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[bookmark: _Toc458592487]Chapter 1: Resource Levelling
19.	Name 3 ways in which over-allocations can be resolved manually.
Moving a task so there is not overlap. Increasing the maximum units of a resource. Assigning a different resource. Assigning overtime. Extending working days on the calendar.
20.	What does it mean if a resource is over committed?
It means that the resource is working on two or more tasks at the same time.
21.	What does the Resource Graph view display?
It shows the name of the resource on the left panel, and a chart of usage in the right panel as a bar chart.
22.	What happens if you assign more resources to a task which is effort driven?
When you add more resources to a task which is effort driven, the duration will shorten. Microsoft Project assumes the additional resources are assisting those already assigned.
23.	Why does overtime shorten the duration of a task?
The duration of a task is calculated on the basis that the work effort will be done in regular time. If some of that work effort is done in overtime (outside of regular working time), then the duration of the task will shorten.
24.	In what measurement is overtime calculated?
It is displayed and calculated as hours.
25.	Why is it necessary to create a new resource before assigning it a task?
In order to select the resource name from the drop down list in Task Entry view the resource must first be listed in the Resource Sheet.
26.	When switching resource assignment, do you edit the unit or work effort?
You can alter either one. It depends on your circumstances.
27.	What information can be seen in the Project Information dialog box?
Project Start and Finish Date, Current Date, Status Date and the Project Calendar. The Statistics button also lets you see Duration, Work and Cost details.
[bookmark: _Toc458592488]Chapter 2: Assigning Materials
13.	Where is a material label created in Project, and what is its purpose?
In the Resource Sheet. The material labels are used as a descriptor for the material resources e.g. per hour, litres etc.
14.	What is the benefit of being able to contour the usage of a resource?
It allows you to record a more accurate schedule of the resource usage.
15.	What is the purpose of the material label field?
The material label is used as a descriptor for the resource.
16.	Why is it not possible to enter a variable material consumption rate in the Label field?
This field only applies a label. It does not perform any calculations based on what the label is. Therefore, you must enter variable consumption rates in the Units field.
17.	A task requires two lots of electrical wire - one measuring 1500m2, the other 200m2. What amount would you enter in the units field for this resource?
A total of 1700m2.
18.	In the example provided, a total of 1800 litres has been calculated. Where did this figure come from?
It is based on the work effort of the Supervisor (112.5h) multiplied by the Diesel Fuel (16 litres per hour).
[bookmark: _Toc458592489]Chapter 3: Costs
22.	Give an example of when a variable cost would be ideal for a resource.
When you are using labourers that are costed on an hourly or daily basis.
23.	What information, other than cost, can be viewed in the Statistics dialog box?
Start and Finish date, duration and work.
24.	Why is it recommended to add an overtime rate?
If you assign overtime to a resource, and you have not entered an amount in the Ovt rate field, they will be charged at zero. At a minimum, they should at least be charged the same as the resources standard rate.
25.	Which Accrual type should be selected if do not have to pay a resource until completion of the task?
An accrual type of end.
26.	When would a resource have a Standard rate, Overtime rate and a Cost-per-use?
The resource may charge a call out fee, and an hourly rate for service calls - extra for overtime.
27.	Which table view allows you to enter a fixed task cost?
The Cost table view. View > Table: > Cost.
28.	Which field in the Resource Sheet can be used to enter a fixed cost for a material resource?
The Cost-per-use field.
29.	Give an example of when multiple cost rate tables might be useful.
You may have a resource in your project file who charges different rates depending upon the task that they are performing.
30.	How many cost rate tables can you create in Microsoft Project?
5 cost rate tables (A, B, C, D, E)
31.	Give an example of when it may be necessary to enter rate changes for a resource in a project.
The project you are working on may span two or more years. Over this period of time, the resource may increase the standard rates for each financial year.
32.	Is it possible to view just Resource costs? If so, how can this be done?
Yes. In the Resource Sheet view, you change the Table view to show cost information (View > Table: > Cost).
[bookmark: _Toc458592490]Chapter 4: Constraints and Deadlines
13.	Explain the purpose of a deadline in Project.
A deadline is a marker place against a task and a time. If the task fails to be completed within the deadline, an indicator appears in the project, but the schedule remains unaffected.
14.	What is the benefit of checking the statistics regularly in a project?
Any small change to a task can throw a project schedule out. By checking the statistics, it is possible to pick up changes before they become entrenched.
15.	Explain the problem which occurs if you drag the Gantt bar for a task in the Gantt Chart.
This will constrain that task as either a Must Start On or Must Finish On task.
16.	Should all scheduling problems be solved using elapsed duration? Why or why not?
You should only choose a method which suits your individual circumstances and situations. Each project is different, and what works for one will not necessarily work for another.
17.	Give an example of when a deadline would be used instead of a constraint.
You may have a task which you would ideally like completed by a certain date, however, you don't want to limit the schedule calculations by setting a constraint.
18.	Describe how to display the project's current start date.
Click on the Project tab, then click on Project Information.
[bookmark: _Toc458592491]Chapter 5: Project Tracking
15.	What is the purpose of saving a baseline?
A baseline provides a fixed set of data that can be used to measure the performance of the project schedule as it progresses.
16.	Explain how the Update Project dialog box works.
It allows you to update all tasks in your project up to a particular date. It then copies the scheduled data for these tasks into the actual data columns.
17.	What is the benefit of manually updating a projects actuals?
It gives you greater flexibility in how you monitor and track the progress of tasks.
18.	Give an example of a consequence which may occur when entering actuals.
The projects scheduled finish date may slip.
19.	What problems may arise if you update a task by dragging the mouse along the Gantt bar?
You may alter the duration and placement of the task, which may cause a scheduling change that will be difficult to track down.
20.	What does the Remaining Dur. field represent in the Update Tasks dialog box?
Remaining duration. Project will subtract the Actual Duration from the Duration of the task to calculate the Remaining duration.
21.	What is the purpose of the grey and coloured bars in the Tracking Gantt View?
The grey bar indicates the original baseline. The coloured bar indicates the revised schedule according to the actuals which have been entered.
[bookmark: _Toc458592492]Chapter 6: Project Views
23.	If you want to work with both tasks and resources, what type of view will be the most useful?
A split-screen view
24.	Describe how to display all standard views.
Click on the View tab, click on Other Views, then click on More Views.
25.	Describe how to display a split screen.
Click on the View tab, then click on Details in the Split View group. Click on the drop arrow to choose the view for the lower pane.
26.	Describe how to create a custom view.
Click on the View tab, click on Other Views, then click on More Views. Click on [New] then select the options.
27.	What is the name of the option in the Define New View dialog box that you must select to create a split-screen custom view?
Combination view
28.	If a custom view does not appear in a menu, where can you find it?
In the More Views dialog box.
29.	How do you remove a custom view from a menu?
Display the View Definition dialog box, then remove the tick from the Show in menu option.
30.	Describe how to save a customised view as a new view.
Click on the appropriate menu, select Save View, type a name and click on [OK].
31.	What is the name of the dialog box from which you can delete a view.
Organiser
32.	How do you set Project to save new views locally?
Click on the File tab, click on Options, click on Advanced, then deselect Automatically add new views, tables, filters, and groups to the global.
33.	Describe how to switch between open projects.
Click on the View tab, click on Switch Windows, then click on the desired file name.
34.	Describe how to hide a file.
Display the file, then click on the View tab, click on Hide and click on Hide.
[bookmark: _Toc458592493]Chapter 7: Tables
16.	How do you display a table in a project?
Click on the View tab, click on Tables in the Data group, then select the desired table.
17.	Describe how to create a new table from scratch.
Click on the View tab, click on Tables in the Data group, then click on More Tables. Click on Task or Resource, then click on [New].
18.	Describe how to add a field to the end of the displayed table.
Click on the drop arrow for Add New Column, then click on the desired field.
19.	Describe how to quickly insert the Group field to the left of the Name field.
Right-click on the Name field, click on Insert Column, type G, then click on Group.
20.	How many custom text fields are provided with Project?
30
21.	How do you display the Table Definition dialog box?
Click on the View tab, click on Tables in the Data group, then click on More Tables. Select the table, then click on [Edit].
22.	To add a lookup table to a custom field, which dialog boxes do you need to display?
The Custom Fields dialog box, then the Edit Lookup Table dialog box.
23.	Describe how to edit the text in a text field.
Display the table, click once on the field, then click on the field a second time to place the field in edit mode.
24.	If a web address has been entered in a hyperlink field, how can you use that field to display the website?
Click on the website address in the hyperlink field.
[bookmark: _Toc458592494]Chapter 8: Controlling Project Data
26.	What does Grouping allow you to do?
Grouping lets you show tasks and resources that match specific criteria, grouped together.
27.	Which highlight filter could you apply to see tasks that have not been completed?
Incomplete Tasks highlight filter
28.	When specifying a Date Range highlight filter, what does the first date you specify show?
Tasks that start or finish after this date.
29.	What does an ellipsis after a highlight filter's name mean?
You will need to enter more information before the filter can be put into action.
30.	Describe how to highlight all tasks using a Plumber.
Click on the View tab, click on the Highlight drop arrow, then click on Using Resource. Select Plumber, then click on [OK].
31.	How can you see whether any filters are currently active in the project?
Click on the View tab, click on the Highlight drop arrow, then click on More Highlight Filters. If a filter is in use, it will be highlighted in the listing.
32.	What are the differences between highlight filters and other filters, if any?
Highlight filters display all tasks but colour tasks matching filter criteria, while filters display only tasks matching the criteria.
33.	How many fields can the criteria rule act upon in a custom filter?
One or more fields.
34.	Where do custom filters appear?
Custom filters appear in the More Filters dialog box of the project file in which it was created.
35.	If you wish 'Show resources used in:' to display in an input box when a filter is run, what should you enter in the Value(s) field?
"Show resources used in:"?
36.	What is the name of Project's maintenance tool and on which tab of the ribbon do you access it?
The Organiser and it is accessed via the VIEW tab.
37.	Describe how to group all completed tasks together.
Click on the View tab, click on the Group By drop arrow and select Complete.
38.	Describe how to switch on the AutoFilter feature.
Click on the View tab, click on the Filter drop arrow, then select Display Autofilter.
[bookmark: _Toc458592495]Chapter 9: Formatting Projects
25.	In general terms describe how you can change the timescale.
You can change the timescale by clicking on a drop arrow menu or by using the Timescale dialog box.
26.	If you set the timescale to Thirds of Months, how many periods will display in each month?
Three
27.	Describe how to display the Timescale dialog box.
Click on the View tab, click on the Timescale drop arrow and select Timescale.
28.	What would you need to select to display every second year in the top tier?
Years in Units and 2 in Count
29.	Briefly describe how to display the Text Styles dialog box.
Click on the Gantt Chart Tools: Format tab, then click on Text Styles in the Format group.
30.	How do you display gridlines in your project?
Click on the Gantt Chart Tools: Format tab, click on Gridlines, then click on Gridlines again to display the Gridlines dialog box.
31.	How do you display progress lines in a project?
Click on the Gantt Chart Tools: Format tab, click on Gridlines, then click on Progress Lines. Enter the desired dates.
32.	Which dialog box and tab in the dialog box do you use to format progress lines?
The Line Styles tab in the Progress dialog box.
33.	Describe how to change the height of the task bars.
Click on the Gantt Chart Tools: Format tab, click on Layout, then alter the Bar height as required.
34.	What is the quickest method that you can use to format a Gantt chart?
Applying a quick style.
35.	Briefly describe how to apply a preset Gantt chart style.
Click on the Gantt Chart Tools: Format tab, then click on the desired style.
36.	Describe how to alter the bar text for specific tasks.
Select the tasks, click on the Gantt Chart Tools: Format tab, click on Format then click on Bar. Click on the Bar Text tab and make the changes.
37.	Which option on the Gantt Chart Tools: Format tab do you use to format selected tasks bars?
Format
38.	If you alter the formatting of several specific types of bars and then realise you've made a mistake, how can you reverse your changes?
Click on Undo in the QAT or press Ctrl + Z.
[bookmark: _Toc458592496]Chapter 10: Advanced Printing
15.	Describe how to display a Gantt chart in preview mode.
Click on the File tab, then click on Print.
16.	To ensure a specific task appears on the next page, do you need to click on this task or the preceding one before inserting a page break?
Click on the task that is to appear on the next page.
17.	Rather than using the Print Custom Dates and Pages option, how else could you print the tasks in a specific period?
Set a filter so only the tasks in the period display, then print the entire chart.
18.	Describe how to insert a header into a Gantt chart.
Click on the File tab, click on Print, click on Page Setup, then enter the details in the Header tab.
19.	Why would it be handy to display the date and time in the footer of a printed Gantt chart?
To keep track of revisions.
20.	Which dialog box do you need to use to alter the legend?
The Legend tab in the Page Setup dialog box.
21.	Describe how to fit more pages on each printed page.
Click on the File tab, click on Print, then click on Page Setup. Click on the Page tab and alter Fit to as required.
22.	Describe how to print your Gantt chart to a PDF file.
Click on the File tab, then click on Export. Click on [Create PDF/XPS], then specify the file name and location.
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