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Microsoft Project – Level 2 
Duration:   2 x 3 Hour sessions
	Target Audience:


	This course is designed for experienced users of Microsoft Project, who wish to use the Advanced Features or students who have attended the Microsoft Project Level 1 course.

	Assumed Knowledge:
	Delegates should have a good working knowledge of the basic functions of Microsoft Project.



	Objectives:
	To provide attendees with the skills required to plan and control complex projects. 


During the course of this Module, the following topics will be covered:
A review of the Basic – Intermediate Topics:
· Planning and linking Task 
· Outlining the Project and creating Milestones

· Entering and Assigning Resources

· Assigning Costs to Resources and Tasks

· Dealing with pay rises and different cost tables 

· Setting Company Calendars and Resource Calendars

· Dealing with Over Allocations:

· Tracking the Progress of Your Project

Customising Project Components:
· Advanced Sorting and filtering 

· Setting up new tables 
· Customising existing tables

· Customising views

· Customising Reports

Working with Multiple Projects:
· Consolidating Projects

· Master Projects and Subprojects 

Creating a Resource pool:

· Sharing Resources 

· Creating a Resource pool

Importing and Exporting Files:

· Importing from Excel and Exporting to Excel 
