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[bookmark: _Toc458592457]Chapter 1: Resource Levelling
1.	Levelling refers to the allocation of tasks.
	True or False
2.	If you choose automatic levelling, Project will attempt to resolve conflicts by:
	-	slipping the task dates out	☐
	-	moving the tasks	☐
	-	applying lead time	☐
3.	You cannot adjust the Maximum Units of a resource once it has been created.
	True or False
4.	Which view can be used to adjust the Maximum Units of a Resource?
	-	Gantt Chart	☐
	-	Task Sheet	☐
	-	Resource Sheet	☐
5.	When should you check the resource pool for over-allocations?
	-	When the project is completed	☐
	-	When you remember to do so	☐
	-	On a regular basis	☐
6.	Over-allocations aren't immediately apparent.
	True or False
7.	You can only level over-allocations one way.
	True or False
8.	The best way to track over-allocations is:
	-	all at once	☐
	-	one at a time	☐
	-	never	☐
9.	Assigning overtime lengthens the duration of a task.
	True or False
10.	Overtime occurs:
	-	outside of regular working time	☐
	-	during regular working time	☐
	-	on public holidays	☐
11.	Overtime can be assigned in the Resource Information dialog box.
	True or False
12.	Which view is used to assign overtime?
	-	Resource Work	☐
	-	Resource Cost	☐
	-	Resources and Predecessors	☐
13.	There are no additional costs when assigning contract labour.
	True or False
14.	What view is used to create a new resource?
	-	Gantt Chart	☐
	-	Resource Sheet	☐
	-	Task Sheet	☐
15.	Effort driven has now effect when switching resources.
	True or False
16.	Which is the best view for switching resource assignment?
	-	Task Sheet	☐
	-	Resource Sheet	☐
	-	Task Entry	☐
17.	Overlapping tasks can caused an over-allocation.
	True or False
18.	When rescheduling tasks, you need to keep an eye on:
	-	the project deadline	☐
	-	timeframes	☐
	-	both	☐
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1.	Fixed material consumption can be entered in which view?
	-	Gantt Chart	☐
	-	Resource Sheet	☐
	-	Task Entry	☐
2.	A fixed material quantity is entered in the duration field.
	True or False
3.	The default methodology for fixed material usage is a flat line.
	True or False
4.	Which view is used to contour material consumption?
	-	Resource Sheet	☐
	-	Gantt Chart	☐
	-	Resource Usage	☐
5.	New material resources are created in the Resource Sheet view.
	True or False
6.	Which field in the Resource Sheet determines a material resource?
	-	Resource Name	☐
	-	Type	☐
	-	Material Label	☐
7.	Variable material consumption can be entered in the Task Information dialog box.
	True or False
8.	Which field is used to enter variable usage for a material resource?
	-	Resource Name	☐
	-	Units	☐
	-	Lag	☐
9.	It is not possible to assign a resource more than once to the same task.
	True or False
10.	To apply the same material resource several times in the same task, you:
	-	add the units together for the resource	☐
	-	subtract the units for the resource	☐
	-	multiply the units together for the resource	☐
11.	It is not possible to view material resources in the same way as you view work resources.
	True or False
12.	The best view for reviewing resource assignment is the:
	-	Gantt Chart	☐
	-	Task Entry	☐
	-	Resource Sheet	☐
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1.	Project allows you to create three types of costs for resources.
	True or False
2.	The best way to check to see the cost status of a project is to use the Task Information dialog box.
	True or False
3.	What information is not shown in the Statistics dialog box?
	-	Cost	☐
	-	Work	☐
	-	Accrual Type	☐
4.	The Standard Rate field is displayed in the Resource Usage view.
	True or False
5.	A Standard Rate of 50000/y represents:
	-	$50,000 per year	☐
	-	$50,000 per day	☐
	-	$50,000 per week	☐
6.	To enter a daily charge for a resource, simply follow the amount with:
	-	/h	☐
	-	/d	☐
	-	/w	☐
7.	Project converts all rates to an hourly rate.
	True or False
8.	The cost-per-use field is a one off cost for a resource used on a task.
	True or False
9.	A cost-per-use can be entered in the:
	-	Gantt Chart	☐
	-	Resource Information dialog box	☐
	-	Task Information dialog box	☐
10.	Fixed costs can only be applied to resources.
	True or False
11.	Which menu option allows you to change your table view?
	-	View > More Views	☐
	-	View > Table	☐
	-	View > Resource Sheet	☐
12.	Material costs are entered the same way as Work resource costs.
	True or False
13.	Which rate represents $50 per hour
	-	50	☐
	-	50/d	☐
	-	50/w	☐
14.	Project does not allow for different rates to be entered for the same resource.
	True or False
15.	Multiple cost tables are set up in the:
	-	Task Information dialog box	☐
	-	Resource Information dialog box	☐
	-	Project Information dialog box	☐
16.	Resource Usage view is used to assign multiple cost rate tables.
	True or False
17.	Which dialog box allows you to apply a cost rate table?
	-	Task Information	☐
	-	Resource Information	☐
	-	Assignment Information	☐
18.	It is possible to enter rate changes for resources by nominating a new project start date.
	True or False
19.	Which dialog box allows you to change a resources cost rates?
	-	Task Information	☐
	-	Resource Information	☐
	-	Project Information	☐
20.	There are many ways to view project costs.
	True or False
21.	The easiest way to view project costs is through the:
	-	Project Statistics dialog box	☐
	-	Resource Information dialog box	☐
	-	Task Information dialog box	☐
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1.	Not all tasks have a constraint.
	True or False
2.	What is a soft constraint?
	-	The constraint must be honoured before any relationships	☐
	-	The predecessor relationship is honoured before any constraints	☐
	-	The task does not have a constraint assigned.	☐
3.	The Statistics dialog box shows you information about tasks only.
	True or False
4.	To access the Statistics dialog box, select:
	-	Project > Task Information	☐
	-	Project > Project Information	☐
	-	Project > Resource Information	☐
5.	A constraint is set in the Advanced tab in the Task Information dialog box.
	True or False
6.	Task A has to finish by August 28th, 2018. Which constraint would be appropriate?
	-	Must Finish On	☐
	-	Must Start On	☐
	-	Start No Later Than	☐
7.	It is not necessary to resolve scheduling conflicts in a project.
	True or False
8.	What is elapsed duration?
	-	Work can only be completed within working hours	☐
	-	Work can be completed over a 24 hours, 7 days a week	☐
	-	Stops work on the task	☐
9.	Deadlines appear only after the deadline has elapsed.
	True or False
10.	Which dialog box allows you to set a deadline?
	-	Task Information	☐
	-	Resource Information	☐
	-	Project Information	☐
11.	You can see a project's start date in the Project Details dialog box.
	True or False
12.	To move a project's start date click on the:
	-	Project tab then on Move Start	☐
	-	Project tab then on Move Project	☐
	-	View tab then on Move Start	☐
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1.	Baseline information is stored in baseline fields.
	True or False
2.	Which task table view allows you to see baseline information?
	-	Entry	☐
	-	Hyperlink	☐
	-	Variance	☐
3.	You can record actual information for more than one task at a time.
	True or False
4.	Which task table view allows you to update actual data?
	-	Variance	☐
	-	Entry	☐
	-	Tracking	☐
5.	It is not possible to record a tasks actual start date.
	True or False
6.	What happens if you enter a % Complete on a Summary Task?
	-	Completeness is apportioned through the sub tasks	☐
	-	Completeness is apportioned to the first sub task	☐
	-	Completeness is apportioned to the last sub task	☐
7.	Project does not allow you to enter actual dates in a project.
	True or False
8.	The Planning Wizard may appear when entering actuals to indicate:
	-	you are doing fine	☐
	-	you are unable to proceed with the update	☐
	-	a scheduling conflict will occur if you proceed	☐
9.	The Resource Management toolbar can be used for tracking.
	True or False
10.	When a task is updated, what colour line appears through the Gantt bar?
	-	Blue	☐
	-	Black	☐
	-	Red	☐
11.	The dialog box used for tracking the progress of tasks in called Task Information.
	True or False
12.	To access the Update Tasks dialog box, you select:
	-	Tools > Tracking > Update Tasks	☐
	-	Tools > Tracking > Update Project	☐
	-	Tools > Tracking > Save Baseline	☐
13.	Which task table view allows you to see task slippage?
	-	Entry	☐
	-	Baseline	☐
	-	Variance	☐
14.	The Tracking Gantt is selected through View > More Views.
	True or False
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1.	All 27 built-in project views are accessible directly on the Task tab.
	True or False
2.	Which of the following built-in views are available on the Resource tab?
	-	Calendar	☐
	-	Team Planner	☐
	-	Resource Usage	☐
3.	All standard and custom views display in the More Views dialog box.
	True or False
4.	To access the majority of the standard views, you will need to display the:
	-	View tab	☐
	-	Task tab	☐
	-	Resource tab	☐
5.	You can split your screen to show three views simultaneously.
	True or False
6.	In a split view:
	-	the upper pane is always active	☐
	-	the options on the left of the View tab works only on the upper pane	☐
	-	both views can be active at the same time	☐
7.	A new custom view is saved in the current project file.
	True or False
8.	When creating a custom view you can specify:
	-	the project file in which it will be saved	☐
	-	whether it is a single or split view	☐
	-	if it will appear in the menu	☐
9.	When you create a split-screen view, you can only select the view screen layout to use in the upper and lower panes.
	True or False
10.	When creating a split view the:
	-	Primary View always contains a resource sheet	☐
	-	Details Pane displays in the bottom pane	☐
	-	Primary View displays in the bottom pane	☐
11.	If the Show in menu option was selected when you created a custom view, it will display when you click on the appropriate resource or task view on the View tab.
	True or False
12.	Custom views where the primary screen is based on tasks will appear on Task menus, while ones with resource primary screens will appear in Resource menus.
	True or False
13.	What is the name of the dialog box that you can use to remove a custom view from a menu?
	-	More Views	☐
	-	View Definition	☐
	-	View Customisation	☐
14.	When creating a custom view in the View Definition dialog box, you can see what the options you are selecting are doing to the underlying screen as you are creating it.
	True or False
15.	After defining the desired screen elements, you can create a custom view by displaying the appropriate menu and selecting:
	-	Save View	☐
	-	Save as View	☐
	-	Save as Custom View	☐
16.	When you create a custom view, it will be saved into the Global template making it available to all project files.
	True or False
17.	To delete an unwanted custom view you will need to delete it from the:
	-	appropriate menu	☐
	-	current project	☐
	-	global template	☐
18.	The Automatically add new views to the global template is found in the Advanced section of the Project Options dialog box.
	True or False
19.	The Automatically add ...to the global option affects the save location of new:
	-	views	☐
	-	filters	☐
	-	templates	☐
20.	Although you can have up to 50 projects open at the one time, only one can be currently active.
	True or False
21.	If multiple files are open which of the following is true? The active file appears with:
	-	a selection bar to the left of its pane	☐
	-	bold blue vertical text to the left of its pane	☐
	-	a black file name and Project icon in the title bar	☐
22.	After hiding a file it is not listed in the Switch Window drop down list.
	True or False
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1.	A table comprises both columns and fields.
	True or False
2.	Project stores data in two tables. These store data for:
	-	projects	☐
	-	tasks	☐
	-	resources	☐
3.	To create a new custom table you must display the More Tables dialog box.
	True or False
4.	Which of the following characters must you insert before a letter in a custom table's name to display the letter with an underline?
	-	@	☐
	-	&	☐
	-	#	☐
5.	The Add New Column command lets you add new fields to the end of the displayed table.
	True or False
6.	Adding a field using the Insert Column command will insert it to the right of the selected column.
	True or False
7.	The Insert Column command is found on:
	-	the Insert tab	☐
	-	the Format tab	☐
	-	a shortcut menu	☐
8.	Flag fields have two valid options: True or False.
	True or False
9.	Using the Table Definition dialog box, you can alter the alignment of both the data and title for a field.
	True or False
10.	To add a lookup table to a custom text field, you will need to display the Creating Custom Lookup dialog box.
	True or False
11.	To display the Custom Fields dialog box, which of the following ribbon tabs will you need to display?
	-	Resource	☐
	-	Project	☐
	-	View	☐
12.	To edit the data in a text field, you simply click on the field to place it into edit mode.
	True or False
13.	If a square icon appears to the left of the Resources names, this means that you have entered an email address and you can link their contact card to your email software.
	True or False
14.	A hyperlink field can be used to display websites as well as documents.
	True or False
15.	Which of the following can be typed into a hyperlink field?
	-	email address	☐
	-	file name	☐
	-	mobile phone number	☐
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1.	Highlight filters allow you to highlight tasks or resources that match specific criteria.
	True or False
2.	Which of the following data tools displays only the data you require on screen or in a report?
	-	Highlight filter	☐
	-	Filter	☐
	-	Grouping	☐
3.	When you apply a highlighting filter, all highlighted data will appear at the top of the pane.
	True or False
4.	In which group on the View tab do you find the Highlight option?
	-	Highlight	☐
	-	Resource Views	☐
	-	Data	☐
5.	The dates specified in a Date Range highlight filter work on the Start, Finish and Baseline dates.
	True or False
6.	If you specify 1/8/17 and 31/10/17 as the highlighting date ranges which records will be highlighted?
	-	Start 1/8/17 Finish 5/11/17	☐
	-	Start 30/10/17 Finish 9/11/17	☐
	-	Start 15/7/17 Finish 17/9/17	☐
7.	To highlight a range of tasks, select the Task Range highlight filter and type the IDs for the start and end of the range.
	True or False
8.	Using the Using Resource filter, you can display all tasks using one or more resources.
	True or False
9.	To highlight tasks that do not require any resources, select which of the following in the Using Resource dialog box:
	-	Show tasks without resources	☐
	-	nothing in Show tasks using 	☐
	-	neither of the above	☐
10.	All highlight filters appear in the:
	-	More Highlight Filters dialog box	☐
	-	More Filters dialog box	☐
	-	Filters dialog box	☐
11.	All highlight filters can be seen by selecting More Highlight Filters on the Highlight drop arrow on the VIEW tab.
	True or False
12.	The Filter operation works identically to the Highlight Filters.
	True or False
13.	After using a Filter operation what should you do as the last step?
	-	You don't need to do anything	☐
	-	Reselect the same Filter again	☐
	-	Select No Filter	☐
14.	A custom filter works exactly the same as a built-in filter.
	True or False
15.	To create a custom filter, select which of the following options from the New Filter drop arrow?
	-	New Filter	☐
	-	Custom Filter	☐
	-	New Custom Filter	☐
16.	In the More Filters dialog box, which of the following commands do you click on to apply a filter?
	-	[Highlight]	☐
	-	[Filter]	☐
	-	[Apply]	☐
17.	Both filters and highlight filters are listed in the More Filters dialog box.
	True or False
18.	When a interactive filter is run, the user is prompted for information.
	True or False
19.	To force an input box to be displayed when a filter is run, you must enter which character in the Value(s) field?
	-	?	☐
	-	!	☐
	-	$	☐
20.	Filters can be deleted from the project file using the Organiser.
	True or False
21.	In the Organiser the currently open project is shown in which of the following panes?
	-	Left pane	☐
	-	Right pane	☐
	-	Global pane	☐
22.	When tasks are grouped, their IDs alter to reflect their new locations.
	True or False
23.	To group tasks you must click on which function on the View tab?
	-	Grouped	☐
	-	Grouped by	☐
	-	Group by	☐
24.	You must switch on AutoFilters in the Options dialog box for this feature to be available.
	True or False
25.	Once switched on, the AutoFilter arrows appear:
	-	to the right of the column header	☐
	-	as a filter symbol	☐
	-	neither of the above	☐
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1.	To change the timescale you must open the Timescale dialog box.
	True or False
2.	Which of the following are true regarding timescales?
	-	They have two tiers	☐
	-	They can use different scales eg hours, months etc	☐
	-	Nonworking days are always shown as a grey vertical bar	☐
3.	How many tiers are displayed in the timescale of a default project?
	-	One	☐
	-	Two	☐
	-	Three	☐
4.	The Timescale feature is found in the Zoom group on the View tab.
	True or False
5.	To make a specific tier in the timescale visible you must open the Timescale dialog box.
	True or False
6.	If you select to show two tiers in your project which tiers will display?
	-	Top and middle	☐
	-	Top and bottom	☐
	-	Middle and bottom	☐
7.	The Timescale dialog box has only three tabs: one for each of the three tiers.
	True or False
8.	Which of the following are valid Units in the Timescale dialog box?
	-	Years	☐
	-	Decades	☐
	-	Half Years	☐
9.	You can alter the style of many components in Project as well as altering the look of all of the text.
	True or False
10.	Text styles for the Gantt chart can be altered via the
	-	Format tab	☐
	-	Task tab	☐
	-	Chart tab	☐
11.	The Line to change option in the Gridlines dialog box let you change various lines such as vertical lines for timescale tiers, page breaks, and more.
	True or False
12.	When displaying gridlines you can specify their:
	-	Shadow effects	☐
	-	Style	☐
	-	Colour	☐
13.	The Current progress line is an excellent tool for checking project status as it shows a progress line as of the current date so that you can see which tasks are ahead or behind schedule.
	True or False
14.	Which progress lines indicate a task that is behind schedule?
	-	Right-pointing line	☐
	-	Left-pointing line	☐
	-	Dotted line	☐
15.	You can format progress lines to make them easier to understand.
	True or False
16.	You format progress lines in the:
	-	Task Information dialog box	☐
	-	Gridlines dialog box	☐
	-	Progress Lines dialog box	☐
17.	If you want to declutter your Gantt chart, but need to show link lines between tasks, opt to use the 'S' shaped links.
	True or False
18.	To format a specific bar, you will need to use the Format Bar dialog box.
	True or False
19.	The Gantt Chart preset styles are found on the Gantt Chart Tools: Design tab.
	True or False
20.	You can alter the bar text for selected tasks or for all tasks.
	True or False
21.	To change the colour of specific task bars you must select them before you can change their formatting.
	True or False
22.	When formatting task bars you can:
	-	alter their colour	☐
	-	add an icon at the start of the line	☐
	-	apply a pattern to the bar	☐
23.	To alter the formatting of all Milestone tasks, you must first select them before changing the formatting.
	True or False
24.	The Bar Styles dialog box is available by click on the Gantt Chart Tools: Format tab, then:
	-	selecting Format > Bar Styles	☐
	-	selecting Format > Bar	☐
	-	selecting Format > Styles	☐
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1.	You can add new commands and groups of commands to the ribbon via the Options dialog box.
	True or False
2.	To add a new group to a ribbon, open the Options dialog box then click on:
	-	Customising Ribbon	☐
	-	Customise Ribbon	☐
	-	Customise Ribbons	☐
3.	You should always check your project in Print Preview before printing it to ensure it doesn't have any obvious errors.
	True or False
4.	You must insert a Remove Page Break command into a custom group on the ribbon in order to be able to remove an inserted page break.
	True or False
5.	You can determine where a pages break is in a Gantt chart by:
	-	the presence of a solid line above a task	☐
	-	the presence of a dashed line above a task	☐
	-	clicking on a task and the Remove Page Break command will be coloured	☐
6.	You can print all tasks in a specific period of time by clicking on the File tab to display the Backstage, then clicking on Print Custom Dates and Pages.
	True or False
7.	You can insert a header into a Gantt chart via the Page Setup dialog box.
	True or False
8.	You can access the Page Setup dialog box via the:
	-	File tab	☐
	-	View tab	☐
	-	Gantt Chart Tools Format tab	☐
9.	Footers are useful for displaying page numbers and file names.
	True or False
10.	Information can be entered into how many areas in the footer?
	-	One	☐
	-	Two	☐
	-	Three	☐
11.	By default, the legend will print at the top of every page.
	True or False
12.	By default, the legend will print:
	-	at the end of the report	☐
	-	on a specified page	☐
	-	on every page	☐
13.	If you are trying to fit more than one page per piece of paper in a printed report, you will need to preview it well before printing it.
	True or False
14.	PDF stands for Perfect Document Formatting.
	True or False
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