
Introduction to Project Management and
Microsoft Project

Throughout this book, you will see that project management is made up of two compo-
nents: philosophy and tools. Although this book is primarily technical in nature, it is 
impossible to separate the technology from the environment in which it works. Microsoft
Project is not a “silver bullet” that will solve all process problems. Although it is great 
software, it has limitations, and the primary one is that it is only as good as the processes
and people that surround it.

Why We Wrote This Book
The Que Publishing Special Edition Using series is intended for both beginner and interme-
diate audiences. The primary purpose of this book is to provide you with knowledge about
Microsoft Office Project 2007, a robust project management software application. This
book is not meant to be a cradle-to-grave guide about Microsoft Office Project 2007, but
rather provides guidance on using it in your everyday work. Although this book is proce-
dural and referential in nature, it also includes theoretical information to get you familiar
with the concepts applicable to project management.

The material covered in this book is simple enough for a beginner to understand, but also
allows the reader to grow with the book as more advanced topics are covered as well.

Intermediate users will find that the material is new and interesting and provides practical
tips, tricks, and guidelines based on the QuantumPM team’s experience.

The team is excited to offer you the opportunity to look into their heads and get some prac-
tical, real-world examples on how to initiate, plan, execute, and close projects.

INTRODUCTION
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Why You Should Use Microsoft Project
Microsoft technology solutions are accepted as the most user-friendly software tools in the
world. They are easy-to-use and are also recognized as feature-rich tools that offer great
flexibility. Microsoft Project 2007 is no exception to this rule. It automates the process of
organizing, scheduling, recording, calculating, tracking, reporting, and analyzing schedule
data for any project. The tool will help you achieve your project goals on time and within
budget. The strength of the tool continues to grow because millions of users provide input
to Microsoft regarding their use of the tool. This input is compiled along with industry best
practices in regular releases of the software. You can use this software with the knowledge
that it includes solid technology that is backed by the leader in the industry.

What’s New in Microsoft Project 2007
Users of previous versions of Microsoft Project will be happy to see several new features in
Microsoft Project 2007 that have been requested for a long time. The features identified in
this section are explained in more detail in Chapter 1 and where appropriate throughout the
book. The features are available in the desktop tools, Microsoft Project Standard and
Professional 2007. 

■ Multiple Undo—The Multiple Undo feature is one of the most exciting additions to
Microsoft Project 2007. It allows you to backtrack through recent changes or undo the
most recent series of changes at once. 

■ Change Highlighting—When you make a change to a project, the Change High-
lighting feature calls your attention to all fields affected by the change. Project man-
agers can now see the impact of a change as it ripples through the tasks in the project.

■ Visual Reports—Reports have always been an excellent way to examine and share data
in Project. New to 2007 are visual reports, which display project information in visual
charts, tables, or diagrams.

■ Task Drivers—The Task Drivers feature opens a pane on the left side of the screen
that displays information that impacts or drives the selected task. 

■ Cost Resource Type—The cost resource type enables users to identify specific fixed
costs on a task, such as travel expenses or delivery charges for materials. 

■ Budget Resource—The budget resource feature allows the project manager to define
budget at the summary-level task to represent capital budget or overall approved budget
for the project.

■ 3-D Gantt Chart Display—Three-dimensional display of the taskbars in the Gantt
Chart view makes the Gantt Chart view more visually appealing and eye-catching, 
especially when printed to show as a report.

N O T E
There are many additional features in the server components of Microsoft Project 2007
that will not be discussed in this book. For details on those features, refer to Sams
Publishing book Microsoft Office Project Server 2007 Unleashed.
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How This Book Is Organized
This book is divided into five parts, designed to be of interest to a wide variety of readers.
Some of the chapters focus on planning and organization, whereas others are focused on
technology details. The following information should help you decide which chapters are of
most interest to you.

Part I: Getting Started with Microsoft Office Project 2007
Part I is an introduction to the software application and to the concepts within the project
management domain. It is intended for all audiences to provide a context for the successful
planning and managing of projects.

Chapter 1, “Power of Microsoft Project 2007,” contains a general introduction to project
management, explores the new features of the Project 2007 version, and introduces the tool.

Chapter 2, “Microsoft Project 2007 Quick Start,” covers just the basics of using Microsoft
Project 2007 and explains the minimum set of steps you have to take to create, manage,
track, and close your project.

Chapter 3, “Microsoft Project and the Project Management Domain,” explores the different
project management standards, introduces commonly used terms, and helps to define how
Microsoft Project fits into the various definitions.

Part II: Organizing for Success—Project Initiation and Planning 
Part II starts with background on the best practices of the project management domain and
walks you through all necessary steps that have to be performed during the initiation and
planning of a project. In addition to the conceptual information, this part explores the 
features of Microsoft Project 2007 that help you accomplish this goal.

Chapter 4, “Getting Started After the Business Initiative Is Approved,” discusses the concept
of establishing the project scope, building the Work Breakdown Structure and creating the
initial framework that you will need for a successful project.

Chapter 5, “Setting Up Project for Your Use,” focuses on defining initial properties of your
project as well as environment options and preparing the tool for planning your project.

Chapter 6, “Creating Your Project Schedule,” explores the steps for defining and manipulat-
ing tasks.

Chapter 7, “Defining Task Logic,” concentrates on defining relationships between tasks and
creating task constraints.

Chapter 8, “Defining Project Resources,” provides information about various resource types
available in Microsoft Project 2007 and includes steps for creating the resource list for your
project.
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Chapter 9, “Understanding Work Formula Basics,” helps you understand the subtleties of
the Microsoft Project 2007 scheduling engine. You will learn about various factors that affect
the way your tasks are scheduled. This chapter is key to understanding the logic behind the
schedule created by Microsoft Project.

Chapter 10, “Scheduling Single and Multiple Resource Assignments,” describes the process
of assigning resources to tasks and discusses the complexities that occur when you use more
than one resource on an task.

Chapter 11, “Using Standard Views, Tables, Filters, and Groups to Review Your Schedule,”
covers various strategies you can use to review different aspects of your project schedule.

Chapter 12, “Performing a Schedule Reality Check,” discusses strategies you can use to
ensure that your schedule is complete and realistic prior to moving into project execution.

Part III: Project Execution Through Completion
Part III guides you through the activities performed during project execution to maintain
the accuracy of the project schedule. In addition, you will learn the actions you have to per-
form in order to successfully close the project.

Chapter 13, “Tracking Your Project Progress,” focuses on the activities you perform for
project tracking and explores various factors that affect tracking.

Chapter 14, “Analyzing Performance,” covers the features of Microsoft Project 2007 that are
available to determine how well the project schedule is tracking the project’s performance.

Chapter 15, “Using Reports for Tracking and Control,” describes the standard basic and
visual reports and how they can be used for tracking your project progress.

Chapter 16, “Revising the Schedule,” discusses actions you can take when things don’t go
according to plan. In addition, it explores the various strategies you can use to help when
your scope, cost, and timeline do not meet expectations.

Chapter 17, “Closing the Project,” covers the work required to properly close a project,
report on its conclusion, and finalize the schedule.

Part IV: Tailoring Microsoft Office Project 2007 to Your Needs
Once you master all of the standard features of Microsoft Office Project 2007, or if you
want to explore the customization options Microsoft Project 2007 has to offer, this part will
help you learn tips and tricks to achieve the exact results you need.

Chapter 18, “Managing Project Files,” discusses how Microsoft Project 2007 stores, organ-
izes, and uses various types of files. It provides background on the file that determines global
settings and methods to save preferred settings.

Chapter 19, “Formatting Views,” provides various options you can use to customize how
information is displayed in various views.
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Chapter 20, “Creating and Customizing the Basic Reports,” explores options for customiz-
ing existing basic reports and provides instructions for creating new reports.

Chapter 21, “Creating and Customizing Visual Reports,” discusses the many options you
have when working with visual reports and what you can do to customize your project
reports with information that is not available in a standard report.

Chapter 22, “Customizing Views, Tables, Filters, Groups, and Fields,” describes the options
you have to customize the look and feel of views, tables, filters, groups, and fields to stream-
line and optimize your daily management of the schedule.

Chapter 23, “Customizing Toolbars, Menus, and Forms,” discusses what you can do to
adjust and personalize the menus, toolbars, and forms within Microsoft Project 2007 that
can help you increase productivity and efficiency.

Part V: Microsoft Office Project 2007 Knowledge In Depth
Part V is designed for advanced users of Microsoft Office Project 2007. It explores advanced
features for managing resources across projects and working with other applications.

Chapter 24, “Working with Multiple Projects,” explores the complexities and benefits of
working with multiple projects as well as options for creating a shared resource pool without
using Microsoft Office Project Server 2007.

Chapter 25, “Resolving Resource Allocation Problems,” discusses strategies you can use
when resources are allocated to more work than they can manage. In addition, it explores
many techniques for resolving resource conflicts as well as factors that create these types of 
scenarios.

Chapter 26, “Exporting and Importing Project Data,” includes version compatibility options
and ways to exchange selected parts of the information with other applications.

Chapter 27, “Manipulating Data Using Other Applications,” explores ways to manipulate
Project data by importing and exporting information with other applications.

Who Should Read This Book
This book is intended to be a comprehensive guide to the use of Microsoft Office Project
2007 for managing projects. This book is a great resource for project managers who are just
starting out as well as ones who are experienced project managers.

This book is organized to follow the standard PMBOK process groups and discusses not only
the features and functions of the tool, but also the practical application of project manage-
ment concepts, best practices, and advice from consultants in the field.
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Special Features of This Book

T I P
Tips describe techniques and methods that the author has found to be very useful in
streamlining or simplifying the use of a feature.

N O T E
Notes offer advice to help you understand complex ideas or provide alternative explana-
tions of concepts. 

C A U T I O N
Cautions are provided when the use of specific features may result in complex results
that are not always necessary or useful in the situation described.

The Consultants’ Tips section at the end of each chapter provides some additional advice
from the project management consultants.




