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your boss...

Profits up.
Projects complete.
Customers satisfied.

By next quarter.

Another project to keep track of!

Who can | get to do this?

You could just go ahead
and shoot me now.
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or your team..,
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After Schedule Associates training. ..
project management will feel like a day on the beach.

Project Management Training:

getting the big picture

Project Management for IT Projects

IT is different! Learn how to complete IT projects on time and within budget
while also managing risk, change and the people involved. This 2-day
course covers all aspects of project management in the world of information
technology from project inception through closing out the project.

Course Agenda - Day 1

Projects and Project Management in IT
Projects and Project Management

The Project Life Cycle

How is Project Management in IT Different?
The Role of the Project Manager

Project Manager Certification

Project Initiation

Requirements Analysis and Project Management
Determining Who Has an Interest in the Project
Defining the Project

The Project Description Document

The Statement of Work

Choosing Among Multiple Projects

Getting the Authority to Proceed

The Project Sponsor

The Role of the PMO

Best Practices in IT Project Initiation

Case Study—Getting the Ball Rolling

Planning the Project

Predicting the Future—The Planning Horizon

The System Development Life Cycle

Project Management and Software
Development Methodologies

Defining the Scope

When Will the Project Be Done?

Quality Planning

What is Quality?

Quality Assurance vs. Quality Control
Relevant Standards

Testing

What Needs to Be Tested?

Planning for Testing

Test Types

Test Outcomes

Estimating Work and Cost

Key Estimating Concepts

Types of Costs

Top-Down vs. Bottom-Up Estimating
Estimating Techniques

Prerequisites: None
Length: 2 days
Course Number: 2033-PMITO2

Course Agenda - Day 2

Building a Schedule & Spending Plan
Scheduling Techniques

What's My Schedule Telling Me?
Techniques for Shortening the Schedule
Balancing Risk & Schedule Reduction

So, How Much is it Going to Cost?

Staffing

Analyzing the Project’s Needs for Resources
Working with Consultants

Contracting & Outsourcing

Orienting, Motivating & Focusing the Team
Understanding Communication Needs

Risk and Planning for Project Control
The Risk Management Process

The Change Management Process
Reporting

The Baseline

Best Practices in IT Planning

Case Study—Planning the Project

Executing & Controlling the Project
Tracking Work

Assessing Status

Managing Change

Managing Risk

Managing Quality

Is Everybody Happy? — Managing People
Communicating About the Project
Replanning

Strategies for Project Recovery

Best Practices in IT Project Execution

Deployment

What is Deployment?

The Role of the End-User in Deployment
Training

Documentation

Of Pagers & Cell Phones—Developing a Support Plan
Evaluating Deployment

Best Practices in IT Project Deployment

Transition to Operations and Support

Don't Drop the Ball Now!

Planning the Transition

Taking the Legacy System Off-Line

Best Practices in Transitioning to
Operations and Support

Closing out the Project

What is Project Close-Out?

Administrative Tasks

The Project Repository

Getting Agreement the Project is Done
Knowledge Transfer

The Impact of Close-Out on Customer Satisfaction
Best Practices in IT Project Close-Out

Course Credits: 14 contact hours of project management training good toward PMI®'s CAPM or
PMP® project management certification. PMP®s receive 14 PDUs good toward recertification.

Fee: $1,095 (US) per person

Locations: Offered in a number of cities — see our listing on the reverse side of brochure.

Also Available!

Project Management Principles and Practices

This 2-day course covers the entire project lifecycle—from defining the project in its earliest stages to
closing it out and getting those final signatures. Just the right course if you've got multiple people who
need to “get on the same page” to manage projects more efficiently.

Microsoft Project Training:

the specifics you need
to get the job done

Project Management with Microsoft Project

Whether you're using Microsoft Project 98, 2000, 2002 or 2003 you'll find
what you need in this course. It's packed with useful information about
efficiently planning and managing projects with Microsoft Project. Plenty of
time is provided for hands-on exercises and more extensive case studies so
you will be comfortable applying your new skills on the job.

Course Agenda - Day 1

Project Management and Microsoft Project

Getting Oriented in Microsoft Project
Components of the User Interface

Views

Tables

Field Types

Dialogue Boxes

The Options Dialogue Box

User Assistance

Navigation Tips

Setting Up the Project
Documenting File Properties
Entering Project Information
Defining a Day, Week and Month
Establishing the Project Calendar

Defining Project Scope

Building a Work Breakdown Structure
Establishing Task Hierarchy

Numbering the Tasks—The Outline Code
Numbering the Tasks—The Unique Identifier Field
Establishing Recurring Tasks

Case Study—Defining Project Scope

Sequencing the Work

Setting Scheduling Parameters

Relationship Types

Lag and Lead Time

Linking Tasks

Establishing Task Constraints

Establishing Milestones

Changing the Layout of the Network Diagram
Working in the Gantt Chart View

Case Study—Building a Network Diagram

Establishing the Resource Pool
Identifying Resources for the Project
Creating Resource Calendars
Entering Resource Costs

Entering Material Resources

Assigning Resources to Tasks
Understanding “Work”
Understanding “Duration”
“Work” versus “Duration”

The Work Formula

The Work Formula Precedence
Assigning Resources and Work

Entering Fixed Costs

Course Agenda - Day 2

Task Properties
Task Types
Effort-Driven Tasks

Case Study—Assigning Resources

Understanding the Project Plan
Identifying Total and Free Slack
Identifying and Assessing the Critical Path
Evaluating the Project’s Cost

Evaluating the Work Required

Planning for Uncertainty

Improving the Schedule
Understanding the Driver Resource
Evaluating Options for Improving the Schedule

Optimizing the Use of Resources
Identifying Resource Over-Allocations
Leveling Resource Utilization

Establishing the Baseline
Case Study—Evaluating & Optimizing the Plan

Communicating the Plan to Others
Sorting & Grouping

Using Filters

Utilizing Auto Filters

Customizing the Gantt Chart

Creating and Printing Reports

Defining and Printing Views

Exporting to Microsoft Excel

Entering Actuals

Determining the Level of Detail to Track
Tracking Progress at the Task Level

Tracking Progress by Resources

Tracking Progress by Resource & Time Period

Making Changes to the Plan
Revising the Plan
Re-Baselining

Evaluating Project Status
The Tracking Gantt View

Case Study—Evaluating & Managing
the Project

Putting What We've Learned to Use

Prerequisites: Some familiarity with project management concepts is assumed. Attendees
should know how to navigate within Microsoft Windows applications. A PC or laptop with
Microsoft Project 98, 2000, 2002 or 2003 installed is required.

Length: 2 days
Course Number: 2033-MSP001

Course Credits: 14 contact hours of project management training good toward PMI®'s CAPM or
PMP® project management certification. PMP®s receive 14 PDUs good toward recertification.

Fee: $1,195 (US) per person

Locations: On-site training only; contact us to schedule your session.

(Note: This course addresses Microsoft Project in its stand-alone implementation; does not include Project Server.)

also availabler Comprehensive Microsoft Project

Delve into the more advanced features of Microsoft Project with this extensive 3-day course.
Advanced topics include managing multiple projects, creating formulas within Project, evaluating
project status with earned value, and a host of others. Learn the inner workings of the tool

and get hands-on practice so that you'll leave the classroom confident in your ability to
successfully manage any project with the use of this software. This course is for the stand-alone
implementation of Microsoft Project and does not include Project Server.

On-site training: customized and convenient

Do you want training at your site for 10 or more people? Contact us to talk about the specific
needs we can meet for you. Prefer to “try before you buy?” Let us arrange an audit of one of our
public subscription classes for you!

1-800-606-1450 or www.scheduleassociates.net

Public subscription classes

We offer many of our classes on an open-enrollment basis. You can easily register online at www.
scheduleassociates.net. Seating is limited, so register early! All classes are held from 8:30 am to
4:30 pm. Check our web site or reverse side of brochure for a list of upcoming classes.
Discounts for early birds and groups of 3 or more

Get a 10% discount if you register for a class by November 1—and complete the class during
2004—or if three people from your organization attend one class.

Course dates and locations are subject to change. We continuously improve course content, so course agendas may change as well. Check
our web site for current information. Schedule Associates is not responsible for travel, lodging or other costs in the event that a course is
unavoidably cancelled.

Consulting before, attention during,
support after: what you need to succeed.

The relationship we create:
“..partners, not vendors.”

“We have people who are assigned projects on top of their
regular jobs, and we send them to the classes that Schedule
Associates has developed for us. They come out of the classes
and say, ‘Ob, now I get it.” You can see the light bulb go off.
Project management is a complicated, multi-faceted topic,
but now they understand it, and they understand what’s
required of them. The course content is wonderful—it fully
integrates our project methodology with the best practices
of the industry. Our organization has totally embraced
Schedule Associates. We think of them as partners,

not vendors.”

- Rebecca Sanders, Corporate Manager,

Project Administration Office, Partners Healthcare System

Contact us today! 1-800-606-1450 or www.scheduleassociates.net

Take a no-misery approach to get projects done!

©2004 Schedule Associates International, LLC




