Training Implementation Plan
1.1.1.1.1 SECTION 1:  ADMINISTRATION

	Lesson 1 – TRAINING IMPLEMENTATION PLAN (basic course)


1.
Course
	Course No./Title:
	Enterprise Project Management

	Lesson Title:
	Introduction to TRAINING IMPLEMENTATION PLAN

	Training Objective(s):
	Demonstrate a knowledge of TRAINING IMPLEMENTATION PLAN

	Enabling Objective(s):
	EO 1.1 Demonstrate a knowledge of TRAINING IMPLEMENTATION PLAN 
EO 1.2 Explain roles and responsibilities

EO 1.3 Load the TRAINING IMPLEMENTATION PLAN programme

EO 1.4 Demonstrate an understanding of the user guide

EO 1.5 Describe the functional areas of TRAINING IMPLEMENTATION PLAN
EO 1.6 Navigate around the application

	Issue no.
	1

	Review Date:
	As per CTP front cover


2.
Administration

	Duration:
	1 period

	Location:
	Suitable classroom

	Reference(s):
	TRAINING IMPLEMENTATION PLAN2010 User Guide


3.
Resources

	Handouts:
	TRAINING IMPLEMENTATION PLAN User Guide, TRAINING IMPLEMENTATION PLAN2010 Training account log on

	Exercises:
	Deliver using EDIP principles

	Equipment:
	1 x PC with TRAINING IMPLEMENTATION PLAN access per student, PowerPoint, projector & screen

	Preparation:
	Prepare power point presentation

Ensure training environment is clean from changes made during the previous course

Print sufficient User Guides

Ensure each student PC can access TRAINING IMPLEMENTATION PLAN training area
Ensure each student has a DII login

Issue TRAINING IMPLEMENTATION PLAN training login

	
	


4.
Risk Assessment(s)
	1
	Poor plan management due to insufficient knowledge of the application

	2.
	Potential to amend others’ data and render it un-usable or inaccurate


SECTION 2:  EXECUTION

2 PART 1: INTRODUCTION

1.
Aim: 

This training course has been designed to provide delegates with a "fast track" insight into how to use TRAINING IMPLEMENTATION PLAN 2010. Following the course delegates will have a good understanding of how to produce resource driven project plans.
2.
Who the course is aimed at: 

The course is aimed at new users of MS Project 2007 who want to familiarise themselves with the basic concepts of the software. Note: No previous experience of either project management or the software is required, but delegates should have experience of using Microsoft Windows due to the interactive nature of the course.
3.
Course format 
a. Introduction

b. Admin brief (see admin brief within CTP)

c. Objectives

d. Introduction to MS project 2007
2.1 PART 2: LESSON DELIVERY 
	1. Create your project plan
1.1. Input tasks and create a WBS (work breakdown structure)

1.1.1. Tasks and summary tasks

1.1.2. Milestones

1.1.3. Deadlines

1.1.4. Constraints

1.2. Give your tasks an initial duration / first global assessment

1.2.1. Estimated / Elapsed / Normal duration

1.3. Determine the task dependencies

1.3.1. FS / SS / FF

1.3.2. Lag / Lead time

1.4. Define your resources

1.4.1. Functional / Named resources / Group resources

1.4.2. Grouping resources

1.4.3. Edit calendar information for your resources

1.5. Assign resources to your tasks

1.5.1. Assign resources button

1.5.2. Form view

1.6. Fine-tune your schedule

1.6.1. W = D * U

1.6.2. Check task type

1.6.3. Effort drive tasks

1.7. Check over-allocation

1.8. Format your schedule

1.8.1. Format Bar Styles for all objects

1.8.2. Format Bar for one specific object
2. Track your schedule

2.1. Save the baseline

2.2. Choose your tracking method & enter actual values

2.2.1. Using percentages

2.2.2. Using actual duration and actual start/finish

2.2.3. Using actual work

2.3. Using time-scaled views (task and resource usage)

2.4. Evaluate the progress and adapt your planning
3. Communicate plan information
3.1. Through printing

3.2. By creating print screens

3.3. With the help of reports

3.4. By exporting information to excel


METHODS & MEDIA

	Instructor Student Ratio - 1 Instructor to 12 students
Students are to bring a BURN laptops 

MS Project 2007 installed


3 PART 1: CONSOLIDATION


Summary: 
By the end of this course you will have a good working knowledge of MS Project basics. You will feel confident using Project and be able to define, schedule and monitor tasks using a variety of tools and views. You will also use project to help manage resources and costs; to set plans, deadlines and schedules. At this level you will be able to track your project and create and print Gantt charts and reports.
4.
References: 

MS Project 2007 Quick Guide
MS PROJECT 2007
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