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Getting Microsoft Project
You are not required to use any specific project management software in CS 46*,
but you are required to use something.

You can get Microsoft Project for free by accessing the OSU MSDN Academic
Alliance. To do that, go to the College of Engineering teach system:

http://engr.oregonstate.edu/teach

Under External Sites, click MSDNAA Site Login.
This will allow you to download Project, and a bunch of other packages, for free

Note: this is not an advertisement for Microsoft Project. It just happens that Microsoft Project
has the right functionality for CS 46*, is typical of all project management sof tware packages, is
easy fo use, is already installed on most OSU engineering machines, and you all can get it for free
for your own PCs.

The skills you develop by using it will transfer to any other project management software package.
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Step #1: Set the Start Date
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Step #2: Enter the Tasks and Durations

Pretty boring Gantt
chart so far. Don't
worry about it ...

1
Any task with a O-length duration will be
made into a “Milestone”

Don't enter any Start or Finish dates. The Start date
will default to the one you set a moment ago. The
Finish date will be set to that date plus the duration.

=

List the tasks using unique descriptive task
names. This is essentially your Work
Breakdown Schedule (WBS). (It should
be more detailed than this!)

Oregon State University
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In the Duration column, enter the time required
to complete each task, as a number of days.
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Once Entered, Tasks Can Be Edited

T MTask L
i) Task Mame Duration Start Finizh Prd
1 Start Odays Tue10M309  Tue 1001309
2 Prepare CRD 10 days  Tue 10/13/09 hon 1002609
3 Turn-in CRD Odays Tue10M309 Tue 104309
4 Prepare plan Sdays Tue 1041309 kon 104203 If you click a Duration, you can
5 25 days| Tue 10M309 Mon 114608 edit it with up/down buttons, or
B 30 days | Tue 10M309 Mon 112308 you can then edit it jUSt like an
7 S0 days | Tue 10M309 hon 12521409 Excel cell.
a 20days Tue10/3M08  hion 115308
] &=t firat integration 3 days Tue 1001309 hon 1001 9103
/ s
25 days bl /
A Task Name can be selected. [i] Task Mame Duration Start Finish Predece
You can then edit it just like an
Excel cell. 1 Start Odays Tue 10,4503 Tue 10/13/09
2 Prepare CRD 10cays  TugADA3m03  Mon 10/26m9
3 Turn-in CRD O cays e 101309 Tue 1041309
4 Prepare plan 5 o Tug 10/13109  Mon 104909
5 Tazk 1 Tug 1013103 Mon 114603
[:] Task 2 30 days. Tue 10/13M09  hlon 11/23109
7 Task 3 S0 clays  Tue 101309  Mon 1272109
8 First integration 20 days Tug 10M13109  Mon 11/9109
a Test first integration Sdays  Tug 10M303  Mon 101903
10 Task 4 S0days  Tue 10/13109 hion 12/21/109
Oregon State University 1 Task 5 30cays  Tue 101309 Mon 11/2309
Computer Graphics b =009




Once Entered, Tasks Can Be Edited

B Task 2 30 days| Tue 101308 Mon 11/23/08
7 Task 3 SOdays  Tue 1071309 Mon12/21/09
g First integration 20 days Tue10M3/08  Mon 11/8/08
g Test first integration Sdays Tue10/13/09 Mon 10909
10 Task 4 S0 days  Tue10/3/09 Mon12/21/09
12 Task & 20days| Tue 104309 Mon11/8/09
13 Zecond integration Sdays  Tue10M3/08 Mon 101809
14 Test second integration Sdays Tue 1041308 Mon10M8/03
15 Cliertt test 10 days | Tue 101303 Mon 10i26/09
16 Final integration 10days Tue 101309 Mon 1026109
17 Work on posters: 10days Tue10M3/03 Mon 10/26/09

You can click on an entire row.
Select Edit—Delete Task to
delete that task.

Click here and drag up or down to re-order the tasks. Note that
the up-down order has nothing to do with the time order the
tasks need to occur in, although it is a good idea to sort of keep

it that way.
B Task 2 30 days | Tus 1043009 Mon 112309
7 Task 3 s0days| Tue 104308 Mon 12/21/09
8 First integration 20 days| Tue 1043109 Mon 115109
] Test first integration 5 cays Tue 10413/03 ) Maon 104 3/09
EE] Tarsk 4 50 days| Tue 10/3/09 Mon 12/21/09
12 Task & 20 days Tug 1043109 Mon11/3/09
13 Secaond integration 5 days| Tus 104308 Mon 104809
14 Test second integration Sdays| Tue 1041309 Mon 101309
Oregon State University 1 diod docd A0 Tuoiiii teod
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Step #3: Get the Chart Area Time-Scaled Properly

Double-click on the date header

mescale

Top Tier Middle Tier: I Bottom Tier ] Non-working time ]

Middle tier Forma

Label: | January | [¥]use fiscal year

align: | Left v

Timescale options.
Shouwle | One tier (Middle) v Size: | 1000 (5%

/ Previsw
These are good settings ————— TSzgtemker Octoher | November | becember |Januery | February [March | Aprl [ May 4

[¥]rale separator
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ber October Havemoer December 11 Otep #4: Create the Task Dependencies
& 101
- Left-drag from one tasks’s bar ...
& 101
& ... to its successor’s bar
[ S—] This will create (by default) a Finish-to-Start
S —] dependency link. It will also adjust the
= successor’s Start and Finish dates, ang'the
E Predecessors column.
[:) Task Name Duration Start Finish Predecessors  Resource ham; dly August September| October | Noveryfier | December | January
1 Start Odays Tue10M309  Tue 10/1309
2 Prepare CRD 10days Tue 101309 hon 1052603
3 Turn-in CRD Odays Tue10M1309 Tue 10/13:09,
4 Prepare plan Sdays Tue 102708 Man 112@
5 Task 1 25days Tue 101309 Mon 11460
6 Task 2 30days Tue 101309 Mon 112309
7 Task 3 50days  Tue 1071308 Mon 1202109
8 First integration 20days Tue 101309 Mon 119109
El lest tirst integration Sdays  lue TUMNSUE Mon TUNHiUE
10
" Task 5 30days Tue 101309 don 1152309
12 Task B 20days Tue 101308  Mon 11809
13 Second integration Sdays Tue 101309 Mon 1041909
14 Test second integration Sdays  Tue10M309 hion 101909
15 Cliert test 10days Tue 101309 Mon 10/26/09
16 Final integration 10days Tue 1071309 Mon 10:26/09
17 Wiork on posters 10 days Tue 101309 bon 1026109
18 Engineering Expo Odays| Tue 10303 Tue 101309
- 19 Wiork on Final Report 10 days Tue 1071308 Mon 1052609
20 Firel Report Dug Odays Tue 101309 Tue 1013109
aad

Thin lines indicate “slack”

Reading the Gantt Chart

nher| October \&(ember

December | January

February | March Aparil May

9 104

A thick bar all the way to the end

indicates no slack
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You can link multiple tasks to the same
successor task
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You Can Change the Nature of the Task Dependencies

Task Dependency F§|

From: Test second inkegration

To: Client test

Start-to-Start (55)
Finish-ta-Finish {FF)

Start-to-Finish {SF)
/ {Mone) /

Finish-to-Start dependency /

(the dependency used most often)

AL

Double-click on a link (the lines) to
change its dependency type, change its
lag, or to delete it

Start-to-Start dependencies
look like this
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Step #5: Explicitly Set Fixed Milestones

Work an posters 10days  Tue S50 MonB7A0 16

Engineering Expo (Dye] Fri5i4/10

Work an Final Report 10 days SBRAD. MonB21A0 /17

Final Repart Dus Odays| Tud 101309 Tue 104309 @

Click here to explicitly set a Milestone’s date It looks like this

Examples could include presentation dates, version
release target dates, the date of the Expo, etc.

‘ Note: the 2009-2010 Engineering Expo is Friday, May 14, 2010

Also note: the quarter doesn't end at the Expo.
The strategy is to go for “"best showcase appearance” at the Expo and use
] the final 3 weeks to finish everything else up.

Oregon State University
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Step #6: Experiment with Different Charts

ask Name: Duration  hay June. duly August | September| Octoker | November |December [January | February [March April May June. Jul
Start 0days & 101
Prepare CRD 10 days %
Turm-in CRD Odays oﬁi
Prepare plan 5 days > 0%
Task 1 25 days o
Task 2 30 days 0
Task 3 0 days o
First integration 20 days o
Test first intearation 5 days L™
Task 4 50 days %
Task § 30 days
Task 6 20 days l
Second integration 5 days 0%
Test second integration 5 days 0%
Cliert test 10 days
Final integration 10 days
Wiark on posters 10 days 0%
Enginesring Expo Ddays & 101
‘wiork on Final Report 10 days [}
Final Repart Due Odays & 101

Click on View — Tracking Gantt to see the critical path in red. The
Critical Path is the sequence of tasks that have no slack in them.
Pay close attention to these tasks!

Click on View — Gantt Chart to get back to where you were
Oregon State University
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Printing
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Slide this bar left gld right to
expose or hide the data
columns. What you see is
what you'll print.

Click on File — Page Setup.
Be sure that Fit timescale to end of page is clicked.
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Turn your chart into an image suitable for pasting into a
Word Document or PowerPoint Slide
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1. Select the rows you want in your image.

5. Set the range of dates

2. Click on Report — Copy Picture 4. Tell it to just display the selected rows
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Turn your chart into an image suitable for pasting into a
Word Document or PowerPoint Slide

Your GIF image will look like this. It can be inserted into Word or PowerPoint by
choosing Insert — Picture while running those programs. Once there, you can
expand, shrink, or crop this image, depending on what you are trying to show.

D @ [TaskMame Swaion | Stet [ Finish  rober Nowemaer [Decamher | lanuar Fehniery |Merch il e Lhne
1 Stat Odave Tue10A309 Tus 10/ 3L Lk}
z Prepare CRD 10 davs Tus 1001309 Mon 10/2578
B Tum.in £RO Odavs Tue10M309 Tue1o13ra| & 101
- Prepare plen Sdavs Tue 02709 Mon 117208
5 Task © Hdavs Tue 1409 Mon 127708
& Taazk 2 Fdors Tue 17308 Mo 1271403 q
7 Tack 3 Ddavs  Tue 1309 Mon 1711710
o Firzt inkegration Mdars Tue A0 Mon 2000
4 Test fra: irtegration Sdavs  Tue2BA0 Men 2510
EEN Task 4 Sdavs  Tua H15A0  Won /72540
1 Task 5 Hdavs  Tue 213A0 Mon 3723000 %—
12 Taek 6 Wdars  Tue AMIN0 Mon S50
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[ 1| Test sernrd teoratinn Sdavs TumAMAN Men SN
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