@ How to put data on floppy ?

Step-1 : 2l Weld % file 5 folder floppy i copy $2¢ ® d-l UR right click
3l send to — 3% Floppy (A:) UR sells sd.

Step-2 : Click 52dll -l Y%l copying | dialog box H! file copy 2Ll QUL
File copy 28 12l 2@ Floppy drive o button press §3| d “lsiR stadl.

Copying... [z|
=/ =/
THELP. CCOm
From 'BIN' ko 'BIN'
[ ) Cancel

& How to use Pen Drive ?
Pen drive 2 As USR- storage device ®. d-l YU vifladt A & d 2B &

s e[ USB port Hi attach 8311 dRd % aq- m— D \  Pen Drive
access 530 251A ©. Pen Drive A di Pocket H[ :

vl el 31 sl oL, d pocket U Avil Sl .
QR d pen vlRAMI Y 8. dd % @l B. Pen E < USB Port

drive easily move 831 2sldl sldlell A sidii vol % UAlAd ol 8. Pen drive U(
2&d) data lstulld oflxl data store s2cll €l dl UL 30 ASL ©1. M, Pen drive
1 gel dauid BUALMI |4 ASRL ©. AEAI-AHEIL Storage capacity -l Pen drive
market Hi available ®. %45 64 MB, 128 MB, 256 MB, 512 MB 1 GB, 2 GB storage
capacity Al Pen drive §ld 8. Sl4Hi dl -dl Pen drive [ MP3 Player Ul 21d 8.
FHl MP3 ol store s3I ALVl ASL B A Data ULL store $3L ASA O,

———————————————————————————— i



Pen drive Y[efl data 1 computer H{ transfer sl U2l steps {12 Yo &.

Step-1 Al el dMRL cabinet L USB port Y pendrive attach S3L.

Step-2 QURGIE My computer open $di Removable storage device H[ Pen

drive olcllal.

SySIEN oSk %
134 Ve marters infreston _F,_II b L ,:
L A or rreoan progrns !
[ Targu antirg
- Epe i k. I__,_.II WNAER Bonranks
R = vard [k Drimes
N Py Habait Placi
B A Innmar l-:;"gmu-rn:u
£ Shared ooty
B woreirard
M [ESTRCEPI)
ot il £
Nerraregbh: Dol 0] Earviran meifs Horpoy sbs Flos agm
Frm mraler Sok
Pl Zpboery PRI

& A% Py Gl

l;;ﬂ Lol Dk [

@M....

- |

Step-3 d drive U? double click $cli dHl &6l data sldlL YWl A computer
Y[ copy 52dl select §3\ edit-copy UR click 52l.

Step-4 URUILE copy SREL contents 1 %[ paste 54 & d folder eldl drive
oepn $3\. Edit - Paste U2 SEllS $2dll d Data Pendrive H(ell dMI2L computer Hi copy

2§ w3,

Fis M Vew Frofes Toos  Help

Kok - g - | JClseenh | Fodes | [T

k[ 1,

tilw and Faltiar Tasks - L_.-J LameshvanRine
23 PMabm u reewsFokdar

& Pubeh tha Fobder tothe

weh

b Fhane Chis okisd

o

oa
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Best Practices

@ Patches :

Y software Ui software &RL UM facility Y[Aal Guid - Aswl facility
YL d facility doldl Add-ons §-¢le $2dl US &. il Add-ons Patches d3l3 vl
©. Patches Install sl cile -d) facility AU ¥ L Software &lL AW ASL2A . A&l
AuQl MS-Office 2003 Indic H{ d%RLlcdl Interface <l Patch Install $3lg.

Step-1 : Al el My computer

F Mlcousaln Difice F003 Intestace Pack druy

Gualal s3| Gujarati Interface -l T —— On
Executable file (.exe) SISE U SOLE | s cmin suti _ Lo
sdls sl B R e
Step-2 : 2llS| Process 2l olle A IVERTET, B CREFALY T Sgpimeltin s e
Yool AR AL, I " ASAA | o i sl e
A2l Acldl qlsrR 53 . ﬁ%ﬁ%’i&ﬁﬁ&ﬁfﬁ%
o5 WR sclls 531, el 53 > Gled VT SN A T TR e AT, DTN, o
W sdlls sdl. o e e o o s
O s L e TR
forn 230 ¥ |nforiaen Padk deve I |
| ecrsalt s HIS Kb, Sfiradi nbadlvis Bac Cn B G - | |j$:|
]

s noundal. ol

I |

A Step-3 : sells s2atell 1A Yot Process

219, % Y&l Ul olle A MS-Office 2003
Indic H{ I¥RUcll Interface -l Heeell Aot
AU SHLS Ul FMHD B ASEL B,

@ Upgrades :

Computer [ A% 5§95 1 §55 1 Awld B, ¥ T i install A Bl A
ALY L g B UBL ldcdl st A% 5§ Ag GAASN A AR d dHl install
$3¢ g 21 wA. U install $2¢) 18l vl oled Al UR g Upgrade $31 sl
®. Upgrade ¥ IR %l Software -l WAL BRIl A1 B. ¥ Software lud
& dq g version dudl d 1A Yol Upgrade $dll % Adls AHiual.
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A4l Upgrade Select $31 Next U?
Click $2cll d Softwared Upgration ellsl
% dlR Ul 28 A B.

@ Version :

FH FH Software Upgrade 2lcll 1
8. d-l -dl -dl version AR USdl 1A
8. Software o Version %¥ed 1q sl & d
Software Hi dedl o uvtRiladl dalR sl
®. Windows H[ U8l -ldl Version ilcdl ]
% %A 8. Ul Windows 95, 98, 2000,
XP ¥ o{ell Version % 8. g Version install €2 dl d Install 1 ¢le@ Upgrade $2dl-l
o Adls AW B. Y S8 computer Ui Windows 98 & 4 ¢d d Window XP instal
sl cd -ual AHed 1A Ywoid Upgrade Aelol AU, @UReile NEXT UR Click $dll
Ugration 2Alg 29, 22 WLl Options M Yes $ No Select $2cll Next 2Uudl d g
Version Install 218 l.

Welcome te Windews Selup

\whch tppe af mdalabian doyouan b padors?

Wotalsbon Tupe: | Upmada Facomrarndad]

it Chooos this oplan I stvewicaly upgeds par
ig") ot varon o Windewar

Lipgraring prareren your nisbed progunr, dats
T, apv] eashing QTR {edings

E o DumingSedup, § b nowesl Tod g soesenbnga
,_lr) blank: for & Fure reconc and ko the conpuler o
Tesin vl e s

Lo |

@ General Security Concepts :-

Window XP M User Accounts -l 25 &8 AL A2ds AUl . FHL AN SIET-L
Account type change $3l @Sl 8. -d User account ot-lldl sl &l. Al Password
create 53| Sl © AL il pass word Aledl ULL ASL L. AUl €Al YwL & user
types ©.

(1) Computer Administrator (2) Limited Account

UL of1 RAAL dsldd 1 Yol dialog box Urell el sl .
T Xy

A T TR R G T 0 L R
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Adl User ¢iAldl 5 518 User delete $dll cil vilel Computer Administrator
S % Sl B. A% dl Software install $2dl, User account type change 59,
Computer il settings ¥ L& 2l 32512 sl Al AR §5d Computer administrator
B3 % sld 8. % Gu-l Awisld uRell el asia .

@ To Create a new user :

dl user create $Rdl-l steps A Yo B.

Q-0n
“ PI:‘ B tasH

ai gk an escount b changse

1. Control Panel - User Accounts
YR Click $3L.

cUlR olle dul Create a new
Account UR Click 52l {12 Yol
Dialog box open 2l9l.

3. %4 User Account oldd & df
AM type §3L Next UR Click $2dli
1A Yot dialog box el HWAL.

4, Al Account type select 83l
Create An Account 4R Click
sedl -d User Account ot-{l
%9l
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& How to apply a password ?
SlS ULl User L Password oi-lddl ¥ olgddl (1A Yol steps Adl usl.

T r— Step-1 Gur-l 2uslaui sl
i . Yool % User Password ot-lddl sl
o . o Al UR Click sl 1A Yot Dialog
A5 %'m__':""'“'“" box open 2l3l.

3 =

Step-2 AHi Create a Password U? Click
sl I yeold Dialog box sldl MW &.
dM[ Password type $3L. Confirm PasswordH(
A% Password type 53| Create Password U
Click $2dll Password ot-{l 9l

U i S 1 3 ol e Y B

[T |
[— 1

@ How to delete user Account ?
User account delete $cll-ll steps (3L Hwol 8.

Step-1 % User account delete $2¢ Sl d-l UR click $cl User account -l
screen &UiLQl.

Step-2 Al delete the account U? click $2dtl {12 Y¥ot-l screen wlal Hul.

Do you want 1o kesp PRIYVANSHS Tilas?

Bafora you delebs FRTAENSHY accranl, ‘Windows can suborasical twwn o conbanks of
PRLYARE ;- cerkon wnad Ty [acusents” Foddes oo s Hodder Calledd "PRIVAREH” o6 e
dmibop. Hovrsr, Wincoss camnok arss PETFAMEH 5-rad rearasgan, Inbamst Fevori, snd
ot saings.

Step-3 Gu2-l screeni Y® 85 ¥ Account dMRR delete 52 & d-l sIfd A1
AUAL & ¥ Lol Autdl. pAudl €l dl Keep files UR click 52l %l user account
delete 219 U@L d-l s1¥d computer H{ & A L 4 AVl Sl dl Delete
files U2 click sl file delete 2 Al A Ywot{l screen guilal.
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Ara you sire you want to delete FRIYVANSH's

account?
Wirderom pal destbn ol ff PRIYVAHSHE Pl and e delats PRIAREH scoound |

Dislwitw Fecroure. Caranl

Step-4 ARULE dMA U® & ¥ 55l dMR Account delete $°¢ © 4 Delet
Account UR click $dl d account delet 2§ <9l.

@ Disk Cleanup :

Al program |l Hegell dull computer 4 ATl ot sISAA delete s3I d
IRl disk Wi %9l s3L AW B. Disk Cleanup il steps -1 Yol .

Step-1 Start — All Programs — Accassories = System Tools — Disk Cleanup
YR click $cll d Open 2l9l.

Select Drive

Step-z Rk ole "ﬂ_'\)l ]\'15060{'\15 dialog bOX Select the drive you want ta clean up.
open 2l & A dulell % drive o Cleanup Bises
s2dl €lA A Select 53 OK WR click §2q. | == 4

& Nink £ legmrap far VIKAS (-} &) ,-*_,5 [ 0K ] [ Eit ]

Dk Chn;: Plosn [ phor

oo e [k Chrnge oo Foess i ] S0, 1 35 R of e
apmcwon AEAS x|

Filz la et

& i [ N T ~
[ B Termmrnsiramva Fiss [AE=TT]

[+ Wi oromat B Pt Twpuss Files 1

16 thea S P urg Step-3 OK 2uddi {l2 3ot -l dialog
] [ Dk sy ATEDNR .

e s box M UL UsRL s15A 3edl woul Al
xmﬁ"ﬂmmwmm‘mw 8 d oldld 8. ¥ delete 52cl Sl d-l WR
e st il st Cevrioadd o v/ tick 531 OK WR click $2l.

— Disk Cleanup

The Digk Cleanup utility iz cleaning up unnecezsam files

Step-4 OK WR click $2dll disk cleanup ,ﬁ on your machine.

Al process AlG el . A dd -
Cleaning up drive YIKAS (D).
status LRl Yexol odla 9. EETTEITTIIIITCIIIIIIIIT 1 [ Ccancel

Cleaning:  Svstem Restore; Obszolete Data Stores

AWM harddisk el [Gt133) s16d & 531 -l storage capicity del3l ASEA O.
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@ Scandisk :

%A Computer A ¢RAe? shutdown $AMI - A eldl dl d-l harddisk
[ bad secters Aldl %12 daldl dl bad cluster dildl %12 dl d g2 scll process
scandisk & ©. Computer Alg, $cli login 2ldi % SLEUR Scandisk ALg 2l B. AL
message Ald B. %l scandisk 1 $9 el dl slEuLL Sl goitdl axiell ot sl
ASLL B, Ud Scandisk 529 512 WS [Sctldte 8. MA AL 20SL AHU ALl U8l
scandisk 2lg €l dl 529 % BLSA.

@ Updating of Antivirus Software :

Regular updating of antivirus software Antivirus Software %Ul? oi-lddl Hi
A B, d 2 AL d vt Yl L% virus L delete $2 . L WL Anti virus
Software 4 update autometicalyq option Sl 8. d+ on $3| AvY. Fall FAR ULL
internet ALY, SAML Ald Ae@ Automatic A Software Ulcld updation $3| W B.
Aed % anti virus software d regular updating vl %33l 8.

@ Backups :

ALl computer U &Rl Hecd-l data Sl 8. %l d data currept 2§ 1
% delete &8 1A cll AWML &) gsALL 22 B, Fell 2wl qsAlell Rl Guia
A © ¥ back up AMAR computer Ui &AL data L backup Aci &g FLHA. FU
5 €2 o [BaR, AsallSA, yeAgad, & dMRl data -l backup Adl 1O, Backup
dldl data 1 ULl computer H[ Restore UBL 53| ASRL . Backup 1A -l Il At
AHAIL d dF AslA ©.

@ Backup through Application :
€lRlL software application in built backup facility L2l 2Ald &. dulell backup

facility -l use 53l backup @8 ASEL O. FH 5 Tally
Setecl Erstunt 12 B it Y[ in built backup facility &l ®. d-l &RL backup

o i UL |8 ASIA 8. A d 3R USdl restore UL 531

Homs ol ooy =TT

Wikas ey

il Tally ¥{ backup command AlUdl 1A Hyotl

screen £U{19l.

deccopt
Tas |1 Mo
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Al destination 4[ Al backup Ag & d-l path 2§l yes ludl Data -l
backup €48 a &.

URCALE Restore $dl U2 1A Yot screen Sadect Conmpatiies 1o Resturs
Y2 option select 531 yes Ul backup clael ool i s
data UleSl Resore $30 Sl O. o ey e
Yes dludi 1A g"o’otrﬂ restore -l process i R
gala ®.
Loaai] Conmany
¥ilas
| mading
Beoapt ¥
Yz it Ha
%, 1% 1 207

@ Backup through Utilities and tools :

AH dN operating system i UL backup tool available €l2L 8. % d¥ select
53| backup @8 ASL L.

Step-1 Start — All Programs — Accessories — system toos — Back up U? click
sl (1A Yyotd dialogbox wlal Ul 8. (& Back up wizard Hi %332l Yol Next
select 529

Beckap or Restore Wizard Bl

welcome to the Backup or
Restaie Wizard

T izand hape pou bacl up of risione e fies and
seilings On o Comnpler

W i el 2t dudteih 1 bl Wada 1 changs e
=g ted N bakies or nestonn. Thil oplisn i recomisieded
b il L s Ol

[F] it it in wisad made

To contirue, clich Hest

Ml 1 | Coancel |
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Step-2 URGUE backup A4 ® 5 Restore 524 ® d Y® & ¥l Backup files

and settings U? click $3L next U2 click 59,

Backug o Fiecian
“Toucan bick up Bz and setrgr, o et Fer b 8 prracu backug

el cho A b T

R Bk e s e i

L F e e

@

click 5.

bt [ Hear | [ o |

Hackap Typn, Devtinaben, aed Hesas
s By ] g e LR I Dy v ST,

Step-4 UROLE back up Ul
Adl & a-l path Browse UR click §3l

AWML AsL B. A d folder o UM
9 2Aud 8. d type 53\ next UR click

5.

Backap Pragress

& gy (o)

Srafuz Paspasng I beckup wing shadoe coon.

Progiss:
Ture

Frooermg

Procaiind
Fae: ' i

Byt 1]

Lhoazs splacnia siem pos backap

Step-3 AUROLLE KAl data -l
backup Qdl & d select $3L next U

2D el o] et YIRS Dk, w I Erzvin
Ippm & rarss s the bachuy
Eachup
(T | Hul"'Jl Caod |

UReLE-L dialogbox I finish UR click

$cll backup process AlG 2l 8.

@ Using Data and resources from a Local Area Network

%l s™e? LAN Ul connect €l dl lan {l Hegall ol s1eul data A

printer ¥dl resources IRl Il access $3| ASL D.

Sardar Patel Institute of Public Administration, Ahmedabad
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AL Weli A M dMR Sharing sl llug us ?
How to share ?

%l dHl> computer LAN H{ connect 53 . A dHR AHi 2¢dl C drive A
sharing U2 ysdl B el sldusl slyeul d open 28 A5 d el steps 1A
yroL 8.

Step-1 2l Yeli % folder ¥ drive 5 hardware < sharing U2 Y5¢ €l d-l W?
right click $?L.

SRR o Step-2 Right click sl
It #E= gsharing and security UR click $d(
g | PN Wl {lA yesot dialog box open 2L
e MH“-- 1R Yol dialog box ope .
— 1 v“-".'_"‘:' | T, el Tk {01 Progesties ..ﬂ.ﬁ]!

st ’Iw _"_“_:1_...'.'_'__'__ l. . e | Tooka | Hosdware - Shiing | oo |
= = | S e
- ) |"' . il

Step-3 dM( sharing option U2 %8
Al message UR click $2L.

Lt Dk 0 Proseit s JJE[
LS i Lol
ieness| Tooks | Hareews | v | qior| :
Local thawg and oty

j Toshass this bbkder mlh ol e of His cosgunss
58 oy i cthe e Ciccunarisbodr

Toreabon this bkder o s miblobdens pmeds o0 thal
. & 3 -l il

T M A 12

T s o If you understand the risk but still want to
ki o s cosple, celsct bl chack b baioss

dbpe nthse e share the root of the drive, click here sdls $dl
I 5 houe i kb ot ek ..
e [ || (R Y] dialog box %lal Hual.
™ didiors rabacrk Lows | changs np Flas
Lomn wexw abrdt sharr arglancasy
_a_; ‘Wirsdeev Fewrsall v conbgured i alioes the: Ioidn o ba chaed
Pl e Comge e Oy Ehe pesira
Wi o wirdores Fiesived sekings

o ] ot |t |

cn
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Step-4 A¥l share this folder on the =N =
network U2 tick $3| ¥ sharename QLUtg; ) = |
€l d sharename type 529. (2[& Act & =
Sharename 8.) Apply U2 click Sl 1

yesoi{l sharing process Al 2L9l. ' L

A EEESS——— gl

TR T = i Step-5 Process complete

. [ | o tmt b [T . .

o, s@e odl 0K WR sdls sl 1A
":""1 | | D wilif"“'“"" yosoi{l screen L d drive
@ iy #-H«J-"" i R share 2lAcll ldl 1wl

AL UM dY dMIRL document A network BUR share $?L Sl ©l.

@ How to access data or hardware resources from LAN ?

LAN access $2cll U&dl check §3| g 5 (> computer network %13 connected
8 5 A&l Rotle AlA-L steps 2l di data access $3L sl ©l.

Step-1 Desktop U2 €dl My

\\%@ Network Places -l icon U? double click
53 open $di dMi $dl network
[@ connection olclldl.

Step-2 cAlReile dHfail
AR ¥ Network U %Y el d Dm0 B e e (T
select $3 d-il WR double click —__ = " p— - go—
5L, (A[&AL Microsoft Windows et -

Network Ul %8 2e&ll L)

Step-3 d-il U2 double click $cti Al 2&¢ newwork group open 212l (&

Livegroup 4 Network group ©. Step-4 Live goup Network
- :
Yl ¥edl computer dMlL

s Bk Pos Feotm ek s

st ‘ AT B network %13 connected s a-l
evsqmcrrenpun Il - - e oeen A odld 8 A[E dHR %
B o FE—— computer Hi g Sl d-il U2

double 56§ $cli d open 219l
&HL ¢l dA document 5 printer 1 d¥ access $3L AS2UL.
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21

il _
Step-5 %Ul2 A4S computer - security

provide $3cl 2 dl dMR d Open Sl HLe oot

username ¥ password Uil enter 21§ S, e |€2 scmnistator B
ol username 5 password dMa WOR A Sl dl [ oeeceed

d¥ A computer A access $3L ASAL &l

aK I Cancel |

Step-6 User Name i Password s cll ¥ ¥ computer 1 <l Y%l access
53 AsAL. Nework U2 8l data copy $dl HIe d- select 53| copy UR click $2L.
A AL A data BLOAL Sl AL %9 paste U click 5dll d data [ paste 2L¢) 9L

Fimiveark Tasks ® ..--r"’ wifice

F
[ . Frinbers and Pames _._.-lj Schefber Tasks
g Bkl mramoik placs —— "E

Step-7 sl network H{ell printer access $2dl 4l BUR-l screen U2+l printer
and faxes U2 double click $cll %2dl printer network %15 connected €3 o {8l
oldld A ddRL computer Hi default s dM[ tick -l sign $€l otcldal.
I — it

B N e Fosolen e bl ¥
Om-0 ¥, s me

Step-8 =L Sl printer A ML default *m

printer di3l¥ set 53¢ Sl dl d-l UR Rightclick 1 Moo 1 g Pt
53 defualt printer U2 Sells Sl d ML ﬁ# )]
defualt printer 2l8 9 A RUROIE dX ¥ 56
print sl otell A printer Hiell % Alswal.

o
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@ Installing or Adding the Printers ?
Printer install $2dl “l 1A Y¥ot-l steps ©.

Step-1 2l Meld printer
<UL drivers <{l CD < CD Drive Y[ _ s
Ys\, CD Drive oftl sdl d H
automatically {12 36t Run
219l. At %l Run - 2l dl My computer - CD Drive UR $ells 3L Setup UR double
click sl d -l 3ot Run 2l2.

&8

R e Step-2 Set up AlY 2ldl d system il ded
e % My computer 4[ %33l components install ® %
4el d oLl Hie continue UR sels 529,

P R
% .{ e e i F" =

Step-3 lReile (1A Yol screen i windows installer sldl HWAL.

% HP Photo ang Irevagfng 2.0 - AL B One - st @S Blel 8 Wizard 'E

Whacomes bo the D taltShiedd Wizard for HP
PFhotn amwl Tsagpng 2.0 - A-in-One

Tha InetalShisld F p'srard mil retal HP Phota and Insgrg 2.0
- MR CRd B ear eiapilEe . Th B, S i,

Step-4 LIRLE Installshield
Wizard Alg Sdl Me Next UR click

5.

Bafarae chdhing MNast, plsis srsa all of your sk, dam are
el g, e Divgovandy dhiabb vOur Nt
[

WARRNIFKG: Thidl progrie i petaetad by copright lie and
nhaTations irages

ez [ cwen |
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ik H? Paoin e imageeg 2,00 Alkin-One - InstpliShisld Werard

Lt fegroml,
Flesre rasd the fowang bieres sgreerssnt coshuly

"—‘”ﬁm & Step-5 cAl0LLE Licence
Al el Ll e Sl ey Agreement ¢lclld ©.%1 d dd ML
i‘l:eﬁﬁj.:emeﬁm‘s gevein woir T of the HE Phete and [nagng élll. dl I Accept the termS in the
L Licemer HF wou 3 bie m £ . .
Rty v Bt ety o el liecense Agreement UR click 3| Next
and dimlwme the Sofware. Too mav not me-tifr the Tofbwara or deable = . -
(541 wcmpt tha terra nihe barss agrenwens u.e Clle 8295.
(T ot accapk Hha bamer in the koanes agreas:
| < Asch I_ Pt 3 | | [ |
T WP Phato asd Imagieg 1.0 - A in Onc . DsalcliSaicld Weard

Mesibimatinn Folfce

Step-6 URCUE MY software AN | wmrmsss e smsae mosnsns v
driver U Install $dlL & o {3 oldld B. PER RS
%l dMIR A path change UR click 53\ change (] copropen e s (w1
53 ASL ©. A9 path select 3L Next UR
click 5.

|._!l.-.r- Phatz and Imeging 3.8 - All-m-{tnr - Instaliisiels Wrerd

Busdy be Instal the Frogras:

[ =k [ mecz [ cews |
This sz s B0 b e slafion

ik [t s s Efie: inet, sl gtion,

¥ pcea wemnk ba e or change sre of sour inekallebion ssthings, dick Bac. Cick Canceiba
e el e

Step-7 QlURCLLE Ready to Install the
Program U8 & 5 d¥ Software install sl

e dAR oL 5 4@ %l dAR Sl dl
Install UR click $*d.

157 HIY Phats and lmegleg 2.0 - AR in dwe - Irsiall5hiekd Wizard

mstalizg
Thea pragrans fasturen vou smbscbad are bang ratalad.

Pl v, iy ths et sl ik "Wiomet inetals HP Photo and Inesging 2.0 -
D Thin we aba warvarad risban.

S

Step-8 URYiLE Installing process
AlG 2l B. A df status otdld B.
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.;' H#® Bhata ansd imeging 2.8 - Al-in-One Brivers - instaliShisld W, ['_ [ 1=l 4l

Instaikng
Thes program Fahuress oy sebacied v being ingt sl

Pl e, pobelie ths [t gl Fhisd] Wiz ity HP Phobo aned [nasing 2.0+
Fllirv-Cra Drivern. This rase kakm sevaral mirstss .

ke
Ugdstra coagorard ragitiation

Step-10 URle Set Up your
device now H[ printer computer %15
attach 53¢ ® & (& d check 5?2 ®.
RURCLE Next UR click $9.

1 HA Phata and Frreagiog 2.0 - A-in-Owe Difvers - [scelShizld Wized

Inestalladd \Wizard Cosjslatod

Tha [rastaf=hirkd ‘Witard bea mccssvhuly instaled HF Phoba erd
T &0 - Abire e Dienss, Clch Fireshi b gt thee wizeed,

%]

Step-12 Installation complete 2L¢
UL ©le 33l software Il files dMi
transfer 2ll2l 8.

Step-9 Install 2L 6ll€ d system -
update 2ll2 ©. A d-dl process status
odld 8.

Fart Ug Towr Dovicy Hes

Folko thes et SHEps O PRl Sat U (st b conbnue irctalalion.

: -H.@% L Ew'
&= N

(] o=k bearm F ou veould B b contnus vekhonk: phugeing intha devics,

——

Step-11 Installation complete 21l el
QUROUE message olclld ©. Finish U click
$dll Setup installation computer 2l 8.

Irstalling Addizisnal Solbwen:

Inetalieg sdfisnsal soliwase,
Fleace st
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Step-13 URGUE Printer Install 2d¢ ldl “ul 8.

@ Scanners :

Scanners A$ input device ®. Scanner %ldl “i cl B8l Helld FY % EuilA
8. scanner 512Vl U2+l image 5 text A computer Hi electronic form M copy $3| d
save 52 8. U8l AR %¥3 USdl scan Sl contents 1 YURL dElRL $3AAL ULL
GUAloML Adld 8.

& How to Scan ?
Scan $Rdl L2l Steps A Yol .

Step-1 Al Ueld dMIRL computer %13 scanner -l plug attach ® ¥ Sl d,
Scanner Alg 52 A d UL Software Install ® ¥ &l d sl Ad.

Step-2 QURCLLE scanner M[ dM? ¥ image scan $dl ® d image < Scanner
URq Scan button gotldg eldl Software (el Scan dl SIS Ul

Step-3 Aed dMI2l monitor Hi scanning -l process olclldl A+ Scan Sl
Image 2L Computer M[ %ldl Hual.

Step-4 -l zoom change $?¢ €l dll 53| Sl A A rotate UBL 53| ASLA
8. d[Rld set 53| d save 53| ASLA B,

cn
[wa]
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About Network

Computer Network : Network 2 sleRdl Ays 8. ¥ Asollal Al2l A
printer ¥l hardware device 2dl2l LSl €l &. Network H{ LML AL o
computer SSU AL AELRU dELR Feel computer sLsdl €2l dedl LSl AsRL 8.

@ Computer Network <l °3(3ld A SlAEL :
Computer network -l 3Rl 2w stuel A Yoo aeldl asia 8.

To share computer files : Network &1L d sLEULL computer - file %' sharing
s Sla d GUALHE @8 sl oL A ML Wldl-l file 1 uel oflest HE sharing
ysl sl ol % AqAWLlL AW B,

@ To Share computer equiment :

Laser printer, large harddisks (1) Drives / Writer, Scanners 3 &gl Hl&ll AHLd
8. sl network Sl dl €35 computer &L2L AL equiment -l GUALL AR B. F (UL
UL %Y 5 network &RL X printer 3l 3d access 531 sl ©l.
@ To improve communication speed and accuracy :

Network &L AUEAHL communication speed A3 2€ © A d-l accuracy Ul
UL & V.
@ Low Cost of Transfer of Data :

Network &2l data transfer s2dll [SHd &Rl ALl 2U1d . 5l network L SlA
dl printout L WAL dell 2L, CDs -l Floppy -l WAl del 2l ©.
@ Types of Networks :

§A AR USR-L networks 2d 8. ¥ A Yo B.

1. LAN 2. WAN. 3. MAN. 4. INTERNET

1. LAN : Lan 4 Y3 -4 Local Area Network 8. d-l capacity 1 k.m.
Yelldl el 8.

2. WAN : WAN 4 Y3 <M Wide Area Network 8. %+l capacity 10. k.m.
Yelldl slu 8.

3. MAN : MAN d Y3 <% Metropolitan Area Network 8. %+l HlelL M9l o
AUZAL dRAAL S5 HIE dURA O,

4. Internet : Internet 4 Y3 - Inter Connected Network ©. % (A2 2dlell
WMl Ul Network 8.
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@ Types of Cables :

Network establish $dl 12 dI? cables (cllR) Al 32 US ©. % i Al
Yopoil ARL USR-L cables available 8.

1. Twisted pair cable 2. Coxial cable 3. Fibrt optic cable

1. Twisted pair cable : 1l USL2-L cable M four pair cable dlRI2 Ald . AL
ERLL Al AL O. UL cable 2l network connect Sl d-l speed &&ll €Ml & .
AL USR-L cable Hl2eLIL telephone connection IS use 22l 8.

2. Coaxial Cable : il USW2-l cable A twistedpair cable $cll 3L dpRtdTli-il
Sl 8. U Arll Scll A% MLl S B, AL cable U3 network connect Sl d speed
Hel ¢ B, AL USR-L cable Ll BUALAL TV channel L cable operators chanal
connection I HlelMIL GUALL 3 8.

3. Fibre optic cable : il USL2- cable 2dle(l lel A G2 dyRididL €l B.
HI2HIL LAN A+ WAN L connection I dildl GURALL S AHId &, F Avid
AW ® yel d-l Speed AR ¢ B.

& MODEM : (Modulator Demodulator)

Internet connect $dl HIe Al el dMI? Modem -l %3R2Uld 2& &. Modem
Al BURALaL Signal conversion Ml 2l &. ALUBLA computer use SIA OLA A Gl
Digital signals BUR SIM $2 ©. AR Internet M[ A3Ld( cables analog signals U2 S1H
52 ® Hle L signal conversion Hl& modem -l GUaALIL 2L B.

% UL ARl BELSWL SR AU

A , Digital B « Digital
Data | Signal Data | Signal
O [
\ 4 1)
@Modem &Modem

Analog I v Q.Analog
Signal "I o> Telephone o | Signal

______ Line - -
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A computer ¥{e{l B Computer ¥{ data transfer $2dl ®. A H{ data digital signal
H 8. ¥ modem H[ Ald At modem d- Analog signal ¥i convert $2 &. %
Modulation Process & 8. %U12 3% data Analog signal il 2L3U{ B computer il
usld Aed B Computer o modem d-l $3lefl Digital signal Ui convert 3| W8l
%+ Demodulation process §& ©.

@ Modem Ul YRl Yuucd & USIRL Modem 2ud 8.

1. External Modem : % Computer 4{ o{el-{l ALTS YSAML w1 8. Filell
Computer {l Speed snAy & O.

2. Internal Modem : < Computer ¥{ {€2 Ald © % Computer -l speed A
Asx bl 3w 8.
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Troubleshooting

@ Troubleshooting :

AWUQL Computer dlURcl L Uil UL UBL &IRLS A computer ¢S ¥ error
Acdld 8 dl d-l Gurt 3dl Jd sl d AU AL section U HFY. SRR oY
§ error AL QAR d -ldlRdl HI@ dlddl YEL Trouble shooting ¢ 8.

@ Troubleshooting Tools :

AYS software, program % Application i troubleshooting tool inbuilt Q*LLQ(:I;
sl 8. % word, excel dd1?M[ Help menu Hi Aldd delect and repair SHI-S A U8l
s UsR troubleshooting tool ®. d-l U2 sells 531 %33l CD enter Sl word, excel
ARHUL %l SIS error Aldcdl Sl dl d application Wld % A YU 52 B.

AR ofl®y) Idui application Hi error dtlddl SRl d-l CD insert i setup
UR s6lls sl Repair option select $2cll automatic repair 531 W &. % dialogbox
A Yool &. 1AL dialog box i * Reinstall or repair select 53 Next UR sells $2dll
d automatic repair 2l 2L .

& Promblem that keep a computer from starting :
Bl S942R ALY Sl autd problem Ald dl Al ULl Guid A Yo 8,

1. Computer ALY 534 F2 key press $cli computer -l BIOS (Basic Input
output system) Hi $8 YHURL sl AU Ll asia B.

2. Computer Alg 53\ F8 key press scll dM[ safe mode option select $311
AlY, Scll computer Intall $°¢ hardware OML &L hardware -l
support R ALY 2LlRL V. AL A €1 problem {ldl3l aAslA .
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3. Computer Al Sl autd problem A1d d ste8L &slldlR hardware -l
problem U@l Sl 5. Fell hardware check $3L Adl SEIRA AHRUL SIS
hardware i €l dl dd oledl 5 repair 531 3| ALY sl SRR
QARaLd d ALY A A5 B,

Troubleshooting 0S : (Operating System)
sl operating system i trouble Sl cl {lA Yowoi-dl steps @8 Al lail
ASLA 8.

1.  Operating System <l CD insert 3l i Repair 2{2ldl Upgrade option
select $dl2ll operating system :jl trouble shooting $3l ASL2 .

2. %l BuR-L step Hi 0S o trouble shooting - 22 cll computer < format
31 s3lell 0S install $31 dd trouble shooting 3L ASLA 8.

Computer ¥i 0S . format $dlell % drive ¥i 0S Install €9 d drive -l
ofell data Ul format (ed@ delete) 218 9. Ae@ %L 0S % drive H( install
Sl dl format Scll UL dAMi &l sl data ¢l drive [ transfer §3l
AW AHetdl df CD ¥ Pen drive i Backup @8 Ad. €d format 216l data
wel dldl Astdl efl. otd Ul Yell 0S % drive Ul install Sl AU sl data
save 1 Scl ¢ll®y drive Ul sWM-l data save S2dl df (Sclde 8.

Problems after a computer Boots :

Computer boots 22Ul UESl 5l problem QA cll UG LU Y%l F8 key press
53| safemode select $3L enter lUdl troubleshooting 3| ASLL ©.

Troubleshooting Viruses :

Computer virus %A@ ¢ ? Virus 3 As type L computer -l program &. %
computer H{ enter Al Wdlfl %d % URR & AL $1e 45ALL UslAS
8. A% @AMl 10,000 dl virus ol 8.

Virus <l eeel :
Computer Hi %l virus €L il d-l A¥s AL daiRll {1 Yoot el astaL.

1. AAI-AA2L message cldld © FUS “Your PC is stoned” or “Happy birthday
Joshi” AYs ALssA RN,

2. AG6ElL AA icons computer screen U 1A eUSd( WQLLRL.
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Program 204¢R Scll &l speed 2l AlA ¥ s saAl] ofel 3L €.
slaye? €y usl xq.
Hard disk d-l capacity $cll dell? ol of-ld.
AslAS Harddisk <l memory &él adl.
Keyboard M{ell HAI-AAI Al Apiuilddl.
sl Alg - 2ld.
Program % data corrupt 2le) edl.
10. Files 5 Folder 22 2l °sdl.
11, AUl Al s16e guiladl adR.
@ Virus 3dl Ad U B ?
Computer H{ Virus 1Al 3d UAR 8.
Computer <l system files d3 (.exe, com., .bat) files d3.
eRllalk word AU excel M[ macros AL GURAlatell ULl virus UAR .
Virus infected floppy % CD Pen drive diuRdlefl.
Computer network M[ €12 A sharing &RII.
Internet uell file download $cll duid.
E-mail &RL USL virus UAR 8.
eRldlR dl software & application {l CD i Virus €l &.
@ Types of Virus ?
Virus a4s AL USRAL el 8. 3l 1A ywol 8.

1. Boot-Sector Viruses : S™2? Alg 2ldl % UARdL virus - boot sector
virus 58 9.

2. File viruses : ¥l USWR-L virus system file %15 connect 294 UAR B.

3.  Trojan Horse Virus : il USR-L virus computer 1 A= I 58 45Alt
el Socll. UBL UL dl3U il dlAA message Cldlddl € .

4.  File overwrite viruses : L viruses dM3 -lddl s18AY overwrite §3\
AW 8. File ¥ contents €12 Al €@ (1%l % contents SVl 8.

@ Virus 4 esiadidl YA :
Virus 4 Selddl deldl ddoldl destadl Hiedl 5eals YAl A Yo 8,

1. %l d¥ bootable floppy il compter AlG Sl LA dl d floppy * ¢l
floppy Sl AL safe UL UR Ysl.
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2. AR duil floppy olog1-L computer H[ dlUdll Sl dl dA write protect
3\ aluRdl.

3. AMAR 3L w33 files o backup Adl 2.

»

Realtime antivirus software install 3l Lu{l A A= AHAUIAR Update Scli 26l

(S

CD A Floppy -l BUALIL Sl USEL dAl Antivirus software d3 scan Sl
usl % ARl

6. Sl di Internet BuRell file downloading $cli €l cll dA dlURcll USAl
scan $31 @dl A ofd dl scan sAL UL % download s2cl.

>

Internet UR sl emails open + $dl SIRRLS AU ULL virus Sl A5 O.

®

%l dN network H{ computer dlucll €l dl AL network -l antivirus
software install $°¢ SLOA.
Antivirus Software :

Antivirus Software 3 computer < virus AH 288l Y3 UISq software 8. d-
AMAR Update Scll 284 TR %L M L 2Ll cl -dl AUl virus AN
818l U ulsaii d [ssu {las 8.

M, €8l oel antivirus software Glo1RM[ HUL ©. U8l U8l sl Norton
antivirus software - €Ll4HL (-Lé'gl;.

Antivirus Software d3 computer 1 scan scl-dl Wdldl A Yoo .

1. Alueld Desktop UR SEL Norton Antivirus Ul software U SEllS $cli
AR Yool 25l evl.

3 & M
.
: - > i et i
nﬁ&f e ] Swuem Status: Urgae snsntion &
el | & —
P ey (1
" l'f ; g # St kg L4 ]
e i.-—,g?‘;r'
™ =
i :? # r,.. - Vit Pt b
u r‘ A (ol .2 )
T
e -
PO E LS a8 moc, et AntiVirus = |

GuHL sl sloflotly Aedl-A1ddL UL option AlAL B.
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(i) Status : sl features On ® A sUL off & Al H&dl cald &. ded
512122 AR scan §Y Al UL full system scan i AUl Sl B, A&l

e Yl 2wy slger {4 ofl 5 A el

(ii) Scan for virues :

{'-#DL =, prilz i" MRS

o S0inzi

Herian Az Sesn far Viruses
I <4 k1 oalan 1aua
S Irnzes a fomm —ae—a o e
o = =a = =4 Ak b

T Sz b de

hmmae

B o
[re— Ty

- J— AntiVirus=-

ALKAL oldld B,

Scan for viruses [ dMI?
U Bl G B A YB V.
ALY, §1MY2R scan 59, €l
dl scan my cpmputer U:
sdls $dl dg scanning
Al 28 WA O. floppy
scan $dl Sl dl scan for
floppy disk U2 sells s3l.
A %l Usb & Pen drive
¥ 52l €l dl scan all
removable drives U2 SElls

5L, 518 AlssA harddisk L drive scan 5cl €l dl scandrive U2 SElls S At
%l SIS folder 5 file scan 5dl €l dl d-ll option UR s€lls $A. URotLE 1A
Yool scanning Al 2L9l.

M Haton Anvns

1 Scan Progress
I RepairWizard

lin

Cuarand ne

Iialars

Se.armlnn inr fvasrs:

e Rem

¥ [lanusl Remeval

4 Eumimiary LTal e ] M

—Lorred
e
=i

Jaelud

Scan Prograssl =can for Thrsars

BUR Yol ¥t 22Ul GllE scan summary 1A Yol eald 8. Sedl file scan 53,
$ecll virus infect 2l ®, Sed) files repair 531 A Secl drRRAAVL S1TdL
quarantined MLMM( transfer 531 A Secl AR delete AL d AL eLsil

oldld 8.
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| 1 soipr Scan: Summary

Sanmmany P Infecthion found
2 Repair Wirard
S T 19 mes s
r.
i Aot Fems asiar Bool Racord  Baol Becoid
Oiarantine Bcanmned 1854 1 k|
Dwledm L Infected n 1] n
Foepasned o ] il
3 Summary Criarantingd i
i Deletad 0
Blore inin
[ praraa | | e vemae |

(iii) Reports : il GLL2(Hi norton 3l-il reports wldl 4l ©.

- :

Eii—] Roports
siirn || 8 =
e | —
a E- i
0 symantec. Noron At iVirus -0

o
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Microsoft Project 2003

Microsoft Project A Powerful project planning and scheduling software 8. il
U¥es Microsoft corporation M-l U.S.A. -l Ul &Rl AAR SRAML AR B, F-il
ellus (od dled 8. ¥l Heeell Task add s31 sl ©. Resourses assign §31 ASLA
. Cost analysis 53l 2512 ©. Ul project | graphical Jld 2% 53 sl V. Project
33 2lcl microsoft project M[ LR $EL project plan - original project %13 track
S3L ASIAL B AL AUl AMALR Alddl YERL delRl UBL s3L aAslA 8. Bedl »AR
project report URl 1S ASLA . dAHi etlAwMi duRldil resources A VARALAL
el ULl Aundl AsL 8.

AL Microsoft Project 2003 use Sl vl d UMl project {3l UlelAs
Yl[&dl Andl ddA.
O  What is Project ?

AL AHLUBLL WAAHL 8RLL Gell project o ALRAXL Sl Sl Sl 2L
AW AL s sAA BlA AL Ays A Rig sl 5 2ys sl yel seal 2uudl d

sl Wi A0 sAA Sl dl A A Aelal sl Asudyds UR uLsdl AWl
project 4 LAl s3I SlA AN sEl ASL2A.

ALl 8Bl project ®. B4 & planning conferences and convertions, Move to a
new office, The introduction of a new product (GLIRUL AAdl dq Ysdl {31), A
landing on moon (A U GcRU8L $JAL {31), To develop a new software (-d
software ol-lddl {3l), To plan weddings (o4 UL UL UL LALS) dIR.

Life cycle of a Project : (M¥5ed aUixs) AN €25 dod ¥ sl & Hidl
U2 AS PALAS &G B, A% WHIAL project 4 USL ALY BAAUS B, Bl Ywicd Ul
dotssiii (At s3I Asie B,

(A) Clarifying the goal of the Project
(B) - Planning the Schedule
(C) Publishing the Schedule
(D) Tracking Progress and Adapting to change
(E) Wrapping up the project
(A) Clarifying the Goal of the Project :

Ale project | A3l $2dl USEl A project -l goal (L) g & it
AL eldl & 5 ARl dLAML -Uell Avll. AL 33 V. 510 5 %L 5L A 458\ &l
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SL A VULl Sl 2l dl o U sl §518 s, Goal +s5l s2dl project
A3 sl usdl A Yoworrl wAys wadldl gl sl s2dlell goal (&)l wud
A B,

(i) il project YRl 2ldl 58 dd Awadl & ? d dgrl ARlaidl 8L -As5l
s3L AslA B.

(i) WIS AR A3 $AL & Aaldl dl RAR YL Al B d A5l eld BLSA.,
(iil) WFse U 2Rl VAR ULl Lul-H[ Avdl BLETA.
(B) Planning the Schedule :

Wlgsel life cycle L UL stage Ui (e (QARLA siRL sAM[ 2Ud . 1L stage
u( project EXRULL AL sAUL Sl sAAL & A list ot-ldami Ad . v s3I s2UL
sl Ul sy st2l 529 A U2 af et Frdld sl A B. sl st exuL 58 axgll
%32 284, Secl MR Asal UsA d Sedl Sels 1M 529, UL el vl Sedl wlasl
d-l el AE AL stage Wi @Al Ald .

(C) Publishing the Schedule :

A1 AL Schedule o planning 28 dLRUL GlLE Al S UR o-ladl Al 8,
%2l project Alel SRl €35 ALK A B A5 B. AL UL schedule A sL2W
U oLl A0 AN AUl § AUUML Ad B, Project planning A ALuil
project 232l USAl-L (5l &. At il (521 Microsoft project Ui planning §3L
Asld ©. Planning 2l 2WAL GULE % project ) SIH A3 SRAM( AA B,

(D) Tracking Progress and Adapting to Change :

Project o, planning 218 2Ll Ul AR ARA(ASAMH] project A3 A B. LR
Microsoft project [ starting date 2+ onfing data &[RL task [R[Rct AMA Y2U el
B el %l AMA YL L elcl 1A dl MS project 1 ¥ warning U8l oldld 8. A%
UMLGL L resourses 3Rl $cll dEl? duRdl Sl dl d {3 usL eld & A 2Ll
Al2l %l project @ll%s budget 2ldl S dl & {3 ULl €Ald B. AWM, planning $IEAL
project A diRc(As project A ALl track UL $3| ASL O A 3[Rl wBLLAL 192
YURL d8RL Sl wild ULl Ald 8.

(E) Wrapping up the Project :

Project Asclyds YRl eldl d4i? d project ¥l report otdlacl Sl dl dHi
YRl microsoft project dH HEE $3 ©. Mircrosoft project AS ARL, AdRLd A
slAlcs AU Sl reports AAR SAML UL HEE §2 B.
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d  Microsoft Project 2003 :

sLS sl project A3 $cll WSl d {3\ planning (ALA%) $G US B. d HLe
uel MS project 2003 GUA(l &. Project f planning ¥eq €uliyds seai td
project Al AWl AIER deEl dedl A 8.

J  How to Start MS Project ?
Microsoft project open $dl Il steps (13 Ywol 8.

Start = Programs = Microsoft office = Microsoft Project 2003

BUR Yol path UR sells scli MS Project open 212l ¥+{l screen {1 ywot 8.

Titlebar
Menubar B8 micrssale Prsject - OFFROVE [ ] Controlbox
j—lgma:—emmﬁmaw«mwm T
Standard Toolbar ——i i % i 3 5 & 08 #1018 e G000 L] 8] 5 | wawon BEET AT |
rr—— v | al =0 =B8] I =
Format Toolbar —J __. | _'|- . e -l.{ : -
Task Guide —I_
Task ID 2 Entry bar
Indicator
Task
Name
Column = .
a Chart View
3
Menubar —— =

O Screen -l AUYdl :

Gur-l screen H[ Menubar % Toolbar % UL AW AvAL (Word, Excel,
Powerpoint) ¥ Yol % 8.

&  Entry bar :

Entry bar i Taskname [ % task o2LoR %18 § ciAl Asdl -l Sl d entry
bar 4l @dRid d aR) wsL B. ALl ARl task Ul YEUR-AURL SaAL €l d task
UR cursor Al Rlell entry bar Hiell YuURL daRL 53 AsA B,

©  Task ID number :
%Y FH project HIS task BAR2U A Task ID number automatic d task %13

aldfl 2. Fell 519 task name d&llR usd @lof sl dl d- Task ID number 2{l Ul
wlnvfl aslal.
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&  Indicators :

%l task 1 @oldl SIS notes GRRAML Al Sl sidl task Y3 & L elal
HYR & d @Il messages A9 Indicators Hi %L AsA B.

Y Task Name Column :

Project planning 4{ $2L 52Ul task L €l4l QML AlAL B, d-) 18 taskname
Y Al A 8. dX S task delete Sl Sl ¥ d edit Sl Sl dl U8l
Taskname H{ A&l 53 ASRL O.

©  Duration :

Planning €RUI $AL task (SRL) Ui Secll AMA @21l A el Al A1d 8.
duration - minute, hours, weeks, months & years i set 53| sl .

Microsoft project M project planning $cll USEL AL AL REE[ 52ElS view
AL HUEA Al a4, Microsoft project Ul §6 24 USR-L view AHldal 8. duieil
AR HecdAl 5 view Al HIlEdl AundlA.

©  Gantt Chart View :

Gantt Chart View 3 project -l St MMIEL A AU ALY ARl ML
A 85 (& d eald B. 2w %l project w2 HAleL deldl sl dl d usL gald .
Gantt chart -l screen 4 example 2121 % screen (L A4l AWl & d Gantt Chart
View -l o screen ©. H12MI9l €35 project Ui AML=L Ild gantt chart view -l BU2laL
2lld B,

©  Calender View :

AL view Ul project L AL calender ¥ ¥ WISl planning sl sl d Yot
gullA O, AL view -l GUALL WA $3A  prmmmmms
sl [RaAN 56 AW Seal SR s2cUAL omnaie e T
® A A s seal (Ba el i d
direct %18 ASA . SAL resources SUL
sRIA Sedl WML stwddlM] Atlell

8 A ugl A ASRAL O.

AL view [ project - %ldl View
menu = Calendar 4R sells s2dleil
current project A calendar view i %S
ASlA B,
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1  Network Diagram View :

[0 Micrssol: Freject - 0FFNOVE

Network Diagram View Tlo e o s o oo oo s o

& x

. . . . LU B L[S ) s | e E o 6| 33 | Wasron =BG PRy |
Microsoft Project [ project L - o : c

Al Tarks - i- Resmunes | Trs B

Dessign office spaee

A3l Flow Chart o st 52 . S— — —
%4 Flow chart i S0l Boll o\ | B bl [T bt [ B
sal sl ugdl sy sl A 2w
sy sl sl sl wR AERld & d
gald ®. M, Network Diagram
View [ UL €25 task o sequence
Rl AslA B, dHx ALsSA task
QAL UR ALEUAL B AL AL WR g
AR © d &l ASA 8. €5 -
task il starting date -l End date UgL %18 ASL O. Network Diagram View - On
$dl Ul View Menu = Network Diagram UR click $R9.

(1 Resource Sheet :
Resource Sheet asidte(l 2wlddl

column A row Al & dl spreadsheet
3l % Ll ©. Resource sheet H[ Sl
resource il Sedl GUALM Admf ALd
dMl 5edl HIRRIL #18A 5 Sedl 2l
B A A AH3NAL WRLHL entry 28l 531
ASLA 8. Resource sheet On $al HI View
Menu = Resource sheet U2 s¢lls $dl(
| Project il resource sheet %18 2ASRL O.
AL AHL w33 YEIRL dElIRL 53 AslA B.

B o rm ) B 3FT WO

B e Gl Se fuw Ppmed Jek [ pebess e cw
Llcdal b oS bdn s 19

4  Resource Usage :

AL AUGL 1Y ¥ Resource sheet UL €25 resource 1 @dlcl Hi[&dl GRap
AL B. ARUSL A resource 1 AHAL AHA2L task M SlddM] A B. Sl resource
1 sl task Ui StddMl Al O. 5L resource -1l delR UScl GUALIL 2Ll & A
$UL resource il LB BUALIL 2Ll 8. A A[E WS AslA 8. Aeq % & % resources
%32 Sdl dEll? SIMHL Adldl €3 dd AlE dld a0 eAldai did 8. %L sl
resource dell? GUAMI Al dl d-l vl ael L &. 3 el AlE L view U(
&M |48 ASRL O. Resource Usage U2 SClls sRalM tld ©.

Ch
Sardar Patel Institute of Public Administration, Ahmedabad ou

278



t.]rluw-l—.ln--.dm.-.:.hlnh-\u.-l-. %

| P, 3 s iaull
Il b_.q_ a - |_ (T 8 WIEE Nt | [T TR

[0 ) B Doe T T ] il

Note : 2iluely project planning 93 $2dl d+ save 53] Adl HA.

A&l Al s16y extention .mpp Sl 8.

HOW TO CREATE PROJECT PLAN IN MICROSOFT PROJECT

1  Set Working Time :

Al project planning A3 Sl USEL project -l working time (SMSLsl
AUA) 58l sall & B. MS project Ul default working time Al4efl 95 UM set
SAEl SlA B, el AR MM SPMsIl A2 A 20l AlAAl sl &, L M
AlMeld dMR g Calendar create $31 d{ working time set SRcll-l 2&Q. AL MLl

step {12 ywol .

1. Tools Menu = Change Working Time U? s¢lls $2cli Change working Time <

dialog box °sldlL MU &.

2. aul button U? s€ll§ $cll Create New Base Calender § box <slall
Y. B[ Name: U ¥ calender o i eLvtg Sl d type s ok | _ w2

sdlls s:q. el New OFFICE M g B

calender create SRAM( Al O. :'ﬁlm’f‘“ﬂfimﬂ_ d
. lagard! - el D et aabactac (K1
3. ARALE el AMARY U8l Non-| | wiw ||, i
working -l categery H{ €2l dell &35 | L bk o
ARARA AR Ctrl Press $3| select | mmearse ot o2 | 7]" ==
53 Nondefault working time @& -l L;'m""‘ e : :
. Incrvide
option box select $ctl AlAdlRA — —
Working day i Convert 53| sl . — e | o |~ |
EE, 279
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From - To : -l box H{ Working hours set 531 sl .

A&l AlAdRe Working day % 35 2lRldM] 4 Adl wsdatsRu-l working

hours H{ UBL YR sl US &. L HIe _optiors... | button UR s¢lls sl option
-l dialog box i calendar option open 2l9l.

Al A Yeroi-il options ANAL & AUl 33| settings sdL.

Weeks Start on : Sl dtsclslaldl aA3utid sl diRell sdl d select
SML Ald 8. Default sunday select 21g el 8.

Fiscal Year Starts in : &l financial year $3 Aud & a -5l sclMl
Ald 8. AWM dl Financial year April to March €l ©. Ul January to
December Y €l dl 51§ changes saldl %32 el a, A&l ¥
Financial year sURefl 23 53¢ & d [l select sAMI 21d D.

Default Start Time : 1Sl SIHS1% A3 SALAL AMA SAL AVAMHL ALA
d As5l sl A 8. By default A&l 8.00 AM set 53¢ 2. %l
%32 @l dl change $3l user A2 set $dl.

Default End Time : A$l (Ead €Rul1 sBsLy Yol eldldl A4 AAs5l
AL AL 8. A&l default AMA 5.00 PM L duddi qdd 8.

Hours Per Day : 2Ll [EdRq-L 52dl sells S1H scllg 282 d set 3L ASL
8. A&l Default 8 hours set SWEL s

Hours Per Week : GU? JUEL SISl SALS AALSAULAL Sedl SHLS
29 d AsSL sl AL &, A&l default 40 hours 9. ULl %l (AR
uel working day d3l% 218Ldl €lA dl 48 hours $dl US3L.

Days Per Month : (8-l €:il- [

|
spslol (Ra se dedl 289 Q | | | e
A& As5l sl A1A B, Default | e
20 days dUAL SA. ¥ set SAL | mwwnr ma
SI2l d set 53 ASIA. A€l project | I T mAmARmmET
example HL 25 days set S$RdlHlL i
. | b o e X H
AUl O, cARYULE S —
et 2w et | Fif |
UR sdlls 3l 831 button e
UR click sl -d calendar set 2.8
w | : | -
wA B.
Cn
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3 Project Information :

el project 4 planning 3 sl Uédl d project 3 information set §2cl
U3 8. F45 project 59 clAvtell A3 SAML A deldl dl §§ AW YR sal-l
8. AL Hlel Steps 1A Yol B.

1. Project Menu = Project Information UR $€ls $2dl project Information <
dialogbox open 2l 8.

2. Al Schedule from M 1A Ywoidl 6 option AUl el B.

(i) Project Start Date : il option select 52dll2l project 58 clllutell 23 sl
8. d Sl 53l project -l start date UM Ald B, AL option select
5l project -l finish date : task - duration add $2cl[ automatic -5
A A .

(ii) Project Finish Date : %R 2UG2ll -5l sla § AlssA M project
YRl sdll 8. AR L option select SRAML A B. &l finish date
enter $dL-l 2& . UROlLE Tasks add $2dll starting date automatic 55
af A B.

&l example MU project start date option select SAUM[ ALY O.

3.  Calendar i 20192 calendar select S2cUMI A &. F2ll d UHIE % project -l
(Bl A SP-AL sELsL AAs5L 22l . (& New Office calendar set SRAUML ALY
. Prority option i project A el AUl Audl & A -Assl s3 AslA O.
A&l Priority 500% AV ALl .

M, AU option select 53\ button WR sells 59

en e | " cpeTars |domdzice |

Erishdols B Bt - T -
Y row | Frolc Soat Dacd B _TET W TTCE

e L1 e e e Bricy ET |

Fediim Pick M = Rk

o |I| Exad

BUR Y @il project information enter sl Ul % project 4 planning sAML
Ald B, d-l skll Aed ¥ Task sraAMi dld 8. A&l AL Set up New office -l
project LOY.

Cn
Ga
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FAl wledl A Yol 8.

Task Task Name Duration | Predecessors| Resource Names
D (In Days)
1/Set Up New Office
2|First Stage
3|Make list of key needs that must be met by new office space 2 Chief Relocation Officer
4| Indentify potential office sites 5 3 Chief Relocation Officer
5|Make final decision on office space 2 4 Chief Relocation Officer
6|Finalize lease on office space 10 5 Chief Relocation Officer
7|Indentify major improvement needs 6 6 Office Manager
8| Obtain estimates from contractors for improvement 5 7 Office Manager
|___9lldentify Cost for new office (Chairs, Desks Equipment) 3 5 Chief Relocation Officer
10| Hire contractors for improvement 2 8 Office Manager
11| Obtain necessary permits 7 10 Chief Relocation Officer
12| Oder new phone number 1 6 Telecommunications administrator
13| Communicate to employees 5 6 Chief Relocation Officer
14| First Stage Complete 0 3to 13
15| Second Stage
|__16| Assign office space 5 14 Office Manager
17| Order chairs 1 16 Office Manager
18| Order desks 1 16 Office Manager
19|Order nessary fumiture 1 16 Office Manager
20| Order computers 1 16 Network support manager
21| Evaluate server room 2 16 Network support manager
22| Evaluate computer networking needs 2 16 Network support manager
23| Order Internet connections 1 22 Network support manager
24| Arrange internal maintenance service 1 18 Environmental engineer
25| Arrange external maintenance service 1 18 Environmental engineer
26| Arrange cleaning service 1 18 Office Manager
|__27|Second Stage Complete 0 16 to 26
28| Third & Final Stage
29| Order Security system 1 27 Office Manager
30| Arrange for beverage services 1 27 Office Manager
31| Install Phone lines 1 27 Local Phone Company
32| Install Phone System 4 31 Telecommunications administrator
33| Assign new phone numbers and extension 2 32 Telecommunications administrator
34| Order new letter heads and envelops 1 27 Office Manager
35| Order new business cards 1 27 Office Manager
36| Repair new office 1 27 Environmental engineer
37| Clean new office 1 36 Cleaning Service
38| Create new office extension directory 1 33 Telecommunications administrator
39 Setup furniture, desk and chair at new office 1 37 Office Manager
40] Install computers at new office 1 39 Network support manager
41| Install networking at new office 3 40 Network support manager
42| Schedule Phone training 1 38 Telecommunications administrator
43| Install security system 2 27 Office Manager
44| Schedule security training 1 43 Office Manager
45| Final Stage Complete 0 29 to 44
46| New Office Setup Project Complete 0

BUR Ywol-l Setup New office project | =8l dloisSlL (stage) H[ dSAl gapii
ALl B. BUR Yol Task ID A Task Name Ui 5L S sc4L & d-{l el auaml

Sardar Patel Institute of Public Administration, Ahmedabad
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Al 8. d usl Duration Hi d €35 st Seal (EdAH YU 2 d-L [Eal Al
®. A ugl Predecssors ALUAM LRl B. Project ERULL AYS st project Alel %
A oS wA. usl wys siil As 5 ool skl R wakld Sl 8. dy Wl
Predecssors H[ Task ID A Task Name Hi s2L SERUL $al4L © -l €L Al 2dl
®. d ugl Duration M d €3 st Sedl [Eaumi YR 21 Al [EdAl 2al 8. d
ugl Predecssors AMAM] ALl 8. Project €% Auys sl As § ol sl w2
AR ela 8. d% UHISL Predecssors i Task ID ALUAML AlRAL . ded USHL
A Task ID o st %l Y3 a2l R usl A Predecssors -l Row i 2ldg Task 3
A AS B,

A% WHIQL Resource Name Ui €25 sl 58 st Aelal 83 A6 5 58 doq
SRL saABL A A saladdi W 8.

(1 Task Entry :

GuR elddl Table M[ &L task -l el entry task name MI $AMI A1d
8. %R taskname -l entry s 21 Aed task ID automatic tidl s A
Duration Hi 1 day ? €2{d9l. AluelM IULL Project £RU SUL task Sl & d-l
% entry SAML Ald B,

[ Mhicoosadi Preject - KEW OFFICE = |||
GHAT Pl B e st Rt ook Bt Collsboode Wandes  Hel g amty Ll
gl AR SR I hahul .38

o | oo <o - B romlE T |
3 0 W T

0 [Tmt b Taambon

oo
Frd Stage 1w
Hiakw ik of kny neede sl 1T
ety pobs e ateoe A 1 dan
Mk fnel dectmion on oifs 1 duy T
Finulics maca on atics m 1 day™
Wby ey e 1 QT
Stam weieatrs byl 1 denT

| & % 4 =

] g 37, W b e iR, &
M TRITT TR IS TN [P T IF (5 M T TF (5 (2 (1T

z4d
)
3

P S S
EEEESEENSEENEEEEEEER

HEE contratoi b g 1 denT
OhimnneceriNy pereds | 1T
Odar rwww phons rurber 1T
Coaaanate Wit 1 daT
Firsth Thage Conplels 1 w7
Sacord age 1T
ES5N 0RB0E fpRe 1087
Dy phay 1 dan T
Order dexkx 1dmsT
e B NATEE 1 gt
e COMReT 1087

CRE R R R |

==
il

B 13 FEOETT 3 rMorcitExcnl...

el Alel Al ol Gantt chart Ul UL d {3 Chart o-idl %2l.
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1 Applying Indent :

Project i A5 sl 518 sl Uel sl el . Ao uHIdl Atel ~AvL Stage
Ywt sl d3LE QA Al 8. A d usl-l sl d-t et sl @iy dani il
8. ALl ¥ sl Vel sl ddld Adll sl dA select 53 format toolbar Hi Indent
B -l button UR sls $cli d-l indent set 28 12 ©. %l ¢@dell wlel indent set
53 Outdent +48 U click $clM[ Ald ©. A&l First stage, Second Stage 1+ Final
Stage U&l-L Sl d BUR indent set 53e ®. A d-l graphical effect Gantt chart
Ul el sglal qul.

BB Wicrassdi Projeci - MEW OFFICE

] pe EM e Fout Fovel Tods Broed Coldoret  Sode e il -
R RATE N AW T o AN NEn 8 e S VL A =0 A= 81 |
= P Soar | el + 6 l[m]e x [RE]E | sivea = B esa] s v @
& Tenk hawe T BRG] TR o TSeps, e B, =
CIRRC S LN TR AL LTS TR S SEA TR L LRI L TE)

1 D-sﬁmmuu‘m 1 day? -y -
z = P Stage 1l r—y
3 ks B 1 By T an (]
i Iewicriity potrbal of day =
[ Waba irasidecaone 1 dae? m
E Frass aice an ol =
T KRR S5 B [t m
(] Cbisin axbrades a1 dey =
(] Einrditp ol for e 1 day ™
1 Hes Conaokes 1 day ]
" ChbE reesssiy B 1 b =
12 gy ey phana 1 iy =
ia Cawmnicele 1 BT 1 dwg? Ed
14 Fol S Conpiste 1 day? m
13 = Gedinyl g Tt Lol
L] Aazigriates ms 1 dwy? =
i ey e 1 dwe? [ ]
12 r sk 1k [=]]
12 N A RS 1 Y =

n Chdar canpulers 1 dwy? | '5

(1  Sitting a Predcessors :

Prodecessors A2 AL sl W2 s sl edld 8. d Ashl 5. F 2w
AW A4%RAL. Predecessors set sdldl &L Jld 8. & A Yo 8.

Ad-1 : Predecessors -l column Y[ direct % task [ predecessors ludl €l
d type 831 Aluidlell predecessors set 28 1A 8. A d SLAL dA link 21 912U B,

Ad-2 : ¥ Yo s & Aelt A select $A. QAUROULE Al UR AHLEU
sl Ctrl press 53 select $?1. AUROUE standard toolbar ¥{ GO link Tasks -l
button U S¢lls Scl L ol task dA link 21 1A ©. %l link wlél il Sl
dl dv unlink $dl dl ol lddl Unlink task button U2 sels 5. Link
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AUl % Predecessors -l column H[ automatic d Task ID <sldl MW & A Ul
VAR Gantt chart Ul AR Ad wuUd d &, el sAL task -l link sAL task 1S
8. d »su2ll AT A4y ASIA O.

B el 15 WA W IR

(1 Set The Duration :

sd €35 task enter sAl, URClLE indent set sAL A predecessors set sAolle
d task 1 YRL 2ldl 5eell AU AL A A5l s US ©. Aed ¥ task duration set
52dl U3 ©. A&l task duration Minutes / Hours / Days / Weeks / Months [ enter
53| ASLA B. Microsoft Project Hi default duration i days set 36l €9l. Aed USdL
duration AM[ enter 52l &. d -5l saAL e 1A Yol changes option il

dialogbox H[ $dl U3 8.

Step-1 : Tools Menu = option = Schedule option select 829;.

Step-2 : AM( duration is entered
in : -l dropdown list M[ S¢lls §31 AU
option select $2l.

Step-3 : URoileA duration -
default furetion ol-lddl Ml set as
default il button UR S€l$ il d default
duration set 218 9. RURCILE
UR sdls 529. A&l New Office L example
Y{ duration days Hi set $3dl ®.

rl Ll |
L J.ala
+el e

R UL R SRR e Y B
Wz ok moRass
A TEEry | TR

I T R S L ]

[P I E RN

federenaen: TR |
- - o

wacd

(m
co
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QUReLE duration column M{ duration enter $AM{ A ©. Duration enter
$2dl A task -l task -l start #1 finish columns [ Date automatic set 2l& °s9l.
eldl Start 27 Finish column -\ date set $2cl( Duration automatic set 218 1 &.

1 Assinging a Milestones :

Milestones L L€l checkpoints d3ls usl uwdid wld . Milestones A
project i R {2l ¥ SO dioll dotssl Yl el R YsAiMl Ad 8. U A&
NEW OFFICE -l project < 3 stage H[ d.&AAM[ ALl B. A Yol sl AR AR
u&dl stage, olll stage ¥ (%l stage Y2l 22l Ae@ A&l milestones set SAML ALl
. Milestones set $dl Hl& % task - miliestones 3% set 5dl €l d task -l
duration box i 0 () Zero type $cli d miliestone d3l% set 218 1A &. &l
New office project [ first stage complete -l duration box 0 zero type $3d ®. %
miliestone g2ld ©.

UM, New office Hi A1UE) task duration enter S2ctl A Yyt screen sldl
Hul 8.

B WrrecaliGrajr MORECKT
SR Ll e Beal Paa Ta. aod Oodad ke A Haares G ows Sl
H R I L T e S B T TICTR. - R B N o |
P o g T S - R ST o LOINT - w !1 .|n....-.- e B
N
u [ 1 - m 1% =M 1 LT LR sl -
EIT I I 53 I (I I
S LE e ik Kdwr SEATA NLNE
RET TR _—

Mea ELen
S JICI0B| Ly REW !
Pl PO v WG -
s Mhadel AC) wer X120 2
1 Mhaire s Theoaz WO

Tiude AL A -
T

v FCTRTT :
crr PHCME Lu f0ME
Er Ry et e I
s M| oM
Tl TR v WX C
| e T T I H L
T T e B R e
ks Te DS a2 W 0o =omar o
:oTe 0a0E| Tulaz e _——
s Tw OrME| TadIE AZ
: Tw Or D] Tl 4D
o W Orwl| Tl 4D | =
o] le v

BuR ealdd) screen M Duration enter Scll Setup New office project §d $edl
(Eat A, d HUSAL MUl B, AL Buid d-l starting date : 20/18/2006 &. %
AU set Sl ULl duration enter Sl project -l finish date 3/11/06 °sldl MUl
®. AWM duration enter $cll Gantt chart U8l cl3lul Yool set 28 2 A AL
milestone set 5L €3 Ul symbol Sldl HUl 8. d-l UR pointer 48 sl d milestone
® dg eald 8.
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(1 Define a Resources :

€35 project M[ SM $cl M1 HMIQLRAL, Ao, Aleld A2, Al %32 us 8.
% Resource 5¢ ©. Resource d22 project 23 $cl AL efl. Fell project Hi
resources Sldl %33 ©. d IS resources create $dL US &. ¥ Hl2-l steps -l
YroL 8.

Step : View Menu = Resource Sheet U2 s¢{ls $cll Resource sheet ldl Hul
8. %l columns | AHYA A Yool 8.

(d Resource ID :

%4 FH Resource <l entry $AUM[ Ald &. d™ d™ Resource ID automatic
assign 28 1A 9.

(1 Indicator :

Resources create S U&l resources assign $cUML dld 8. 5l SIS resources
dellR USdl assign 2l %12 dl d 12 A&l Indicator Hi <i» L sign oldld &. u&l
sl notes add 5l Sla dl d add $3 ASA O,

(1 Resource Name :

A&l Resources -l UM add SAUML 1A 8. Resource -l M add $dl L2
Resource name column i click 53\ resource :jl M type Sdl d resource add L&
2L 8. Resource dil3 51O UL, AL & Aled 420 S A5, FU3 building A color
sdll €l dl d I+l resources i3} Painter, Colour, Brush 493 d& AslL &.

d  Type :
A&l Resource Al type S5l 3L AslA . Sl ol option AL O.
(1) Work : 1 resource d3l5 519 st €l dl work select sRAMI A1d B.

(ii) Material : %l resource diil% 2=l § A4 AM2AL €lA dl type dil¥
material set §3| ASA O.

(d Material Lable :

%l type di3l% material select 52 Sl dl d 3l sl (Aol BUS company
A ¥l [Adld material lable Hi type 53 aslA O.

e [Initials : A€l 518 initials type Sl Sl dl 53 ASRL. &l dl default dil5
resource name -l USEl &R Initials d3l% @ &. FU5 painter resource 1A
d\l initial P 2ll.
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]

Group : &l Resources o group create 53¢ Sl dl d $30 AsL B.

Max. Units : Sl resource GUAMI AdMI Alddl4l B d-l Hle maximum
unit set 531 ASEL O. Max units A[E percentage [ set 53 ASRL O,

Std. Rate : &l sl worker tlclcll €l Baldl AL ALS2Ll dladMi el el
dl ddl selts UHISLL charge $edl 2@ d set sAUML Ald 8. &l stardard
rate working hours YRl % Sld 8. ¥ AMLA Ild 8 sdls Sl O.

Ovt. Rate : A&l ¥ Resources H[ worker & [l standard rate % S€ls WMISL
set SRAM[ ALl 8. Standard rate working hours 2@ § 8 sdls YRl %
AlRd Sl 8. %l QRolle dalR S SAML AL d Overtime Ui 2Ll
ald 8. d HI AU[E Overtime -l S6lls UMICLAL Rate set ScAM[ Ald O.

Cost / Use : %l resource i std.Rate & Out.Rate apply L 2ldl Sla dl U Cost/
Use -l GULaL 2l 8. wys sl 5 2ol 5 worker 1 ssl sal wdl AlssAy
25 Ysaaldl el 8. dl d ML L field L BURALIL 2l B. A& % ALS5A AHY)
Ysadl saldl sla 8. d 84 A& type RAML w1 B.

Accrue At : 28| resource W1 Ysadldl 54 58 A Yssaldl & d set sAML
AL B, F UL ~ABL options ALUAL Sl 8. ¥ {2 Yol B. Fulell 2192 option
select 529

(i) Start : Resource -l GUALL Al AAlddldl ALl % Al sH-Al Ysadl
sMl Alddl el L 2L option select 529,

(ii) Prorated : Resource -l GULoL &(RL sl %4 complete 2ld ¥d Sl dx
adl ysaell saldl el dl AL option select sRAML Ald 8.

(iii) End : Resource «{l 254l Ysasll dd sl udl L ugl sealdl el dl
AL option select SRAM[ dd 8.

Base Calender :

L field Ul resource 1 52l calendar Yool GUALML Adldl & d 55l sRAML

AUld B, %l resource L UALL 24 5ALS 2ldldl Sl cdl 24 hours select S2AM{ A
8. %l Resource il GUALIL HIot At YRl % 2lali-l el [EdA d SPHL viLadi-l efl
ol 2l Night shift option select 52¢. A% ULl standard calendar select 53¢ €l
dl d 83l ASA A %l project WL special calendar create $3 €l d calendar usL
A&l select 31 ASIA B,

288
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Setup New office 2+l resource sheet <l Hi[&dl (1A Yo &.

1D Resource Name Type | Max. Unit| Std. Ra |Ovt. Ra| Cost/Use|Accure At| Base Cal.
1] Chief Relocation Officer Work 600% 0 0 20000]|Prorated |New Office
2|Office Manager Work 400% 0 0 25000 Prorated |New Office
3| Telecommunications administrator |Work 200% 0 0 8000| Prorated [New Office
4|Network support manager Work 300% 0 0 9000|Prorated [New Office
5|Environmental engineer Work 100% 0 0 6000|Prorated [New Office
6|Local Phone Company Work 100% 0 0 3000] Start New Office
7|Cleaning Service Work 100% 140 100 End New Office

Gur-l Resource {l “i&dlHi enter s2dll {IA Yol resource sheet wlal Hul.

T Mscronadn Pichest - MEW OF FICE

TV B i e (s Foree [eok fofdt Dbt ndes b LR
ERR T I T M R e e -8 § L 3.8
] fe Shvn | Biad -8 iR 5 O imEE arsseo 5 i_‘|ruu-: N | Tk H
8 P M C[Oype Usidd et Groap e by TdPfes | csbPRee | Coilbe kel A
B
i e Bl Fiak 5 BOOR MaJO0dr T3 000A o 00000 Frmend
1 & [ P Wark o e g S - Ry T T e
1 Teszoarancsioar amdimer o r i00s,  Rxddiey  tedddar Peddid fraed
L [ R Lo o WrE  EJody 00y MO0l Frarsded
5 | L ] WL E T B R L
LrdFmx Cunor Fiak - 100%;  FaJ0Mr, Y0004 P 300000 Bl
: [ ——— Wik i3 D 100% Ap 41008y Fed D000 ArO0 Ead

d  Assigning the Resources :

Resource sheet [ resource create s d 42l cost uaL apply 531 sLEl RURolLE
d resource UL SHML AAML ALAA A A5l 54 US ©. % Assign Resource $& 8.
Resource create SA[CLLE SAL resource $AL task Hi Secll WHIRMI GUALMI Al
AL A 85l $2¢ U3 &. L UL standard toolbar Ui & Assign Resource -l button
YR sells s2dl d assign resource j, dialogbox open 2l12L 8. Steps to assign resources :

Step-1 : % task IS resourse assign $dl Sl dl task select 52\. il HIS Gantt
chart view On $2dl.

Step-2 : URGLLE Assign Resource -l button U2 s¢ils sl {1 Yot Assign
resource :jl dialog box aldl HUl ©.
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Assign Resources |:)_(|
Task: Make list of key needs that must be met by new office space
__-L] Resource list options -
Resources from NEW OFFICE - -
(%l s0% [
e o
| |ResourceMame  R/D |Units
| | Chief Relocation Officer 50 e —

| Clearing Service |

| Environmental engineer
| Local Phone Company

| Metwork support manag

| | Office Manager | _EEE___]
| Telecanmunications adi |

= | Clase

| Help

Hold daven Ctrl and click ko select multiple resources

Step-3 : GU2-L dialog box i resource name i % resource assign $dl €l
d select 529, Units i Sedl esl GuAloMi Adl 8. d select 53l

button U? sells $31 button U2 5Ells $cli Resource assign 2L8) %3l

Step New office -l project M[ Sl task « 5L Resource Assign 2l d-{l HU[&dl
Alell ALMWAL SlesHl AUAL ©. d WMLl resources assign SA[oUE Gantt chart view

U[ Resource name Y[ d resource g - ldl W2, €5 task {l ol resource
name ldl Wl 8. ROUE Tracking Gantt chart [ view [ % chart dld 3Ll

gUL dl AR Critical path §& ®. % Adl Hecdl SlA B.

i

BEFETEREIFET WA TCET Sty W T e o8 - 1 |
R N L e s oo mli e +.il llu-uh--ll--ﬁ-
Tm e

T Chy 1T =l =
L TR BRI

¥

i ] o vy e
E Bl g
] ES FISTRARIE FUS

e
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%l A 518 resource  allocation d€llR USd 213 €l dl resource sheet { click
sdi d resource -\ record Alel 32l ¢lcdld & ¥ indicate A indicator UBL §? ©.

AT e e e e forw Imk B e ke
LI e ™ T N B WO AR a UL
T de = ol £ xln E R e

3 | YanrHes Tar il ke (g das (kds P Fale | G Rk Faadbre

1 ; il Rl ol 04 L = < [ T T R T T ST T, T O P

a Wy P 34 el B L SR RO R e
e el O e e e T K% RalDesy  Fud0ibe Sl 000 et
i e ¢ e | e ek L 0% aDBsy Faliibe Mo SO0 00000 Srovetec

= b Brtcessns §agnas Ty A, Fma e Epdshty e i e beasmed

L Low Pharc Compary Mk L XN Ao Frldhr P 3000000 Do

] ot F

TE% R | 0NN Fa 1000 LEL o BT

1]
Faus

(d Notes :

%L 1S task 4l §65 e ysdl €lA ¥ 51§ comment Y5l S1A dl d MS-Project
U Notes Ll 2cA3UML YsAUML A &, % task UR note y5<l €l d task GUR double
click $cll summary task Information 4 dialog box %sldl MUl &. %4i Notes option
select Socti A open 2l B. A&l ¥ 58 notes Yscll sla d Y5l wsA 8. A& A
formatting, Alignment i~ bullets UL apply $3| ASIA . AURCLLE U2
sels S2cll note apply 28 1L &. A ¥ task U[ note Atldl €l d-ll indicator Hi
Uil note -l symbol €ld &. A d-l UR pointer AUl d note ldl UL &.

fummasy Task |Information

Gereral | Predecesswy | Reswrces | avenosd totes | Cushom ek
persa: - [Set U Hews e Quien: [ o T
sy
BCOEED
EXAMPLE OF NOTES

. Microsoft Project (s & wondedul prograrm.

_ e | [ ] e
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1 Compressing the Timescale :

AL project L chart AsALl A ASLAL tell. Foll dHi 2&dL Timescale
AL sclell Aed ¥ compress sdlell Al Chart Ui €35 task -l graphically
overview »su2ll d¢ aAsRL . MS Project Hi zoom -l M€€2ll Timescale A compress
s3L ASL B. S| zoom Ui timescale 1 compress Scl €L %EL timescale AUl
8. BU5 1 week, 2 week, 1 month, 3 months, selected task, entire project ¥dl time
scale option select 3l UR sells sl d timescale MMIQL chart compress
af A B.

Steps to apply Zoom :
1. View Menu = Zoom U2 $dls $2dll zoom < dialog box open 23l
2. el 2o timescale option select 3L YR click $2di d View

U chart %19 2sld ®. Entire project timescale o example Setup New
office project Ul 1A Yo B,

Mlcresole Preject - new Base Bae exzmple

i pa gt e Jumt Foeet Jok  Poc golsbords  Wnde el s -
Ll id S 8% A a3 A e JEe || e zlsa g el
| oo o= shows | Al =t -[Blr U EE AT - il.nmxw;]m l
0 [Tt Haa Dursbon | [Ag 13,00 |Aug oy, DE [Sapi00n |ssp, 08 ocino0n [Oci3dmn .N-.r.f.ﬂ
1 o TANrTIs WIS ITINIP [T iSiwISITINIr [T /S |W[s]T
1l Sed Up Baw G Mo 2 " ] :
2 = Fioa Sage days B w >
] Biukm bt ol by ram. Zdwpz | T b e
‘ iy palend o Gaaps) & Chimd oificar
B Flsks fnal cecaionc.  Tdeps
E Finine iseon off 100daps
T indanity g mpr Bdmn
e Obmn st Gds g
iy e 10 e eL
il e candraciare o Sdwen A
" v na0sssarE 14 T oaps Chisd Ralecation tHiicar
12 Oder rawpham . 14np [ Tai stisng stou
12 Corwanma b ene Goap -r-n—-n-huu{nw
11 Fro Shiga Conpiels Dedayr SRl
15 SECT o TR (e
s Arngn oifextpeca;  Sdwym T [ FENRET
T ek b iaw T i Marisgen
E] Circhr caakr Tdap T i i Iy g
13 N reg oy hEe 1w T S i s g
2 Order CoTguie T Tdwp, T
|

PR EN SUBPET I'I'IIEI

FU[ Ul Chart compress 20§ ORI UL AL Project -l overview 18
ASIAL 8.
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‘4 Estimate of the Project :

Project planning L8 UL ¢lLe L AL Aeld VRl Sedl d1d. d el Sl
dl d MS Project Hi llswvll sl .

AL UL steps A Yool 8.
Step-1 : Project Menu > Project information U2 sdls $2d.

Step-2 : %2l project information dialogbox %ldl HW &. qui Statistics button
R sdls soq. el AlA Yool Project Statistics o dialog box sldl MWl 8. Au(
Project 2{3l-l statistics el ASRL &. FH ¥ project -l duration 52ell & d (Edu(
A sALSUL Bl HUL & A UL d-ll cost Secll ddd d vl eld ©. 1 Project
A3 28 A A %L tracking SRAML AL L el AU A S Fedl est Yol 213y
8. d ugl gald 8.

Project Statistics for 'NEW OFFICE' X
Skart Finish
Current Sun 8/20/08 Fri 11/3/06
Baseline A [
Actual A Ma
Watiance 0d 0d
Duration Wark Cost
Current S6d 704h Rs.6351,120.00
Baseline 0d? 0h Rs.0.00
Actual od Oh Rs.0.00
Remaining S6d 704h Rs.631,120.00
i Percent complete;
Duration: 0% Work: 0%

d  Tracking the Project :

Project planning 2L& 1AL Y&l Project A3 $cAMi Ald 8. RUI Project M FH
AP A8l 2L dX dH Ms Project B FH AW déldl 1L d4 A4 Ms Project
4 Plan @l Project Atel ALl AL 8. AL A ASA B & Project o s
Planning 3ot Al 8 § »sul A 8 5 €y A1d . d 3L L 455l sul Yot
% & % dell (L B. UM, VULUL Project 1 track 3L ASLRL & A RURCLE %L Project
455l sAL sl el ol Al L dl d »sUl ol st deldl plan SUEL
sRUA delay el 3L 2ASA O. M Uil Project A starting date 2l @& End date
Yell track 53 AsA B,
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]

8.

Project Track Sl auid dlAdl 3eals AcEl-dl AUyl :

>

Current Schedule : current schedule ¥e@ sldMi sRAML Alddl sl %
AL AM2 planning duld -Assl $AML ARl 8. Current Schedule i
d AMA YRdl WAL el ddR el asia .

Baseline schedule : Baseline Schedule set $2di Project -l 23lctell ic
Yell-L €25 stA-L AH, resource vl AR ¥ planning AUd enter SAML
AUlA & d-l As Preserve copy. %l i Project €L Ms Project Hi JelIRL
delRl $A dl d-l AAR Baseline U2 uSdl efl. A% UHI Baseline H[
Project Planning $2cll duld % setting UM ALRAL S d-il Ao e
®. Baseline - Project Planning Y lcl{ -l clRcl(AsclHl Project 3 2Ll
y&dl apply S2aM( 2ud 9.

Variances : Variances 2 Baseline Schedule < current schedule % ¢ilE
sl BgMAdl dslad 8. Variances dq %eUd 8. ¥ task 12 ¥ Project
U2 WRUR value (A2 Baseline) ¢ set sRclMl Al sl Al vRuUR
Project (current schedule) €31 d o{d i Y changes 2l 8. d
cald ®.

Actual fields : Project Alg, Sl d €11 dAxi aldi s, walxl-l,
% resources ¥4l HU[EdlA acrual fields Hi enter sRdM{ 3Ud &. Actual
field Ui enter 53¢l value current schedule M automatic update 2L¢ 212l .

A% UM current schedule M{2ll Baseline A ¢lle Sl sAL field [ sl
Variances Wl & A~ Actual @ ¥ & Al UU&dl {lA-AL Table uRefl Andl st

Tracking duld L HUSAl UMD AWMl A . %L Variance =L Ad

dl Prject plan el AHANMUHL A [RaBld vHi Asundl yds yel a1l awuRL.
%l Variance [ Positive 254 A dl task lefRld AHA & w2l sdl qaR w5
AMA task UR 20l & AM sSl ASlA. A SIS variance negative (Ae@ minus) Hi
AU dl d task Al Wl RaBld A4 deldl Wl sdl el A4 At wAHE Yol
2y . AW sl AslA.

J

A& excel o vairiance o table Y59
Setup A Baseline :

Project o tracking 3 $cll U&dl Project -+l Baseline H[ save $dl U3 &,

QUROILE Project U[ SIS changes $cM[ 1A dl d-l AR Baseline BUR tall usdl.
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1 Step To

Step 1 : Tools Menu = Tracking > Save Baseline U? click $2cli save baseline

Save Baseline :

A yesotd dialog box ldl Hul B.

Step 2 : A Save Baseline Option select 53| OK UR click 529 culReile $3lell

save baseline option select $3l Bu? sdls 829,;.

Save Baseline

X

£ Save interim plan

1

Far:
{+" Entire project
™ Selecked basks

I~ o4l
[T e

Help IT'

d
[

|

[d Clear Baseline :

A5 quid Project L Baseline save sal uedl ol d Alstwdl Sl dl dA clear

Baseline command 2{l {lsvil asil &. d -l step 1A Yol B.

Step 1 : Tools Menu = Tracking = Clear Baseline GUR click $2dll I Yot

dialog box open 2l9l.

Clear Baseline

& Clear baseline plan IBaseIine {last saved on Mon §/21/06)

" Clear interim plan | ka1 fFinish

For {* Enfire project (" Selected tasks

Cancel

]

Step 2 :
Baseline

o

dH( clear Baseline plan option select 3l UR sells sl

current Project Yioll remove 2§ ¥3l.
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Tracking for Update a Task :

Step 1 : ¥4 ¥l task 4 sl A3 2l A Bed ysl ol A ded d task
1 update 53¢ uS ®. Fell Jedl task yul 2lal Jedl AR O A Sedl A3
sl ousl & A el sl V. Task update $dlL steps A Yool &, %
task 1 update 53¢ & cursor d task GU2 RAvil.

Step 2 : Tool Menu = Tracking = Update Task UR click $2cl {2 Yot
update Task o dialog box *sldl HUWl &.

Plagen |mfr{wlmmd¥wltha--;be:ds.lql.-‘pw Chpnbions |3
F= - ||:':"%-"L|J drchd ;[ T Beernge (3 T

Lt 0
St ledm
Fnizhi IF||'9|'I;'Ih

otz | [ o ] comcd

3
e I 1T T - T O 3 )

7 OIE 18 M oH X 23
e B - A R - -

== e ]

Step 3 : Dialog Box M[ 1WAl fields U[ 2192 option Al An%dl urell
select $2dl.

o

o
o
w

Name : 2L field 4{ % task - update Sl &. d M oldld ©.
Duration : L field 2 task dedl (Bl Yo seald 8. d eald .
% Complete : 2L field M{ task 52cl esl Y 21y d select sAM Al B.

Actual Dur : Task d diRddls project Ml Y3l 2ldl el [l el d A&l
set sl €l B.

Remaining Dur : Task %L1 {2ct: Yo 21 Sl AR d task 1 Y2 s2al
Fedl [ ollsl € & d A& select sl SlA 8. %l task 100% Y
2 o1 dl A[E 0 days select saAUM A B,

Start : 21 field “[ current start H{ task 58 W A3 alg BLTA. A cldlu
calddl €l ©. AR Actual Start I task dlRc[ds Prject U[ 58 dRlu
A3 SAAML ALY A clFuL set sAUML AR A ALl set SRAHL AL &.

Finish : i field { current Finish Start i task $8 SN yel a1g
A, d v alddl sl ®. AR Actual Finish Hi Task dldl(ds
Project Hi 8 R Y&l 21 d diFlW set sRaMi A 8.
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J

Step-4 : % task ¥{3 518 notes 35l €l cll Notes Button U? click 3\ Notes
add s31 AslA B.

Step-5 : dlUdL Fields M A1 options set §3L YR click s2cli task
update 2§ 1L ©. ¥ task update 2 %A ® dA Giantt chart view Hi
Indicator i 3 sign oldld . d-l el 2ld & A Task A update S| AluicliMi
AHlell 8. % task update 218 21 ® d chart Ui black line g2ld 8.

Entering Work Amounts for Each Resources :

Task update [ olle Resources Automatic update 218 %, ud A& Ul

working hours 8 SELS AL ©. Fell SLE task L AHAVL 1 [EdA daRal
dl d 8 sels ddl A AR VRURHL AG UL 28 AF § AHA Sl 1 § 2 sels daR
dlotl Sl 8. dl GlLSl-L 6 SELS e ALRLRLL &. L2l %L 518 resources (| work amount
set 5l Sl dl d usl 531 AslA . U (& setup New Office Project Ui Install
networking at new office working hour €cil U& dl2c{ds Project Ui il task 34 SALS
U[ YL 2Ll ULl update task H{ Actual Duration H[ cll 5 Days enter 2L12L A2@ 40 SIS
AL dsldd Yeurdl 1S Resources -l work amount enter $2cfl & il steps (12 Yxot 8.

o

oa

Step-1 : 2l WM ¥ task -l working hour enter 52l ® dA select $3L.

Step-2 : View Menu = More View = Task entry select 53| Apply U2 Sclls $dll
task entry <l cascade screen open 2l3l.

Step-3 : cascade entry Hi SIS ugl field M[ sclls 3.

Step-4 : QlRolle Format Menu = Details = Resource work UR 5¢lls sdl( (12
yoso{l screen wlal HUL 8.

TLIEE BN e P bpas (e Sesd (e g S OCE]
dod il 3 E -} il 1 |
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AUl ¥ YURL saAL sld d s3I ASL B, ARelle oflal S task Ul ULl
Resource | work amount YelRdl sl dl Gantt Chart Ul g d task select $3
{12 Resource work [ amount change $3 slA .

Entering Actual Costs :

¥4 Task update s2dlefl costs update 218 %12 ©. UIG AYS AUd Ag oA 5
SIS task Ui @Al sl a4 Wl aldl Sl 8. dl AL efldl ¥ dHR actual cost
change 52l US ®. ¥ § AW %Al example 4%l install network at new office
AL task H{ AHA 4Rl 52l ael? alatell Wl ugL defl o 8. dell o M2 actual cost
Jardl u3 8. % e A Yool steps 48 ASLAL.

Step-1 : % task -l actual cost enter 2l & dA BUR cursor AUl

Step-2 : View Menu = More View = Task entry select 53 Apply U2 Sells $dli
Cascade window open 2.9l

Step-3 : cascade window i Sl& ugl field ¥{ cursor 2Avil.

Step-4 : RURClLE Format Menu = Details = Resource cost BU? Sells sdll -l
Y¥ol cascade window open 219l

B iireazlE Projest - HEW OF FICE
ok e mm pel tomd ok Boek Goldbondy Mo teo oo prciny b AN
L R s Y N Bl Ll mt EaTen Y |
i ol e
Fuc. LE 0000
T, W Tmka TR Ran 77, O B Eop 0% -
e iy FTF TS BT T W TTIF TS W LF P T TFTE (S U T ERT [T 1S T T M
"o Lrhdb P R @ ey Rie
o i ba b Tiey T
L s I T 1oy .
R azees T
CIn SowssmfonaTe  for T
[T THMIESINY T e
R ScwddmrsartyT  Tdre T
- I Sl Edaws ool uey| Th
L Wam OifceSoofos  Tdre r]
& =il £
tir: [ airenvaio o we Ooe Curmiore [+0a0 4 I Gt chian le
g [rimime | mee [P | o [roiee 3 momees [EE S
o | Pmunchac Ly Cr PoohnCol | ALT | RowOnl -
1 | Mok oot marage 100% vosmmy | meaoeepliEem] e
Hawy i
A start B o0 § urdtior - Fand L ERR - R L

GuR-l screen -l example Ui Neellld (Bud 9000 3UlRAL Scl UBL AHU dldli
d uRl wRuR wRl 15000 3Wlal 2Rl sdl. AR ¥ task <l actual cost YURAL sl
d-l uR sells s3 Alell actual cost Hi sells s3L Yaudl Asi 8.
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‘4 Analyzing Progress :

Project planning sl olle Project tracking $cMi{ A &. Project LR
ARA(ASAHL YRL &S %1 RURGLULE Project tracking o sl UBl Yo el 8. QURALE
Project il Progress %ldl Sl cll %18 AsL 8. AUl SRIEM & § sl d il
ASIRAL B. WAL AL USRAL reports UBL A ASRL &. A d-l Printout Ul 4

AslA B,

1 Project Statistics :

Project -l current statistics sldlell project :jl analysis (Y22L528L) 530 sl O,
statistics ldl Hie-l steps (1A Yyl 8.

Step-1 : Project Menu = Project Information U2 sells $2cli Project Information
d dialog box open 2l 8.

Step-2 : dialog box Y[ statistics button UR s€ls sdl {lA Y-l Project
Statistics 4 dialog box %ldl 4Vl ®. 2 Project -l statistics L8 sl & A
dd analysis uel $3 AslL B.

Project Statistics for ‘NEW OFFICE

Duration:

Percent complete:

b

Whark:

9%

Stark Finish
Current Maon &/21/06 Tue 10/24/06
Baseline Sun &/20/06 Tue 10/24/06
Actual Man &/21/06 A
Yariance od od
Duration Whark Cost
Current 4ad Ga5h Rs.540,220.00
Baseline 4ad 656h R=.631,120.00
Actual 47, 44d 657h Rs.534, 220,00
Remaining 0.56d sh Rs.6,000,00

(1 Reports :

Ms Project H[ Ae2l AL USR-L Reports 18 A print ULl Alsivil st .
Al AL AL USRL YU UL Reports AHLAAL 8. d 3L AHYcdl Anddl usdl

Reports flall Rt vl adal. & A yoo 3.
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Step-1 : View Menu = Reports UR 5¢lls $2dll Reports o 12 W18l dialog box
Bl HUL 8.

Reports [g|
bbb
EF{C\\I Close
Overview, ., Current Activikies..,

Assignments. .. orkload. .. Custom. ..

Step-2 : Report dialog box {2fl 192 report option select $cli d report

dialog box ldl W 8. €l.dl., Overview select $cll {12 Yol o dialog box
sldl YUl 8.

Overview Reports

B
e |

Edt...

Close J

Project Summary Top-Level Tasks Critical Tasks

Milestones Working Days

Step-3 : 19U report select 53l WR sells sdl d report sldl HUl

8. €l.d. overview report -l dialog box Hi project summary select $31
UR sells sl 1A Yorol project summary il report %18 sl 8. AUl Project

date, Duration, Work, Cost ¢33 %18 sl &. = report -l print Adl €l dl

W sdls s2dll Printout -(lstull 2AslA 8. A w2

sdls $cl report close 531 ASRL O.
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d  Types of Reports :
Ms Project i §6 Ul USRAL reports %ldl YUl 8. -l Auygdl 4l yyot 8.
Overview Reports
Current Activities Report
Costs Report
Assignment Report
Workload Report

Custom Report

[ B © 2 B S * I

1. Overview Report :

AL report M Project A @dldi overview reports -lsivil ASlA ©. FU[ AL
AL WA USLRL report %ldl HUL © BH ¥ Project Summary, Top-level Tasks, Critical
Tasks, Milestone, Working day. 12Ul *%1g example 3 Project summary report
example ©.

2. Current Activities Reports :

UL reportHl ALY activity, AlG - 2AAd activity, task Alg el ddl activity,
¢s AMAHL ALY 2Ll activity, YL 2dd task activity {3\ report %l AslA B.
Unstarted tasks report 4 example {1 Yol %18 aAsA B.
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Mlcreseli Project . HEW OF FICE

Afw| alv] MO B e pit g | pee |

Uredered Taks i o Vsl 100578
HEA CFFRCE

L a Tena B ama Aoz Sam Finish Fregacemme

H v i e e Tibwr oy 1F 20 Bloa WWTAR 10
-] T RS Ll LI R EIL) mn
4 BT A T L] Fomd ¥ - T o AT

3. Cost Report :

AL report U cost L reports B ASRL & A A+l printout 4 ASRA .
%dl % cash flow, Budget, Overbudget Tasks, Overbudget Resources, Earned value.
Over budget resources report o example 1A Yol &,

) Wirrasati Frafecs - HEW CFFICE

ﬂ~|-|'|'| $ﬂ| | Poan S | ral, _I Thza | Hok |
o AL Y I I 4 Wi | RS N
il SRR
L} Arymum e Hawe Cwnl Wi Cusl Vo yu Sy | Gl

1 -] HE1m AuL Kilsaumrnn WAL HE1T A
a Pl p—r—— LT Bl w B mwnn B |
Jawr g la ks Fupo FEde Faiioldi Tips ) Woi T W —_

CEIFT [T Fa L30T AT BT

4. Assignment Report :

L report M Resources A assign ScALML LR B, $UL resources U 53 task
assign 2dg ©. Fl Ul Hil . A[E A AAIL AR USR-L reports B ASLA
®. %1 5 Who Does what (5[ resources ¢ $2 ©.), Who Does what when (5l
resources SAL A1 gjj 5291 ?), To do list, Overlocated Resources. Overlocalted
Resources report :jl example {12 Hryo 8.

Owraicorier Puserann w0t 100300
WO W TED

L (-] Hedalmia: ||aiye Waik

5.  Work load Report :

AL report U resource - Task -l workload {3\ report %18 ASIA &. AL report
Hi o uskR ©. Task usage report A resource usage report. Resource usage report jj
example A yro .
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6. Custom Report :

A&l AL HAIL USRAL report B ASRL &. Custom Rerpot U Sells $cli
custom report B' dialog box <sldl HUL ®. dn[ell 29U reports select 53| priview U2
sdls sdl d report ldl HUL O.
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