
MODULE 1: Management Studio 

Exercise 1: Creating a link 

 Task 1: Creating the following tasks 

 
 Task 2: Creating the following links:  

 Research destinations => Book flights  

 Book flight => Prepare and pack  

 Prepare and pack => Fly out  

 Fly Out => Relax in the sun  

 Relax in the sun => Fly home  

 Fly home => Peel 

Exercise 2: Setting duration 

 Task 1: Creating the following tasks 

 Build a pyramid 

 Acquire stone 

 Quarry stone 

 Transport stone 

 Prepare stone 

 Prepare site 

 Dig foundations 

 Fill foundations 

 Level ground 

 Measure site 

 Mark out site 

 Build 



 
 Task 2: Creating the following links:  

 Quarry stone => Transport stone  

 Transport stone => Prepare stone  

 Prepare stone => Fill foundations  

 Dig foundations => Fill foundations 

 Fill foundations => Level ground  

 Level ground => Measure site  

 Measure site => Mark out site  

 Acquire stone => Build  

 Prepare site => Build 

Exercise 3: Creating phases 

 Group the last eight tasks so that the first task becomes a summary task (see below): 

 Make a casserole 1 day? 

o Pre-heat oven 5 mins 

o Prepare meat 5 mins 

o Prepare veg 5 mins 

o Heat pan  5 mins 

o Brown meat 5 mins 

o Fry veg  5 mins 

o Add stock and bring to a simmer 5 mins 

o Cook in oven 45 mins 

 Create the following links: 

 Pre-heat oven => Prepare meat  

 Prepare meat => Brown Meat  

 Prepare veg => Fry veg  

 Heat pan => Brown meat  

 Brown meat => Fry veg  



 Fry veg => Add stock ....  

 Add stock .... => Cook in oven 

Exercise 4: planning to do one of the HCM to Nha Trang bike rides 

Exercise 5: Noah - Linking 

 Create the following links  

 Build boat => Load supplies  

 Build boat => Load animals  

 Build boat => Load family  

 Collect animals A-M => Load animals  

 Collect animals N-Z => Load animals  

 Load supplies => Float around  

 Load animals => Float around  

 Load family => Float around 
 

Exercise 6: Pyramid - Multi level grouping  

 Group the tasks as indicated below  
Task Name Duration 

Build a pyramid 1 day? 

Acquire stone 1 day? 

Quarry stone 3 wks 

Transport stone 5 days 

Prepare stone 3 wks 

Prepare site 1 day? 

Dig foundations 3 wks 

Fill foundations 2 wks 

Level ground 1 wk 

Measure site 7 days 

Mark out site 7 days 

Build 6 mons 

 



Exercise 7: Creating a plan for Staff Training 

 

Exercise 8: Recurring task 

 Create plan for a software project 

 Add in a weekly meeting to run throughout the project with the following settings 

 Name:            Breakfast Meeting  

 Duration:        1 hour  

 Recurrence:    Weekly  

 Day:                Monday  

 Range:             08/09/08 at 07:00 to end of the project.  

 Calendar:        24hour 

 Assign the following resources to the new Breakfast Meeting task:  

 IT Manager  

 Project Manager 

 Your final entry table should look similar to the below 

 

Exercise 9: Travelling – task calendar 

 

You intend to travel from HCM to KL, Bangkok and then, come back to HCM. Creating 

a plan for you trip. 



MODULE 2: CALENDARS AND SCHEDULING 

Exercise 1: Changing Working Time 

1) Create a new blank project file. 

2) Use the Project Information dialog box to:  

 schedule the project from a Project Start Date of 1 June this year;  

 choose an overall project calendar of 24 Hours 

3) The office will shut down for 2 weeks in the summer.  Use the Change Working 

Time dialog box to create an Exception called "Summer Shutdown" and make the 

first 14 days of August nonworking time 

. 

Exercise 2: Changing Working Time 

1) Create a new blank project file and schedule it to finish on 31 December 2011.  The 

project will be based upon the Standard calendar. 

2) Go to the Change Working Time dialog box and create an Exception to the 

Standard calendar called "Xmas Bank Holidays".  This needs to make 25 and 26 

December 2011 into nonworking time. 

3) Use the Work Weeks tab to change the Standard calendar's default working 

week.  This project's standard working time is:  

 08:30 to 17:30 Monday to Thursday (no lunch break)  

 08:30 to 16:00 on Fridays (no lunch break) 

4) Add a new Work Week to the Standard calendar named "Xmas Slowdown".  Use this 

to model a 12:30 finish on every weekday from 15 to 31 December 2011. 

Exercise 3: Part Time - creating new calendar  

1) Create a new blank project file and schedule it to start on 11 March 2011.  This 

project should be based upon the Standard calendar. 

2) A part-time worker will be used on this project.  Go to the Change Working Time 

dialog box and create a new copy of the Standard calendar, calling it "Part Timer". 

3) Update the working time of your new calendar so that:  



 Mondays and Fridays are nonworking time 

 The remaining 2 weekdays have working time of 10:00 to 15:00 (with no 

breaks) 

4) The part timer has also booked a holiday to US from 2 to 11 September. Create an 

Exception to their calendar with a sensible name and model these days as 

nonworking 

5) Although the overall project will be based upon the Standard calendar (as per the 

Project Information dialog box), feel free to format the Gantt Chart to show the 

nonworking time for your new Part Timer calendar.  

 

Exercise 4: Changing Working Time 

1) This project is going to model Santa's workshop for the next year.  Create a new 

project and schedule it to start on January 1st of next year. 

2) Modify the Standard calendar and change the [Default] work week to use the hours 

shown below: 

 

  

3) Add an exception in the Standard calendar called Recovery. This exception should 

make December 26th to 31st non-working days. 



 

 

4) Make sure that your calendar changes are reflected in the Gantt Chart. 

 

  

Exercise 5: Choc Shop Base Calendar - Project 2010  

1) This project will model the lead up to the grand opening of Billy Bonka's Chocolate 

Emporium.  Create a new project and schedule it to begin on January 1st of next 

year. 

 

  

2) Modify the Standard calendar and change the [Default] work week so that Saturday 

becomes a working day. 

 

 
Saturday should use the same working hours as the weekdays.  

3) Billy employs Grunka Lunkas to work in his shop.  Create a new calendar called 

Grunka Lunkas based on the Standard calendar. 



 

 
Grunka Lunkas work on Saturday's too.  

4) Grunka Lunkas have two important religious holidays when they don't work:  

 Grunker Day - on the first Monday of June in every year.  

 Lunkmas Day - on December 1st in every year. 

5) Use exceptions to model the two holidays shown above for the next ten years in the 

Grunka Lunka calendar. 

 

 

 

 

 
 

Exercise 6: Your project  

1) Create your plan from Monday to Sunday. It will list all of your activities, your time 

you spend and resources joining in each task. 

2) Create a new calendar called Student based on the Standard calendar. 

4) Change the [Default] work week so that the hours match to your calendar everyday: 

5)  Using Note function in MP 2010 to take note for important tasks in your plan. 

  

 



MODULE 3: TASK MODE 

Exercise 1: Changing Working Time 

1) Santa's workshop has two machines for making toys - the first job of the year is to 

prepare them for work.  Using the diagram below as a guide, create a list of tasks to 

model this job. 

 

  

2) Try collapsing some of the task groups to make sure you've got the indenting right. 

 

  

Exercise 2: Changing Working Time 

  



1) Using the diagram below, create a list of tasks to model this process. 

 

  

2) We decide to put in a rough estimate for how long we have to wait for a 

decision.  Add a task to the list, as shown in the diagram below: 

 

  

3) Billy decides that he wants more time to View properties.  Change the duration of 

this task to 7 days. 

 

 

3) Change the Task Mode of the Wait for decision task so that it moves to match the 

increase in duration of the earlier task. 



 

  

 

Exercise 3: Part Time - creating new calendar  

1) When the machines are ready for production we need to begin making some 

toys!  Add tasks to the list using the diagram below as a guide: 

 

  

1) Modify each of the Shift tasks to include the same subtasks shown in the diagram 

below: 

 

  



2) The finished Production group should look like this when the Shift tasks are 

collapsed. 

 

 

 

Exercise 4: Changing Working Time 

1) Insert a recurring task underneath New Product Launch with the following settings:  

 Name:            Weekly review  

 Duration:        1 hour  

 Recurrence:    Weekly  

 Day:               Monday  

 Range:            From the start to the end of the project 

2) Expand the Weekly review task to display the individual meetings by clicking on the 

plus symbol to the left of it. 

   

Exercise 5: Choc Shop Base Calendar - Project 2010  

1) Insert a recurring task above Theory exam with the following settings:  



 Name:            Lessons  

 Duration:        2 hours  

 Recurrence:    Weekly  

 Day:               Tuesday  

 Range:            End after 20 occurrences 

2) Expand the Lessons task so that you can see all the individual lessons. 

3) Create the following links:  

 Lessons => Practical exam  

 Apply for provisional licence => Lessons 

3) Notice the change that occurs to the individual occurrences of the Lessons when you 

create the second link. 

Exercise 6:   

1) As well as producing toys in the workshop, we also need to model the tasks involved 

in looking after Santa's reindeer.  Begin by adding a new task to the list. 

 

  

1) Reindeer are creatures of habit and so tasks in the stables must take place at certain 

times of day.  Create two new calendars to take this into account:  

 Name:    Mucking out                    Working times:    Monday-Sunday, 08:00 

- 12:00  

 Name:    Feeding and Grooming    Working times:    Monday-Sunday, 13:00 

- 17:00 

2) Insert a recurring task for mucking out the reindeer within the Stables task group, as 

shown in the diagram below: 



 

  

3) Insert another recurring task for feeding and grooming the reindeer. 

 

If you see a 

warning message when you create this task, just click Yes.  

3) Finally, indent the two recurring tasks before saving the file with the name Santa 

Stables Recurring Tasks. 



 

 

 

Exercise 7:   

1) To drum up business for the Chocolate Emporium we're going to run a marketing 

campaign.  To begin, set the new task scheduling mode to Automatic and add tasks 

as shown in the diagram below: 

 

If only building a 

website was so easy in the real world!  

1) The web designer claims that he can begin optimising the website two days after he 

has started building it.  Change the link type between these two tasks to model this. 

 

Double-click the link arrow to see this 

dialog box.  



2) In addition to the website, Billy Bonka wants to run a Platinum Ticket 

Promotion.  Add the following tasks to the list: 

 

  

3) We can't add the promotion page to the website until the website is finished.  Create 

a link between Build site and Add promotion page to website to reflect this. 

3) Finally, we want the promotion to begin 7 days after the promotion page has been 

added to the website.  Add lag time to the relevant task link to model this. 

 

  

Exercise 8:  

1) It's important that workshop production finishes before December to make sure that 

there's enough time to load everything onto Santa's sleigh.  Create a new task as 

shown in the diagram below: 

 

Make sure you create both 

of the links shown in the diagram.  



1) Go to the Task Information dialog box for the task you have just added and make 

sure that it can't finish later than November 30th. 

 

Constraints are 

necessary to prevent too many delays to tasks.  

2) We'd also like to see a warning if the Production task starts to fall behind 

schedule.  Set a Deadline on this task on November 25th. 

 

  

3) You should be able to see a two new symbols - one for the constraint, and one for the 

deadline. 

 

  

 

Exercise 9:  

1) After buying a shop, the next job is to start renovating it.  Make sure the new task 

scheduling mode is set to Manually Scheduled and then add a new task as shown in 

the diagram below: 



 

  

1) There's a slight delay between our offer being accepted and actually getting access to 

the property to begin renovations.  Add a lag time of 5 days between these two tasks 

to model this. 

 

  

2) Ideally we'd like renovations to be finished by March 10th.  Add a deadline to the 

Renovation task to model this. 

 

  

3) Finally, add the following tasks so that the project matches the example shown 

below: 



 

  

Exercise 10:   

1) Santa's workshop uses a three-shift system to ensure production can continue 24 

hours a day.  We need to assign calendars to tasks so that they happen at the 

appropriate times.  Select all of the tasks in one of the morning shifts: 

 

  

1) Use the Task Information dialog box to assign the Elf Morning Shift calendar to 

the selected tasks. 

 

  

2) Continue to assign the relevant calendars to the appropriate tasks until all of the Shift 



tasks have their own calendar. 

 

  

 

Exercise 11:   

1) Before making some resource assignments assign the correct Task Type and decide if 

the task is Effort Driven. 

2) Use the Assign Resource dialog box to make the following assignments:  

 Decide on menu => Congenial Host & Hostess with the mostest  

 Create the shopping list => Hostess with the mostest  

 Do the shopping => Congenial Host  

 Prepare ingredients => Hostess with the mostest  

 Cook main course => Congenial Host  

 Arrange starters on plate => Congenial Host  

 Lay table => Congenial Host  

 Serve food => Hostess with the mostest  

 Enjoy => Congenial Host, Hostess with the mostest & Guests (2) 

3) Time is running short so we only have 10 minutes to lay the table, how many people 

do we need to achieve this? 

3) Your finished project plan should look similar to the below: 



 

  

 



MODULE 4: RESOURCE ASSIGNMENT 

Exercise 1: Work Resource Assignments  

1) Create the plan as following 

 

 

2) Make the resource assignments as indicated below to create a plan similar to the 

below maintaining the durations as indicated: 

Task Name   

The Location   

   Get Plans Drawn Up Architect 

The Build   

   Arrange Builders Builder[8] 

   Dig Foundations Builder[8] 



   Brickwork & Floors Builder[8] 

   Roof Roofer[3] 

   Install Windows Builder[5] 

   Internal Walls Builder[5] 

Internal Fittings   

   1st Fix Electrics Electrician[3] 

   Plumbing Plumber[3] 

   Plastering Plasterer[3] 

   2nd Fix Electrics Electrician[3] 

Interior Design   

   Bathroom 
Bathroom 

Fitter[3] 

   Kitchen 
Kitchen 

Fitter[3] 

   Decoration Decorator[3] 

   Furnishings 
Furnish 

Removal[8] 

   Move In 
Furnish 

Removal[2] 
 

Exercise 2: Material Resource 

1)  1) Create the plan as following 

 

 



2)  2) Switch to the Resource Sheet and create the following material resources 

 

 

1)  3) Switch back to the Gantt Chart and make the following resource assignments 

 MDF (2 Sheets) => Build coffee table  

 Flooring (3 Pack) => Lay flooring  

 Purple Material (1 Roll) => Reupholster sofa  

 Orange Material (2 Rolls) => Make cushions and curtains 

 

 

Exercise 3: Work Resource 

1) Use the previous plan 

2) Switch to the Resource Sheet and add the following resources to the list of resources 

available: 

 

  

4) Switch back to the Gantt Chart and make the following resource assignments:  

 DIY Guy (100%) => Build a coffee table  

 Linda Barker (100%) => Reupholster sofa  

 Fancypants Bowen (100%) => Make cushions and curtains  



 DIY Guy (100%) => Lay flooring  

 Linda Barker (100%) => Arrange furniture 

 Fancypants Bowen (100%) => Hang curtains 

 

Exercise 4: Work Resource Assignments  

1) Open file qf-999.rar 

2) Opening the Chocolate Emporium requires people!  Switch to the Resource Sheet 

and create the following resources: 

 

It's just easier 

to think up alliterative names.  

3) Switch to the Gantt Chart view and display the Assign Resources dialog 

box.  Assign Billy to the first three tasks in the Buy a shop group. 

 

Assign Billy at 100% on 

these three selected tasks.  

4) Assign all of the available Grunka Lunkas (5,000%) to all of the tasks in the 

Renovation group. 

 

You should have 7 tasks selected when you assign 

this resource.  

5) Assign Will Web Designer at 100% to the three tasks shown in the diagram below: 



 

Will will work full time 

on these three tasks.  

6) Assign Will at 50% to the two tasks shown below: 

 

These tasks occur at the same 

time so Will can only work part time on each one.  

7) Finally, assign Ann Artist at 100% on the Draft Designs task. 

Exercise 5: Santa People Continued 

1) Open file qf-1001.rar 

2) Open the Assign Resources dialog box and assign 1,000% of Engineer Elves to the 

two tasks in the Loading Bay group. 

 

Engineers are required 

to achieve correct weight distribution.  

3) Assign Mrs Claus to the first two tasks in the Christmas Eve! group. 

 

Not that Santa 

really needs a packed lunch with all those mince pies...  

4) Assign Santa to the next four tasks in the Christmas Eve! group. 



 

Nearly ready to go!  

5) Assign 200% of Stable Elves to the Harness reindeer task, ensuring that the task 

duration doesn't change. 

 

 

The task should remain at 2 hrs duration.  

6) Assign 100% of Engineer Elves to the Pre-flight checks task, ensuring that the task 

duration doesn't change. 

 

 

Exercise 6: Santa Elf Production Hours 

1) Open file qf-1002.rar. 

2) Santa needs to make sure he has enough elves to complete all the production work 

that is scheduled.  Insert the three extra columns shown below into the table: 



 

We can use these 

columns to control our resource assignments in detail.  

3) Enter work hours for the tasks shown in the diagram below: 

 

Project will calculate the 

total for the summary tasks.  

4) We want Project to tell us how many elves we need to complete the production in the 

allotted time.  Change the Task Type and Effort Driven settings as shown in the 

diagram below: 

 

This fixes the 

values we have entered for the Duration and Work hours.  

5) Assign Morning Elves to the four tasks shown below.  Remember that you don't 

need to type in the units - Project will tell us how many elves we need. 



 

Just click the Assign 

button on the Assign Resources dialog box.  

6) Make sure that you haven't over-allocated the Morning Elf resource, and then repeat 

steps 2 - 4 for the other five shifts (remember to assign the appropriate elves to the 

relevant shift). 

Exercise 7: Choc Shop Stockroom Work  

1) Open file qf-1003.rar 

2) The final two weeks before opening the Chocolate Emporium are the most labour-

intensive.  Insert the Work column into the table so that you can keep track of how 

much work is being done. 

 

  

3) Assign the Grunka Lunka resource at 2,500% to each of the sub tasks in the Final 

Preparation group of tasks. 



 

. There are 

three tasks in Stock delivery, and four in Store preparation.  

4) There's a problem with the Stock delivery - our supplier informs us we won't receive 

delivery until 12/03/2012.  Add a Start no earlier than constraint to the Stock 

delivery task to reflect this. 

 

  

5) We need to complete the Stock shelves task more quickly by assigning more 

Grunka Lunkas to it.  To achieve this you need to do two things:  

 Reduce the resource assignment on the Clean floors task to 1,000%  

 Increase the resource assignment on the Stock shelves task to 4,000% 

6) Check that you are completing all tasks before the Grand opening and save the file 

with the name Choc Shop Stockroom Work. 

 

  



Exercise 8: Santa people 

1) Open file qf-1000.rar 

2) Head to the Resource Sheet and create the following resources: 

 

  

3) Switch to the Gantt Chart view and display the Assign Resources dialog 

box.  Select tasks 5 to 8 and assign 1,000% of Engineer Elves to these tasks, then do 

the same for tasks 10 to 13. 

 

  

4) Select the Mucking out and Feeding and grooming tasks and assign 1,000% of 

Stable Elves to these tasks. 

 

  



5) Assign 1,000% of Mailroom Elves to each of the six subtasks in the Mailroom 

group. 

 

 

 



MODULE 5: Reporting 

Exercise 1 Wedding of the Year - Visual Reports   

1) Open file: Dream Home - Are We On Time.mpp to start this exercise (940.rar) 

2) Go to the Visual Reports dialog box and review the Baseline Cost Report. 

3) Change the task level shown on this report to show outline level 2 only, to get the 

reports as shown below. 

 

  

4) Review the Cash Flow report for Q1: 



 

  

Exercise 2: Dream Home – Visual report 

1) Open file: 941.rar to start this exercise 

2) Open the Visual Reports dialog box and review the following reports make the 

changes as indicated in the following sections: 

3) Open the Baseline Cost Report and change the tasks shown across the x-axis to 

display the Outline level 2 tasks, as below: 

 

  



4) Open the Cash Flow report and edit it to see the weekly cash flow for Q4, as below: 

 

  

Exercise 3: Tracking & Reporting Resources  

1) Open file: 1009.rar to start this exercise 

2) Go to the Tracking Gantt view and set a baseline for the entire project. 

3) View the Resource Usage sheet to check that:  

 A total of 11,200 Grunka Lunka-hours will be used during the renovation  

 A day’s work by Will Web Designer will cost £200 

4) Ann Artist decides she wants a holiday in the middle of the Draft designs task.  To 

create this, go to the Resource Sheet and add the following exception to her 

Working Time calendar: 



 

  

5) Go back to the Tracking Gantt view to see the impact of this holiday on the 

schedule and use the Tracking table to confirm that while this creates a 3 day delay 

on several tasks, our Platinum Ticket summary task finish date is not affected. 

6) The Grunka Lunkas are a troublesome bunch, and they want their own filtered 

Gantt Chart to show just the tasks to which they are assigned.  Create this by using 

the Using Resource… filter on the View tab and make sure that you zoom in to a 

sensible level. 

7) Meanwhile, Will Web Designer has requested a 5-week calendar of just his tasks – 

create this by filtering and setting a custom zoom level on the Calendar view. 

8) Create a To-do List for Billy Bonka by using the appropriate report. 

9) Finally, there is the risk of industrial action being taken by the Grunka Lunkas in 

the week from 20/02/12 to 27/02/12.  Create a Tasks Starting Soon… report 

showing all the tasks that finish or start within this period. 

10) Save the updated file as Choc Shop robots would be better. 
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