Microsoft Project – Project Schedule Template Tips & Tricks

[bookmark: _GoBack]The Project Schedule Template is provided as a guide for start to finish project process and is intended to be modified to include tasks, durations, predecessors and milestones that are pertinent to your project.  These instructions assume the user is familiar with the basic use of Microsoft Project and describes how to change some of the items including Milestones, Resources and Outline functionality.
This Project Schedule Template is based on the Project Process identified on the DII – Enterprise Project Management website at www.epmo.vermont.gov. 
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The sections in the Project Plan are organized by the phases identified above, and include the minimum deliverables for classic and robust projects. The minimum deliverables for the respective project sizes are identified in the Comments column. 
Durations & Predecessors
Durations have not been estimated as they vary by project. Predecessors have been suggested but please modify them to fit your project.
Milestones
Milestones have been suggested, but should be modified to fit your project. A Milestone is a task that acts as a reference point, which marks a major event in a project and is used to monitor the project’s progress. As a general rule, you use milestones to mark the beginning and end of your project, the end of a major phase, or for a task for which the duration is unknown or out of your control. Any task with a zero (0) duration is automatically displayed as a milestone. You can also mark any other task of any duration as a milestone by checking the “Mark as milestone” checkbox available on the “Advanced” tab of the “Summary task information” dialog box. 
Resources
Microsoft offers excellent instructions on how to add resources to your project. If you are unfamiliar with this functionality and benefits of adding resources, visit: https://support.office.com/en-ZA/Article/Add-resources-to-your-project-1a744960-d960-426a-b687-e42ba3f6c0cb for step by step instructions.

User Preferences
Project Outline: Some users prefer to see their project schedule in outline format, making it easy to reference a specific task by number. Displaying the hierarchy of tasks can be done by clicking the “Format” tab, and in the “Show/Hide” section, check the “Outline Number” check box.
Project Summary Reports: Summary reports can be printed to display information including current tasks, individual to-do lists, workload (over-allocation) reports, project cost information and much more. 
To print a project summary report:
1. On the Project tab, in the Reports section, click Reports.
2. In the Reports dialog box, click the icon of the report category you want to print.
3. Click Select to display the dialog box for the selected report category.
4. Click the icon of the report you want to print.
5. Click Select to display the print preview of the report.
6. Click Print to print the report.
7. In the Print dialog box, click OK to print the report.
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