
PROJECT SCHEDULE
Using MS Project



Producing the Project Schedule

• Develop work breakdown structure (WBS)
 
• Build a schedule using Gantt chart

• Develop resource requirements and the staffing plan
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Task Definitions
• Critical path:

Is the sequence of connected tasks that cannot be delayed 
without causing the project to be delayed 

• Slack time:
Is that amount of time a task can be delayed without 
delaying the project

• Float:
Another term used to define slack time

• Milestone:
Is a definite completion point that is marked by a specific 
deliverable or event



Creating a Project File
1. Defining the Working Times:

Project – Change working time
2. Defining Tasks:

Double click – Advanced – Mark task as a milestone
3. Sequencing Tasks
4. Creating Resources:

View – Resource Sheet
5. Assigning Resources
6. Printing Reports 



Work Breakdown 
Structure



Entering WBS into MS Project



Gantt Chart



Resource Sheet



Entering Resources for Tasks


