
Experience Effortless Planning and Control
with Microsoft Project 365 and 2021
Planning and controlling projects efficiently is crucial for businesses to achieve
success and stay ahead of the competition. With the advancement of technology,
project management tools have become essential in streamlining processes,
improving collaboration, and enhancing overall productivity. Microsoft Project 365
and 2021 are powerful software solutions that provide seamless planning and
control capabilities, making them go-to tools for project managers across various
industries.

The Importance of Planning and Control in Successful Project
Management

Effective planning and control serve as the foundation for successful project
management. Without proper planning, projects can easily veer off track, leading
to missed deadlines, budget overruns, and dissatisfied stakeholders. Control, on
the other hand, allows project managers to monitor progress, identify deviations,
and implement corrective actions to ensure projects stay on schedule and within
budget. By employing robust planning and control methodologies, project
managers can optimize resources, mitigate risks, and deliver high-quality results.

Introducing Microsoft Project 365

Microsoft Project 365 is a comprehensive project management tool that offers a
range of features to help teams easily plan, execute, and control projects. It
provides a visual and intuitive interface, making it user-friendly for both
experienced project managers and newcomers to the field. With its cloud-based
functionality, Microsoft Project 365 allows for seamless collaboration, real-time
updates, and easy access from any device.
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One of the standout features of Microsoft Project 365 is its ability to create
detailed project schedules. The software allows project managers to define tasks,
set dependencies, allocate resources, and establish timelines. The automatic
scheduling feature optimizes resources and accounts for any changes in project
parameters, ensuring efficient planning and allocation of resources.

Microsoft Project 365 also offers a robust set of control features. Project
managers can easily track progress through Gantt charts, kanban boards, and
task lists. They can instantly identify any bottlenecks or delays, enabling them to
take immediate action to rectify the situation. Additionally, the software allows for
effective resource management, tracking resource utilization, availability, and
allocation, ensuring optimal utilization of resources.

What's New in Microsoft Project 2021

Microsoft Project 2021 builds upon the success of its predecessor, offering
enhanced features and functionalities. One notable addition is the integration with
Microsoft Teams, a popular collaboration platform. This integration allows project
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teams to collaborate seamlessly, discuss project-related matters, share
documents, and conduct virtual meetings directly within the project management
software. This streamlined collaboration ensures efficient communication and
fosters teamwork, even when team members are distributed across different
locations.

Another significant improvement in Microsoft Project 2021 is the advanced
reporting capabilities. Project managers can generate detailed reports with just a
few clicks, providing key stakeholders with accurate, real-time data on project
progress, resource utilization, and budget status. These reports help stakeholders
make informed decisions, stay updated on project developments, and ensure
project alignment with organizational goals.

Benefits of Using Microsoft Project 365 and 2021

The combination of Microsoft Project 365 and 2021 comes with a myriad of
benefits for project managers and teams. Some of the key advantages include:

Improved planning accuracy: The software's advanced features ensure
precise planning and resource allocation, minimizing the risk of delays and
cost overruns.

Effective collaboration: The integration with Microsoft Teams enhances
teamwork and collaboration, enabling seamless communication and file
sharing.

Real-time visibility: The comprehensive reporting capabilities provide project
stakeholders with real-time data and insights, facilitating better decision-
making.

Increased productivity: The user-friendly interface and automated features
allow project managers to focus on core tasks, boosting overall productivity.



Streamlined control: The robust control features help project managers
monitor progress, track resource utilization, and make necessary
adjustments to keep projects on track.

Mobile accessibility: The cloud-based nature of the software allows for easy
access from any device, enabling project managers to stay connected and
productive on the go.

In , Microsoft Project 365 and 2021 provide project managers with a powerful set
of tools to streamline planning and control processes. Whether you are managing
a small project or a complex endeavor, these software solutions offer the
functionalities needed to ensure project success. With features like detailed
scheduling, real-time collaboration, and comprehensive reporting, Microsoft
Project 365 and 2021 empower project managers to optimize resources, mitigate
risks, and deliver exceptional results. Embrace the future of project management
with Microsoft Project 365 and unlock the full potential of your projects.
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All scheduling software is difficult to learn for a number of reasons. None have
the optimal settings when installed and templates, views and default options need
to be adjusted to obtain the best possible performance. Usually the Help files do
not connect the user to real life situations and do not explain the practical use of
functions. Furthermore, there are many flicks and switches with obscure names
that are difficult to understand or decide what they do or which are important.
These issues make learning the software very difficult without a comprehensive
guide written by an experienced user. Investing in a book written by Paul E Harris
will address all these issues and allow you to setup the software properly and
understand all the obscure functions letting you become productive more quickly
and enhance your career opportunities and salary with a solid understanding of
the software.
Microsoft® Project 2021 is a minor update of Microsoft® Project 2019 and
therefore this book covers versions 2013, 2016, 2019 2021 and 365. This book is
aimed at showing project management professionals how to use the software in a
project environment.
This book is an update of the author’s last book “Planning and Scheduling using
Microsoft® Project 2013, 2016 and 21. It has revised workshops and incudes the
new functions of Microsoft Project 2021.
This publication was written so it may be used as:

A training manual, or

A self teach book, or

A user guide.

The book stays focused on the information required to create and update a
schedule with or without resources using Microsoft® Project by:

Concentrating on the core functions required to plan and control a project.



Keeping the information relevant to each topic in the appropriate chapter.

Providing a quick reference at the start of each chapter listing the chapter
topics.

Providing a comprehensive index of all topics.

The book is aimed at:

Project managers and schedulers who wish learn the software, however are
unable to attend a training course, or require a reference book.

Project management companies in industries such as building, construction,
oil & gas, software development, government and defence who wish to run
their own software training courses or provide their employees a good
practical guide to using the software.

Training organizations who require a training manual to run their own
courses.

This book is written by an experienced scheduler, who has used the software at
the sharp end of projects and is not a techo. It draws on the author's practical
experience in using the software in a wide variety of industries. It presents
workable solutions to real day to day planning and scheduling problems and
contains practical advice on how to set up the software and import data.
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