Problem Identification Statement
 In today's corporate world, project management has become a critical to daily operations and expansions into new ventures.  To be an effective project manager, one must not only be conversant with the management methodologies, but also proficient with project management tools.  Microsoft's Project series is arguably the industry standard for these tools.  With the release of Project 2010, many new features have been integrated into the software program.  The purpose of this instruction is to familiarize the learner with how to use the tool to carry out basic project management functions.
Subject Matter Expert (SME)
This instruction was created with the input from Dr. Jo Ellen Moore, PMP, a teacher of Project Management at Southern Illinois University (SIUE).
Goals

Begin a new Project
Define the elements of the project
Create the Project Plan

Establish task dependencies

Enter resources

Generate reports

Save the project file
Learner Analysis
General Characteristics
Adults of any age.

Specific Characteristics
Must have a general understanding of basic project management principles and vocabulary.
Must be able to read and comprehend at an eighth grade level or higher.
Must have access to an internet ready computer and Microsoft Project 2010.

 
 Contextual Analysis
Orienting Context
This instruction is design to provide direction on how to perform basic tasks within Project 2010.  
Instructional Context
This instruction is self-paced using school provided software on personal or university owned computers.  The location of the instruction will be in the home of the learner.  The learner will need at least 3 hours to dedicate to completing the process.
Transfer Context
Upon completion of the course, the learner will be able to transfer the instruction to the proper use of Microsoft Project 2010 in other project management situations.



Task Analysis
I. Begin a new Project

A.  File > New > Blank Project
II. Define the elements of the project
            A.  Set start date


1. Project Information > Start Date


2. WBS > Define Code

            B.  Insert WBS column

1. Right click Task Mode header > Insert Column > WBS


Visual Cue:  The following columns should be visible in the spreadsheet 

                      area: i, WBS, Task Mode, Task Name, Duration, Start, Finish.
III. Create the Project Plan
              A.  Switch to Auto Scheduled mode

              B.  Input Activities, Tasks and Milestones


1. Activities


         a. Enter Activity name ONLY


2. Tasks

                  
         a. Enter Task name


         b. Enter task duration in minutes, hours, days, or weeks


3. Milestones


         a.  Place cursor in Task name field, click Milestone on task bar



b.  Enter Milestone Question, prefacing it with a number, e.g "MS 1: Are 


     we there yet?"


Visual Cue:  Ensure that milestone is at Activity level, not task level.


c. Manually schedule Milestones




i.  Click on task column of the milestone




ii.  Click the down arrow and select Manually Scheduled




iii.  In Start column, enter Milestone date.


Visual Cue:  The program should automatically input date in the Finish 
   
                      column.

IV.  Establish task dependencies
               A. Find "Predecessors" column

               B.  For each task dependent on one or more task, use Predecessors column and enter the                                                                                                       
task ID that must be completed prior to this task starting.
V.  Enter resources
               A.  Define the resources available


1. View > Resource Sheet


2. Enter each resource into a separate row


3. Return to Gantt view


4. Use Resource column to assign one or more resources to each Task.  Do not 
  

assign resources to activities or milestones.
VI.  Generate reports
                 A.  Format > Bar Styles


1. Set to show WBS at left of bar and Resource at right


2. Set Summary Task (Activity) to show WBS at left and Name at right


3. Set Milestones to show Start at left and Name at right
VII.  Save the project file
                 A.  File > Save > name the file and choose the save location.  
Goals and Objectives

Goal 1:  Know the procedures for opening and saving project plans.

Objective 1.1  

After viewing the instruction, the learner will be able to open a new project.

(Procedure/Application - TA I.A.)



Initial Presentation 1.1


Generative Strategy 1.1



Test Item 1.1

Objective 1.2


After viewing the instruction, the learner will be able to save their project.

(Procedure/Application - TA VII.A.)




Initial Presentation 1.2



Generative Strategy 1.2


Test Item 1.2

Goal 2: Know the procedure inputting a project plan.

Objective 2.1


After viewing the instruction, the learner will be able to define the elements of the 
project.

 (Procedure/Application - TA II.A, II.B)


Initial Presentation 2.1



Generative Strategy 2.1



Test  Item 2.1


Objective 2.2

After viewing the instruction, the learner will be able to input the Work Breakdown 
Structure (WBS)


(Procedure/Application - TA III.A,  III.B)


Initial Presentation 2.2


Generative Strategy 2.2


Test Item 2.2

Objective 2.3

After viewing the instruction, the learner will be able to create task dependencies.


(Procedure/Application - TA IV.A, IV.B)



Initial Presentation 2.3


Generative Strategy 2.3


Test Item 2.3

Objective 2.4


After viewing the instruction, the learner will be able to input available resources.


(Procedure/Application - TA V.A)



Initial Presentation 2.4



Generative Strategy 2.4



Test Item 2.4

  Goal 3: Know the procedure for generating reports.

Objective 3.1


After viewing the instruction, the learner will be able to generate a printed Gantt chart.
(Procedure/Application - TA VI.A)


Initial Presentation 3.1



Generative Strategy 3.1



Test Item 3.1

Preinstructional Strategy

The preinstructional strategy used for this unit will be overview.  This approach will help the learner see how they can make use of the content in their own life, thereby giving it relevance and increasing the learner's motivation.  The objective strategy may also work, but since the unit is designed to give learners some freedom of choice in using the software, the ability of the overview strategy to better convey concepts was deemed to be a better choice.
Sequencing
The sequencing for this unit is based on the Posner and Strike world-related temporal scheme.  Because the instruction outlines a procedure, using a the temporal scheme is the most logical choice.  

Given this sequencing scheme, the objectives will be taught in the order presented in this documentation.
Formative Evaluation

SME Review

This unit has been presented to the SME for review and revisions.

Summative Evaluation

The final evaluation of the effectiveness of this instruction will be a summative evaluation.  This will determine if the instruction was effective in giving the learners the information needed to operate Project 2010 using this instruction alone or whether additional training or revisions will be necessary. The evaluation will contain the following questions:
Given this instruction, were you able to create a project plan?


If no, why not?


What could be done to improve this section?

Given this instruction, were you able to properly print a variety of reports?


If no, why not?


What could be done to improve this section?

What, in your opinion, were the strengths of this instruction?

What were the weaknesses?

Do you have any other suggestions for improvements?
