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	Yes
	No

	Chapter 1: Resource Levelling
	
	

	already understands resource over allocations
	☐
	☐

	can already competently create resource chaos in a project
	☐
	☐

	can already competently track down resource over allocations using the Resource Graph
	☐
	☐

	can already competently check Resource Usage for over-allocations
	☐
	☐

	can already competently create an over-allocated resources report
	☐
	☐

	can already competently change work effort to fix over allocations
	☐
	☐

	already understands assigning overtime to resources
	☐
	☐

	can already competently assign overtime to fix over-allocations
	☐
	☐

	can already competently assign contract labour to fix over-allocations
	☐
	☐

	can already competently switch work assignments to fix over allocations
	☐
	☐

	can already competently reschedule tasks to fix over allocations
	☐
	☐

	Chapter 2: Assigning Materials
	
	

	can already competently assign fixed material consumption
	☐
	☐

	can already competently contour material consumption
	☐
	☐

	can already competently supplement materials in a project
	☐
	☐

	can already competently assign variable usage materials
	☐
	☐

	can already competently add more materials to a task
	☐
	☐

	can already competently view material quantities and levels
	☐
	☐

	Chapter 3: Costs
	
	

	already understands costs in Project
	☐
	☐

	can already competently review the current cost status of a project
	☐
	☐

	can already competently assign variable costs to resources
	☐
	☐

	already understands how variable costs are assigned to many resources
	☐
	☐

	can already competently assign daily costs to resources
	☐
	☐

	can already competently assign per usage costs to resources
	☐
	☐

	can already competently assign fixed costs to tasks
	☐
	☐

	can already competently assign costs to materials
	☐
	☐

	can already competently create multiple cost tables for a resource
	☐
	☐

	can already competently apply a different cost rate table
	☐
	☐

	can already competently assign changing cost rates
	☐
	☐

	can already competently assign a Cost Resource to a task
	☐
	☐

	can already competently view the overall project costs
	☐
	☐

	Chapter 4: Constraints and Deadlines
	
	

	already understands constraints and deadlines
	☐
	☐

	can already competently review project status
	☐
	☐

	can already competently add a constraint to a task
	☐
	☐

	can already competently resolve conflicts caused by constraints
	☐
	☐

	can already competently reschedule tasks to overcome constraint issues
	☐
	☐

	can already competently create a deadline
	☐
	☐

	can already competently quickly move a project's start date
	☐
	☐

	Chapter 5: Project Tracking
	
	

	can already competently create a baseline
	☐
	☐

	can already competently automatically update actual progress
	☐
	☐

	can already competently manually update project progress
	☐
	☐

	can already competently enter delayed tasks
	☐
	☐

	can already competently track actuals on the Gantt Chart
	☐
	☐

	can already competently track actuals using the Tracking Box
	☐
	☐

	can already competently view task slippage
	☐
	☐

	Chapter 6: Project Views
	
	

	already understands project views
	☐
	☐

	can already competently work with the standard built-in views in Project
	☐
	☐

	can already competently split the views on the screen
	☐
	☐

	can already competently create a custom view
	☐
	☐

	can already competently create a custom split view
	☐
	☐

	can already competently display custom views
	☐
	☐

	can already competently display views on the view menus
	☐
	☐

	can already competently save the current settings as a new view
	☐
	☐

	can already competently delete unwanted views from a project
	☐
	☐

	can already competently keep views local
	☐
	☐

	can already competently work with multiple project files
	☐
	☐

	can already competently hide project files that are currently open
	☐
	☐

	Chapter 7: Tables
	
	

	can already competently explore and dissect the tables that are in Project
	☐
	☐

	can already competently create a custom table from scratch
	☐
	☐

	can already competently add fields to a table using the Add New Columns feature
	☐
	☐

	can already competently add fields to any position in a table using the Insert Column command
	☐
	☐

	can already competently quickly add simple custom fields
	☐
	☐

	can already competently format fields in a table
	☐
	☐

	can already competently create a custom field with a lookup table
	☐
	☐

	can already competently enter data into a custom table
	☐
	☐

	can already competently use a hyperlink field
	☐
	☐

	Chapter 8: Controlling Project Data
	
	

	already understands the highlighting, filtering and grouping operations
	☐
	☐

	can already competently apply a basic highlight filter
	☐
	☐

	can already competently highlight a date range
	☐
	☐

	can already competently create a task range highlight
	☐
	☐

	can already competently highlight tasks that use specific resources
	☐
	☐

	can already competently access more highlight filters
	☐
	☐

	can already competently apply a standard filter
	☐
	☐

	can already competently create a custom filter
	☐
	☐

	can already competently use a custom filter
	☐
	☐

	can already competently edit an existing filter
	☐
	☐

	can already competently delete an unwanted filter from a project
	☐
	☐

	can already competently apply grouping to tasks
	☐
	☐

	can already competently display and apply autofiltering in a project
	☐
	☐

	Chapter 9: Formatting Projects
	
	

	already understands the timescale
	☐
	☐

	can already competently change the time periods on the timescale
	☐
	☐

	can already competently show different levels of tiers on the timescale
	☐
	☐

	can already competently modify a specific tier on the timescale
	☐
	☐

	can already competently format non-working time in a Gantt Chart
	☐
	☐

	can already competently change the text styles in a project
	☐
	☐

	can already competently work with gridlines in a project
	☐
	☐

	can already competently display progress lines in a project
	☐
	☐

	can already competently format progress lines
	☐
	☐

	can already competently change the layout in a project
	☐
	☐

	already understands formatting Gantt Chart bars
	☐
	☐

	can already competently change Gantt Chart styles
	☐
	☐

	can already competently change the text shown on Gantt Chart bars
	☐
	☐

	can already competently format the bars of selected tasks
	☐
	☐

	can already competently change the bar styles in a project
	☐
	☐

	Chapter 10: Advanced Printing
	
	

	can already competently add missing printing commands on to the ribbon
	☐
	☐

	can already competently preview a Gantt Chart before printing
	☐
	☐

	can already competently set a page break at a task
	☐
	☐

	can already competently print specific dates and pages
	☐
	☐

	can already competently insert headers into a printed report
	☐
	☐

	can already competently create a footer in a report
	☐
	☐

	can already competently work with the legend in a printed report
	☐
	☐

	can already competently squeeze a report onto as little paper as possible
	☐
	☐

	can already competently print to a PDF file
	☐
	☐
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