Lo UETTIRE

A08IBLRIBILG ) 1000

BIB1181011011 1008

—\

*&,







AR B AR AL IR 12

Microsoft Office Project 2002 and 2003

e NI
G FiF

it
:ug
o

B thhiidt




HERE

A0 B KB R AR A E R 45

LREHNAT Poject 2002 and 2003 M EFREHENMAN, FEAE: BUNERAES. BURE. HTEZHEHEE.
ORI H R IR B AR BEATHR . AR, SATE TR TENREG R RESE IR, SEEEHE.
Microsoft Project MIFE AP FEH . B E X Microsoft Project. A% HIARIE. AT R, BEEm R osE
PAB N B YR EE RN I E 34T B 1R % .

FHAMEAREREHFASE, BT ENNARNBZEESEHH.

MHEERBE (CIP) HE

Microsoft Office Project 2002 and 2003 /453X 2>
AE; FERHFE. . BEEE B, 2006.1
ISBN 7-04-017307-7

I.M... . Of...O%F... . tvEHE. WH
B - N KM, Proect—-#A N. OF270Q
TP317

o E A 48 CIP 33 (2005) 5 145599 &

RUmE ~ % ROERE KEK  HEERTE K B
BRigit £ % BERY & KRBREDE H4k

HRETT ®EHF LR MIHLE 01058581118
#  H ETERRKESNAE4 S %£¥|E# 8008100598
BBBUMEY 100011 M  #t htp: /www.hep.edu.cn
B ¥l 01058581000 http: / www . hep.com.cn
M EITH®  http: / www. landraco. com
] H HeBEEBRRITERAA http: // www. landraco. com. cn
Ep Bl JeE AN SCEpRLT WBEHEE hup: / www. widedu. com
F & 850x1168 1/16 BB & 200641 A% 1
B % 17.5 Bl R 20064 1 A% 1 KEIRI
F 390000 ' #t 27.90T

A B B BT BT AR &S, BRI T E B EE TR R AR,
MR E #RpR '
eSS 17307-00



B E =

BEHFHBRKEN A BER LA LR, EAREFATREH HET NS
Brb e N R A0 AR ), AT 0 A /R 8 HE I A R 3 ST AN AT BUBTAE, M R AR 3R
B BREBRMETIE. ATHPTGHRF R EENGENE, BREERAR
W43 RS B , B AL R T B R 1 T 7 i HL 3% X4 i 95 20 TR 0 L B A8 T
FETd . B RALWMER ERRBAT R, & B R 248, R4 K2R E A

I

o

HAMEEREBIE. (010) 58581897/58581896/58581879

% B: (010) 82086060

E - mail: dd@hep.com. cn

BEMY: AT ERXESKE 45
BEHTHRHITHERIAE

BB 4%: 100011

WHHFRITHRIE: (010)58581118



SRS e

RERHA

XM S IR B AR HEAE RFE R ] . R IREE N E B MK A2
B (Learning) MRS, EH FHBEMHEXHSICAEMMERAESR. &
WERYRESFE, ATUMEEEEMFEA Office MAFEFM Windows XP ##
ERGRIREPRER S WEEO. TRIZAFEREEIZE, WE
AR EE Office 2003, Windows XP VA K+ HHLERAIREANZE, H ¥
EAT LR TESP.

ARYRFERYLT

B ZEREREE R EES T RHEIFE,

4 FHE. FEBERM ] FEE,
ETHELHAERMEREESS.
AR T 75 B SE B R D & 51,
A, ARSI AREIRS.

. 8. AF5ISMET.
EHEEARE XA EREEXK.

A B I e-Learning T B FIZ ] SCHFHIEE .

BREXHTE5ERRENEIFR, BEXNETESHNFEIHTEN
23, FEIMUEBEKRGENIIRE, EEHEFSWMAMRRER RH, X
Ay AR E S A . AR SRR A R S

BREEETHE LEPAREBINSMELZRITTTRE, BEMERER
IR B S L BSITH, SRWHRENPBOELER. ¥
PRARE HI S5 3 UM e-Learning FHIZSHI BIR, XFhE: ) ik B Al UR
HESBFH/E.

BELAEMNHNEGVSNRABERXER, XA TREERIE
BFR, ARMESH%]. BEBRWHET . BRERKN&RT TR, THIRE
GOFHTRER, FEREAA. TRk,

WEBIESBASTERNEYT ., 8EEMVK, TUARKERS
BB RERE —ENF, BEPHAIRFI G ERBENERRAKR.

Microsoft e-Learning Library

AHE A KB R AR NERER Y], RS SIPHER TR
ANEH). KK e-Learning (B F4L%>]) T H, B Microsoft e-Learning
Library (MELL) SRR . ¥ B T3 &3 2 A8 - s sk
WA, FERBTFHAREENRS, FEEELSPAL TSP
T AWz .

MELL PAFAERFL, DMEFESNNTAFRME, BT EERE
BAETHFERROMLS, BT TH SR B2 AR E XS
B FRSE, AR THEHEREAREREREFRIRENL.

B R ERS, WEE 5 SERRREAR R R BRI 0 e % K

o XX T ARLEAE R B ALY T Z S TIETT BB H 7 dh 4
Ki, B—FPEBRIBRITIE.



I REmid

e > = === @ =@ @ @ @ @

R R R s

W RIS, FARL A CESRE, Wbt EH BT
XEREP R, RBERAZIARTERERA S #ITERE.

MELL HHIEEFIRGERA T HB BN EARE LR ZHH
FHRINAENITIGE, REBEBESRMASNINRKEE. HRFINRAEHR
IR T AL ORACLERTRENY AN B, NhERRN €
I PEER R L 2 AR AR R BRI R .

EXJRBHERES, ATETHEENEIERE, RITEEM L
ORI Oh T kAR R H R T AR BEKEY R IRBR” B
MELL Th g4 LA R M4 S BEH) 22 ST 73, BATTR RS89 A it
HRETEIE .

KTFIAE

I ARER Y], MARBEERAEENMIR, BETHINER
fERe N, Wi B RA B T GBS M AE SR, RGBS . BAGOA
IFERHRATENTIR.

B RE: A TRENEED, FESBIMENE SRS, XRRFIE

BEIE L,

B Sl mREERALBHERETIMESR, WKES I
R BAGE 35 o B A 54 5T AR AR 3 VK A B T IRB B
ZHMIRULEERE R, XEHETHNEREREL.

m BER: EMFREEZE, ST USSR HRKMPOAE
.

B RBER: BINEERZE, ETRAAAN R BPOAEIE . &
¥ A S AR RE SR AR SF B UE A



B e

AT TRBITEEFR, Koy SR FRRBERE, BRIV OHA BERET T ZHIREERRKE,
FHR A EA, BATH AR

PR S I HBUTE BN RS HE AR B REE, SR8 MEHE B REE BRI — 5.
S FHEAREBMBIT, BAOERITHXEWHITEIN, e F—E2R0RE.

EHHERE BRBIRAR AR =TTEE.

ﬁ Jiﬁ1l=l nNs

w4 ¥ K

x O® C

B BT R4

PR T

1 Rk HIR 15 4
HMERER

B % £ &

5 FEANE

i BT A P O B (32 B B R B T )

HipE 2

B EMBERENER:. O BFHE O #¥ERF O RKRE O Hit

TR A REEZRAIET Email REEHNBEFEMONSE: O £ O &

wHWFERAREY RN O MEEY 0O ETFWAREY O ETRANES
O BE&EX%¥] 0O Hit

HATEKRAN
% . 010-58581607 fengying@hep.com.cn & F: 010-58581606 yanliang@hep.com.cn
XPRB: 010-58581191 liuhe@hep.com.cn #  #: 010-58581050 zhaoping@hep.com.cn

BEHEHERYE  EERLHEEFHRSHEDC ERTABKERSRE 45
BR%%: 100011 f£E: 010-82087771 HEREEHEEIFEM: http:/hv.hep.com.cn



#Imor A
FEEFEN (FRAK. REME. KRR HRFR. FELLE):

EFEHF. REHFR. LKRED:

Y EHENEM (HALHR. HREE. F8H HRE. REFRE):

H A



R

Hox

HS 1R HENTFRIGTHESG oo sermmsmsss s s s 1
1.1  J&3) Microsoft Project BRUERB +oremeereerermessemsemeersentecstinitns sttt 1
1.2 BAL— BRI B THR) oot 3
1.3

1.4
1.5
1.6
1.7
1.8
1.9

BR
ﬁﬁ@“gﬁ .............................................................................. 19
I):L?,{EE .............................................................................. 20
T\:‘Zﬂﬂ %& S P USSP S P S S T P PP 21

% 2 ﬁ Eiﬁﬁ ........................................................................................................... o)
2.1 gﬁ)\ﬁﬁﬁ ..................................................................................................... 22
2.2 BT AT TR YR covrveerremsee sttt 25
23 @ﬁ*j*4ﬁﬁ ...................................................................................................... 27
2.4 BINGEPR TR TR corereerorsstsmeet ittt 28
2.5 lﬁ¥$1ﬁ§iﬁﬂ{]lﬂfﬂ‘ﬂﬂj .................................................................................. 30
2.6 ﬁiﬁ% ............................................................................................................. 32
?fj‘ teesrrreseeraententaststnrnetestesnestensrastesrasboseeraatersaittaetsntttsesratttronanttttrattettenniteretnttttosrtaritsers 33
Rﬁ-@ﬂgﬁ ..................................................................................... 33
]}1@%;} .................................................................................. 34
E‘Uﬁ;& ...................................................................................................................... 35

% 3 ﬁ %%ﬁaﬂﬁﬁ ............................................................................................. 36
3.1 ﬂjﬂ—:%ﬁ’mﬁﬁ .................................................................................................. 36
32 %Jﬂ‘:%ﬁn‘amﬂuﬁﬁ .......................................................................................... 39
3.3 ;{Jﬁ%ﬁ.mﬁﬂﬁﬁ .......................................................................................... 44
E}E‘ eeemetesasreterensestettainetestratoseseniseeranttsteneatotosneatetoonendthrenestteransetottentterartetensaterronettotasnontes 45
Rﬁﬁ!ﬂ% ................................................................................... 45
AES
N

M4 PEATTRE TERI oo e 49
4.1 ﬁgilﬁﬁ%mlﬂgwlﬂ .................................................................................. 49

4.2 Eiﬁ& %%gﬁ ...................................................................................................... 51



i B

4.3 ERETAT LR T eeeeseeresseressosssmsnsesisse s e s e e 54
8.4 BT FHIHEAL S wrroeeermeresresremmsssnensestsmsesasssssasssssssasssssssssasmssssmssssssssssssmtssssssssses 56
4.5 FETAT PR Elrrereerereressrreemmsesemesssesssmme s 58
4.6 BEETRE HIAERER D weoerreerereessssemssssesisssssassse st sarase s esessssasssons
47 KRE-BHEAKNREI

T I coveeeesreereasssesses st R R AR R RS0
JRLTBEIUTR +rvvvvereererrsssesrersmmmeseenusssecssnsssessssssssssssnssssssnssssssssssss s ams s ssissse s aass s nns s 68
TRUEIBE ] -oreerereeeeeeseseesssssesss s 69
JREFE ST weevereeeeesessesesmsosesseamiss st R R 69

mﬁ}‘dmjgﬁ .............................................................................. 79
WEL%

6.2 7EHirE L&A

6.3 &Em*i*#iﬁ ......................................................................................... 89
6.4 ﬁﬁﬂ]@ﬁ:[ﬂ;?i ............................................................................................. 92
6.5
E}ﬁ ................................................................................... 97
ﬁ{ﬁmug& .................................................................................. 97
m@%j} ................................................................................... 98
F_‘Zﬂa;@ﬂ;‘% .................................................................................... 98
= 41211 R L 99
7.1 BREXFITENHRE
72 Q%X#ﬂﬂ]ﬁi ............................................................................................ 103
§)5 ............................................................................................................................ 105
mﬁ@!“gﬁ ................................................................................... 105
m@%g .................................................................................................................... 107
F“_\L}iﬁr‘%’ﬁ .................................................................................................................... 107

8.1 ARTEITE HLABEE Y -rvovvseerermmssemmssssssssssn s s
82  FEFRIFREEIF H -oovreeeeeeereesessssssssssss s s

83 WMMIFHSELEHDH

8.4 FREATS RSB AR BEAL SER T roreereeesereessssssssimsisssssnnnnsssssnnnsions 114

8.5 iﬂ%uﬁim&%ﬂﬁﬁ ..................................................................................... 117



BB

mﬁmﬂ% ............................................................................. 122
TRLBI G ] roveeenenerenenrormseness e 123
mﬁﬁ 9&'& ............................................................................. 124
% 9 ﬁ gimﬁ%& ................................................................................................ 125
9.1 AEAEFFIE woovereeeeeees
9.2 LA [ fAERE
B
ﬂﬁmugﬁ ........
MEZ>]
IS F SE B
% 10 ﬁ Microsoft Project mﬁmﬁ#ﬂ{]wﬁﬁm ....................................... 133
10.1 BImBEEREHIN—1 GIF 23] R R R R R IR 133
10.2 ¥ E{= BIRTEN Web R R R R R R R R R R R R R AR 136
10.3 7 Microsoft Project FSEAT S HIRIREIE -+orovevveeemmmsessemmmssssmmsmsssmmmssssenennsseens 138
10.4  7E Microsoft Project HT FFFLAME FBISLH: +orvvrrrrrrrrrmmemmmmmmmmmmmmmsssssesecssssees 140
gﬁ\ R U T P L TR T R PP PP TR PRSI IR TS 143
f*iﬁiﬁu% [ U S g T P T T TI T TP T PP T 143
m@%}j ................................................................................. 144
F‘lﬂag‘gﬁ}% .................................................................................................................... 145
% 11 ﬁ E%‘x Microsoft Project ( 1 ) ............................................................ 146
11.1 ﬁ}ﬁ%ﬂ# ...................................................................................................... 146
11.2 i%’.‘—‘ﬁ\i ...................................................................................................... 150
Ehﬁ‘ .....
PR -
HE%™]
IS P S Bk
H12E WRAES
12.1 ﬁ])\iﬁﬁzk .................................................................................................. 156
12.2 Egﬁ”{%fﬁjﬂ@;‘égmm%ﬁ .......................................................................... 157
123 ﬁa)\%ﬁimmam .......................................................................................... 161
12.4 &E,{{%m%ﬁ .............................................................................................. 163
RO A 5
HEZR>
I FH SR
% 13 ﬁ ﬁﬁﬁﬁ ....................................................................................................... 167

13.1 %A*ﬁ'ﬂ_ﬁﬂgm%ﬁﬁ .................................................................................. 167



iv Ei i

13.2

133 H—THEBAZ AR eereirrerees

13.4 ZEAES AN Y BRI B B IR o vevmrremsssssssenmenisssimens s semscemseniiees 171

13.5 BEBSIERA T AR B IER] B oo 173

13.6  TF TRBIREETEIT FE ST —-vreereerermeersseesssmsssersmearaseissassessmasessssersssissssesssesssens 174

137 EBCIE FE AR I R verereeereereersssemmseemsessssts et st 177

%}5 ...................................................................................... 181

BRFLFUBE +veveveeresrermensnssmsmmmen sttt 182

B

@Fﬁ"%’i& ......................................................................... 184
% 14 ﬁ ﬁﬂ:ﬁﬁﬂ-ﬂ] ............................................................................................. 185

14.1 ﬁga%*ﬂwlgj&ﬁ ...................................................................................... 185

142 ﬁ%lﬁa B{]?’e%ﬂ%é ......................................................................................

14.3 FEIR TAESYBCHI a6 H#S
144 FETAED B NA TR 2456

18.5  ARALIT E TR --eveseeeeeseeemsssesssssssmmssssssssests st s st
%)f—i .......................................................................................
FRFFETUBE ++vvveeresesrrssrssmenssansnrseisns ettt s
m‘@%z PP T P T )
JOEFE S wrvvesereeesssesssssesesssssssssoessessesss s R0
158 BESUAEIH TR (2) s 201
15.1  BEZAL E TFHLEL-wvvveerevemssnermsssssemsesssissssssnsssssssss st s s sss s s 201
15.2 AFFESAFIRE TN WBS J oo 203
153 %ﬁ{’tﬂ%@ .................................................................................................. 207
154 B8 SURUFTEFRIE rereerereeseesessmssmsmssis st 209
g}ﬁ .....
R 5
ME %S
23 s 4 = A 212
Hle Eﬁ}gﬁﬁiﬂj%ﬁg ............................................................................... 213
16.1 BMNIEWEFRTTE . FERE BARUTTHE v cieneene 213
16.2 BB RHTE T ESEER IR e 216
16.3 EFRHARTHHLSE
16.4 ﬁﬁ*wﬁ«fﬁd ..................................................................................................
16.5 ¥rEhEeIEHE. *@ﬁﬂ]ﬂiﬁﬁ-tuﬁﬁ: ttﬁ ................................................. 221
16.6 SRS I E R AT +wreveveremmeserssrmsssssssssssssn st s s 223
167 FIFH TR ST EEBPUTARE I +rveeevererrsmmesssimressssismsams st 225
gﬁ ................................................................................... 229
ﬁ%ﬁﬂugﬁ .................................................................................................................... 229
RIS

&Fﬁ;ﬁ .................................................................................. 231



B17 ﬁ Xjﬁﬁ]ﬁm%ﬁjﬁﬁ i&fﬁoﬁﬁg ............................................................ 232

17.1 B TRYEEE +wrvoevessrremsemmssecsmssssionensseness s imenssseans bt e
172 BE BT TAE B AIEGIS B wreeerereserersessssssssssssssssssssisssssssssssnsons
173 FHFEEE TR AL L wreeveereeeroesreeessssssmmsesmssennmssssssisessesssssssssenaseses
174 B G B YRR BB YRS [ creeerererrreesermsessse sttt e
17.5  EFVEE A HTA L BT ) -
17.6  HHTI Bt RIBEIE BB PR - rvrveemeeermsssmems sttt s
17.7 3T TR E GG PRE +ovevrrerreressevssemmssmsssmmssssssnss st
17.8  SFE I E BEATERAE -ovreeeeeeeesresssssmmssises st st sassrnss

mﬁ\&l“gﬁ S PP TR P PN 246
m[ﬁ%}] .................................................................................................................... 247
M ;}& - eereetieeuantethesrrEessetetarereetsteNtPeNbRTINestenieIesttitNiarrRARAResIteseterene 248

% 18 ﬁ Bi‘x Microsoft Project ( 2 ) ............................................................ 249

18.1 &Eﬁm%& ................................................................. F T PO PPN 249

182 SHMBRHETHR-vroserreoerssessmorsssss s sssss s 250
18.3 SRR ATERAE oo 253
18.4 T[T wwvvevererrereusessenses st 255
gfj ........................................................................................................................... 257
BRTFTIIL -erveveeenermrrsrsssssseesees ittt 257
ME%S OO OO E U RO OO TRV POOOTO 259
52 B o R R R R R U R LRI 259

Fit5% 5T Microsoft Project Server 4TI H T RIFHIERES - ovrrvvversnes 260




18 @ IFEYTLSS

=g
I B F i

[ =)
JA& 7 Project ¥RERR

Microsoft Project &M K £ r A MM RKE K — R, HIFE
Microsoft Project & F| [ K #5843 53 1f1 # F1 /£ Microsoft Word. Microsoft
Excel fl Microsoft Access H1 T & FIHIRMML. o, T HRAMSEHARK
A RBAERL, B UE AU ELREB TR, Rift, EMEH
Microsoft Project F¥5 % i) B AR #R4E 75 ik & 5 48 Fl HAb r A M-
BREIX A .

ERABRGRKZ R, BERRE—/PEEUEIIELF (Southridge
Video) HYTiH 23, /\E/ %3 T Microsoft Project 2003 FrifERR, K2
P AR A B e SR B — AN IEAE AT I BT i ML AT .

SERRA %SG, VB SE— BT Microsoft Project U1t

1.1 3% Microsoft Project Fnifhi

1.1.1 2 3) Microsoft Project

£ Windows MfESFE: |, Hiili Start #H1.
i Start SEH.

1E Start ¥ F, BIRFREE All Programs ( Windows XP ) 2 Programs
( Windows LARIRIRRASH ), SRJ541E Microsoft Office , - #iiti Microsoft Project.

J& 3 Microsoft Project #xHEfR, LA MEWE 1-1 Fias.
1E Getting Started FES5 % #% |-, i Creat a new project.

New Project {145 & K BUR Getting Started {145 & 4% . New Project
FEEHRIE T BT FF O, R e R @ o3 SR 55—
Frik.



2 E1E _E_L#’E‘IEE%

T H 7RI e 0 A BE

[#l 1-1 Microsoft Project 2003 Ax#E iR 4144 5 i

{E New Project {E55 5 #5PH) Templates F, ®Aidi On my computer, $fiH
Templates X iGHE .

i3k Project Templates SE5 15 .
HAman e 1-2 fis.

& 1-2  Microsoft Project 2003 Templates X i E

e BJFkH Residential Construction, 2R ¥idi OK #4541,

Microsoft Project %F- Residential Construction #2377 —/Ni H it
X, XP New Project {£4- &A%, FHAETH M S & LB RESENFIR.
HA A 1-3 fizs.



F1E BUHFEEFS 3

T H 7% T H S
TR W

project’s tasks by dlicking an
item below. Clicking an item
displays tools and instructions |
for completing that step. |
Set a date to schedule from = Apply for Permits Odays |
Define general working times. Secure foundation pern 0Odays i
List the tasks in the project Secure framing permit 0 days

. Organize tasks into phases Secure electrical permt 0days

. Schedule tasks Secure plumbing permt. 0days
Link to or attach more task Secure HVAC permt 0days
information Secure miscellaneous { 0days

. Add columns of custom Site Work Jdays
information g o
Set deadlines and constrain wy ~ T

tasks

After planning your tasks, you
can go to the Resources area
to build your project’s team

and assign people to tasks.

Ready

1-3 5T Residential Construction A4 (K135 H i1l

Type & question for help F]

O ¥ Microsoft Project AFTIFIRAS, HERIM Fiinigi>].

1.2 @A m H TR

| =g
ML E Fia

| =>g
JB% Project #RAERR

Y ,

ST — AT R it —ANTRE R AN BLUSCIR H AR, B P A R A R
BAEREN . MRS BLSHE —t OFERTE) JoE, WS,
R, AR AR . Bl —ANEE 0 — A R T H B
Fres RIS R F . AR, T A B BT E FRGE EO, SR B
TiH et ia), SR EEANER . R1, 2448 H Microsoft Project B, F P H
T — AR R . 3R B 4 F P N T 5 TTARER 58 R 1)
FES THJG, Microsoft Project 2 H &1 5 H AH N HAth A ] o #5033
H BRY i% M IT46  HEAT 22, B 4RI 05 0 2 E — 4 5 B 1) 47 58
o BT F AR HEAT S HEAT LU BT A AR 5 R T R MR 3, fesh
F P SRR K R S




