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Your Best STL Learning Tools
Welcome to your Best STL training course.
As part of your training, we provide you with the following tools and resources to support and enhance your learning experience.

Thank you for choosing Best STL.
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New Features of Project 2013

[bookmark: _Toc346545290]Getting Started
Instead of starting in a blank file, Project 2013 now takes you to a one-stop centre for starting your project. Browse the premade templates, import info from Excel or a SharePoint site, or just click Blank Project to get a clean Gantt Chart. You can open previous projects from your computer or SkyDrive too.

[image: ]


[bookmark: _Toc346545291]Templates
There are many more templates to choose from in this version.

[image: ]
[bookmark: _Toc346545292]Click on a Template and the following screen will appear:

[image: ]

Now click the Create button and set the Start Date. The Project template will be downloaded to your machine. The screenshot below shows the Software Development plan:


[image: ]




[bookmark: _Toc346545293]Show off project data - Graphical reports
Using Project 2013, you can create and customise striking graphical reports of whatever project data you want. As you work on the project, the reports change to reflect the latest info so there is no need to manually update.

Reporting tools are becoming more important in project management applications, as many companies need to delve deeper into the details of projects to see how their budgets are being spent. Accountability is huge, and improved reporting tools can give you the best views of project information and help you communicate it to management.

Project Professional 2013 offers improved reporting tools that maintain the Office-like experience, making it easier for users of all levels to see and publish project information in a view that works for them. These tools offer dashboard-like reporting options.


[image: ]


The following Categories are available:

· New Report
· Dashboards
· Resources
· Costs
· In Progress
· Getting Started
· Custom
· Recent



[bookmark: _Toc346545294]New Report – Blank, Chart, Table or Comparison

[image: ]


[bookmark: _Toc346545295]Dashboards
Burndown reports show planned work, completed work, and remaining work as lines on a graph. They give you and your stakeholders an at-a-glance status, letting you know if your project is behind schedule or ahead.

[image: ]

Dashboards are new graphical representations of your key project data which can be presented to the project board or directors. Dashboards organise and present information in a way that is easy to read.

The following report is a Burndown report:

[image: ]


[bookmark: _Toc346545296]Cost Report

The following report gives you progress made versus the cost over time.

[image: ][image: ]
[bookmark: _Toc346545297]Project Overview

[image: ]



[bookmark: _Toc346545298]Resource Overview Dashboard report

[image: ]

You can then edit or format the report by using the following tools:


If you click in the background of the report the following REPORT TOOLS tab appears on the ribbon:
[image: ]


However if you select a chart the following CHART TOOLS tab appears on the ribbon:

[image: ]


Another new feature of Project 2013 are contextual buttons that appear to the right hand corner of the selected object. These allow you to change the Chart elements, Chart Styles and Chart Titles.

[image: ]

Once you click on of these buttons, you get the elements needed to manipulate the chart. As you can see change or add titles, line and fill colours and filters.

[image: ][image: C:\Users\SimonK\AppData\Local\Temp\SNAGHTML8c4ddfd.PNG][image: ]
The Field list can filter, group and add additional fields to the chart. There is also the option to select the Tasks or Resources tab to change the way you analyse the current data.
[image: ]

The Recent option allows you quick access to return to the reports that have been created which is extremely useful as you don’t have to create the reports again.[image: ]


[bookmark: _Toc346545299]Talk and communicate with the team using Lync 2010 or later

Lync connects people everywhere, on Windows 8 and other devices, as part of their everyday productivity experience.  Lync provides a consistent, single client experience for presence, instant messaging, voice, video and a great meeting experience. Lync 2013 supports multiparty HD video conferencing, modern “touch first” capabilities for fast and natural communications, and work anywhere scenarios that do not require a VPN for encryption. Lync 2013 users can connect to anyone on Skype, enabling rich communication with hundreds of millions of people around the world.
When questions come up about a task, Project now gives you several ways to get instant answers. Hover over a name and click Send an IM to start an instant message session in Lync.
To use IM or video chatting within Project, you need Lync 2010 (or later) installed on your computer and team members added to your project using Active Directory or the Address Book. 
You can also start a call, a video chat, or send an email with one click using Lync.


[bookmark: _Toc346545300]Task Path
1. [image: ]With a complex project, your Gantt chart can start to look like a tangled knot of bars and link lines. To help sort this out, you can highlight the link chain, or task pathfor any task. When you click a task, all of its predecessor tasks show up in one colour and all of its successor tasks show up in another colour. On the Gantt chart, click the Format tab.
2. Click Task Path, and then pick the related task to highlight.
· Predecessors Tasks that link to and come before the selected task.
· Driving Predecessors Tasks that come before the selected task and directly impact it. When the driving predecessor task moves, the selected task also moves.
· Successors Tasks that link to and follow the selected task.
· [image: ]Driven Successors Tasks that follow the selected task and are directly impacted by it. When the selected task moves, the driven successor task also moves.
This image shows that predecessors and successors are highlighted on the Gantt chart.

The example above shows the task path for the Successors for task C in the lighter shading.

[bookmark: _Toc346545301]Appendix
Projects can now go up to the 31/12/2149 which is a vast improvement from the previous versions.


[bookmark: _Toc346545302]Open a Project

[image: ]
When you try and open a Project, you can then connect to your SkyDrive by logging in using your Windows Live account or use Computer to browse for a file on your pc or network.
Also when this screen is open, you can pin any of your recent Projects to the Recent Projects list. This will ensure when you try to open a file in the future by using Recent Projects, your pinned projects will always be there. If you need to pin a Project to the Recent Projects list, hover over the Project and click the Pin icon at the end as shown on the graphic above.
Once you have pinned a project to the list mentioned above the following graphic displays the result:

[image: ]




[bookmark: _Toc346545303]Saving to Skydrive

[image: ]
When saving a project, you can save it to your SkyDrive so you can then access it at another location, you can synchronise with your SharePoint file server or save it to a location on your Computer.


[bookmark: _Toc346545304]Apps
One of the most interesting additions to Office 2013 is the inclusion of new app model allowing you to extend certain client and server applications with add-ons that can be either be purchased from a central app store, or from a catalogue of approved corporate apps. Project 2013 is one of those client apps that supports these new apps. This can be accessed by the Project tab and then Apps for Office.

[image: ]

[bookmark: _Toc346545305]SharePoint
Save your Project files to your SharePoint file server and access the Projects through your intranet.



[bookmark: _Toc346545306]The Cloud
[bookmark: _GoBack]The cloud is like file storage in the sky. You can get to it anytime you’re online. Now it’s easy to save your Office files to your own SkyDrive or to your organisation’s site. From there you can access and share your Project schedules, Excel spread sheets, and other Office files on the go.
In Order to use the Sky Drive to save and use files on the go, you must have a Microsoft Live account. Once logged in, you can click Browse, add folders and save the files to the drive.
































[image: ]Online support forum and knowledge base
www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft certified trainers.
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