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Unit Description in detail Weighting (%)

1 Project Fundamentals 25 %
Introduction to Microsoft Project Server and Mianfis Project Web
Access
Understanding project management Basics and pregess
stakeholders - Keys to successful Project managemen

2 Project planning and organizing 25 %
Creating a project plan - Focusing the projectorisi Entering tasks |-
Importing Tasks
from an Excel Worksheet- Recurring Task- Sequendngrganizing
tasks -
Organizing tasks into an Outline- Setting up wor&akdown structures|-
Adding
Supplementary Information to Tasks

3 Viewing Information 25 %
Different views in project management - Sorting jecd information -
Grouping project
information - Filtering Project information - Nawagng to a specific
location in view

4 Scheduling Task 25 %

Setting task durationsTask dependencies and scheduling task dead

— Task calendars

lines

Basic Text & Reference Books

>

>

Publication, October 2003

Publication

Microsoft Office Projec2003:Inside Out, by Teresa Stover, Microsoft Press

Microsoft Office Projec2003:Bible, Elaine J Marmel, Hungry Minds Inc, US
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