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Welcome to Microsoft Project
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m Stanted:

Your Prej Lessons

1 When will your project begin? § How cen you customize your
i printoy?

How do you enter o goed task list?
2 How do you evner o goed tes 2k g How do you chack what i

3 Hew should you structure the task schedulad g0
ligg? 10 Hew can you see other detoils
4 When chould tosks ztert and finish? in_your schedgie?
B Whe will de the work? 11 How wiil you meet your deadlines?

12 How con you zave thanges

- L 2l
© How can yoy manege cos¥s? glong the way?

4

How de you moka the greject look - Advanced Lagsons:
the way you wont? Menage Your Project

TETEE Y s R

12 ff U] BRI 120EARR
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AR PME—RBE, REFINZIRERTARE. Hl, EE—RP(EIL-3), S
#—%, “Set the project’ s start or finish date”, & 7:HB)*tiEHE(FE 1-4), Hib Rt 7k B
HIOJF 46 BB 7e i B N TR IS NS B . MBBE N B R)E s VR AL & X o
Lhafe, BSROTHE X, SHEEYR, SATE.

o~ ; ;
Crexte You Pramst When will your project begin?

probably have many things in mind, How lang
1s the project going 10 take? Do you have
€ncugh paaple to 4o the work™ How wilt you
getit all done on time?

Step backfor a moment and ronsider what you
nued ta accomplish. Once you have defined a
clear goal, such as “Tiesign and build a new
assembly line by January 1, yGu wilt know
what dale 10 Statthe aroject or whan it must be
finishied

To getyour project underway, you should ente;
aithet & progct star date or finish date and set
awork schedule

A5 you sit down to plan your project, vou Set 1!19,,_mpjg.m',s,.mﬂm.!in_issﬁ.\..!!%

Chck eath undsriined imk, and than compicie the steps

R E TR TN tessons |  Back - | New |

B3 g -REBOE T HTHRE b — R0 IiE B80S
HIRFEMIX LTSS, "ﬂLlii*%EféﬂiJﬁDDﬁ%‘Bm&%H, A BRFERE, LHEEAT
iy
PRl LA I £ 5 “fo’FLF"”’j BEE. MG, (RIEFB 0 &R e,

Set the project’s start or finish date

The first steps in creating a schedule are creating 2
new file, designating a project start date ot finish date,
and entering ulher general project information. If you
dontenter a project start date or finish date, Microsoft
Project automatically uses the current date as the
stant date. For more infarmalion about scheduling
from a finigh date, ¢lick 4.

1 Chick New =Qﬁnn the Standard toolbar
2 Enter a slar date or a finish date

* Toentara start date, type 07 selecl the date on
which you want 16 start your project in the Stast
date tox. Or, ifyou are unsure of the date, you
can choose a day from the drop-down ralendar
n either box.

* Tnenter a finish date, click Project Finish Date
in the Schedesle from box, and then type or
select a finish date from which to schedule vour
prajec!in the Finish date bax,

Tip Ifyour plans change, ¥ou £an change your project
trfarmation at any time by clicking Project information
on the Preject menu

i1-4 BBE IV HEDE 1o R L) S0

1.22 HuEWR

Welcome!&j 11 1[5 A HAE R “Watch a Quick Preview(GH{rH I N)”, I R “}
Hé&'- 23477, lwonfE AiMicrosoft Projectfflldz i Fl H #2104 Si8s A, i I Fon Bl
— A TR Welcome & L1 3 4 () 1 42,
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Welcomefif I1 1% =2/ 8B & {# FNavigate with a Map(b B I %) 1-5). Pt nJEAFE
Tl XA SR . HEE &%, LERRSHESR. RhxEeP®, WLl
@ “fETVERRc]” SR —F, BaAHisSHrmBE D, ARG EMRE fRn. & i
i, ridedl, PrOJectﬁ{i}ﬂ~fﬁdJuﬂéﬁ¥ﬁiTm U -

mMn nsnlt Pipyee lMu S|

Use his map 10 get started wih Micrcsok Projeet

© Cack e Lyge oHcies 1) kearn he progct
laldﬂ' IE!IFIIQSES

% & Ok he rambered croes 10 i and manage

YOUr R project

® Cich he hirks I ses important inlormain
soouk Microsol Project

To getback 1 this 1nap, oick he Map buson

i any Help opx.

-5 HhB s SR SRR B R R IR e AT 55

124 FERARXRETHE

R, fEWelcome® | 1HEH N BB A5, WEGHRRRE -8, &
e FLARME T 1] s B . R T LR H Project (U 4% ¥ i File. Exit), Kf5 H Briz fyProjectsfe i
Welcome @ |1, Aibix PibH & 5 E L0 hHik.

%ﬁj*ﬁ%%ﬂuﬁuﬁ%%ﬁ%tﬁ,ﬁm,mﬁ&Fﬁ%EFﬁm%#,&ﬁm

SRR S T L. X E AR IB 1T A SR SR T B R an (o] o it e
fr¥cke.

o ¥t F i Help, Getting Started, Create your Project(igf7 “IET1Evpf 2] Bkt
» YEFE ¥ i Help, Gettmg Started, Quick Preview ¥z 471 “it T'H&;ﬁﬁl"’“ ¢

Microsolt Froject
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« JEFE X HHelp, Getting Started, Microsoft Project 101:Fundamentals, &izf7 “HiHh%
MR B mihE DRSS IR L, iRk K (E1-6).

M PRSI, IRTLGEAGEBEN S RE. Wl . RSRAG
Ao HABEEEN S5 ERR 4R MR,

1.25 {@EHOfficeRhF

X Welcome XHEHE S5, Microsoft Office BY F4& A Bk R (B 1-7), Kirfedt -%&
/NER. ARIRLEOffice BY TR IR LIIIE, FReT LM A e, A — A mBik—-4 1
wl, MEEABHEAEL. RALVHRIES LR W S ifm )8, OfficeB) -2 4 - -t vf
fE 5 PRI AH R B YRR B . FEIR TIERT, Office B T 2 5k 4 fa] O 4 78 M f F Project ! 13
ELER, SUENAE SRR, MAATRE, REHOfficeB) T4 AR A, AL
FIRIE L, RASREIE. Ad, mERE—/Projectti i F, ERAEREZA. hak
M OfficeBh 10 & A FEBIFI .

# Suggestion: You can create new tasks by dragging left o right, in 2 blank are s on the Garkt Chat,

o # ® e

BT dfProjectly BAZK P K1, Office BYFA sl gk 3B N, Ait M3 T A HE 47 B3 1)

BE) e RBRAOfficey F, SEMF T ot LAW LT H4, @itikdFE $Help,
Microsoft Project Help & .54 L B 42 § — {7 K £ &5Office 3 F L A, T vl & ik 8 £ Office
7 o

126 ERABMPHRMBRIE

B Bh F o th i it T Windowskr#E) “Contents and Index” 5 AR A By S0, 15
nJUARIT B 75 3ok 4R ] I & % .

* H%EContents) &I, FBAEMALE BHIFR.

* fElndex& IRy, a1 RHEFIERS],

* HFind 355, ikProjectiBh{RTE M Lh A LB F.

EFFRH B Ky “What” s this?”, BHERBEEE AR5 . RE A S TIHE: Frod.
SO RYLET, SATME A cEk, sl ESIRBT S RETMBERN A . X BMEE
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EFE ¥ % Helpih (fyMicrosoft on the Web, T JF 5 #: % (World Wide Web) | [fyufi s, ik ML
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