

¶ Enter project information. 

¶ Manage calendars. 

¶ Import and export data. 
Estimating, Scheduling, and Budgeting Tasks 

¶ Create a WBS. 

¶ Create and modify tasks. 

¶ Estimate and budget tasks. 

¶ Sequence tasks. 

¶ Identify and analyze critical tasks and critical path. 

¶ Manage multiple projects. 
Resourcing Project Plans 

¶ Forecast time-phased generic skill or role requirements. 

¶ Create, modify, and use resource pools. 

¶ Add, change, substitute, or remove resource assignments. 

¶ Predict durations and work calculations. 

¶ Optimize resource utilization. 
Updating and Reporting on Project Performance 

¶ Save and modify baselines. 

¶ Enter task updates. 

¶ Reschedule incomplete work. 

¶ Track project progress. 

¶ Analyze variance. 

¶ Create, modify, and delete objects. 

¶ Create reports.  


