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ustz-{l Letter addressing 24 . Domain Naming System (DNS) 58 &.

Number Addressing System:

YA s A5AA AR U U B, ¥ Si2s sais (Doted Quad) 4 v &, sivel 3
43.202.176.117 21 IP A a1 wat onglld © . e35 Sies scilsHi »uda otz A Octet 58
9. ¥l 2jvul 255 &l qg Sl W 4R, IP Q?{iz{lav{l vt 1l 1S isdl uddi Si2s sdis
Yooy elradl 2ud §. ¥ host computer il wIaiR Guqm sl ¢ld dd, TP aigw onell
Auelll GetHRL saUMl 1A 8.

g2z 3 Whe eflafla A2ak gl Sai Bis aouaell oflof] oot Hisedl uSdl -ieil Wi
$a94i 204 8. TCP/IP 201242 3 % Srexiertt sl weusteilyds Fieud 8. ardl Hadol
©[ Transmission Control Protocol/ Internet Protocol.

TCP/IP & el otnielt . TCP 2] IP. TCP 82t viaan sulRdlel sest 530 witl Ayes
FUAL iR 53 8. A vl 20l & ¥ Mlisacidl Singe: yell Bal uad weiadl, & vl
s vidll Ad 2ald & 3 ondl vis sy ol Snye: wid olsidlg i, A 31s Al S933s
559 Y3 WS 8, 9l IP 31 5y yorei-ll A2 &, F+0l GuaiaL Ns host &) ollest host
Yl Usex Misear 32 Ay . Sus-lu IP address -t @ Adex Hisaarrl -l o] 8.
Wsgat e usi-l Gl Hisd . %<0 3 Bridges, routers »17 gateways.

i(B_).4 . $v2r2 sAs2 524l We g A

Accessmg Internet :

9y d S22 Actiadl 2 Q4 & g R [ 9. W5 Y] Hr25Y A o{lz 6r22-13
suG»2 % uddel install s3c < B. YH3 gl Yde A SASAAA UHR, A S22l
BUAIOL 54l &g MIR 5L HISL B, Aell GUR 2uanRa B,

Dedicated Access :

Dedicated smisan gzl siyed §reane 0l Bausi At sels #id¢ 20 &. Routers
glRL S22l 4o Bl 32t W sl 2ud 8. Router «il Guuslal ais Azad o
oflon A2ad Yl et RAUAIAR s W2 W B, ey R aFly Gl »sy aziadl 2Rsin
A 3 % Sainl s -dad udell enaal ¥ Msaal 1B Gualol . i uad 32 @l
sLocalf <2af ¥l ueiud o[P

Dial-up Access:

IP Accounts:

R user Al A gl S22 aral Hivd $in, cud Al wd & usiz-l
5162 8l U3 © — SLIP 21516v2 1A PPP 95162 . & 6l IP 95162 d3 ol 9.
Al MlauSsz WA Internet i S1us2 access S1d B, A $-23923 aoidl Aauzdl A oflost
Users 4 y3l ws 8. A Wauss e35 422 A 0s A3 1A B,

SLIP -l ¢ Serial Line Internet Protocol 214 PPP -+l il Point-to Point
Protocol. SLIP 21 PPP L sqisa 8RS i %al o 8, 9dia PPP sAsu+ SLIP
55U sl sl . TP AFa el Sixvyer A2adl s a1} ad . %1 ¥ dedicated
251672 8. % AG2AR YH AU B A Nl SIGAAIS sden did B ¥ wllx Mauss gm
BUYAHE 2L eldl ),
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Shell Accounts:

Shell Account 3i 3R b2als wissl s3al sesl W2 o S A2l Guaial 530 43 &, L u
Agt Al wass gl A58l s3a Rs 3 wlls cug ysad us o, Shell account AR
s5d text o oS A3 ©. A A5 (R AL wsdl L.

Requirement :

Hre A2l ALSIAl M2 Y3 WA 517y dal siuyM3a- Aisedr %q 3 Telix,Procom Plus
wudr PC Plus ¢ld o331 8. %t g1l A miaids: yell-tl access 39 8 Internet it
oisial 112 Hardware «{l o3 3uid {13 yorei-{l 89,

> IBM six03lotet 2iaal dntell G PC. ol 3253l &g $ve-2 Gu §5d Text ol o
Sl

> SVGA -l yfaa ud PCAT486 vuay d-iell Gy si-519y un uziag sixyer. %l
333 GUI Browser il Guuidl $309 $+2+12 qrudl 1idtdi sid. Gl amr aadl
elS G125 url SISl SIGAAS 4L HI2 A3 B,

> 9600 bits per second(bps) ll &l 41ag HisH.

2.5 World Wlde ch(www)_

$-237 0241 GUUIRL £ (AL ¥ i tet VA O o B World Wide Web(www). WWW =,
ad-l Asll ©. ¥ dsolln S hypertext 4l #isifden . Hypertext 3 2Rl uelia
sai-l Aat B. Ful text L AlssA o2l highlight sl 2ud . ¥ Rds2 susll d-
addl 2dls Gur ag MR uelld w 8. 21 us-) highlighed text 4 hyperlink $¢ &
2 % YR AL s el A5 SisyA-e Al e B, % oflon ud Gu uwt €l ud . yx»: browser
AS2dR FAl Y $r21e VEAWAR R, HiDs vadl A2ady Aol Guuidl 530 $-2242 Web
Gu s3] 2% ©. Browser 2\ ¥ig2d2 & ¥ 433 A WWW Gu-L Adldlart 32 Hee3yw e
®. Web 21 aulds e . wiaieudtit wed-pages 4i @Sl usll images sin 8. Web i
home page »i2d W ¥ Rl 2qdsmsg Yo ssa ©. Home page i »udia-
daa-ll RdlA aadl dls ciu 8. »ual ol home pages -l dls uat i 23 ©.

WWW 4 @didi sluelil
WWW A @dldi sieizil 12 yorer d
e  Web document i 2i1del dls gLt oflogt Sisy-2 viell asi &,
e ' Web pages i picture,buttons dt text 2 21sdl G5 s1Sell val i a¥ 8. 20
A edlBsla xiveflian 92 1A 8.
o Gl sau-t Web document dialog boxes a»t-l forms-i GuulaL girl Arellyaunil
Guulol 531 A3 Q.

ALY Rogi-{l curvaivil:
WWW 1 @il A1au- aeeidl eanvani {13 3o &,
o Browser- 3 seuyre uig2d: © 4l web pages A AdteHi d B, A s WAL
8. % web broswser gLl disaari uadl Rsdeunl et 2l 8. & sy
refer s Ad Gua-l MM waL g $3 B, eeus onellat web server i
wsiAised Internet Information Server(IIS), Netscape v Fast Track dat
Novell 1 Internetware ¢id &
e Home page 2\ udg hypertext document & % o413 Y12 websever %18 dls a
0.
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e Hyper Text Markup Language(HTML) 2 web sisyii=2 oirttac  auRudl
encoding dlo-il €.

Hyper text Transfer Protocol (HTTP) 3\ aieisie 8. ¥+l web Guz hypertext
document A =453 5l MR 4 O, WS A AssA Pl A4s © 3 F A s1y2RL
At dlds Aa shy-de sral R Al 8.
Uniform Resource Locator (URL) 3 web addressing o<l €. %3l S2-ie-l
ARl 255 2@ otcdiadl AL $id D, a1 userlink G sclls 52 8 R browser dls
yde Slsyiire aid 8. URL gt vae(e2 dls aotdl 2uRdl 4l wseuni 2ud 6. 2isell eflon
Sisygitell dls URL it Guadlotefl »imet 3514 6. URLL A Slsyiiett et RS Rl eiu &,
URL ot 51§ HTML sisyiiz »taa images -l wat e 53 . URL avidl avid sedlls
255 URURSLA iU cML 208 6. AL AL A Al A1 Hogor 8.

Scheme://host.domain/parth/dataname
{131 Table #i URL 1 eyl (sl 2oy 2uld 6.

et laglv ol St A
Scheme | BaruusiRd URLFEus®.
Host.domain AR Gedn 53 B, vl B2l e wAel B,
 Path/dataname | 2 GUR-L 2en-l Gedivts? &, i S2L e 2Adl 8.

URL L e11all

§ee3n2 gral Wl 2iadl Azl uH ¢1A Al s412 Guaio 54l d 1A TABLE i
elda 8.

To _ e | Option

oflofl Rzl §v222 Gu suSe Ana W2 FTP

oflofl Rireatiel] $-2242 Gur §15e Hiseal W2 o 2t i o
oflofl Azad Gur-ll Rrewui z»ﬂqc-[l AisePtil 518l wieunw | Telnet "
Sreaie GUR Algsi Albd AA UAAAGIR S 4R E-mail

§22l2 GUR s @MU @A del [N et sl Gopher

$-22 Gua-ll Yl

2.6 _EWW_YY A R Guf{wﬂ Al

2.6.1 E_MAIL

Electronic Mail(E_mail) s il yaar & -l Guaiaell, Asaxi sisuat User A dsau
Hisell usiu ©. 35 USER 4 315 A4 ellsx (Mail Box) id @ ol uzaunl e sl
U 6. Mae1 4l o s Mail Box i 2izall weial a3 8. ~

S—-ASa <t Guuio, udel -l WA S-ASet AsiG-2 g %3 V. F 2 sifua S—Agd
Joi- Uz Gu 1l sl Msd Aadl ase ©. el.d hotmail, yahoo, rediffmail,
gmail Q3R wh’;:am £330 3 A w1ols User Name 2494 dell wds viudl usd 3 ¥
S5 AU VolR G, Fell By o @l wal AL Gualaell 2uu-L e Send/Receive 531
asel. el.ct. %1 204 Yahoo GuR 91223 s1dl 21 iy, User_name rohit_patel Sl dl
U §—ASe 2134 rohit_patel @yahoo.com 2 yiamial.

D15 Hecarll Gualba 31D b el % 2y Electronic files d2aitwe a1y wa isell asi oi.
Non-ASCII siSen 2ius2 531 a8l oi. 2udl s15c1 veaied MIME (Multimedia
Internet Mail Extension) d2ai2 s&did 8. si.d. %l »uy Bio-data (MS-Word i)
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et B, S5 Hisea SuoL, dl 2 s15d el i el Hisell asl oL, vid Hoa-IR
Q6 st E_mail olix-l Guaior 531 QLR AR 2 2 AR Aol Rl 515 BS W
i,

8.

E_mail -1t & Welsla el 6§, -
1. POP3 (Post Office Protocol Version 3)
2. SMTP (Simple Mail; Transfer Protocol)

1. POP3 (Post Office Protocol Version 3)

~

211 Malsa Web_based mail L yRaL 2 Gualoi da ud 8. W2l oLl AUR USRI
it Higislell Mail < el diet @ 8. 20 ylaa we mail Send s34, dHIRL R 2ldy
sal, Szaiee Fisal, QAR sHollRl %ul el 21é Ui Yell S22 seisun Ay 284 o33 8.
Rea-ll Ul E_mail sites %'} hotmail, yahoo, gmail, rediffmail [R31 4 Mieisadl
Mail YR 15l 0L D,

2. SMTP (Simple Mail Transfer Protocol)

2 WAl Guailorll Offline E-mail et sidad an 8. U WiAiSlertl GUULAL HIe dHIRL
Femail it otL % sl 5240 42 iRl siwye: Gul E-mail client software )l %33 usal.
eL.d. MS Outlook, Outlook Express @33, sudl diaws axd E-mail yRa e uell
oell Haddl A B, A el Bs SiHel 2w B § L Mlesie - GuyLl 1l Internet
ofisigl %33 —l, M2d ¥ Ada Adoy Suly 524, iz Aisdl [, uEul s §2rme
g 28q %37 el dig. 5 ARl §-ASe o [ Hisaal 1+ % Internet Connection
g, g WS, o GURd LRl B, AGH Y QL. gl dHiRL Smg2r Gue SAVE gal
o3 el 31 Guadlol (Internet g« sld i) s3L kL d.

2.6.2 Search Engine

Scarch Engine 3t 215 ust-{l dot 2152 9, % Y2 gl wuatl 2uda Keywords si3dl
Baeai Keywords 4 adidl 2ude aldl 20 & 71 yn3 Music @il suledl Sodl ¢indl
423 Bdit-box 1 $5d Music avidid 262, 42 41 2ils 52 Wogstl heading = SiSuL 208t
Ridse 53 a3 © ¥ & Music 19 Art A Entertainment +ithead {130 w21l okt . Bl
s dls © % ym e Avad adldl R dul d Q21 @My alddl U vidl ud 8
Aadun Aot Rua Ridse 53R olly ud sl wiedll 332 M . Gereral aly sl
% 322 rock music R1ds2 53 dl search engine rock music 4 adil AR dl vy
o A rock music et el wdl o €l 4¥ 8. Search engine FURL YR A
ol Aad uRdl dudl 9 ®. Jeeus Aidy ua search engines © % el Y WS ©
web Guz-l ol search engines &1L pages 24 53 8. Geled a1y edls search
engines © ¥4 Google, Yahoo, Excite, Altavista. 213 Infoseek adRel AAL wld
0.

2.6.3 A2 & Instant Messaging

yp3 wys Alss wdenl 1Al (Log-on) Se222-1 chat A&zl Gudat 530 - aad
oflogl yol WA vl s Sufdad s Ak B % Als2AR qizauRs B i 4z A
Rircil Alst Brugl avt © 1A el st Q oflgt sl HAd © i usi+(l 2uieit chat
rooms & 9. d 95 wse-ll srea- Rdln 8 ol amien ol el 2ills Gua 2
(Tlay ® % 9 B.C. s gl 3l edl #l sigia 3000 AD. e g 22? adl
wsizell 2l 530 93 . el el yRaRidi-l Yl Ao wde G B, ¥ el
yRaRIAA qadl uRdl ul ws 8 WA RS2 5 WFAR WIRL YEL e @nal Gu-l
giaiiet-l Rl uelld s S,
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Internet Messaging 21 A2-il s (A4 w12 &. 2 yRwl, SiSua User glRiug -1t SiSysl
oflogt User 15 iR ell 2154 5314 cuadlla 530 a3 8. L. Aol, Internet messenger, MSN
Messenger, Yahoo Messenger (3. ‘

2.6.4 Usenet News

s ABas R+l Yu ul S, i dvasia User RRY wsia RNE G wRdl
Vel -Hel 53 9. 2 YRl RA Jdly syea Gur @2 s2ant 2udel Gu ®
User i qiual | download s34 sual simyez 0l oisig 33 $iu .

Usenet 2l 421 §i¥ @0yl 20dd o 8 % Newsgroups usl sda €. »qql
Newsgroups aala-1:t Administrators it User 2 #fisial 112 uR disoll 4L 614 8.
[alae Usenet yua -l 2Rl www file.net Guzell fad) s . r

w1 i Usenet gt -2z G sdd 8. dalis o) %i€ld Entertainment
W2+l usl News groups Gu2 wel o 2ude Rnyl Guz 2l qted) o iy 8.

sa-t A4uHi 21 Usenet news/ Newgroups dlzal avaid -l 2eut si2ad ) wiadel
1% sl e a? Wl A wsd o 8. A+l WRud B Blogs ¢ RSS feeds it 6l
UFd wa Usenet News ¥l 3faat 431 wid wel, ust 3i 4ist 33812 52404 vue &,

2.6.5 TELNET

L UiuH 48 dl siSuRL S host/server G4 Log-in 4§ #lsiu A g2 6l Al ANa sim
530 usl ol W8 A A3 o 9423 ¢ld. TELNET 9t auglsa wuld «42l) 5d. s5d Text
based (4 % 2aidl usi TELNET s2a w2 duil § 418 siyes 4 A g w33
©. wgu ¥ URL ¢ld % 3 uedl [P 313y wa iy 9. TELNET ui el MM YLl cwy ]
Usty, ediet ol o O.S(Operating System) 3 TELNET Inbuilt €iy 8.

2.6.6 FTP

FTP 12& File Transfer Protocol. »U 315 s 243, T ~ ot Sepiel] 215 skowyel o
oflogt S22 GuR §i8d 2145 530 wsii &. Anonymous FTP a3 Ad [Asey © K-t
Users ¢120-l vl s15a, $w2372 3d2 Guedl, 23 513423 GYR SIGAES 53 A ©.
FTP deiaude Guell yedsi, disedr, 23dl, R, HadHldla Content RIS Aol sy
8. FTP e vteotell 1ausi usl Guest @, fuell »iy si16ed 1 Guz »udis [SIGELS
s st eol. '

27 _&S_'_raﬂgr_ti ALY (31_1_4‘13&

27.1  siawiu- (Collaboration)

(Q2021 2ttt 24 20ASAirtl 291 W3 WA A% AL adasll 3 sl adqeld 0] Al ot-ucl
elg 9. 25 U Aiat 2ie e AdRd o AR el S22l %ol Beud) il ol A st3-l
aduel-l vl 2l B, 21y As Gelew & -5l [ awSorz [ wlius-i {is2dz (Floss)
Free/Libra/ Open Source Software <l ised Satud-edi caud Fd, dls
(Linux), *idel (Mozilla) 2171 2{iunvigla ol (Open office.org)

§+222 A2 (Internet Chat) 3 o] AAalo) Rieey Ray £33 $1MY22 YR S1H $dl Sl
Uelleiid solion WA Aubul el 42w G WA B, S—ASe, 5201wl ag »sudl
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N

Wy Hsdl-as wsin 8. i Rrewd Rk sidadl 2wm-a sal ‘wideols’
(Whiteboard) SS9 A adaudl 2 dul uodl a2 s 2id Qo siese sl
yarrdll 20N 6.

2.7.2  F{la H{lstu (gtrcammg Media)

gou 3Rl 2 SRR slissieeal Sweadz A Sl Aldd (Livee »iiglul vt [gll Rt
(Audm& Video Streams) 2 8. (%43 BBC dqa) w4l Ml Swere ' slissire’
g2t sl sl 9. Fu=ll Wl i A (On Air) s < edl. 2ed b 25 §r2re siu
3 W, ¥Hd snder viqdais {g (Online Media) Aadl a & %4 udal ddl e
3l il Al wsidl, 208l #ANue (Audio Material) udal Y3, SIGHALs 514 & i
el weonell suyex wr Al sl © vadl Slated 2gldl @R U adt sl s 8.

Qo3 el el g Al vl aF B, o yell Aody ga FH 32 sl (Fu]] frame rate
video) il 8, cu? dlsuz sui dl g Siu 8 viudl n 4 puBe Yy &, Sve-esdl
AU LAS2L S Foreltl s 2t Wl el dretl sl st AnnAl uSRAL 2UFS A
of YHA 517y UR S Uk D).

27.3  didu 2disi-l (Voice IP) (VoIP)

VOIP 3128 Voice Over IP (difu 04z IP) oul [P 2@ Swexvie Malsle. 20yl
apieiingd 1el VOIP Rirey aimied 2elsiadl & auri . VOIP iissr vl 2ol 9% & v
530 oD clioll 2id? aidl s2ell S, deu o aHd Yl aldl sl eld k. VOIP ey
2el5irt Sl YRl At ALBLA AL . ;

2@olL 2ol WNeldsy azdil dradl Yol § A Sld scdl A Anqaiedl dl ¥Rl WEL
SRl VOIP gll 36l oiwdl 8. VOIP i 3% ¢d 21d & ¥l syl o3t -
dat el Al

VOIP 3l gl wa swvaid 8,60 1du Asoflandl :us waa weVOoIP Guuidll .
w5100 VOIP Ar-dledl v dazlls, 219 vieinl wel A 2 ©.

274, A=y (Cemorship)

aias Adi-ey Fd St AR uoedls vl WS- i disl S22 4l o Hadl A drt
Y2 Fistel 3 © vt s3A sy 2 abls aesl | 2 v digedrll ueedl W %
2152320 B SIASA 20 WAL A g 53 Fell A ALl L ussLS s,

3desui Hizt coredl 222 iy WS (wit ollsarll dimi eteetidl se) wilE st
R A2 L pEsiadl HE And 48 B, pud 2 wesiadd dorude 4 dlze el wey
otcicll 93 % el el Aot Sl dlrel MuRdl At iu B,

Dl gel 2iseAR WD GUACH B Heil glRL AURUASIR visdsdl Q1AL AoriSet A ols
53wk B, i cd Guadll @ oy cuasil wsdla ARt galadl ¥ usHsdl saladl
doplsed AL arnzal el eid.

2.7.5. -ax»: (Leisure)

Se2312 AN Hig 5128 o1y B, 20 uell $-2 A2 slAAL Bal ouoll & % Y i LSl
e 9, sau ydl-u %qgmu 284l 251 S8 el uel dlsBia B o divt dlsl sl daR st
Dsollopt 8 AUE 5241 21 BRIl 2Uu—A 5241 6elor aal AR olls AR B.
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45 AT deruSel 3 Srenenl vilel $14ElL Goledl 8, A sl doiaSadl ua wal
oflofl deruse Guz sl &. wa gen 2l AR vual w2 Rl vt wuet si1l B,
wll -l clisBadl sl 20 4 A . Axnz-l Wl Rz & Hed@yz B
(Multiplayer Gaming). »u #edl @ 3o 212d A5 53 ag dist 24 93 &, Axnrd i
34 s34l (Communities) 6rtd &, €35 AuoAl disial Agls cd'd. w11 538 —wrl yer
(First-Person Shooter) 31l 3%t %l ARt sl Adl 1 4 $r2rA2 i 9ou yell
AU D, 28 ¥ dlsl B2z U AsoNAA UL A DU AR AL MY UL Bir) BviL
R2cll o Sileistd otruedl 9.

2.7.6.  Electronic Commerce (E-Commerce)

e Qe Gur vl @l duRd @ddl § Med 3 sz GuR viiadl Asu yaisdl
sSue Misse ¥ uldu wile 3 Al w0k &, i Riowdiael SIS goiesl 2usSidl i€
sl Hish AR sl secin A1 AwEAre oud vl usiu B

712 GuR dell s MRl 3 2l B ¥ Y guiedl vl el Al drgil 3 At ¥
A A 53 & d o Wil »ina dor s el @, sudlal sl (gaireiRiqdl) s
Wil il sl unaAdl 2uadl argl ¥ A qadl 2Auel wRdl @)Rd s 9.
WA 4daiRl 38l s1Su wuRL W @, A5 A oflofl il el (@ usiw
eIl Aol GUR saL) uell RRre veERal , Wolsed 3 2sd U ) £35 el
e[t H8l2 s1oeil st el Guallor sau-ll el ueumdl i uol o LAl ouoL . well
wofaln dot Guadt [ReRws e-commerce eyt W2 Raadly Bisdidld Wiy
W)l s3a D, Jedls idl su-ladl Wil Aot Wiz 41a B Fedl sl Y32 de Sl gg
sAal dt Aadl ag 8. v usR-l Rwreudl 200 s1uel D § ym2 Al Ass 3uuid]
a-ll Aaad ool ¥ d g ardRs Ad €l il et 2l s 531 a3 B, udl md
d Ss2ae Yl ¢in ¥ widl el iy

2_8 _ Wei)_Bl'OW_’;(_:E

Web browser | @lis2d3 Miaus 8. % text, graphic,audio 3 video 4iadl web pages
tald & 27 oll web pages A3 dls 43 B, r22 AsArei gzl Hadl RN
L5 AFUAL AARA 53] wusia B, AZsa Ao UGB Gersral a3 Mosaic Netcape
Navigator - Internet Explorer 8.

Mosaic

¥ udg Web browser @ % Sell-iSa yFMaRlZl, 21206040310 viid Ag-te 22 512 Yuz
sivydlol Anelldad (NCSA) alrl etriacii »udd sd. 4 Macintosh »1\ windows
azsil w2 udl B, L Alsedz P22 BU Hsd A © A Siduel FTP-Ws2dz gl
ftp.ncsa.viuc.edu w2 Gur el s1Gais(S141) 531 wsiu .

Netscape Navigator

Netscape Navigator atcy 4i {ells udd 217 & deul siami WL SiSueL suGm» 53di
s §. d Unix, Window 13 Macintosh @25t 3 -l wadl-¢ed) 6, & », aui
uet 2 Yo Yu-ll ylsud wuda ada 9.

Microsoft Inter Explorer :

NCSA Mosaic Gu2 »wafid @ 29 Spyglass Inc. %18 ada sy a3l oo
adAHl 2 8. AL s sharcware (e avy Ag) Aisedz . ¥ Sz Gl
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cicis(a0) 1S a3 ©. @ Windows «l meot-ied Misse 3ol Pt 2uglaui 1A
8.
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AS5H~3 gl"‘ﬂa;l %ﬂ&aﬁilél (Computer Security)

3uRell |
3.0 SnwygeR Alsaidd
3.2 wal @y

3.3

34

35

3.6

3.7

3.8

3.9
3.10

3.10.1 flruer

3.2.1  dl$ wnad ( Weak Passwords )
322 22w wnad ( Strong Password )
W 15l S0 H g
~ (General Password Construction Guidelines)

wAas }yReuq wiel |

(Password Protection Standard)
AUHA Y §

(Secure Communication)
AUHAL 1L sl

(Types of Security)
iR HunvuslL acundl

(Infrastructure Security)
Baiens 21 dzeufla cundl

: (Operational and Organizational Security)

GSWAN (Gujarat State Wide Area Network)
AL A+l Guala 3l Ad sa
How to use the Search Engine

3.10.2 3wy U
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31 SneeR Aflsadld) uRaw:

Sinyer AlsAH1 (Computer Security) 31 duiL Computer =i ArABSq
GualloL 2l vizsiadl W2 AR % S wUARGA GuARL 52 €I dl d- 2uHl
st Wl uEa 8.

32 waad e

Password Strength: 2R e ald g1 ad suden Password -l tuen s34
dxRl Computer il Gualiol$31 At d- el (weak) Password s8a
D1 Bl Password ¥8euSl W - A5 dA w18l (strong) Password
s,

32.1 dls waad ( Weak Passwords )

Weak Passwords: -6l (weak) Password 12 s Password 5
2 udeusSell ;udl asA 3 2 GuaAlel sdi-il U A1 ALY YAAAL i,
Weak Passwords =t Geusell

admin : 3 2 adeus ol Ll asa

1234 ":

Shyam: - Al o M

Snzge? izl Password wil AAGA St 23U B 3 v0 251 F2¢k Guaia
sl adensel @l asi da waad ude 52 8.

o Gualol sdil fryes Aflzeuri waadHi uid S8 FRaR sdley -l

3.2.2 @i~ wasd ( Strong Password )

NN -

Strong Password: 83l (strong) Password YRel HIBIHL Higl sl
AN, BrrisHifla w1 Bualosdl q12t ¥ e sAAA Slal ASA 3 34
YR AsNAYds alon una Yl we vl as.

Strong Password -1t GeusRel :

Wsk28_Ipru 22 sl 206l «2ll 3 006l i 2isd i wncu B,
Password 58\ s21-1L -1 wleiHl:

Password U8 &R 5cl it-ll Sial ASA d €3 A WRA cigcual Sl

=

33 wyad A58l sau-i AH-A WledHl
(General Password Construction Guidelines)
o Password ¥Ué 21812 $cl i+l slal 252
o Password €2 A9 H[8+ tecudl AL,
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3.5

3.5

wAas YRau- HiRel

(Password Protection Standard)
Avil WAl GuaAain 4 Al FU3 <company Names dHIRL
caaudls account IS BAA dHY AR vidd Gualoit account w2
215 o Password « $idl S, (BLa. asladd ISP vid, 28laL vud, o
Yo 95U SiA AL €35 VHIA Bildl WS VA AL Password vl
Slatas 8.) ZFu v dH daun wAnad 2iu-{la ava,

1] S2cis 2112l U YAl gda B, @ runi da,
o dHRL Password [@Qgl SiS-) g 208 51 U did 52l )
o dWRL E-Mail Hi &l wal Password it Gedu - $2al
o ] e adt 3 Gudl 4 ua axRl Password -t 84
o %AR AU W GU 5 AZAHUL €l AR WA AR A8 SsHAR] WA
adlani drit Password i Gedw < $:4

oAl A AL SIS WSl 5 Ul g e Hidl sy
dl “Remember Password” ¥dl [Galleect Al Guaia o1 cai Al
534l

AHIRL WAAS AE A2 SIS @ d- vl A $€l A ysaL

Password 1 2191 Hi 219 & WIBH credll den dlaras awsugl,

AAHA Y-

(Secure Communication)

AUHA ngr{l?:aw{l usluni sl Widldl-l vuu 4 alssu e Yl 53A
A5 8. d ua S8 Aoy caldd e« ad dd. .

Secure Communication +{l 6floy e | You Hw (face-to-face) oA
Hld] 20Ul as . wA aimoliH Andl asia 8.

sl Communication Process #i Secure Communication -l Al
il asidl 1l sz d2as Gu ua wuu 565 se ydl Secure
Communication Ha) Qlél%l flaA 2uusll WAl d control $a WS %
aomscuz»u 8 qd Allla B. w2 Ay 3 100% Secure Communication
Hnadl d 354 o ¥l ual ucid wAMa R 9. WP z»uw %
Technology <L % Secure Communication HULCHQ»{ gt dq 2uue
uiglls e sl asia,

Ml sl
(Types of Security)
AUHA 0 Qo [z 4 3o am v yoor Qeuwa 530 8, ¢ 2an
AHA YHIS 24401 24401 i 69,
o Code
o Encryption
o Steganography Critical

Gualsd g Yo Heea-l % duy ana Al Gur wwdld 8. dwd
PR EECTEERICIER TR ETER)



3.6
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3.8

3.9

iR Husudla ucndl

(Infrastructure Security)
ASun wiqzrnvndla Azad aandl Aed Amad wdagredl acwdl.
Sz Rl e3s ks RN W3 wardl acundl 3 d-udl
4S5 RSN B, AR vzsladidl el Azag Widy wiardl wd Al
Saragedl, lreR du vi- il Gur-l ghen A ydng ¥ wesdl & 8.

Baicns i1 BAS Acundl

(Operational and Organizational Security)

e Busidld) 24 szend Braasllsa mdlduig yasea s2al
wBa 8. SSuG Al W2 0 HHl Sl W2 SRR acidl i AAir
Jotsllace adad B, e aenndl Goll sl d Hasa eyl 8. Ar
aeuadr A wuen Sl siddls adndl s dunan wA Aken
ai-egfladlol - Rrndl 2ud 8.

GSWAN (Gujarat State Wide Area Network)
el AL UL UALL €55, UAHAUR %A ARSIR- HUELUE AN
21l . %A W52 GSWAN HiRgl Al A8 6l AHA adladl
wow, oA ge 2ot 2w uudlsea 53 298,
Sw2aiz Wasa (IP) 2uadla dza¥ a-udl wwda 5@ 8. oelly
i A 53 aad, 21 Technology 234 VURBIRS

Arddld 2 2iguasii-l Gualiol wBdl 361 [QdIR.

22 oo Guaiol 3 Ad s:dl (How to use the Search Engine)
ot Guz el %EL (Search tools) -l uel - Guatiael ansll as
33 adl vavz 2l AA 221 s 2ud 8, 203 v 530 d- 12w
Allssa R wa gds w3 ogel e G D, w1l 32415 Gargel punanl
e ©, o A R el AS i dl ot sz Gur Seu
Asyri-euidl 1ol s, 2l 8¢ Guallasdli Hge3w Al B,

3.10.1 Al ud

25125 A% W2 Gad A D 3 B AGE WRvR W i A 204l
enefl oS uReuy Anell s

Case Sensitivity: il 32 ol olw abcd .. 4 2y
soa SN, A wsdl A=0Aa el udl ABCD... 1 wel
A-=1da 9.

Phrase: #4¢ 2laL W2 Phrase #i @vial ASA Al AAdWL
Rirai (Double Inverted coma) A2& 3 2 Ad_* Abraham
Lincoln” ol Dani A addl axdl  Adldan
Abraham:Lincoln; Gettysburg;Address. Required terms:
o3 B 3 andl AiSun 23 3 @ Jsyi-eul a8,
Wildcards: st s34\ 1 Wildcards il Gualia s2aul tge 8.
phase il idui 3 @ ASun & woel-n Adw Rseu a3
2A22ls A weat kel Wildeard 9.

Rankings: & 21+ sMu-la s3dL (ranking) sl 8.
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3.9.2

viga-u Ay |

U 21w il advance search Rs6w A5 s atud Risel 20l B, 9
WA Ay A% orud D A A Sudld WRsuw And) A B,
advance search Hi {14 yooil A3 A A9 w2 B,

o Include search '

© Synonym search

o OR search

o Domain search etc.
Al 32eus Yusn waaa auatdl 2 Ao RRY RAvani Gan Hizil
Feda 50 v €l 8, gLa. google search engine GRadR
(advanced Scholar search) [l A3taselt 204 9.
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RESTEY |

3uuil
4.1
4.2

4.3

4.4

WBs2 HA%H2 25
(PROJECT MANAGEMENT TRACK)

WRelaril

W g2 Hav

(Project Framework)

wRse Al 8d _

43.1 -Wigse v — q1yd), iuan

432  ViRs2 R6IU — vl w0A

433 VIRse — AA 24 AweuslA iy
434 WRS2 - AL WA 2 Rl
435 WRs2 - UM 2 Hiria uRmvllg 2l
436 WRs2 - AW calcuslévj A%
43.7 WFs2 — AwA-l 2l x4 2L

Overview of Microsoft Project 2003

\
§

4
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4.1 Udld-l

UG DAL ARUAHL PROJECT 2% St SS9 dlal, w35 s Ry
53 AL A4S S Yol sal WS 2wl A% S U 0. 2 AR 5 s
Rite s2an 2 2080 PROJECT «f 2l 534 u3 8, |

SSusl PROJECT 4 ¥R sa udan aell o] ouoidl tu Gur @)
%33 O. PROJECT 4 $3423159%00 St USAU PROJECT +f A -84l $d
%3] 8. vt PROJECT [Baudlnt oafl 8l amn oyt PROIECT Y 9l usen
RE 52l U3 6. 49 PROJECTS Hid ya w8, uReud d-l Bad ust 2uuami
2ident 632 Ul adl o 8. 21 asn 24im PROJECTS AnAUAEH 1 2uicu
o2l Yo W 8. 214 . AR @ WAL M2 PROJECT A si-ta i vl §iat
8 dvliA Acluy-1s wRens 2ud B,

42 vigsed wnvy
(Project Framework)

Project Framework 2i2@l %€l ¥€l PROCESSES, tools, templates 493+,
ARl A Guadlal s34 Project il ®adds €31 Project +f daidn
sl w0d 8. Project Framework Hi -l suotdi-i a3nda wa 8.

Proposing a project : Project -l Proposal 214 Project @ Concept i
Project -l BHdd Wida dAR sauui 2ud 8, |

Project Sponsorship: Project -l Spenserer it Hfla strategies 2id)
wolgeint 2t gt Yz wdami 20d 8. GuRid Project -t Risiai-it ust veana
AW 8. 24 Project Yst a3 d+{l agndi yeaisa 2 9,

Managing a project: Project HA%R £0% Project M diesi- 2ud 9.
Project 4222 2iqeidl cEa dia 8, Gualsd dd Rafl 203 walibis cueidi-i
21 U iR B, dei Hu SR 13 Yoo 9.

= 2Av8( Project - AMaA 529,

" clHIH RERUEALA RA5eH 5

= Gsrands Project +ll Wirt dRUIR $3qL,

« Project "l tige+] HriyHr2 s34

« SIS sustani 3812 AaAdl wuqABLS e da
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Forming a project steering committee:

Project steering committee ¥l executive level -l committee &. 21
project +il 8d A 25l stakeholders - YU B. steering committee
yua 514 project Hi Acdl R4 Bl 3project -l Scope 8, ANA HAAEL,
Bua 2 2va @l 4ot project WA d Flarll ganesl B. steering
committee i project A-A%R ¥ project sponceror Ald ayHL Ay s
caBazii-l 22s Sl 8. viasid steering committee {l ¥3RAUA §5d Hi2l
Project ®i% sl 8.

Starting a Project: Project Il approval il st utl dia % 43 $cuui
20d 8,

Reporting of project: Project 213 Al 6ug sl SJAHL 2uddL
AnaAidRproject - sl report steering committee A suual-ll Sl 8.
Fui AR avaui 93¢ 519, cudl 8¢ s, aurla §3, Gualiaul day
danadl, 5SS Risk factor S dl, adiR+l %1w s 204 8.

4.3  Wiws2 dAAAu Sd

Project Management Hi i+, Slaed, Al 4 25-{lsa-al Guala
e\l project process 7 UL vidldl W2 organize 5l W,
Auaal W A 534 s w2 w1, uig Al susdldl Project
Management atuR 0l Ad auondl asel.

431 YiRse v - anydl, A4 (Integration Management)

Integration Management - #va 84 Project -l %gl-%el uig
Agellon A e process A Asdlld s WAL B. 2 bl AARUA
2 d {2 project AR A tuordl Gur tunt 2uugl

= Project wur+{l ¥ dnadl
= Project “ui ewfda activities - implementation <
Ao 2 57 :

= 46 3282 A A Yoo Project v Update 534l
»  Project stakeholders 8l wur 4 a4 FRaR-4 A3l 54,

Project “éint 3 Project <l implementation - Woleal 8. d ¥aud 8 3
58 ouotaidl #aRd B, s B, 244 3| Ad ¥3R=Adl Y adl.

Guaid Project @it 3 Project «fl stdaindl Wy we-l wal 8.
Project Hi 32a sl wurdlol 4 8 i wRvR 24 sid 8l ud 8,
2igiwd WA wd vidviz 234 wd @912 suedl Project HH%R 4l
uunell adl 28 8.
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4.3.2 P52 WU — cvRL, ARAY (Scope Management)

Project #i %3l cuudl -l wwide ¥l 8 4§54 Project -l
AsNAyds Yol sauul 2udl ‘WY B d sustd-dl wddl Scope
Management UM 8.

Scope Management 2 Project HA%R 1A+l susidl Gur tun,
214 69,

433

Project -l siiagllL Scope A cuvaRa 52 8.
Stakeholders IRl Adl #4121 cAaRUd wnd 529 uid 2l
215 ouoid ucl AiS SScope i #2812 Ul A2 project cost
§ AHAHAEL GUR A51RHS v WA B, 20 WS Project
manager stakeholders +ll #3Rad, MdwWlal w4 dwn-dl
S92 project +ll cost 2i AHAHAIEL 28 d@-L 529,

ol %33 SiA dl Scope 2R project +it performance 2
58121 S (FU 5 project L performance A waR A Adl €ia
b 512 agaisll 2Aion calBazi 2 o ¢l « i du s2d)
Project i Scope Ul Si5u#ivz 3orol 34130 53

Project +ll YL £330 & Y- sal i dl yaide
wlirt Y Stakeholders A Gl 32812 2190 2A 5¢| dwe »u
3312 WA Project a1t quuai-dl Hoydl du-ll wddl Anadl.

Project -l scope < [Ra:i@ 21 Wigse Adyd-2 w2 gHa 58l
susid diu 8. sRES 2 Target ol €2 %4 4 Project -u
scope 1 HiyH2 AR {d 9l ay dx sél as 2w ouoid
Project -t [vgtn o, 2@ A, Rraq s3cn wge 4l Bua
Qia, Ws wWigse Yl a2 stakeholders +l #3Raldl
Aclivu s o 8.

YI% 52 — AHA i NS B,

Time & Cost Management -l 8d Rsfld Anx 24 2uden sgz i
Wgse Yl a4 8.

Project 1t schedule - Rui 5341,
RN 2 ABAB sulo- 53
Project -l BHdd 2Aaun 5341

Project . performance +il bUA AW,

Project -1t st~ ¢llzeui wuden yer-el sl Gua Project
schedule 2UHRA B, 2 €35 1 5200 AHA WA A wfHIA
sRaHL 2Ud O, AR BUE  Project schedule -l Gualial 2Azuu-i-)
IRl v s wa 8. wdluell o €35 sA) Bua
e A3 s 20d B, 20 Ad dAR sl uden dsyA-2aq -

40



Guallal gl 1+ performance A wtqilld performance 1
ARvuHel 51 8,

[N

434 W52 = ARAddl 20A%Y L w1 Raiag

Quality Management il 8¢ 30 W2 Project A 344y, $204i 204
B d da sustdl Mg d el 8. 21 W Project Az a)
sotdl BuR Ll UL i .

= Quality it - dadiudrz s2q.
= gl Reiam weHl uBa s:a.

duR 53¢ Quality -ui salacuni 2ud B 3 Project Hl agnai)
3122l W2 Project L JadiuA+z g3 56-4 activities Seumi
wud 8. Quality ‘et U0 checklist 21el dl Hiedid Gaeieial iz
8. Yad d+l 2041 Project - nature 1 complexity Guz sl 8,

4.3.5 WiRs2 — gl 2w Wea wRel 2uziom

Human Resource Wil 3va 8d Project :d distudcn @S-
WAy UYdS Wigsel Jadiudi-eHi s 53 4 8. w1 W Project
W% (1A tneidl Guz Lt 2uudlL dia ),

»ieufEu 2uAlrn $29
" R2lS o ALY 59
= Project -t Jadtiud-2o 2l 534

W3 ArenBa 20l A W30 Project i e W B. Project AR
W2 %3 B 3 835 Ul 53 51 529 A1 el oL Wigsz Jaciudiqz B
g3l R 2l - 28,

R21s U vrlloi 2uslin A ust Project +l Anui wada s
A8 2 52U Juill g2 SRUME viadl d-l udey A B, =3 Project
UL ueAA Project AA%R R Al wa a4 4 WS

-

AL 1 AR Yoo 21 HSeal YEL 61 D,
43.6 WFs2 — ALWRAASIR - WAYn
Communication Management i 4w 8d Stakeholders A
Project «ll 2l -1l Al a2d A§IRS AL AR 2L B, ML
W2 Project #i%R 1A ug 5291,
= Communication Wil i+

Communication “d-Hl wenaadi 2ud 8 3 58 WRAH 58 al3an
¥R USd 2 d ABA 38 1B 3l Ad Y wsd),
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&
(99

152 — ALwai- 0w s
Risk Management Bl Hva &d 21 8 3 Project Hi 2uddl
il w53l it dsq aellsam s dA g saUHl 2ud. 2
2 Project AA%R lAH] tuetdl Gur tau-t vuudani dal.

= oA viinvarl uBa s:al. »
= QMR §R 5L B B 5 HS Ay R4
» 33) i dan uoren Q.

Risk Management ¥ Amlid calid w2 wa xu:A [Aua 8. uig
Project »19i-l 25 vl [G1R s34 20d dl Project st 611
" 8. Project 10i-1 oiviuirl Gersel 13 3o 8.

= qtR u3d Project schedule

= Adgdrz 2al WA Ay v P 21880 5241 HIH
i :

= 612Nl S2UHL 20adl @2l Project Wt upset 53 8.,

= Stakeholders @Rl SY2ui AsicHAL L BNAUAL A2 AW
%31l YRl A AN A Project (Rrat o 8 viad 530
oiiaal ug 8.

»  Project - 3adiudirz 913 YA 6ie  Stakeholders it -idl
or3RALAL GHRcUHI 2ud dl.

= Project Hi s2del x1—4401d [enon W2 Project Jaciud-2
UL BIEIDA AHA Scll AR AN QWL B,

= Ucld VO WHAHL 2uHl 20da [adi-n wRsud g
UQIRAL ARAUHY A B, RwuA dadin vaell Gemd 8,
24 531 9l s1n 501 3R Gedl w8,

4.3.8 Procurement Management

44

Procurement Management &Rl d3d  Procurement WEaiziiqd
AN otucfld yoa AnAd WA AYsd Ad sl 510 s 8.
Procurement A%z < wie Bua aadl asa 8. B
QAR 9 s wst 8. A -]l sy Radan 59 asu 8.
241 112 Project WA= Al yald s2al. ‘

o R visllsa s9

o e A1l S35 59

= wilgd ad - installation, nagll, Al 4 usidl el

= Negotiation $29l.

Overview of Microsoft Project 2003:
Aduel Project 243 531 usdl d i Planning (Rudiz) 5d 3 .

d W2 wa Microsoft Project 2003 Guaidll 8. Project < Planning
F2¢ ruyds sl ud Project +{l Al vuaIR d2dll aldl ¥
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How to Start MS Project?

Microsoft Project open $2a HI2+iL steps 4 Yool 8.
Start> Programs > Microsoft office > Microsoft Project 2003

GuR H3uL AL path UR 5¢lls 2L MS Project open Ak,
Screen +ll audl

Gua-l Screen Wi Menubar - Toolbar % 2uusl pan gllvaa
(Word, Excel, Powerpoint) ¥ 1 % 8.

- Entry Bar:

Entry Bar #i taskname i@ task iRi4R %S 3 aidl asdl - i d
entrybar Hi udRad Ad i)l asna 9. e WA task ML PAUA—AUURL
s i 4 task U cursor Al Al entry bar wigl Y atR $30
ASIA B,

s Task ID number

Pn FH. project W2 task GAW AH Task ID number automatic d
task %13 cwofl o3l Fdl AS task name 4R Usd @ity Siu - Task
ID number &l ua vinvil sl

- Indicators:

oA task A @2dl SIS notes Gl 2udl €la sidl task 43 ad A
2UdL YR 2@ A Aldl messages IR indicators Hi AS ASA 6.

> Task Name Column:

Project planning i $%l 53 task A &t Hi Al 2w @ d-l i
taskname i scuui 2ud 8. ax S task delete 5l €l S dA edit
52l €l dl w8l Taskname A e 530 asia 9.

- Duration

Planning €237 51 task (S1) Ui S2cll AHA QR d 2l Auei
204 8. duration | minute, hours, weeks months 3 years Hi set 531
TS

- Gantt Chart View:
Gantt Chart View ¥ project d-t 513 waudl 4 A2 uAy-t

aRad sl 2] 8 3 1l A gaid 8. A A project uHA HALE
a2l €ia di 4 ua gald 8. Gantt Chart l Screen 1 example 2w
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% Screen -l auydl 200l 8 & Gantt Chart View -l % Screen 8.
W2 eust €35 project Hi - Ad Gantt Chart View i Guaio wiy

- Calendar View

-

2L view Hi project <l AN calendar i 2 Wil planning s €ix d
Yo g 8. vt view -l Gualla v s309 sw Badd 56 sl ec
SE 5Ra0 B A A sl 3eeu Barm 3l 4 A direct RS wsa B,
$L re@sources sA S A S2e wBmi sinaanl suc O 4 e RS
ASA B,

M view Ui project 4 %l view menu = W sels sl current
project 1 Calendar View Hi A s 8.

Network Diagram View:

Network Diagram View Microsoft Project i project 4 Ananaal
Flow Chart 514 53 8. 3% Flow Chart Hi 5131 Bau 241 son %15 ued)
5% 519 2l A 53 53 s s 51 uR Wwmdla B A said 8, vum,
Network Diagram View #i u@t &35 task +{l sequence sl us .
dny AlssA task A uR 2dla B d-onel usi B, €35 task
starting date 211 End date W8l %8 st 8, Network Diagram View
-l on %34 W2 View Menu-> Network Diagram 43 click 534

Resource Sheet:

Resource Sheet el »uder  column 2 row -u d
spreadsheet #dl o @l 8. Resource Sheet i a1 resource i
S2¢ll Gualloy Hi Qe 2ad, dxt 326 WAl AR 243 & oL v+
entry 14l 53] as1a 8. Resource Sheet on %241 W View Menu =
Resource Sheet 4z 5¢lls 521 project Al Resource Sheet %6
A5 B, 21 dxl %33 YrIR am 53 asi D,

Resource Usage:

AN S %1 3 Resource Sheet Ml €35 resource 1 &t 1R

GHrai 214 8. R ul A resource A A4 214 task M sinaciui
21d 8. S resource A A task Mi SlAAANE e B, 51 resource
AHIR Usdl Guala wa B A SA resource il YL Guaiol W B, d
S S asin B, 2 o W ¥ resource A 3R 52 QD S
Adldl 89 dA R e 3] safaasi 204 B, o S resource A3
Guaiani i d d-l v adl 2 8. 3 ua 2R view ui AU @
Asu B. Resource Usage UR sells saumi 2ud 8,
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CREATE PROJECT PLAN IN MICROSOFT PROJECT

" Set Working Time:
Al YAH prolect planning QI.Q $2dL w4l project Al working time
(S5 L AHA) 58] sl 8 8. MS project Hi - default working
time Ax ol %45 YA set 53U Sl B, ugL U8 WML StHs-l
AHL AN Al WML S D, 0 WS A AN AR g calendar create
53 dul working time set $c-l 8L ¥ WAL step 1A Yoo 8.

1. Tool Menu > Change Working Time 42 $¢l$ $2a1 Change
working Time - dialog box il %4 8.

2. AHi New Button uR $¢lls $2q1 Create New Base Calendar
-1 box #flal Nl BHL Name Wi % Calendar i U Avid €Y
d 28U 50 OK ur sells sd. 28l New Office - -d
Calendar create $RauMi »ud 8.

3. R oig Al AR ua Non-working il categery i s,
a-dl €35 alairdl adlwd Ctl Press 5% Select 43
Nondefault working time L option box select 5l AR
working day 3i convert <1 a1 8.

From 21 To: -l box Hi working hours set 531 A5t 8.

4. wdl aRard Working day ¥ ad15 omadlui ad da
258321 working hours Hi Rl AR SAL U3 O, d W2
option button Y sedls 52l option L dialog box Hi calendar
optlon open 23,

5. dui -4 yotL - option aude © Axi 23 setting sa.
=  Weeks Start On: 21l isaudlu-l az2ua s el sdl d

Select sa1Mi 204 8. Default Sunday select 444 S 8.

= Fiscal Year Starts in: »1dl  financial year $3 awd 8 d
55l 5L 2ud 8. UM dl financial year April to March
i 8. ua January to December vig €id dl 46
change sl %32 &l 2un, 248l % financial year suiRd
23 534 B d Wl select ScUHi 20d 8.

= Default Start Time: 21l SIMS1Y A sl MU SAl
AMHL 209 d 155l sl 20d 8. By default 2l 8.00
AM set 3¢ 82l %l au-l %32 Al dl change 53] user AW
set $ql.

= Default End Time: 2dl Bart g3 sius1y ual ucuvﬁ
AHA 154 sl 20d 8. ul default AMA 5.00 PM -
AL 2044 8.

» Hours Per Day: 28l Bau-it 326 scus 51 s+ 284 d
set 53] asia 8. w1l default 8 hours set 53¢ S,

= Hours Per Week: Gu2 20daL siusio- saus sisauldui-u
Z26ll 545 49 d 55 sl vud 8. 28] default 40 hours
Sl ugl 2 AR wa working day a5 il €I dl 48
hours $2L U3aL.
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* Days Per Month: #l8-it g23uq siusirn Bau sa 3zau
289 d 2l 154 50 2ud 8. default 20 days hours
286 S22 set 52U €1 d set 59 as 2l project
example Hi 25 days set sUML vucl B, cUR6UE OK UR
3&1&@311 &3l OK button uR $¢lls st g calendar set usS
YA 9.

Project Information:

2l Project 4 planning 23 $2dL U4t d Project i3t Information

set 53¢l u3 8. B3 Project 45 Ardlwell A3 sRAUHL 2049 HYAL dl 58

Al YRl sl 289k 20 WU steps A Yoo B,

i Project Menu - Project Information 4R $¢ls $2dt Project
Information -i dialog box open & .

2. d#ischedule form Hi 1A yxu-u A option 2wl €l B,

i) Project Start Date: 2l option select sl project -l
Start Date »wuaMi »d 8. 1 option select 5l
project -l finish date: task 2+ duration add %R
automatic 7541 48 i 8.

i) Project Finish Date: o=u3  »1uGYl 55 $iu 3 A ssu
alvl project YA sl 8. U 21 option select
sl »ud 8. 4] finish date enter sl 28 8. cauR
siE task add SRl starting date automatic -4l as

C 8.
218l example i project start date option select s Ly

3.  Calendar ui >y Calendar select Sl »ud 8. Fell d wwd

% project -l Bl 2 sy sl 58l wa 9. 28l New
Office calendar set $ai »u 8. Priority option i project
1 326l 2190l Hen 2l d 454 530 as B, u1dl Priority 500%
AvLHi 204 8. -
2UH, A option select s OK button ur sells 53,
Gux yartu-il project information enter sAL uedl project <
planning $AHL 2Ud 8. d-il S1] H2d 3 Task sUHL 204 8.
2l 21den Set up New office il project %S, 20 R
{14 yoro 8. |

Bur yoti-u Setup New office project - 38 dsis5L (Stage) Hi adl)
gl 2l 8. Gu Yot Task ID 4 Task Name Hi s S
s 8 d-ll gl suuani 2udl 8. d uel Duration ui d €35 51 32¢u
Bamnl yu 2 d-u Badl »udan 8. d usl Processors suuaiui 2ue
9. project ' E3AL RS SIAL project WA ¥ A AT 9. YUY xS
A 245 5 ollon 512 uR 20tudla Sla B, d W Processors i Task
ID 244 Task Name #i s Sl sa-it 8 a-ll €l 2uyani »udl 8, 4
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utdl Duration Hi d €35 S S2¢ Banui Y wdl d-u Baz 2udcn 8. d
udl Processors 2uaiul 2 8. project €23 313s Sl project
AW o WY A YU U xHs WA A § oflon s u 2uwdld G 8.
d% wisl  Processors Hi Task ID 2wuctii siicn 8. 2@ udan i
Task ID - $12 %l 43 W R ul 21 Processors +l Row Hi gaidd
Task 23 48 A3 8.

do wwisl Resource Name Hi €35 513 56 culBd vaan 59 2o 3 58
A IR SRAUHL 208 d eRlauHl vy 8.

Task Entry

Gur galden Table Hi Bl Task «l Al YAH entry task name ui
s2UHL 204 B, ¥R task name -l entry Sni 2049 2124 task ID
automatic 2l %9 A4 Duration Hi 1day ? saiadl. Al wayn wuud
project B3 5AL task s & d-ll & entry sui 2ud 8.

-~

il e 8 iUl Gantt chart 3 U chart Giridl %4,

Apply Indent:

Project Wi 2135 1=l S8 st U2t 51 Sl B, vior yadl 214l stage
o 1 d5 i s 8. x4 udlu s d-i da)L sl a3
duni i 8. ] 2 514 421 sl adld A Sl dA select 53
format toolbar ¥l Indent it button UR $¢lls 5l d-ll indent set 48
M 8. ol et ol viir indent set 531 Outdent YR click s 2ud
8. 21l First stage, Second Stage 21 Final Stage uslHt $1ai-u d
Gu: indent set $3& 8. »A d+ll graphical effect Gantt chart i uwt
ofldll Wl

Set Predecessors:

Predecessors 2@ s S0 uR $3d s 2ueudld 8. d 39 5d 3
BUUGL U AN Predecessors set sl 6l Aa 8. 2 NA yoo
8.

Aa -1

Predecessors -t column Hi direct % task Hi Predecessors Ul
$it d type $31 wnnell Predecessors 48 %A 8. 21 4 1l 42 link

ae o 8.

J

e =2:

% Yo S B, AUl yAH dA select 53 AUBNE drit UR 2wl SR
Ctrl press $<l select $3L. cURGUE standard toolbar Hi Go link Tasks
-0 button UR $¢lls SRl d tid task 42 link 4 A B, %A link widl
Ml €1 el A4 unlink 52 A+l uggdi 2uden unink task button R
5¢lls 54, link 2Wudl % Predecessors it column Wi automatic 4
task 1D 2t WO 8. 245 2+l 21U Gantt chart Hi 0l Ad vy 20
8. 2l s task +ll link s task %3 B. d Asudl ASA uHuw asa B,
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« Set The Duration:

84 €35 task S, cARLNE indent set $AL = Predecessors set Sl
OUE d task - YA Acdl S2cll AHA gl 3 4] 534 U . 224 3 task -
duration set $3dl U3 8. »dl task duration Minutes/ Hours/ Days/
Weeks/ Months¥i enter 53 @512 8. Microsoft project i default
duration i days set $341 &2l ¥ied Ul duration AHi enter sl 8.
&3&551 5L 12 14 ¥ti-ll changes option vl dialog box Hi s
s 9. '

Step — 1: Tools Menu - option > Schedule option select SQC_i,.

Step — 2: ¥l duration is entered in: -t dropdown list #i 5l 31
=9y, option select 43U

Step — 3: cARGUE ¥l duration A default fruition et-iiddl W2 set as
default Al button YR s4l$ %2l d default duration set a8
g3l cUCUE OK U 5¢lls 5d. 28l New office ~u
example 3l duration days set $3¢ll 8. canrene duration
column 4l dufation enter sl 21d 8. duration enter
521 d task +l start i finish column i Date automatic
set 48 %9 A start 24 finish column <l date set
52l Duration automatic set 48 %= .

= Milestones:

Milestones - 28l checkpoints d15 wel invicuni »ud .
Milestones i project Hi ¥AR Hi2l § SIS il amssl Yl WA AR
Hsaui 2ud 9. Fu 218l NEW OFFICE - project - 3 stage Hi
adainl suc 8. 3 yasr Ul saR ¥R udd stage ol stage 3
Ao stage Yyl sl 224 ¢l  milestones set SAUHL A 8.
Milestones set $a12 ¥ task A milestones dl3 set $ql €id d
task =l duration box i 0 () zero type $2dl A milestones a3
set 48 oA 8. vl NEW OFFICE project Hl first stage complete +ul
duration box 0 zero type $3& 8. % milestone gad 8.

214, NEW OFFICE #i 2044l task duration enter 5 -1 yaroi-dl
screen %lal Wl 8.

Buz gaid¢ll screen Hi duration enter 5241 Setup New office project
54 Secl Bax wash d ASdl w6, 2u Guria d-l starting date : 20/08/2008
8. % 21Ul set 53¢l L duration enter $qt project -l finish date 3/11/06
ofial W4l B, UM duration enter 5l Gantt chart Ut didlvl 3 set A el
2 %Al milestones set UL 89 Al symbol %t WA B, d-iL UR pointer 4
%l d milestones ® dd eald 8.
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Resources:

-

5 project WL S1H 5L W2 WIS, s, uant M, - 3 w3
8. ¥+ Resource 58 8. Resource 421k project A3 $2< 25 2. 32l
project Hi resources dldl %33 8. d W2 resources create AL U3 8.
% W2+l steps 14 Yyt 8,

Step: View Menu -> Resource Sheet Uz s¢ls $dl Resource
sheet %ial WL 8. B column | Angdll A Yoy B,

Resources ID:

%W 24 Resource +l entry Sl 20d 8. AW 4R Resource ID
automatic assign a8 i 8.

Indicator:

Resouice create 5l Wl resource assign saui »ud 8., A S
resources 4812 Uddl assign a8 A2 di d W2 2] Indicator Mi ! -l
Reu-l vicid 8. 241 5SS notes add 54l €1 i 4 add 59 as B,

Resource Name:

28l Resource -l -uH add SAui »ud 8. Resource L UM add
5291 W2 Resource name column i click 591 Resource 4 U
type el d resources add 48 A 8, Resource ddl3 S¢S calEd =4,
Ak Wl SIS A3 FU3 building 4 color AL €A dl A WS-
resource dil Painter, Colour, Brush a3 as usia 8.

Type:
2l Resource . type 154l 531 asia 8. 1€l & option »udeu 8.
i) Work: i resource dil3 SIS aBd dix dl
work select $aALM 0d 69,
iy  Material: ol resource adl3 A, 3 W~
Al g dl type d2l3 material set 43
AU B,
Material Label:
% type 4913 material select $3d €ia dl d Al $9 Raa Fu3
Company < -un 2l [Q3d material label i type 53 asi 8.
= Initials: 28l 419 initials type s €A dl 59w dl i
default 415 resource name -l US&l YR Initials A3 & O,
%4 § painter resource €A dl initial P . - el

= Group: ¥l Resource 1 group create 539 $iu di 4 53 as

= Max Units: 218l Resource Gualiotti Al 2udari 8 4 W
maximum unit set $31‘asA 8. Max units 218l percentage
set i 53] AsA B,

= Std. Rate: 28] % worker 2tadl €la 2L 0 (3 cuaumi
wiicll Sl ol -l S5 YWEHL charge 326 89 4 set S
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214 8. w8l standard rate working hours Ydl % €ia 8. %
A 2ld ¢ sens Sl o,

«  Ovt. Rate: %8l 2 Resource Ml worker 5 @Al standard rate
% seus WS set SUHML Al H. standard rate working
hours 212 § ¢ 56u5 YRdl o HARA dla 8. ol cwtne auR
S SRAUHL 20 dl d overtime WL AYNAR! WA B, d w2 wdl
overtime il 54U$ YHISIHL Rate set S 2ud 8.

= Cost/ Use: %l Resource Hi std.Rate & Out.Rate apply -
udl Sl dl cal  Cost/ Use Guaia i 8. »1ys sl 3 =l 3
worker A 154l Al yad Aissu 84 saa-l €ia O, d 02 2
field -l Gualol 2 B, 24l 2 AssA AHD Ysadl sl i 8.

A 54 21l sl type 204 B,

«  Accrue At: 21l Resource W2 3sadi{l 254 56 Ad ysaa-l 8
d set scuHi 2ud 9. % WS 3 option U Sin 8. ¥ A yart
8. 2wl Al option select 5.

o Start: Resource -l Guallal darui suadi-dl w18 o d-
254l 3saell srami 2uadl $in dl »u option select
5d.

o Prorated: Resource it GuaAlAL gl S ¥ complete
ud %d €id du d-l asasll sl $iu dl 20 option
select sRauui 2ud 8.

o End: Resource -l 254+l 25l dd 512 udl o ug
53q1-] Sl dl 20 option select $AUML »ud 8.

» Base Calendar: 2 field Hi resource - $d calendar 4t
Gualami dardl 8 d 55l sranl 2ud 8. A resource il GutlaL
24 615 AU S dl 24 hours select sAUL »ud 8. %l
Resource i GuallaL HiA Ad YRdl % 2l S Bad d simul
siiaat-l Al di 218l Night shift option select 53, iy uwd
standard calendar select 524 dia di d 53 asA 2 A
project M2 special calendar create $3 €l d calendar Ut
24l select 531 asiu 8.

Code: 1€l Resource 1 %1 5§ code »uual S dl d type 531
as 8,

Setup New office W2+l resource sheet -l Bl {ld yu 8.

«  Assign the Resources: Resource sheet ¥i resource create Sl d
W3-l cost u apply 53 51él ARWBUE d resource SA SHAL
Al 218l d 154 534 ud B. 21 Assign Resource 58 8.
Resource create $dl 6lg AL resource AL task Hi 524
wadl Guaiami dami 2nadl d gl sd ud 8. v we
standard toolbar Hi Assign Resource -t button U2 sdlls
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52dl 4 assign resource 4 dialogbox open A 8. Steps to
assign resources:

-

Steps — 1: % task W2 resource assign 5l i dli task select 53U
2L {2 Gantt chart view on $3dl.

Steps —2:  cRARKE Assugn Resource - button uR s¢ils s ASS|gn
resource i dialog box il 14 8.

Steps — 3:  Gux-ll dialog box Wi resource name Hi % resource assign
53 €l d select 3d, Units Hi 52¢u 251 Guaiami dal 8. d
select 53| assign button U2 3C-ﬂ§ 53 close button uR 5¢ls
53l resource assign 48 % %2

Step New office +il project Wi task 4 53l Resource Assign 93l -l
1Rl Al 2ua-n sivesui 204l 8. d WML Resources assign  SAMIUE
Gantt chart view #i Resource name Ui d resource + M gl ®N €35
task -l el resource name oficll WYY 8, cURAE Tracking Gantt chart
ui view Wl ¥ chart @@ 0l 8w dl dd Critical path 58 8 % ild
Al sia 8.

. ‘i

oAl dHL 516 resource ! aIIocatlon QHIR u5g %2y i dl resource sheet Hi
5els Sl d resource -l record QA AL ttetd 8. i indicator d-
indicate el 53 8.

. Notes

A S task i 585 ia ysdl i 3 A comment Hsdl giA dl d
MS-Project i Notes -l UM Y5 20d B, % task YR note ysdl
$iA d task GuR double sells 5L summary task Information )
dialog box %L #4 8. F4i Notes option select 52k d open 2 8.
wél 2 58 notes sl dia d Yl as@ B, 2dl A4 formatting,
Alignment 211 bullets W8l apply &:ﬂ A5 B, UBUE OK UR double
sefls 52l note apply 48 7 8., M't % task Hi note 2udl i d-il
indicator i W& notes -l sAd 8. A d-l U pointer AL d note
oflal Wil 8.

« Compressing the Tlmescale

B project A chart xAswd S asidl 1l FUl dui Wen
Timescale A4 via sl ¥i2d 3 compress sl vt Chart 4i
€35 task -l graphically overview aduell & uasna 8. MS-Project i
zoom Timescale A compress $3l usA 8, 21l zoom' Ui Timescale
A compress $3cl %EL %€l timescale »Wwucl © ¥H 5 1 week, 2
week, 1 month, 3 months, selected task, entire project ¥l time
scale option select 53 OK R 5¢lls 5L d timescale W3el chart
compress 4H A 8.

Steps to apply Zoom: )
14 View Menu > Zoom 42 $¢ll§ sl zoom i  dialog box
open Ul
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2. timescale option select $31 OK uR s$¢lls $2di A view Hi chart
A ASLA . -

BHi 21vll Chart compress 48 AL Ul 20wt project 4l overview
oAl AsL B,

= Estimate of the Project: .
Project planning A8 AL U d i3 2igtd W 3241 2048l 4 e
gia di d MS Project #i sl asia 8.

2L WAL steps 1Ayt B,

Step — 1: Project Menu - Project Information 11{36[15 59,

Step—2: ¥l project information dialogbox A U &, Aui
Statistics button 42 $¢lls 53¢, Rl A Yo project
statistics - dialogbox lan #@ 8. dui project idA-u
statistics el s 8. FM3 project - duration 32¢l)
8. d Bauul w4 seusui A udl 9. A wwd A\ cost
32¢ll 2agl d s gid B. %A project 23 A A 24 %
tracking SRUHL 2d dl S2ell AN 2 51u Fzen 251 Yol
23 8. d waL gid 8.

* Tracking the Project:

Project Planning 46 211 sl Project 213 s2cusi »0d 8. R Project 33 34
AN dbdl 1A A dH Ms Project % Plan $3¢t Project 2usl uxvudl aisia
8. 211 %S Astu B 5 Project «f 514 Planning Yot A & 3 sl 04 8 3 tly
WA B, d 2l Wl 155l sul woor o B 3 adll ol B, 2un, wwvu Project 4
track 531 st 8, v cRoUE Project %l <154l 52 521 D) 2R weid) iy
dl dd a3l eriel st M Plan s3an s1iR delay weL 53 9 8, 2w
»uviL Project i starting date @l @ End date 34l track 53 asta 8.

Project Track $3dl avid auzict 32¢us asei-l auydl:

- Current Schedule: current schedule 228 1AL SAHL Bdl 510 3
{3l AHA Planning aud sl s2auui suc) ), current schedule i d A4
Yl waAl-l vigrr Qi3 el asa B,

~ Baseline schedule: baseline schedule set %Rl Project -l 2i3vtiagll
vid Yl €35 sl U2, resource WA ad3 % Planning awa enter $a1ui
wid 8 d-l 23 Preserve copy %l ddl Project €31t MS-Project Hi- YR
a2l 530 dl dl 21242 Baseline 42 u3dl ¢l Ao Yl Baseline wi Project
Planring $el aud % setting 2udial »ue §ia d-w A% 28 8, Baseline 4
Project Planning 43 At s ardMsdui Project 3 udi udaw apply
S 204 8, :
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- Variances: Variances 3 Baseline Schedule 1 current schedule % tue
5l GeMadl asiad 8. Variances ddd osud 8 5 task W2 3 Project 12
wRuR value (2 Baseline ) 8 set sl Ul 8dl ;A w3wr Project
(current schedule) Ex31- d i 1l 8§ change & & d gaid 8.

- Actual fields: Project Al €l d €31 dul 2adl st waiii-l 3
resources Il Wl actual fields ui enter st 20d 8. Actual field
Hi enter 53¢l value current schedule Hi automatic update A % 8.

2l YHISL current schedule WYl Baseline 4 60 5L s field Hi S
Variances #4 8. 1 actual 8 ¥4 8 d-l Rl Hld-1 table udll uadl
s 8. Tracking avtd w WA LU Avicwi »0d 8. %A Variance 3w
21d dl Project plan sl anouHi 24 Rald Wi asnayds yat aal
AeY. ol Variance Hi positive H 2uddl task Aaifld Ana § WA s
Qi? W 5 ANA task U AAL B iU s8] s %A SIS Variance negative
(¥124 minus) Al 2ud dl d task -l A Sl 2N AU B WAL Yot w3y B,
P REN ETETON

2l excel - Variance «i table 354
= Save Baseline:

Project 4 tracking 213 5dL uddl Project -i Baseline i save 5dl u3 8.

URGUE Project Hi 518 Changes $2UHi 214 dl d-{l 2142 Baseline Gur <)
w3dl. -

= Steps to Save Baseline:

Step — 1: Tools Menu > Tracking - Save Baseline U click $dl
save baseline < 1A 3ot dialog box % 14 8.

Step —2: dui save baseline select 581 OK U2 click $3d cURGUE
<04l save baseline option select $3 OK U= click $2d.

» Clear Baseline:

-

25 auid Project - save $l utdl % d -lsdl €l dl A4 Clear Baseline ¥
sl as 8. d we-u steps 1A 3oy 8,

Step — 1: Tools Menu = Tracking > clear Baseline U? click $dl
dialog box open 24l

Step — 2: Al clear baseline plan option select 531 OK u2 click
$2dl baseline current Project #igl remove 48 %3,
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Tracking for Update a Task:

Step — 1: B B2e task 4 s w3 A 2 B2 Yl ad g dzg 4
task 1 update 54 u3 . Fel 32c task Yal U= S2ci w42
8. 21 S2eu a3 sai susl O d el asia B, task update
s steps 1A ¥ B, % task 1 update 524 & cursor
d task Guz v,

Step —2: Tool Menu > Tracking > Update Task 4R click 52l
Update Task - dialog box %l 34 8.

Step — 3: Dialog box ui »uds fields Hi 4o option (Al anydl
ul select Sl :

- Name:
- Duration:
-2 % Complete:

- Actual Dur:

w1 field 4l task update S . d U sidid 8.
- 0 field 1 task S2¢l [Bax Hi 43 s © d sid 8.
21 field 1 task 5260 251 Y3 A d select sl
204 8,
task d arddls project Wi Y3l Adl 32¢tt Bax 2 d
21l set sRa-L iu 8. |

- Remaining Dur: Task %3 19ld: Y3 WA AR d task A Y3 s

- Start:

-> Finish:

Feell Baz ousl 28 ® d 2l sari i B, A
task 100% Y3 46 9 di 8l 0 days select
SAHL 24 8. |
20 field Wi current start A task $8 AW w3
ad ASA. d adlu galdell i 8. gl Actual
Start #i task aradls project Wi 58 W a3
SAUHUL Uy d v set sAul vud 8.

field Hicurrent Finish start Wi task 88 Al
ul ag ASH. d Al saidedl dia 8. yuR
Actual Finish #i task aiadls project ui 56
ol yal wl d adlv set scumi 20d 8.

Step —4: %l task 9 S8 notes Hsdl Slu Notes Button dl u2
5ells 531 Notes add $<1 asi 8.

Step —5: U4l Fields 3 A% option set 531 OK uR sells
53l task update 4 A . P task update AS A B
d Ghantt chart view Hi Indicator Hi 3 sign sidid
8. d-ll 12 A 3 3 task = update 53| vUH] v
8. % task update 48 A4 V. d chart ¥i black line
g2l 8.

Entering Work Amounts for Each Resources: Task update sl
®IE Resources Automatic update a8 . Uid 2l 2wual
working hours 8 seus v 8. Rl SIS task Al An2u 1
[Bax aturaini 2ud dl d ¢ seus adll el 3 wvui Ag ua
S A3 5 AHA 5L 1 5 2 SAUS AUR dient A B, dl oudlHl o
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Step- 1:

Step- 2:

Step- 3:

Step-4:

seus amR e 8. 2ugll Al 58 resources +l work amount
set 53] €l dl d ua 530 as O, B w1l setup New Office
Project Ml Install networking at new office working hour
Sl UAl ARdAlSs Project Wi 1 task 34 s i Y3 %Al uat
update task i Actual Duration i di 5 Days enter 21a v2d
40 S5 L dSldd YURAL W2 Resources | work amount
enter <l g1 steps 14 Yo 8.

Wl wuH % task -l working hour enter 54l 8 d- select 52

View Menu > More View > Task entry select 531 apply 4
sells s2q1 task entry il cascade entry open %4l

Cascade entry Hi S ual field i s¢lls 5

URGNE Format Menu > Details = Resource - work R s¢lls
5Rdl Screen %l Wi 8,

_ dui @ YRl s €1 d 530 asiA O, RouE ol SIS task wi g
Resource 0\ work amount Rl Si di Gantt chart Hi {4 d task select
5384 1A Resource work i amount change 53l asia 8.

Entering Actual Costs:

%% Task update sl cost update 4S5 A . Uid 2YSs ard 2Ud
oA § SIS task Wi AL Sl AR WA Udl i Q. dl v Rudlnl auR
actual cost change sl U3 8. FH § 2o AW example YU
install network at new office -W task Hi WA WAL s a2 qael
v ua atll wa O. ddl d W2 actual cost yardl ud 8. % w2 A
Hostirl steps QS ASA 8.

Step-1: % task -l actual cost enter $3<l 8. d-{l Gux cursor vl

Step-2:  View Menu > More View - Task entry select 531 Apply

uR 5¢lls s2q1 Cascade window open 2sl.

Step-3: Cascade window Hi Siusl field #i cursor Avil.

Step-4: ARLNE Formate Menu > Details > Resource cost uR

sdls a1 Cascade window open 48,

Gua-ll screen -t example 3 REld Bud 9000 3R 8dl wa Ana
adi d WA WvR WA 15000 300 A=A Sdl. 2un P task Il actual
cost JURAl din di d-u ur sells 530 AU actual cost Hi sells $2
YAl ws 8.
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Analyzing Progress:

Project planning - 3l 6ll&  project tracking Sl »ud 8. project
AR ARARSUNL YA A4S AL ARGUE Project tracking i $14 usL u3
W 8. cAUWLNE Project -l Progress idl dia dl %S asa 8. dui
SIREML O 5 sl d 28l wsIA B, AA A4 YSIRL reports UL
oAl AU 8. i Al Printout Y8l &S as 8.

Project Statistics:
Project W current statistics @l project 7 analysis (4eas@) 53
A B, statistics A HSH steps A yoL .

Step-1:  Project Menu - Project Informatipn Y sedls s
Project Information + dialog box open %A 3]

Step-2:  dialog box Hi statistics button U2 5¢lls 521 1A Hv-i
Project Statistics v dialog box %idl ¥4 8. 241 Project il
Statistics %18 2514 V. w11 d- analysis ual 531 asia 8.

Reports:

Reports: MS Project Hi 21421 24409, W5IR-1 Reports %1 A+ print 48l
Aol asin 8. vidl A3 21491 YSIRAL Yo WA Reports dddlL 8. d
29 anydl Hnadr udaw Reports lairil 22w llvll ada . % A
Hoo, 8.

Step—1: View Menu > Reports U2 s¢lls st Reportsti dialog
box il MYl 8.,

Step - 2: Report dialog box Higll i report option select 5l
d report 4 dialog box %l MW 8. €1d.  overview
select $2dl dialog box il W4 8.

Step—3: o report sélects 531 select UR $¢lls 5L 4 report
oldl Wi B ELd. overview report -il dialog box ui
project summary select 53| select U2 click $d {13
Yt project summary il report %S s V. dui
project date, Duration, Work, Cost 4313 %6 asia .
oAl report | print A<l i dl print U2 $¢lls s print
out -llswill asna V. w4 close UR click 53l report
close 531 u5A 8.

= Types of Reports: _ :
MS Project i §Q & Us1- reports %icl W8 8, g+l Anggell {14 yoro 8.

ARSI R

Overview reports
Current Activities Report
Costs Report
Assignment Report
Workload Report
Custom Report
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Overview reports:

211 Report W« project 4 QL overview reports Aswll asa 8.
FUL U VA WA WSKR-L report FEA HUL ® BH 5 Project
Summary, Top -level Tasks, Crltlcal Tasks, Milestone, Working
day. %Y example ;A Project summary report <
example 8.

Current Activities Report:

¥ Report Hi ¢ activity A4 yAY actlvny, task A4 ¥l dcﬂ
activity 25 ARANL WY qan-l act|V|ty YL A4 task activity 23
report %S AsA B

Costs Report

¥ Report Hi cost 2ol AS AsA O, v Al printout @S AsA
8. ¥ § cash flow, budget, Over budget Tasks, Over budget
Resources, Earned value.

Assignment Report

21l Report Hi resources A SRAML 2L B, 5L resources i 53
task assign 2A¢ 8. F<ll Wldl 1O B, 1] 20 AN AR SR
report A s 8. 31 5 Who does what (51 resources 4 53
8. ), Who does what when (53l resources 5L 4+ 9 528?) To
do list, Over located Resources.

Workload Report
21 Report Hi resource e Task -l workload i3l report %l%S
asa 8. v Report ui 4 usik B. Task usage report i
resource usage report.

Custom Report:

Al 2401 UG USIRL report AS wsA B, Custom report 42
sefls 521 custom report i dialog box #iat ‘HUl 8. vl Al
reports select 53| preview UR 5¢ll$ el report oAt 1L B,
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