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Microsoft Project
98 Step-by-Step: A
Comprehensive
Guide to Project
Management in
the Late 90s
Microsoft Project 98, though outdated,
offers a fascinating glimpse into the
evolution of project management software.
This guide provides a step-by-step
walkthrough of its core functionalities,
focusing on its strengths and limitations in
comparison to modern tools. We'll explore
creating projects, scheduling tasks,
assigning resources, and tracking
progress, all within the context of Microsoft



Microsoft Project 98 Step By Step

Microsoft Project 98 Step By Step
2

Project 98's interface. Understanding its
mechanics is invaluable for appreciating
the advancements in project management
software and potentially working with
legacy project files. This detailed guide
covers aspects such as gantt chart
creation, task dependencies, and
resource allocation in Microsoft Project
98.

Understanding the
Microsoft Project 98
Interface
Before diving into the step-by-step
process, let's familiarize ourselves with the
interface. Microsoft Project 98 boasts a
simpler, less intuitive design than its
modern counterparts. However,
understanding its basic components is
crucial for effective usage. The main
window displays the project in various
views: Gantt Chart (showing tasks and
their durations visually), Network Diagram
(displaying task dependencies), and Sheet
views (for detailed task information,
resource allocation, etc.). The menu bar at
the top provides access to all features,
while toolbars offer quick access to
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common commands. Mastering this
interface is the first step in effective
Microsoft Project 98 project
management.

Creating a Simple Project
in Microsoft Project 98
Let's create a sample project to illustrate
the step-by-step process: Launching a
small website.

Step 1: Creating a New Project: Open
Microsoft Project 98. You'll be presented
with options to create a new project or
open an existing one. Select "New."

Step 2: Defining Tasks: The core of any
project resides in its tasks. Use the "Enter
Tasks" view to define each task required
for launching the website. Examples
include: "Design Website Layout,"
"Develop Content," "Program
Functionality," "Test Website," and
"Launch Website." For each task, specify a
duration (e.g., 5 days, 2 weeks) and any
predecessors (tasks that must be
completed before this one can begin). This
process is fundamental to effectively
utilizing Microsoft Project 98 task
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management.

Step 3: Assigning Resources: In the
"Resource Sheet" view, you can assign
resources (people, equipment, etc.) to
each task. For instance, assign a "Web
Designer" to the "Design Website Layout"
task and a "Programmer" to "Program
Functionality." This is crucial for resource
allocation in Microsoft Project 98.

Step 4: Setting Dependencies: Task
dependencies determine the order in
which tasks are executed. In Microsoft
Project 98, you define these by specifying
predecessors. For example, "Develop
Content" might depend on "Design
Website Layout" being complete. Proper
dependency setting is vital for accurate
scheduling and preventing delays, critical
for good Microsoft Project 98
scheduling.

Step 5: Viewing the Gantt Chart: The
Gantt Chart view provides a visual
representation of your project schedule,
showing each task's duration, start and
finish dates, and dependencies. This is
where you visually manage and monitor
project progress. Microsoft Project 98's
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Gantt chart, while basic, forms the core of
its visual project planning capabilities.

Step 6: Tracking Progress: Regularly
update task completion percentages within
Microsoft Project 98 to monitor progress
against your schedule. This will enable you
to identify potential delays early on.

Advanced Features and
Limitations of Microsoft
Project 98
While basic project management is
achievable, Microsoft Project 98 lacks
many features found in modern software. It
offers limited collaboration tools, no robust
reporting functionalities, and a less user-
friendly interface compared to current
offerings. The absence of cloud integration
and limited ability to handle large, complex
projects are also significant limitations.
However, its strength lies in its simplicity
for smaller projects and its role in
understanding the foundations of project
management software.
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Comparing Microsoft
Project 98 to Modern
Project Management
Software
Modern project management software,
such as Microsoft Project (later versions) or
other tools like Asana or Trello, offer
significant improvements in collaboration,
reporting, and user-friendliness. They
provide features like real-time
collaboration, advanced reporting
dashboards, risk management tools, and
integration with other business
applications. While Microsoft Project 98
serves as a historical stepping stone, its
limitations highlight the evolution and
advancements in the field.

Conclusion: A Legacy
Tool with Lasting Lessons
Microsoft Project 98, despite its age and
limitations, remains a valuable tool for
understanding the fundamental principles
of project management. Its step-by-step
approach to task creation, resource
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allocation, scheduling, and progress
tracking forms the groundwork for modern
project management methodologies. While
its functionalities are surpassed by modern
software, studying Microsoft Project 98
provides valuable insight into the evolution
of project management software and its
core principles.

Frequently Asked
Questions (FAQ)
Q1: Can I still use Microsoft Project 98
today?

A1: Technically, yes, on compatible
operating systems. However, it's highly
recommended to use a more modern
project management tool for its enhanced
features, security, and compatibility with
current operating systems and
applications. Using Project 98 is more
relevant for working with legacy files.

Q2: What are the main differences
between Microsoft Project 98 and
newer versions?

A2: Newer versions boast significantly
improved user interfaces, enhanced
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collaboration tools, robust reporting
capabilities, cloud integration, improved
resource management, and advanced
scheduling features, including critical path
analysis and more sophisticated
dependency management.

Q3: How can I open a Microsoft
Project 98 file in a modern version of
Microsoft Project?

A3: Newer versions of Microsoft Project
typically have backward compatibility. You
may be able to directly open the .mpp file.
However, some data loss or formatting
issues may occur, so it's crucial to back up
the file before attempting to open it in a
newer program.

Q4: Are there any tutorials or
resources available for learning
Microsoft Project 98?

A4: While dedicated resources for Microsoft
Project 98 are scarce, you can find some
helpful materials through online searches.
However, most resources will focus on
newer versions. Using general project
management principles and applying them
to the limited features of Project 98 is a
more feasible strategy.
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Q5: Can I use Microsoft Project 98 for
collaborative projects?

A5: Microsoft Project 98 offers minimal
collaborative features. It's not designed for
real-time collaboration. File sharing would
be the main means of collaboration, which
presents limitations on efficiency and
version control.

Q6: What are the best alternatives to
Microsoft Project 98?

A6: Numerous alternatives are available,
catering to different needs and budgets.
These include Microsoft Project (newer
versions), Asana, Trello, Jira, Monday.com,
and others. Consider your project's
complexity, team size, and budget when
choosing an alternative.

Q7: Is there a way to migrate data
from Microsoft Project 98 to a modern
project management tool?

A7: You may need to manually export data
from the .mpp file or potentially utilize
third-party data migration tools, which are
not frequently available given the age of
the software. The process may require
significant manual effort and might not be
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perfectly accurate in translating all
features.

Microsoft Project 98: A
Step-by-Step Guide to
Mastering Classic Project
Management Software
Microsoft Project 98, while vintage by
today's measures, remains a useful tool for
understanding the basics of project
management. This manual will take you on
a journey through its capacities, providing
a step-by-step walkthrough suitable for
novices and a reminder for those with
limited experience. Understanding Project
98’s heart offers a strong foundation for
understanding modern project
management ideas.

Getting Started: Installation and
Initial Setup

First, you'll require to source your copy of
Microsoft Project 98. This might involve
digging through archived software archives
or referring to online archives. Once
located, the installation process is
comparatively straightforward – a common
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Windows procedure. After setup, launch
the software. You'll be welcomed with a
comparatively basic interface, a far cry
from the contemporary interfaces of
today's project management software.

Creating Your First Project: Defining
Scope and Tasks

The power of Project 98 lies in its capacity
to organize complex projects into workable
segments. Begin by creating a fresh
project. This involves choosing the “New”
option from the Options menu. Then, you'll
start determining the project's boundaries.
What are you trying to accomplish? Break
down the overall aim into smaller tasks.
For example, if your project is to construct
a program, tasks might include developing
the design, writing the program, testing
the performance, and releasing the final
product.

Scheduling and Resource Allocation:
The Heart of Project Management

Next, you'll allocate timeframes to each
task. Project 98 allows you to specify the
duration in weeks, and indicate
dependencies between tasks – Task B
should not begin until Task A is complete.
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This builds a essential sequence which
highlights the fastest route to project
conclusion. Furthermore, you can delegate
teams to each task, following their
availability and avoiding overload.

Tracking Progress and Generating
Reports: Monitoring Performance

Throughout the project process, Project 98
gives tools for monitoring progress. By
entering actual conclusion times for tasks,
you can contrast them against projected
times, pinpointing any delays. This data
can then be leveraged to generate reports
that visualize the project's condition and
progress. These reports can be vital for
making wise decisions and implementing
adjusting steps as necessary.

Limitations and Alternatives to
Project 98

While robust for its time, Project 98 omits
many features found in modern project
management software. Its interface is old-
fashioned, and its shared capabilities are
constrained. For current projects,
investigate more contemporary
alternatives like Microsoft Project (newer
versions), Asana, Trello, or Jira. These
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provide enhanced functionality, teamwork
features, and more easy-to-use interfaces.

Conclusion

Learning to use Microsoft Project 98
provides a invaluable insight into the
basics of project management. While it’s
not a practical answer for most modern
projects, understanding its core functions
will enhance your comprehension of more
advanced project management concepts. It
acts as a robust base for upcoming
endeavors in project management.

Frequently Asked Questions (FAQs)

1. Q: Is Microsoft Project 98 still
supported by Microsoft? A: No,
Microsoft Project 98 is no longer supported.
It lacks security updates and compatibility
with modern operating systems.

2. Q: Can I use Microsoft Project 98 on
a modern Windows system? A: While it
might run on some newer systems with
compatibility modes, it's not guaranteed
and may experience instability or
incompatibility issues.

3. Q: What are the main differences
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between Microsoft Project 98 and
modern project management
software? A: Modern software offers
features like improved collaboration tools,
cloud integration, better reporting
capabilities, and far more intuitive user
interfaces.

4. Q: Where can I find Microsoft
Project 98? A: You might find it on online
marketplaces selling older software, but be
cautious about potential licensing issues.
Many older software archives may also
have it available for download. However,
check the legality of downloading it before
you do.
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