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1 Refresh of the basics

BY THE END OF THIS SECTION YOU WILL BE ABLE TO IDENTIFY

o Title Bar
« Ribbons
o The Project window

o Ask a Question
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Guide information
Introduction

Project 2010 is a powerful application that allows you to plan, resource, manage and report on a project no matter how
large, it contains calculations, graphs. Project to web data and sharepoint information is available to be built in to the
project file so that the project can be managed across continents via the internet or intranet allowing the use of a central
pool of common resources to enable the project managers to efficiently interact and plan through project difficulties.
How To Use This Guide

This manual should be used as a point of reference following attendance of the introductory level Project 2010 training

course. It covers all the topics taught and aims to act as a support aid for any tasks carried out by the user after the course.

The manual is divided into sections, each section covering an aspect of the introductory course. The table of contents lists
the page numbers of each section and the table of figures indicates the pages containing tables and diagrams.
Objectives

Sections begin with a list of objectives each with its own check box so that you can mark off those topics that you are
familiar with following the training.

Instructions

Those who have already used a Project file before may not need to read explanations on what each command does, but
would rather skip straight to the instructions to find out how to do it. Look out for the arrow icon which precedes a list

of instructions.
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Keyboard

Keys are referred to throughout the manual in the following way:

ENTER - Denotes the return or enter key, DELETE - denotes the Delete key and so on.
Where a command requires two keys to be pressed, the manual displays this as follows:

CTRL + [P] - this means press the letter “p” while holding down the Control key.

Commands

When a command is referred to in the manual, the following distinctions have been made:

When Ribbon commands are referred to, the manual will refer you to the Ribbon -

E.G. “Choose home from the Ribbons and then B for bold”.

When dialog box options are referred to, the following style has been used for the text —

E.G.“In the Page Range section of the Print dialog, click the Current Page option”

Dialog box buttons are Emboldened - “Click OK to close the Print dialog and launch the print”

Notes

Within each section, any items that need further explanation or Points for extra attention devoted to them are denoted

by shading. For example:
“Project will not let you close a file that you have not already saved changes to without prompting you to save.”

or

“Project will not let you close a file that you have not already saved changes to without prompting you to save.”
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Project information refresh
Microsoft Project Language

The project management industry uses specific language and terminology. Some of these terms are illustrated below.

Summaz Task

’&‘ Total Slack
EA S TaskA SE LE
—
L
Predecessor Task Eree Slack
Task B
——
Successor Task

EA The earliest possible time a task can start
55 The scheduled start time of the fask

SE The scheduled end time of the task

LE The latest possible time a task can end.

Figure 1-1: Clarification Of Terms

Non Critical Tasks

In the illustration above, two tasks have a relationship. Task A is the predecessor task, and Task B is the successor task.
Both of these tasks are considered to be non-critical because they both have flexibility. Let’s focus on Task A. EA marks
the earliest possible time Task A can start. SS marks the scheduled start time for Task A. By default, all tasks are scheduled
to start at the earliest possible time, unless you specify otherwise. In the example above, Task A is scheduled to start later
and therefore has been delayed. SE marks the scheduled end time for Task A, and LE marks the latest possible time Task
A can end. Both of these tasks have slack. (the amount of time a task can slip before it affects another task’s dates or the
project finish date.) Free slack is the amount of time Task A can be delayed before affecting the start time of Task B, and
total slack is the amount of time that Task A can be delayed before affecting the finish date of the project.

The summary task summarizes Tasks A and B.

Critical Tasks

Critical tasks, not shown above, have no slack; therefore, delaying this type of task would mean delaying the project.
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Critical Path

A critical path is a series of critical tasks. All tasks on a critical path must be completed on time for the project to finish
on time. If one task on a critical path is delayed, then the project is delayed. In Microsoft Project, a critical path is shown

on the Gantt chart and the Network Diagram Chart in red.

Terminology

Term Usage

Actual Usage A measure of the resource expended in completing or partially completing a
task.

ALAP Refers to a task that should be started ‘As Late As Possible; using all the free-
float time available.

ASAP Used to indicate a task that should be started ‘As Soon As Possible] taking into

account the start date of the project and its predecessor tasks.

Baseline The original project plan, including the time schedule and resource and cost
allocations. The baseline is used for comparing projected values to actuals, and
facilitates the tracking and analysing of a project’s progress.

Cost Variance A project tracking function recording the difference between the budgeted
cost of the work performed and the actual cost. Values below the baseline
show an overspend and positive values denote cost savings.

Critical Path The sequence of tasks or activities whose schedules and durations directly
affect the date of overall project completion.

Earned Value This is a measure of a project’s performance, and is calculated by multiplying a
task’s planned cost by the percentage of work completed.

Float (slack) The amount of time by which a non-critical task can be delayed before it
affects another task’s schedule.

Gantt chart A graphical representation of a project schedule showing each task as a bar,
the length of which is proportional to its duration. Many project management
packages use a spreadsheet section to the left of the Gantt chart to display
additional information.

Hammock Task A task whose duration is calculated based on the time span between its
predecessor and successor activities.

Histogram A bar chart that shows resource workloads over a time period.

Lag The amount of time between the finish of a predecessor task and the start of a
successor task.

Lead The amount of time that a task is permitted to start before its predecessor is
finished.

Loading A measurement of resource usage on a task per unit of time. Different methods

of loading may be used depending on what'’s available in your project
management application and what's applicable for your particular project.

Loading(back) A loading pattern that allocates resource usage as late in the task as possible.

Loading (contour) The contour-loading pattern assesses which resources are left over after
allocation to the critical tasks and spreads these resources among the
remainder.
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Loading(fixed) When using fixed-loading algorithms, you specify the actual amount of
resource allocated to the encompassing tasks.

Loading(front) Front loading systems will attempt to allocate resources as early in the task as
possible.
Loading(uniform) This loading pattern allocates the resource usage on a by day basis in a task.

This will usually be done without causing any one task to be over committed.

Milestone A project event that represents a checkpoint, a major accomplishment or a
measurable goal.

Negative float Refers to an unscheduled delay before an actual task start time that must be
recovered if the project is not to be delayed.
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OBS codes

Organisational Breakdown Structure codes are used to identify tasks by
resource groups in a hierarchical format. OBS codes are often used to reflect
departmental structure in a company or code of accounts, and can also be
used for filtering tasks.

Network Diagram

Project Evaluation and Resource Tracking charts, also called network diagrams.
Network Diagrams are a graphical depiction of task dependencies, and
resemble flow charts. Dependencies are shown by connecting lines or arrows
indicating the work flow.

Predecessor

In dependency relationships, the predecessor is the task that must be started
or completed first.

Project Management

Best defined as a body of knowledge, a set of principles, or techniques dealing
with the planning and control of projects.

Resource

Any person, group of people, item or equipment, service or material used in
accomplishing a project task.

Resource Levelling

The process of resolving resource conflicts. Most project management
programs offer an automated resource levelling routine that delays tasks until
the resources assigned to them are available.

Resource Driven

Task durations determined by the program and based on the number of an
allocation of resources, rather than the time available. Both individual tasks
and entire projects can be resource-driven.

Sub-project

A group of activities which are treated as a single task in a master project
schedule. Subprojects are a way of working with multiple projects that keep all
the data in one file rather than in independent files.

Successor In a dependency relationship between two tasks, the successor is the task that
must await the start or completion of the other.
WBS codes Work Breakdown Structure codes are used to identify tasks in a hierarchy.

Many project management applications associate these codes with an outline
structure. WBS codes can be used to filter the project schedule for tracking and
reporting purposes.
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The stages of project management

The process of project management is divided into specific stages which can be defined as follows: -

o Define the Project
 DPlan the project

+ Implementation

o Monitoring and Adjusting

 Evaluation
Definition of the word Project: - ‘A planned undertaking’

The skills of project management are gathered from a wide range of experiences. Consciously or sub consciously we all

apply these skills in the daily administration of our work.

Where a major undertaking has to be completed, these skills are not only brought into focus but must be applied in a

much more structured format.
We must take on the jargon and techniques of the Project Manager as well as become familiar with the “Tools of the trade”.

» To review the skills that are relevant to project management
« The ability to define the Goal, Objective, Specifications and Limitations of a project.
o The ability to define the individual tasks in sufficient detail and sequence to meet the objective with the

minimum of problems, and within the defined time scale.
Task attributes should include some or all of the following

» Objectives

» Time constraints

o Milestones

o Task(s) on which this Task is Dependant
o Estimated Duration: -

o Task(s) that are dependent on this task

o (Optimistic estimate)

o Itemised task Budget

o (Pessimistic estimate)

+ Resources required to complete the Task.
o The ability to manage the progression of the tasks in terms of their resources, start times and finish times.

o The production of appropriate progress reports.

As the complexities of these undertakings increase so the importance of discipline and structure increase and the Project

Manager must look to the tools that can help which is where Microsoft Project comes into the picture.
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Defining The Project.

Setting out the Goal and the Objectives together with the Specification and Limitations within which the undertaking
must be completed.

Plan The Project

Planning of all the activities, resources, and estimation of materials and time scales. Some of this planning may have to be
done at an appropriate level for cost estimation before the project can be agreed. Once the decision to go ahead has been
taken the skills of the Project Manager are used to define the details of the planning stage. When this has been completed

and agreed it will become the “Plan” or the base line against which progress can be measured.

Implementation

A leap into the void!

Notes: A poorly planned project will take three times longer that the original plan. A well-planned project
will only take twice as long.

A project that will be completed without changes, on time and within budget has never been
known in the past and will never happen in the future.

Microsoft Project will help!
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Monitoring And Adjusting

Recording Actual Progress

Once the project is under way, the progress of each activity is recorded. This information can then be compared against
the Plan and the differences highlighted.

Revising The Schedule

The process of minimising the effect of problems and delays on meeting project deadlines is achieved by adjusting and
updating the Schedule to meet the changed circumstances.

Evaluation.

As the project progresses and when it has been completed the process of evaluation should be used to learn the lessons
for the next time.

Microsoft Project - Operational Basics

Microsoft Project Has The Following Capabilities:

1 million tasks per project (depending on free RAM)
+ 1 million resources per project
o Calendar dates from 1984 to 2049

Highlights

+ Gantt charts to show project schedules graphically on a time scale (with scaling from minutes to years).
o Network Diagrams to show task relationships.

o Outlining to group and arrange project tasks in hierarchical order.

« Filters to view selected information.

o Resource usage and Graph views and reports to quickly identify resource availability and costs.

« Split views to see any two screens simultaneously.

« Custom fields so you can track additional information unique to your project.
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Project 2010 Advanced Refresh of the basics

The project triangle
What Is The Project Triangle?
If time, money, or what your project accomplished were unlimited, you wouldn't need to do project management.

Unfortunately, most projects have a specific time limit, budget, and scope.

It is this combination of elements (time, money, and scope) that we refer to as the project triangle. (These competing
elements are also known as the triple constraints of a project.) Understanding the project triangle will enable you to make

better choices when you must make tradeoffs.

Figure 1-2: The Project Triangle
If you adjust any one side of the triangle, the other two sides are affected.
For example, if you decide to adjust the project plan to:
 Bring in the scheduled finish date, you might end up with increased costs and a decreased scope.
« Meet the project budget, the result might be a longer schedule and a decreased scope.

o Increase scope, your project might take more time and cost more money in the form of resources, such as

workers.

16
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Changes to your plan can affect the triangle in various ways, depending on your specific circumstances and the nature of
your project. For example, in some instances, shortening your schedule might increase costs. In other instances, it might

actually decrease costs.

In terms of the project triangle, resources are considered a cost item. So as you adjust resources to accommodate more
or less work or to reflect their availability, your costs go up or down correspondingly. These costs are based on resource

pay rates.

You also may notice that as you adjust resources, your schedule changes. For example, if you have several resource

overallocations and you level the project, the schedule might now include split tasks and delays that extend the finish date.

Where's The “Stuck” Side Of The Triangle?

In most projects, at least one side of the triangle is “stuck,” meaning that you can’t change it. On some projects, it’s the
budget. No matter what, you won't get more money for the project. On others, it’s the schedule; the dates can’t change.

Or it’s the scope; there will be no change in deliverables
The trick is in finding the “stuck” or fixed sides of your project’s triangle. That tells you what you can change and where

you can adjust if there’s a problem. Phrasing the problem as a statement can help you clarify which side of the triangle

is in trouble.
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Knowing which side of your triangle can’t be changed will help you know where you can adjust. So when you begin

optimizing, consider the following order of decisions.

« First, decide which of the three elements is fixed. This is typically the element most important to the success
of your project (finishing on time, on budget, or with the agreed-upon scope).
o Then, determine which side your current problem occurs on. Once you've done that, you’ll know what

elements you have to work with to get your project back on track.

If the problem side and the fixed side are the same, you have the remaining two sides of the triangle to work with. For
example, if your project has to finish on time and your problem is that it’s taking too long, you can adjust resources or

adjust scope to get the project back on track.

If the problem side is different from the fixed side, you’ll want to optimize by adjusting the remaining side. For example,
if your project has to finish on time and it’s grown in scope, you only have the cost side to play with by, for example, by

adding resources.

Know that when you adjust one side of the triangle of time, money, and scope, the other two sides are likely to be affected.

They can be affected positively or negatively, depending on the nature of your project.

After adjusting your project plan, check the other two elements again to make sure nothing has become unworkable.
For example, if you adjusted your plan to bring in costs, check whether your finish date is still acceptable
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More Tasks & Tables

AFTER COMPLETING THIS SECTION YOU WILL BE ABLE TO:

+ Understand more about tables.

o Lead and Lag Times

« Edit tables by adding and removing columns
o Change column labels

o Create a table
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More about Tables

Much of the data the system holds can be entered and/or viewed in a table format. The system will allow the user to

organise these tables so they can be used to maximum effect.

The content of the table is also dependent on the area of project management they are used for. There is a difference

between tables for Tasks and table for Resources.

Modifying (Or Editing) An Existing Table

The idea of changing a table structure is to make its use more appropriate to the users needs in terms of what information
the user needs to view. For a task table there are over one hundred possible columns from which the structure can be

chosen. For Resources the number of possible columns is approximately thirty.
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Project 2010 Advanced

"Built-ln
Cost

v | Entry
Hyperlink
Schedule
Tracking
Variance
Work
Summary
Usage

“u Resetto Default

More Tables...

._L*lTabIes % : [Mo Group]

@ Save Fields as a New Table

-

Figure 2-1: More Tables Menu

» To View And Edit A Table.

mouse

More Tasks & Tables

i. From the ribbon, select the View tab, data group, Tables , from the menu choose More Tables. The box that

will be shown can be switched between Task or Resource tables.

Mare Tables

Tables: @ Task () Resource

Baseline

Constraint Dates

Cost

Delay

Earned Value

Earned Value Cost Indicators
Earned Value Schedule Indicators Lo

| .

-'|.'|.'i .

i |

Export
Hyperlink
Rollup Table X

=7
Edit...
Copy...

Qrganizer. ..

[ Apply

] l Cancel

Table 6-2: More Tables Dialog
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ii.

iii.

From whichever aspect is selected, a list of the existing tables will be shown. Select from this list the one you
want to change/modify then press the Edit button.
The following dialog box (Figure 2-2) will show a list of the fields that make up the table.

Table Definition in 'House Build 2010 new.mpp’
MName: | EEntry | Show in menu
Table

: | Cut Row | I Copy Row | P Insert Row | | Delete Riow

jin] -
Field Name Align Data | Width | Title _.Align Title | Header Wrapping | Text Wrapping

Indicators iLeft 6! Left iYes iNo

Mame iLeft 27:Task Name Left iYes iYes

Duration iLeft 11 Left iYes iNo

Start iLeft 13 Left iYes iNo

Finish iLeft 13 iLeft iYes iNo

Predecessars iLeft 14 iLeft iYes iNo -
Date format:  Default - Row height: | 1

V| Lock first column

|| Auto-adjust header row heights

| Show 'Add Mew Column' interface

| Help | oK | | Cancel !

iv.

Vi.
Vii.
viii

ix.

Xi.

Xii.

Figure 2-2: Table Definition

If a new field is required then position the pointer at the required position and use the mouse to press the
Insert Row [Column] button. A space will appear and the new field can be selected.

To remove a field, point to it and use the mouse to press the Delete row button.

Use the Align data option to specify which way you would like the data in the cell aligned.

Use the width field to specify the default width of the column in the table

. Enter a title in the title column if you don’t wish to use the field name

Align the title in the align title column

The last two columns specify whether you would like the data in the column or the title to be wrapped.
Specity a date format for any date fields entered

In the row height box specify a row height for any selected fields that will appear in the table (not the dialog)

xiii. If you wish the table to appear in the table menu tick the box in the top right corner

Xiv.

When all options have been set click ok to apply the modifications to the table.
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» To Apply A Table

mouse

i. Choose a tabular task or resource view in the main project window by going to the View button on the view
ribbon, choose a Table.
ii. ~From the Tables submenu in the data group on the view ribbon , choose the desired table when you wish its

use.

Creating A New Table

New Tables can be created by selecting the New button from the More Tables box. The structure of the table is built up
by selecting the fields in the appropriate order.

You can only apply tables to tabular views such as the Resource Sheet, the Task Sheet, or the tabular portion of the Gantt

Chart. When you choose the Tables option, the list of available tables will change, depending on the current view.
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» To Create A New Table

ii.

iii.

iv.

Vi.

mouse

From the ribbon, select the View tab, data group, Tables , from the menu choose More Tables. The box that
will be shown can be switched between Task or Resource tables.

When you decide which type of table you would like to create click on the new button.

Or

Another option which saves time is to copy an existing table and add or remove fields as necessary and
rename it. Click on the copy button when you have selected the table with closest design to what you want
from the more tables dialog

When the table definition box appears enter a name for the table and tick whether you wish it to appear in
the tables menu.

Add, edit or delete fields as covered in the previous section.

Click ok to save the table.

If the table you need doesn’t appear in the Table submenu, choose More Tables. From the More Tables dialog box,
select the desired table, and then choose Apply.
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Transfer and store Objects
Global Template And Organiser

Chances are you may be involved with more than one project and in using more than one project file you may feel the
need to reuse useful tables in other projects. There is no need to recreate them in other files we have the organiser tool

to allow us to transfer these objects for reuse elsewhere

The global template is the file that is used every time you create a new project file this works similarly in word and excel.
It stores all the objects necessary to create a file with no data. Using the organiser to transfer any of the objects we create
into it every time we create a new project those objects will be available for use in the new file. This includes tables, views,

filters, groups, reports, macros, calendars (tasks or resource objects)

Even better when these objects are in the global template any file you open created from another source that lacks the
useful objects you have been using you simply transfer them from the global template into the new file and they are then

available for use.

> To Transfer Objects To And From The Global Template

mouse

i. Access the more tables dialog as previously discussed.
The more views, more filters, more groups, more reports dialogs have the same option for the organiser button

ii.  Click on the organiser button a dialog will open

Organizer (3]
Views | Reports | Modules Tables | Filters | Calendars | Maps | Fields | Groups |

@ Task Resource

'Global.MPT": 'House Build 2010 new.mpp":

Baseline A _ Cost .

Constraint Dates | << Copy Delay
Cost Entr
Delay _ Gianel ‘ my .-%-.f_-

Earned Value Schedule
Earned Value Cost Indicators Variance
Earned Value Schedule Indicators | Rename...
Entry e
Export | Delete...
Hyperlink =
my table Q
Rollup Table = | Help 3
Tables available in: Tables available in:
Global.MPT - House Build 2010 new.mpp -

Figure 2-3: Organiser
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iii.

Down at the bottom identify which file you are in and which file you are going to transfer objects to and

from. If you have several project files open use the drop down arrows in the boxes to correctly identify the

files.
MPT is the filetype of a template, MPP is the filetype for a project file although it does not specify the version.

iv.  Select objects in the file you want to transfer from and click on the copy button to transfer to the global.mpt
file if a file from another source is being used copy the other way for your objects to be used in other files.

v.  If the object you wish to copy to the global. mpt exists (and it might if you have made further editions and
are copying it again, a dialog will appear prompting you on what to do.

Microsoft Project (23]

The task table my table already exists in "Global. MPT".

Do you want to replace the task table my table in "Global MPT" with the task table my table from "House Build 2010 new.mpp™?

| Yes | | MNa | | Rename... |

Figure 2-4: Organiser Copy Warning
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Vi.

Vii.

viii.

ix.

Make a choice as to what you wish to do, clicking the rename button allows you to copy the object with a
different name allowing the retention of both objects.

Click the rename button to rename any of the created objects in your file

Click the delete button to remove any created objects from either side of the organiser if they no longer

S€rve any use.

You are advised not to delete any inbuilt objects from the global.mpt file as this could then cause limited use of
project when new files are created.

When the transfer of objects is complete click the cross in the top right hand corner of the dialog to close
the organiser.

Creating any new project now will include the objects you have transferred ready for immediate use.
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Project 2010 Advanced More Tasks & Tables

More on linking tasks

In order that the system is able to display the overall time aspects of the project, each Task must be defined in terms of
the Tasks on which it is dependent and in turn those Tasks that are dependent on it. It is also possible to define in what

way these dependencies exist.

Link type Example Description
Finish-to- The dependent task (B) cannot begin until the
start (FS) task that it depends (A) on is complete.

For example, if you have two tasks, "Dig
foundation" and "Pour concrete," the "Pour
concrete" task cannot begin until the "Dig
foundation" task is complete.

The dependent task can begin anytime after the
task that it depends on begins. The SS link type
does not require that both tasks begin
simultaneously.

Start-to- The dependent task (B) cannot begin until the

start (SS) task that it depends (A) on begins.
For example, if you have two tasks, "Pour
concrete" and "Level concrete," the "Level
concrete" task cannot begin until the "Pour
concrete" task begins.

Finish-to- The dependent task (B) cannot be completed

finish (FF) until the task that it depends on (A) is

completed.

The dependent task can be completed anytime
after the task that it depends on is completed.
The FF link type does not require that both tasks
be completed simultaneously.

For example, if you have two tasks, "Add wiring"
and "Inspect electrical," the "Inspect electrical"
task cannot be completed until the "Add wiring"
task is completed.

Start-to-
finish (SF)

The dependent task (B) cannot be completed
until the task that it depends on (A) begins.

The dependent task can be completed anytime
after the task that it depends on begins. The SF
link type does not require that the dependent
task be completed concurrent with the beginning
of the task on which it depends.

For example, the roof trusses for your
construction project are built offsite. Two of the
tasks in your project are "Truss delivery" and
"Assemble roof." The "Assemble roof" task
cannot be completed until the "Truss delivery"
task begins.

28
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Project 2010 Advanced More Tasks & Tables

Changing The Link Type

After creating a link between tasks it is entirely possible that the type of link you have created (remember the default link
is finish to start FS) you may wish to change the link to another type, this has tremendous implications for the length of

the project and the use of the resources. There are three methods for achieving this:

» To Change The Link On The Gantt

mouse

i. Ensure you are in Gantt view.

Task Name 4 iDuratiUn . [start [17 May ‘10 [24 may '10
| Fls s |m[7T[w][7T[F][s][s|[m]T][w][T]F
- <New Summary Task> Edays .Tue U l’
Create Project 1wk Tue *
enter tasks 2 days Tue El
enter durations 0 days Wec | E 26/05
Link Tasks 1day Thu
Ll

Figure 2-5: Double Click The Link

29
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ii.

iii.

il.

Double click on the link between the two tasks you wish to edit the link for on the Gantt chart a dialog will

open.

Task Dependency LX)

From: Create Project

To: enter tasks

- lag: | Od =

| Delete | | 0K || Cancel |

Figure 2-6: Task Dependancy Dialog

Change the link type in the drop down box to the desired type click ok to apply the change.

To Change The Link With The Predecessors
mouse & Keyboard

Either resize the Gantt chart to allow the viewing of the predecessors column or use the tab key in the table
to tab across to it for the task you wish to edit the link for.

The fs link is by default not shown in the predecessors column but add one of the other link type
contractions after the predecessor number and press enter the link will change and the result shown in the

Gantt chart. The picture below shows a start to start relationship.

@ Task _ |Task Name . |Duration  _ |Start - |Finish - |Predecessors - [17 May '10 |24 May '10
| hjode | s\MITlW\T!FlSlSlM@T
= = <New Summary Task> 5 days Tue 18/05/10 Mon 24/05/10 v v
= Create Project 1wk Tue 18/05/10 Mon 24/05/10 E(
2 enter tasks 2days Tue 18/05/10 Wed 15/05/10 [255 | ——
= enter durations 0 days Wed 19/05/10 Wed 19/05/10 3 ‘E 18/05
= Link Tasks 1day Thu 20/05/10 Thu 20/05/10 4 :
Figure 2-7: Using The Predecessors Column
» To Change The Link With The Task Information Dialog

ii.

mouse

Open the task information dialog for the task you wish to change the link for.

Go to the predecessors tab.
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Task Information (3]

General Resources | Advanced | Notes | Custom Fields |
Mame: | enter tasks Duration: | 2days | Estimated
Predecessors:

-

|ID Task Mame |Type Lag
2 ' Start-to-Start (55) od

Help | | Ok | | Cancel

Figure 2-8: Predecessors In Task Information Dialog

iii. Here you are able to change the task you are linked to and change the type of link you want to use.
iv.  Click ok when you have made the necessary adjustments
More Links, Lead And Lag Times

From the previous examples you have seen in the task information dialog, predecessors tab and in the task dependency
dialog a box called lag this is a box allows you to fine tune these Link relationships by specifying Lag or Lead times as

required.
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Type Example Description

Lead Lead time is an overlap between two tasks
that are linked by a dependency. For

__I example, if a task can start when its
| predecessor is half finished, you can

establish a finish-to-start dependency and
specify a lead time of 50% for the
successor task. You enter the lead time as a
negative value

Lag Lag time is a delay between two tasks that
are linked by a dependency. For example, if
there must be a two-day delay between the
finish of one task and the start of another,
you can establish a finish-to-start
dependency and specify two days of lag
time for the successor task. You enter the
lag time as a positive value.

Applying lead and lag time in the dialog boxes should now be easy but the method of entering it in the predecessors

column may not be so obvious although it is the most efficient way of working with your links

» To Apply Lead/Lag In The Predecessors Column
keyboard

i. Access the predecessors column in your table

32
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ii.

iii.

iv.

More Tasks & Tables

Entering a start to start relationship with a two day lag should be entered like so (the first number being the

predecessor)

28S+2 days

When entering a finish to start link with lead or lag we MUST enter the fs otherwise it would be like adding

two digits together project will not automatically add FS as before when applying lead or lag time

A finish to start link with two days lead would look like

2FS-2 days

| Duration

Start

Predecessors

@ fTask Name . « |Finish S -
'~ House Build 2010 new  93days  Mon 17/05/1 Wed 22/09/1
- Preparation 40 days Mon 17/05/10 Fri 09/07/10
v Buy Land 10 days Mon 17/05/10 Fri 28/05/10
See architect 15 days Mon 24};’95;10 Eri 11;05.[10 2F3-5 days
Survey Land 5 days Mon 31/05/10 Frio4/0o6/10 2
Obtain Planning Permizsion 20 days Mon 141;'0.5!!10 Eri n.gjgj’flg 34
Planning perm obtained 0 days Eri ng,fgjrjf]_g Eri g.gj!gj’flg 5
- Build Foundations 11 days Mon 12/07/10 Mon 26/07/10
Dig S days Mon 12/07/10 Fril6/07/10 €&
Lay Pipework S days Thu 15/07/10 Wed 21/07/10 8FS-2days
Lay Concrete Sdays Tue 20/07/10 Mon 26/07/10 9F5-2days
= Build 31 days Tue 03/08/10 Tue 14/09/10
Build Walls 15 days Tue Dglfg.gf]_ﬂ Mon 23;33]!19 10FS+5 days
. i Build Roof |5dﬂ‘.~‘5 Tue 24/08/10 Mon 30/08/10 12
i Windows and Doors g days Tue 24};’03}10. Tue 31};’03}1{} 12
Plaster 4 days Thu Qzﬁfﬂ.gf]_g. Tue Q?‘fg.gjn‘]_g. 1955+1 day
Floor Boards S days Wed gg;fggjflg Tue 14]!99]19 15
= Install Services 11 days Tue 24/08/10 Tue 07/09/10
Install Plumbing 10 days Tue 24,"08;'[10 Mon Dﬁ;og,f]_ﬂ 12
Electrics S days Wed 01/09/10 Tue 07/09/10 1314
= Finalise 11 days Wed 08/09/10 Wed 22/03/10
i Kitchen 4 days Wed 08/09/10 Mon 13/03/10 1819
i Bathroom 3 days Wed 08/09/10 Fri10/09/10 1819
Decorate 5 days Tue 14/09/10 Mon 20/09/10 2122
Carpets 2 days Tue 21/09/10 Wed 22/09/10 23
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Using a Task view

The Task Form

Where the screen is displaying any view in which a task is shown that can be selected with the mouse, the Task Form can

be shown by clicking the View button, More Views... command.
Changing the view to the Task form View allows a very easy to use user interface for editing tasks

E.G. It is possible to change the value of the % Complete box part of the screen in the Task Form and this is the same

box that would be seen in the Task Information Form.

Mame: | Build Roof Duration: | 5days = [ClEffortdriven [~ Manually Scheduled | Previous | | Next
Start:  Tue 24/08/10 w  Finish: Mon 30,08/10 v  Task type: Fixed Units * % Complete: | 0% =
1D |Resource Name Work R/D Leveling Delay Delay Scheduled Start Scheduled Finish | =
5  iBuilders 80h od od Tue 240810 Mon 30/08/10
7 iChris Chippie{carpenter) 40h od od Tue 240810 Mon 30/08/10
9 iTimber 100 od od Tue 24/08/10 Mon 30/08/10

Figure 2-10: The Task Form View

Using the next, previous buttons in the top right allows you to move through the tasks within your project and edit them

task by task.

You may return to the standard Gantt view at any time by using the view button and selecting a different view.

The Task Details Form

Where the screen is displaying any view in which a task is shown that can be selected with the mouse, the Task details

Form can be Projected from the View button, More Views... command.
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From this form the data relating to the specific task can be changed which includes progress information.

In addition to the fields in the Task Form the Task Edit Form has the following:-

Dates:

Current

These selections identify which dates are shown in the Start and

Baseline or Actual

Finish boxes. Where progress data is being entered, Actual should be selected.

Start:

Actual Start Date and time for the Task.

Finish:

Actual Completion date and time for the Task, if completed.

Constraint:

This box can set up a specific constraint on the start or end date for the task. There
are a fixed number of choices which are shown in a list for selection.

The list may contain the following:-

Constraint Type

Constraint Date:

As Soon as Possible As Late as Possible
Finish no earlier than Finish no later than
Must finish on Must start on

Start no earlier than Start no later than
This data is specified if any of the last six above are used.
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Mame: | Lay Concrete Duration: | 5 days = [[effortdriven [~ Manually Scheduled Previous | [ Next
Dates Constraint
Start:  Tue 20/07/10 - As Soon As Possible v  Tasktype: Fixed Units -
Firish: ~ Mon 26/07/10 - Date: NA *  \WBS code: 2.3
@ Current Baseline Actual Priority: 500 | % Complete: | 0% =
1D |Resource Name Work R/D Leveling Delay Delay Scheduled Start Scheduled Finish | »
5 iBuiders 120h od od Tue 20/07/10 Maon 26/07/10

Priority:

This box can be used to prioritise different tasks in terms of levelling over allocated resources. The priority relates to which

Figure 2-11: The Task Details Form

tasks can be delayed. The choices are as follows:-

Do Not Level Highest Very High
Higher High Medium
Low Lower Very Low
Lowest

Wbs Code:

WBS is Work Breakdown Structure which can be used to group tasks together as a an alternative structure to the ID

numbers. If nothing is entered, ID number is shown. This will be looked at in more depth later.
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More on the task information form

Tabs

The Task Information Form is divided into six separate pages, each of which can provide very useful information to the

project manager.

General

Includes Start and Finish dates, %complete and Priority. It also includes boxes for Roll-up and Hide Gantt Bar.

Predecessors

Shows any predecessors set and allows you to add others, change the relationship and introduce Lag or Lead time.

Resources

You can add or modify resources plus change the task from being resource driven to fixed duration.

Task Information =]

General | Predecessors | Resources | | Notes | Custom Fields |
Mame: | See architect Duration: | 15days |~ [_|Estimated
Constrain task

Deadline: MA -

Constraint type: As Soon As Possible * Constraintdate: MNA -

Task type: Fixed Units - | Effort driven

Calendar: MNone - q ig

WES code: 1.2

Earned value method: % Complete -

| Mark task as milestone

Help | | QK ‘ | Cancel

Figure 2-12: Task Information Form (Advanced Tab)

Advanced

This includes Constraints, Sub-project and WBS codes plus a check box to mark as milestone.

Notes

This allows you to add a note. This could be a fuller description of the task, allowing you to use a cryptic title.
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Custom Fields

This allows you to add custom fields to the task.

We have already seen the use of the general and predecessors tabs in detail. In this section we will have a look at the
advanced tab.

Constraints

When you need to control the start or finish date of an automatically schedule task, you can change the constraint on
the task.

Flexible Constraints

Are constraints that are flexible and does not tie a task to a single date. Flexible constraints are As Soon As Possible,
As Late As Possible, Finish No Earlier Than, Finish No Later Than, Start No Earlier Than, and Start No Later Than. the
default for most projects would be ASAP.

Work with task dependencies to make a task occur as soon or as late as the task dependency will allow. For example, a
task with an As Soon As Possible (ASAP) constraint and a finish-to-start dependency will be scheduled as soon as the
predecessor task finishes. By default, all tasks in a project that is scheduled from the start date have the ASAP constraint
applied. Likewise, by default, all tasks in a project that is scheduled from the finish date have the As Late As Possible
(ALAP) constraint applied.
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Manually scheduled tasks are not affected by task constraints. If you change a task scheduling mode from manually
scheduled to automatically scheduled, the task constraint will be set to As Late as Possible (ALAP).

Semi Flexible Constraints

Constraints with moderate scheduling flexibility will restrict a task from starting or finishing before or after a date you
choose. For example, a task with a Start No Earlier Than (SNET) constraint for June 15 and a finish-to-start dependency
to another task can begin June 15 if its predecessor is finished by June 15 (or later if its predecessor finishes after June

15), but it can’t be scheduled before June 15.

I ]

Figure 2-13: Constraint Applied

With the default finish-to-start task relationship and an ASAP constraint applied to these tasks,
the successor task (the second one) is scheduled to begin as soon as the predecessor task (the
1 first one) is scheduled to finish.

With a SNET constraint applied, the successor task cannot begin before the constraint date, even
if (@s shown here) the predecessor task is completed before the constraint date.

Inflexible Constraints

Inflexible constraints are constraints that are inflexible because it ties a task to a date. The inflexible constraints are Must

Finish On and Must Start On.) they override any task dependencies by default and restrict a task to a date you choose.

For example, a task with a Must Start On (MSO) constraint for September 30 and a finish-to-start dependency to another

task will always be scheduled for September 30 no matter whether its predecessor finishes early or late.

If a task that is constrained to a date has a predecessor that finishes too late for the successor to begin on the date specified

in the constraint, negative slack can occur.
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» To Review Or Change The Constraint On A Task

mouse

i. Open the task Task Information dialog
ii.  Click the Advanced tab.
iii. Constraint information is in the Constraint type and Constraint date boxes edit as necessary

iv.  Click ok to apply the changes to the constraints

Deadline Dates

+ A deadline as defined for Microsoft project is a target date indicating when you want a task to be completed.
If the deadline date passes and the task is not completed, Project will display a task indicator next to the task
in the table. The deadline can also be displayed on the Gantt.

o Task indicators are small icons representing information for a task or resource that are displayed in the

Indicators field. The Indicators field is located to the right of the ID field and appears in a number of tables.

Deadlines don’t usually affect task scheduling. They are used to indicate a target date you don’t want to miss, without
requiring you to set a task constraint that could affect scheduling if predecessor tasks change. A task with a deadline is
scheduled just like any other task, but when a task finishes after its deadline, Project displays a task indicator notifying
you that the task has missed its deadline.

Deadline dates can affect the total slack on tasks. If you enter a deadline date before the end of the task’s total slack, total
slack will be recalculated by using the deadline date rather than the task’s late finish date. The task becomes critical if the

total slack reaches zero.

You can set deadlines for summary tasks as well as individual tasks. If the summary task’s deadline conflicts with any of

the subtasks, the deadline indicator signifies a missed deadline among the subtasks.

But deadline dates can affect how tasks are scheduled if you set a deadline date on a task with an As Late As Possible
(ALAP) constraint. The task is scheduled to finish on the deadline date, though the task could still finish after its deadline

if its predecessors slipped.
» To Review Or Change A Task Deadline
mouse

i. Open the Task Information dialog for the task you wish to apply/edit/remove a deadline date for.
ii.  Click the Advanced tab.

iii. Use the Deadline box to add edit or remove the deadline date
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ii.

» To Show/ Remove The Deadline In The Gantt Chart

mouse

the Gantt chart tools

Ensure you are in Gantt view and open up the bar styles dialog form the format button on the format tab of

Scroll down the rows in the bar styles dialog until locating the deadline row if it is not there for any reason

(previous editing) go to a blank row and enter the values seen in the following picture.

) ‘Normal Rolled Up Active Manually Schedul 1:iTask Start Tacsk Finish
1iDeadline Deadline
Critical d Normal Critical Active Not Placeholder 1:Task Start Task Finish
CrificalSpht:. ™ 0 s Mormal, Critical Split Active Not Placeholde 1iTask Start Task Finish
Progress ——= Normal 1iActual Start CompleteThrough
4
| Text | Bars
Start Middle End

Shape: ¥ - Shape: > Shape: -

Type:  Solid - Pattern: > Type: -

coor: N - coo: N - oo N -

Figure 2-14: The Deadline Value In Bar Styles
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iii. when you have added/edited the deadline it should show as in the following picture the picture shows a

missed deadline.

a Task _ |Task Name « By [TuelB8May |Wed 19 May |Thu 20 May
Mode | [{18] 0 |6 [12]18| 0|6 [12]18] 0 |6 [12]]
1 C_-:} |z <New Summary Task> '5 |—
2 = Create Project 1 E:
3 [0 = enter tasks 2 e 11
4 = enter durations 0 5 19485
3 = Link Tasks 1 —_—

Figure 2-15: A Missed Deadline And Task Indicator

Inactivate A Task

Microsoft Project 2010 enables you to cancel a task but keep a record of the task in the project plan. This is called
inactivating the task. The task remains in the project plan, but does not affect resource availability, the project schedule,

or how other tasks are scheduled.

Why would you want to inactivate a task? For one thing, it can help you model the effects of schedule or resource constraints
on the project without deleting tasks permanently. Also, inactive tasks remain in the project plan, providing a record of

cancelled tasks and enabling you to reactivate them if circumstances change.

Inactivation is not a good way to archive completed tasks, because it could have unanticipated effects on the
remaining schedule. Instead, mark the tasks as completed.
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> To Inactivate A Task
mouse
iv.  On the View tab, in the Task Views group, click Gantt Chart.
v.  In the table portion of the view, select the task or tasks you want to inactivate.
vi. On the Task tab, in the schedule group, click the Inactivate button.
vii. The inactive task stays in the task list, but the text is dimmed and has a line through it.
viii. To reactivate a task, select the inactive task and then click the Inactivate button again.

— i i
Task Resource Project View Add-Ins Format
=) [ & ibri E@m @@ s MrkonTak- - | %
L=l j ; Calibri |11 - 0% 25x BOx FEx 00 : |:> _
e ; 54 - E’f}Respect Links _“'
Gantt | Paste B I U|&d-A- g e8| eeceh— T Manually| Auto i
Chart ~ - = E e A o+ |= Inactivate | Sthedule Schedule| =3
View Clipboard Font w Schedule Tasks
o
E
o Start |
£ e R
& ue 18,/05,10
o |Task - |Task Name - Dy [Tue18May |[Wed 19 May [Thu20May [Fri 21 Ma
_ [Mode | | |118] 0|6 [12][18[0 [ 6 [12[18]|0[6 [12[18| 0 |6 |1
—_ .
1 = = <New Summary Task> 5 _ ro—
_ = : :
2 = Create Project 1 I;I
- o B — )
4 = enter durations o LNE 18/05
5 2 Link Tasks 1 ]

Figure 2-16: An Inactive Task
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Changing layout on the Gantt
Adding New Tasks Directly To The Gantt Chart

Some people may like to add tasks to the Gantt chart in visual relation to the tasks they see. This method will work for

any view containing a Gantt chart and a task list.

» To Create A New Task On The Gantt Chart

mouse

i. If the task you want to add is going to be amongst other tasks in the task list then click the new task button
on the task bar to add a new empty row at the point you wish a new task.
ii. Click and drag the mouse on the Gantt chart to the right of the empty row a box will appear showing you
the duration of the task

~ |0y _[Tuei8May [Wed 19 May [Thu20Mmay [ May [Sat22May |

2 Fri 21 May__[Sat22 May [Sun 23 May [Mon 24 May
18] 0 [ 6 [12[18] 0 [6 [12]18]| 0] 6 [12]|18| 0| 6 [12]18]| 0| 6 [12[18] 0 [ 6 [12]18[ 0] 6 [12]18

mary Task> 5 L P
Project Create Task
Start: Fri 21/05/10
3 Finish: Mon 24/05/10
urstions Duration: 1.38d
ks =

Figure 2-17: Creating Task On Gantt
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ili. Let go of your mouse to create the task

iv. When you add the task directly after another the planning wizard may appear (dependant on what tasks
have been created and deleted previously) and ask if you want to link it to the previous task say no if you
wish to manually link the task.

v.  Tick the checkbox if you prefer not to see this warning in the future.

vi. Name, link and edit the task in the normal way.

Planning Wizard =3

You moved '{ID 68)' just after ‘Link Tasks',

You can:

@) Link them. '(ID &)' will always follow Link Tasks",
I Move '(ID &)’ without adding a link.

[ QK | | Cancel | | Help

| Don't tell me about this again.

Figure 2-18: Planning Wizard Link Suggestion

Splitting Tasks

A split task is a task whose schedule is interrupted due to closure or holidays for instance. For example, a two-day task
that cannot have contiguous work might be split so that the first day of work is scheduled for Monday, and the second
day is scheduled for Thursday.

'\-.I:-_"
[
.

<1

Figure 2-19: Split Task Button
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» To Split A Task

mouse

Click the split task button in the schedule group on the task ribbon.

As you move the mouse cursor over the task on the Gantt the mouse cursor will have changed click on the
task where you wish to split it and drag the cursor to the right to move the second part of the split task into
the future.

A yellow box will appear indicating the date of the split part use this to judge how long the split will be

when you start dragging

Split Task: § J K ]

Scheduled Start: Sat 22/05/10|ay__|Sat22 May |Sun 23 May |Mon 24 M3
12[18][ 0 [ 6 [12[18] 0 [ 6 [12]18] 0 [ 6 [12]

Click to insert a split on the task.

b . |
£ B
3 (43 ]--J
n Lber 18/05
Figure 2-20: Click To Drag And Split

iv.  Upon letting go the task will be split.

i o |Task _ |Task Name = iD;y |Tue 18 May |[Wed 18 May [Thu20May |[Fri2iMay [Sat22May  |Sun 23 May |Mon 24 May |Tue 25 May | Wed 26 May

|Mode | 18] o6 [12]18[ 0] 6 [12][18[ 06 [12]18] 0 [ 6 [12]18[ 06 [12[18] 0 [ 6 [12]18[0[6 [12[18] 06 [12[18]0 [ 6 [12]1
1 - <New Summary Task> 6 7 h

Create Project

1 B R R R T T e T e & J
enter durations 0 % 18/05
Link Tasks 1 b

=
o
o
(]
S
=S

Figure 2-21: A Split Task

» To Remove A Split

Vi.

Vii.

mouse

Move your mouse cursor to the end of the first part of the task before the split the mouse cursor will change.
Drag the mouse cursor to the right until you connect to the second part of the task and let go of the mouse

The task will join and have the same duration as the original task.
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3 More views & resources

AT THE END OF THIS SECTION YOU WILL HAVE:

o Change a view
« Edita view

o Create a view
o Split views

« Views to organiser
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More on Views

Views are an extremely important aspect of project because they display your project dat in the way that best suits you
and although there are many inbuilt views to work from nearly every view has to be changed in some form or another
to suit the user. What most project workers do not realise that could save themselves a lot of problems is the fact that
these views can be treated as any other object and saved you could have several views of the Gantt chart for instance each

showing your project with different aspects ready to be used and printed at the touch of a button
The views, like tables can also be transferred to other projects and used in those to save time recreating them.

Split Views
The first thing to look at with views is the split view which allows you to see related information in the bottom half of

the main window while the normal project data is shown at the top the easiest way to use this is from the view ribbon.

» To Split A View

mouse

i. Open your project and go to Gantt chart view

iil.  Click on the view ribbon.
iii. In the split view group tick the details checkbox
iv.  The task form will appear in the bottom part of the screen showing the details for any task selected.

*| ==1 =] Calendar ~ et Lefi Resource Sheet ~ =1 Outline ~ W [No Filter] - || |[8] Days = | %% Entire Project | ¥ Details TaskForm - —!
Gantt | Task Team * = e tow
Chart ~ Usage ~ (3L Other Views Planner ~ L8 Other Views ~ 2 Tables - = [No Group] Y &3 Selected Tasks Detail Panes dow
Task Views Resource Views Data Zoom Sp Resource Form findo
o |Task Name « |Duration . |Start - |Finis [ [03May'10  [24May'10  [14Jun't0  [05Jul'10 Resource Graph BTN
| | | s [ sIm|TIWw][T F s s [ m [ T TaskForm T3
0 ~ House Build 2010 new 93 days Mon 17/05/1 Wec GF Built-In —
1 = Preparation 40d8\f5 Mon 17105/10 Friot P i Detail Gantt
. Gantt Chart
Buy Land 10 d I id L i
v S0 Vg uy Lan ays Mon 17/05/10 Fri 2i id Little [ar:hﬂed],Pet'_r’Plank(Planner] Nebcir: Disaa
3 - See architect ¥ Mon 24/05/10 Resource Sheet
o 4 Survey Land S days Mon 31/05/10 Fri 0« Plank{Planner) Resource Usage
o = r - I3
5 B Obtain Planning Permission 20 days Mon 14/06/10 Fri 0! _l TeploDelalic folm
£ Planning perm obtained 0 days Fri09/07/10  FriQ! 09/07 ?s:. ;:mi Fam
| - ask Shee
= 7 = Build Foundations 11 days Mon 12/07/10 Mon Task Usage
8 Dig 5 days Mon 12/07/10 Frill Team Planner
9 Lay Pipework 5 days Thu 15/07/10 Wed Tracking Gantt
10 Lay Concrate 5 days Tue 20/07/10 Mon &3 More Views...
11 = Build 31 days Tue 03/08/10 Tue: P
L Build Walls 15 days Tue nNa/ng/10__Man i N
«lu b N (]
Name: | See architect Duration: | 15days | | Effort driven Manually Scheduled | Previous | Next
Start:  Mon 24/05/10 *  Finigh: Fri 11/06/10 ¥  Task type: Fixed Units - % Complete: 75%
ID |Resource Name Work R/D Leveling Delay Delay Scheduled Start Schedulad Finish -
1 ISidLittie (architect) 11200 od! 0d! Mon 24/05/10/ Fri 11/06/10

Figure 3-1: The Split Screen
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v.  Using the drop down arrow to the right of the details checkbox where it (by default) currently shows the task
form a menu will appear showing other information that might appear in the bottom half of your screen.

vi. Some of the details will relate to resource, tasks or a combination such as the tracking Gantt.

Create A New View

Creating views is a useful part of project because as was said earlier you may want various views of the data in your
project. Views consist of more than just formatting and table columns they contain filters, sorting, groupings and split
views (if applied). In this section you will be shown how to create your own new view while subsequent sections show

you how to further manipulate that view.

» To Create A New View

mouse

i. Click on the view button from the task ribbon and select more views from the menu, the more views dialog

will appear

More Views el
Views:

Bar Rollup - Mew...

Calendar
| Edit..

Descriptive Metwork Diagram
| Copy... |

KT

Bt Gt

adn T A

Gantt with Timeline
Leveling Gantt ae
Milestone Date Rollup | Qrganizer. .. |
Milestone Rollup -
Multiple Baselines Gantt
Metwork Diagram

| Apply | | Cancel

Figure 3-2: More Views Dialog

ii.  Click on new... to open the define new view dialog.
iii. 'This allows the choice of a combination view (split view) or a single view Make a choice and click ok the

view definition dialog will appear.

Define Mew View 23 |

@ Single view
") Combination view

| Help l [ oK l | Cancel

Figure 3-3: Define New View
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View Definition in ‘test.mpp’ @

Mame: View 1
Screen:  Gantt Chart £
Table: -
Group: -
Filter: o
[C] Highlight filter

[V] show in menu

Help | I 0K | | Cancel

Figure 3-4: View Definition

iv. If you want your new view to appear in the view menu tick the show in menu checkbox

v.  Enter a name for your view so it is easily recognised and choose for the following your component parts of

the view
e Screen
o Table

o Group (Choose No Groups at the Minimum)
« Filter (Choose all tasks at the minimum)
vi. Click ok to save your new view

vii. Format your new view with bar styles and text styles as desired.
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You are advied that to save time you would be best to copy an existing view as a new view and edit that, especially
if the differences are only fomatting differences.

Save An Edited View

Rarely are the views perfect for what you want and many times we need to edit the component parts of a view to get
exactly what we want. You are advised that any time you wish to edit a view say the Gantt chart view you may at some
time wish to revert to its default appearance so although this section is about editing an existing view create a new view

first and edit that and the original views will be left untouched for future use.

All of the formatting choices shown so far are considered editing a view, bar styles, filters, groups, tables, text styles, resizing

etc. none of these things affect the data in any way only changing the way it appears on the screen.

When you have applied all these things to a Gantt for instance you may wish to keep that just as it is and revert at times

to the original Gantt chart.

You are best following the next procedure before making any editions to the priginal views so that if you have any
problems you will be able to repeat the procedure and remove the problem view.

» To Edit And Save An Existing View

mouse

i. Click on the view button from the task ribbon and select more views from the menu, the more views dialog
will appear
ii.  Select the view you would like to edit and save as a new view.

iii. Click on Copy... to open the view definition dialog.

View Definition in 'test.mpp’ 2
Mame: Copy of &Gantt Chart

Screen;  Gantt Chart

Table: Entry -

Group: Mo Group -

Filter: All Tasks -
| Highlight filter

|| Show in menu

| Help | | (64 J | Cancel |

Figure 3-5: View Definition (From Copy)
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iv.  Enter a name for the new view.

v.  Choose a table you would like to work with in the new view.
vi. Apply a group or filter you would like applying to your view.
vii. Tick the show in menu box if you will use this view often.
viii. Click ok to create the new view.

ix. Now edit the view formatting in the ways you want.

x.  Save the changes to the project.
The original view is still untouched copy it and edit the new views as often as you wish.

Transfer A View

Transferring a view is much the same as transferring a table, filter, group, macro etc we would use the organiser to transfer
it between the global.mpt and the files you wish to use the view in. but first we must transfer any views you use often to

the global template.

» To Transfer A View

mouse

i. Save the file to ensure any editions to the project view and tables etc are saved
ii.  Click on the view button from the task ribbon and select more views from the menu, the more views dialog
will appear.
ili. Click on the organiser button to open the organiser dialog
iv.  Select the view(s) you wish to transfer to the global template from the side displaying the current file.

v.  Click the copy button to transfer them to the side displaying the global.mpt.
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Organizer @l
Views I Reparts ] Modules ] Tables ] Filters ] Calendars 1 Maps ] Fields ] Groups ]

'Global MFT": 'test.mpp’;

Bar F.ollup - Gantt Chart .
Calendar Gantt with Timeline

Descriptive Network Diagram [ my new view

Detail Gantt I Cancel my new wiew1

Gantt Chart | Resource Sheet

Gantt with Timeline Timeline

Leveling Gantt Rename...

Milestone Date Rollup

Milestone Rollup Delete...

Multiple Baselines Gantt =

my new view ]

my new viewl i | Help s
Views available in: Views available in:

Global.MPT - test.mpp -

Figure 3-6: Organiser (View Tab)

Any future editions to the view in the file will have the editions only in the view in the file. To have those editions
reflect in the view within the global.mpt you will have to copy the view again and overwrite the one there with the
updated version of the view.

vi. Click the cross in the top right corner to close the dialog.
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Project 2010 Advanced More views & resources

Calendar view

The Calendar view is another way of looking at or printing off the project tasks within your project. It has a similar look

to the calendar within outlook and makes it easier for project workers (and Managers) to see what is happening on any

Task  Resource  Project  View  Adddns Format o @ @ =
% £y :H: 203 &U ~ Project Summary Task
=] - - S S8
Tedt  Bar Gridiines  Layout AdjustWeek  Task
Styles Styles Now  Height List

Format Layout 5 Show/Hide

July 2010 [ month  J[ wek | cusom
M Tw T F s s ||4[®] Avgusta010

12 3 1 Monday Tuesday Wadnasday Thursday Friday Saturday Sunday
567 8 91011 || & 17 EE] FE] 20 21 22|
12 13 14 15 16 17 18 Build Walls 15 days {
19 20 21 22 23 28 25
26 27 28 29 30 31

Build Roor, 5 92

MWincows an Doors, 6 days

Install Plumbing, 10da;

Ol5ep o0z o3 o3 o5
[ Plaste-, 4days

Install Plumbing, 10 da)

September 2010

M TWTFS5 5

[
1rE s § Kiichen, Adays.
("

S raren | e

13 18 15 16 17 18 19
20 21 22 23 24 25 26

27 28 29 30 5

Figure 3-7: Calendar View (Formatted)

The Calendar view may not look as it does above when you use it the first time but the tools on the Calendar tools, format

ribbon will soon make it look as you want it to.

» To Switch To Calendar View

Mouse

i. Click on the view button from the task ribbon and select more views from the menu, the more views dialog
will appear.
ii. Select calendar view from the list

or

i. Go to the view tab and click on calendar in the task views group

ii. The calendar will appear.

= E Pre] Metwork Diagram ~
T |

e |EJ Calendari*!

Gantt Task :

Chart - Usage - b Other Views =
Task Views

Figure 3-8: Task Views Dialog
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Edit Calendar View

More views & resources

To change the default appearance of the calendar we have the format tab in the Calendar tools contextual ribbon.

Task Resource Project View Add-Ins Format
Fr ¥ = ] :
< = Project Summary Task
Mg e I
Text Bar Gridlines Layout Adjust Week Task
Styles Siyles Mo Height List
Format Layout Show/Hide

Figure 3-9: The Format Tools For Calendar

» To Edit The Calendar View

mouse

calendar boxes.
ii.
calendar and allow more room for the individual tasks
iii.

button will open the bar styles dialog

In the layout group click the layout now and/or the adjust week height buttons to adjust the tasks to fit the
In the show/hide group untick the project summary task checkbox to remove the summary task from the

Select the bar styles button to edit the appearance and colour of the task types in the calendar. Clicking the

Manually Scheduled Tasks [¥] Bar rounding
Text

Field(s):
Align: Center w | |wrap textin bars

Sample:

Bar Styles @
Task :
- —_—

Moncritical Bar type: o ﬂ/
Critical

Milestone Pattern: -

Summary

Project Sunmary cgor: I -

Marked i

Highlighted Split pattern: -

External Tasks 7] shadow

Inactive Tasks

Figure 3-10: Bar Styles Dialog (Calendar)
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iv.

Vi.
vii.
viii.

ix.

Select a task type on the left and on the right change the various formatting options to allow the bar to
appear differently.

In the text section select from the available fields what text if any you wish to appear with the task. (separate
with comma for more than one field)

Choose the alignment of any text if desired.

If there is more text than will fit in a bar it may be useful to tick the wrap text in bars checkbox.

When all options have been set click ok to save the formatting and for it to appear in your calendar.

Click on the gridlines button to open the Gridlines dialog to change the appearance of the Gridlines in your
calendar view.

Gridlines
Line to change: MNormal

Days PR Y » Color: -
Weeks

Title Vertical 7

Title Horizontal St

Date Box - Top 2 : 4 Other

Date Box - Bottom a B B - -

| Help | | 0K | | Cancel |

Figure 3-11: The Gridlines Dialog (Calendar)
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x.  Select a line to change from the left hand side.

xi. On the right in the normal section choose a line type and colour for that line.

xii. 'The interval section (this is for working with Gantt charts) will not be available in calendar view).
xiii. When the lines are set to what you wish click ok to apply to the Calendar.

xiv. Click the Text styles button to change the text styles for the calendar a dialog will open.

Text Styles |
Item to Change: |AII Z | |T|
Font: Font style: Size: |—||
G
Calibri S|

_ ‘_| "Regular .| [ =

| Californian FB | | Italic 11

| €} calisto MT | Bold 12

[T caligraph421 BT 7| |BoldItaic T | |14 =

|underline [~ Strikethrough

Color: Sample

Background Color;

Backaground Pattern:

Figure 3-12: Text Styles (Calendar)

xv. From the Items to change drop down box at the top of the dialog select the text type you would like to
change.

xvi. The rest of the dialog allows the formatting of the various aspects of the font style for that text component
selected.

xvii. When all text items that you wish changed have been completed click ok to apply the text styles to your
calendar.

xviii.Clicking on any day of the project (in your calendar) and clicking the task list button in the show/hide group

will open a dialog giving you information about which tasks are in progress on that day.

Tasks eccurring on: 30 August 2010 @
|Name Juratior Start Finish =
-/ |Build Roof =d Tue 24/08/10 Man 30,/08/10
~/ |Windows and Doors &d Tue 24/08,/10 Tue 31/08/10|
J_ Install Plumbing 10d Tue 24/08,/10 Mon 06/09/10|

Double-dick a task to see task details,

Figure 3-13: Tasks Occurring On Dialog
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xix. As it says in the dialog double clicking on any of these tasks will open the task information dialog for that
task to allow you to edit any aspect of the task you wish. Click on close to close this dialog.
xx. Clicking on the buttons at the top of your calendar allows you to see different date ranges for your calendar.

(the default is a month) the arrow buttons allows you to move through the project a period at a time
e.g. A month, a week etc

Month ]l Week || Custom
| 4|[»] August 2010 _
Monday | Tuesday Wedn
23 : 24
wluildizlls 15dags,) |

Figure 3-14: Calendar Navigation Buttons

xxi. Clicking the Custom Button opens the zoom dialog to allow you to set none default date ranges to display in

your calendar.

Zoom I

Weeks to display
@ Mumber of weeks: | 4

| From: Mon 23/08/10

£ oK || Cancel |

Figure 3-15: Zoom Dialog (Calendar)
xxii. Choose a number of weeks to see in your calendar or a date range, click ok to apply.

Adding, Editing And Removing Tasks

You can add tasks, edit them and delete them in Calendar view.

Be aware tasks created will have a constraint on them which may need to be edited.

> To Add A Task

mouse

i. Click and drag on a particular day to create a box (bar) a yellow box will appear with task information.
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ii.

iii.

iv.

T £ s s ||[4[»] August2010
1 2 3 4 B Monday Tuesday {
B aQ n 411 _1 22 24 |
| Create Task
} 15 ¢ |
o9 |Task Start: Tue 24/08/10 i
o |Task Finish: Tue 24/08/10

]

Ist 2010 |

Figure 3-16: Creating A New Task

When you release the mouse the task will appear on the calendar.
Double click the task to open the task information dialog
Give the task a name, set duration, remove/edit the constraint, link within the task information dialog before

closing the window and applying the changes to the task.
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More views & resources

16
23
30

10
17
24
31

11
12
25

Lhmﬁmt'h Jl Week |l Custom

(4] [»] August 2010

- fMonday | Tuesday

24

W E-{

Figure 3-17: New Task In Calendar (Unedited)

To remove a task simply click once on the task to select it and press the delete key on your keyboard to

remove it.
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Network Diagram Charts
Network Diagram Chart Principals

The term Network Diagram is derived from Programme Evaluation and Review Technique which was invented for the
management of Projects by paper based systems. This chart is a diagrammatic view of the tasks where the position of the
task and the lines linking them together represent the detailed steps that comprise the project. It is possible to modify the
project in the Network Diagram by adding extra tasks or nodes and creating the links. Each task on the chart is known
as a node and within the node is a selection of the data that is relevant to the task. The Nodes can have different boarders

which represent the task type.

ELEMENTS OF THE NETWORK DIAGRAM CHART

Network Diagram Charts map out the tasks that are required to complete a project. The critical path consists of the
sequence of tasks in the dark Network Diagram boxes. You can’t delay the tasks in the critical path because they have no

slack. You can, however, delay any of the light boxes because they are not critical.

Like the Gantt Chart, the Network Diagram Chart includes a status bar, an entry bar, and the toolbars. In addition, the
Network Diagram Chart displays page guidelines so that you can control the placement of the Network Diagram boxes

on a page-by-page basis. The perforated line on the right of the screen represents a page break.

The Network Diagram Box

A Network Diagram box consists of five fields, as illustrated below. The Task Name, Task ID, Scheduled Start Date,
Scheduled Finished Date, and Task Duration are the default fields in the Network Diagram box. The Task Name field is

white because it is currently ready for user input.

Task Name
Task ID 1 1c Task Duration
Scheduled Scheduled
Start Date Finish Date

Figure 3-18: The Network Diagram Box And Its Default Fields
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Navigating The Network Diagram Chart

The table below summarizes how to move around the Network Diagram Chart with your keyboard and with your mouse.

Movement Keys Mouse

To a different Network Diagram box | Arrow keys Click the Network Diagram box

Next field in Network Diagram box | Tab or Enter Click the field

Previous field in Network Diagram | Shift+Tab or Shift+Enter Click the field

box

Page up or page down Page Up On the vertical scroll bar, click the gray area
or above or below the scroll box
Page Down

Page to the left or right

Ctrl+Page Up or Ctrl+Page
Down

On the horizontal scroll bar, click the grey
area on the left or right of the scroll box to
scroll left or right in increments

box on screen

To upper-left Network Diagram box | Home

in project

To lower-right Network Diagram End

box in project

To upper-left Network Diagram box | Ctrl+Home
on screen

To lower-right Network Diagram Ctrl+End
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> To Navigate A Network Diagram Chart:

Vi.

keyboard

Use the appropriate keystroke or mouse movement.

Using The Network Diagram Chart

When viewing the Network Diagram it is also possible to add a new task by manipulating the chart with the mouse.

Some options need to be set before some of the facilities here mentioned can be applied the way things work in 2010 is

a little different to previous versions.

» To Change Automatic And Manual Positioning Of Nodes

ii.

iii.

iv.

Vi.

mouse

Switch to network diagram view, from the Task views group on the view tab.

On the format tab of the contextual network diagram tools in the format group click on the layout button.
At the top of the screen select whether you prefer automatic or manual positioning of the task nodes (see the
next picture)

From this dialog you can choose the default way tasks will be displayed within your network diagram in the
box layout section.

You may change the default link style and link colour in the appropriate sections of the dialog.

Near the bottom change the default colour of the ntwork diagrams background. Click ok to apply all options

selected.

Layout (=3
Layout Mode
Automatically pasition all boxes @ Allow manual box positioning
Box Layout
Arrangement: -
Raow: Alignment:  Center » Spacing: | 40 = Height: BestFit -
Column: Alignment;  Center * Spadng: |60 + Width: BestFit -
[V Show summary tasks [¥] Adjust for page breaks
[¥] Keep tasks with their summaries
Link style
@ Rectilinear &Eé () Straight % [¥] Show arrows [ show link labels
Link coler
@ Noncritical links: | | | | A - critical firks: [ N AN ~

Match predecessor box border
Diagram Options

Badkground color: hd Background pattern: || | ~
[/] show page breaks [ Hide all fields except ID
[ Mark in-progress and completed

Help l QK I l Cancel

Figure 3-19: Layout Dialog For The Network Diagram
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» To Move Nodes

mouse

i. Now if you have manual positioning set in the layout dialog it will be possible to move nodes on the chart
and this is done by placing the pointer on the border of the node where it will change to a cursor with four
arrows. If the left button is held down it will be possible to drag the node to a new position.

ii. When the button is released the data will move to the new position and the linking arrows re drawn

automatically to the new positions.

h 4

Res: S5id Little (architect)

h 4

Res: Peter Plank(Planner)

Se omhited H Obtain Planning Permission . ]
' Planning perm obtained
Start: Mo‘rh‘&fﬂﬁi ID: 3 . Start: Mon 14/06/ ID: 5
Finish: Fri 11/06/1 DUr-15 days ! Finish: Fri 09/07/1 Dur: 20 days Milestone Date: Fri 08/07/10
'

ID: 6

Mnd

Start: Mon 3105/ 1D: 4
’ Finish: Fri 04/06/1 Dur-5-days

Res: Peter Plank(Planner)

Figure 3-20: Typical Network Diagram

» To Create And Link A New Node

mouse

i. Place the pointer near the new position, hold down the left button and drag out a rectangle. When the
button is released the rectangle will be set to the standard node size and can then moved into position as
covered previously.

ii. The links to the new node can be created by placing the pointer in the middle of the previous node and
dragging a line to the new node. When the button is releases a new arrow showing the link will appear.

iii. A link can be deleted by placing the pointer on it and double clicking the left button. (where it will change
to a plus sign), the task dependency dialog box will appear with a number of options, one of which is to
delete the link.

Task Dependency ==

From: Create Project

To: enter tasks

Type: Start-to-Start (55) * Llag: |0Od

| Delete | | oK | | Cancel |

Figure 3-21: Task Dependency Dialog
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<Mew Summary Task: Create Project

Start: 18/05/10 ID: 1 Start: 18/05/10 ID: 2
Finish: 26/05/10 Dur: .88 days Finish: 26/05/10 Dur: 1.2 wks
Comp: 0% Res:

my new task
Start: 1D: 3

Dur: 3 days

Figure 3-22: New Task Created

Editing Task Details

You can enter task names and durations from within the Network Diagram box. In addition, you can use the Task

Information dialog box to enter task names and durations.

You can edit task fields on the Network Diagram Chart in two ways. You can edit the fields from the nodes, as shown
below. Press the Enter button to accept changes press esc to restore to previous entry (you may need to click another node

to see the original text has not been changed..
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» Using Within The Network Diagram Box:

i. Select the Network Diagram Node for which you want to enter information.
ii. Ifit is not already highlighted, select the Task Name field.
ili. Type the task name.
iv. Press Tab twice.

v.  Enter the task duration.

» Using The Task Information Dialog Box:
i. Double-click the Network Diagram box for which you want to enter information.
OR

ii.  Select the Network Diagram box for which you want to enter information, and on the task tab, properties
group, click the Information button.
iii. If it is not already selected, select the General tab.

iv.  Enter the task name and duration. Click OK to enter the edited information.

Course Development

Milestone Date: Wed 09/03)05

f (B
Preparation Install software St
Start: 09/03/05  ID: 2 Start: 09/03/05  ID: 3 . Ste
Finishi 10/03/05  Dur: 1.25 davs Finishi 09/03/05  Dur: 2 hrs Fin
Comp 0% Fes: R
Module Development Module 1 M
Start: 09/03/05 ID: S Start: 09/03/05 ID: & ' Stz
Finish: 23/03/05  Dur: 11 days Finish: 10/03/05  Dur: 2 days Fin
Camp: 0% Res: Emma Re:
-
4 »

Figure 3-23: Tasks In Network Diagram

If the Network Diagram box doesn’t display the field you need to edit, you'll have to make your changes in the Task

Information dialog box as covered previously.
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Formatting The Box Styles

Box Styles =2
Style settings for: Preview:

MNencritical

Critical Milestone

Noncritical Milestone

Critical Summary [Name]

Moncritical Summary Start: [Start] 1D: [ID]
Critical Inserted Project e = .
Noncritical Inserted Project Finish: [Finish] Dur: [Duration]
Critical Marked Res: [Resource Mames]

Mancritical Marked
Critical External
MNoncritical External
Project Summary

|| set highlight filter style Show data from task ID:
Data template

Standard - [ More Templates. ..

Border

Shape: | - co: D - vich: ————— ~
[¥] shaw haorizontal gridiines || show vertical gridiines

Background

Calor: ~ pattern: [ ~

| Help | | Ok | l Cancel

Figure 3-24: Network Diagram Box Styles Dialog

Within this command box (shown above) there are many different types of Task, each of which can be given a combination

of line style and colour to provide visual identification, for example the critical tasks can have thick red borders.

» To Use Box Styles

mouse

i. Ensure you are in network Diagram view.

ii. ~ On the format tab of the network diagram tools section of the ribbon in the format group click on the box
styles button to open the dialog.

iii. In the Data template section of the diagram choose which template you wish to edit. (You can track using
the network diagram, view cost information etc.) the standard template is only the default manner of
viewing tasks.

iv. In the style settings for: section make a selection of which type of box(node) you wish to change the styles
for a preview will appear in the preview section.

v.  In the bottom section of the dialog are the settings to change.
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Set the following:-

o Grid Lines between the five areas - on or off Horizontal or vertical.
+ The shape and the border colour of the Node -.
o The colour and pattern style for the Nodes

» To Format An Individual Node
We can use the box command from the format ribbon to format individual boxes or a selection.
mouse

vi. Make a selection of nodes you wish to change

vii. On the format tab of the network diagram tools section of the ribbon in the format group click on the box

button to open the dialog.
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Farmat Box
Preview
my new task
Start: D 3
Finish: Dur: 3 days
Res:
Data template
v | More Templates...
Border
Shape: — ~ color: [N - vidth:
[¥] show horizontal gridlines [l show vertical gridlines
Background
Colar:

~ pattern: [ -

| Reset ] | oK ] | Cancel

Figure 3-25: Format Box (Network Diagram)

viii. There are much the same options as the box styles dialog make a choice of style as previous clicking ok to
apply the box style.

ix. Click reset to revert to original pre-set style

Zooming In And Out

Zooming in can be useful when you want to focus on a particular Network Diagram box or group of Network Diagram

boxes. Alternatively, zooming out can be helpful when you want to see as much of the project as possible on one screen.

The more you zoom out, the more clear the paths become and the more unclear the text becomes.

» To Zoom In:

i.  On the view ribbon, click the Zoom button and zoom in.

- Zoom ~

= Zoom Qut
¥, ZoomIn
< Zoom..

Figure 3-26: Zoom Options View Ribbon
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ii. Repeat until you reach the desired size.

or

iii. On the view ribbon, click the Zoom button and zoom.. to open the zoom dialog

Zoom

Zoom to
200%
100%
75%
50%
Enfire project
@ custom: |84 [ %

| OK ] | Cancel |

Figure 3-27: Zoom Dialog
iv. Make a zoom selection and click ok to apply.
or

v.  On the right of the status bar use the zoom slider to zoom in

) (= , +

Figure 3-28: Zoom Slider

» To Zoom Out
i. On the view ribbon, click the Zoom button and zoom out.

or

ii.  Use the zoom slider to zoom out.
Or

iii. Use the zoom dialog to zoom out to a size.

Collapsing The View

When the boxes get too many and you wish to view the project in an overall way you can use the collapse box feature to

minimise the boxes and get view of the network of links between tasks.

» To Collapse The Boxes

mouse

i.  On The format tab of the ribbon, display group click on the collapse boxes button.
ii. ~ All boxes will collapse just showing the task ID number and the Link Lines in between.
iii. All other features are available just the fields have been hidden.

iv.  Click the collapse boxes button again to restore the view.
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L
Collapse Box
Boxes
Displey

P

; :|T"': Link Labels 7 Summary Tasks
2 [FE-
ot Straight Links Project Summary Task
Box Layout
Styles V| Progress Marks 5
Format Show/Hide | Layout

G
Ve

Ve

) TET

] F—{a

-
n
-
@

21 23

22

Figure 3-29: Collapsed Boxes: (Network Diagram)
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More on resources

Set Resource Calendars

Where a resource may not be available for all the working hours in the Project calendar, or to set specific holidays for

a resource it can be allocated to a special calendar, which will define the specific working hours for that resource only.

There are two methods for doing this

Setting the resource calendar is the same process as setting the project calendar.

» To Set A Calendar For A Resource (Method 1)

mouse

v.  Open the resource sheet and Double click a resource you wish to change the calendar for the resource

information dialog will open.

Change Working Time ...

Figure 3-30: Change Working Time Button

vi. Click the change working time button open the change working time dialog.

Change Working Time @

Resource calendar for 'Sid Little (architect)':

Base calendar:  Standard -
Legend: Click on a day to see its working times:
May 2010 +  Working times for 24 May 2010:

N
B W b IS 25 » 03:00 to 12:00
« 13:00 to 17:00

Working

Monwarking

Edited working 3|4 |5]|6 |7 [BEd
hours

10 (11 |12 |13 |14 |15 |16

On this calendar: Based on:

17 (18 |19 (20 |21 |22 |23 . .
| Exception day Default work week on calendar ‘Standard'.

325 |26 |27 |28 |29 |30
Mondefault work
week 31 Al

| Wark Weeks

Exceptions

Mame Start Firish -

Cancel

-

Figure 3-31: Change Working Time Dialog
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Vii.

viil.

ix.

Xi.

Set the work weeks and exceptions as explained previously but remember this is for this specific resource not

for the project.

or

From any view go to the project tab change working time button.
When the dialog appears use the drop down button at the top to select the calendar you wish to edit a list of
resources you have will appear (as they all have a calendar applied to them.

Make a selection from the drop down list.

Change Working Time
For calendar: Eddie Large(Electrican) E]
e 24 Hours
Base calendar: it shift

Standard (Project Calendar) _____________}

e Gid Little (architect)
Working Peter Plank(Planner)
Eddie Large(Electrician)
Nonworki payl Sink (Plumber)
Builders

Paula Painter(Decorator)
Chris Chippie(carpenter)

On ti-'.nis calendar . ;
i [17 |18 |19 [20 |21 [22 |23 ]

-

i Edited wc

=]

Figure 3-32: Change Working Time Resource Calendars

Edit their calendar and click ok to close the dialog

Be aware editing a resource calendar after they are assigned to tasks may have dramatic effects on your project if
tasks are automatically scheduled, because certain task’s, resources were assigned to, may no longer be able to be

performed by them as they may now be in non-working time periods

Also changing the length of a resource’s working hours does not mean the task is any shorter. If the task day was
eight hours and the resource’s day was eight hours 1 days work is necessary. But changing the resources working
hours to 4 hours a day means the same task will now take that resource 2 days.
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More on overallocations
Viewing Resource Usage
It is vital that after entering all the tasks and allocating resources the utilisation of each resource is checked for over

allocation. Where this occurs it will mean that the project timetable will not be met and the completion date will be delayed.

The two views listed below can be used to examine where over allocation has happened. It is also possible to check these

using the search button from the tool bar.

An over allocation can be cleared by increasing the capacity of the resource i.e. extra units, or by moving the tasks. The
latter option is known as resource levelling and the system can calculate automatically if required.

Resource Usage

This view will show a table of all the resources and the respective usage in hours per day. Where the resource is over

allocated the entry will be in an alternative colour.

Where this view is selected in a single pane or the top pane it will display a list of the resources and the amount of work
each is allocated on a daily basis. As with the Resource Sheet those resources that are over allocated are shown in a different

colour and can easily be identified.
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If this view is selected in the lower pane of a two-pane screen it will only display the work for the task that is highlighted
in the upper pane.
Resource Graph
The Resource Graph is used to display the usage of a single resource and will highlight the times the resource is over

allocated. (covered in The Intro Mnaual)

In any of the above views it is possible to examine the full details of a single resource.

» To View The Details Of A Single Resource

mouse

i. You place the pointer on the resource and call up the Resource Information Form by pressing the
Information button on the tool bar.

ii. ~ Or, simply double-click a resource.

Resource Information @

General | Costs | Motes | Custom Fields |

Resource name: Sid Little (architect) Initials: Sl

Email: Group: Professional

| Windows Account... | Code:

Booking type: Committed ~ Type: Work -
|| Generic | Budget

Resource Availability Inactive

A - e R S|
Chi Working Time ...
|Available From Available To Units (e NS S
L —
Help | | Details. .. i | OK || Cancel

Figure 3-33: The Resource Information Dialog
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Using Resource Usage For Overallocations

This can be viewed as a single view or a split view with the resource usage at the bottom.

m Task Resource Project View Add-Ins Format

Format Columns Details Assignment

@ Resource Name ~ |Type + 'M |Details

-m
w
w

Buy Land Work Work
Act. Work
Overalloc.
Survey Land Work Waork
Act. Work
Overalloc.
Obtain Planning Permission ~ Work Work
Act. Work
Overalloc.
2 K2 = Eddie Large(Electrician) Work 12h 16h 16h
Act. Work
Overalloc. 4h gh 8h
Electrics Work Waork
Act. Work
Overalloc.
|ﬁl Kitchen Work Work
Act. Work
Overalloc.
Baothroom Work Work -_‘”‘.I
Act. Work 1
Overalloc.

Resource Usage

Figure 3-34: Resource Usage Overallocations

> To Use Resource Usage

il.

iii.

iv.

Vi.

Mouse/Keyboard

From the view button (more views if necessary) switch to the resource usage view

This will list the resources on the left with their assigned tasks as sub components of the resource.

On the right will show the hours per day each resource has been allocated for a task.

On the format contextual ribbon tick the overallocation checkbox in the details group a row will appear in
the right hand window called Overalloc. To specify how many hours the resources have been overallocated
to a task

Scroll until the overallocations appear in the right hand window, (they will appear in red)

Knowing how many hours the resource has available in a day enter new values into the grid so the
overallocations disappear. (see above picture) This is a very precise way of dealing with overallocations and

will not affect the schedule but WILL affect the costings.

Download free eBooks at bookboon.com



Entering Overtime

To enter overtime we need to add a column into the resource usage table (left side) it is entered in hours

@
=)
a
=
@
=
=
a
&
o

@ .Resource Name o =(:J\rtzrtime o Type
Waork
Survey Land 0hrs Work
Obtain Planning Permission 0 hrs Work
3 = Eddie Large(Electrician) 0hrs Waork
Electrics 0 hrs Work
1@[ Kitchen Work
1@1 Bathroom 0hrs Work

Details

Work

Act. Work
Overalloc.
Ovt. Work
Work

Act. Work
Overalloc.
Ovt. Work
Work

Act. Work
Overalloc.
Ovt. Work
Work

Act. Work
Overalloc.
Ovt. Work
Work

Act. Work
Overalloc.
Ovt. Waork
Work

Act. Work
Overalloc.
Ovt. Waork

Figure 3-35: Resource Usage Sheet With Overtime Work Column
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Project 2010 Advanced

Ul ElE = 5
R _[Eg'g.l:alumn Settings =
Insert
Column ] Custom Fields
Columns

Figure 3-36: Insert Column Command (Resource Usage)

» To Add Overtime Work Column

mouse

i. Ensure you are in the resource usage sheet
ii.
the columns group.

iii.

More views & resources

In the format tab of the resource usage tools contextual ribbon click on the insert column command from

A new column will appear, as you enter text for the name of the column the list will refine until there are

just a few choices. Make a selection by clicking on the column name you wish the column will appear. We

want to see the overtime work column.

3

nd Overalocated
Owvertime Cost
Owvertime Rate
=

. 2verallocated 0§

Detal

W
A
O

Figure 3-37: Inserting The Overtime Work Column

iv.

We can also add the calculated field row for overtime work in the time phased section on the right by

clicking on the Add details button in the details section of the ribbon a dialog will appear.

Detail Styles

UUsage Details | Usage Properties |

Available fields: Show these fields:

All Resource Rows

Baseline Budget Cost

Baseline Budget Work

Baseline Cost i

Overallocation

———————  Overtime Work
<<Hide |

Field settings for Work

Actual Cost - -
Actual Overtime Work ——— Al Assignment Rows
ACWP - Shaw >> Actual Work

Font: | Calibri 11 pt, Regular

Cell background: -
Pattern: I -

[¥] Show in menu

| | Change Eont...

Ok

Figure 3-38: Detail Styles Dialog (Resource Usage)
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Vi.

Vii.

viil.

Select the overtime work field from the available fields on the left and click on the show button in the middle
to make it appear on the right.

Format the field if you wish from the format options below click ok to close the dialog and show the field
Entering overtime hours for a particular resource in the sheet on the left will be for a specific task the hours
entered will be distributed on the right and shown in the overtime work row across the whole task.

All hrs will be totalled and displayed in the row the resource name is on this is a calculated row.

4hrs a day overtime for 4 day task is 16 hrs overtime.

The distribution may not be equal dependant on hrs already worked, other task obligations other resources applied
to task, calendar restrictions, etc.

You may use the same process but use the task usage view this applies the overtime across the task rather than the
resource!

All overtime work will be charged at overtime rates entered into the resource sheet.
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Accessing existing resources
Import Resources

We can import resources from a number of locations:

o An existing project (by Copy and Paste)
o Active directory.
» Outlook

These are useful tools as they offer quick ways of replicating resources in your new project there are other advantages as

we will see

» To Copy And Paste Resources

mouse

i. Open an existing project whose resources you wish to import
ii. In the resource sheet select all rows of resources
iii. Using copy from the ribbon or right click menu, or using the shortcut key ctrl +c copy all selected rows
iv. Move to the resource sheet in your new project you wish the resources to be in

v.  Use paste from the ribbon or right click menu, or ctrl+v to paste the rows
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There may be a problem if columns have been removed or added from either table as the data will be entered in
the wrong fields

» To Import From Active Directory

mouse

» — =

-

&7 &= =
Add Information Details
Resources =

Active Directory...
Address Book...

Work Resource

Material Resource

= Cost Resource
-]

Figure 3-39: Import Options
i. Click the add resources button on the resource tab, insert group the above menu will appear select active

directory.

ii. A dialog will appear to allow you to select users (Logons from your organisation)
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Project 2010 Advanced

More views & resources

Select Users

Uzers

From this location:
MYSONY

Common CQueries

Select this object type:

Locations...

Seanch results:

0K || Cancel

Name (RDM)

% __VITIWare_us...
% Administrator
&]Guest

E, MYTSir

% steve

In Folder

MYSONY
MYSONY
MYSONY
MYSONY
MYSONY

Figure 3-40: Select Users Dialog

iii. Click the object types button and from the small dialog that appears ensure only the users are ticked.

Object Types ®=E=]
Select the types of objects you want to find.
CObject types:
[] 42, Buiit-in sscurity principals
@] &, Users
0Kk || Cancel

iv.  Click ok to close this and apply your choice

v.  Click the locations button to open the locations dialog.

Figure 3-41: Object Types

vi. From the dialog ensure the main server is selected ask your administrator if you are not sure.

vii. Click ok to accept your selection the location should appear to the left of the location button in the main

select users dialog.
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Locations [ |

Select the location you want to search.

Location:
| g%l mrYsony

OK | | Cancel

Figure 3-42: Locations Dialog

viii. Click on the find now button for the dialog to search for all users from that location they will appear in the

ix.

bottom part of the window in the search results.
Select the users from the search results and click ok to import them.
Obviously any users entered this way will all have to edited as hourly rates calendars etc but it is a quick and

efficient method of adding all work resources from your organisation
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» To Import From Outlook
Importing from outlook has other advantages as well as outlook containing all workers in your organisation it may well
have external individuals in another address book. Another big advantage is that your resources will be imported with

their email addresses enabling them to be quickly informed of new tasks

mouse

i. Click the add resources button on the resource tab, insert group the above menu will appear select Address
book

Select Resources (=3
Search: @ Name only More columns  Address Book
Contacts - Steve at Inbox - Advanced Find

MName Display Name E-mail Address

& Kerri Rothbury -

& Kerry

8 Lorraing

& Magda - wegrzyn

8 mike barett

& Mr Bibby

8 Myrsini

& Myrsini

& Myrsini

S nikos arapis

g Phil

& Richard Hales

8 Sacha Petrie

§ Sandra Cromie

& Sandra Cromis

4 I ’
REsources:

Cancel

Figure 3-43: Address Book

ii. The address book will appear select a different address book from the address book drop down box at the
top of the dialog if you wish.

iii. Select all the individuals you wish to import and click on the add button at the bottom use the ctrl key to
select non adjacent entries.

iv.  Click ok to import.

Resource Pools

A resource pool is a central collection of resources in a project that are shared with other projects. The big advantage
to this is that a resource shared among a number of projects is tracked workwise centrally showing where he has been

overallocated in other projects, also the resources only need to be maintained in one location.

When you have several projects running using a common pool of staff, it is essential that you are aware of any conflicts

arising due to a staff member being assigned to conflicting tasks or unavailable due to other commitments.
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» To Create Resource Pool

mouse

i. Create a blank project and enter all resources you will user into it build the resource Calendars, enter
holidays and work times enter all cost information etc save the project.
ii.  This file must remain open to share resources.
iii. Open the project you have built but which contains no resources.

iv.  Go to the resource sheet and click on the resource Tab of the ribbon.

o) >
b:}’ X

N9
Resource Add
Pool ~ Resources =

s.(_,.;"" Share Resources...

Figure 3-44: Sharing Resources

v.  Click on resource pool in the assignments group and click on share resources a dialog will open.

Share Resources 22|
Resources for "test.mpp’
Use own resources
@ Use resources (requires at least one open resource pool)

From: House Build 2010 new.mpp -

0On conflict with calendar or resource information
@ Pool takes precedence
Sharer takes precedence

| Help | l QK J l Cancel |

Figure 3-45: Share Resources Dialog

vi. Choose Use resources from radio button and select the project that contains all the resources.
vii. Make a choice of which file will get the preference for allocations (best left that the pool takes precedence)

viii. Click ok all the resources will appear in your resource sheet.

» To Use Resource Pool
If the project containing resources is closed all resources will disappear from the resource sheet. However this will not

affect any tasks that resources have been assigned to.

i. Upon opening the resource project again you will be presented with a dialog make a selection from the three

choices offered and click OK to open the project containing the resources
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Open Resource Pool B
This file is the resource pool for many projects. What do you want to do?
You can:

@) Open resource pool read-only allowing others to work on

projects connected to the pool.

| Open resource pool read-write so that vou can make changes
to resource information {Jike pay rates, etc.), although this will
lock others out of updating the pool with new information.

Open resource pool read-write and all other sharer files into &
new master project file. You can access this new master
project file from the view tab, Switch Windowscommand.

QK J l Cancel |I Help

Figure 3-46: Open Resource Pool Dialog
ii.  The resources that appear in your project that is using the resource pool will display any overallocations in

the resource list. Remember these resources are contained in another file not in this project Understand they

are controlled centrally and may have other commitments that may conflict with your needs.
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Project 2010 Advanced More views & resources

iii.

iv.

Vi.

m Task  Resource Project View | Add-ns Format
ﬁ E [Pte| Network Diagram ~ 'i...,, (6 Resource Usage - 4| sort~ 2 Mo Highlight] ~| Timescale: Zoom Timeline - =1, &~
&= calendar - Lig _:gﬂesnur;;e:t:l =L ol “Z [No Filter] - | Bl Entire Project | ] Bt Resourcetom || -
Gantt  Task Team New
Chart~ Usage~ ; Other Views - Planner ~ [ Other Views Jj Tables = ': [Mo Group] i Sele Whndowe s, o7
Task Views | Resource Views | Data | Zoom | Split View ‘Window
6 ‘RESDUFCENEME i |Tyne ~ |Material v |Initials ¥ |Group  ~ |Max. ~ |Std.Rate > Ovi.Rate ~ |Cost/Use <~ |AccrueAt ¥ |BaseCalendar ~ |G
1 sid Little (architect) Work st Profession: 100%  £50.00/hr  £75.00/hr £0.00 Prorated  Standard
2 Peter Plank(Planner Work PP Profession: 100%  £28.00/hr  £40.00/hr £0.00 Prorated  Standard
3 Eddie Large(Electrici Work EL Trade 100%  £45.00/hr  £60.00/hr £0.00 Prorated  Standard
a Paul Sink (Plumber) Wm'k Ps Trade 100% £50.00/hr  £90.00/hr £70.00 Prorated  Standard
- BB Builders  Work B Trade 600%  £25.00/hr  £35.00/hr £0.00 Prorated  Standard
é 6 Paula Painter{Decor Work PP Trade 100%  £30.00/hr  £45.00/hr £0.00 Prorated  Standard
S Lod Chris Chippie(carper Work o trade 100%  £40.00/hr  £60.00/hr £0.00 Prorated  Standard
§ 8 Bricks Material B £80.00 £0.00 Prorated
= [ Timber Material T £5.00 £0.00 Prorated
10 Pipes Material P £6.00 £0.00 Prorated
11 Paint Material P £10.00 £0.00 Prorated
(@
Name: | Paul Sink (Flumber) Initials: | PS Maxunits: | 100% = Previous ] [ Next
Costs Basecal:  standard =
Stdrate: | £50,00/hr Peruse: | £70.00 Group: | Trade
Ovtrate: | zgp,00/hr Acoueat  prorated *  Code:
g [Poject | D [TaskName Units Work | Ovt Work | Baseline Work | Act, Work | Rem. Werk |
5 |HouseBuild 20] 18 ilnstall Plumbing 1100% 50 hrs 0 hrs i80 hrs 0 hrs i80 hrs
& |HouseBuld 20; 21 iKitchen 1100% 32hrs 0 hrs iz2hrs 0 hrs iz2hrs
5 |House Build 20; 22 ;Bathroom 1100% 16 hrs 0hrs i24hrs 0 hrs i16hrs
;3 H i H H i

Figure 3-47: Shared Resources And Resource Form

If you wish to see their other commitments go to the resource sheet in your project with your tasks (have
the resource project open)

Go to the view tab on the ribbon and in the split view group, tick details and select the resource form.
The resource form will appear at the bottom and give information for all tasks currently assigned to that
resource (even though those tasks are assigned in other projects)

All assignments applied in this project will update the pool.
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More groups & filters

AT THE END OF THIS SECTION YOU WILL

o Use more advanced filtering
o+ Create filters

o Create groups

o Save as a view

o Use organiser to manage filters and groups
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Filters
Applying Filters
A filter is used to screen out unwanted tasks for a particular view to identify a particular aspect of the current state of the

project, for example the filter can be set to show the tasks that make up the Critical Path.

As we have seen in the Introductory Manual on how to use autofilter and use the standard in built filters, we need to look

further at how to edit and create our own

As with tables there are different filters for tasks and resources and depending on the current view the appropriate list of

filters will be shown for the selection. However the process of editing these filters is precisely the same.

Al sot~ & [NoHighlight] -

+L) Outline = 7 [No Filter] -

% Tables »  EE [No Group] -
[Data

Figure 4-1: Data Group View Ribbon
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To remind you, a filter is selected by choosing from the Filter drop down box in the data group of the view ribbon and
making the appropriate selection.

When a filter is no longer required the All Tasks filter should be reselected.

Creating Custom Filters

» To Customise A Filter

mouse

Creating a new filter is managed from the, More Filters command this is located in the Filter drop down

box in the data group of the view ribbon. This will display a dialog box very similar to that for define tables
(Figure 4-1).

Mare Filters [

Filters: (@ Task (! Resource

Active Tasks
Completed Tasks =
Cost Greater Than... =
Cost Overbudget =
Created After... op
Critical [ ———
Date Range... | Organizer...
In Progress Tasks

Incomplete Tasks

Late Tasks Help

Late/Cverbudget Tasks Assigned To...
Linked Fields

Manually Scheduled Tasks fud

m

| Highlight ‘ I Apply J | Cancel

Figure 4-2: More Filters

ii.  Select New this will display the filter definition dialog box will appear and then the following entries will be

required.
Name: Enter the name of the new filter
Field Name: Select a field from the entry bar list.
Test: Select a test from the entry bar list.
Values: Enter the value that the filter is to check for
And/Or: If there are to be more than one condition then this is the operator that
will link them together. A selection may be made from the entry bar list.

The following check boxes can also be set:-

Show Related Summary Tasks | This sets the filter to include the Summary tasks where appropriate.

Show In Menu The filter will be shown in the menu.
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Filter Definition in "House Build 2010 new.mpp’ (=3

Mame: | My Filter 1 /| Show in menu
Filter:
| Cut Row | | Copy Row Paste R Insert Row | | Delete Row
L
And/Or Field Name Test Value(s)
1% Work Complete is greater than 50%

And gCriﬁcaI equals fes

-

_ | Show related summary rows

_ﬂelp Save | | Cancel

Figure 4-3: Filter Definition Box

iii. Enter a field name in the field name column (choose from the list in the drop down)

iv. Choose a test in the test column bearing in mind what kind of data the column holds

v.  Enter a value to test against in the Values column.

vi. You may add more filter tests in subsequent rows just remember to use the correct And/Or condition in the
first column

vii. The above filter will show all tasks that have completed more than 50% of their assigned work and are
critical tasks.

viii. Click on save to save the filter

» To Edit Or Copy An Existing Filter
Any filter inbuilt or created by yourself can be edited or copied (sometimes this is quicker) You may have as many filters

as you wish as long as you name them appropriately.

mouse

i. Editing or copying a filter is managed from the, More Filters command this is located in the Filter drop
down box in the data group of the view ribbon.
ii.  Select the filter from the more filters dialog you wish to copy/Edit click the copy button.
iii. In the field definition box enter a new name for the Filter and edit the criteria in the bottom section.
iv.  Click save to save and close the filter.
v.  This method creates a new filter and leaves the original one alone if the edits you have performed are not
satisfactory you may always come back to it and just edit the criteria. You may also delete redundant filters

using the organiser.
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Filters And Organiser

Like The Tables, Views, Groups, Reports etc: Filters are system objects that can be stored transferred and deleted using

the Organiser.

» To Use The Organiser
i. Click on the More Filters command this is located in the Filter drop down box in the data group of the view
ribbon.
ii.  Click on the organiser button to open the organiser dialog
iii. Click on the Filters Tab
iv. Transfer (using Copy) or delete unwanted filters from the current file or the Global.mpt file.

v.  Click on the cross in the top right hand corner of the window to close the dialog.
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Project 2010 Advanced

More groups & filters

Organizer

(@ Task

‘Global. MPT":

All Tasks

Active Tasks
Completed Tasks
Cost Greater Than...
Cost Overbudget
Created After...
Critical

Date Range...

In Progress Tasks
Incomplete Tasks
Late Tasks

Late /Overbudget Tasks Assigned To...

7 Resource

Filters available in:
Global MPT

m

Views 1 Reparts | Modules | Tables Filters | Calendars | Maps 1 Fields | Groups]

‘House Build 2010 new.mpp'";
All Tasks

<< Copy | Active Tasks

Cancel

Rename... |
Delete. .. |
Help |

Completed Tasks
Critical

Filters available in:

House Build 2010 new.mpp

B

Figure 4-4: Organiser (Filters)

Group Definitions

What can be done with table, views and filters can certainly be done with groups.

» To Create A New Group

i. Click on the More groups command this is located in the groups drop down box in the data group of the

view ribbon The more groups dialog will be displayed.

ii. You may either:

« Create a new group

+ Copy an existing one and edit it

+ Edit an existing group(Not recommended to edit an existing inbuilt group use copy)

i

Critical
Duration

Milestones
Pricrity

Resource
Status

More Groups

Groups: (@) Task

Active v, Inactive
Auto Scheduled v, Manually Scheduled
Complete and Incomplete Tasks
Constraint Type

(" Resource

Duration then Priority

Priority Keeping Cutline Structure

Organizer...

[

Apply

J| Cancel ‘

Figure 4-5: More Groups Dialog
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ili. Whichever you choose from the more groups dialog the group definition dialog will appear.

Group Definition in 'Heuse Build 2010 new.mpp' (=%
Mame:  Copy of Complete and &Incomplete Tasks || Show in menu
% Complete -
Field Mame Field Type | Crder
Group By % Complete [Task gAscending
Then By
Then By -

Group assignments, not tasks
Group by setting for % Complete

Font; [catibri 10pt, Bold. | [ font.. ]
Cell background: -
Pattern: I -

| Define Group Intervals... | Group on: 0,1-99,100

Show summary tasks
Maintain hierarchy

Help | Save | | Cancel

Figure 4-6: Group Definition Dialog

iv. Enter a name in the Name box for your group if creating a new group or copying an existing one.

v.  Choose a field to group by in the group by box and choose a sort order in the order field

vi. Format the group style in the middle section of the dialog. (Colour, font and pattern)

vii. Click on the define group intervals button to set up how you want the grouping defined a dialog will open.
viii. From the group on box choose from the drop down box the interval that you wish the grouping to take

place.

Different data types will have different group interval options be sure to check.

ix. Click ok to close the define group interval dialog
X.  You may added more than one grouping level, go to the then by box and add another field you may wish to

group by, repeat previous steps for formatting and group interval settings.

Define Group Interval
Field name: % Complete

Growp on: 0,1 100 i ~
Start at:

Group interval;:

| OK | | Cancel |

Figure 4-7: Define Group Interval Dialog

xi. Click ok to save your group (remember you may edit this at any time).
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Grouping Tips

Groups are usful methods and alternatives to filters as ALL tasks are still shown just arranged in groups for easy
viewing and printing

Groups And Filters are very useful when creating custom reports and can be used on more than just tables

You May transfer groups using the same method explained for tables, views and filters just go the group tab in the
Organiser.

To remove any grouping just set the group on box in the data group back to no group.

If a view includes a specific filter and group be sure to transfer them at the same time as you transfer items in the
organiser.
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5 More reports

At the end of this section you will be able to

« Edit existing reports
« Create custom reports using custom table, filters and groups

« Use organiser to share reports

Download free eBooks at bookboon.com



Project 2010 Advanced More reports

Create A Custom Report

We have already seen in the introductory manual on how to run the inbuilt reports within project now we need to be
able to create our own from scratch.

To be able to work with this section it is advisable to To have covered the previous sections on views, tables, filters and

groups to be able to understand how these are constructed as you may need to utilise them in the new reports you will
create.

L-LLL,

T

M o= EE
Visual Reports Compare

Reparts Projects
Reports

{-

Figure 5-1: Report Buttons
» To Create A Custom Report
mouse

i. Go to the project tab In the Reports group and click on the reports button to open the reports dialog.

Reports
AR U

=0 = ? —

Qverview... Current Costs...

:\Jl E .Iiéi i;x
& V) DamaliE ),
Assignments. .. Workload. .. Custom...

Figure 5-2: Reports Dialog

ii.  Select the custom report option and click the select button the custom reports dialog will appear.

Custom Reports @
Reports:

Budget Report :

Cash Flow L —|
Completed Tasks &
Critical Tasks =

Crosstab Copy

Earned Value

Milestones | Organizer. ..
Overallocated Resources

Cverbudget Resources
Cverbudget Tasks 15

| Select | | Cancel |

Figure 5-3: Custom Reports Dialog
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Project 2010 Advanced More reports

iii. Click on the new button to create a new custom report the define new report dialog will appear.

Define Mew Report @
Report type:
. oK

Monthly Calendar |
Crosstab o

Figure 5-4: Define New Report Dialog

iv.  From the options decide what type of report you wish to create we will choose resource and click on OK The

resource report dialog will appear.

28
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Resource FT‘.epor’t :
Definition | Detais | Sort |

Mame: Repaort 1 [ OK |

Period: Entire Project - Cancel |
1 | Teutis

Table: Entry -
Filter: All Resources + [ |Highlight Help |
[ Gray bands

Figure 5-5: Resource Report Dialog

v.  In the name box give the report a name
vi. In the period box select a time period for the report (default is the entire project).
vii. Select the table you wish to use from the Table box. (If you have a custom Table select it here).

viii. Choose a filter in the Filter box. (If you have a custom Filter select it here).

Text Styles (=3

Item to Change: IAJI v] | oK |

Font: Font style: Size: _
Cancel |

Calibri |

! e ,._| Regular 10 -
| Californian FB | | talic 11
| alisto o
() Calisto MT | |Boid 12
| B calligraph421 BT X | Bold Italic ™| |14 r

[Tunderline [ strikethrough  [~] Shade
Color: Sample
I -

Background Color:

Background Pattern:

Figure 5-6: Text Styles

ix. Click on the text... button to format the text styles for your report the text styles dialog will open.

x.  Select the text type from the Item to change box at the top of the dialog and then format it. Click Ok to
accept the formatting selection.

xi. Click on the details Tab to allow the selection of other items of data to include within your report tick the

boxes of those items you wish to see.
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Resource Report

Definition | Sort |

Resource Assignment | oK
|Motes " | Notes e
| Objects [C] schedule |—C%|
| Calendar [T Cost | Text... i
Cost Rates | Work

[ Border around details
[ aridiines between details
| Show totals

Figure 5-7: resource Report (Details)

xii. Click on the sort tab to set up sorting options for your report. You may sort by up to three levels.

Resource Report
Definition | Details
Sartby |Tl
D - @ Ascending —
Descending | Cancel |
| Text... |
Then by ——
- @ Ascending | Reset |
Descending
Then by
- @ Ascending
Descending
_' | Sort resources by project

Figure 5-8: Resource Report (Sort)

xiii. Click ok to create your report you will be returned to the custom reports dialog. Your new report should be
in the list.

xiv. Select the report and click on the select button to run the report you will be taken to backstage view to the
print section with a preview of the report on your right.

xv. Set Print options as previously discussed, zoom to preview the report up close to check the report is as you
want it if all is well click print to print it or click on the project tab again if you decide it is not what you

want.
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More reports

Task  Resource  Projed View  Adddns | Format

|l save
[ save as

[F Open
[ Close

Info

Recent

Save & Send

Help
[ Addans +
2] Options

B Exit

i

Print
Copies: 1 =
Print
Printer
/ Adobe PDF o
‘-% Ready
Printer Properties
Settings
" Print Entire Praject N
Print the project from start to finish
Dates: 17/05/2010 ~ to 29/09/2010 x:
Pages: 1 +to [ =
7_ Landscape Orientation -
Ad l

21 cmx29.7 cm

Page Setup

Figure 5-9: Print Preview
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Editing An Existing Report

If your report is not exactly what you wish you may need to edit it (or an Existing one for this you are advised to copy

and edit leave the originals alone)

» To Edit An Existing Report

mouse

i. Go to the project tab In the Reports group and click on the reports button to open the reports dialog.
ii.  Select the custom report option and click the select button the custom reports dialog will appear.

iii. Select the report you wish to edit click on the edit button.

Resource Report
| Detais| sort |
Name: My report |T|
Period: Months - |m|
Count: 1 = | Text:_|
Table: Entry - Work Resources -
Filter: Unstarted Assignments ~ [ Highlight |T|
Gray be.u-'lds

Figure 5-10: Resource Report Edited

iv. In the Resource report dialog make any editions you feel you need to make in any of the tabs click ok to
accept the edition.
v.  Run the report again to see if this is more acceptable. You may repeat this process until the report is exactly

what you want.

Report Tips

Please remember that some of the changes you may need to make will be to the print options for the report check
those as well if you are having layout problems.

You may transfer reports to the the global.mpt for use elsewhere using organiser but ensure you transfer the
underlying tables and filters as well.

Visual Reports

Visual reports are graphical reports created using components of visio or Microsoft excel they feature charts, grpihics as

well as the data you need and add aprofessional flourish to the reporting process.
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» To Create A Visual Report

mouse

vi. Click on the visual reports button in the reports group on the project Tab a dialog will open

Visual Reports - Create Report @I
Select Template
Show report templates areated in: [V Microsoft Excel [V Microsoft Visio
i_]’_ask Summary _i Resqiqa Summary i a':'.ssignment Summary
| Al | TasklUsage | Resourcelsage | AssignmentUsage
(5] Cash Flow Report (Metric) | LERCE
(5] Cash Flow Report (US) | Edit Template
Resource Availability Report (Metric) =
I%]F‘\escrurce,ﬂnrailability Report (U%) | Manage Template...
E Resource Cost Summary Report Sample
& Resource Work Availability Report
E) Resource Work Summary Report
Select level of usage data to indude in the reportt  \yeeks =
[ Indude report templates from:
Help | | Save Data... I l Wiew | I Close

Figure 5-11: Visual Reports Dialog

More reports

vii. Ensure that the show report Templates from Microsoft excel and Microsoft visio checkboxes are ticked near

the top of the dialog to ensure you are seeing the full range of reports available.

viii. Select a Category Tab to show reports of that kind select a tab the icon to the left of a report name shows

which application the report will be generated in.

ix. In the list of available reports select a report to see a preview on the right hand sample pane.

x.  Click view to open the report in its respective application Further editing or printing may be done in that

application.
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More reports

M9 0l

Drawingl - Microsoft Visio

= B =B
Home  Insert  Design  Data  Process  Review  View  AddJns PivotDiagram a @ =& R
2 " 2 T 3 vl AR
% Cut A <o e = \_»@__Pom:errom_\[l Lo il EH] EI L& Bring Farward 34 Find
. 133 Copy 57 Connector X | line - '~ [ Send Backward = | =¥ Layers -
Paste | Aw = Auto Align Position ..
+ - J Format Painter B 7 U abe Aav | A A Tert @& | Hshadow~ | g space - I croup - lg Select -
Clipboard Font 5 Paragraph 5| Tools Shape | Arrange Editing
Prutiiagram - Resotirce Avariabiliin 2 56 |11 PR 0, PR 0,080 0 TSR TR L RS L FEE L T PR RO PR R 0 T PR 0 R R

Add Category
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=] Time:Weekly Calendar
= Type:Type

FRTT ] R s
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[7] Baseline Budget Cost
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[
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]

e More about PivotDiagrams

T |

c a0, ‘7 | k 128
| Remaining. | |[Remaining
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Figure 5-12: Visual Report In Visio
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Click the edit template button to open a dialog allowing the choice of fields in your report.



Xii.
xiii.

Xiv.

Visual Reports - Field Picker

Select Fields
Available Fields:

AC

Baseline 1 Budget Cost
Baseline 1 Budget Werk
Baseline1 Cost

Baseline 1 Finish
Baseline 1 Start
Baseline 1 Work
Baseline 10 Budget Cost
Baseline 10 Budget Work
Baseline 10 Cost
Baseline 10 Finish

Select Custom Fields
Available Custom Fields:

Costl
Costild
Cost2
Cost3
Cost4
Cost5
Costd
Cost?
CostB
Costd
Datel

Help

Add = | Awailable From

The following fields are available in the Resource Usage cube. Choose the fields you want to indude in your
repart. For best performance, select fewer than six dimensions.

Selected Fields:

Actual Cost -
Actual Overtime Work
Actual Work

m

Available To

Base Calendar
Baseline Budget Cost
Baseline Budget Work

| << Remove Al | Baseline Cost
Baseline Finish
Baseline Start a
Selected Custom Fields (Maximum of 129):
Add =

lEgitTempIate ] I Cancel

Figure 5-13: Field Picker

Using the buttons in the middle add or remove fields to the right hand column

The bottom section of the dialog deals with any custom fields you may have created in your project.
Clicking the edit template button in this dialog allows you to open the template (Not the report itself) in its

respective application so you can edit it and add, remove, position and format the various fields you may

have added. Saving in that application saves the changes to the template.

Download free eBooks at bookboon.com




6 Advanced usage

At the end of this section you will have:

o Created sub projects.

» Consolidated projects.

+ Created and managed task relationships
o Inserted a recurring task.

o Create a macro.
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Multiple projects
Adding Sub Projects

When you have very a large project to manage it may be useful to have some parts split into one or more sub projects.

These can be inserted into the main project at the appropriate point.

This can also be used where some steps in the project are repeated. When using sub projects it would be useful to use the

resource pool as we discovered in the resources section.

Inserting Projects Into Projects

By inserting individual project files into a existing project, you can view, print, or change information for the projects

youre working with as though they were a single project.

i. Open a new or existing project file.
ii. From the View Button, select Gantt Chart.

iii. In the Task Name field, click the row above which you want to insert the project.

You can insert a project at any level of the outline.

iv.  On the Project Tab in the ribbon in the insert group click the subproject button.
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“‘Fﬂ ® sj.
Subproject Project  Custom Links

Information Fields Pr]
Insert | Pr

Insert Subproject

Insert a related project as a
subproject.

You can more easily manage
multiple, related project by having
one master project, with multiple
subprojects within it.

@ Press F1 for more help.

Figure 6-1: Insert Subproject

IE Insert Project ==

'|‘9||Searrh ol

QQ ‘ <« My Officefiles » project

‘ Organize = ge¢ Views + ‘ New Falder

Name Date modified Type »
FHhousel.mpp
) house2.mpp
Folders ¥ | Hhouse.mpp
m Links + | [@]House Build2.mpp
. MakeDiscVideo ] House Build 2010 new.mpp
. My Data Sources ] House Build 2010.mpp
|, My Office files [ test.mpp
_Manuals 2010
. access
. books

. excel

More »

|

J msc

. powerpoint

. project

. Publisher il

ODBC...

File name: House Build 2010 new.mpp

V] Link to project
PO}

= | Microsoft Project Files ("mpp; +
Tools Cancel

Figure 6-2: Insert Project Dialog

v.  In the Look in box, click the drive or folder that contains the project file.

vi. In the folder list, open the folder that contains the project file you want.

vii. If you cannot find the project in the folder list, you can search for it in the search box.

viii. Select the file and Click Insert.
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— _—— —
3 2 3 my new task 3 days
a2 © =3 enter tasks 2 days
s = enter durations 0 days
6 | > Link Tasks 1 day
7 | = I * House Build 2010 new 98 days

E This inserted project is
embedded from
'E:\Documents\My Office
files\project\House Build 2010

new.mpp’.

Figure 6-3: Inserted Project

Double-click the inserted project as if were a task. Now change the inserted project options you want Such

ix.
as predecessors constraints etc.
x. To insert two or more projects at the same time, hold down CTRL as you click each project.
Inserted Project Information @
Predecessors | Resol :e-:] Advanced | Notes | Custom Fields |
Mame: | House Build 2010 new Duration: | 98 days |- Estimated
Percent complete: Priority: | 500 =
Schedule Mode: Inactive
Dates
Start: | Mon 17/05/10 Finish: | Wed 29/09/10
[ pisplay on Timeline
|| Hide Bar
[¥] Rollup
Help | I Project Information. .. l [ OF; ] [ Cancel
Figure 6-4: Inserted Project Information
xi. If you don't want the inserted project to be linked to its source project, go to the advanced tab and clear the
Link to Project check box. By default, this option is selected.
xii. If you don’t want changes to the inserted project to be made in the source project, select the Read Only

check box. By default, this option is cleared.

After you've inserted a project, you can quickly show an inserted project’s hidden subtasks by clicking the summary
task’s outline symbol. Outline symbols indicate whether a summary task has subtasks displayed or does not have

subtasks displayed
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Inserted Project Information [
General | Predecessors | Rest | Mates | Custom Fields |
Mame: | House Buid 2010 new Duration: E:
Source project
V|Link to project: | E:'\DocumentsYMy Office files\project\House Build 2010 r Browse...
[ | Read only
Help | Project Information... ‘ | [o]'4 ‘ | Cancel

Figure 6-5: Subproject Options

Consolidating Projects Tips
Another way of organising your work, especially if you are monitoring several projects at once, is to consolidate them

into a single multi-project file.

You can create a consolidated project by inserting copies of individual projects at any outline level into a single project
file. With a consolidated project, you can view, print, and change information for all the projects you're working with (and

even those projects “owned” by other project managers) as though they were a single project.
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Create Hierarchies

You can also organize your inserted projects into a hierarchy to better see how the different parts fit together. Each project
in the hierarchy contains links to the inserted projects below it and is connected as an inserted project to the one above

it. This way, you can isolate and manage smaller chunks of your project with greater efficiency.

Keep Information Up-To-Date

When the copies of individual projects within a consolidated project are linked to their original projects, any changes to
the information in the consolidated project file are also made automatically in the corresponding original files. Likewise, if

you change information in an original file, the corresponding information is changed in the consolidated file automatically.

Make A Consolidated Project Quickly For Printing

If you don’t want changes to the consolidated project file to affect the source files, you can create and save a consolidated
project file in which the copies of each project are not linked to their source files. You might want to do this, for example,
if youre simply combining projects to generate a quick report. You can also unlink the source files after you create the

consolidated project file or consolidate copies of the source files from the start.

Consolidating With Earlier Versions Of Microsoft Project

When you open a Microsoft Project 4.0 or 4.1 consolidated project, the consolidated project file is automatically converted
to a Microsoft Project 2010 consolidated project file using inserted projects. For each individual project included in the
consolidated project file, Microsoft Project creates an inserted project at the top outline level. The read-only settings for

each inserted project are set according to the settings for the consolidated project.
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Recurring Tasks

Where a task occurs on a regular basis Microsoft Project allows you to insert it as a Recurring Task.

» To Add A Recurring Task

Mouse

i. Select a blank task row below where you wish the recurring task to appear.

= | V9 Summary

-
& Milestone

Task Inforn|

At

Task

s

Recurring Task...

-
-

Blank Row

;"} LL.-'

Import Qutiook Tasks...

Figure 6-6: Inserting A Recurring Task

ii.  Select from the Insert group, on the task ribbon the bottom part of the task button to open a menu and

select Recurring task.

Recurring Task Information X
Task Mame; | Meeting Duration: | 1h =
Recurrence pattern
Daily Recur every | 1 = week(s) on:
@ Weekly
TiMonthly  [lSunday  [#]Monday [l Tuesday  [|wednesday
_ Yearly [T Thursday  [¥]Friday | saturday
Range of recurrence
Start: Tue 18/05/10 + (@ End after: 10 =|  ocrurrences
End by:
Calendar for scheduling this task
Calendar: Standard - [ scheduling ignores resource calendars
Help | | oK I | Cancel

Figure 6-7: Recurring Task Information
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iii. Give the task a name “Meeting” for example.

iv.  Set the recurrence pattern, daily weekly etc. If weekly select which days of the week you wish it to appear.

v.  Set the duration and the range of recurrence (the above example is set for 10 occurrences and set for 1hr
duration.

vi. Click ok to insert the recurring task.

3 ) Task _ |Task Mame - |Duration  _ /g [24 May 10 [31 May '10 [07 Jun 10

Mode wWlT[F[s[sMm[T[W[T[F[s[s[M[T][Ww][T[F[s[s[M[T[W[TI[F
i = = <New Summary Task> 24.13 days !
2 2 Create Project 1.2 wks Y 555 | —]
3 E my new task 3 days Peter Plank{Planner)
4 O = enter tasks 2 days Dl
5 2 enter durations 0 days %19/05
6 = Link Tasks 1day
7
s By + Meeting 1 1hr o
10 |y Meeting 2 1hr o
11 |Gy b of Meeting 3 1hr 1]
12 |Gy b o Meeting 4 1hr a
13 ([ o Meeting 5 1hr [iv]
1a |6y ol Meeting 6 1hr o
15 By b 4 Meeting 7 1hr ]
16 @J = Meeting 8 1hr
17 % + Meeting 9 1hr
18 B Meeting 10 1hr

Figure 6-8: Recurring Task In Gantt Chart

vii. As you can see from the inserted tasks the recurrences are set with a start with no earlier than constraint
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ii.

iii.

ii.

and are manually scheduled. They appear as subtasks of the meeting Recurrance (summary) task.

To Edit A Recurring Task

mouse

Double-click the recurring task to open the task information dialog
Edit the particulars you desire.

Click ok to close the information dialog to save the changes
To Delete A Recurring Task

mouse

Right-click the task and choose Delete Task.
Or

Select the row and press the delete key on your keyboard
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Customisation
Customising The Quick Access Toolbar

In the previous manual, we introduced the new layout changes to Project 2010. In this section, we will learn a little bit
more about each part of the new interface and how it works. This lesson will focus on features and customization options

available with the Quick Access toolbar, located in the upper left-hand corner of the screen:

B9 el

Task Resou

Figure 6-9: Quick Access Toolbar

About The Default Buttons

Access features three default commands in the Quick Access toolbar:
Save LH

Saves the most recent changes to the current database file.
Undo 7 ~

The Undo command will revert most changes made in Project. For example, if you made a formatting change to a table
that you were not happy with, click the Undo button to go back one command. There is a small pull-down arrow beside
the Undo button; click this to see a listing of the last few tasks that were performed. Click any task in the list to undo all

commands to that point.
Redo =
This allows you to redo a change if you use the undo button too many times

Adding Buttons

As you become more familiar with Project you might find it handy to have another command quickly available for use.
Though the command tabs and ribbon significantly reduce the number of clicks it takes to do something, you might want

to have a particular command always available. Project allows you to add the command to the Quick Access toolbar.
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L __:|: | L
R 4
Visual Reports Compare | Spelling

Reports Projects
R_Epn:urts . F'ru::::ufing_

Figure 6-10: Adding The Spelling Button

For example, some of us have difficulty with spelling. Fortunately, many programs (including Project) feature a spell

checking feature. In Project 2010, the spell checking feature is located in the Records section of the Home command tab:

» To Add This Command To The Quick Access Toolbar,

mouse

i. Right-click the Spelling command from the project tab and click ‘Add to Quick Access Toolbar:’
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TETET ™
Q/S T
Add to Quick Access Toolbar
Spe
Customize Quick Access Toolbar...
Pro¢
Show Quick Access Toolbar Below the Ribbon
10
f__T_ Customize the Ribbon...
Minimize the Ribbon

Figure 6-11: Right Click Menu

ii. The command (denoted by the small ABC’ icon) will be placed in the Quick Access toolbar:

BiE9 P

Task Resour
'-'rl = l

Figure 6-12: Command Added

Removing Buttons

If you no longer use a certain command or your Quick Access toolbar is getting a bit too filled with icons, you can remove

them easily at any time.

Remove from Quick Access Toolbar
Task F
Customize Quick Access Toolbar...
C - e
-'i)-:] ® Show Quick Access Toolbar Below the Ribbon
e
Fubproject Project Customize the Ribbon...
Informatic o :
Minimize the Ribbon
Insert

Figure 6-13: Right Click Menu On Command

» To Remove A Button

mouse

ili. Right-click on any icon you no longer use and click Remove from Quick Access Toolbar:
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Customizing The Toolbar

As you gain familiarity with Project (and other Office 2010 programs) you have the ability to customize how the Quick
Access toolbar looks all at once versus having to add icons one by one. To do this, click the small pull-down arrow (= )

located on the far right of the Quick Access toolbar and click More Commands:

Note that you can click any command listed here to add that command to the toolbar. The commands that are
already checked are those on the toolbar; simply untick them by clicking to remove them.

Customize Quick Access Toolbar
I e
Open
V| Sawve
E-mail
Quick Print

Print Prewiew

Spelling

V| Unda

V| Reda
tMade
Refresh All

Mare Commands...

Show Below the Ribbon

Minimize the Ribbon

Figure 6-14: More Commands

» To Customise The Toolbar

mouse

i.  When you click More Commands, the Customize dialogue box (found in the Project Options) appears:
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Project Options =]
General ) &
@ Customize the Quick Access Toolbar.
Display
Choose commands from: Customize Quick Access Toolbar
Schedile Popular Commands El For all documents (default) El
Proofing
_— <Separator> - i Save
o 100% Complete “)  Undo »
Language & Add Existing Tasks to Timeline ™ Redo »
o § Assign Resources.., ¥ spelling...
= Auto Schedule
Customize Ribban & Background Color »
f 53 Copy
| Quick Access Toolbar | HE ‘Copy Picture -
Add-Ins ] Custom Fields
& Cut
Trust Center (2 Emai
By
Font Color v i

Farmat Painter
7~ Indent Task
Information...

Bie >

I
il

©

Insert Column

Level All

Link Tasks

Manually Schedule

Move Task »
New

%380

&l

g

Open

Customzstions: [REEEEC
] Show Quick Access Toolbar below the
Ribbon Import/Export ¥ |

]

Figure 6-15: Customise Quick Access Toolbar

This window gives you the ability to add any of the functionality from any command tab or contextual tab you like to

the Quick Access toolbar.
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ii.

iii.

iv.

Vi.

Vii.

viil.

Click the pull-down arrow beside the Choose commands from combo box:

Popular Commands E|
Popular Commands

Commands Mot in the Ribbon

All Commands

Macros

Task Tab

Resource Tab

Project Tab

View Tab

Add-Ins Tab

Developer Tab

Gantt Chart Tools | Format Tab
Calendar Tools | Format Tab |
Metwork Diagram Tools | Format Tab

Task Usage Tools | Format Task Usage View Tab
Resource Usage Tools | Format Tab

Resource Sheet Tools | Format Tab

Task Sheet Tools | Format Task Sheet View Tab

Resource Graph Tools | Format Tab

Task Form Tools | Format Task Form View Tab

Resource Form Tools | Format Resource Form View Tab
Team Planner Tools | Format Tab

Timeline Tools | Format Timeline View Tab

Compare Projects Tab

Figure 6-16: Choose Commands

The first category (File Tab) are all commands accessible via the File Tab. The next six tabs are the main
command tabs, the majority of which are visible when working in Project. (Some command tabs might not
be visible at the time, depending on what you are doing with your database.) The third section of options are
all of the contextual tabs that appear only when you are working with a specific Project objects

Pick a listing from a particular category in order to see the commands it contains. For example, imagine you
need to use progree lines often enough to have Quick Access to the Progress lines command

Select the All commands option and then scroll down the list of options until you find Progress lines:

Click the Progress lines icon to highlight it and then click the Add >> button located in the middle of the
window:

This will add the Progress lines to the Quick Access toolbar list on the right-hand side of the window. By
default, the command is inserted at the bottom of the list (under the redo command).

You can change the order of any icons in the list by selecting an item in the Quick Access toolbar list and
then clicking the up and down buttons on the right side of the list. Simply click an item in the list you would

like to move up or down and then click the corresponding directional button:
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Choose commands from: Customize Quick Access Toolbar:

All Commands E] For all documents (default) zl
Previous Window = d Save

il Print —e [=  Progress Lines

v Print all Sheet Columns (¥ undo »

v Print Notes ™ Redo >

_l Print Preview :‘;‘? Spelling...

G,—.;J Print Report...

fu,’a; Print Setup...

Privacy Statement

%5 Progresslines -ofm—
v Progress Marks
Project Center
Project Details A - ST, T
F] Project Information... [ Add>> | [;‘
Project Map L << Remove [ Z ]

-\ Project Statistics

v Project Summary Task

Proofing -
Properties (Project) s
Properties Task -
Publish

Publish as PDF or XPS

Quick Print

Record Macro

Redo >

Pafaranra

L]

b ernimobim Dacat w

Figure 6-17: Adding A Command

ix. Items listed top to bottom will be displayed from left to right in the Quick Access Toolbar. To remove an
icon from the list, select the icon and click the Remove button in the middle of the window.

x. If at any point you want to return the Quick Access toolbar back to its original configuration, click the Reset
button:

xi. This will remove all icons except for the original three (Save, Undo, and Redo).

121

Download free eBooks at bookboon.com



Reset Customizations

! Are you sure you want to restore the Quick Access Toolbar shared between all documents to its default contents?

| Yes | | Mo |

Figure 6-18: Reset Warning

Customise Project Ribbons

New to 2010 is the ability to customise existing ribbons and create new ribbons with all the most useful tools for the way
you work with Project. These customisations can be exported and imported into other computers using Project 2010 or
simply store the exports in case your machine has to reinstalled. Then simply import your customisations into the new

installation.
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Advanced usage

Project Options wreR]
Siiaie @ Customize the Ribbon.
Display -
Choose commands from: ) Customize the Ribbon:
Schedule Popular Commands lz‘ Main Tabs E|
Proofing
[&8 1009 Complete = Main Tabs
FAE 2 Add Existing Tasks to Timeline /] Task
Language & Assign Resources... L‘_"'__' RES_OL”CE
“Z, Auto Schedule =[] Project
Advanced % Background Colar ¥ Insert
[ | Z3 Copy Properties (Project)
Customize Ribbon | 8 Copy Picture Schedule [Project]
Cluick Access Toolbar ? E::tom Kields ;Za:z:ts
AddIns (=1 E-mail [ Proofing
j Entire Project | V| Wiew
Trust Center Font =1 =i | Add-Ins
A Font Calor * | Developer -
Font Size T /| Compare Projects LJ
# Format Painter |
[;? Indent E
G=| Information...
J,f Insert Column
S Level All
== Link Tasks
>ﬁ Manually Schedule
_‘b' Move Task L
1 New
,_}’ Open
=& Outdent
@ Paste
;}& Print Preview Mew Tab ] | Mew Group ] | Rename... l
E Project Information... A
B  Publish Customizations: Reset = | i
il Quick Print - -

[ o

J l Cancel

Figure 6-19: Options Customise Ribbon

» To Create A New Ribbon

Mouse

i.  Go to the file tab and open the options from the button on the below left.

ii. Go to the customise ribbon button the dialog box above will be seen.

iii. Click on the new tab button a new tab will appear in the right hand frame

T FIauarirmyg

= [¥] Mew Tab [Custom)

Mew Group [Custom)

[] wiew

Figure 6-20: New Tab

iv.  Use the arrow buttons on the far right to position the tab where you wish it to appear.

v.  Click on rename. Give your tab a name and press ok.
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Vi.

Vii.

Rename

Display name: |My Tab

[ ok || concel

Figure 6-21: Tab Rename

Select the custom group on your created tab

Click rename Select an icon and name the group then click on OK

. Rename

Symbaol;
A0 A ! PITHBHET -
DHEEEN AR 9«
averE&FR92,68Q97T
VEBEDL2WELE8O0HII (=
DELEOTsoBmODE
O0O0O000O0O0C = Mk .
EOCEOER@Gisms
) ILMHLIEE LG
AAX vEOMNT &8 Fiz
Pi@mESThdnsdvan -

Display name: | format

[ QK ][ Cancel ]

Figure 6-22: Group Rename

Advanced usage

viii. You may add several groups onto your tab if you wish, just rename each of them with appropriate labels.

ix.

X.

Xi.

Xii.

Now you may drag the buttons you wish from the box on the left onto your group on the right.

If you cannot find a button you wish, go to the drop down box at the top of the commands and select the all

Tabs option for example or commands not in the ribbons. You will now have other buttons you may wish to

use

Customize the Ribbon: (i

T | - |

Figure 6-23: All Tabs Selection

When all the buttons have been added that you wish You will end up with your own ribbon on the right

with the commands you would most like to access easily.

When you click ok you will find your ribbon amongst the others selecting it you will be able to use the

commands you have added.
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Figure 6-24: My Ribbon

xiii. You may use the same method to edit existing ribbons

> To Show Or Hide A Ribbon

Mouse

xiv. Access the options from the file ribbon
xv. Go to the customise ribbon button

xvi. Tick or untick the tabs in the right hand box to show or hide ribbons from use.
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