
 

55301 Mastering Microsoft Project 2019
Price: 1965

Duration: 3 days

Delivery Methods: Virtual

Overview

The Microsoft® Project® class combines beginner and intermediate practices and lessons into a
single, comprehensive delivery. Students will first explore the desktop application interface so they
are able to navigate and perform necessary project management functions efficiently.

Lessons are taught by a Microsoft Project certified instructor in an incremental fashion, one module
building upon the previous. Students will experience using the desktop application Microsoft Project
and see how projects are built from scratch or with the assistance of a template.

The content of this course is applicable to Project 2021, 2019, and 2016.

Audience Profile

This course is designed for anyone that will be responsible for creating and maintaining
project plans such as a project manager, project scheduler, or equivalent title.
It is also applicable for anyone wishing to learn Microsoft Project in preparation for these
roles.
This course is valuable to students that used Project earlier but not recently or those that
wish to expand their knowledge of Project from a beginner level.

At Course Completion

The lessons within the Microsoft® Project® course cover the core elements of Microsoft Project
needed for a project manager to successfully manage a project plan. At completion of the
computer desktop training, students will know how to perform the steps necessary to
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Enter resources such as project team members
Account for deadlines and project constraints
Record project activity updates
Report progress
Integrate single projects with others of a program.

Outline

Lesson 1 – Getting Started with Microsoft Project

Navigate in the Microsoft Project Desktop Environment

Lesson 2 – Defining a Project

Create a New Project Plan File
Set Project Plan Options
Assign a Project Calendar

Lesson 3 – Adding Project Tasks

Add Tasks to a Project Plan
Enter Task Duration Estimates

Lesson 4 – Managing Tasks

Create a Work Breakdown Structure
Define Task Relationships
Schedule Tasks

Lesson 5 – Managing Project Resources

Add Resources to a Project
Create a Resource Calendar
Enter Costs for Resources
Assign Resources to Tasks
Resolve Resource Conflicts

Lesson 6 – Finalizing a Project Plan

Optimize a Project Plan
Set a Baseline



Share a Project Plan

Lesson 7 – Updating a Project Plan

Enter Task Progress
Enter Overtime Work
Edit Tasks

Lesson 8 – Viewing Project Progress

Format and Share the Timeline View

Lesson 9 – Reporting on Project Progress

View Built-in Reports

Lesson 10 – Reusing Project Plan Information

Share Project Plan Elements with Other Plans

Lesson 11 – Working with Multiple Projects

Share Resources
Link Project Plans

Additional topics

Exploring Project Management in the Cloud
Navigating in the Microsoft Project Online Environment

Prerequisites

To ensure your success in this course, you should have basic knowledge and skills using the
Microsoft® Windows® operating system—preferably the most current version. While you do not
need to be an expert, some experience and competency with Microsoft Office applications will be
useful.

Having a foundational knowledge of project management concepts will help prepare you for
working with Microsoft Project.
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Why Professional Choose TOPTALENT?

Dedicated Texas-Based Support

Get assistance every step of the way from our Texas-based team, ensuring your training
experience is hassle-free and aligned with your goals.

3000+ Curated Professional Courses

Access an extensive portfolio of over 3000 courses across IT, Business Application and Leadership –
Designed to meet evolving Industry demands

95% Client Approval Rating

Trusted by professionals nationwide our 95% approval rating reflects consistent quality,
measurable impact and exceptional service.

Certified Industry Instructor

Learn from professionaly certified experts with real world experience and a proven commitment to
learner success.

For questions

call:

(469) 721-6100

Email:

info@toptalentlearning.com

Find More Training

FAQ
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What if I have to reschedule my class due to conflict?

Ten (10) business days’ notice is required to reschedule a class with no additional fees. Notify
TOPTALENT LEARNING as soon as possible at 469-721-6100 or by written notification to
info@toptalentlearning.com to avoid rescheduling penalties.

How do I enroll for this class?

Please contact our team at 469-721-6100; we will gladly guide you through the online purchasing
process.

What happens once I purchase a class?

You will receive a receipt and an enrollment confirmation sent to the email you submitted at
purchase. Your enrollment email will have instructions on how to access the class. Any additional
questions our team is here to support you. Please call us at 469-721-6100.

What is your late policy?

If a student is 15 minutes late, they risk losing their seat to a standby student. If a student is 30
minutes late or more, they will need to reschedule. A no-show fee will apply. Retakes are enrolled
on a stand-by basis. The student must supply previously issued courseware. Additional fees may
apply.

What happens when I finish my class?

You will receive a ‘Certificate of Completion’ once you complete the class. If you purchased an
exam voucher for the class, a team member from TOPTALENT LEARNING will reach out to discuss
your readiness for the voucher and make arrangements to send it.


