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Managing projects can be as exciting as scheduling the next space shuttle or as mundane 
as planning routine production-line maintenance. A project can be as rewarding as strik-
ing oil or as disastrous as the maiden voyage of the Titanic. Projects can have budgets of 

$5 or $5,000,000. One thing that all projects have in common, however, is their potential for suc-
cess or failure — the promise that if you do it right, you’ll accomplish your goal.

Why You Need This Book
Microsoft Project is a tool for implementing project management principles and practices that can 
help you succeed. That’s why this book provides not only the information about which buttons to 
press and where to type project dates but also the conceptual framework to make computerized 
project management work for you.

How this book is designed
This book strives to offer real-world examples of projects from many industries and disciplines. 
You’ll see yourself and your own projects somewhere in this book. A wealth of tips and advice 
show you how to address, control, and overcome real-world constraints. The book is designed to 
work for you in two ways:

l As a tutorial. You can use Project 2010 Bible as a linear tool to learn Project — from the 
ground up.

l As a reference. You can put it on the shelf and use it as your Project reference book, to be 
pulled down as needed — for advice, information, and step-by-step procedures.

Either way, this book will enrich your Microsoft Project experience and make you a better 
project manager.

Whom this book is for
Project management software is unlike word processing or spreadsheet software; many of you may 
have come to project management software never having used anything quite like it before. You 
may also have used earlier versions of Project or other project management software.

l If you’re new to project management: This book is for you. The early chapters explain 
the basic concepts of computerized project management and what it can do for you so 
that you have a context in which to learn Project.
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Introduction

l If you’re experienced with project management: This book is also for you. It explains 
what’s new in the latest version of Project and shows you techniques for using the soft-
ware that you may not have considered before.

You will benefit most from this book if you have at least a basic understanding of the Windows 
environment, have mastered standard Windows software conventions, and are comfortable using a 
mouse. But beyond that, you need only the desire to succeed as a project manager, which this 
book will help you do.

The Special Features of This Book
To help you maximize your use of this book, I’ve included many special features in its design and 
conception. The following sections show you how they work.

Formatting conventions
To streamline your learning experience, I’ve used the following formatting conventions:

l Text you’re asked to type: When you’re asked to enter text into a Project schedule, for 
example, it appears in boldface.

l When using the mouse: A click indicates a left mouse-button click and right-click indi-
cates a right mouse-button click. Double-click designates two quick, successive clicks of 
the left mouse button.

l Keystroke combinations: These look like this: Alt+Tab. Hold down the first key and, 
without letting it go, press the second key.

l Menu commands: These are shown with the command arrow — for example, Choose 
File ➪ Open.

l New terms: When a new term or concept is introduced, it appears in italics.

Margin icons
Throughout the book, I’ve included special icons in the margins to call your attention to added 
information, shortcuts and advice, warnings about potentially disastrous courses of action, the new 
features of Project 2010, references to additional wisdom, and what you’ll find on the Web site that 
accompanies this book. Here’s how they look:

Note
The Note icon signals additional information about a point under discussion or background information that 
may be of interest to you. n

Tip
A tip is a bit of advice or a hint to save you time and indicate the best way to get things done. n
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