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Advance Praise for Microsoft

Project 2010 Project

Management

“Robert Happy has written a book that the novice and the

expert both can benefit from reading. He explains how to

use Microsoft Project throughout the life cycle of a project

in a practical, straight forward manner that will help

make any Project Manager more successful in using the

tool.”

—Laura Pease, EPM Program Manager, Varian Medical

Systems

“Thankfully I was referred to Robert Happy and the

Project Management Practice after asking the question:

isn’t there someone who can understand my projects and

then teach me how to use this software to manage them?

Please help me find a way to use this software in the

“real” world! Robert’s approach effectively taught me

how to break down a project into manageable steps and

then link them together to effectively manage results.

Robert was able to tie in the right level of project

management process and concepts with the tools to

make it work best for me. All of this and more is captured

in this book which I am sure you will find as an invaluable

resource to learning Project 2010.”

—Carol S. Myers, Vice President, Project Planning and

Management, Takeda Global Research and Development

Center

“Rob truly has a talent for training Project Managers. He

knows how to bring together the theories of Project

Management practices and the capabilities of project

tools. I have used Robert to train several groups of Project

Managers with varying levels of ability and he is always



able to position the training in a way that strengthens

their skills. In this book he does a thorough job of filling

the gap between Project Management process and the

use of Microsoft Project as a tool. His use of real-world

examples and the hands-on exercises in the book help to

solidify the techniques and tips that he delivers in each

chapter. I think this book will be a useful guide to anyone

trying to improve their knowledge of Project 2010.”

—Annie Fitzgerald, MBA, MCTS, Project MPUG Board

Member, Phoenix

The combination of Project Management theory,

scheduling best practices, hands-on exercises, tips, and

Real World Scenarios make this book an excellent

scheduling primer, instructional guide, and reference for

schedulers at all levels. Robert Happy is not only an

excellent instructor and presenter, but he has done a

phenomenal job of blending all these elements together

into his new book, based on the new release of Microsoft

Project 2010. Highly recommended reading, if you want

to learn how to properly develop and maintain a schedule

using Microsoft Project. The exercises thoroughly

reinforce the knowledge presented; the Real World

Scenarios provide excellent anecdotal evidence of the

importance behind the best practices, presented

throughout the book; and the material is logically

organized making this an excellent reference text.

—Doc Dochtermann, PMP, PMI-SP, PMI Technology

Member Advisory Group

Robert understands the blend and importance of linking

process, people, tools, and purpose. Most organizational

representatives have a biased perspective according to

their role and expertise. Robert’s training and consulting

have a way of bringing them together successfully and

helping organizations, teams, and individuals successfully

transform into a holistic Project Management



environment. Robert has now accomplished the same

thing with this book. When Robert says that using

Microsoft Project is easy, he is absolutely correct. What it

takes, however, is an understanding of the process to

plug into the tool. You follow the process, the tool does

the work. Robert’s book will bring it together, from

purpose, vision, people, process, tools, and finally to

results. I highly recommend this book to those who want

to significantly improve an important competency.

—G. Lynne Snead, President, Insight Systems Consulting

and Talent Evolution Systems
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Dear Reader,

Thank you for choosing Microsoft Project 2010 Project

Management: Real World Skills for Certification and

Beyond. This book is part of a family of premium-quality

Sybex books, all of which are written by outstanding

authors who combine practical experience with a gift for

teaching.

Sybex was founded in 1976. More than 30 years later,

we’re still committed to producing consistently

exceptional books. With each of our titles, we’re working

hard to set a new standard for the industry. From the

paper we print on, to the authors we work with, our goal

is to bring you the best books available.

I hope you see all that reflected in these pages. I’d be

very interested to hear your comments and get your

feedback on how we’re doing. Feel free to let me know

what you think about this or any other Sybex book by

sending me an email at nedde@wiley.com. If you think

you’ve found a technical error in this book, please visit

http://sybex.custhelp.com. Customer feedback is critical

to our efforts at Sybex.

Best regards,

Neil Edde

Vice President and Publisher

Sybex, an Imprint of Wiley

mailto:nedde@wiley.com
http://sybex.custhelp.com/
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Introduction

This is a practical book for all users of Microsoft Project

who need to plan, track, and communicate effectively for

any type of project. Whether you’re a more casual project

manager or a professional project manager, this book

delivers a sensible approach to using Project 2010 based

on best practices around project management. It

embodies proven effective learning techniques gleaned

from years of consulting and teaching experience.

Whether you need to build simple plans or more

complex plans with Project, this book shows you how to

use powerful tools and techniques to better manage your

projects. I’ve been training and consulting with Microsoft

Project since the release of earlier versions nearly 20

years ago and as such have perfected the optimal

approach to transfer knowledge efficiently so you can get

the most out of the software.

Working with Project isn’t like using other Microsoft

Office products—such as Word, Excel, or PowerPoint—in

that it requires you to have some core knowledge and

understanding of project management in conjunction with

the application. This book ties the primary project-

management concepts to the appropriate functions in

Microsoft Project, resulting in your increased productivity

and effectiveness. This is neither a beginner, an

intermediate, nor an advanced course but rather a

comprehensive program with the core building blocks to

support your projects from planning, monitoring, and

controlling through closing. So, no matter what level of

expertise you have with Microsoft Project, this book will

help you optimize your use of the tool.

Although this book is a practical, hands-on guide, it’s

also designed to prepare you for the Microsoft



Certifications 77-178 Exam—Microsoft Project 2010,

Managing Projects. Candidates for this exam should have

experience effectively scheduling, communicating, and

tracking projects using the desktop version of Project

2010 Standard and Professional (excluding Project Server

features). The exam will be a live-app or performance-

based exam designed to measure your skill based on

outcome and not necessarily on how you perform the

tasks. The attached CD provides video based

demonstrations and examples of key objective domains

for the exam.

Who Should Read This Book

This book is written for people who need to optimize their

use of Microsoft Project 2010 in a practical and sensible

way. Whether you consider yourself a professional project

manager or a casual user, this book will help you

understand what is important to you when using Project

2010 and how to use the relevant tools and functions to

meet your exact needs.

Your title may or may not be Project Manager, but many

of us today are responsible for managing project

activities in conjunction with our day-to-day routine tasks.

This book is a practical guide for project managers who

want to get the most out of using Project 2010 to manage

project workloads in the most efficient and effective

manner possible.

This book is also designed for candidates who want to

get certified and take the 77-178 exam—Microsoft Project

2010, Managing Projects. Candidates for this exam use

Project Standard 2010 and Project Professional 2010

desktop features to manage (plan and track) a project

schedule and communicate the project to various

stakeholders, and they must demonstrate that they

understand relevant project-management concepts.



What You’ll Learn

As you progress through this book, you’ll learn how to use

Project 2010 to help you succeed in managing projects.

You’ll first understand how Project 2010 fits into project

management and where it will and won’t help as a tool.

The first part of this book provides guidance on getting

started the right way. This includes understanding the

strategic relevance of using a tool like Project and how it

fits into each stage of the project-management process.

You’ll also learn the differences between Project Standard

2010 and Project Professional 2010 while learning about

how Project Server 2010 and Enterprise Project

Management (EPM) fits into the overall scheme of things.

I also cover important aspects of the tool that you need

to know to get started building your schedule, such as

starting a new project, using calendars, defining the

project start date, and key option settings.

As you move to the second part of the book, you’ll learn

about important planning essentials. This section is based

on a proven four-step planning process that includes

building your work breakdown structure; estimating

duration; setting dependencies; and assigning resources,

work, and costs. You’ll also learn about user-controlled

scheduling and automatic scheduling and when and how

to apply each scheduling technique. I cover important

concepts such as understanding the critical path, using

constraints, and deadlines. By the end of this part, you’ll

understand Project’s calculation engine and the key

drivers that affect the calculation of time and costs.

After you’ve learned how to build your plan effectively,

you need to communicate it to many different types of

stakeholders. The third part of the book teaches you

about communicating and collaborating essentials. You’ll

learn how to use and customize the different views,

tables, fields, filters, groups, and formats to develop more



meaningful reports and presentations. You’ll also learn

how to collaborate with other applications, such as

SharePoint, and easily move project data into applications

like Excel, PowerPoint, Word, and email. In addition, this

part deals with creating and maintaining master

schedules or consolidated schedules using inserted

subprojects. This includes creating integrated schedules

with cross-project (external) links and shared resources.

In the last part of the book, you’ll learn the essentials of

tracking and analyzing. After a project is created and the

schedule has been communicated to stakeholders for

buy-in and signoff, you don’t just put away the plan and

forget about it. In this section, you’ll learn how to use

Project 2010 to keep your project on track; manage the

impact of change; understand variances; make better

decisions about the tradeoffs between scope, time, and

resources; and take the most appropriate corrective

action. You’ll also learn about the basics of earned value

management and how Project supports this technique.

Throughout the book, you’ll find real-world case studies

and exercises that walk you through the processes of

building a plan from scratch, communicating it

effectively, and tracking and analyzing it to help keep you

on track. You’ll also find notes scattered throughout the

book to help you understand more detailed concepts. In

addition, real-world scenarios provide you with insights

into the daily life of a project manager using Project 2010.

This book was also written to address the core

functional domain areas that will be covered in the MCTS

77-178 Project 2010, Managing Projects exam. This live-

application, performance-based exam maps to this book,

and understanding the topics covered in this book will

effectively prepare you to write and pass the exam.

Because the exam is a live-app exam, the book’s CD

includes an overview of what will be covered in the exam,



with real-time recordings to help you simulate the

functional domains that you may be tested on. The exam

isn’t meant to be a catch-all for every feature in Project

2010, so neither is this book. It was designed using the

same approach as the exam, applying the 80/20 rule: it

covers the important features and functions that you use

80% of the time to effectively manage your project

schedules with Project 2010 and not the obscure or rarely

used features used only 20% of the time by a smaller

group of users.

What You Need

The exercises in this book assume that you’re running

Microsoft Project 2010 for the desktop. You don’t need nor

does this book cover Project Server 2010. As discussed in

Chapter 3, “Overview of Enterprise Project Management,”

Project 2010 comes in two varieties: Standard and

Professional. This book covers the primary features of

Standard plus the additional features of Professional,

which include the following:

Team Planner

SharePoint synchronization

Inactive Task feature

These features may be covered on the exam. So, even if

you have the standard version, if you plan to take the

exam, please review these features in this book; doing so

should suffice. There will be no questions regarding the

collaboration functionality between Project Professional

and Project Server; again, Project Server isn’t needed for

this book or the exam.

If you don’t have a copy of Project 2010, you can

download a trial version from the following site:

www.microsoft.com/project

http://www.microsoft.com/project


If you want more eLearning to supplement this book

and help you prepare further, you can go to the following

site:

www.pm-practice.com

What Is Covered in This Book

The following list provides an overview of the topics

covered in each chapter.

Part I: Getting Started the Right Way

Chapter 1: Project 2010 as an Enabling Tool for Project

Managers: In this chapter, you’ll learn about Project

2010’s role in the life of a project manager: where it

will and won’t enable you to be more effective and its

overall strategic and tactical relevance in project

management.

Chapter 2: Mapping the Project-Management Process

Groups to Microsoft Project 2010: Understand how

Project fits into A Guide to the Project Management

Body of Knowledge (PMBOK), Fourth Edition, and its

associated project-management stages: initiating,

planning, monitoring and controlling, executing, and

closing. You’ll learn where and when Project provides

support in each stage of the project-management

process and a project’s life cycle.

Chapter 3: Overview of Enterprise Project

Management: Understand the key components of the

EPM solution that Microsoft offers in conjunction with

Project and when it’s most appropriate to make the

investment in a Project Server 2010 solution. You’ll

also learn the differences between Project Standard

2010 and Project Professional 2010.

Chapter 4: Getting Started and Setting Up the

Microsoft Project Environment: Before building your

schedule, you need to learn about how to initiate a

http://www.pm-practice.com/

