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1 Basic functionalities

1.1 Launching the application

ProjectLibre

Start the application by clicking on the icon

1.2 Create the project

When starting the application, a menu will open:

(] @ Welcome to ProjectLibre

What would you like to do:

Create Project

[j Open Project

Click on Create Project
A new window opens:

[ ] ® New Project

Project Name: |

Manager:
Start Date: 5/25/23 M Forward scheduled
Notes:
OK Cancel Help
Fill in the fields:

Project Name — Name of the project
Manager — Y our NAME and SURNAME
Start Date — enter the start date of the project

If it is necessary to change the start date of the project, the procedure is as follows:
In the main interface



g ProjectLibre"\) E::‘I'QT) 5

Resource

View

Click on tab File , Information icon

A window opens:

Change Working Calendar

Project Information

z Statistics  Notes

Name: Projekt ...
Manager: Ime Prezime
Start: 5/25/23 8:00 AM v|  Current Date: v
Finish: 5/25/23 8:00 AM v Status Date: 5/25/23 hd

Forward scheduled Base Calendar:  Standard &
Priority: 500 C Project Status: Planning 8
Project Type: Other Expense Type:  None (T ]
Division: Group:
Net Present Value: 0 Benefit: 02
Risk: 0.0

Close Help

FSSMTWTFSSMTWTFSSMT

the Start (start date of the project) at any time.
Note: note that it is possible to change Name and Manager ficlds here

& Open Q ﬂ(e ‘= Print /. Information Save Baseline
“ New L Preview #Calendar Clear Baseline
Save 14 Save as > PDF Projecty= Projects Dialog Update
File Print Project
® ~— Duration 28 May 23 4 Jun 23 11 Jun i



1.3 Adding a new row

A new row is added by highlighting the line below, pressing the right mouse button and

selecting New. Repeat the procedure as many times as it is necessary to add rows.

na - )

Proj ectLibre,.\ :

atvaranja

9 Indent
< Outdent

L miNew

. T Delete

[ Copy

# Cut

@ Paste

M Expand

4 Collapse

1.4 Adding a new column

A new column is added by selecting the Insert Column option when the mouse is positioned

| 1day1]

File ‘ Task | Resource View
Network . Zoom In l;' Copy || 4 Insert » Indent % Link # Information ®:} Assign Resources #% Find
WBS A Zoom Out “ ,, Cut @ Delete 4 Outdent <. Unlink ™ Calendar Save Baseline “+ Scroll To Task
Gantt [¥d Task Usage Baste T Notes Clear Baseline Update
Views Clipboard Task
) 8 1Jan 23 8Jan 23 15 Jan 23 22 Jan 23 ]
® tams Duration | /e ' SMTWTFSSMTWTFSSMTWTFSSMTWTFS ¢
1 EProjekt izrade programa obrazovanja 1 day! 1‘! w
2 Inicijalna faza 1 day l‘! B
3 Faza izvedbe 1 day 1) B
B

on the column name — click on the right mouse button according to the image below

— EEED) .8 @
ProjectLibre.
[ File | Task | Resource  View (7]
[ Network . Zoom In r Copy | 4 Insert »- Indent % Link # Information &} Assign Resources #% Find
5 wes . Zoom Out “ ,.Cut || == Delete '« Outdent . Unlink " Calendar Save Baseline “F Scroll To Task
Gantt 7 Task Usage Paste ! Notes Clear Baseline Update
Views Clipboard Task
[} Name Duration Start Finish Predecessors. Resource Narr é ec ﬁ‘n' 1}23234 ar 2;"2"}‘32?”
1 BProjekt izrade programa obrazovanja 177 days 1/2/23 8:00 AM 9/5/23 5:00 PM Y —
2 Poetak projekta 0 days|1/2/23 8:00 AM 1/2/23 8:00 AM
3 Zavrietak projekta 0 days 9/5/23 5:00 PM 9/5/23 5:00 PM 28,27 [ Hide Column
4 Blnicijalna faza 12 days 1/2/23 8:00 AM 1/17/23 5:00 PM Find
s Kick off sastanak 2 days|1/2/23 8:00 AM 1/3/23 5:00 PM 2
6 Analiza potreba / GAP analiza 10 days 1/4/23 8:00 AM 1/17/23 5:00 PM 5 E—
7 Anliza sudionika i formiranje fokus grupa za izradu programa obrazovanja | 10 days 1/4/23 8:00 AM 1/17/23 5:00 PM 655 E H
8 EFaza izvedbe 140 days 1/18/23 8:00 AM 8/1/23 5:00 PM -
) EProgram 110 days 1/18/23 8:00 AM 6/20/23 5:00 PM v
10 Razvoj novog programa 20 days 1/18/23 8:00 AM 2/14/23 5:00 PM 76 =8
u Program razvijen u potpunosti 0 days 2/14/23 5:00 PM 2/14/23 5:00 PM 10 214
12 Priprema materijala za polaznike i predavace 30 days 2/15/23 8:00 AM 3/28/23 5:00 PM 1
13 Priprema i izrada sistema ocjenjivanja 20 days 2/15/23 8:00 AM 3/14/23 5:00 PM 1255
14 Zavrseni svi materijali za polaznike i predavace 0 days 3/28/23 5:00 PM 3/28/23 5:00 PM 1312 3/28
15 Probni pilot programa i materijala 60 days 3/29/23 8:00 AM 6/20/23 5:00 PM 14 [ g
El0prema 50 days 3/29/23 8:00 AM 6/6/23 5:00 PM v
--—
Implementacija kolaboracijskog portala za predavace 20 days 5/10/23 8:00 AM 6/6/23 5:00 PM 17
19 Nabavijena i montirana oprema, infrastruktura i namjestaj 0 days 6/6/23 5:00 PM 6/6/23 5:00 PM 18
20 BEdukacija 40 days 6/7/23 8:00 AM 8/1/23 5:00 PM i
2 Odabir i analiza predavaca 10 days 6/7/23 8:00 AM 6/20/23 5:00 PM 19
22 *Edukacija predavaéa i priprema za program “Teach the teacher™ 20 days 6/21/23 8:00 AM 7/18/23 5:00 PM 21,15
23 Edukacija ostalih predavaca 10 days 7/19/23 8:00 AM 8/1/23 5:00 PM 22
24 BlFaza zatvaranja 177 days 1/2/23 8:00 AM 9/5/23 5:00 PM e —
25 Priprema programa za upravijanje karijerom 10 days 7/26/23 8:00 AM 8/8/23 5:00 PM 2355+5 days
26 Priprema i odrzavanje zavréne prezentacije za potencijalne korisnike 10 days 8/9/23 8:00 AM 8/22/23 5:00 PM 25:23
27 evaluacija i izvjest projektom) 150 days 1/2/23 8:00 AM 7/28/23 5:00 PM 2 e
28 Zavrine aktivnosti projekta 10 days 8/23/23 8:00 AM 9/5/23 5:00 PM 26

A window with a drop-down menu opens, from which you need to select the field that you

want to add as a new column (eg Successors )

Insert Column

Field | SPI a
Start8
Start9
¢ start10 ,
Stop 510!

Successors :00

| TCPI 00]
20di  Task Calendar 100

0di Textl 100

NOTE: In case the column needs to be hidden, the Hide option is selected.



1.5 Zoom option in the Gantt chart

The plan can be increased or decreased in time using the Zoom In and Zoom Qut options in
the Task tab

ﬁﬁ\
n . & # ) Lista aktivn... & @
ProjectLibre. ) ' z i
File Task Resource View = |:| 0
¥ Network A Zoom In r Copy
1 was :

. Zoom Out s Cut
Gantt 1z Task Usage Paste

4 Insert - Indent % Link / Information &} Assign Resources #% Find
== Delete -4 Outdent <. Unlink " Calendar Save Baseline “F Scroll To Task
7| Notes Clear Baseline Update

1.6 Display of rows in a ganttogram

For easier navigation in the Gantt chart, it is possible to turn on the display of rows to make it
easier to determine which row an individual activity belongs to. The option can be turned on
with the right mouse button in the Gantt chart by selecting Show Rows.

ProjectLibre NCAED) T
= File Task Resource View D 0

[¥l Network . Zoom In r Copy | 4 Insert - Indent < Link 4 Information ®:f Assign Resources # Find
5 WBS “. Zoom Out .. Cut || & Delete -« Outdent <. Unlink “* Calendar  Save Baseline “F Scroll To Task
Gantt I3 Task Usage asie ™ Notes Clear Baseline Update
Views Clipboard Task
® Name - Jan 2023 Feb 2023 Mar 2023 Apr 2023 May 2023 Jun 2023 Jul 2023 )
25 01 08 15 22 29 05 12 19 26 05 12 19 26 02 09 16 23 30 07 14 21 28 04 11 18 25 02 09 16 2:
1 BElProjekt izrade programa obrazovanja » . 4
2 Potetak projekta 1/2
3 Zavrietak projekta & 7/5
4 Sinicijalna faza
5 Kick off sastanak by Voditelj proj énjak za i énjak za i énjak za kuril T struénjak
6 Analiza potreba / GAP analiza Struénjak za i énjak za kuri jtelj
7 Anliza sudionika i formiranje fokus grupa za izradu programa o 777 Struénjak za komunikaciju;Voditelj projekta[50%]
8 BFaza izvedbe
9 BProgram v
10 Razvoj novog programa [Ty, Struénj i énjak za ikacij énjak za i itelj projekta
1 Program razvijen u potpunosti 9 1/16
12 Priprema materijala za polaznike i predavace {07 Struénjak za i Enjak za i j Enjak za kuril litelj projekta;Tisak izajn i prijelom priruénik
13 Priprema i izrada sistema ocjenjivanja T jak za i énjak za ikacij énjak za kuril itelj projekta
14 Zavrseni svi materijali za polaznike i predavace 5
15 Probni pilot programa i materijala Voditelj j jak za
16 BO0prema
17 Nabava i je opreme, i 9
18 Implementacija kolaboracijskog portala za predavaée fijski portal-Ugovor
19 Nabavljena i montirana oprema, infrastruktura i namjestaj
20 BEdukacija
21 Odabir i analiza predavaca Voditelj proj ¢njak za
22 “Edukacija predavaca i priprema za program “Teach the teac| - b Struénjak za kurikulum[14%];Predaviaé 1[14%);Pred
23 Edukacija ostalih predavaca edlitelj projekta[64%);Struénjak za kuril
24 BFaza zatvaranja Split
25 Priprema programa za upravijanje karijerom Show Assignments Lim{8%];Predav
26 Priprema i odrzavanje zavréne je za ijalne kor / Show Links i Arojekta[14%];s!
27 Zavréne aktivnosti projekta v Show Calendar
Bar Styles »>
Annotation Styles »

1.7 Save/ Save as option

During the creation of the plan, it is necessary to occasionally record the document on which
is being worked on by clicking Save button.

| \ \,l
zProjectLibreJ W2 )

‘ File ‘ Task Resource View
l I i+ Open © Close || = Print /. Information Save Baseline
9 New L Preview “* Calendar Clear Baseline
SalE Y4 Save as >~ PDF hiolects == Projects Dialog Update
File Print Project
[ 1 1an 22

\ =
After finishing the work, you MUST save the changes by pressing the Save button.

If you need to create a new document or a copy for updating, use Save as.




2 Learning Outcome 4 — Timeline

Everything related to time planning is done under you 7Task. The table for entering activities
and the Gantt chart view can be obtained by pressing the Gantt icon

—
. . \C\, L Wae ) Lista aktivn... & ®
ProlectLtbren
File Task Resource View P l:l (7)
- ¥l Network A Zoom In r- Copy | 4 Insert » Indent . Link # Information &} Assign Resources #% Find
2 WBS . Zoom Out o+ Cut @ Delete -4 Outdent <. Unlink "™ Calendar Save Baseline “F Scroll To Task
Gantt 1 Task Usage Paste | Notes Clear Baseline Update
Views Clipboard Task

2.1 WABS, activity, milestone

First of all, it is necessary to work out the structure of the WBS and define to which level of the
WBS the plan is developed.

A structured project means that the ,,Projekt izrade programa obrazovanja“ is the so-called
the "zero" level of the WBS
The level of the WBS are the Inicijalna faza, Faza izvedbe and Faza zatvaranja

2.1.1 Creating a WBS structure

In the initial interface of the application, after we have defined the name and start of the
project (described in chapter 1.2.), first enter a list of all WBSs according to the following
image:

File ITask ‘ Resource View

- . Network . Zoom r Copy || 4# Insert » Indent . Link Information ®:] Assign Resources #% Find
Qz Out s+ Cut = De < Outdent - Unlink " Calendar Save Baseline “+ Scroll To Task
Gantt [¥& Task Usage Paste T | Notes Clear Baseline Update
Views Clipboard Task
q Ry 1Jan 23 8 Jan 23 15 Jan 23 22 Jan 23
@ Name Duration | e s SMT WTF'SSMTWTESSMTWTFESSMTWTES
Projekt izrade programa obrazovanja 1 day 1, B
I B S I Y71
[ | [ amamede | iy
[ v | i

Then lines 2, 3 and 4 are marked and underlined under line 1 (Education program creation
project) using the Indent function located under the Task tab. After that, the Ist level of the
WBS is defined and looks like this:

CProjecttibre. )2~
File |Task | Resource

View

- ¥l Network @ Zoom In r Copy || 4# Insert » Indent % Link # Information ®:} Assign Resources #% Find
s WBS A Zoom Out +v Cut @ Delete < Outdent .. Unlink “ Calendar Save Baseline “+ Scroll To Task
Canty [¥3 Task Usage besi * | Notes Clear Baseline Update
Views Clipboard Task
. 8 1Jan 23 8 Jan 23 15 Jan 23 22 Jan 23 Z
@ Name Duration | Mg g S TMT WTF'S S MTWTFSSMTWTESSMTWTFSS
1 EProjekt izrade programa obrazovanja 1 day|1 w
2 Inicijalna faza 1day]l,
3 Faza izvedbe 1dayl,
4 Faza zatvaranja 1dayl, i




2.1.2 Adding a new WBS node

The performance phase is elaborated into the 2" level of the WBS which means that the
Program, Oprema and Edukacija should be added below.

A new line is added by highlighting the line below, pressing the right mouse button and

selecting New. Repeat the procedure as many times as it is necessary to add rows.

Ba”

Prolectlere

File |Task I Resource View

4 Collapse

%] Network A Zoom In r Copy || 4 Insert & Indent . Link # Information ®%} Assign Resources #% Find
= WBS A Zoom Out “ ,. Cut || == Delete < Outdent <. Unlink " Calendar Save Baseline “+ Scroll To Task
St [¥& Task Usage basie " Notes Clear Baseline Update
Views Clipboard Task
. 8 1Jan 23 8 Jan 23 15 Jan 23 22 Jan 23 |
© Nams Duration | e 1 S MT WTF'SSMTWTEFSSMTWTFSSMTWTES
1 EProjekt izrade programa obrazovanja 1 day|1] w
2 Inicijalna faza 1day1,
3 Faza izvedbe 1dayl,
® Indent | 1day|l]
- € Outdent :
Lo New |
- T Delete
B Copy
# Cut
Paste
M Expand

Repeat the procedure described in the previous chapter and put the new three lines under the

performance phase using the Indent function.

Sma )

ProjectLibre.

File |Task I Resource View

Network A Zoom In I=' Copy || 4 Insert & Indent . Link # Information &} Assign Resources #% Find
WBS 9. Zoom Out < . Cut e Delete 4 Outdent . Unlink “ Calend. Save Baseli “+ Scroll To Task
Gantt [¥& Task Usage Paste T | Notes Clear Baseline Update
Views Clipboard Task
1)Jan 23 8 Jan 23 15 Jan 23 22 Jan 23 2
@ (D Duration | e g s MT WTF'SSMTWTEFSSMTWTFSSMTWTESS
1 EProjekt izrade programa obrazovanja 1 day?|1| : w :
2 Inicijalna faza 1day]l, :
3 Faza izvedbe 1dayl,
[ | [ Pogam | 1day
O [owema | ida
| | Fdwaca | ldyl
7 Faza zatvaranja 1dayl,

After which the WBS structure looks like this

=——— & ~ )
ProjectLibre..
|——— File | Task | Resource View
Network A Zoom In l:' Copy || 4 Insert - Indent . Link # Information &2} Assign Resources #% Find
WBS . Zoom Out “ . Cut e Delete <« Outdent <. Unlink “™ Calendar Save Baseline “+ Scroll To Task
Gantt [¥& Task Usage gaste T Notes Clear Baseline Update
Views Clipboard Task
. Ry 1Jan 23 8 Jan 23 15 Jan 23 22 Jan 23
= Name Duration | e ' S MT WTF'SSMTWTFSSMTWTESSMTWTES
ntt b g ! ! :
: 4 Y ~e—Jrama j 1 day?|1, . w
2 Inicijalna faza 1day]1, B
3 ElFaza izvedbe 1 day?|1, i W
4 Program 1day?1, ] |
5 Oprema 1 day?1, : E
6 Edukacija 1day?1, i @
7 Faza zatvaranja 1 day|1, : i

NOTE: Returning a row to the level above is possible with the function Qutdent



2.1.3 Defining activities

As part of the Inicijalna faza, it is necessary to define the Kick off, Analiza potreba and
Analiza sudionika activities, needs analysis and participant analysis. This means that below
the initial phase, it is necessary to add 3 new lines.

A new line is added by highlighting the line below, pressing the right mouse button and
selecting New. Repeat the procedure as many times as it is necessary to add rows.

Prolectlere \rm )
File ‘Taskl Resource View

- . Network . Zoom In r Copy || 4 Insert & Indent . Link Information ®:} Assign Resources #% Find
WBS . Zoom Out “ . Cut == Delete ~« Outdent <. Unlink " Calendar Save Baseline “+ Scroll To Task
Gantt [¥& Task Usage Paste * | Notes Clear Baseline Update
Views Clipboard Task
< ]
@ Lo Duration | IFTs ;J;InTZ?NT FIS S MIT WITFIS S MTWTIFS s MTWTES ¢
1 EProjekt izrade programa obrazovanja 1 day?|1, '
Inicijalna faza 1day]1,
T N T | |
| Amlmpovea | iaay
[ Amamsdonka | laay]
6 ElFaza izvedbe 1 day?|1, '
7 Program 1day?1,
8 Oprema 1 day?1, Q
9 Edukacija 1day? 1, f
10 Faza zatvaranja 1day]1,

After defining, using the Indent function, it is necessary to position the activities below the

Inicijalna faza according to the following image:

Prolectlere_\ A )
File |Task | Resource

View
- - Network A Zoom In r Copy || 4 Insert & Indent . Link # Information 2} Assign Resources #% Find
WBS “._ Zoom Out “ g% Cut = Delete 4 Outdent . Unlink ™ Calendar Save Baseline “+ Scroll To Task
Gantt [¥& Task Usage Paste T | Notes Clear Baseline Update
Views Clipboard Task
. S 1Jan 23 8Jan 23 15 Jan 23 22 Jan 23 .
@ pame Durtion 'FSSMTWTFSSMTWTFSSMTWTFSSMTWTFS‘
1 EProjekt izrade programa obrazovanja 1 day?|1, _.
2 Elnicijalna faza 1 day?|1, .
3 Kick off 1 day? 1, ]
4 Analiza potreba 1 day?1, B
5 Analiza sudionika 1 day? 1, []
6 ElFaza izvedbe 1 day?|1, w
7 Program 1 day? 1, ]
8 Oprema 1 day?1, B
9 Edukacija 1 day? 1, []
10 Faza zatvaranja 1 day|1, []

Repeat the procedure for all activities in each individual node of the WBS. After input, the list
of activities structured up to the 2" level of the WBS looks like this:



ProjectLibre PRS2 ) Usaakiv.. B @
- File Task Resource View D )

¥l Network . Zoom In r Copy | 4 Insert » Indent % Link / Information &} Assign Resources #% Find

s3] WBS . Zoom Out “ . Cut @ Delete -« Outdent <. Unlink “* Calendar Save Baseline “F Scroll To Task
Gantt 1z Task Usage aute " Notes Clear Baseline Update
Views Clipboard Task
® Name Duration start nih "IF s éJ;InTZ:\‘NT Fis S ML WIS s T WIS 5 T WTIFIS (s MTMTIFS

1 EProjekt izrade programa obrazovanja 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM P—
2 Blnicijalna faza 5 days 1/2/23 8:00 AM  1/6/23 5:00 PM P—
3 Kick off sastanak S days 1/2/23 8:00 AM 1/6/23 5:00 PM

4 Analiza potreba / GAP analiza S days 1/2/23 8:00 AM 1/6/23 5:00 PM
H Anliza sudionika i formiranje fokus grupa za izradu programa obrazovanj 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM
6 BIFaza izvedbe 5 days 1/2/23 8:00 AM  1/6/23 5:00 PM P—
7 BlProgram 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM Pp—
8 Razvoj novog programa 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM
9 Priprema materijala za polaznike i predavace 5 days 1/2/23 8:00 AM  1/6/23 5:00 PM
10 Priprema i izrada sistema ocjenjivanja 5 days 1/2/23 8:00 AM  1/6/23 5:00 PM
11 Probni pilot programa i materijala 5 days 1/2/23 8:00 AM  1/6/23 5:00 PM

12 EOprema 5 days 1/2/23 8:00 AM  1/6/23 5:00 PM P—
13 Nabava i je opreme, i § S days 1/2/23 8:00 AM 1/6/23 5:00 PM
14 Implementacija kolaboracijskog portala za predavace 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM
15 BEdukacija 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM P—
16 Odabir i analiza predavaca S days 1/2/23 8:00 AM 1/6/23 5:00 PM
17 “Edukacija predavaca i priprema za program “Teach the teacher™ S days 1/2/23 8:00 AM  1/6/23 5:00 PM
18 Edukacija ostalih predavaca S days 1/2/23 8:00 AM  1/6/23 5:00 PM
19 ElFaza zatvaranja 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM p—
20 Priprema programa za upravljanje karijerom 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM
21 Priprema i odrZavanje zavrine prezentacije za potencijalne korisnike 5 days 1/2/23 8:00 AM  1/6/23 5:00 PM
22 Koordinacija, evaluacija i izvjestavanje (Upravljanje projektom) 5 days 1/2/23 8:00 AM  1/6/23 5:00 PM
23 Zavrine aktivnosti projekta 5 days 1/2/23 8:00 AM  1/6/23 5:00 PM

NOTE : in the Gantt chart view (on the right), WBSs are shown in black (summary) lines and
activities are shown in colors.

2.1.4 Adding milestones

Milestones are added in the same way as the activities described in the previous chapter.
It is defined by entering 0 (zero) in the Duration field.
Milestone is shown with a black “diamond” simbol in the Gantt chart view.

N

SR Listaaktivn.. @ &
ProjectLibre.. ) |
— File | Task % (7]

Resource View

l I & Open © Close || = Print # Information Save Baseline

© New . Preview Calendar Clear Baseline
Save 14 Save as > pDF | Projects = projects Dialog Update
| File Print Project
® (=0 (It € Finish  PlEs ;Jan'rziv TIES SJ:II"TZ?NT Fls ST T s éztﬂ i

1 ElProjekt izrade programa obrazovanja 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM P—
2 Pocetak projekta 0 days 1/2/23 8:00 AM 1/2/23 8:00 AM 4 1/2

3 Zavr3etak projekta 0 days 1/2/23 8:00 AM 1/2/23 8:00 AM 412

4 Binicijalna faza 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM p—
5 Kick off sastanak 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM
6 Analiza potreba / GAP analiza 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM

7 Anliza sudionika i formiranje fokus grupa za izradu programa obrazovanja 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM
8 ElFaza izvedbe 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM P—
9 ElProgram 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM P—
10 Razvoj novog programa 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM
11 Program razvijen u potpunosti 0 days 1/2/23 8:00 AM 1/2/23 8:00 AM 4 1/2

12 Priprema materijala za polaznike i predavace S days 1/2/23 8:00 AM 1/6/23 5:00 PM

13 Priprema i izrada sistema ocjenjivanja 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM

14 Zavr3eni svi materijali za polaznike i predavace 0 days 1/2/23 8:00 AM 1/2/23 8:00 AM 4 12

15 Probni pilot programa i materijala S5 days 1/2/23 8:00 AM 1/6/23 5:00 PM

16 ElOprema 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM P—
17 Nabava i montiranje opreme, infrastrukture i namjestaja S5 days 1/2/23 8:00 AM 1/6/23 5:00 PM
18 Implementacija kolaboracijskog portala za predavace 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM
19 Nabavljena i montirana oprema, infrastruktura i namjestaj 0 days 1/2/23 8:00 AM 1/2/23 8:00 AM +1/2

20 BElEdukacija 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM p—
21 Odabir i analiza predavaca 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM
22 “Edukacija predavaca i priprema za program “Teach the teacher™ 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM

23 Edukacija ostalih predavaca 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM

24 BlFaza zatvaranja 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM P—
25 Priprema programa za upravljanje karijerom S days 1/2/23 8:00 AM 1/6/23 5:00 PM

26 Priprema i odrz je zavrine pr ije za ij korisnike S days 1/2/23 8:00 AM 1/6/23 5:00 PM

27 K inacija, evaluacija i izvjes je (L janj j 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM

28 Zavr3ne aktivnosti projekta 5 days 1/2/23 8:00 AM 1/6/23 5:00 PM

Mandatory two milestones are the beginning of the project (Pocetak projekta) and end of the
project (Zavrsetak projekta). They are placed in the root of the project according to the previous
picture. Other milestones are defined in places where they are needed for the definition of some
"key" events.



2.2 Determination of duration

In the Duration column , enter the estimated duration for each activity

\"2‘ s e) Usadavn.. B @
rojectLiore.. -
o e s ] e

Network . Zoom In '—- Copy || 4 Insert & Indent L Link % Information ®:} Assign Resources #% Find
[s& WBS . Zoom Out s Cut @ Delete 4 Outdent <. Unlink ™" Calendar Save Baseline “F Scroll To Task
Gantt 173 Task Usage ESte " Notes Clear Baseline Update
Views Clipboard Task
@ Name Duration S Jan 2023 Feb 2023 Mar 202
30 02 05 08 11 14 17 20 23 26 29 01 04 07 10 13 16 19 22 25 128 03
1 ElProjekt izrade programa obrazovanja 150 days|1|
2 Pocetak projekta 0 days 1 * 12
3 Zavrsetak projekta 0 days 1 * 172
4 Binicijalna faza 10 days 1|
5 Kick off sastanak 2 days 1
6 Analiza potreba / GAP analiza 10 days 1
7 Anliza sudionika i formiranje fokus grupa za izradu programa obrazovanja 10 days 1
8 EFaza izvedbe 60 days|1
9 EProgram 60 days 1
10 Razvoj novog programa 20 days 1
1 Program razvijen u potpunosti 0 days 1
12 Priprema materijala za polaznike i predavace 30 days 1
13 Priprema i izrada sistema ocjenjivanja 20 days 1
14 Zavrieni svi materijali za polaznike i predavace 0 days 1
15 Probni pilot programa | materijala 60 days 1
16 ElOprema 30 days|1
17 Nabava i je opreme, il i jestaj. 30 days 1
18 Implementacija kolaboracijskog portala za predavaée 20 days 1
19 Nabavljena i montirana oprema, infrastruktura i namjestaj 0 days 1 * 172
20 BEdukacija 20 days|1
21 Odabir i analiza predavaca 10 days 1
22 “Edukacija predavaca i priprema za program "Teach the teacher™ 20 days 1
23 Edukacija ostalih predavaéa 10 days 1
24 EFaza zatvaranja 150 days|1|
25 Priprema programa za upravijanje karijerom 10 days 1
26 Priprema i odrZavanje zavrine prezentacije za potencijalne korisnike 10 days 1
27 Koordinacija, evaluacija i izvjestavanje (Upravijanje projektom) 150 days 1
28 Zavrine aktivnosti projekta 10 days 1

2.3 Linking activities
2.3.1 Connection/Link/Relationship types

There are three types of connections/links/relationships:

FS — Finish to Start (when the previous activity ends, only then can the next activity start)

SS — Start to Start (when the previous activity starts, only then can the next activity start)

FF — Finish to Finish (when the previous activity is finished, only then can the following activity
be finished)

Lag — is used to define the time lag between activities

NOTE: DO NOT change the dates in the Start and Finish columns !!! (Dates will be
automatically calculated by software from durations and associated links)



2.3.2 Linking activities

Activities are connected in such a way that in the Gantt chart, two activities (or milestones) are
connected in such a way that the first one is marked with the left mouse button, button has to
be hold and dragged to the second one with which has to be connected.

CProjectlibre. )\ ﬁ aco: OECE
rojectLibre. ' = =
_:l File Task Resource View = D o9

[¥ Network . Zoom In r Copy | 4 Insert - Indent < Link 4 Information ®:} Assign Resources #% Find
& WBS . Zoom Out .. Cut || &= Delete -4 Outdent <. Unlink “* Calendar  Save Baseline “F Scroll To Task
Gantt [3% Task Usage asie 7| Notes Clear Baseline Update
Views Clipboard Task
@ Name Duration " Jan 2023 Feb 2023 Mar 202
30 02 05 08 11 14 17 20 23 26 129 01 04 07 10 13 16 19 22 125 28 03

1 EProjekt izrade programa obrazovanja 150 days|1| [

2 Pocetak projekta 0 days 1 1/2

3 Zavrietak projekta 0 days 1|

4 Binicijalna faza 12 days|1

5 Kick off sastanak 2 days 1|

6 Analiza potreba / GAP analiza 10 days 1

7 Anliza sudionika i formiranje fokus grupa za izradu programa obrazovanja 10 days 1

8 ElFaza izvedbe 60 days|1

9 BlProgram 60 days|1

10 Razvoj novog programa 20 days 1

1 Program razvijen u potpunosti 0 days 1

12 Priprema materijala za polaznike i predavace 30 days 1

13 Priprema i izrada sistema ocjenjivanja 20 days 1

14 Zavr3eni svi materijali za polaznike i predavace 0 days 1

15 Probni pilot programa i materijala 60 days 1

16 EOprema 30 days|1|

17 Nabava i iranje opreme, i jestaj 30 days 1|

18 Implementacija kolaboracijskog portala za predavace 20 days 1

19 Nabavljena i montirana oprema, infrastruktura i namjetaj 0 days 1|

20 BlEdukacija 20 days|1|

21 Odabir i analiza predavaca 10 days 1

22 “Edukacija predavaca i priprema za program “Teach the teacher™ 20 days 1

23 Edukacija ostalih predavaca 10 days 1

24 EIFaza zatvaranja 150 days|1| L 4

25 Priprema programa za upravijanje karijerom 10 days 1

26 Priprema i odrzavanje zavrine prezentacije za potencijalne korisnike 10 days 1

27 Koordinacija, evaluacija i izvjestavanje (Upravljanje projektom) 150 days 1

28 Zavr3ne aktivnosti projekta 10 days 1

After this, an arrow appears showing the connection, and the activity that is connected is
displayed in time behind the previous activity.

NOTE: FIRST STEP - First milestone ""Pocetak projekta' has to be connected to the first
activity in the project.

If another type of connection is needed, it is necessary to first connect two activities in the
previously described way and then click on the connection itself (arrow in the bar chart ). The

following window opens:

[ ] @ Task Dependency ]

1

From: Analiza potreba / GAP analiza i
To: Anliza sudionika i formiranje fokus grupa za izr...

Type: FS e Lag: 0 days i

i

Remove OK Cancel Help i

A

Under Type , change the connection type to SS or FF. In the case of choosing the SS
connection, the activities in line 6 and 7 will look like this:

\‘r:\ « ) Lista aktivn... &) ®
rojectLibre. -
| —— ] File Task Resource View = D (2]

¥ Network . Zoom In r Copy || 4* Insert & Indent % Link # Information &%} Assign Resources #% Find

WBS . Zoom Out s« Cut @ Delete -« Outdent <. Unlink ™" Calendar Save Baseline “F Scroll To Task
Gantt 1 Task Usage Paste ™| Notes Clear Baseline Update
Views Clipboard Task
® Name Duration ‘: Jan 2023 Feb 2023 Mar 202
30 02 05 08 11 14 17 20 23 26 29 01 04 07 10 13 16 19 22 25 28 03

1 ElProjekt izrade programa obrazovanja 150 days|1
2 Pocetak projekta 0 days 1 12
3 Zavrietak projekta 0 days 1 172
4 Blnicijalna faza 12 days|1
B Kick off sastanak 2 days 1
6 Analiza potreba / GAP analiza 10 days 1
7 Anliza sudionika i formiranje fokus grupa za izradu programa obrazovanja 10 days 1




In this way, connect all activities and milestones in the project.

NOTE: all activities and all milestones must be connected in such a way that they all have
previous and subsequent activities (except for two milestones, that are representing the

m

beginning and end of the project
It is possible to check by adding a column Successors

The final layout should look like the image below:

CProjectlibre. )% X2 e
rojectLiore.
B ) File | Task | Resource  View @] @\ l:l (7)
%] Network . Zoom In r- Copy || 4 Insert » Indent -, Link  , Information &} Assign Resources #% Find
& WS . Zoom Out “ 4\ Cut == Delete 4 Outdent < Unlink “* Calendar Save Baseline “F Scroll To Task
Gantt 53 Task Usage aste T Notes Clear Baseline Update
Views Clipboard Task
o e T e e o e
1 ElProjekt izrade programa obrazovanja 177 days 1/2/23 8:00 AM 9/5/23 5:00 PM L g v
2 Potetak projekta 0 days 1/2/23 8:00 AM 1/2/23 8:00 AM
3 Zavrietak projekta 0 days 9/5/23 5:00 PM 9/5/23 5:00 PM B 4 9/5
4 Blnicijalna faza 12 days 1/2/23 8:00 AM 1/17/23 5:00 PM
5 Kick off sastanak 2 days 1/2/23 8:00 AM 1/3/23 5:00 PM
6 Analiza potreba / GAP analiza 10 days 1/4/23 8:00 AM 1/17/23 5:00 PM
7 Anliza sudionika i formiranje fokus grupa za izradu programa obrazovanja 10 days 1/4/23 8:00 AM 1/17/23 5:00 PM {
8 BFaza izvedbe 140 days 1/18/23 8:00 AM 8/1/23 5:00 PM
9 ElProgram 110 days 1/18/23 8:00 AM 6/20/23 5:00 PM
10 Razvoj novog programa 20 days 1/18/23 8:00 AM 2/14/23 5:00 PM
1 Program razvijen u potpunosti 0 days 2/14/23 5:00 PM 2/14/23 5:00 PM
12 Priprema materijala za polaznike i predavace 30 days 2/15/23 8:00 AM 3/28/23 5:00 PM
13 Priprema i izrada sistema ocjenjivanja 20 days 2/15/23 8:00 AM 3/14/23 5:00 PM
14 Zavrseni svi materijali za polaznike i predavace 0 days 3/28/23 5:00 PM 3/28/23 5:00 PM
15 Probni pilot programa i materijala 60 days 3/29/23 8:00 AM 6/20/23 5:00 PM
16 ElOprema 50 days 3/29/23 8:00 AM 6/6/23 5:00 PM
17 Nabava i montiranje opreme, infrastrukture | namjestaja 30 days 3/29/23 8:00 AM 5/9/23 5:00 PM
18 ij ij portala za 20 days 5/10/23 8:00 AM 6/6/23 5:00 PM
19 Nabavljena i montirana oprema, infrastruktura i namjestaj 0 days 6/6/23 5:00 PM 6/6/23 5:00 PM
20 BEdukacija 40 days 6/7/23 8:00 AM 8/1/23 5:00 PM
21 Odabir i analiza predavaca 10 days 6/7/23 8:00 AM 6/20/23 5:00 PM
22 “Edukacija predavaca i priprema za program “Teach the teacher™ 20 days 6/21/23 8:00 AM 7/18/23 5:00 PM
23 Edukacija ostalih predavaca 10 days 7/19/23 8:00 AM 8/1/23 5:00 PM
24 BEFaza zatvaranja 177 days 1/2/23 8:00 AM 9/5/23 5:00 PM
25 Priprema programa za upravljanje karijerom 10 days 7/26/23 8:00 AM 8/8/23 5:00 PM
26 Priprema i odrzavanje zavrine prezentacije za potencijalne korisnike 10 days 8/9/23 8:00 AM 8/22/23 5:00 PM
27 Koordinacija, evaluacija i izvjestavanje (Upravljanje projektom) 150 days 1/2/23 8:00 AM 7/28/23 5:00 PM
28 Zavrine aktivnosti projekta 10 days 8/23/23 8:00 AM 9/5/23 5:00 PM

NOTE: Do not connect WBS!!!

2.3.3 Lag

Only activities and milestones are connected !!!

If you need to enter a time gap between two activities, you must first connect the two activities
in the previously described way and then click on the connection itself (arrow in the bar graph).

The following window opens:
| NON

From:
To:

Type:

Remove

Task Dependency 1

]

Analiza potreba / GAP analiza i
Anliza sudionika i formiranje fokus grupa za izr...

FS ) Lag: 0 days i

i

OK Cancel Help i

Aa

Under Lag, enter the lag in data (can be positive or negative)



2.3.4 Constraint ( calendar in info column)

When connecting two activities if this icon

so-called Constraint is set up.

9

appears in the info column , it means that the

| N
- - Lista aktivn... ®
E ProjectLibre. — -
— File ‘ Task ‘ Resource  View (7]
[l Network @, Zoom In r Copy | 4 Insert & Indent . Link Information ®: Assign Resources # Find
wes @ ZoomOut | @ <, Cut | == Delete - Outdent o Unlink  Calendar Save Baseline “F Scroll To Task
Cantt s Task Usage ezl ™ Notes Clear Baseline Update
Views Clipboard Task
o e ooen | s S
1 EProjekt izrade programa obrazovanja 197 days 1/2/23 8:00 AM 10/3/23 5:00 PM v -
2 Pocetak projekta 0 days 1/2/23 8:00 AM 1/2/23 8:00 AM ®12
3 Zavrsetak projekta 0 days 10/3/23 5:00 PM 10/3/23 5:00 PM 4 103
4 Binicijalna faza 12 days 1/2/23 8:00 AM 1/17/23 5:00 PM w
s Kick off sastanak 2 days 1/2/23 8:00 AM 1/3/23 5:00 PM 4
6 Analiza potreba / GAP analiza 10 days 1/4/23 8:00 AM 1/17/23 5:00 PM b
7 Anliza sudionika i formiranje fokus grupa za izradu programa obrazovanja 10 days 1/4/23 8:00 AM 1/17/23 5:00 PM U E:E—
8 BlFaza izvedbe 160 days 1/18/23 8:00 AM 8/29/23 5:00 PM A ——
9 BlProgram 110 days 1/18/23 8:00 AM 6/20/23 5:00 PM !—
10 Razvoj novog programa 20 days 1/18/23 8:00 AM 2/14/23 5:00 PM a
1 Program razvijen u potpunosti 0 days 2/14/23 5:00 PM 2/14/23 5:00 PM 2/14
12 Priprema materijala za polaznike i predavace 30 days 2/15/23 8:00 AM 3/28/23 5:00 PM
13 Priprema i izrada sistema ocjenjivanja 20 days 2/15/23 8:00 AM 3/14/23 5:00 PM
14 Zavreni svi materijali za polaznike i predavace 0 days 3/28/23 5:00 PM 3/28/23 5:00 PM 8
Probni pilot programa i materijala 60 days 3/29/23 8:00 AM 6/20/23 5:00 PM
16 ElOprema 50 days 4/26/23 8:00 AM 7/4/23 5:00 PM
17 T Nabava i montiranje opreme, infrastrukture i namjestaja 30 days 4/26/23 8:00 AM 6/6/23 5:00 PM
18 Implementacija kolaboracijskog portala za predavace 20 days 6/7/23 8:00 AM 7/4/23 5:00 PM
Nabavljena i montirana oprema, infrastruktura i namjestaj 0 days 7/4/23 5:00 PM 7/4/23 5:00 PM 4
20 BEdukacija 40 days 7/5/23 0 AM 8/29/23 5:00 PM p—
21 Odabir i analiza predavaca 10 days 7/5/23 8:00 AM 7/18/23 5:00 PM
22 “Edukacija predavaca i priprema za program “Teach the teacher™ 20 days 7/19/23 8:00 AM 8/15/23 5:00 PM
23 Edukacija ostalih predavaca 10 days 8/16/23 8:00 AM 8/29/23 5:00 PM
24 BlFaza zatvaranja 197 days 1/2/23 8:00 AM 10/3/23 5:00 PM
25 Priprema programa za upravljanje karijerom 10 days 8/23/23 8:00 AM 9/5/23 5:00 PM
26 Priprema i odrZavanje zavrine prezentacije za potencijalne korisnike 10 days 9/6/23 8:00 AM 9/19/23 5:00 PM
27 evaluacija i izvje$ projektom) 150 days 1/2/23 8:00 AM 7/28/23 5:00 PM
28 Zavrine aktivnosti projekta 10 days 9/20/23 8:00 AM 10/3/23 5:00 PM fA

NOTE: Constraint is not acceptable for creating a correct time plan and it is necessary to

do the following:

By double-clicking on the line in which icon

Under you Advanced window opens

9]

appeared, a window opens

° Task Information - 17
Predecessors  Successors  Resources  Advanced  Notes
Name: Nabava i montiranje opreme, infrastrukture i namjestaja
Duration 30 days Estimated
Percent Complete: 0% T Priority: 500 T
Cost: HRKO.00 Work: 240 hours
Dates
Start 4/26/23800AM | Finish: 6/6/23 5:00 PM -
Baseline Start: Baseline Finish:
Close Help
° Task Information - 17
General  Predecessors  Successors  Resources Notes
Name: Nabava i montirania nnveme infracsubiure | namjestaja
As Soon As Possible.
wes: As Late As Possible Display task as milestone
Must Start On
Censtait Must Finish On
Constraint Type: ¥ StartNo Earlier Than || Constraint Date: 4/26/23 8:00AM [~/

Deadline:

Type:
Task Calendar:

Earned Value Method:

Start No Later Than
Finish No Earlier Than
Finish No Later Than

Fixed Units Effort Driven
e Ignore Resource Calendar
% Complete 8
Close Help

Under Constraint Type, you need to select the As Soon As Possible option and press Close .



NOTE: DO NOT change the dates in the Start and Finish columns !!! (Dates will be
automatically calculated by software from durations and associated links)

2.4 Timeline adjustment

If the connected activities in project plan results in a higher or lower total duration than the
determinated, it should be shortened or increased in such a way that:
a) Reduce or increase duration on critical activities
b) If possible, with negative Lag, overlap certain critical activities to run activities in
parallel (using SS or FF links/connection types)



3 Learning Outcome 4 — Financial plan

3.1 Defining resources

Everything related to defining resources is done under the tab Resource . The table for entering
activities and the Gantt chart view can be obtained by pressing the Resources icon

- - o« \ Listaaktivn.. @ @
__M) File 'I"ask | Resource | View @l:l (7)

4 RBS . Zoom Out l—- Copy || 4 Insert . Indent /. Information &% Find
Cut || = Delete -« Outdent ™ Calendar

[E4 Resource Usage

Resources @ 5000 1n Paste | Notes

Views Clipboard Resource

@ Name RBS Type E-mail Address Material Label Initials Group Max. Units Standard Rate

Name columns are filled in with Resource name, the resource type is selected under Type and
the unit price is determined under Standard Rate

Two types of resources are possible: Work and Material
Resource type Work is used where hourly price is defined.
The resource type Material is used for all forms of resources by some unit of measure (pc, kg,

m...)

NOTE: in the case of the need to define a lump sum (Contract), a resource of type Material
with unit of measure 1 is used

NOTE: the unit price is entered under Standard Rate !!!

3.2 Assigning resources
It is necessary to return to the time planning view ( tab Task , Gantt icon )

NOTE: First, it is necessary to fix the duration by adding a new Type column instead of
Fixed Units determine Fixed Duration throughout the plan.

After the duration is fixed, the defined resources are added to the activities of the time plan in
such a way that under the tab Task clicks on the Assign Resources icon.

A window opens:

[ [ ] Assign Resources

t
Tasks: (none) 1
Name Units !
Voditelj projekta v 11
Struénjak za marketing X
Struénjak za komunika...
Struénjak za kurikulum Assign i
Predavac 1 i
Predavac 2 Remove
Predavac 3 Replace...
IT strucnjak
' Brosura Help

\ Dizajn i prijelom priruc...

| Tisak-Ugovor
Oprema-Ugovor
Kolaboracijski portal-U...



For each of the activities, it is necessary to add the resources that are planned to be performed
on that activity.

- . \U W \,‘ Lista aktivn... &) &
ProjectLibre. ) ! . BEEr @
File ‘ Task | Resource View

Network A Zoom In r Copy || 4 Insert » Indent . Link
WBS . Zoom Out “ ,.Cut || = Delete < Outdent - Unli Tasks:5
Gantt Paste
1% Task Usage o Units
Views Clipboard Voditelj projekta 100% |y
< =
1Jan 22 Struénjak za marketi 100% 13 S Feb 23 12 Feb 23
(@) Name > Ul ing :
1 EIProjekt izrade programa obrazovanja EebM SriCjakzalkomunika L 00 * A A AT
e © prog ’ Struénjak za kurikulum  100% Assign
2 Pocetak projekta .
. Predavac 1
3 Zavr3etak projekta o Remove
T Predavac 2
4 Blnicijalna faza Predava¢ 3
-- Kick off sastanak L Replace... za kurikulum;IT struénjak
. . IT struénjak 100%
6 Analiza potreba / GAP analiza Brogura " rjekta[50%]
Anliza sudionika i formiranje fokus grupa za izradu programa o R - P— Help
- Dizajn i prijelom priruc...
8 ElFaza izvedbe "
Tisak-Ugovor
9 BlProgram
10 Razvoj novor rograma Oprema—UgmlOr i
za lj pre
) 9 Prog! - Kolaboracijski portal-U... P
11 Program razvijen u potpunosti H
12 Priprema materijala za polaznike i predavace : i énjak za
13 Priprema i izrada sistema ocjenjivanja H ig;Struénjak za komunikaciju;Struénjak za kur
14 Zavrseni svi materijali za polaznike i predavace H
15 Probni pilot programa i materijala
16 B Oprema
17 Nabava i montiranje opreme, infrastrukture i namjestaja
18 Implementacija kolaboracijskog portala za predavace
19 Nabavljena i montirana oprema, infrastruktura i namjestaj
20 BlEdukacija
21 Odabir i analiza predavaca
22 "Edukacija predavaca i priprema za program “Teach the teac|
23 Edukacija ostalih predavaca
24 EIFaza zatvaranja
25 Priprema programa za upravljanje karijerom
26 Priprema i odrzavanje zavrine prezentacije za potencijalne kor
27 Koordinacija, evaluacija i izvjestavanje (Upravljanje projektom)
E2 7auréne aktivnncti nroiskta

To change the activity, Assign Resources can be open all the time, it is enough just to mark the
new activity on the left.

NOTE: resources are NOT added to WBS and milestones!!!
They are only added to activities!!!

3.3 Budget

Add a Cost column and track total costs at the project level. If the total budget is lower or
higher than the determinated, it needs to be adjusted.



4 Learning Outcome 5 — Update Project Plan

4.1 Baseline

After creating the project plan, it is necessary to record the Baseline in such a way that under
the tab Task clicks on the Save Baseline icon.

A window opens:

[ ] [ ] Save Baseline
Baseline: Baseline ]
| i
1
For: |
O Entire Project |

Selected Tasks

OK Cancel Help

On which you need to press OK .

If the Baseline is recorded in the Gantt chart, a gray line will appear under each activity.

: . [m e ) Lista aktivn... &) )
ProjectLibre. —————
—— File | Task Resource  View (7)
E Network @ Zoom In r Copy | € Insert » Indent % Link # Information :} Assign Resources #% Find
& WBS . Zoom Out s Cut || = Delete -« Outdent < Unlink ™" Calendar  Save Baseline “F Scroll To Task
Gantt 5% Task Usage e 7| Notes Clear Baseline Update
Views Clipboard Task
® o N Jan 2023 Feb 2023 Mar 2023 Apr 2023 May 2023 Jun 2023 Jul 2023 ;
25 01 08 15 22 29 05 12 19 26 05 12 19 26 02 09 16 23 30 07 14 21 28 04 11 18 25 02 09 16 2:
1 EProjekt izrade programa obrazovanja
2 Pocetak projekta & 1/2
3 Zavrietak projekta
4 Blinicijalna faza v :
6 Analiza potreba / GAP analiza I:g: Struénjak za i énjak za kuril itelj
7 Anliza sudionika i formiranje fokus grupa za izradu programa o Strugnjak za komunikaciju;Voditelj projekta[50%]
8 EFaza izvedbe v
9 ElProgram v
10 Razvoj novog programa “@ a z projekta
1 Program razvijen u potpunosti 1/16
12 Priprema materijala za polaznike i predavace I Struénjak za i énjak za ikacij Enjak za kuri itelj projekta;Tisak i prijelom ik
13 Priprema i izrada sistema ocjenjivanja truénjak za i énjak za ikacij énjak za kuri itelj projekta
14 Zavrieni svi materijali za polaznike i predavace 1/25
15 Probni pilot programa i materijala Voditelj projekta[50%];Struénjak za kurikulum
16 ElOprema
17 Nabava i liranje opreme, i i 3t T &ni: goy
18 Implementacija kolaboracijskog portala za predavace Kolaboradijski portal-Ugovor
19 Nabavljena i montirana oprema, infrastruktura i namjestaj ﬂ 4/5
20 BEdukacija L o v
21 Odabir i analiza predavaca w— Voditelj projekta[50%];Stru¢njak za kurikulum
22 *Edukacija predavaca i priprema za program "Teach the teac| Struénjak za kurikulum([14%];Predavaé 1(14%];Pred
23 Edukacija ostalih predavaca egitelj projekta[64%);Struénjak za kuril
24 ElFaza zatvaranja - -
25 Priprema programa za upravljanje karijerom Struénjak za kurikulum(8%];Predav
26 Priprema i odrzavanje zavrine prezentacije za potencijaine kor itelj projekta[14%);S!

27 Koordinacija, evaluacija i izvjestavanje (Upravijanje projektom)




4.2 Updating the project activities

Before starting the update, it is necessary to insert 5 new columns:
Percent Complete
Baseline Start
Baselines Finish
Actual Start

. Actual Finish
The update should starts with the update of the first milestone by entering 100% in the column
Percent Complete and then specify the date when it started (for example, for a delay of one
week, select a date 7 days behind the planned date) in the Actual Start column.
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Lista aktivn... &

] 2 e

H Open © Close | = Print # Information Save Baseline
“ New L Preview " Calendar Clear Baseline
Save 14 Save as > PDF Projects = projects Dialog Update
File Print Project
® Name Percent Com... Actual Start ~Actual Finish Baseline Start = Baseline Finish %5 Jaln ng s 2; e%iozfz 19 ZGME{JEDZISZ 19
1 EBlProjekt izrade programa obrazovanja 0% 1/2/23 8:00 ... |7/28/23 5:00 ... Fixe v
2 ¢ Pocetak projekta 100%1/9/23 8:... 1/9/23 8:0... 1/2/23 8:0( AM Fixey «1/9
3 Zavrietak projekta 0%} 8:00 AM ] 7/28/23 5:00...[7/28 00 ... Fixe:
4 Blinicijalna faza 0% 1/2/23 8:00 ... (1/9/23 11:12 ... [Fixe . o
5 Kick off sastanak 0% 2 2 Fixe| H Voditelj proj Enjak za jak za |
6 Analiza potreba / GAP analiza 0% Fixel Stru¢njak za marketing;Struénjak za kurikulum;V
7 Anliza sudionika i formiranje fokus grupa za izradu programa obrazova 0% 1/2/23 11:12...1/9/23 11:12 ... |Fixey Strugnjak za komunikaciju;Voditelj projekta[50%
8 EFaza izvedbe 0% 1/9/23 11:12..|5/31/23 4:12 Fixe
9 BProgram 0% 1/9/23 11:12.../4/19/23 4:12 .. [Fixe|
10 Razvoj novog programa 0% ) ) Fixe! _ LT struénjak za kurikulum;struénjak za komun
1 Program razvijen u potpunosti 0% Fixe|
12 Priprema materijala za polaznike i predavace 0% Fixe| ] Struénjak za marketing;Struénjak za
13 Priprema i izrada sistema ocjenjivanja 0% Fixe| P« truénjak za marketing;Struénjak za k¢
14 Zavrseni svi materijali za polaznike i predavace 0% Fixel
15 Probni pilot programa i materijala 0% 34 19 12 Fixel
16 E0prema 0% 4 4/5/23 4:12 PM Fixe
17 Nabava i opreme, i 0% 34 3/8/23 4:12 PM Fixey
18 Implementacija kolaboracijskog portala za predavace 0% 4:1 12 PM Fixe
19 Nabavljena i montirana oprema, infrastruktura i namjestaj 0% 34:12 23 4:12 PM Fixey
20 BEdukacija 0% 4/5/23 4:12 ... [5/31/23 4:12 ... [Fixe
21 Odabir i analiza predavaca 0% 23 4:12 9 2 Fixe|
22 *Edukacija predavaca i priprema za program “Teach the teacher™ 0% Fixer
23 Edukacija ostalih predavaéa 0% Fixel
24 GIFaza zatvaranja 0% Fixe
25 Priprema programa za upravljanje karijerom 0% 2 PM  Fixe,
26 Priprema i odrzavanje zavrine prezentacije za potencijalne korisnike 0% Fixe(
27 Koordinacija, evaluacija i izvjeStavanje (Upravljanje projektom) 0% Fixel

Pay attention to the fact that in this case the entire project is shifted by 7 days to the right in
relation to the Baseline.

After that, all the remaining activities that have started (or finished) are updated in such a way
that the Percent Complete and Actual Start (and Actual Finish) columns are filled with
percentage of completion or start (and end) date.

4.3 Outcome 5 — Replaning project activities to the original deadline

If the project plan is not needs to be replanned in such a way that the project is returned to the
original deadline, it is necessary to use the planning methods described in chapter
2.4. Timeline adjustment

After matching, the last activity or milestone in the project must have the same date in the
columns Baseline Finish and Finish.



5 Learning Outcome 5 — Reporting

To create a report that shows the columns and the Gantt chart, it is necessary to edit the required

columns using option Insert Column or Hide Column

After that, it is necessary under the tab File press the Preview icon
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On the right side, edit the report itself using the available options Paper, Margins, Scale until

the report is edited with all required fields and charts.
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