MS Project 2000 Key Terms

	Term
	Definition

	Project
	A defined sequence of steps that achieve an identified goal.

	Microsoft Project 2000
	A user-friendly Project Management Software Tool for creating, tracking and closing a project.  It allows you to enter the details of a project into one organized central repository.  It exhibits the characteristics of several types of application software to include a database, a spreadsheet, a chart and a Report Writer.

	Project Management
	The process of defining, organizing, tracking and communicating information about a project in order to meet a project goal.

	Project goal
	A desired outcome, at a specified level of quality within a given timeframe and budget.

	Efficient
	In terms of project management, it means doing tasks faster, with fewer resources and lower costs.

	Effective
	In terms of project management, it means to meet the actual goals of the project rather than just doing the project tasks quickly.

	Task
	One specific action (of many) that needs to be completed in order to achieve the project goal.

	Duration
	How long it takes to complete a task.

	Estimated duration
	A default duration assigned by Project 2000 to a task when the user has not entered a specific, firm duration.  It is denoted with a question mark, as in “1 day?”

	Resources
	The people, equipment or facilities (such as a conference room) that need to be assigned to a task in order to complete it.

	Project Manager
	The central person to which all of the details of the project converge.  The Project Manager may or may not directly supervise the implementation of the project, but is almost always responsible for insuring the project is completed on time, to the level of quality desired, and within budget.  As such, the Project Manager is ultimately responsible for the project plan, tracking and project status information.

	Scope
	The total amount of products and services that the project is supposed to provide.

	Scope creep
	The conditions whereby projects grow and change in unanticipated ways that increase costs, extend deadlines, or otherwise negatively affect the project goal.

	Quality
	The degree to which something meets an objective standard.

	Risk
	The probability that a task, resource or cost is miscalculated in a way that creates a negative impact on the project.

	Gantt Chart
	Named for Henry Gantt, a pioneer of project management techniques, it provides a graphical visualization of the project that displays each task as a horizontal bar whose length corresponds to the duration of the task across a vertical timescale.

	Network Diagram or PERT Chart
	PERT stands for Program Evaluation Review Technique.  This type of chart graphically displays the tasks as nodes and the relationships among tasks as lines or arrows.  There is no timescale.  This type of chart is useful for following the logical sequence of tasks as well as all of their interdependencies.  Lockheed is credited with creating the PERT in conjunction with the Navy’s Polaris Missile Project.

	Critical path
	At this stage, suffice it to say it is the series of tasks and their durations that determine the shortest period to complete the project.  How the path is actually calculated will be discussed in later tutorials.

	Default settings
	A set of standard settings which are appropriate for most projects.

	Views
	A means of graphically displaying project data, such as task, resource and cost information, with varying levels of detail.  Views are very easy to customize or create from existing views.  Tutorial 6 will cover some exceptionally useful customization examples.  The default view is the Gantt Chart view, which is the easiest view for most students to understand and begin using right away.

	Title bar
	The top bar of any application software running on a windows computer.

	Menu bar
	It contains the File, Edit, View, Insert, Format, Tools, Project, Window and Help menus used to issue commands to Project 2000.

	Toolbars
	Represent the most popular Project 2000 commands as icons (little pictures) on command buttons.

	Screen Tip
	A small box with the name of the toolbar button that appears when the user pauses their mouse over that button without clicking

	Standard toolbar
	Contains buttons common to almost all windows applications, such as Cut, Copy or Paste, as well as buttons specific to Project 2000 like Link Tasks.

	Formatting toolbar
	Contains buttons that control the appearance of the project, such as font, bold, italics and alignment.

	View Bar
	Contains several buttons that you use to switch between predefined project views.

	Entry Table
	A spreadsheet-like display of project information organized in rows (each task is entered in a new row) and columns (individual attributes of a task are displayed in columns, such as Duration, Start Date, etc.).

	Entry Bar
	By default, positioned just below the Formatting toolbar and just above the Project 2000 window.  It can be used to enter a new or edit an existing entry, much like the edit bar in a spreadsheet product.

	Timescale
	Displayed along the top edge of the Gantt Chart, it shows the unit of measure that determines the length of each (task) bar.  It has two rows known as a major scale and a minor scale.

	Major scale
	The upper scale of the timescale, which by default: is measured in weeks and displays the date for the Sunday of that week.

	Minor scale
	The lower scale of the timescale, which by default: is measured in days and displays the first letter of the day of the week.

	Current date
	By default it is today’s date (as determined by the computer’s system date) and is represented in the Gantt Chart by a dotted vertical line.  Please review Lecture Notes, Creating the Schedule for some additional information.

	.mpp
	The filename extension that identifies the file as a Microsoft Project 2000 file.  This same extension has been used in previous versions of Microsoft Project as well.

	Graphical (View)
	A chart or graphical representation of data using bars, boxes, lines and images.

	Sheet (View)
	A spreadsheet-like representation of data in which each task is displayed as a new row and each piece of information (field/attribute) about the task is represented by a column.

	Tables
	In Microsoft Project 2000, a table is really a definition of what fields to display as columns, as well as the width, title and alignment of the column.  A table definition is applied to a Sheet View. “Tables” can be customized or copied into new user-defined tables.

	Form
	A specific view of many pieces of information (fields) of one task.  Use Forms to help focus on the detail of one task at a time.

	Slack
	Or, Total Slack, is the amount of time that an activity may be delayed from its scheduled Start Date (or Finish Date) without delaying the entire project Finish Date.  In some project scheduling circles, this is also referred to as Total Float, but not in Project 2000.

	Split Window
	An arrangement that allows you to display more than one view on the screen at one time so that you can view information about many tasks in one area and the details about the current task (whichever task has the current “focus”) in another.

	Zooming in & zooming out
	Changing the magnification of a project; this allows you to enlarge or reduce the amount of project information on the screen.

	Preview
	A means of viewing on the screen what a printout should look like when printed.  This is very handy for checking the magnification of the timescale and the total number of pages.

	Legend
	Appears in the bottom portion of each page (by default, but this can be set to appear only once) to provide information about the style and meaning of the bars used in the Gantt Chart.

	Page Setup
	A dialog box used to change many of a printout’s characteristics, including orientation, margins, legend, header and footer.  Page Setup settings are saved individually with each View, even ones the user creates.  This is actually very handy for customization, but be aware that each View’s Page Setup should be verified before printing.


	Term
	Definition

	As Soon As Possible
	The default constraint placed on each new task in a schedule that is being scheduled from the project start date.  This means that tasks will start as soon as their predecessors, constraints and resource assignments & availability will allow.  When first entering tasks in a new schedule, all tasks will begin on the project start date until the user assigns predecessors, constraints and/or resources.

	Standard Calendar
	This is the default Project Calendar and also the default calendar for all resources.  The Project Calendar and any of the Resource Calendars can be based on one of the pre-existing calendars, or a user-defined calendar.

	Project Calendar
	This is based on the Standard Calendar by default and is the base calendar for the entire project.

	Working time
	The hours during which work can occur.  There are default working hours for each base calendar.  Working time may be changed for any given single period, for contiguous and non-contiguous blocks, or for a certain day of the week for the entire calendar.

	Nonworking time
	The hours out of each 24-hour day that are not specified as working time.  There are also default nonworking times, such as Saturday and Sunday in the Standard calendar.  The same rules apply for changing nonworking time in a calendar as applied to changing the working time.

	Task Calendar
	A calendar created separately and applied to any given task or group of tasks, such as a Training Calendar that will be applied to any Training-related task in the schedule.  Task calendars may be created by making a copy of an existing calendar and editing it afterwards.

	Resource Calendar
	Each resource “inherits” the working and nonworking time of its base calendar as selected in the Resource Sheet.  Each resource by default uses the Standard Calendar.

	Fill handle
	A small, dark square that appears at the lower right corner of the selected cell(s).

	Elapsed (time)
	A measure of time which refers to clock time rather than working time.  For example, a duration that is set to an elapsed day has 24 hours of working time associated with it.

	Recurring task
	A task that repeats at a regular interval.

	Milestone
	A task that marks a significant point in time or a progress checkpoint.  It has a duration of 0 (the units are irrelevant).

	Task dependencies
	The rules that determine which tasks must precede (come before) or succeed (follow) another.  Together with the task durations, they provide the key information used to calculate individual task start and finish dates, as well as the overall Finish or Start Date for the project.

	Predecessor task
	The first task described in a dependency, such as 14SS.  The ‘14’ would denote the Task ID of the predecessor task, which is the task that is impacting a follow-on, or successor task.

	Successor task
	The second task described in a dependency.  This is the task that is being impacted.  Most tasks have one or more predecessors and are predecessors to other tasks.  This effectively means that a task can, and often is, a predecessor task, in relation to its “successor(s)”, but is also a successor task, in relation to its “predecessor(s)”.

	Link Tasks (button)
	A button on the Standard toolbar that creates an FS relationship between tasks that are highlighted, or selected.  Note that this will not disturb any existing relationship(s) that may exist.

	Unlink Tasks (button)
	A button on the Standard toolbar that removes any relationship between tasks that are highlighted, or on any single task selected.  Note that it does not matter how many or what type, of dependencies there are.  It does not matter if the relationship was created with the Link Tasks button or entered manually.

	Critical path
	The tasks that must be completed with the given schedule dates in order for the overall project to completed in the shortest amount of time.  By default, the critical path consists of those uncompleted tasks that have zero total slack and are linked together, forming a “path” of logic.

	Slack
	The amount of time by which an activity may be delayed from its scheduled start date without delaying the entire project.  Most other scheduling systems refer to this property as “Float”.

	Critical tasks
	Tasks that are on the critical path, and have a total slack of zero (or less).  There are many factors considered in the calculating slack and whether or not a task is marked as critical.  These will be discussed in more detail in Tutorial 3

	Non-critical Task
	A task that is not on the critical path and whose delay will impact the project’s completion only if it is delayed longer than its Total Slack value.

	Lead time
	The amount of time the second task in a relationship is moved backward in time from where it would have been, were there no Lead time imposed.

	Lag time
	The amount of time the second task in a relationship is moved forward in time from where it would have been, were there no Lag time imposed.

	Positive lag time
	Project 2000 terminology for referencing Lag Time as it applies to general Project Management discussions.

	Negative lag time
	Project 2000 terminology for referencing Lead Time as it applies to general Project Management discussions.

	Summary task
	Represents a grouping of tasks that logically belong together.  It is used to organize and represent a phase.  Created by indenting and outdenting tasks within the project.

	Phase
	It is a group of related tasks that completes a major step in the project.  Another name for a Summary Task and the subordinate tasks underneath it.

	Rule of 20s
	A heuristic (rule of thumb) that dictates listing no more than 20 summary tasks, or phases, and then breaking them down into the individual tasks within those phases until the entire Project is defined.

	Top-down method
	Planning a project by starting with the Summary tasks first and then filling in the individual tasks last.

	Bottom-up method
	Planning a project by first listing all the individual tasks that must be done in order to complete a project, and then grouping them into phases, and organizing them under summary tasks last.

	Outdenting
	Moves a task to the left (higher level in the outline), also known as promoting it.

	Indenting
	Moves a task to the right (lower level in the outline), also known as demoting it.

	Work Breakdown Structure (WBS)
	A way to use an alphanumeric code to represent each task’s position within the hierarchical structure of a project.  By default, Project 2000 uses its intrinsic outline numbering scheme initially as the WBS, but the user can define their own.


