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It just makes Microsoft Project easier to use.

There is only one thing to remember:
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Process Bridge simply walks you
through the process of Planning,
Executing and Controlling and
Monitoring a project in Microsoft
Project.
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Thousands have used Process Bridge since 1995 because it makes working in Microsoft Project simpler and more intuitive.
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- 1.3 Gridlines

rs [ﬁ Project Options
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Project Summary Task *
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Map
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Euild Team 3.3 Define

View from Enterprise Resources View El

2.0 Create Work Breakdown Structure | 3.0 Enter Work or Duration Estimates | 3.0 Complete Estimates with Resource Assignments|
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Change Warking Time
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For calendar:

| Calendar 'Standard' is a base calendar.

Standard (Project Calendar) -

Create New Calendar ..

p
Set Up Map

[

@ 1.0 Setup Work Environment

Legend: Click on a day to see its working times:
 worang ST T A A 1.1 Clarify Working Time
r— B B o View or edit working and non-working time for projects, tasks and resources. All Automatically
| 3 Edited working ST Scheduled tasks are scheduled by theworkingtime as defined by relaed calendars. Manually
PR e T for Projectl’ R Calendars | Scheduled tasks areinfluenced by the defined working time in calendars.
131 Excel | e ————————
Start date: | Current date:
Einish date: 2/22f11 - | Statusdate:  NA l -/ . SEaT
| | 1.2 Choose General Selections 1.3 Format Gridlines
Schedule from:  Project Start Date * Calendar: Standard Determine schedule from position, start @ Format thevertical ProjectStart,
All tasks beqin as soon as @HE.“. Priority: so0 = - orfinish date, statusdate, calendar, Current DateandStatus lines inthe
Enterprise | Project Options N — - Project leveling priority and enterprise project field Gridlines timescale. Format additionalview
Departme] Information | selection. lines.
D R e oo o o o o >
[L] General options for working with Project.
Custom A Display || M seeesseessssessieesnsessntenttiesttensttentteanttes ittt nttnatteanat s a s s e e e N e s Nee RN aSRNeEsaNesasNEeRRaseRReEsaaansaaenRasnnannnnns
Schedule LIRS 3 1.4 Determine Project Options (User Preferences and Defaults)
Proofing Color scheme: n Generaloptions for working with Project such as schedule
Save ScreenTip style: | Show feature descriptions in ScreenTips EI and dlSp‘av' QUStWEEthe_RIbbon andQuick AccessToolbar.
| g Manage add-ins and security.
| N Options
anguage Project view
Advanced Defaultview: | Gantt with Timeline [~]
s Customize Ribbon Date format: | 1/28/09 [~]
| S— Quick Access Toolbar Personalize your copy of Microsoft Office
Add-Ins User name: |Ray |
Trust Center Initials: EI
. — )
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Task Resource Project Wiew [*Plannin
. 1.2 Project Information
1.3 Gridlines

Setup 11 _
Map Calendars lﬂ Project Options

1.0 Setup Work Environment

B EaEE 0 dE 9~

Logic and Communication] *Executing *Controlling & Monitoring Format l & 9

= o | Notes & -t
ig Ig:}Notes . ig;)

Estimates 3.1 Motes Euild Team 3.3 Define
Map view '#d Object =] from Enterprise Resources View =]

0 Enter Work or Duration Estimates | 3.0 Complete Estimates with Resource Assignments |
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Project Summary Task *
2.0 Create Work Breakdown Structure

ENEE IETES

20 o |WBS' |Task Name
. \ 0 -
Create WBS & - ‘ A Q u 0 PMO Deplnyment
_ 1 1~ Initiate PMO
E ' 2.0 Create Work Breakdown Structure 2 L1 Project Start
3@ 1.2 Determine cutcomes & scope
Wstep1  2.1Title Project: Project Summary (Row zero) — N i A
T Title project. ClicktheFile tab, select Options, Advanced, searchunder 4 @ 1.3 Allgn with business
Display options for this project and select Show project summary task. l—
5 2 ='planPMO
6 0 i
- 2.2 Define Major Phases (Level1) S | 21 Determine process & procedures
—— ae;;nemaj:hrph':sbes_(::live;zl?;leyeﬂintheWBSoutline.A!l 7 {‘:—':'_.; ' 2.2 Design communication Campaign
rows should beindent major phases. —_—
8 & 2.3 Secure management sponsorship
2.3 Summary E 3 = Implement PMO
Indent activities and milestones under summary rows for I~ = L. .
better communicationandcontrol. 10 & § 3.1 Select existing projects
11 & 3.2 Align with process & procedures
DSieps SN B 12 2. ¢ 3.3 Establish monitoring criteria
Definethescope, time, work, and cost for each activity row. Also —_— -
assign resources and set dependencies between activities. Define 13 @ ' 3.4 Establish performance metrics
the scope of each activity inthe Notesfield. An activity does not S
have rowsindented below itin the WBS. 14 a -~ Review PMO
Y 15 2 4.1 Obtain feedback
S z enti ilestones —
Milestones represent objectives obtained and point intime 16 @ 4.2 E‘II"EIUEtE IESSUHS IEErnEd
reached. They are often usedto mark the end of aphase.
Milestones arezerodurationrows anddo not haverows 17 4.5 PMO CDmpIEtE
indented directly belowthem.
Note: Project refersto all WBS elements as “tasks.” InProject there are
four types oftasks: project summary, summary, detail and milestone.
—
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(D Views-and toolsfor estimating
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mk. Resource Project View | *Planning (Estimates) | *Planning (Logic and Communication] *Executing *Controlling & Monitoring Format

1.2 Project Information [ ww A @ ko Motes @ )

£ 1.3 Gridlines = - @3- ) Notes [ GO

Setup 11 ] : Estimates 3.1 Motes ] Build Team 3.3 Define
Map Calendars ] Project Options [C] Project Summary Task & Map view '#d Object =] from Enterprise Resources View =]
1.0 Setup Work Environment 2.0 Create Work Breakdown Structure 3 0 Enter Work or Duration Estimates | 3.0 Complete Estimates with Resource Asmgnments
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@ PMO Leveling.mpp - Microsoft Project ‘._‘:’ 3 O
MK Resource | Project | View | *Planning (Estimates)| *Planning (Logic and Communication) | *Executing | *Controlling & Monitaring Format = & L]

D . 2 Project Information [0 D \_ﬁ [ Motes @, -‘..‘
9 13 Gridlines =] » - |_"| - ) Notes [ o

Setup Estimates 3.1 Notes .
Map Calendars | Project Options Project Summary Task Map View '3 Object 5 3.0 Ent Esti &
1.0 Setup Work Environment 2.0 Create Work Breakdown Structure | 3.0 Enter Work or Duration Estimates| 3.0 Com \ " nier btstimates
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[ ) Task . |Task Name - |Duration _ |Start . |1'11 [Dec25,'11 [1an22,'12 |
Mode T[s[wW[s[T[m]
= PMO Deployment 84.5days 1/1/12

= Initiate PMO 8.17days  1/1/12 =y

3.1 Write Scope Statements

The scope [requirements or peformance) of each activitycan be defined in avariety of ways. Typically, the scopeof anactivity might include
the purpose, assumptions, deliverables and the tasksthat need to be performed. In addition the scope might reference sources of
information, issues and risks. Enterscopein the adivity [task) Notesfield.

Project Start 0 days Yij12 L e LR eR R E LR e
j Ef:f::;neg_ S |3.17 days 12/ %SWMI'PMD et | 3.2 Enter Duratien and/or Work
PMO Leveling.mpp - Microsoft Project For each activity enter "Duration Estimates” inminutes, hours, days, weeks ormonths if you tend tothink of your activities in terms of them
mk Resource | Project | View || *Pranning (Estimates) || *Planning (Logic and Commun Duration & taki.nf:dﬁmd amount of working calendsr time. Enter duration estimatzs and Project will calculate work (effort) and costwhen resources are
3 D 5112 Project Information [ -~ B Work View assigned.
4 [u] et PP 1.3 Gridlines =] @ - (3~ 3 For each activity enter "Work [Effort) Estimates” in minutes, hours, days, wesks or months if youtend thinkof your activities in terms of how
Map Calendars |_3 Project Options Project Summary Task 4 ap much effort is involved instead of thinking the durstion of activities being a fixed amount of time. Mast people who take thizapproach will
Mame: | Determine outcomes & scol 1.0 Setup Work Environment 2.0 Create Work Breakdown St 3.0 Enter v estimatethework (effort) of an activity and expect Project tocalculste the durationand costs of the activity when resources are assigned.
Esm Y212 e e T e B e e B e = ] e R R R
:4.; E'E @ =i~ Task Name = | Duration ¥ |Work = 3.3 Define Resources
E ,m o IiMO F)eployment 84.5days 1,206.2 hrs Lizt and define all required work, material and cost resources. Detemmine cost rates, 3vailzbility, baze calendar and other characteristics of
= ‘ ' = Initiate PMO 8.17 days 196 hrs each resource.
& 2 Project Start 0 days ohrs
| @l% Determine outcomes & 3.17 days 76 hrs . § 5.4 Determine Assignment Calculation
scope _.Ji For eachactivity determine how you want them torespend [adjust) when resources are assigned, removed or
2% Align with business 5 days 120 hrs . ) assignments adjusted. Select response by making the appropriste selections inthe Type and Effort Drivenfields. Five
= = Plan PMO 27.67days 47507 hrs ca I\.fiiimn possible combinations of selections are possible: 1 Fixed Units/Effort Driven, 2) Fixed Units, 3) Fixed Duration/Effort
[ = Determine process & 21.17days  338.67hrs Driven, 4] Fixed Durstion, and5) Fixed Wark.
procedures
@ef 2 Design communication 5days 100 hrs [ |3.4AssignResources
campaign _Ei For each activity assign resources. When finished, each activity should have durstion, work and cost estimates.
&2 Secure management 6.5 days 36.4 hrs’ .
sponsorship Assignment
= = Implement PMO 11 days 287.13 hrs. View
212 Select existing projects 5.33 days 90.6 hrs
212 Establish monitoring 3.17 days 50.67 hrs : )
criteria : ’/gvr«) staff,PMO Dir ~
e Frnni e e 4 | P Process Bridge"
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mk. Resource Project View | *Planning (Estimates) | *Planning (Logic and Communication] *Executing *Controlling & Monitoring Format

Emuns 1.2 Project Information [ ww A LE ko] Notes @&
- 1.3 Gridlines = - RE R kb MNotes [
Setup 11 i ) . Estimates 3.1 Motes ) Build Team 3.3 Define
Map Calendars ] Project Options [C] Project Summary Task & Map view '#d Object =] from Enterprise Resources View =]
1.0 Setup Work Environment 2.0 Create Work Breakdown Structure 3 0 Enter Work or Duration Estimates | 3.0 Complete Estimates with Resource Asmgnments
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® PMO Leveling.mpp - Microsoft Project M = 3 O
.

m Resource | Project  View | *Planning (Estimates) | *Planning (Logic and Communication) | *Executing | *Controlling & Monitoring Format &

p—— r -
D 1.2 Project Information [ ® PMO Le[ Entimates Map —— . - " - - . . g
Setup 11 SIS E‘ m>< Resource | Project | View || *Planning (Estimatq|| —
Project Options Proje S A 2
Map Calendars [ Proj P & proj ez [@51.2 Project Information [T KT . 3.0 Enter Estimates
1.0 Setup Work Environment 2.0 Create E :ﬁ: =
513 Gridlines =
E3| i AR =] gl | setu 11 3.1 Write Scope Statements
N Food Q |9~ ¢ =] @ Mapp Calendars 1 Project Options Project Sum = p o 5 g 2 i Vi iehti
Task oo Ay ——— R e —— The scope (requirements or performance) of each activity can be defined in a variety of ways. Typically, the scope of an activity might include
i ] Mode T fuSctup WarkiEnvicanmen [ reate wor the purpose, assumptions, deliverables andthetasksthat needto be performed. In addition the scope might reference sources of
E 7 v [, S information, issues andrisks. Enter scope inthe activity (task) Notesfield.
o % ‘PMODeponment .\EDIJQQ|', ¢ |E‘@@:§ £ o ty ( )
% = Initiate PMO i Resource Name ¥ Type ~ Material
= Project Start = Sponsor Wock Il R R s
se = Determi " = BE MO Director Wark 4 fl
e = Ai E'mf:he outcol = BERES PM Consultant  Work ; 3.2 Enter Duration and/or Work |
1gn with B 2 IO PMO Staff Work For each activity enter “Duration Estimates” in minutes hours, days, weeks or months ifyou tendto think of your activities in terms of them
= = Plan PMO “ 8 Database Work Duration& taking afixamount ofworking or calendar time. Enter duration estimates and Project will calculate work (effort) and cost whenresourcesare
= . o uration :
- assigned.
( S E Work View
@ PMO Leveling.mpp’ osoft Project
For each activity enter “Work (Effort) Estimates” in minutes, hours, days, weeks or months if you tend think of your activities interms of how
m“ Resource | Project | View ||*Planning [Estimates) | "Planninf® , _ ian ReoSl much effort is involved instead ofthinking the duration of activitiesbeing afix amount oftime. Most people whotakethisapproach will
“" an 2 Project Information [0 = estimatethework (effort) of anactivity and expect Project to calculae the duration and costs of the activity whenresources are assigned.
1 3 Gridli @ ‘ T e I T
Setup 11 ULl | | [=] Resource list options
Map Calendars d Project Options Project Summary Task ") hert P 3.3 Define Resources
Eilter by: i i
1.0 Setup Waork E t 2.0 Create Work Breakd o i _ : : 2 z gra i
B AT T b e [ [AlResources & 8 List and define all required work, material and cost resources Determine cost rates, avaikability, base calendar and other characteristics of
BEEd0dE 9-¢- 5288318 - each resource.
— r—— d [ Available to work = Resources
asl » |Task Name . View 2 - 5
(i) Mode 1 Ll 3.4 Determine Assignment Calculation
0 E ~ PMO Deployment 8| Resources from PMO Leveling.mpp For each activity determine how you want them to respond (adjust) when resources are assigned, removed or
1 =Y = Initiate PMO [Database . assignments adjusted. Select response by makingthe appropriate selections inthe Type and Effort Driven fields. Five
= . - Calculation | o< cible combinations of selections are possible: 1) Fixed Units/Effort Driven, 2) Fixed Units, 3) Fixed Duration/Effort
2 Project Start Resource Mame RD Units | Cost View s 2 _ 2
= v |PM Consultant 100% 50,00 Driven, 4) Fixed Duration, and 5) Fixed Work.
3 ‘ 22 | Determine outcomes & | m' :
- = = — v |PMO Director 100% .00
4 =
(u] 100%..40.00 3.4 Assign Resources
E
I‘cLi Mame: | Determine outcomes & scope Duration: | 3.17 days E PMO Staff For each activity assign resources. When finished each activity should have duration, work and cost estimates.
g Start  1/212 ~  Finish:  1/5/12 Assignment
E 1D |Resource Name W View
=@ 1 {Sponsor 25, 33
= 2 {PMO Director 125,331
o 3 |PM Consultant i25.33 | Hold down Ctrl and dick to select multiple resources
S
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=] 43 CPM View
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Map

| 5.0 Plan Communications
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Schedule Logic Map

Task | Resource

. Schedule Logic Map

@l 4.2 Dependencies View

PMO 4 O Mlicrosoft Project
.

*Planning (Estim [Logic and Communication]

'@ Subproject

Project | View

EI MNetwork Diagram View

@ 4.1 Constraints and Deadlines View @ Relationship Diagram View Links Between Projects
Plan Communicg

= 4.3 CPM View
4.0 Determine Schedule Logic |

i§ Create Deliverables

*Executiny

Map
5.0H

B e e
- -

A

—

{g;) 4.0 Determine Schedule Logic

4.1 Select Task Mode

BEEd  \HdB 9-¢- DG ES B S g «=ch| EM@|

. Schedule Logic Map

EI 4.2 Dependencies View

EI 4.1 Constraints and Deadlines View EI Relationship Diagram View Links Between Projects

o Task - Name - Constraint Type - Consti
Mode
o = ~ PMO Deployment As Soon As Possible
1 - = retar nnan Aec a 1
PMO Leveling.mpp - Microsoft Project
2L J,

Mesource Project | View | *Planning (Estimates) || *Planning [Logic and Communication) | *

El Metwork Diagram View '@Subproject

=) 4.3 CPM View
4.0 Determine Schedule Logic

i Create Deliverables

4.3 Sequence Activities and Milestones

relationships, sequencing, and network or PERT diagramming. Types of dependencies

B Easd0dE 9-¢- 08888 g

For an activity or milestone, select Manually Scheduled if you want to enter durations or datesmanually. Select Automatically Scheduled if youwant the
timing of activities and milestones calculated by Project to be based on dependencies, timing constraints, resource assgnments, etc.

4.2 SetDeadlinesand DefineTiming Constraints for Automatically Scheduled Activities and Milestones

EE Deadlinescan be set for either Automatically or Manually Scheduled activities and milestones. Constraintscanonly be usedwith
Constraints | Automatically Scheduled Activities Timing Constraints included: As Soon as Possible (ASAP), As Late as Possible (ALAP), Must Start On, Must
& Deadlines | FinishOn, Start No Later Than, Start No Earlier Than, Finish No Later Than, and Finish No Earlier Than.

View

Set dependenciesbetween activities and milestones. The step isreferred to as many such as: linking, setting predecessor and successor

Finish to Start E'|_=‘ Start to Start I —=§ Finish to Finish == ] Start to Finish L_@—:_I

|

wr Tasks

Marually Sehedilad

(5 ) Task _ |TaskName 4.4 Review Timeline and Critical Path
Mode Task | Resource N Eolos 3 E e
The timelinefor a project isthe duration ofthe project and the dates in timethat elements ofthe work breskdown structure occur.
(1] % -~ PMO Deployment f = Critical path iscalculated by the critical path method and refersto the longest path of activitiesand milestonesthat determinesthe
ploy [ schedule Lagic Map Critical - S <5 S o R 2
1 % - Initiate PMO sk earliest the project can finish. By pure definition, a critical activity or milestone haszero Total or Free Slack.
= L =l 4.1 Constraints and Deadl :
2 Project Start
) - |=l 4.2 Dependencies View
3 22 Determine outcomes & sco|
2| 2% Align with business Close | -~
5 =S = Plan PMO — .L._-.-_._.._;._.._. — —_— —_—
s e % Determine process & proce ~ |Task Name [ ~ Earlystart » | Lstestart v |Early Finish v | LateFinish ¥ [ F | T [ 5 [W ][5 | T
7 e % Design communication cam - PMO Deployrflen  1/1/12  1/2/12  a/27/12 af27/12 =W I1= [ TIMIF
8 & % Secure management sponst - Initiate PM 1/1/12 1/2/12 1/12/12 1/12/12 l"
9 = = Implement PMO =y
. P L N Project Start 1/1/12 1/2/12 1/1/12 1/2/12 :
10 (& =3 Select existing projects - (pllfl
4 Determine ou  1/2/12 1/2/12 1/5/12 1/5/12 : S—
M4 Process Bridge"




Task | Resource | Project | View | *Planning [Estimates) || *Planning (Logic and Communication) | *Executing | *Controlling & Monitoring Format & ) = &3

. Schedule Logic Map |=| Metwork Diagram View '@ Subproject . Reports & i
e

4.1 Constraints and Deadlines View Felationship Diagram View |Fl Links Between Projects Wisual Reports
= p Diag j p
] i ] ) Plan Communication Wiews i Print  Print
[=l 4.2 Dependencies View =l 4.3 cPM view i Create Deliverables Map - 3 CopyPicture | preview =~

Print Cptions

4,0 Determine Schedule Logic 5.0 Plan Communications

N\
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p
Plan Communication p— a
— - 5

. ) 5.0

@ 5.0 Plan Communication

PrintViews
@ There are 16 different types of views in Project but not allcan be printed. These 10 types of Project views can be printed:
Vigis Task Based Calendar Task Uszge Resource Based Network Diagram Resource Sheet
Views GanttChart Timeline Views Team Planner Resource Uszge
1l Task Sheet Resource Graph
PrintReports
Predefined task, resource, and crosstab reports. Basic reports are divided into six categories:
Overview Assignments
Current Workload
Costs Custom
Print Visual Reports

Visualreports aliow you to view Project information graphically using enhanced PivotTables in Excel 2010. Once Project
information hasbeen exported to Excel, you can customize the reports further with Excel 2010 enhanced PivotTable
features

5 Copy Picture
\ﬁ Copythe printableview for the screen, printer or as a GIFimagefile. Atimescale can be selected and when applicable,
Coi allrowsonthescreen or selectedrows onthe screencan be selected.
Picture
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