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Construction Planning, Equipment and Methods 
ENGI 8749 

Fall Semester, 2008 
Tutorial #1 – Introduction to MS Project 

 

 

 

Project Example Overview 

 

Microsoft Project is commercial scheduling software that allows us to enter our work 

breakdown activities and their sequences to aid in plan development.  We have already 

seen how to generate the critical path and float times by hand.  Let’s now attempt to do 

the same thing using MSProject.  As projects get larger they become more difficult to 

update and change by hand and scheduling software takes on greater importance. 

 

Our Text on p.119 develops a schedule for a small gas station.  Here there are 22 

activities that are to be tracked.  A list of these activities, their planned duration and their 

sequencing are shown in the figures below. 
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Starting Project 

 

In this tutorial, I’m working with MS Project 2007.  There are a few differences between 

Project 2003 and Project 2007, however, they are not as substantial as the changes that 

occurred with the other Office products.  One big change is the introduction of multiple 

levels of undo, which helps you in backing out of mistakes you’re made.  Starting project 

from the start menu gives you: 

 

 
 

You see here a blank project in the Gantt chart view with a spreadsheet like interface 

where the project tasks and their durations can be input.  To facilitate learning Project 

you might want to invoke the Project Guide which leads you through the creation of a 

project.  This is turned on by adding the toolbar to the menu under View > 

.  I’ll work through this tutorial using the menu selection features and let 

you explore the Project Guide interface. 

 

You’ll notice in the Gnatt chart that the non-working days (Saturdays and Sundays) are 

grayed out.  We’ll change this later. 

 

Like most MS software there are many ways to accomplish the same tasks.  There is also 

extensive help under the help menu and free tutorials are available from the Microsoft 

Office web site and other locations through web searches. 
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Creating a New Project 

 

To create a new project we only have to define a project starting date.  This can be due 

under Project > Project Information… .  A new dialogue box appears as follows: 

 

 
 

As you can see the start date can be selected from a pull down calendar menu.  Selecting 

a start date is all that needs to be done here.  You’ll notice the Finish date: is grayed out 

here since this is calculated by Project.  However, you also have to option of working 

backwards from an end date by selecting Project End Date from the Schedule from: pull 

down.  You can also select the project Calendar: from here but we’ll do this in the next 

step. 

 

At this point we can save the project to give it a unique name under File > Save As…  

button.  I’ve named the project “GasStation” and the extension “.mpp” is added 

indicating that this is a project file. 

 

You can also save your project as an Excel worksheet and manipulate your data there. 

 



 4 

Setting the Project Calendar 

 

The project calendar is the base calendar that the project will use to calculate dates from.  

Calendars are one of the important features of scheduling software over hand calculations 

as by hand only event times from the start of the project are generated.  The default 

calendar from Project is a 5-day per week, 8-hours day.  All these are adjustable.  To 

define a project calendar select Tools > Change Working Time … to generate the 

project calendar. 

 
 

You can define non-working days individually under the “Exceptions” tab individually 

by selecting a day (or list of consecutive days) in the calendar and typing a name for them 

in the list.  For our project we’ll define the weekends as work time just so the task bars 

generated in the Gantt chart are not interrupted.  To do this select the Work Weeks tab and 

the  button to give a new dialogue box for the [Default] calendar: 

 

 
 

Here, I’ve selected Sunday and Saturday using the Control key and set these days to 

specific work times as if they were from Mon-Fri.  You note now the Gantt chart 

weekends have disappeared. 
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Time Scale 

 

The time scale on the Gantt chart displays the dates and days of the week in default 

mode.  Up to three lines of information can be displayed.  Since the days of the week are 

not material for us here let’s set the display so the top bar appears months since project 

start and the bottom to days since the start of the project.  This can be accomplished by 

selecting Format > Timescale from the menus (or right clicking on the time scale).  A 

dialogue appears: 

 

 
 

Select the Units: as Months and Label: as M1,M2,M3, … (From Start). 

 

We can also do the same thing for the bottom tier.  Here we select the label as 1,2,3,4 … 

(From Start) meaning number of days from the start of the project. 

 

 
 

Here, we have effectively hidden the project calendar but only so that the textbook 

example and the software solutions match.  This also illustrates some of the features of 

the software tool. 
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Entering Project Tasks 

 

We can enter project task by simply typing their names in the Gantt chart view under 

“Task Name” and typing return after each addition.  Note, as we do this a task number 

appears in the left most column and a default duration (indicated by the ?) of 1 day 

appears in the “Duration” column.  The task number is important as Project uses this as a 

reference for other tasks.  Note: the start and finish dates are also computed.  Overriding 

these dates with fixed dates removes the software’s ability to adjust these according to 

task dependent relationships. 

 

If we right click on the “Start” and “Finish” columns of the Table and click  

these columns are removed from the input view.  They can be added back to the table 

using the insert column feature.  We should have the following view: 

 

 
 

Durations 

 

Activity durations can be added by typing the correct time for each task.  The default unit 

is “days”.  However, other times are allowed by adding the appropriate unit: ‘m’-minute, 

‘h’-hour, ‘d’-day, ‘w’-week, ‘mo’-month.  These times follow the standard times set in 

the Calendar tab under Project > Options of 8 hrs per day, 40 hrs per week, 20 days per 

month.  Adding an ‘e’ before any of the time units by-passes the standard times and 

allows use of the 24-hr clock, 7-day week, 30-day month. 

 

Durations can be typed directly in the sheet view cell or by incrementing the counter as: 
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Linking Tasks 

 

Task linking defines the relations between tasks.  So far we have been introduced to the 

Finish-Start (FS) link that is the default in Project.  Here, a successor task cannot start 

until its predecessor has finished.  To enter these relationships in Project you have a 

number of choices: 

 

Link Tasks Tool  - Here select the predecessor task and pressing the ‘Control” key 

select the successor.  With both highlighted hit the Link Task Icon or the (Ctrl+F2) 

shortcut. 

 

Predecessor Codes – If you know the task number of each the successor we can type 

them in a comma separated format directly in the predecessor column on the Table Entry 

sheet.  This is the simplest method especially when the Gantt chart gets large. 

 
Successor 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 

Pred1 s s 1 1 2 3 3 4 8 9 9 9 10 12 10 10 10 15 15 15 13 21 

Pred2     3   5     11  11 11 11 16 16 16 17  

Pred3        6       14 14 14    18  

Pred4        7             19  

Pred5                     20  

 

Task Information Dialogue – Highlighting a task and selecting Project > Task 

Information … produces a dialogue box (short cuts: task double click or (Shift+F2)).  

Under the Predecessors tab the task ID can be typed or the Task Name can be selected 

from the pull down list.  Here we specify that Site Work cannot be started until 

Mobilization is complete. 

 

 
 

Drag and Drop – We can also drag and drop a link on the Gantt chart.  To do this, start 

on the predecessor duration bar and drag the curser to the successors duration bar.  This 

works great while the bars remain in view on the chart. 
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Viewing Critical Path  

 

After the links have been added we obtain a view without the critical path.  To produce 

the view below you must zoom the chart to show the entire project using View > Zoom 

… to produce a dialogue box and select  radio button. 

 

 
 

To show the critical path we can use the Gantt Chart Wizard button  or select 

Detailed Gantt under the Views > More Views … dialogue box.  Note:  in either case 

you will have to readjust the Gantt chart Timescale formatting. 

 

 
 

Here the critical path items will be displayed in red (or any color you choose). 
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Display Float (Slack) Times 

 

Free float time is displayed on the Gantt Chart when the Detailed Gantt chart view is 

selected.  To obtain a table of both Free Float and Total Float a new table view must be 

used.  There are a number of predefined table in Project and the float (slack) times are 

shown in the Schedule Table.  To view this table select View > Table: xxx  and change 

the selection from Entry to Schedule. 

 

 
 

Here’s where we see all the event times and slack (float) times.  Hide the event times for 

now to produce a table we can compare with the textbook float times in Table 7.5. 

 

 


