Project Mentor
serious learning for Microsoft Project professionals

How Project Mentor will teach you

"T like the multidimensional approach. I can read, listen andyor practice
exercises...or utilize a guided approach from lesson to lesson” - Marian
Collins-Steding, MI, USA

We're well aware that people learn in different ways. Some like things shown
to them, others want to practice things for themselves. Some like to learn
step-by-step and others prefer to dip in and out. Whatever your preference,
Project Mentor has you covered. Watch audio/video movies and then practise
for yourself using real data. Put planning theory in practice, review keyword
definitions or use quizzes to test what you've learnt. The choice is yours.
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Supports Microsoft Project 2016, 2013, 2010, Standard & Professional, Project Online
Professional.

Managing projects is a serious business. Time to invest in some serious learning.



Use the Learning Wizard as a step-by-
step learning guide

Using Project Mentor's Learning Wizard,
intuitive guides are always there to give
you a helping hand; advising you what
you should do, why you should be doing
it and how to do it. If you are a complete
Microsoft Project novice, or just wanting
a little assistance, the Learning Wizard is
for you.
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start
Welcome to the Learning Wizard

what

The Learning Wizard has been
carefully designed to quide you
through the Froject Mentor training
system and provide you with a
structured leaming experience.

Why

Especially to assist new Project
Mentor users, the Leaming Wizard
takes you though the ten training
modules in a recommended order,
folloviing the lifecycle of a real
project. You can ext the Wizard and
return back to it at any time.

How
In each training module, the
Learning wizard's step-by-step
instructions will:

Let you create your own Personal
Learning Plan to help structure your
learning,

Provide several stimulating lessons,
together with authoritative
background references.

Let you practice your skills vith
challenging exerdises.

Let you test your knowledge vith a
post-learning examination.

,J Introducing the Learning Wizard
A

Let the Learning Wizard quide you by the hand: I

what you'l do at the next step.
ii. Work through the module o lesson page for the current step.
iil. Use Previous/Next buttons to go move backwards or forwards one step at a time.

i. Understand what you'll do at the current wizard step, why and how you do it and ‘ z

Work through each of the wizard's steps: =

ii. Use the wizard to guide you through the learning process.

i. Review what you'll learn, together with why that learning is relevant.
fii. Mark completion and just progress to the next wizard step. I

At the end of a module, be fully prepared for the next one: ey}
i. Review the current medule’s conclusion and see what you'll learn in the next
module.
ii. See completion markers that dlearly indicate your progress.
fii. Use Previous/Next buttons to move step-by-step or jump directly to any step in the
wizard.

Gick on a MODULE button to scrollto that module. To go directly to a wizard step, just cick on its name.|
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The image above shows the homepage of the Learning Wizard. From this page you can continue step-by-step through the wizard or go

directly to where you need to be.

Let audio/video movies show you
how

Would you like a Microsoft Project
procedure or technique demonstrated to
you before you practice it for yourself?
Let a walkthrough movie show you how.
With several hours of audio/video
demonstrations, all broken down into
bite-sized sections, everything you need
to know is shown to you by an
acknowledged subject matter expert.
Complemented by closed captioning,
you'll see clearly how things are done,
together with concise explanations to
put it all in context.
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Additional tasks, summary tasks and milestones can now be added, either at the
base of the task list or within it.
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The image above shows the first walkthrough movie in Lesson B1. Showing you how to create a task outline, you will see best-practice
Microsoft Project explained in a clear step-by-step format.

Learn skills and abilities step-by-step

After a walkthrough movie has shown
you how, now just try it for yourself.
Follow step-by-step instructions and
learn as you experience, using pre-
defined sample data or data that you
have created in previous lessons to
consolidate your understanding. Below
each walkthrough, review carefully-
selected hints and tips to add that extra
value to what you're learning.
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Entering tasks into a list

The first objective is to list the tasks that make up the scope and deliverables of the project’s definition; its top level
tasks. These will ultimately become the summary tasks and milestones that provide strategic information about the
project. The simplest way to create these tasks is to list them within a task-based view:

1. On the View tab, in the Task Views group, click Gantt Chart.

Gantt
Chart~

N

. On the first available row, enter the task's name.

Task
O pioge - | TaskName ~ Duration +

1| A Cenibitarea b

Creating a new task on row 1 of the chart, scheduled according to the default task scheduling mode.
On the next available row, enter the second of the top level tasks; Publicity campaign:
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The image above shows 1-2-3 instructions for you to follow using Microsoft Project. These instructions follow each walkthrough's

audio/video movie.
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Understand what it all means

Within Project Mentor you'll find a
comprehensive terminology listing.
Comprising more than 700 keyword
definitions, each of which are themselves
interlinked, you're only one click away
from a detailed glossary of keywords and
their meanings.
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W Intreducing Micresoft Project:
> Cresting a new project:
i
= C.Reviewing the schedule
(=) D. Assigning people and costs

Manipulating resaurce sssignments
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E. Mansging external influences:
Creating and using default seftings
‘Constraining when tasks ocour
Asplying consirsints o resources

o

F. Viewing, analyzing and reperting
Filiering and manipulating projsct
data

Using task views snd resource views

Using sssignment views

Wormal Tasks The most common task. Assignments are made against normal tasks. Drawn on a Gantt chart from scheduled start to scheduled
finish, A
* Depicted as for automatically-scheduled tasks and as | 1 for manuelly-scheduled
tasks.
Notes In addition to the Name field (which has a limited wicth), notes provide an addition way to describe projects (project notes), tasks

(task notes), resources (resource notes) and assignments (assignment notes).

EYWoTL EYWOrd TETon
Objectives Why you are doing the project, as listed in the client requirements definition. The business benelits that the project vil provide when
itis completed. Often broken down to three basic project objectives: Time; Cost; Quality.
| ooeC An acronym for @pen DataBase Connectivity. A mechanism to save project information within a project database (.MDB file) or
directly into a SQL server database bypassing Project Server (not recommended).
[| Office web App Office applications (particularly Excel) that have been optimised for defivery in a broviser enviranment. These apps can be used to

provide dashboard information and are displayed within web parts
oLAP An acronym for OnLine Analytical Processing. A database technology provided by SQL analysis services to pre-process and optimize
database data and produce an OLAP Cube.
Pre-processed data created by OLAP is stored vithin an OLAP cube. This multi-dimensional data serves tvio purposes: to povrer the
business intelligence pages (the portfolio analyzer and data analysis views in carier versions) and to update resource availability
tables that are used by the resource substitution wizard. The data vithin an OLAP cube is as up-to-date as the date/time of cube
generation. OLAP cubes can only contain project information that has been published to Project Server.
oLE Object Linking and Embedding - a program integration technology to share information befeen applications. Information can be
shared through linked and embedded objects between all application programs that support OLE.

OLAP Cube

OnlinefOffline IF Microsoft Project Professional is connected to a Project Server database, an online connection is established. When a user works
offline, the centralized database cannot be accessed and anly projects on the local PC (or an a connected fileserver) can be accessed;
for example when projects have been saved ofiine. Onlineoffline vorking saves data in conjunction vith the active cache.

Organization A hierarchical depiction of the project erganisation, often broken down by functional area, department, manager, team leader and so

Breakdown Structure  on. This links with the work breakdown structure to form a responsibiity matrx. An OBS is aften referred to as a Resaurce
Breakdown Structure.
Organizer A tabbed dielog bosx in which ta manage project components: views, tables, fiters, calendars, reports, forms, toolbars, maps, and VBA

The image above displays one of over 700 keyword definitions; accessed by clicking a context-sensitive keyword from within a lesson.

Let quizzes test your understanding

When you complete a lesson, just test
yourself with a simple quiz. The answers
that you receive will confirm what you
have learnt, consolidating your
knowledge in the process.

(oo oo [l ]
[=/»A_ Project prefiminaries
> Introducing Micresoft Project
e
e
T

‘Sharing the project’s information

(i}

D. Assigning peopie and costs
‘Cresting resource assignments

Manipulating resauroe sssignments

W

E. Mansging extersl influences
Cresting snd using default setings
Constraining when tasks oosur

Agplying censiraints 1o rezources

(i}

F. Viewing,

i [Lesson quiz

o D, (R B 2]

15 2 Construct booth
16 b

~

Show opens 0days

./ Although you can have many levels vithin an outline, consider keeping them relatively flat. Don't keep on indenting.
@ Use outline codes and lookup tables to provide addtional ways to define hierarchies within a project.

i Don't accidentally delete a summary task as you may well delete its subtasks as well

Background
references:

21.2 Defining a projects outline £1.3 Refining an outiine

@) Why must you select 2 task by its row heading in order to drag it from one row and drop It upon
s another?

@) How do you change an existing task into a milestone, and must milestones be positioned at the top level (A )
% of a project’s outline? Wy
&

(@) If 2 task has been indented Incorrectly, how can you feturn it to fs correct position within the project's
% outline?

reporting
Filiering and manipulating project
data

Using task views and resource views
7

Using essignment visus
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The image above shows the quiz that concludes Lesson B1. Once a lesson has been finished, it can be marked as completed and sample
data saved to disk. Displaying a successive lesson just takes a simple button click. Completed lessons are highlighted within a navigator

pane.
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