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INTRODUCTION AND OVERVIEW .

4

Welcome to Teachucomp, Inc.’s Introductory iject
course. This class introduces the student to @rosoﬁ
Project, one of the most popular project gement
programs available today. This class is desi@ed to give
the student with little or no knowledge of @ program a
firm skills base in Microsoft Project.

Microsoft Project is a software appliCaion that you can
use to manage projects in your organiZation. It provides an
easy way to enter and track the%mus project-related
tasks, budget constraints, and the.overall project timeline.
You can also produce reports § allow you to track and
manage the projectasitis o ng.

This class will focus gi@ you, the student, the basic

working foundation of the@sject program.
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GETTING ACQUAINTED WITH PROJECT <

1.1- About Project: ?
Microsoft Project is a software program that allows you to more easily manage an inate the

various resources needed to accomplish a project. A project is simply defined as an endeaverto create a
product, or accomplish a set of given goals, within guidelines established by the associ resource, time,
and budget constraints.

Microsoft Project assists you in managing project-related resource, time, dget data so that
you can easily produce and share reports that show project information to other ay need to see that
type of information. You can also easily adjust your project schedule to a odate the inevitable
changes to the project schedule that occur- more easily allowing you to co a project that fulfills the

project’s desired goals on time and within budget.

You may start Microsoft Project by double-clicking the Microso @ ct icon on your desktop if it
appears there, or by clicking on the entry for “Microsoft Office Projec@ n the Windows Start Screen.
Once the application has started, you should take a moment to learn of the basic terms and concepts
that are involved in project management.

As mentioned earlier, a project is defined as an endeavo % cate a product, or accomplish a set of
specific goals, within guidelines established by the associated resagfce, time, and budget constraints. The
first part of this definition states that each project has a “ " to accomplish. This goal could be a new
product, or perhaps even a more intangible product, such %antifiable amount of research performed.
Regardless of the end “goal” of the project, each project @ eet its goal to be successful.

To accomplish the goal of any project, wo 4 e performed. In Microsoft Project, these are
called tasks. Each task also will require resource x accomplished. Resources that are most often
required are: work resources, which include es and other labor; material resources, which
include materials needed to complete the tasky@ t resources, which include any other costs incurred

u

to complete the task. In Microsoft Projec n create the lists of resources that you will need to
complete all of the tasks within a project file.

Next, the tasks that are required t te the goal of the project must be able to be scheduled in
a chronological sequence that allows you't e when the project will be completed. When you create the
tasks in Microsoft Project, you assigm%urces that are available to complete the tasks. Once you have
entered all of the tasks required to h the goal state of the project, you will also be able to see the “end
date” of the project. This basic proman is then often saved as a baseline for the project. This means

that this is the initial project pla
Beyond creating a b project plan, however, another great feature about using Microsoft

Project is that it can use geff iven scheduling when assigning resources to tasks. Therefore, if a task
would take 16 hours of v& complete, and you assign one work resource (employee) to the task at a
given maximum of 8 hours pér day, Microsoft Project will estimate the duration of the task to be 2 days.
However, if you then a%gn an additional work resource (second employee) to the same task at a given
maximum of 8 hour@ day, Microsoft Project would recalculate the duration of the task to be 1 day. This
allows you to eax ge resource assignments to tasks and then inspect the changes that the additional
assignments h he duration and cost of the project.

You th% this information to assist you in accomplishing the required tasks to meet the goal of
the project ancing the time constraints and cost constraints that accompany the project. The
constrainfs 0w, a project are simply the limitations that are placed on the project. Time constrains and cost
constrai often the most pressing constraints that are placed on a project. Most projects need to be
' in a certain period of time and also within a specified budget. The scheduling engine within
roject allows you to manage these constraints by using resource assignments to change the
and costs of the tasks required to complete the goal.

©TeachUcomp, Inc. Introductory Project 6



GETTING ACQUAINTED WITH PROJECT \
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1.1- About Project (cont'd.): Q
In addition to creating and managing your project file, Microsoft Project also allows print and

view many different lists and other aspects of your project file for the project’s stakeholders™A¢Stakeholder

is simply a term used to define a party that has an interest in the outcome of the project®Lhis could include
other project supervisors, customers, or anyone else who needs to know the status o oject. Microsoft
n

Project allows you to print the work schedule, task assignments, milestone tasks plished, and many
other types of information that you enter into the program to perform the project ent. You can also
print many types of reports that can also summarize other critical project d uch as total costs or
overloaded work resources within a project file. These views and reports a@you to easily update the
necessary participants in the project with the information that they require.

Now that you have a basic understanding of the purpose of proj nagement and some of the
terms and concepts that will be discussed, you should next examinegthe“§pecifics of the user interface
within Microsoft Project. Before you create a new project file, enter r es, and assign those resources
to tasks within a project file, you should first learn where the too uired to perform these tasks are

located within the program’s environment.

1.2- The Project Environment: ?

Microsoft Project uses a Ribbon, shown at the to program interface, that contains the buttons

and commands you will need to manage project ife ith any program, you should begin learning

Project by familiarizing yourself with its working env Xnt. If using Project 2013, then the first time you

open Project, you will see a “Welcome to Project” ear. After you have read and closed that file, you

will then be shown the new start-up screen th [ ys previously opened project files, as well as new
eqto i

blank projects and templates that you can ys ate a new project file. You can click the “Blank Project”
template choice to start a new blank projec:\
I

roject 2010, a new blank project file would be displayed
by default when you initially opened the am n.
r

If this is the first time you have u osoft Project, you should notice the default view of the new,
blank project file. This is named the “ hart” view of the project. Also note that this is only one of many
possible views of your project inforgfatign that is contained within a project file in Microsoft Project. Within
the “Gantt Chart” view you see pro asks shown at the left side of the window within the “Entry” table
view, and the associated task d@rations shown in the bar chart to the right of the tasks. Starting in Project
2010, you can also see a “Ti & view of the project’s entire duration shown at the top of the view.

Within Microsoft o'é\e “Gantt Chart” view is just one possible view of your project file’s data.
The project file itself app ide of the outer application window. The project file window contains the
actual project that you are creating. You can open and close individual project file windows within Microsoft

Project without closing th& entire program.
Next, exami names and locations of the tools you need to create your project files. The first
tool to examine ISith@sRIbbon that appears at the top of the application window. This tool is where you can

find all of the d buttons available within Microsoft Project. They are separated into various tabs,
within which find button groups. You can click the buttons that appear within the groups on the tabs
in the Ribb rm all of your actions in Project.
@] e most important tabs in the Ribbon is the “File” tab located in the upper-left corner of the
Ribbo iICking this tab allows you access to the most common file functions displayed in a “backstage
view” project file. Functions such as creating a new project file, saving changes to your project file,
d prigting your project file, can all be found in the “backstage view.”

bove the Ribbon is the Quick Access Toolbar. You can add buttons to this toolbar for the

©TeachUcomp, Inc. Introductory Project 7



GETTING ACQUAINTED WITH PROJECT

1.2- The Project Environment (cont'd.): Q

commands that you use most frequently. Notice that several important buttons are already@ayed here:
“Save,” “Undo,” and “Redo.” You can easily add and remove buttons to this toolbar, which w | discuss in
a separate lesson in this chapter. At the top of the window, the name of the current %ct file you have

open is displayed. It appears to the right of the Quick Access Toolbar in an area kno e Title Bar.
Below the Ribbon, the current project file is displayed. This is where you e d edit most of the
actual project data for the currently opened project file. When a project file is d using the “Gantt

r. You will also see a
croll bar to scroll up and

Chart” view, then at the right side of the project file you will see a vertical sc
horizontal scroll bar at the bottom of your project file. You can use the ver
down through the content shown in the view. You can use the horizontal par to scroll laterally across
the content shown in the project file view. You can now easily zoop D increase the project file's
magnification or zoom out to decrease the magnification using the “Zot Slider that appears in the lower
right corner of the window. Also, to the left of that, you can see com ¥ used Project View Buttons that
allow you to switch the view of your project file, as needed.

Now that we have an overview of the major onscreen es, where they are located by default,

and what they are called, let’s look at the various onscreen elemen fvithin Project in more detalil.

1.3- The Title Bar:

The Title Bar is the thin bar that runs Ief across the very top of the Microsoft Project
application window. The name of the current pl‘Oj ou are working on will be displayed in the center
of this bar if you have the view of your project fil w maximized. At the right end of the Title Bar are

buttons affect the display of the application

Clicking the “Minimize” button will application down to the Windows Taskbar, where you
can view it later by clicking on its entry Wlt®e Windows Taskbar.

Clicking the “Maximize” button arge your application window to full-screen size. It will also
toggle the function of the same button “Restore Down” command. Clicking the “Restore Down” button
will change the size of the Window@/ﬂ/mg you to size and position it onscreen as you wish using your
mouse. When you click the “Restore n” button, it will toggle back into the “Maximize” button.

Clicking the “Close” but n will simply close the entire application. If you have unsaved changes in
the current project file, you @ rompted to save those changes before the program closes. Also note

or

that these buttons are du the “project window” that appears inside of the application window and
you can use them to contr e size of that window, as well.

three buttons in a button group: “Minimize,’ w e/Restore Down,” and “Close,” respectively. These
e

1.4- The Ribbon: /

The pri ol that is available for you to use in Microsoft Project is the Ribbon. This object allows
you to perfor the commands available in the program. The Ribbon is divided into tabs. Within these
tabs are diff oups of commands. The commands in each group can be accessed either through the
use of but boxes, or menus that are available within the group.
ote that for advanced options, or for users more familiar with the old “dialog box” functionality,
the Dialog Box launcher button that appears in the lower right corner of some groups on the
played, or “active,” tab within the Ribbon to open a dialog box of options that are available for

| and ow the contents of the Ribbon. This can be a handy way to gain additional workspace |

©TeachUcomp, Inc. Introductory Project 8
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1.4- The Ribbon (cont'd.): Q

while working on your project.

You can simply click the main tabs shown in the Ribbon to switch the groups displaye@?” The default
tabs shown in the Ribbon are: “File,” “Task,” “Resource,” “Report” (in Project 2013 ONiy), “Project,” and
“View.” You can also enable the “Developer” tab, if using macros or code within a proje ile

In addition to the primary tabs available for you to use in Project, yo i also see special
“contextual” tabs that will appear within the Ribbon. For example, the “Format” tab”of the “Gantt Chart
Tools” contextual tab appears in the Ribbon when you are working in the Gantt CHartView of the project file.
These contextual tabs will appear for each view selected in your project. T ups that then appear on
the contextual tabs will be directly related to the type of project view select

1.5- The “File” Tab and Backstage View:

Starting in Microsoft Project 2010, you can click the “File”
called the “Backstage View.” In this view, you can perform all of
performing functions such as saving your project file, openin

The “File” tab is shown in a different color so that y:
tab within the Ribbon, you will no longer see the content file that you were working on, but rather you
will see the “Backstage View” of your file. The comma are shown at the left side of the view are the
file management commands that are available for y%&ram.

When you click a command in this section mands at the far left side of the backstage view,
you will then see additional options for the sele@ommand appear to the right within the Backstage
View. You can then make additional selections i ew section, as needed. For example, to create a new
project file, you click the “New” command select the desired project file template to use from the
listing shown to the right in the Backstage Vi

e Ribbon to open a view of the file
roject file management. This includes
INg project, or creating a new project.

easily locate it. When you click the “File”

1.6- The Scroll Bars:

The scroll bars run both vert@and horizontally along the right and bottom sides of the panes that
are displayed within your project{ile view. They have little arrows at their ends that point in the direction that
they can scroll. You use the ars to scroll through the content of your project file. You may click the
arrows to scroll through @)I’ you can click and drag the little box inside of the scroll bars to a new
location to scroll through t ntent, as well.

o
&Q
>
.
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1.7- The Quick Access Toolbar: Q

The Quick Access toolbar is located above the Ribbon, by default. However, you so place it
below the Ribbon, if desired, by clicking the “Customize Quick Access Toolbar” button at the t end of the
toolbar and then selecting the “Show Below the Ribbon” command. You can reset it to %:ault location by

clicking the same “Customize Quick Access Toolbar” button and then choosing Show Above the
Ribbon” command.
This is the only toolbar available for use in Project. By default, you have for quick access to

the following commands: “Save,” “Undo,” “Redo (Repeat).” However, you can y add buttons to this
toolbar for the functions that you use most.

One way to add a button to the Quick Access toolbar is to rig ek’ any command button or
function within the Ribbon which you want to add, and then choose a\% d to Quick Access Toolbar”
command. The selected function will then be added to the Quick Acce$s, toolkar. You can easily remove a
button that you have added to the Quick Access toolbar by right-clicking on the button that you wish to

remove, and then choosing the “Remove from Quick Access Toolb

e

Also note that you can more thoroughly customize t ick Access toolbar by clicking the
“Customize Quick Access Toolbar” button, and then choosing t More Commands...” command. This
opens the “Project Options” window. At the right side of the | are two sets of command button listings.

The listing at the far right of the panel is the set of button cOmmands that are currently shown in the Quick
Access toolbar. The order in which the commands appe@“ns list from top to bottom is the order in which
they will display from left to right within the Quick Acce ar.

To the left of this panel is a listing of comma that you can add to the Quick Access toolbar. You
can select which functions are shown in this lis electing a command grouping to display from the
“Choose commands from:” drop-down that is loc ove the list.

To add a command to the Quick A ce%lbar from this list, click the command that you wish to
add from the choices available in the left IisN click the “Add>>" button to move the selected command
into the Quick Access toolbar list to the righit,

You can remove a command fro uick Access toolbar list at the right by clicking on it to select
it, first. Then just click the “Remove” b o remove it from the list.

Also, you can change the ordepin which the buttons appear in the Quick Access toolbar by selecting
a command in the list, and then cIicmither the “Up” or “Down” arrow buttons to the right of this list. When
you have finished customizing tfte content of the Quick Access Toolbar, click the “OK” button in the lower
right corner of the “Project Oplien$i,window to save and apply your changes.

1.8- The Entry Bar:

The Entry B 40 longer displayed by default, starting in Microsoft Project 2010. However, if you
wish to use it, u@enable its display. To do this, click the “File” tab in the Ribbon. Then click the
“Options” comm& the left side of the view to open the “Project Options” window. In the “Project
Options” wind ick the “Display” category at left. To the right, check the “Entry bar” checkbox under the

“Show thes ts” section. Then click the “OK” button at the bottom of the “Project Options” window.
W enabled, the Entry bar consists of a large white bar where you can see, edit, and create
content in the currently selected cell in the project file. To edit or change content for selected cells, enter

the ch% to the large white bar within the Entry Bar. When you begin to type, a small checkmark button
a S “X” button appear to the left of the entry. When you have finished entering or editing the content
v@e large white box, you can click the checkmark button that appears to save the entry into the
sele project cell. You can also click the small “x” button that appears to cancel the entry.

©TeachUcomp, Inc. Introductory Project 10
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1.9- The Status Bar: Qs s

At the bottom of the application window is the Status Bar. Within this bar you caone of the
three modes for Microsoft Project at the left end: “Ready,” “Edit,” or “Enter.” If the word “R

cady’ appears,
Project is ready to do just about anything that you want. This is the mode that you wa ee displayed in
the Status Bar before you begin a task.

The next mode you will often see displayed in the Status Bar is “Edit.” If yo n “Edit” mode, that
means that you have changed the content of a selected cell in your project file, b ou have not moved
from the cell to finish editing the contents. Many commands will be unavailable hen you are in “Edit”

mode.
is is much like the “Edit”
within a project file. Just as
until you finish data entry in

The last mode you will often see displayed in the Status Bar is ¢
mode, but is shown when you are initially entering information into a bl
when using “Edit” mode, however, most commands will be unavailabl
the currently selected cell, which then returns you to “Ready” mode.

Next to the cell mode indicator, you will see the task mod jgator. This determines how Project
schedules new tasks. It defaults to “New Tasks: Manually Sch ,” but you can click it to change it to
“New Tasks: Auto Scheduled” if you desire. When you then creategnew tasks in your project, this setting
determines how the task dependencies will relate to each o when the tasks are linked within a project.
For most projects where you want to have the ability to cha@e duration of a predecessor task and then
have Project automatically reschedule the linked depen sks, you will want to create the tasks using
the “New Tasks: Auto Scheduled” task mode. We will ‘digQuss this feature in the chapter on tasks.

&g e View Shortcuts and the Zoom slider. You can
e

At the far right end of the Status Bar you ca
click the View Shortcuts buttons to quickly switch@ n the most commonly used views of your project

file.
You can use the Zoom Slider to ch n@magnification level of the view of your project file. This
does not modify the file in any way, but& hanges your perception of how close or far away the

contents appear onscreen. You can click g the slider left towards the minus symbol to decrease the

magnification level. You can also click a g the slider to the right, or towards the plus sign, to increase
the magnification level. For many vie ch as the default Gantt Chart View, note that this changes the
timescale aspects shown in the vi t does not change the magnification of the task list shown in the
view. It does magnify all aspects of views when used.

1.10- Touch Mode- 2013: \

Because of the in sed use of tablets, Project 2013 has been redesigned with a new mode to
allow for easier access to the buttons and other commands within the Ribbon and Quick Access toolbar.
This mode is called mode. When you enter touch mode, the Ribbon and Quick Access toolbar are
enlarged and extra is added around the buttons and commands contained within them so that you
can more easily& he buttons on a touch-based tablet.

To ena h mode, click the small drop-down arrow at the right end of the Quick Access toolbar
to display agisting”of the most commonly used commands. Then click or tap the “Touch/Mouse Mode”
command jmithe’drop-down menu to add that button to the Quick Access toolbar.

Ydu,can then enable or disable touch mode by clicking or tapping the “Touch/Mouse Mode” button
within ck Access toolbar. From the drop-down menu that then appears, you can select the mode you
prefer e: “Mouse” or “Touch.” When “Touch” mode is enabled the buttons within the Ribbon and Quick

oolbar will appear larger and with more space surrounding them onscreen. You can select the
“Mo choice to toggle touch mode off, restoring the default size of the buttons onscreen.

©TeachUcomp, Inc. Introductory Project 11
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USING THE APPLICATION TITLE BAR: Q

1. Clicking the “Minimize” button will send the application down to the Windows Taskbar, e you can
view it later by clicking on its entry in the Windows Taskbar.

2. Clicking the “Maximize” button will enlarge your application window to full-screen s% will also toggle
the function of the same button to the “Restore Down” command.

3. Clicking the “Restore Down” button will change the size of the window, allowing size and position
it onscreen as you wish using your mouse. When you click the “Restore Dow n, it will toggle back
into the “Maximize” button.

4. Clicking the “Close” button will simply close the application. If you have
project file, you will be prompted to save those changes before the applie

5. These buttons are replicated within the “project file” window within
can click them to perform the same resizing command on the projecti

USING THE RIBBON:

1. The primary tool available in Microsoft Project is the Ribbon. 29 Ribbon is divided into tabs. Within
these tabs are different groups of commands. The co s in each group can be accessed either
through the use of buttons, boxes, or menus that are e within the group.

2. For advanced options within some button groups, an click the Dialog Box launcher button that
appears in the lower right corner of some grou currently displayed, or “active,” tab within the

Ribbon to open a dialog box of options that are m e for the group.

You can double-click the active tab within the Rl to both hide and show the contents of the Ribbon.

You can click the main tabs shown in the Ri switch the button groups displayed. The default tabs

shown in the Ribbon are: “File,” “Tasky “Resgource,” “Report” (in Project 2013 only), “Project,” and

“View.” You can also enable the “Devel\ab, if using macros or code within a project file.

5. In addition to the primary tabs availab%ou to use in Project, you will also see special “contextual”
tabs that will appear within the RibBen™The groups that then appear on the contextual tabs will be
directly related to the type of proj selected.

How

USING THE “FILE” TAB IN THIQBBON:

called the “Backstage

The commands shown at the left side of the view are the file management commands available.

3. When you click a cafimand in this section of commands at the far left side of the backstage view, you
will then see ad | options for the selected command appear to the right within the Backstage View.

4. You can then dditional selections in the new section, as needed.

1. Starting in Microsoft K@Olo, you can click the “File” tab in the Ribbon to open a view of the file

N

USING THE&L BARS:

1. The @ars run both vertically and horizontally along the right and bottom sides of the panes within
yo ject file view. They have little arrows at their ends that point in the direction that they can scroll.
2 y click the arrows to scroll through the file, or you can click and drag the little box inside of the
rall bars to a new location to scroll through the content, as well.
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ACTIONS- <
GETTING ACQUAINTED WITH PROJECT .\

USING THE QUICK ACCESS TOOLBAR: Q

1. The Quick Access toolbar is located above the Ribbon, by default. However, you can ale it below
the Ribbon, if desired, by clicking the “Customize Quick Access Toolbar” button at the right end of the
toolbar and then selecting the “Show Below the Ribbon” command.

2. You can reset it to its default location by clicking the same “Customize Quick Toolbar” button
and then choosing the “Show Above the Ribbon” command.

3. To add a button to the Quick Access toolbar, right-click any command b function within the
Ribbon which you want to add, and then choose the “Add to Quick Access command.

4. Toremove a button that you have added to the Quick Access toolbar, rig @ the button that you wish
to remove, and then choose the “Remove from Quick Access Toolbar” gegitménd.

5. Also note that you can more thoroughly customize the Quick Acce ar by clicking the “Customize

O

Quick Access Toolbar” button, and then choosing the “More Com ” command. This opens the
“Project Options” window. At the right side of the panel are two s f command button listings. The
listing at the far right of the panel is the set of button command are currently shown in the Quick
Access toolbar. The order in which the commands appear infthiS)list from top to bottom is the order in
which they will display from left to right within the Quick Access¥@0lbar.

6. To the left of this panel is a listing of commands that yo add to the Quick Access toolbar. You can
select which functions are shown in this list by selecﬁ command grouping to display from the
“Choose commands from:” drop-down that is located the list.

7. To add a command to the Quick Access toolba list, click the command that you wish to add
from the choices available in the left list. Then clickthe “Add>>" button to move the selected command
into the Quick Access toolbar list to the right.

8. You can remove a command from the Quic
first. Then just click the “Remove” button toye

9. Also, you can change the order in WhicN ttons appear in the Quick Access toolbar by selecting a

e “Up” or “Down” arrow buttons to the right of this list.

command in the list, and then clicking
10. When you have finished customizin%t ontent of the Quick Access Toolbar, click the “OK” button in

s toolbar list at the right by clicking on it to select it,
e it from the list.

the lower right corner of the “Proje ions” window to save and apply your changes.

DISPLAYING THE ENTRY BAR. @

Click the “File” tab in the x
Then click the “Options: and at the left side of the view to open the “Project Options” window.

3. In the “Project Options” dow, click the “Display” category at left. To the right, you can then check the
“Entry bar” checkbox ginder the “Show these elements” section.
4. Then click the “O&button at the bottom of the “Project Options” window.

NP

1. To edit content for selected cells, enter the changes into the large white bar within the Entry

Bar. Notethat when you begin to type, a small checkmark button and a small “x” button appear to the

left ntry.
2. r%u have finished entering or editing the content within the large white box, you can click the
mark button that appears to save the entry into the selected project cell.
3. can also click the small “x” button that appears to cancel the entry.

©TeachUcomp, Inc. Introductory Project 13



ACTIONS- <

GETTING ACQUAINTED WITH PROJECT i; .

USING THE STATUS BAR: Q

1. At the bottom of the application window is the Status Bar. Within this bar you can see @ f the three

modes for Microsoft Project at the left end: “Ready,” “Edit,” or “Enter.” If the word “Ready” appears,

Project is ready to do just about anything that you want. This is the mode that you 0 see displayed

in the Status Bar before you begin a task.
2. The next mode you will often see displayed in the Status Bar is “Edit.” If you @w “Edit” mode, that
t that you have not

means that you have changed the content of a selected cell in your projec
able to you when you

moved from the cell to finish editing the contents. Many commands will be
are in “Edit” mode. Q
3. The last mode you will often see displayed in the Status Bar is
mode, but is shown when you are initially entering information into a
as when using “Edit” mode, however, most commands will be und
entry in the currently selected cell, which then returns you to “Read
4. Next to the cell mode indicator, you will see the task mode_indicator. This determines how Project
schedules new tasks. It defaults to “New Tasks: Manually Sch @ ed,” but you can click it to change it to
“New Tasks: Auto Scheduled” if you desire. When you then create new tasks in your project, this setting
determines how the task dependencies will relate to Qother when the tasks are linked within a

is is much like the “Edit”

cell within a project file. Just
ilablg to you until you finish data
mode.

project. For most projects where you want to have the akility to change the duration of a predecessor
task and then have Project automatically reschedule ed dependent tasks, you will want to create
the tasks using the “New Tasks: Auto Schedule ” ode. We will discuss this feature in the chapter
on tasks. \

5. At the far right end of the Status Bar you can iew Shortcuts and the Zoom slider. You can click
the View Shortcuts buttons to quickly switch n the most commonly used views of your project file.
6. You can use the Zoom Slider to chang th@niﬁcaﬂon level of the view of your project file. This does
not modify the file in any way, but rath(;r\n s your perception of how close or far away the contents
appear onscreen. You can click and e slider left towards the minus symbol to decrease the
magnification level. You can also cli d drag the slider to the right, or towards the plus sign, to
increase the magnification level. ny views, such as the default Gantt Chart View, note that this

changes the timescale aspects in the view, but does not change the magnification of the task list
shown in the view. It does magn aspects of graph views when used.

.t\

1. To enable touch mode, clitk the small drop-down arrow at the right end of the Quick Access toolbar to
display a listing of thfmost commonly used commands.

USING TOUCH MODE- 201

2. Then click or ta “Touch/Mouse Mode” command in the drop-down menu to add that button to the
Quick Acces .

3. You can th ble or disable touch mode by clicking or tapping the “Touch/Mouse Mode” button
within the Qﬁccess toolbar.

4. From th wn menu that then appears, you can select the mode you prefer to use: “Mouse” or
“Touch”

d with more space surrounding them onscreen.
n select the “Mouse” choice to toggle touch mode off, restoring the default size of the buttons
onsg€reen.

5. Wt@ uch” mode is enabled the buttons within the Ribbon and Quick Access toolbar will appear
r
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EXERCISES-

GETTING ACQUAINTED WITH PROJECT N

1.

Purpose: Q

To be able to find the basic tools in the Microsoft Project application environment.

NP

No obkow

Exercises: %

Open Microsoft Project. @

If using Project 2013, click the “Blank Project” button within the startup sc@to create a new, blank
project file.

Locate the Ribbon within the application interface.

Locate the Status Bar within the application interface.

Click the “Resource” tab in the Ribbon to see the buttons that ar&

Click the “Task” tab in the Ribbon to see the button groups av

Exit the Microsoft Project application by clicking the “x

application window. Q

|n the upper right corner of the
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CHAPTER 2-
PROJECT BASICS

2.1- OPENING PROJECTS
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2.6- PLANNING A PROJECT Q
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PROJECT BASICS

2.1- Opening Projects: Q

When you initially open Project 2013, you can see a listing of recently opened proje shown in
the panel at the left side of the startup screen, under the “Recent” section. You can open one®f these listed
project files by clicking on its nhame within the panel to reopen it. However, if the prmle you want to
open is not shown in the listing, then you can click the “Open Other Projects” com jthin the panel to
reveal the “Open” category within the backstage view.

If you are already working within Project and wish to open another projeg '"you can also display
the “Open” category within the backstage view by clicking the “File” tab within Ribbon and then clicking
the “Open” command at the left side of the backstage view. If using Project 2 @ he “Open” dialog box will

then appear, which you can use to select the project file to open.

If using Project 2013, however, then at that point you will instea locations within which you
can look for a file to open displayed to the right of the command panel% packstage view. If the file you
want to open is saved within your SkyDrive, then click the “SkyDrive” cheicg. If the file that you want to open
is located on your computer, then click the “Computer” command, will then see any recently accessed
folders within your selected place listed within the “Recent Folg section. You can click one of these
folders to open the location within the “Open” dialog box. If there afgno folders listed within these sections,
or if the folder you want to open is not listed, then you car@the Browse” button to launch the “Open”

a

dialog box where you can select a folder to view.

In the “Open” dialog box that appears, you can e to the folder location you want to view, if
needed. Within the selected folder you should see icomsfor the file that displays the project file’s name
within the files and folders shown in the “Open” dialo :

To open a file from the selected location, £li e icon for the file that you want to open and then
click the “Open” button in the lower right cornerof “Open” dialog box. Alternately, you could also just
double-click on the icon of the file shown in % dialog box to open the file.

If using Project 2013, then also noti t if you are simply trying to open a recently accessed

project file, you can select the “Recent ” command within the “Open” category of the backstage
view. You can then click on the name o:a ecently opened files that appear in the list to the right of the

command panel to reopen them. This tes the “Recent” section shown in the startup screen in Project.

'

To close the currentl Iayed project file that you have opened, click the “File” tab in the Ribbon
and then click the “Close” €g@mmfand button at the left side of the backstage view. You can also just click the
“X” in the upper right corner ofthe project file window to close the current project file. Clicking the “x” within
the project file window iyequivalent to executing the “Close” command. Note that if you click the “x” in the
upper right corner application window, you will instead exit the entire application, closing all open

projects. \
L
S
.

2.2- Closing Projects:
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PROJECT BASICS N

2.3- Creating New Projects: Qs ,

When you first open the Project 2013 application, you will be presented with the stcreen that
allows you to create a new project file. In Project 2010, a new blank project file is displayed when you
initially open the program. However, if you want to create a new project file while using ject you can click
the “File” tab in the Ribbon and then select the “New” command from the command @t the left side of
the Backstage View. This will display any available templates in the panel at the ri itle of the view. You
can choose to start a new project from one of the many templates available, or, n choose to simply
create a new blank project.

If using Project 2013, then simply click on the type of project file templ at you want to use as the
basis for your new project file. To create a new, blank project file, click the=Blarnk Project”’ choice. If using
Project 2010, then in the “Available Templates” panel you can select a y shown to have the content

for the selected category appear. For whichever category is selected, 44ou Will see several common items
that you can create. To create a new, blank project file, select the “Bl oject” icon within the “Available
Templates” section. Once you have made your selection, click the e” button in the lower right corner
of this window.

2.4- Saving Projects:

After you have made any change to a projectéileou want to keep, you should save the project
file. Learning to save your work frequently is one of N important computer skills you can have. When
you save a project file for the first time, you mus &ahe “Save As” command so that you can choose
where to save the file and what to name it. To do@lick the “File” tab within the Ribbon. Then click the
“‘Save As” command in the command panel sh the left side of the backstage view. If using Project
2010, that will then open the “Save As” dial ich you can use to save the project file.

If using Project 2013, however, th\ e right of the command panel you will instead see the
places that are available for you to save@e. These include your “SkyDrive” folder for Microsoft user
accounts and your “Computer.” When y e to your SkyDrive folder, the file will be saved on an online
computer that you can access from puter you can access with your Microsoft user account. If you
select the “Computer” choice, the filg wilhbe saved locally on the computer at which you are working.

If you are signed into your c uter and Microsoft Project 2013 by using a Microsoft user account,
then you can click the “SkyDrive® choice to save to your online SkyDrive folders. After selecting this choice,
you will see any recently se kyDrive folders shown to the right under the “Recent Folders” section.
You can click on a recen ed folder to select it as the save location. At that point a “Save As” dialog
box will appear. If you have ng folders listed in the “Recent Folders” section, then instead click the “Browse”
button to open a “Save As” dialog box where you can then select the desired folder within the SkyDrive to
use for the save opejati

n choose to save the file to your computer versus the SkyDrive. You may choose
signed into Microsoft Office 2013 using a Microsoft user account, or if you know that
access the file on any other computers. If this is the case, then select the “Computer”

to do this if you 3

you will not ==@

choice. Just WRENn saving to the SkyDrive, you can select a recently used folder on your computer from
the “Rece Iders” section or click the “Browse” button to open the “Save As” dialog box.

A s€lecting a location to save the project file, the “Save As” dialog box appears. In this dialog
box, e le name into the “File name” field. File names should be short and descriptive. Project will not

rithan sign [>], the less than sign [<], the asterisk [*], double quotes [*"], or the pipe symbol [|]. Give it

g% the following symbols in a file name: the colon [:], the forward slash [/], the back slash [\], the
an that you will remember, and be sure to remember to which folder you saved it. This latter step is
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4

2.4- Saving Projects (cont’d.):

often more crucial. People will often remember what they called a file, but can’t remember ihlch folder
they saved it. Once you have entered the file name and noted the save location, click the¥&ave” button

within the “Save As” dialog box to finish saving the file.

Once you've named the file and saved it, its name will appear in the title b %that, when you
make changes in the future that you want to save, you can just click the “Save” bu ifh the Quick Access
toolbar, or click the “File” tab in the Ribbon and then click the “Save” command. Y, iPnot have to re-enter

the file name and select a location. Project will save the changes automatically tostheexisting file.

2.5- Changing Project Views:

&ct ;ata available for you to use.

Chart” view of the project. This view

Within Microsoft Project, you have many different views of th
Remember that the default view of a project file is called the “Ga
displays the tasks associated with the currently displayed projec ntry” table that appears at the left
side of the view. The duration and relationships between these is then shown in the timescale bar
chart to the right of the tasks. The “Gantt Chart” view is a fa@m n and comprehensive way of viewing

wi

tasks within a project, and so it is the default view show: n Microsoft Project. Most views that are
provided simply focus on showing task details or resour e details. Next, you will learn how to switch
between the different views of a project and what yow erally expect to see within the views that are
available. \

You can change the view of the currently,
Ribbon. You can change the view shown by clic
button group. When you click the drop-down arr
click the name of the task view that you wis

ed project file by clicking the “Task” tab in the
op-down arrow on the leftmost button in the “View”
u will see a listing of the possible task views. Simply
to apply it to your project file. Note that you can see and
apply all of the views that are available, in any custom views that you have created, by selecting the
“More Views...” command from the butt p-down listing to open the “More Views” dialog box. Within
this dialog box, you can click the nam%\ view that you wish to apply from the scrollable listing shown.
You can then click the “Apply” buttop=wi the “More Views” dialog box to apply the selected view to the
currently displayed project. %
Also note that many of the vieWs, including the default “Gantt Chart” view, include a split between
the two panes that appear. Y%n also adjust the placement of this split line by simply clicking and

dragging on the split line m‘l placement.
In addition, for ak hat displays a split screen, such as the “Gantt Chart” or “Task Usage”
the

views, you can click into sk table shown within the view and change which table of data is shown. By
default, the table shown js the “Entry” table. You can change which table is shown by first clicking into the
table part of the vi at is displayed onscreen. Then click the “View” tab in the Ribbon. Then click the
“Tables” drop-dewnWautton in the “Data” group. You can then click the name of the type of table data that
you would like t ithin the table view from the drop-down listing of table types that appears.

>
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2.6- Planning a Project: Q

You can create a project plan for your new project by clicking the “Project” tab in ibbon, and
then clicking the “Project Information” button in the “Properties” button group after creatingwa”new, blank
project file. A project plan allows you to set the basic parameters for the project file.
In the “Project Information” dialog box, you can enter the “Start date:,” the “C
select “Project Start Date” from the “Schedule from:” drop-down menu. This allows
tasks from the given start date. Note that you can set a “Finish date:” and th
finish date back to the current date, if desired, but that is typically much mor
typically only useful when you have a standard project that contains stz
controlled tasks that you know must end by a specified date, and simpl 0 know when the project
should begin. Otherwise, you will probably want to pick the start date, @ Iculate tasks from the start
date to find the projected end date. Note that you only need to give MickgsoftiProject either the start date or
the end date- it will calculate the other date based on the task wor hat you then enter. Scheduling
from a specified start date causes Project to schedule all tasks to beoi soon as possible. This also gives
you the most scheduling flexibility when entering tasks for the pr
Next, you can use the “Calendar:” drop-down to select the ult working calendar to use. You can
select either “24 Hours” to allow for 24 hour scheduling of @rela ed work; “Night Shift,” to allow for the

ate:,” and then
oft Project to track
ule tasks from the
omplicated. This is also
, easily measured and

scheduling of project-related tasks from 11PM to 8AM Monday’through Saturday with a one-hour break
each day; or “Standard,” to select scheduling of pro'ec@ tasks from 8AM to 5PM Monday through
Friday with a one-hour lunch break each day.

Finally, if using Microsoft Project Profession%may have special custom fields and field values
that need to be entered for your project. If these eeded they will be shown in the “Enterprise Custom
Fields” area, where you can enter any custom fi €s, as necessary.

Once you have entered the necessary infofmation into the “Project Information” dialog box, you can
then click the “OK” button to set the basic p&' ormation.
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ACTIONS-
PROJECT BASICS .

w N

© N

10.

11.
12.

13.

14.

15.

OPENING PROJECTS: Q

If using Project 2013, you can see a listing of recently opened project files shown in theI at the left
side of the startup screen, under the “Recent” section. If using Project 2010, skip to step #4¢

You can open one of these listed project files by clicking on its name within the pan eopen it.

If the project file you want to open is not shown in the listing, you can click the 2 Other Projects”
command within the panel to reveal the “Open” category within the backstage vi
If you are already working within Project and wish to open another projecti
“Open” category within the backstage view by clicking the “File” tab within
the “Open” command at the left side of the backstage view.

If using Project 2010, the “Open” dialog box will appear, which you
open. You can then skip to step #11. I !
e&he

'you can display the
bon and then clicking

to select a project file to

If using Project 2013, however, then at that point you will instead s ations within which you can
look for a file to open displayed to the right of the command panel i backstage view.

If the file you want to open is saved within your SkyDrive, click wSKyDrive” choice.

If the file that you want to open is located on your computer, e “Computer’ command.

You will then see any recently accessed folders within your S€lected place listed within the “Recent
Folders” section. You can click one of these folders to o e location within the “Open” dialog box.

If there are no folders listed within these sections, or if t%er you want to open is not listed, then you
can click the “Browse” button to launch the “Open;di g¥ox where you can select a folder to view.

In the “Open” dialog box that appears, navigate t\] der location you want to view, if needed.

Within the selected folder you should see an icomgr the file that displays the project file’s name within
the files and folders shown in the “Open” dialo

To open a file from the selected location, cligk the/icon for the file that you want to open and then click
the “Open” button in the lower right cor er@ “Open” dialog box. Alternately, you could also double-
click on the icon of the file shown in the& dialog box to open the file.

If using Project 2013, also notice tha are simply trying to open a recently accessed project file,
you can select the “Recent Projects” €0 nd within the “Open” category of the backstage view.
You can then click on the name recently opened files that appear in the list to the right of the

command panel to reopen them@

9

/

&
&

%‘b
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CLOSING PROJECTS: Q

To close the currently displayed project file that you have opened, click the “File” tab inibbon and
then click the “Close” command button at the left side of the backstage view.

You can also just click the “x” in the upper right corner of the project file window,
project file. Clicking the “x” within the project file window is equivalent to
command.

Note that if you click the “x” in the upper right corner of the application wind

ose the current
ng the “Close”

will instead exit the

entire application, closing all open projects.

CREATING NEW PROJECTS:

w N

allows you to create a new project file.

In Project 2010, a new blank project file is displayed when yo, lally open the program.

However, if you want to create a new project file while using ect you can click the “File” tab in the
Ribbon and then select the “New” command from the ¢ and panel at the left side of the Backstage
View. This will display any available templates in the pafiel atthe right side of the view.

When you first open the Project 2013 application, you will be%&ed with the startup screen that

You can choose to start a new project from one of t templates available, or you can choose to
simply create a hew blank project. ¢
If using Project 2013, then simply click on the t roject file template that you want to use as the

basis for your new project file. To create a hew, roject file, click the “Blank Project” choice.

If using Project 2010, then in the “Available %es” panel you can select a category shown to have
the content for the selected category appear. ®or whichever category is selected, you will see several
common items that you can create. To& new, blank project file, select the “Blank project” icon
within the “Available Templates” sectiof.

Once you have made your selection, @e “Create” button in the lower right corner of this window.

SAVING PROJECTS: @

7.

To save a project file for theffirst time, click the “File” tab within the Ribbon and then click the “Save As”
command in the comma | shown at the left side of the backstage view.

If using Project 2010, open the “Save As” dialog box which you can use to save the project file.
If using Project 2013, ver, then to the right of the command panel you will instead see the places
that are available for you to save the file.

If you are signedgntd your computer and Microsoft Project 2013 by using a Microsoft user account, then
you can clic Drive” choice to save to your online SkyDrive folders.

After selecti iS choice, you will see any recently selected SkyDrive folders shown to the right under
the “Rece ers” section. You can click on a recently accessed folder to select it as the save
location. oint a “Save As” dialog box will appear.

If you o folders listed in the “Recent Folders” section, then click the “Browse” button to open a
“Save'Ag” dialog box where you can select a folder within the SkyDrive to use for the save operation.
Altgr , Yyou can select the “Computer” choice. Just as when saving to the SkyDrive, you can select

open the “Save As” dialog box.

% ly used folder on your computer from the “Recent Folders” section or click the “Browse” button

td.)
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SAVING PROJECTS (CONT'D.): Q

8. After selecting a location to save the project file, the “Save As” dialog box appears. Inlalog box,
enter a file name into the “File name” field. File names should be short and descriptive. G e it a name
that you will remember, and be sure to remember to which folder you saved it.

9. Once you have entered the file name and noted the save location, click the © tton within the
“Save As” dialog box to finish saving the file.

10. Once you’ve named the file and saved it, its name will appear in the title bar.

11. After that, when you make changes in the future that you want to save,
button in the Quick Access toolbar, or click the “File” tab in the Rib
command. You will not have to re-enter the file name and select
changes automatically to the existing file.

just click the “Save”
d then click the “Save”
on. Project will save the

CHANGING PROJECT VIEWS:

=

group.

Click the “Task” tab in the Ribbon. Q
2. You can change the view shown by clicking drop-down agw on the leftmost button in the “View” button
3. When you click the drop-down arrow, you will see a§

of the possible task views. Simply click the
name of the task view that you wish to use to appfy,it ur project file.

4. To see and apply all of the views that are avall uding any custom views that you have created,
select the “More Views...” command from the W drop-down listing to open the “More Views” dialog
box.

5. Within this dialog box, you can click the na the view that you wish to apply from the scrollable
listing shown. \

6. You can then click the “Apply” button % he “More Views” dialog box to apply the selected view to

the currently displayed project.

7. Also note that many of the views,% g the default “Gantt Chart” view, include a split between the
two panes that appear. You c adjust the placement of this split line by simply clicking and
dragging on the split line to adju@placement

8. In addition, for any view that,dis s a split screen, such as the “Gantt Chart” or “Task Usage” views,

you can click into the taskt% shown within the view and change which table of data is shown. By

default, the table sho @ ntry” table.
9. You can change Whl\k is shown by first clicking into the table part of the view that is displayed

onscreen.
10. Then click the “View” gab in the Ribbon.
11. Then click the 1@3 drop-down button in the “Data” group.
I

12. You can th click the name of the table that you would like to see in the table view from the
drop-down i table names that appears.

%‘b
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PLANNING A PROJECT: Q

1. You can create a project plan for your new project by clicking the “Project” tab in the , and then
clicking the “Project Information” button in the “Properties” group.

2. In the “Project Information” dialog box, you can enter the “Start date:,” the “Curg ate:,” and then
select “Project Start Date” from the “Schedule from:” drop-down menu. This allo %osoﬂ Project to
track tasks from the given start date.

3. Note that you can set a “Finish date:” and then schedule tasks from the fini back to the current
date, if desired, but that is typically much more complicated. This is also EE only useful when you

have a standard project that contains standard, easily measured and lled tasks that you know
must end by a specified date, and simply wish to know when the proj Id begin. Otherwise, you
will probably want to pick the start date, and calculate tasks from the ate to find the projected end
date.

4. Note that you only need to give Microsoft Project either the start dal he end date- it will calculate the
other date based on the task workload that you then enter. uling from a specified start date
causes Project to schedule all tasks to begin as soon a: ible. This also gives you the most
scheduling flexibility when entering tasks for the project.

5. Next, you can use the “Calendar:” drop-down to select
select either “24 Hours” to allow for 24 hour schedulin
the scheduling of project-related tasks from 11PM
break each day; or “Standard,” to select sched Il’n\
through Friday with a one-hour lunch break each .

default working calendar to use. You can
roject-related work; “Night Shift,” to allow for
Monday through Saturday with a one-hour
oject-related tasks from 8AM to 5PM Monday

6. Finally, if using Microsoft Project Professional, ay have special custom fields and field values that
need to be entered for your project. If thes eded they will be shown in the “Enterprise Custom
Fields” area, where you can enter any ¢ s%‘d values, as necessary.

7. Once you have entered the necessary tion into the “Project Information” dialog box, you can

then click the “OK” button to set the ba% ect information.
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EXERCISES-

Purpose:

1. To be able to create a basic project file in Microsoft Project.

PROJECT BAsics ,é\,_
<
O

Exercises: %
Open Microsoft Project. @

If using Project 2010, click the “File” tab in the Ribbon and then click thé "’ command.
Click the “Blank project” icon in the available templates section to the, rig
Click the “Create” button in the lower right corner of the backstage
Click the “Project” tab in the Ribbon.
Click the “Project Information” button in the “Properties” button @
Enter the information shown in the following illustration into
appears. Note that, depending upon which version of Mig Project you are using, not all of the
fields shown may be available.

N~ WNE

Start date: | Man 1/8/14 vl Current date:

Mon 1/6/14

Status date:

Finish date:

Schedule from: | Project Start Date v| calendar

All tasks begin as soon as possible. Priority:

Enterprise Custom Fields

Department:

Custom Field Mame

Help | oK | | Cancel

| | statistics..

9. Click the “O ton within the “Project Information” dialog box to finish.
in the Ribbon, and then click the “Save As” command in the backstage view.

10. Click the“gil
11. If using 2013, select the “Computer” choice and then click the “Browse” button to the right.

12. As” dialog box that appears, select the “Documents” folder (Windows only). If using
hoose another default folder on your computer to use for saving your practice files.
13. Project” into the “File name:” text box at the bottom of the dialog box.

14. iCk.Save” in the lower right corner of the “Save As” dialog box.
15. the “x” in the project’s window to close the sample project file that you just saved. You will use
@ file to complete the upcoming sequential exercises throughout this entire course. Each

xercise builds upon the previous exercise, so please complete them in order.

©TeachUcomp, Inc. Introductory Project 25



CHAPTER 3-
TASKS
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3.2- EDITING AND DELETING TASKS
3.3- SETTING TASK DURATION
3.4- LINKING TASKS

3.5- MARKING MILESTONES
3.6- USING PHASES AND SUMMARY ~

3.7- UsING TASK NOTES

©TeachUcomp, Inc. Introductory Project

26



TASKS

3.1- Creating Tasks: Q

After you have created your initial project file within Microsoft Project, you will need tr the tasks
that comprise the project. Simply put, you need to enter the actual work that needs to be don€"to complete
the project. In Microsoft Project, you enter this work as tasks within the project file. Iu@ chapter we will
examine how to create tasks within a project file.

First, switch the working view of the project file to the “Gantt Chart” view. if) this view, you will
enter the individual tasks that comprise the work that needs to be accomplished i able view at the left
side of the screen. To enter a basic task, simply click into the first empty cell ung “Task Name” column
in the table, and then type a name for the task. Then press the “Enter” key o keyboard to set the task
name and move down to the next cell in the task list.

Notice that this method only enters the name of the task into theg
enter the names of tasks, the program sets a default value for the “Durati
You can click any cell shown in the list under those columns and then ge the values directly in the cell.
Be sure to press “Enter” on your keyboard to confirm your change cell’s values.

If you would prefer to enter all of the task details into a te window at once as you create the
task, there is certainly a way to do this. To do this, simply click intohe “Task Name” field of a blank cell in
the task list, and then click the “Information” button in the “P, rties” button group on the “Task” tab in the
Ribbon. Doing this will display the “Task Information” dialog\oox, where you can input all task information
that is available, before saving the task into the task Ii§t king the “OK” button.

@ k Name” column. When you
wStart,” and “Finish” columns.

3.2- Editing and Deleting Tasks:

As you are creating your tasks in your t file’s task list, you will eventually need to edit, or
possibly even delete, the tasks that have m ered. To change the information shown in the task list,
you can click the cell whose contents you ywi edit, and then click again directly over the text within the
cell to place the text insertion marker int @II. You can then make your changes, as desired. Be sure to
press the “Enter” key on your keyboA click into another cell, to save your editing changes when
finished.

If you chose to display the [fentry” bar within Project. You can select the cell to edit and then
change the value directly in the Zcell éntry” bar above the Gantt Chart view. Be sure to click the checkmark
button in the “cell entry” bar to %e any changes that you make. You can also click the small “x” button to
cancel your editing chan es@
changes, as well. K

Another way to edit CeJl data is to simply double-click the cell whose values you wish to change or
click the “Information” buiton in the “Properties” button group on the “Task” tab in the Ribbon to open the
“Task Information” di box. Make your editing changes, as needed, and then click the “OK” button to
save it.

If you wij elete a task from your task list, you can simply click the far left gray square that
appears to th the task details in the table to select the task row. Note that the task row will turn black
when it has elected. You can then press the “Delete” or “Del” key on your keyboard to delete the
selected t ernately, you can simply right-click anywhere into the task row of the task that you want to
delete, ? en click the “Delete Task” command from the pop-up menu that appears.

@

red. You can also press the “Enter” key on your keyboard to save your
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TASKS

3.3- Setting Task Duration: Q

Each task that you create within your project file must have a duration. This n can be
measured in any unit of time from minutes to months, but most often is measured in terms of R@Urs, days, or
weeks. When entering your tasks into the task list, you can enter the duration into the ?
the table view within the Gantt Chart view. You can also enter this information into
dialog box on the “General” tab if you use that method of task entry.

When you set the duration of a task, remember that Microsoft Project wil
as possible- but only scheduling time during the available work hours that you_ g
the “Calendar” choice within the “Project Information” dialog box. For ¢
“Standard” calendar when you defined the working schedule when creating
scheduled will only be scheduled during the Monday through Friday, 8AN
calendar choice.

Also note that duration can be entered in several ways, using

You can use “m” for “minutes,”; “h” for “hours,”; “d” for “days,”; “w”{0 eeks,”; and “mo” for “months.” For
example, using a “Standard” work schedule for a task that s @ a “Monday,” and has “5d” as the
duration, will finish on the following “Friday” of that same week. Sin€€ Microsoft Project is a task scheduling
application, note that you will most often set the “Duration” sk, and not the “Start” date. When you set
a “Start” date, Microsoft Project will interpret that as a consﬁon when that task can occur, and will not
schedule it ahead of the specified start date. Most o tes are linked to other tasks, and one task can
begin whenever the other finishes. Setting a task iOms&nd linking tasks to each other in order of the
necessity of their completion, versus specifying a defifitive’start date, allows Microsoft Project to change the
start and end times of tasks within a project file to e scheduled reality of the workload.

Also note that it is possible to schedule 4askssto occur on non-working times, as indicated by your
scheduling calendar. For example, assume,that yoli» needed to enter a task such as “Wait for paint to dry,”
when creating a remodeling project file. Note though this is a critical step- it is also a passive step that
requires no active work. In this case, you er the task as an “elapsed” duration task- that is, one that
simply occurs regardless of the workingzc le. To enter an elapsed time duration for a task, you simply

‘e” bbreviation used. Using the previous example, you could enter

le the task as soon
d for the project using

enter the abbreviation “e” before the t
an elapsed task duration for the “W, r paint to dry” task by typing “2eh” into the “Duration” field for that
task. That would set an elapsed tim 0 hours (that do not need to be performed during scheduled work
hours) for the selected task. While the vast majority of tasks that you perform are not “elapsed time” tasks, it
is very useful to know how to se duration of these types of activities, if needed.

Also notice that if sing the “Task Information” dialog box for task detail entry, you can check
the “Estimated” checkbo& 0 any duration that you enter to explicitly define the task as an estimate in
the task list. Of course, the durations of many tasks in many types of projects are estimates, but checking
the “Estimated” checkbolsimply adds a question mark to the end of the “Duration” time. This gives others a
visual indicator that@'ne shown is just an estimate. You can also perform this same activity by typing the

tion that you enter directly into the task list in the “Duration” column. These are just

“?” at the end of
two different WQ erforming the same activity.
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\’
3.4- Linking Tasks: QE

Many tasks in the task list for your project file share a type of dependency. For e@e, perhaps
“Task A” must be completed before you can start “Task B.” You can model this task depend using task
linking within Microsoft Project. There are four types of task links that you can create: %h-to-Start (FS),”
“Start-to-Start (SS),” “Finish-to-Finish (FF),” or (rarely) “Start-to-Finish (SF).” With t ish-to-Start (FS)”

link, the start time of the dependent task is linked to the finish time of the predecess k. Using the “Start-
to-Start (SS)” link makes the start time of the dependent task the same as the s of the predecessor
task. Using the “Finish-to-Finish (FF)” link makes the end time of the dependen the same as the end

time of the predecessor task. Rarely used is the “Start-to-Finish (SF)” link t -@ his is because using this
type of link makes the end date of the dependent task the same as the s date of the predecessor task.
Most commonly used is the “Finish-to-Start (FS)” link. This is the type at is created when the user
clicks the “Link Tasks” button found within the “Schedule” button group 6, the¥J ask” tab in the Ribbon.

To create a relationship between two tasks in your project file y ust first select the two tasks that
you would like to link within the task list in the Gantt Chart view r project file. You can then easily
create a “Finish-to-Start (FS)” link between them by simply the “Link Tasks” button within the
“Schedule” button group on the “Task” tab in the Ribbon. Also not&that if you have a listing of tasks that
should be sequentially linked using the (FS) link type, you ¢ ick and drag over the tasks that you wish to
link in the task list table first, and then click the “Link Tasks™Wutton. You can select non-sequential tasks in
the task list, if needed, by clicking on the first task to gele@'n the list and then holding down the “Ctrl” key
on your keyboard while you click any other tasks that Id like to select. Finally, release the “Ctrl” key.
That is how you select non-adjacent tasks in a list. te that this is the same method of non-adjacent
cell selection that is used in many other Microsoft applications, such as Microsoft Excel.

You can also unlink selected tasks from a,C of tasks. To do this, just select the task or tasks that
you wish to unlink, first. Then click the * Ii%ks” button within the “Schedule” button group on the
“Task” tab in the Ribbon. Note that if you unli task from a sequence of tasks, Microsoft Project will re-
draw the linking lines between the remaini s in the sequence in the Gantt Chart view.

If you wish to change the type§O k that is created between two tasks, you can select the
dependent task within the relationshipsmthen click the “Information” within the “Properties” button group
on the “Task” tab in the Ribbon tmn the “Task Information” dialog box. In this dialog box, click the
“Predecessors” tab. Here you will listing of this task’s predecessor tasks, and the type of link that
these two tasks share. You canftlick into the “Type” column for the desired predecessor task shown, and
then select the desired type g &ink to apply to the task from the drop-down list of choices. Remember to
click the “OK” button in t “@nformation” dialog box to save your changes after you make them.

Also note that if y& ge the duration of a predecessor task, the start times of its dependent tasks
may change, as long as they have no “Start” time constraint that has been specified. As long as you have
“‘New Tasks: Auto Sche(ﬂed” selected for the new task creation mode when creating your tasks, this will be
the case. You can hange the task mode of a task that has been entered by using the “Task Mode”
drop-down in th 6 row to select either “Manually Scheduled” or “Auto Scheduled.” Any time you
change the dur an “Auto Scheduled” task and Microsoft Project updates the dependent tasks- it also
colors those d cells a light blue color so that you will notice the updates that have been made. This
makes it eaSi view changes made to the project schedule. When you click the “Save” button in the
Quick Acegssteolbar to save your changes, these highlights will then disappear.

have not been creating new tasks using the “New Tasks: Auto Scheduled” task mode, but
ir%@ been using the “New Tasks: Manually Scheduled” task mode, you can still update dependency

li ween tasks. To do this, select the manually scheduled dependent tasks in the list to update, and
thencliek the “Respect Links” button in the “Scheduling” group on the “Task” tab in the Ribbon.
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3.5- Marking Milestones: Q

You can enter “milestone” tasks to indicate that a specified minor project has been
accomplished. Unlike many other tasks, milestone tasks often have no duration entered, as”they simply
indicate that a series of tasks has been finished. However, you can set any task in agroject task list as a
“milestone” task. If the task has a specified duration, the entire duration will not be d the bar chart at
the right side of the Gantt Chart view- only the last day of the duration will be sho is day will also be
marked with a small black diamond, which is the indicator used to denote a miles

You can mark any task as being a milestone task by simply using the *
to enter or edit the desired milestone task. To mark a task as a milestone ta
tab within the “Task Information” dialog box of the selected task. Then ¢
checkbox within this tab. Finally, click the “OK” button within the “Task |
changes. You can also insert a milestone task by clicking the “Milesto
on the “Task” tab in the Ribbon. Note that the milestone appears as a

k.
formation” dialog box
ply click the “Advanced”
“Mark task as milestone”
ion” dialog box to save your
in the “Insert” button group
Il black diamond within the task

list. If a duration happens to be associated with the task, the small iamond will appear on the last day
of the task’s duration in the bar chart within the Gantt Chart view r project file.
3.6- Using Phases and Summary Tasks: Q

Often when managing a project, you will have a @ ping of related tasks that create a larger task
phase. You can group these lower-level tasks, whi often linked together, into a larger task- often
called a phase, or summary task. The summary t hase, consists of the various tasks that must be
completed to finish that part of the project. In this , we will examine how to indicate a phase within a
project file by using summary tasks.

One way to create a task phase is t@"a task that is placed above the various subtasks within
the phase. You do not need to set a durati is task, as it is a summary task- and that means that its
duration is calculated by the sum value of%rations of its subtasks. Simply name the task whatever you
want the phase to be titled and then sav task. Note that you may need to insert a new task above the
first subtask in the phase to enter the ary task. To insert a new task above another task, click the task
above which you want to insert a n@sk, and then click the “Insert Task” button in the “Insert” group on
the “Task” tab in the Ribbon to jnse new task above the selected task. You can then select the new,
blank task and type the name ofithe phase or summary task into the new cell.

Next, select the task the summary task that make up the subtasks within the phase. Once
these have been select an click the “Indent Task” button in the “Schedule” button group on the
“Task” tab in the Ribbon. selected tasks will then be grouped as subtasks below the summary task, or

phase. Note that the duratjon of the phase, or summary task, has then been entered as being the duration of

the related subtasks

You can I@a‘re a summary task by clicking into a blank task row and then clicking the
“Summary” butto e “Insert” group on the “Task” tab in the Ribbon. Project will insert a new summary
task and its fir ask into the project file for you. You can then simply enter the names of the tasks. You
can then clickei e next blank task row to enter the names of any other subtasks until finished. Note that
when you cfeate a new primary task that is not part of the summary task, you will need to enter its
el click the “Outdent Task” button in the “Schedule” button group on the “Task” tab in the
ove it from the summary task above.
note that you can link summary tasks together to note sequential phases in a larger project, if
d%You can also link the start of a summary task to the completion of the last subtask in the previous

phasefif preferred. The scheduling of the tasks is performed by Microsoft Project the same either way.
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3.7- Using Task Notes: Q

You can create task notes, which are one of three main types of notes that are avail Microsoft
Project, to associate additional text, images, or hyperlinks to web pages with a selected task®”To create a
task note, first select the name of the task to which you wish to attach a note from the jistiag of tasks. Next,
click the “Task Notes” button in the “Properties” button group on the “Task” tab in th . When you do
this, the “Task Information” dialog box appears again, with the “Notes” tab appear otice that you can
add task notes while creating or editing tasks in this same dialog box by simply over to the “Notes”
tab to enter your task notes while performing either task.

You can then click into the large, white “Notes:” area and enter any te @ you would like to include
as a note to this particular task. You can also click the “Insert Object” douttor’in this area to attach an
external file to this note, if desired. Once you have entered the desire % or this task, be sure to save
your changes by clicking the “OK” button within the “Task Information”

After you have applied a note to a task, you will see a smal
column within the Gantt Chart view of your project file. You can h
the note to view the content of the note in a small pop-up windo

You can remove a note from a selected task by simply sel g the task that contains the note that
you wish to delete, first. Next, click the “Clear” button in the E@iting” group on the “Task” tab in the Ribbon,
and then select the “Notes” command from the button’s drég-down menu to delete any notes associated

with the selected task. . O

N
A(b
<
S

s\O

o
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>
.

icon appear in the “Information”
mouse pointer over the picture of
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ACTIONS-
TASKS .

CREATING TASKS: Q

1. Switch the working view of the project file to the “Gantt Chart” view. Within this view, yougnter the
individual tasks that comprise the work that needs to be accomplished into the table view atthe left side
of the screen.

2. To enter a basic task, simply click into the first empty cell under the “Task Name” in the table,
and then type a name for the task. Then press the “Enter” key on your keyboard the task name
and move down to the next cell in the task list.

3. Notice that this method only enters the name of the task into the “Task Na
the names of tasks, the program sets a default value for the “Duration,” “S
You can click any cell shown in the list under those columns and then cha
cell. Be sure to press “Enter” on your keyboard to confirm your changg

mn. When you enter
and “Finish” columns.
he values directly in the
e cell's values.

Information” dialog box, where you can input all task informati m at is available before saving the task
into the task list by clicking the “OK” button.

EDITING AND DELETING TASKS: O:

1. To change the information shown in the task Iist,&\n click the cell whose contents you wish to edit,
and then click again directly over the text withi | to place the text insertion marker into the cell.
You can then make your changes, as desire .’@re to press the “Enter” key on your keyboard, or
click into another cell, to save your editing % s when finished.

2. If you chose to display the “cell entry” bafwithia’Project. You can select the cell to edit and then change
the value directly in the “cell entry” bar he Gantt Chart view. Be sure to click the checkmark
button in the “cell entry” bar to save %ges that you make. You can also click the small “x” button
to cancel your editing changes, if d& . You can also press the “Enter” key on your keyboard to save
your changes, as well.

3. Another way to edit cell data is t@g&imply double-click the cell whose values you wish to change or click
the “Information” button in the “Properties” button group on the “Task” tab in the Ribbon to open the
“Task Information” dialog bo%ake your editing changes, as needed, and then click the “OK” button to

save it.

4. If you wish to delete a@m your task list, you can simply click the far left gray square that appears
to the left of the task detafs in the table to select the task row. Note that the task row will turn black
when it has been sely:ted. You can then press the “Delete” or “Del” key on your keyboard to delete the
selected task.

5. Alternately, @imply right-click anywhere into the task row of the task that you want to delete, and
then click thess te Task” command from the pop-up menu that appears.

>
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TASKS .

SETTING TASK DURATION: Q

1. Each task that you create within your project file must have a duration, even if the durati ero.
When entering your tasks into the task list, you can enter the duration into the “Duration” n of the
table view within the Gantt Chart view.

2. You can also enter this information into the “Task Information” dialog box on the * I” tab if you use
that method of task entry. Be sure to click the “OK” button in that dialog box to s ur changes when

you are finished editing the task duration.

3. Note that duration can be entered in several ways, using the following abbre\%s, if desired. You can
use “m” for “minutes,”; “h” for “hours,”; “d” for “days,”; “w” for “weeks,”; and . for “months.”

4. To enter an elapsed time duration for a task, you simply enter the abbreyi “e” before the time
abbreviation used.

5. Also notice that if you are using the “Task Information” dialog box fo%
the “Estimated” checkbox next to any duration that you enter to expliei
in the task list. Of course, the durations of many tasks in many t
checking the “Estimated” checkbox simply adds a question

can also perform this same activity by typing the “?” at the end

tail entry, you can check
define the task as an estimate
projects are estimates, but
the end of the “Duration” time. You
ny duration that you enter directly into

LINKING TASKS:

the task list in the “Duration” column. Q

.

1. There are four types of task links that you can cr in"Microsoft Project: “Finish-to-Start (FS),” “Start-
to-Start (SS),” “Finish-to-Finish (FF),” or (rarely) -to-Finish (SF).” Most commonly used is the
“Finish-to-Start (FS)” link.

2. To create a relationship between two tagks\p ya@ur project file you must first select the two tasks that
you would like to link within the task list | antt Chart view of your project file.

3. You can then easily create a “Finish-t FS)” link between them by simply clicking the “Link Tasks”
button within the “Schedule” button gfgups6n the “Task” tab in the Ribbon.

4. You can unlink tasks from a chain S by selecting the task or tasks that you wish to unlink, first.

Then click the “Unlink Tasks” bmithin the “Schedule” button group on the “Task” tab in the Ribbon.

5. If you wish to change the type o hat is created between two tasks, you can select the dependent
task within the relationship, chen click the “Information” within the “Properties” button group on the
“Task” tab in the Ribbon te=epes the “Task Information” dialog box.

6. In this dialog box, cli ﬁ edecessors” tab. Here you will see a listing of this task’s predecessor
tasks, and the type of that these two tasks share. You can click into the “Type” column for the
desired predecessor task shown, and then select the desired type of task link to apply to the task from

the drop-down lis féhoices. Remember to click the “OK” button in the “Task Information” dialog box to
save your chan ter you make them.

7. Also note tha change the duration of a predecessor task, the start times of its dependent tasks
may chan g as they have no “Start” time constraint that has been specified. As long as you
have “N s: Auto Scheduled” selected for the new task creation mode when creating your tasks,
this wil se. You can also change the task mode of a task that has been entered by using the

“Taskdode” drop-down in the task’s row to select either “Manually Scheduled” or “Auto Scheduled.”
8. Ify, been creating new tasks using the “New Tasks: Manually Scheduled” task mode, you can
iI@te dependency links between tasks. To do this, select the manually scheduled dependent tasks
% ist to update, and then click the “Respect Links” button in the “Scheduling” group on the “Task”
n the Ribbon.
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CREATING MILESTONE TASKS: Q

To mark a task as a milestone task, simply click the “Advanced” tab within the “Task Info@m” dialog
box of the selected task.

Check the “Mark task as milestone” checkbox within this tab.

Finally, click the “OK” button within the “Task Information” dialog box to save your S.

You can also insert a milestone task by clicking the “Milestone” button in the “In utton group on the

“Task” tab in the Ribbon. G‘

CREATING SUMMARY TASKS AND PHASES: O

1.

Note that you may need to insert a new task above the first subtask i
task. To insert a new task above another task, click the task above
and then click the “Insert Task” button in the “Insert” group on the*
new task above the selected task. You can then select the ne
phase or summary task into the new cell.

Next, select the tasks below the summary task that make uE the'sybtasks within the phase. Once these

ase to enter the summary
ich Yeu want to insert a new task,
tab in the Ribbon to insert a
task and type the name of the

have been selected, you can click the “Indent Task” butt he “Schedule” button group on the “Task”
tab in the Ribbon. The selected tasks will then be gro s subtasks below the summary task, or
phase. Note that the duration of the phase, or sungm@k, has then been entered as being the
duration of the related subtasks.

You can also create a summary task by clicking i lank task row and then clicking the “Summary”
button in the “Insert” group on the “Task” tab i ibbon. Project will insert a new summary task and
its first subtask into the project file for you. Y then simply enter the names of the tasks.

You can then click into the next blank t @enter the names of any other subtasks until finished.
Note that when you wish to create a ne inary task that is not part of the summary task, you will need
to enter its name and then click the “Ogt ask” button in the “Schedule” button group on the “Task”
tab in the Ribbon to remove it from the sewimary task above.

USING TASK NOTES:

=

Hw

o

Select the name of the task&hich you wish to attach a note from the listing of tasks.
Next, click the “Task t@t on in the “Properties” button group on the “Task” tab in the Ribbon.
When you do this, th% formation” dialog box appears again, with the “Notes” tab appearing.
Notice that you can add task notes while creating or editing tasks in this same dialog box by simply
clicking over to the “Notes” tab to enter your task notes while performing either task.
Click into the “N » area and enter any text you would like to include as a note to this particular task.
You can als@ “Insert Object” button in this area to attach an external file to this note.
Once you h ered the desired note for this task, be sure to save your changes by clicking the “OK”
button witQTask Information” dialog box.

plied a note to a task, you will see a small “note” icon appear in the “Information”
in the Gantt Chart view of your project file. You can hold your mouse pointer over the picture
to view the content of the note in a small pop-up window.
remove a note from a selected task by simply selecting the task that contains the note that you
delete, first. Next, click the “Clear” button in the “Editing” group on the “Task” tab in the Ribbon,
ndithen select the “Notes” command from the button’s drop-down menu to delete any task notes.
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TASKS X é\
<
O

Purpose:

1. To be able to create basic tasks within a project file.

Exercises:

1. Open the “My Project” project file created in the “Exercise” at the end of Ch @

2. Select “New Tasks: Auto Scheduled” from the task status selector within atus Bar.

3. Enter the following data into the “Task Name” and “Duration” columns witlhinsthe Gantt Chart view.

Tazk
0 Mode « | Task Name - uQv
1 Review testing materials &
Compose review guestions és
Create evaluative feedback ays
Compose exam guestions Q days
Ensure standards compliance for questions days

Finalize all questions 1day

Create review and feedbacl& O 2 days

Create exam Q 2 days

4, Click the “Save” button in the Quick Acces@ar to save your changes after you have entered this

[ S VT R

on

LAF OF O I O OF ¥ |

[==]

data.

5. Select tasks 1 and 2 within the ta Qd then click the “Link Tasks” button in the “Schedule”
button group on the “Task” tab in th on to create a “Finish to Start” link between the tasks.

6. Select tasks 2 and 3 within the zal and then click the “Link Tasks” button in the “Schedule”
button group on the “Task” tab in the*Ribbon to create a “Finish to Start” link between the tasks.

7. Select tasks 1 and 4 within th ist. Remember that you can use the “Ctrl” key on your keyboard
when clicking on the tasks eate a non-adjacent task selection. Then click the “Link Tasks”
button in the “Schedule” hutto*group on the “Task” tab in the Ribbon to create a “Finish to Start” link
between the tasks.

8. Select tasks 3 and 5 inthe task list. Then click the “Link Tasks” button in the “Schedule” button
group on the “TaskX he Ribbon to create a “Finish to Start” link between the tasks.
9. Select tasks 5 an ithin the task list, and then click the “Link Tasks” button in the “Schedule”

button group on the “Task” tab in the Ribbon to create a “Finish to Start” link between the tasks.
10. Select tasks B=aghd 7 within the task list, and then click the “Link Tasks” button in the “Schedule”

button greup the “Task” tab in the Ribbon to create a “Finish to Start” link between the tasks.

11. Select taskSyo and 8 within the task list, and then click the “Link Tasks” button in the “Schedule”
button ¢ on the “Task” tab in the Ribbon to create a “Finish to Start” link between the tasks.

12. Clic yave” button in the Quick Access toolbar to save your changes.

13. Se within the task list.

14. C “Milestone” button in the “Insert” button group on the “Task” tab in the Ribbon.

nto the “Task Name” column for this new task and type “Questions Completed” into the cell.

15.
1%@@ the “Duration” column for this new task is “0,” making it a milestone task.
0

)

: (C
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17. Click the “Save” button in the Quick Access toolbar to save your changes.

18. Select task 1 within the task list.

19. Click the “Insert Task” button in the “Insert” group on the “Task” tab in the Ribbop#

20. Select the “Task Name” column for the new task and then type “Question Crea%hase.” Be sure

N
, TASKS X % .
Exercises- (cont’d.): Q

to exit the cell to save your data entry. @
21. Select tasks 2 through 8 in the task list.
22. Click the “Indent Task” button in the “Schedule” group on the “Task” tat‘%e Ribbon to mark the

tasks as being subtasks within a phase.

23. Select task 9 within the task list.

24. Click the “Insert Task” button in the “Insert” group on the “Task” tal Ribbon.

25. Select the “Task Name” column for the new task and then type “Matefial Creation Phase.” Be sure to
exit the cell to save your data entry.

26. If necessary, select task 9 again within the project file. This be the new phase task that you
just created.

27. Click the “Outdent Task” button in the “Schedule” group he “Task” tab in the Ribbon once to
mark the task as being a major task within the projectgile, andhot simply another sub-task within the
preceding phase.

28. Select tasks 10 through 11 in the task list. Q)

29. Click the “Indent Task” button in the “Schedufel on the “Task” tab in the Ribbon to mark the
tasks as being subtasks within the phase you%< eated.

30. Select tasks 7 and 8 in the task list, and thé the “Link Tasks” button in the “Schedule” button
group on the “Task” tab in the Ribbon to “Finish to Start” link between the tasks

31. Click the “Save” button in the Quick AcgesS\oolbar to save your changes.

32. Click the “File” tab in the Ribbon n click the “Close” command at the left side of the
backstage view to close the sam ect file that you just saved. When you are finished, your
project file should appear simila m one shown below. You will continue to use this file to
complete the upcoming se@a exercises throughout this entire course. Each exercise
builds upon the previous cise, so please complete them in the order given to maximize
your overall learning expe%e

15 Wed 1/8 Sat 1/11 Tue 1/14 Fri1A7 Mon 1/20 Thu 1/23 Sun 1/26 Wed 1/29 Sat 2/1 Tue 2/4
~ Duration + § «  Finish v Predecessors 12 1 2 3 4 5 6 7 8 9 10 " 12 1 2 3 4 5 3 7 8 9 10 " 12 1 2 3 4 5 6
ion Phase 22 days Mon Tue 2/4/14 ) 1
i aterials 4 days Mo 61! u1/9/14
s Ofd4 Mon 1/20/14 2 h
eedbad 14 Wed 1/29/14 3
ons 7 0/14 Mon 1/20/14 2 l
iance for questions 3 days
1day
d

Thu 1/30/14 Mon 2/3/14 4 i
e2/4/14 Tue2/4/14 6

days Tue 2/4/14 Tue2/a/14 7 2/4

)a s Wed 2/5/14 Thu 2/6/14

Wed 2/5/14 Thu 2/6/14

Wed 2/5/14 Thu 2/6/14

A333338338az8
i
b
<

~
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CHAPTER 4-
RESOURCES .

4.1- PROJECT RESOURCES OVERVIEW O

4.2- CREATING WORK RESOURCES

2,
4.3- CREATING MATERIAL RESOURCES @Q
4.4- CREATING CoST RESOURCES O

4.5- ENTERING COSTS FOR PROJECT E%U@

4.6- SCHEDULING WORK RESOURCES Q

4.7- CREATING NEW BASE GALJENA@Q
L 4
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4.1- Project Resources Overview: Q

Resources, within Microsoft Project, can be defined as the different people, equip@ materials,
and costs used to complete the tasks within a given project file. Resources, therefore, c ften be as
varied as the tasks that they are required to complete within a given project. Gener Il projects need
some people resources, and many projects also require the use of other equipm %t, and material
resources. Within Microsoft Project, you can create the various resources that yo uire to complete a
project. You can assign costs to the resources, and also set a schedule of avaj or your project file.
This feature assists many project managers in tracking the time and cost c ints of their ongoing
projects within an organization. In this chapter, you will learn how to create arious types of resources
that are available within a project file: work resources (both people and equi , material resources, and
cost resources. ‘

Note that you will now switch to a different working view wher% ng resources for your project
file. For this chapter, you will be using the “Resource Sheet” view to C and manage your list of project
resources. To use this view, open the desired project file and then e “Resource Sheet” button in the
project views button group located at the right side of the Statu Iternately, you can select “Resource
Sheet” from the drop-down button in the “View” button group on ‘Task” tab in the Ribbon. The view of
the project will then switch to the “Resource Sheet” view, is a table view that lists the various work,
material, and cost resources used by the currently displaye%ct file.

*
4.2- Creating Work Resources: \\'e

Since resources are used to track who an was used to complete a given task in a project file,
the first type of resource you will learn to creatayjs @lso the most commonly used: the work resource. You
create work resources to indicate who co I%sk work within a project file and what equipment they
need to complete the task. Note that peopl& ces can either be specific, such as a specific person with
a unique or necessary skill that is require complish a task (e.g. “John Doe”); or they can be general,
such as the name of a general type of Wiorkey'that is required to complete a task (e.g. “Electrician”). Either
way, you enter the work resources, theiravailability, and their associated cost as a resource within your
project file. In a later chapter, you Men learn how to assign these resources to tasks within a project-
and let Microsoft Project schedule ssignments as needed.

First, switch the view of Jour project file to the “Resource Sheet” view to see any resources entered
into the project file. This viewsa S you to enter, edit, and delete project resources. As when entering
tasks, you have a coupl ns in the method used to enter project resources. One way is to simply
click into the next availa& k row in the Resource Sheet view, and then enter the desired resource
information directly into the Cells shown. Note that you must select the “Work” option from the “Type”
column’s drop-down eﬁu to classify this resource as a work resource. You can then enter any additional
detail data that you @ need to record for this resource.

Another M double-click the next available blank row or click into the next blank row and then
click the “Reso ormation” button that appears in the “Properties” button group on the “Resource” tab
in the Ribbo Qr the resource details into the “Resource Information” dialog box that appeatrs.

ce Information” dialog box provides all of the available options for resource creation in
t. First, enter a name for the resource into the “Resource Name:” field. You can also enter a
group this resource belongs by typing your desired group into the “Group:” field. This allows you to
SO r@egorize resources. Next, select “Work” from the “Type:” drop-down to indicate that this is a work
r . You can enter any other desired project resource information into the “General” tab shown, and
thencliek the “OK” button within the “Resource Information” dialog box to save the resource.
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4.3- Creating Material Resources: Q

Another type of resource you can create within projects is the material resource.@e previous
lesson on creating work resources, note you had to select the “Work” option from the “Type p-down for
any work resources (people, places, or equipment) created. Material resource types arg different from work
resources in that material resources represent materials used or consumed by the m tasks within a
project. For example, if you had “Paint walls” as a task within a project, it would sense for you to
create a work resource (e.g. “Painter”) and a material resource (e.g. “Paint”) the usage of the
material within your project file. Also note that, unlike work resources, there arewgften many tasks within a
project file that do not require material resources. However, the ability to tr@ at type of information is
available for users who need to track material use, and often their associatgehCasis, within their project files.

To create material resources within a project file, display the desite @ ject file and then ensure that

GQW ]

you are viewing the data in the “Resource Sheet” view. Next, enter the ehmaterial resource information
in the next blank resource row available. Be sure to select “Material” e “Type” drop-down to indicate
that this resource is a material resource. If you are using the “Resou ormation” dialog box to enter your
resources, you select the “Type” on the “General” tab. Also, if us' dialog box, be sure to click the “OK”
button to save your data entry when you are finished to add the reSagrce into the “Resource Sheet” view. In
a later section within this chapter we will examine setting co r these resources.

4.4- Creating Cost Resources: .\O

Another type of resource you can create wit mr projects is the cost resource. Cost resources are
different from work and material resources in that resources represent costs commonly incurred to

complete various tasks within a project.

For example, if you had “Client Meetin@ as a task within a project, you may want to create a cost
resource (e.g. “Travel”) to track the costs Qfgtr associated with completing the client meeting task. Note
that there are often many tasks that do no?@re cost resources within a project file. However, the ability to
track that type of information is available for'wSers who need to track costs associated with completing tasks
within their project files.

To create cost resources \A@a project file, display the desired project file and ensure you are
viewing the data in the “Resource t” view. Next, enter the desired cost resource information into the
next blank resource row available. Be sure to select “Cost” from the “Type” drop-down to indicate that this
resource is a cost resource are using the “Resource Information” dialog box to enter resources,
select the resource “Typ€. @ “General” tab. Also, if using the dialog box, be sure to click the “OK”
button to save your data e hen you are finished to add the resource to the “Resource Sheet” view.

Another important, difference between cost resources and work or material resources is that cost
resources have no d cost or pay rate associated with their creation. In Microsoft Project, you only enter
the cost of the reso hen it is assigned to a task in the project. We will examine assigning resources to
tasks in a later CM.

for Project Resources:

eWwork and material resource types that you have created in the previous lessons in this chapter

can hibfault costs and/or pay rates associated with them. This assists you in recording the costs

0Gi with completing your tasks. This information can help you keep your project within its financial
cOnStraints and help you improve your future estimates of costs involved with certain tasks in your projects.
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4.5- Entering Costs for Project Resources (cont'd.): Qs s

You can enter the default costing information of a resource directly in the “Resource t view of a
project file. For work resources that are also people resources, you can enter their default pay=e&tes into the

“Std. Rate” and “Ovt. Rate” fields for the resources that appear in the “Resource Sh iew in Microsoft
Project.

For material resources, you can enter a rate based on the use, or cons tjon, of the material
resource. Many times, this information is entered into the “Cost/Use” field, altho can also specify a
“Std. Rate” for material resources, if needed. Conversely, you can input a * se” value for people
resources, although this is less commonly used for people resources.

Also, if desired, you can select a resource from the Resource view and then click the
“Resource Information” button in the “Properties” group on the “Resour in the Ribbon to open the

“Resource Information” dialog box. Within this dialog box, you can cligk th&, “Costs” tab to enter detailed
costing information.

On the “Costs” tab, you can set detailed costing information thatyou cannot set by simply using the
cells available in the “Resource Sheet” view.

On the “Costs” tab, you can enter the same rate informatio t you have available in the “Resource
Sheet” view. However, you can also specify different rates ed or different dates, by entering the date
that the new rates are to take effect in the “Effective Date lumn, and then entering the new rates as of
that date. Q

Note that you are entering this information i ﬁ)\‘ ” within the “Costs” tab. You should note that
there are also four other tabs that you can use to % ifferent pay rates tables. The different pay rates
shown on the different tables can then assist you j ing different pay rates for different types of work that
the work resource can perform. For example, a i work resource that earns one pay rate for “painting”

tg tm

and one for “roofing.” In this case, you can enter two rates on these two tabs (A and B), and then switch
the rate based on which type of task is bein& ed.

Also note that for costing data, yo dicate when you want the cost to be incurred by using the
“Cost accrual” drop-down. This will tell L@h Project when to report the costs as being incurred for this
resource. The default value is “prora meaning the cost will be shown as the work is accomplished.
However, you can also incur the enst@:s at the “Start” or “End” of the assigned task.

Once you have set the de osting data within the “Costs” tab of the “Resource Information”
dialog box, be sure to click the “@K” button in the dialog box to save the changes.

4.6- Scheduling Work R

Once you have entered a work resource, you can adjust its working schedule so that Microsoft
Project can then adj e scheduling and use of the work resource, as needed. When you create a work
resource in the Sheet” view, you can set the default working calendar for the resource from the
“Base Calendar” rop-down menu. In this lesson, we will examine making individual changes to the
availability sch a work resource.
irst select the row within the “Resource Sheet” view that contains the work resource

whose av hedule you wish to edit. Next, open the “Resource Information” dialog box by clicking
the “Res nformation” button in the “Properties” group on the “Resource” tab in the Ribbon. In the
“‘Reso eet” dialog box, click the “Change Working Time...” button on the “General” tab to open the

rking Time” dialog box. You can use this dialog box to make individual adjustments to the base
edule calendar that has been selected. You can enter time off, vacation days, and other time that
the urce will not be available to work during normally scheduled work hours by entering these
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4.6- Scheduling Work Resources (cont'd.): Q
items into the “Exceptions” tab. If the resource has a set part-time availability, you can enter, chedule of
their work week into the “Work Weeks” tab.

To create an exception to the work schedule, click the “Exceptions” tab. Her, u can enter the
various days off for the chosen work resource. To do this, you can click the first f shown in the
calendar, if desired. Next, click into the first available blank row within the “Exceptior&) and then type the
name of the label that you want into the “Name” column. When you leave that cei, ate selected in the
calendar above will be entered as the default values for both the “Start” and “Fi ates of the time off. If
this is incorrect, click into either or both the “Start” and “Finish” columns to in@ e correct start and end
times of the “time off” from the project. You can then repeat this process, ai d, to enter any other time

off for the selected work resource.

If you need to enter a custom work week for the selected resoufce, §iou can do that by clicking the
“Work Weeks” tab within the “Change Working Time” dialog box. No the value of “Default’ is shown
within the first row of this tab. This value indicates that the defau ing time from the base calendar
selected is to be used for task scheduling for this work resour ou wish to change the default work
schedule for this resource for all weeks in the project, you can s the “Default” row on this tab, first. If
you only want to set a work schedule for a specified ran f tim&, then click into the next blank row,
instead. Then enter a name for the range of time into the®Name” column. You will then need to use the
“Start” and “Finish” column’s drop-down arrow to set the d end dates for the work schedule that you
are about to specify. In this scenario, the work schedfle,t ou are about to create will only be used during
the dates selected. During dates that do not fall withm ime, the default schedule will be used.

Next, for whichever schedule you are edit click the “Details...” button to open the “Details for”
dialog box. Here you can select the desired d %ys of the week to edit by selecting them from the
“Select day(s):” list at the left side of this dialog b o the right of that area, you can then either select to
“Set days to nonworking time,” or you can “Set day(s) to these specific working times:” from the
option buttons shown. Note that choosing +Use time from base calendar for these days” does nothing to
the scheduled days. If you selected they ays(s) to these specific working times” option, then set the
available working hours for those da%he “From” and “To” columns below that area. Once you have
finished creating your custom work e, click the “OK” button in the “Details for” dialog box until you
return to the “Resource Information@;g box. Click “OK” within the “Resource Information” dialog box to
save the changes to the selectedwork resource’s schedule.

4.7- Creating New Base rs:

As you saw in %e previous lesson, you have the ability to edit the individual work availability
schedules of select ork resources in your project file. These scheduling changes are made as

deviations from a s d base calendar, such as the “Standard” calendar or the “Night Shift” calendar.
These base calen re the calendars that you select when initially creating your project file to choose a
default work a ility schedule for your project. Sometimes, you may need to create a new base calendar
for ease of in your project file. For example, you may choose to use the “Standard” calendar for
your projegtifileNsinte the majority of your work resources will use that as their default work availability
schedule Alowever, assume that you also used a pool of part time people (work resources) who only had a
Monday, nesday, Friday 8AM to 5PM work schedule availability at all times. In this case, you may want

o that you will not have to individually adjust each resource’s work schedule availability as we saw

toeread ew base calendar that you can assign to each resource as they are entered into the “Resource
in t ast lesson. This can be a real time saver, as you can select a base calendar directly from
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4.7- Creating New Base Calendars (cont'd.): Q:‘ s
the “Resource Sheet” view for any work resources that you enter. That way you won’t nee just each
resource’s work schedule individually.

You can create a new base calendar by clicking the “Change Working Fime” button in the
“Properties” button group on the “Project” tab in the Ribbon to open the “Change Work me” dialog box.

This dialog box allows you to change the working time for selected resources or e the default base
calendar used for the current project, as well as create new base calendars. To crea new base calendar
to use in your project, click the “Create New Calendar...” button that is shown Wi the dialog box. Doing

this will open the “Create New Base Calendar” dialog box, where you enter t@ e that you want to give
to this calendar into the “Name:” text box. You can select to either create an ely new base calendar or
you can select an existing base calendar to modify as the basis for your ase calendar. If you choose
to use a copy of another calendar as the basis for your new calendar, ﬁc glect the name of the calendar

to copy from the drop-down in this dialog box. When you have madq hoices, click the “OK” button to

continue.

In the “Change Working Time” dialog box, you are now vi e base calendar that you have just
created. You should see its name in the “For calendar” box at the f this dialog box. Next, use the “Work
Weeks” tab to set the new default work week schedule for this base*calendar. You can also set any base
days off on the “Exceptions” tab, if necessary. Once you h@ited the work availability schedule for the
calendar, click the “OK” button in the “Change Working | dialog box to save the new base calendar. At
this point, you can then select the name of this calend: he “Base Calendar” drop-down wherever that
choice appears in your project file, such as within th& urce Sheet” view.
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SWITCHING TO RESOURCE SHEET VIEW:

RESOURCES \; .

1. Click the “Resource Sheet” button in the project views button group located in the Statu
2. You can also select “Resource Sheet” from the drop-down button in the “View” button grotp*on the
“Task” tab in the Ribbon.

ENTERING WORK RESOURCES:

information directly into the cells shown. Note that you must select the “W ption from the “Type”
column’s drop-down menu to classify this resource as a work resource n then enter any
additional detail data that you would need to record for this resource & row.

1. Click into the next available blank row in the Resource Sheet view, and th@@the desired resource
a

2. Another way is to double-click the next available blank row or click4 he'mext blank row and then click
n group on the “Resource” tab in
” dialog box that appears.

the “Resource Information” button that appears in the “Propertiesl b
the Ribbon to enter the resource details into the “Resource Inf, i

3. Enter a name for the resource into the “Resource Name:” fiel

4. You can also enter a group to which this resource belongs by ty, your desired group into the
“Group:” field. This allows you to sort and categorize resgurces.

5. Select “Work” from the “Type:” drop-down to indicate tk is is a work resource.

6. You can enter any other desired project resource'mfon into the “General” tab shown.

7. Click the “OK” button within the “Resource Infor| N alog box to save the resource.

CREATING MATERIAL RESOURCES: :

1. To create material resources within a prN , display the desired project file and then ensure that
you are viewing the data in the “Reso et” view.

2. Next, enter the desired material reso ormation in the next blank resource row available. Be sure
to select “Material” from the “Type” -down to indicate that this resource is a material resource.

3. Ifyou are using the “Resource | ation” dialog box to enter your resources, you select the “Material’
choice for the “Type” on the “Ge "tab. Also, if using the dialog box, be sure to click the “OK” button
to save your data entry whenpyou are finished to add the resource into the “Resource Sheet” view.

CREATING COST RES

1. To create cost resou?es within a project file, display the desired project file and then ensure that you
are viewing the n the “Resource Sheet” view.
2. Next, enter tl&w d cost resource information into the next blank resource row available. Be sure to

select “Cost” e “Type” drop-down to indicate that this resource is a cost resource.
3. Ifyou are @ he “Resource Information” dialog box to enter your resources, you select “Cost” from
the “Typegiadrog-down on the “General” tab. Also, if using the dialog box, be sure to click the “OK” button

to savefyeur data entry when you are finished to add the resource into the “Resource Sheet” view.
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ENTERING RESOURCE COSTS USING THE “RESOURCE INFORMATION” DIALOG BOX: Q

1.

2.

You can enter the default costing information of a resource directly in the “Resource She@ew of your
project file.
For work resources that are also people resources, you can enter their default pay r; into the “Std.
Rate” and “Ovt. Rate” fields for the resources that appear in the “Resource Sheet’ % Microsoft
Project.
For material resources, you can enter a rate based on the use, or consumpti
Many times, this information is entered into the “Cost/Use” field, although y
Rate” for material resources, if needed. Conversely, you can input a “Cos
resources, although this is less commonly used for people resources.
Also, if desired, you can select a resource from the Resource Sheet yj
Information” button in the “Properties” group on the “Resource” tab i
Information” dialog box. Within this dialog box, you can click the “C
information.
On the “Costs” tab, you can set detailed costing information t u cannot set by simply using the cells
available in the “Resource Sheet” view.
Note that on the “Costs” tab, you can enter the same rat rmation that you have available in the
“Resource Sheet” view. However, you can also specify %t rates based on different dates, by
entering the date that the new rates are to take efiec@ Effective Date” column, and then entering
the new rates as of that date. Also note that you ar. ng this information into tab “A” within the
“Costs” tab. You should note that there are also fetg other tabs that you can use to enter different pay
rates tables. The different pay rates shown on ifferent tables can then assist you in using different
pay rates for different types of work that the source can perform. For example, a single work
resource that earns one pay rate for “pa@d one for “roofing.” In this case, you can enter the two
h (o

material resource.
Iso specify a “Std.
' value for people

Ribbon to open the “Resource
ab to enter detailed costing

rates on these two tabs (A and B), and t h the rate based on which type of task is being

performed. %

Also note that for costing data, you can i ate when you want the cost to be incurred by using the
“Cost accrual” drop-down. This wil icrosoft Project when to report the costs as being incurred for
this resource. The default value j orated,” meaning the cost will be shown as the work is
accomplished. However, you ca@) incur the entire cost at the “Start” or “End” of the assigned task.
Once you have set the desir%:osting data within the “Costs” tab of the “Resource Information” dialog

box, be sure to click the * tton in the dialog box to save the changes.

S
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SCHEDULING RESOURCES USING THE “RESOURCE INFORMATION” DIALOG BOX: Q
oft Pr

1. Once you have entered a work resource, you can adjust its working schedule so that Mi oject
can then adjust the scheduling and use of the work resource, as needed. When you creatéw’work
resource in the “Resource Sheet” view, you can then set the default working calend the resource
from the “Base Calendar” cell's drop-down menu.

2. Todo this, first select the row within the “Resource Sheet” view that contains th resource whose

availability schedule you wish to edit.

3. Next, open the “Resource Information” dialog box by clicking the “Resource I@ation” button in the
“Properties” button group on the “Resource” tab in the Ribbon.

4. In the “Resource Sheet” dialog box, click the “Change Working Time...”, on the “General” tab to
open the “Change Working Time” dialog box. You can use this dialo make individual
adjustments to the base work schedule calendar that has been sele%

5. You can enter time off, vacation days, and other time that the reso ill not be available to work

during normally scheduled hours by entering these items into t eptions” tab. If the resource has a
set part-time availability, you can enter the schedule of their eek into the “Work Weeks” tab.
6. To create an exception to the work schedule, click the “Exceptions” tab. Here you can enter the various

days off for the chosen work resource.

To do this, you can click the first day off shown in the calegdar, if desired.

Next, click into the first available blank row within the@ tions” tab and then type the name of the
label that you want into the “Name” column. Wh N e that cell, the date selected in the calendar
above will be entered as the default values for b%‘Start” and “Finish” dates of the time off.

9. Ifthis is incorrect, click into either or both the “ ' and “Finish” columns to indicate the correct start

and end times of the “time off” from the projegt.
10. You can then repeat this process, as ne& nter any other time off for the selected work resource.

© N

11. If you need to enter a custom work week selected resource, you can do that by clicking the “Work
Weeks” tab within the “Change Worki ’ dialog box.

12. Note that the value of “Default” is shawn{within the first row of this tab. This value indicates that the
default working time from the base dar selected is to be used for task scheduling for this work
resource. If you wish to change fault work schedule for this resource for all weeks in the project,
you can select the “Default” row@eis tab, first. If you only want to set a work schedule for a specified
range of time, then click intg ¢he next blank row, instead.

13. Then enter a name for the of time into the “Name” column. You will then need to use the “Start”
and “Finish” column’s rn arrow to set the start and end dates for the work schedule that you are
about to specify. In th ario, the work schedule that you are about to create will only be used during
the dates selected. During*dates that do not fall within this time, the default schedule will be used.

14. Next, for whichever $nedule you are editing, click the “Details...” button to open the “Details for” dialog

box. Here you ¢ lect the desired day or days of the week to edit by selecting them from the “Select
day(s):” list a side of this dialog box. To the right of that area, you can then either select to “Set
days to non time,” or you can select “Set day(s) to these specific working times:” from the option

buttons sh ote that choosing the “Use time from base calendar for these days” does nothing to the
scheduled If you selected the “Set days(s) to these specific working times” option, then set the
[ urs for those days in the “From” and “To” columns below that area.
have finished creating your custom work schedule, click the “OK” button in the “Details for”
x until you return to the “Resource Information” dialog box.
K” within the “Resource Information” dialog box to save the changes to the selected work
rce’s schedule.
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ACTIONS-
RESOURCES

CREATING A NEW BASE CALENDAR: Q

1. You can create a new base calendar by clicking the “Change Working Time” button in th perties”
button group on the “Project” tab in the Ribbon to open the “Change Working Time” dialo . This
dialog box allows you to change the working time for selected resources or change efault base

calendar used for the current project, as well as create new base calendars.
2. To create a new base calendar to use in your project, click the “Create New Cal@..” button that is

shown within the dialog box.

3. Doing this will open the “Create New Base Calendar” dialog box, where you @he name that you
want to give to this calendar into the “Name:” text box.

4. You can select to either create an entirely new base calendar or you ca
calendar to modify as the basis for your new base calendar. If you chg

calendar as the basis for your new calendar, then select the name ofithe €alendar to copy from the drop-

” button to continue.
se calendar that you have just

down in this dialog box. When you have made your choices, click the,
5. Inthe “Change Working Time” dialog box, you are now viewing
created. You should see its name in the “For calendar” box a @ pop of this dialog box.
Next, use the “Work Weeks” tab to set the new default work weakfschedule for this base calendar.
You can also set any base days off on the “Exceptions” @nec ssary.

No

8. Once you have edited the work availability schedule for cdlendar, click the “OK” button in the
“Change Working Time” dialog box to save the new endar.
9. At this point, you can then select the name of thi T from the “Base Calendar” drop-down

C
wherever that choice appears in your project fiIe& s within the “Resource Sheet” view.

o
@Q
>
.
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EXERCISES-

Purpose:

1. To be able to create basic resources within a project file using Microsoft Project.

RESOURCES X é\
<
Q

Exercises: %

1. Open the “My Project” project file that contains the saved changes that Were@s to the file through
the end of the previous chapter’s exercises.

2. Click the “Resource Sheet” button in the “Views Button Group” shown jg ower-right corner of the
Status Bar to display the “Resource Sheet” view for the “My Project” p @ file.
3. Enter the following data into the “Resource Sheet” view.
0 Resource Name T | Type v Material = nitials T oGr WM. v i Rate v Ovi h
1 Jon Doe Waork i[ale] é 100% 520.00/hr $30.00/hr
2 Writers- Full-Time Work W-FT 100% 510.00/hr 515.00/hr
3 Writers- Part Time  Work W-F"Q 100%  58.00/hr 512.00/hr
4 Materials Expense Cost
4, Click the “Save” button within the Quick Access t to save your changes when you are finished.
5. Click the “Project” tab in the Ribbon, and k the “Change Working Time” button in the
“Properties” button group to open the “Chan ing Time” dialog box for the project file.
6. Click the “Create New Calendar...” button i the “Change Working Time” dialog box to open the
“Create New Base Calendar” dialog box.
7. Type “Part Time” into the “Name:” fi @the “Create New Base Calendar” dialog box.
8. % and then choose the “Standard” choice from the adjacent

Select the “Make a copy of” option
drop-down menu. %
9. Click the “OK” button when ymﬁ hed to display the new working calendar within the “Change
Working Time” dialog box.

10. Click the “Work Weeks” ta@‘uin the “Change Working Time” dialog box, and then select the

“[Default]” choice within the t
11. Click the “Details...” button to the right of the “Work Weeks” tab with the “[Default]” choice selected

to open the “Details f ult]” dialog box.
12. Select “Tuesday” @elect day(s):” list, and then select the “Set days to nonworking time” option
to the right of that
13. Select “Thursday’
option to the ti
14. Click the SO

in the “Select day(s):” list, and then select the “Set days to nonworking time”

of that day.

ton within the “Details for [Default]” dialog box.

15. Click the tton within the “Change Working Time” dialog box to save your new calendar.

16. Select Q- “Part Time” choice from the drop-down that appears when you click into the “Base
Cale golumn for resource number 3 (Writers- Part Time) within the Resource Sheet. Be sure to
exifgife cell to save your change after making your selection from the drop-down.

17. Cliek the “Save” button within the Quick Access toolbar to save your changes when you are finished.

18. e “X” in the upper-right corner of the project file window to close the sample project file that

just saved. You will continue to use this file to complete the upcoming sequential
%xercises throughout this entire course. Each exercise builds upon the previous exercise, so
lease complete them in the order given to maximize your overall learning experience.
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CHAPTER 5- \
RESOURCE AND TASK ASSIGNMENT .

S5.1- AsSIGNING WORK RESOURCES T0 TASKS o
5.2- ASSIGNING MATERIAL RESOURCES T0 TASKS %)
5.3- AsSIGNING CoST RESOURCES T0 TASKS @Q

5.4- THE TEAM PLANNER- PROFESSIONAL NLYQO

>
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RESOURCE AND TASK ASSIGNMENT

s s’
5.1- Assigning Work Resources to Tasks: Q

Microsoft Project uses effort-driven scheduling by default when you assign your w ources to,
or remove resources from, a specific task. As an example, this means that if you assign o erson to a
task, Microsoft Project will calculate how long that person will take to complete th based on the
person’s work availability. If you assign another person with the same work availabi the same task,
Microsoft Project would then decrease the total duration of the task by half. using effort-driven
scheduling, assigning the total work load of the task equally to the two resourc ts in a reduction of
the work time involved by half.

Note that you are not required to assign resources to tasks. There
cannot be reduced by assigning additional resources. However, for mo
allows you to know when a work resource is supposed to be working,
working. It can also prevent over-scheduling of your resources that are‘available. For example, using effort-
driven scheduling can prevent assigning too many tasks to a single Wgrk resource. It also allows you to
track the costs associated with the resource as it completes the ta project.

To allocate resources to tasks, you need to be able to se task items. You should switch to the
Gantt Chart view of your project file when assigning resources. 0u can also see the changes to task
durations in this view, as well. A helpful feature of the G Chart view is that you can view resource
assignments for selected tasks in a separate “Task Form” within the Gantt Chart view. To enable the display
of the “Task Form” view within the Gantt Chart view,.cli@ iew” tab in the Ribbon and then check the
“Details” checkbox in the “Split View” group whe ' e Gantt Chart View. You will then see the
“Resource Form” view appear in a separate pane at ttom of the window. Next, use the drop-down to
the right of the “Details” checkbox in the “Split For up to select “Task Form.” This will then change the
“‘Resource Form” to display the “Task Form” ins thin the split at the bottom of the window. When you

le?o

me tasks whose duration
, effort-driven scheduling
what tasks they should be

click a task in the Gantt Chart view, you will see assigned resources in this area.

You can create resource assignment the “Assign Resources” dialog box in Microsoft Project.
To do this, select the task in the project fil ich you want to assign resources, and then either click the
“Assign Resources” button in the “Assig " button group on the “Resource” tab in the Ribbon, or press
“Alt” + “F10” on your keyboard.

Next, select the name of th resource that you wish to assign to the selected task from the list
shown in the “Assign Resources” Mbox. Note that if you wish to select more than one work resource,
you should click the first resourgé to select it, hold down the “Ctrl” key on your keyboard, and then click any
other resources to select. YQ R then release the “Ctrl” key. Once you have selected the correct work
resource, or work resourges @ can then click the “Assign” button to assign those selected resources to
the selected task. &S

Once you click the “Assign” button, you will see the “Units” and “Cost” for the task assignment
shown for the selected réources in the “Assign Resources” dialog box. You may also see a “R/D” column if
using Microsoft Proj rofessional. This column is related to setting a priority for resource assignments if
using Microsoft N erver with the “Resource Substitution” column.

Note t can also remove work resources in this dialog box selecting the resource to remove,
and then clic @ “Remove” button to remove the resource assignment. This also will impact the “Units”

NIf desired, you can also substitute one work resource for another by selecting the

resource to replace within the list, and then clicking the “Replace...” button to open the
Repla urce” list. Select the name of the substitution work resource from this list, and then click the
“‘Oke b@o substitute the resources. Note that substitution may change the “Units” and “Cost” shown, but
t sarily. When you have finished making your work assignments, click the “Close” button. Note that
yo uld be able to see the resource assignment information for the selected task in the “Task Form”
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RESOURCE AND TASK ASSIGNMENT

s s’
5.1- Assighing Work Resources to Tasks (cont'd.): Q

at the bottom of this window now that you have work assigned. Q

You can also assign work resources to selected tasks by simply using the “Task " split view
shown within the Gantt Chart view. For example, if you wanted to add a second work r ce to a selected
task, first select the task in the Gantt Chart view. Any resource assignments will then %Wn in the “Task
Form” view at the bottom of the split in the window shown. You can add a resourc imply clicking into
the next available blank row in the “Resource Name” column within the “Task iew. Then use the
drop-down arrow that appears to select the name of the second work resource t n to the project. Note
that the “Effort driven” checkbox in this pane should be checked and that the Units” option should be
selected under the “Task type” drop-down in this pane. This means that ou click the “OK” button in
this Task Form to save your changes, Microsoft Project will use effort- scheduling on this task, and
recalculate the duration of the task, while holding the actual units of wo grmed as a “fixed” value. This
will then cause Microsoft Project to decrease the duration of the taSk,based on the extra work that the
second resource can perform.

Note that, if you didn’t want the addition of a second res to decrease the duration of the task,
you could select the “Fixed Duration” choice from the “Task type: p-down in the “Task Form” view, and
then click the “OK” button to allow Project to keep the duratidg, of the task fixed, and simply decrease the
work hours attributed to the task to each resource assigne anging the “Units” of work for each resource
on the task. You can also keep the work value for the t ixed, if desired, by selecting the “Fixed Work”
choice from the “Task type” drop-down when assig i esources in “Task Form” view. This can often
result in a durational decrease, as well.

Also, if you simply do not wish to use effor scheduling for the selected task, you can uncheck

that checkbox, if needed, when making your wor. rce assignments for a task.
Remember that when you add or re @sources, you should click the “OK” button shown in this
view to save your work assignment cha& the selected task. Note that you can also click the
view to move to the next task selection within your project

“Previous” and “Next” buttons in the “Tas
file. This is simply another way to move t: the tasks shown in the Gantt Chart view.

5.2- Assigning Material Resource@asks:

You can assign materﬂesources to tasks to note project costs associated with the use or
consumption of a material re to accomplish a task. Remember that material resources do not perform
any work, and therefore wil @ange task durations in the way that work resource assignment does.

You can assign Mresources in the same manner that you add work resources. You can either
add them through the “Assign Resources” dialog box, or by entering them directly into the “Task Form” view
that appears at the b ttln of the “Gantt Chart” view when the window is split. You can open the “Assign
Resources” dial @ selecting the task in the Gantt Chart view to which you want to assign the use of
material resour& then clicking the “Assign Resources” button in the “Assignments” group on the
“Resource” tab e*Ribbon, or pressing “Alt” + “F10” on your keyboard. You can then enter the number of
units of mateg were used on this task by typing the number used into the “Units” column. Doing this
will autom ign the material resources and units to the selected task. Click the “Close” button in
the “Assi ources” dialog box to close the dialog box once you have finished.
tely, you can click into the next blank row under the “Resource Name” column for the
s% that appears in the “Task Form” view of the Gantt Chart view, and then choose the name of
the

ral to use and enter the units used. You can then click the “OK” button to save your changes.
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RESOURCE AND TASK ASSIGNMENT

\’
5.3- Assigning Cost Resources to Tasks: Qs s

You can also assign cost resources to tasks within your project file. Just as when ag material
resources, when you assign cost resources, they have no effect on the scheduling of the tasks. You can
assign cost resources to a task to indicate costs incurred to complete a task. This allo u to better track
indirect project costs, such as client entertainment or business travel. When you assi \%st resource to a
task, you enter a fixed dollar amount to assign to the task. This amount assigned to@sk will not change
unless you manually edit it at a later point in time.

The most reliable way to assign cost resources is by using the “Assign urces” dialog box. By
default, you cannot see the “Cost” column within the “Task Form” view that cars at the bottom of the
“Gantt Chart” view when the window is split, so you cannot easily use that yi or the necessary cost entry
that must be made.

You can open the “Assign Resources” dialog box by selectin
which you want to assign the cost resource, and then clicking th
“Assignments” group on the “Resource” tab in the Ribbon, or pressi + “F10” on your keyboard.

Next, enter the amount to allocate to this cost resource wij e “Cost” column for the selected cost
resource within the “Assign Resources” dialog box. When finished¥elfick the green checkmark that appears
in the “cell entry” bar within this dialog box, or simply e@ cell” after entering the amount. This will

agk in the Gantt Chart view to
sign Resources” button in the

automatically assign the cost resource, so you do not neethto Click the “Assign” button. Click the “Close”
button in the “Assign Resources” dialog box to close the 0x once you have finished.

Alternately, but not necessarily recommend d pew users, you can click into the next blank row
under the “Resource Name” column for the selecte at appears in the “Task Form” view of the Gantt
Chart view, and then choose the name of the cos Se. However, to see the “Cost” column, you need to
change the default view shown in the “Task Form” . If you right-click your mouse within the “Task Form”
view, you can select the “Cost” command from the, pop-up menu that appears to change the view of the

“Task Form” table and display the “Cost” ¢ #You can then enter the amount to attribute to the cost
resource within this column. Be sure to cli K” button within the “Task Form” when you have finished
data entry to save your assignments.

To switch the “Task Form” vie k to its default view, right-click within the “Task Form” view and
then select the “Resources & Pred ors” command from the pop-up menu that appears. While this may
be a much faster way to enter the a ent data for advanced users, note that switching views within split

window views may leave new ugers lost and confused, possibly staring at the wrong data entry views, when
first learning to use Microsof igct. In this case, it may be better to use the “Assign Resources” dialog
box, as it doesn’t alter the vi the project when it is used and tends to be easier for new users to learn
to use than switching the selected panes can be.

o
&Q
>
.
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\’
5.4- The Team Planner- Professional Only: Qs ,

If you are using Microsoft Project Professional 2013 or 2010, you can make usthe “Team
Planner” view to easily assign and manage multiple project tasks and work resources simultam€ously. This
view also shows how the work resource assignments you make impact other work rces within the
project, so you can make additional changes as needed when assigning work resour %roject tasks.

To open the “Team Planner” view, click the “View” tab in the Ribbon, ar@n click the “Team
Planner” button in the “Resource Views” button group. Within the “Team Planner” you will see your
work resources, or your “team,” shown in a list at the left side of the topmost p .JEach work resource is
shown in its own row. All of the tasks to which each resource has been a @ d will appear within the
same row in the pane to the right. Note that task that don’t have a start datéwsef an end date, also called
“‘unscheduled tasks,” will appear next to the resource hame within the le @ . In the bottom pane you will
see project tasks that have not been assigned to any work resource.

As you assign and manage project tasks using this view, you Will[*notice that the colors of the task
give indicators about the status of the tasks. Tasks that have ac ork completed on them show the
actual work in a dark blue color. Uncompleted work is shown in @ blue. Once a task is 100% complete
it cannot be moved using the “Team Planner.” Resource tasks thagthave been overallocated, where two
tasks are assigned to the same person at the same time, shown with a red border. Note that “non-
working time” for the resources will be shown with gray bar@ schedule.

In this view, you can simply click and drag the t 0'the various rows within the panes to assign
tasks to work resources, schedule tasks, and pre;’eNSS rallocations. You can click and drag a task

0

vertically to assign the task to a new resource row, sign and/or schedule an unassigned task. Note
when you are dragging unassigned tasks into the ne from the bottom pane that if you drop the task
into the right pane for a resource row, it will b ned to the resource in the resource row as well as
being scheduled. If you drop it into the left ar%a resource row, the task is assigned to the resource but
is not scheduled. You can schedule any ur% ed tasks for a resource row by simply dragging the task
from the left pane into the desired scheduli iod shown in the right pane for that resource row. You can
also click and drag tasks within the rows nge the scheduled time for tasks.

Note that if you want Microsoft ct to automatically resolve task overallocation within the project
file in this view, you can click the * at” tab within the “Team Planner Tools” contextual tab within the
Ribbon. Then click the “Prevent O ocations” button in the “Schedule” button group. This is a toggle
button, so you can also click it again to turn this feature off, if desired. When enabled, this feature prevents
Microsoft Project from overa ing tasks to resources as you click and drag them around in the view.

Also, if there are any existing resburce overallocations in the project file when you click this button to turn it
on, Microsoft Project will atically resolve the resource overallocations by moving the scheduling of the
tasks for the overallocated resource.

o
&Q
>
.
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ACTIONS-

RESOURCE AND TASK ASSIGNMENT N

SHOWING THE “TASK FORM” IN THE GANTT CHART VIEW: Q

1.

To enable the display of the “Task Form” view within the Gantt Chart view, click the “Vie’ in the
Ribbon and then check the “Details” checkbox in the “Split View” group when using the Gantt Chart
View. You will then see the “Resource Form” view appear at the bottom of the wind

Next, use the drop-down to the right of the “Details” checkbox in the “Split Form” select “Task
Form.” This will then change the “Resource Form” to display the “Task Form” ins@within the split at

the bottom of the window. Q‘;

ASSIGNING WORK RESOURCES TO TASKS: O

1.

N

= O
’ |:U

N

Select the task in the project file to which you want to assign resour QRthen click the “Assign
Resources” button in the “Assignments” group on the “Resource”té he'Ribbon, or press “Alt” +

“F10” on your keyboard.

Next, select the name of the work resource that you wish to a the selected task from the list

shown in the “Assign Resources” dialog box. Note that if you Qo select more than one work

resource, you should click the first resource to select it, hold dowmthe “Ctrl” key on your keyboard, and

then click any other resources to select. You can thenr &the “Ctrl” key.

Once you have selected the correct work resource, or, esources, you can then click the “Assign”

button to assign those selected resources to the selet ask.

Once you click the “Assign” button, you will see its” and “Cost” for the task assignment shown for

the selected resources in the “Assign Resourcegs g box. You may also see a “R/D” column if using
o

el

Microsoft Project Professional. This column is to setting a priority for resource assignments if
using Microsoft Project Server with the “Reso bstitution” column.

Note that you can also remove work re this dialog box selecting the resource to remove, and
then clicking the “Remove” button to re e resource assignment. This also will impact the “Units”
and “Cost” shown. %

If desired, you can also substitute on resource for another by selecting the assigned work
resource to replace within the list en clicking the “Replace...” button to open the “Replace
Resource” list. Select the name substitution work resource from this list, and then click the “OK”

button to substitute the resousces:
When you have finished ma% your work assignments, click the “Close” button.

You can click into thegnext blank row under the “Resource Name” column for the selected task that
appears in the “ orm” view of the Gantt Chart view.

Click into they, R ce Name” column, and use the drop-down arrow that appears to select the name
of the work € to assign to the project.

% ort driven” checkbox in this pane should be checked. If you do not wish to use effort-
ing for the selected task, you can uncheck that checkbox, if needed, when making your
Ircé assignments for a task.

at the “Fixed Units” option should be selected under the “Task type” drop-down in this pane. You
0 select the “Fixed Duration” choice or select the “Fixed Work” choice from the “Task type”

Note that th
driven sche
work re
Note
co

r wn when assigning work resources in “Task Form” view.
iIck the “OK” button shown to save your work assignment changes for the selected task.
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RESOURCE AND TASK ASSIGNMENT N

ASSIGNING MATERIAL RESOURCES TO TASKS: Q

1.

Select the task in the Gantt Chart view to which you want to assign material resources, n click
the “Assign Resources” button in the “Assignments” group on the “Resource” tab in the RiBB0OnN, or press

“Alt” + “F10” on your keyboard. %

2. Enter the number of units of material used on this task by typing the number into ts” column.
Doing this will automatically assign the material resources and units to the selec@sk.

3. Click the “Close” button in the “Assign Resources” dialog box to close the dia@
: O

1. Alternately, you can click into the next blank row under the “Resourc @ column for the selected
task that appears in the “Task Form” view of the Gantt Chart view, a%] choose the name of the
material to use, and enter the units to use.

2. You can then click the “OK” button to save your changes.

ASSIGNING COST RESOURCES TO TASKS: 2

1. Select the task in the Gantt Chart view to which you ssign the cost resource, and then click the
“Assign Resources” button in the “Assignments” grQu he “Resource” tab in the Ribbon, or press
“Alt” + “F10” on your keyboard.

2. Next, enter the amount to allocate to this cost r within the “Cost” column for the selected cost
resource within the “Assign Resources” dialo

3. When finished, click the green checkmark tha ears in the “cell entry” bar within this dialog box, or
simply exit the cell after entering the amN is will automatically assign the cost resource, so you do
not need to click the “Assign” button.

4. Click the “Close” button in the “Assig @AFCGS" dialog box to close the dialog box once you have
finished. s
o Q

1. You can click into the next rﬂ% row under the “Resource Name” column for the selected task that
appears in the “Task Eor of the Gantt Chart view, and then choose the name of the cost to use.

2. However, to see the % umn, you need to change the default view shown in the “Task Form”
view. If you right-click yo ouse within the “Task Form” view, you can select the “Cost” command from
the pop-up menu tha’appears to change the view of the “Task Form” table and display the “Cost”
column.

3. You can the r@e amount to attribute to the cost resource within the “Cost” column. Be sure to click

N in the “Task Form” when you have finished data entry to save your assignments.
4,

the “OK” bu
To switch t sk Form” view back to its default view, right-click within the “Task Form” view and then
select th urces & Predecessors” command from the pop-up menu that appeatrs.

%‘b
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ACTIONS-

RESOURCE AND TASK ASSIGNMENT
USING THE TEAM PLANNER- PROJECT 2013:2010 PROFESSIONAL ONLY: Q
1. To open the “Team Planner” view, click the “View” tab in the Ribbon, and then click the “ Planner”

button in the “Resource Views” button group.
2. Within the “Team Planner” view you will see your work resources, or your “team,” s in a list at the
left side of the topmost pane. Each work resource is shown in its own row. All of t to which each

resource has been assigned will appear within the same row in the pane to the right. Note that task that
don’t have a start date or an end date, also called “unscheduled tasks,” will a ext to the resource
name within the left pane. In the bottom pane you will see project tasks tha ot been assigned to
any work resource.

3. As you assign and manage project tasks using this view, you will notic e colors of the task give

work in a dark blue color. Uncompleted work is shown in a light bluet task is 100% complete it
cannot be moved using the “Team Planner.” Resource tasks that h een overallocated, where two
tasks are assigned to the same person at the same time, are s ith a red border. Note that “non-
working time” for the resources will be shown with gray bars i chedule.

4. In this view, you can simply click and drag the tasks to the vari rows within the panes to assign tasks
to work resources, schedule tasks, and prevent overallo S.

5. You can click and drag a task vertically to assign the taswnew resource row, or to assign and/or
schedule an unassigned task. Note when you are g dra a@z nassigned tasks into the top pane from the

bottom pane that if you drop the task into the rig t anesior a resource row, it will be assigned to the
resource in the resource row as well as being sc % d. If you drop it into the left pane for a resource
row, the task is assigned to the resource but is eduled.

6. You can schedule any unscheduled tasks ffrﬁ urce row by simply dragging the task from the left

indicators about the status of the tasks. Tasks that have actual work ted on them show the actual
e&n

pane into the desired scheduling period sh the right pane for that resource row. You can also click
and drag tasks within the rows to change eduled time for tasks.

7. Note that if you want Microsoft Project matically resolve task overallocation within the project file
in this view, you can click the “Formatl t ithin the “Team Planner Tools” contextual tab within the
Ribbon. Then click the “Prevent O cations” button in the “Schedule” button group. This is a toggle

button, so you can also click it a o turn this feature off, if desired.

8. When enabled, this feature prevw\/licrosoft Project from overallocating tasks to resources as you
click and drag them around jff the view. Also, if there are any existing resource overallocations in the
project file when you clic tton to turn it on, Microsoft Project will automatically resolve the
resource overallocatix ving the scheduling of the tasks for the overallocated resource.

o
&Q
>
.
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EXERCISES-

RESOURCE AND TASK ASSIGNMENT N

1.

To be able to assign resources to tasks within a project file.

Purpose: Q

9.

10.

11.
12.
13.

14.

15.
16.

17.
18.
19.
20.

21.
22.
23.
24.

25.

i%@the “OK” button within the Task Form when you have finished.

Exercises: %

Open the “My Project” project file that contains the saved changes that were%’s to the file through
the end of the previous chapter’s exercises.

Click the “Gantt Chart” button in the “View” button group at the left the “Task” tab in the
Ribbon.

Click the “View” tab in the Ribbon, and then click the “Details” c in the “Split View” button
group to place a check in the box and enable the split pane view. QF

Use the drop-down to the right of the “Details” checkbox to sel as

Select task 2 (Review testing materials) within the task list.
Within the Task Form at the bottom of the window, use t
Duration” for the task type.

Next, click into the first blank row underneath the “ResourcégName” column within the Task Form,
and then select “Jon Doe.”

Click into the next blank row below that row, and lect “Writers- Full Time” from the “Resource
Name” drop-down. .

Click into the next blank row below that row, N select “Writers- Part Time” from the “Resource
Name” drop-down. K

Click into the next blank row below th@u, and then select “Materials Expense” from the
“Resource Name” drop-down.

Click the “OK” button within the Tas @confirm your resource assignments for the task.

orm” from the drop-down.

type:” drop-down to select “Fixed

Right-click within the Task Form, a select “Cost” from the pop-up menu that appears.
In the new “Cost” column that ap ithin the Task Form, type “50” for the “Materials Expense”
resource row. Then click the “OK n again within the Task Form to confirm the cost assignment.

menu that appears to switch ask Form back to its default view.
Click the “Next” button within ask Form to move to the next task (Task 3) within the Gantt Chart.
Click into the first blankgrow underneath the “Resource Name” column within the Task Form and

Right-click within the Task FE mand then select “Resources & Predecessors” from the pop-up

then select “Jon Doe.
Check the “Effort dri Qweckbox and select “Fixed Units” from the “Task Type” drop-down.
Click the “OK” butt ithin the Task Form when you have finished.

Click the “Next” button within the Task Form to move to the next task (Task 4) within the Gantt Chart.

Click into thedirst blank row underneath the “Resource Name” column within the Task Form and
then select “ oe.”

Check the driven” checkbox and select “Fixed Units” from the “Task Type” drop-down.

Click t "button within the Task Form when you have finished.

Click xt” button within the Task Form to move to the next task (Task 5) within the Gantt Chart.
Cligkjintorthe first blank row underneath the “Resource Name” column within the Task Form and
th ct “Writers- Full Time.”

the “Effort driven” checkbox and select “Fixed Units” from the “Task Type” drop-down.

lick the “Next” button within the Task Form to move to the next task (Task 6) within the Gantt Chart.
cont'd.)
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EXERCISES- \
RESOURCE AND TASK ASSIGNMENT .

Exercises- cont.:

28.

29.
30.
31.
32.

33.
34.
35.
36.

37.
38.
39.
40.

41.
42.
43.
44.

Click into the first blank row underneath the “Resource Name” column within the @Qorm and
then select “Writers- Part Time.”

Check the “Effort driven” checkbox and select “Fixed Units” from the “Task Type? -down.

Click the “OK” button within the Task Form when you have finished.

Click the “Next” button within the Task Form to move to the next task (Task thin the Gantt Chart.
Click into the first blank row underneath the “Resource Name” column jwit e Task Form and
then select “Jon Doe.”

Check the “Effort driven” checkbox and select “Fixed Units” from the @ ype” drop-down.

Click the “OK” button within the Task Form when you have finished

Select task number 10 (Create review and feedback) within the G art view

Click into the first blank row underneath the “Resource Nam oltmn within the Task Form and
then select “Jon Doe.”

Check the “Effort driven” checkbox and select “Fixed Units” f e “Task Type” drop-down.

Click the “OK” button within the Task Form when you havg hed.

Select task number 11 (Create exam) within the Gantt Chartwgdew.

Click into the first blank row underneath the “Reso Name” column within the Task Form and
then select “Writers- Full Time.”

Check the “Effort driven” checkbox and select “Fi ts” from the “Task Type” drop-down.

Click the “OK” button within the Task Form whe ave finished.

Click the “Save” button within the Quick Access,tooibar to save your assignment changes.

Click the “x” in the upper-right corner of t ct file window to close the sample project file that
you just saved. You will continue t I’mhis file to complete the upcoming sequential
exercises throughout this entire cougseNgEach exercise builds upon the previous exercise, so
please complete them in the ordeN 0 maximize your overall learning experience.

O
&
S

s\O
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CHAPTER 6-
TRACKING PROJECT TASKS

6.1- CREATING PROJECT BASELINES O
6.2- UPDATING MULTIPLE TASKS IN A PROJECT %
6.3- UPDATING TASKS INDIVIDUALLY @Q

6.4- RESCHEDULING UNCOMPL

PLETED WORK QO
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TRACKING PROJECT TASKS

6.1- Creating Project Baselines: Q

At this point in your project development, you should have an initial project plan creefore you
begin to record the actual progress made (actual work performed) on the tasks within your pfeject file, you
should save a copy of the original project plan. This copy is called a project baseli
baseline as a reference point later on as you begin to track the actual work perfor
allows you to compare the actual values, durations, and work associated with the c
tasks to your original baseline plan. This data can then be displayed and print
and reports within Microsoft Project.

To save a baseline copy of your project file, click the “Project” tab in ibbon and then click the
“Set Baseline” drop-down button in the “Schedule” button group. In thegaioOp=tiown menu that appears,
select the “Set Baseline...” command. In the “Set Baseline” dialog by
baseline” option button and then select the name of the baseline cop
adjacent drop-down. You can have up to eleven different baseline copi
create for comparison purposes. Next, in the “For.” section, sele
can then click the “OK” button to save your current project file as ¢he Selected baseline.

Once you have a baseline created, you can then compare the saved values in the baseline against
the actual work values that you record. For example, you ¢ e the variance between your baseline task
durations and your actual task durations when using the “%ce” view of the table within a Gantt Chart
view of your project file.

ion of the project’s
the different views

of your project file that you can
ntire project” option button. You

4

6.2- Updating Multiple Tasks in a Project: @
Once you have saved your baseline cw work has started on your project, you need to record
the progress (actual work) performed on ks within the project file. You can update the tasks
individually, or you can mark multiple tas% lete as of a selected date. In this lesson, we will examine

how to mark multiple tasks completed pecified date. You can use this feature when a project has
completed 100% of the tasks on sche(%s of a set date.

To update multiple tasks in oject as of a selected date, click the “Update Project” button in the
“Status” button group on the “Proje%b in the Ribbon. In the “Update Project” dialog box that appears,
you can select the “Update worksas complete through:” option button, first. Next, select the desired date to
mark the work completed thro&by selecting the desired date from the adjacent calendar drop-down
arrow. Next, in the “For:” seg you can select the “Entire project” option to update all tasks in the project
as of the selected date. - en click the “OK” button to update the project tasks.

Note that if you only Wish to update multiple tasks as of a selected date, but not necessarily all the
tasks, you can also do that by using the “Update Project” dialog box. In this case, first select the tasks to
update within the G hart view of your project file. Remember that you can select multiple, non-adjacent
tasks in alist b I own the “Ctrl” key on your keyboard as you click the task names. Once they have
been selected,yxn open the “Update Project” dialog box again. This time, however, you would choose
the “Selected ' option button in the “For:” section to update only the selected tasks as of the date
selected. T you to then update some tasks individually, as needed.

N t after you update the project’'s progress, the individual tasks listed within the Gantt Chart

view of roject file will then display a small check mark in the far left “Information” column to mark them
as co . You will also see the task progress indicated by a progress bar that highlights the tasks in the
b the right side of the Gantt Chart view in your project file.
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&)

6.3- Updating Tasks Individually: Q

You will often need to update the work performed on individual tasks in a project ften tasks
with a long duration will need to have their completion progress measured and marked indiVidually as the
work is completed over time.

When entering progress made on a selected task in a project file, you can eitl
the “percentage complete” or the “actual work values” completed. One reason tha fo can do this is that
some tasks can be “front-loaded” or “back-loaded,” meaning that the majority 46 work is incurred at
either the beginning or end of the task’s marked period of duration. In these £s//'too, you may need to
update the “actual work” progress made on the tasks, which may not co nd directly to the task’s
duration, or “percentage complete.”

For example, if your project file contained a “front-loaded” task wi ration of five days, you may
complete 60% of the work on day one, with the next four days compléti additional 10% of the work
required. In this case, you can individually mark the amount of “actu rk” completed on the task as it
occurs to accurately record the work performed. Entering a “perce omplete” for this type of task may
not accurately reflect the actual work performed, and could y cause Microsoft Project to create
scheduling errors when calculating the remainder of the task’s dur

If you choose to update the “percent complete” oﬁected task, Microsoft Project will set the

jndividually mark

actual start date of the task to match the scheduled start date and will then calculate and update the other
related task units, such as the actual task duration, t.he 3ining task duration, and the associated costs
based on the percentage value that you enter. For examplesif you update the progress of a task with a four
day duration to indicate that it is 25% complete, Mic -% Project will indicate that there has been one day
of actual duration, and three days of remaining duy

Alternately, you can enter the actual wo s recorded for a selected task. This method allows
you to enter the actual start date, finish datg, %nd duration values for the task. When you update this
type of information, Microsoft Project uses '& ing set of rules to calculate other task values.

Rule 1: When you enter the actual start a task, Project moves the scheduled start date to match it.

Rule 2: When you enter the actual fini te of a task, Project moves the scheduled finish date to match it
and also set the task to 1009 plete.

Rule 3: When you enter the actual ompleted on a task, Project calculates the work left to finish, if any.

Rule 4: When you enter the actyal duration of a task, Project calculates the duration remaining. If the actual
duration matches the %uled duration, the task is also marked as being 100% complete. In
addition to this, if QI duration is longer than the scheduled duration, Project moves the actual
finish date to mat& ration entered.

To update an inﬁ/idual task within a project file, first select the task whose progress you wish to
update within your t file. Next, click the “Mark on Track” drop-down button in the “Schedule” button
group on the “TEK In the Ribbon. From the drop-down menu that appears, select the “Update Tasks”
command to o “Update Tasks” dialog box. In this dialog box you can enter the actual values that you
wish to recor QJ simply wish to enter the percent complete, you can enter that into the “% Complete:”

ickdthe “OK” button to let Project calculate the other values. Otherwise, you can enter the
ues that you want to record into the fields available. You can enter the actual duration,
ation, actual start date, or actual finish date, as needed. You can then click the “OK” button to
nges. When updating the actual values, Project will then update the corresponding values for
s needed, based on the rules that we just examined in this lesson.
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6.4- Rescheduling Uncompleted Work: Q

You can also use the “Update Project” function described in lesson 6.2 of this chapteschedule
all uncompleted project work. Just as when updating work completed within a project filé®this can be
applied to all tasks within a project or just for selected tasks within a project. We will %xamine how to
reschedule uncompleted work within a project to a date that you specify.

To do this, click the “Update Project” button in the “Status” button group or@‘PrOject” tab in the
Ribbon. In the “Update Project” dialog box that appears, select the “Reschedul pleted work to start
after:” option button. Then select the desired date after which you want the wi ecommence from the
adjacent calendar drop-down arrow.

Next, in the “For:” section, you can select the “Entire project” optiops=t@
on all tasks in the project. If you wish to update only selected tasks, b
can do that by first selecting the tasks to reschedule within the G&
Remember that you can select multiple, non-adjacent tasks in a list b

ate all uncompleted work
ecessarily all the tasks, you
art view of your project file.
ding down the “Ctrl” key on your

keyboard as you click the task names. You would choose the “S tasks” option button in the “For.”
section to reschedule only the selected tasks.

After making your choice of tasks to reschedule withi e project, click the “OK” button to
reschedule the select project tasks to start after the date you ify.

i
G
N
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ACTIONS-

TRACKING PROJECT TASKS N

SAVING A PROJECT BASELINE: Q

1. To save a baseline copy of your project file, click the “Project” tab in the Ribbon and the the “Set
Baseline” drop-down button in the “Schedule” button group.

2. Inthe drop-down menu that appears, select the “Set Baseline...” command. %

3. Inthe “Set Baseline” dialog box that appears, select the “Set baseline” option but then select the
name of the baseline copy that you want to create from the adjacent drop-down.@

4. Inthe “For:” section, select the “Entire project” option button.

5. You can then click the “OK” button to save your current project file as the s baseline.

UPDATING MULTIPLE PROJECT TASKS:

To update multiple tasks in a project as of a selected date, click th & ;l Project” button in the

1.

“Status” group on the “Project” tab in the Ribbon.

2. Inthe “Update Project” dialog box that appears, you can sele pdate work as complete through:”
option button, first. Next, select the desired date to mark the v@ompleted through by selecting the
desired date from the adjacent calendar drop-down arrow,

3. Next, in the “For:” section, you can select the “Entire prontion to update all tasks in the project as
of the selected date

4. Note that if you only wish to update multiple task @elected date, but not necessarily all the
tasks, you can also do that by using the “Update dialog box. In this case, first select the tasks to
update within the Gantt Chart view of your proj emember that you can select multiple, non-
adjacent tasks in a list by holding down the “Ct#l’, on your keyboard as you click the task names.

5. Once they have been selected, you can open pdate Project” dialog box again. This time, however,
you would select the “Selected tasks” OK on in the “For:” section to update only the selected
tasks as of the date selected. This allovys to then update some tasks individually, as needed.

6. You can then click the “OK” button to the project tasks once you have made your desired
selections to save the changes and u e the selected tasks.

UPDATING INDIVIDUAL PROJEC KS:

1. To update an individual t %in a project file, first select the task whose progress you wish to update
within your project fil Q

2. Click the “Mark on Trez& -down button in the “Schedule” button group on the “Task” tab in the
Ribbon.

3. Fromthe drop-downﬁenu that appears, select the “Update Tasks” command to open the “Update
Tasks” dialog b this dialog box you can enter the actual values that you wish to record.

4. Ifyou simplyx nter the percent complete, you can enter that into the “% Complete:” field and
then click t button to let Project calculate the other values.

5. Otherwise an enter the actual work values that you want to record into the fields available. You
canen ual duration, remaining duration, actual start date, or actual finish date, as needed.

6. You n click the “OK” button to save the changes.
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TRACKING PROJECT TASKS , i;

RESCHEDULING UNCOMPLETED WORK: Q

=

Click the “Update Project” button in the “Status” button group on the “Project” tab in the .
2. Inthe “Update Project” dialog box that appears, select the “Reschedule uncompleted work%® start after:”
option button.

3. Select the desired date after which you want the work to recommence from the adj calendar drop-
down arrow.
4. Inthe “For:” section, you can select the “Entire project” option to update all u ed work on all

tasks in the project.

5. To update only selected tasks, but not necessarily all the tasks, first selec
within the Gantt Chart view of your project file. You can select multiple, 4
holding down the “Ctrl” key on your keyboard as you click the task narfie

6. Then choose the “Selected tasks” option button in the “For:” section4g
tasks.

7. After making your choice of tasks to reschedule within the proj igk the “OK” button to reschedule
the select project tasks to start after the date you specify.

@ asks to reschedule
adjacent tasks in a list by

ebedule only the selected
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EXERCISES-

Purpose:

1. To be able to create a baseline for a project file and update task completion.

TRACKING PROJECT TASKS ,é\,_
@)

Exercises: %

1. Open the “My Project” project file that contains the saved changes that we @e to the file through
the end of the previous chapter’s exercises. %

2. Click the “Gantt Chart” button in the “View” button group at the Iem the “Task” tab in the

Ribbon to display the “Gantt Chart” view for the “My Project” project fi eeded.

3. Click the “Project” tab in the Ribbon and then click the “Set Baseli p-down button in the
“Schedule” button group. &l

4. In the drop-down menu that appears, select the “Set Baseline. & mand.

5. In the “Set Baseline” dialog box, ensure that the “Set basel@tion button is selected, and then
make sure that “Baseline” is selected from the adjacent dr n.

6. In the “For:” section of the “Set Baseline” dialog box, ens at the “Entire project” option button is
selected.

7. Click the “OK” button within the “Set Baseline” dialo@o set the project baseline.

the “Project” tab in the Ribbon to open the

8. Click the “Update Project” button in the “Status”
“Update Project” dialog box. * @

9. In the “Update Project” dialog box, ensure %\e “Update work as complete through:” option is
selected. In the adjacent date drop-down, t “T25/14.

10. Below that, ensure that the “Set 0% - 1009 lete” option has been selected.

11. In the “For:” section, select the “Entire pro

12. Click the “OK” button when you havenj d to mark all project tasks as complete through the date

entered for the project file.
13. Click the “Save” button within the @ccess toolbar to save your changes.

14. Click the “x” in the upper-right% of the project file window to close the sample project file that
you just saved. You will @ e to use this file to complete the upcoming sequential

exercises throughout this ife course. Each exercise builds upon the previous exercise, so
please complete them Qle rder given to maximize your overall learning experience.

s\O

o
&Q
>
.
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CHAPTER 7-
FORMATTING GANTT CHART VIEWS

7.1- FORMATTING GANTT CHARTS O

7.2- FORMATTING COLUMNS IN GANTT CHARTS

7.3- APPLYING BAR AND GANTT CHART STYLES @Q

7.4- DRAWING OBJECTS QO

7.5- FORMATTING TIMESCALE IN A GANTT CH

M VIEWS Q

7.6- CREATING CUSTO

N

4
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FORMATTING GANTT CHART VIEWS

\’
7.1- Formatting Gantt Charts: QE

While you will most commonly use the Gantt Chart view of a project file, it is import note there
are several other views of a project file available. You can also customize these project vieWs so you can
print and share them with others who need to know your project information. In this ch%we will examine
some of the basics of using project views and reports to share project data. @

In this lesson we will examine formatting options for the Gantt Chart view, t view is the most
commonly used when dealing with project management.

You can use the buttons found within the “Format” tab of the “Gantt @)ols” contextual tab in
the Ribbon to apply formatting changes to the view. In this lesson, we will @s some of the formatting
options found within the “Format” button group on this tab within the Ribbo

To format the text within the view, click the “Text Styles” button ig @ ormat” button group on this
tab to open the “Text Styles” dialog box. In this dialog box, you first ch@gse t@, which elements you wish to
apply the desired text style by making a choice from the “ltem to change?” drop-down. Unlike many other
formatting tools, this tool will ignore selections made before openi i§ dialog box. Within this formatting
tool, the “ltems to change” setting determines to which objec following formatting choices will be
applied. You can then set the “Font,” “Font style,” “Size,” “Color, ackground Color,” and “Background
Pattern,” as desired. You can check the “Underline” or rikethrough” checkboxes to underline or
strikethrough all text in the item to change, if desired. When%re ready to apply your formatting choices,
click the “OK” button to finish formatting the text. N

To change the display of gridlines shown ip t , click the “Gridlines” button in the “Format”
button group on the “Format” tab of the “Gantt Cha%s” contextual tab within the Ribbon. Then select
the “Gridlines...” command from the drop-down m@at appears to open the “Gridlines” dialog box. Start
by selecting the type of gridline to change from the'l g of gridlines shown in the “Line to change” area. To
the right of that, use the “Type” and “Cplog p-downs in the “Normal” section to set the desired
appearance of the chosen gridline. For som es, you can set an interval from the “At interval” section,
and then use the “Type” and “Color” drop to set the appearance of gridlines in an interval pattern for
your selected gridline element. Once yo: set the display of the gridlines as desired, you can click the

P

“OK” button to apply them.

You can change the layou e tasks within the timescale section of the Gantt Chart view by
clicking the “Layout” button in the “ t” button group. In the “Layout” dialog box that appears, select the
desired linking style to use betiveen tasks from the options shown in the “Links” section. In the “Bars”
section, you can then apply t ired date format to display next to bars by choosing one from the “Date
format:” drop-down. You select the desired height of the task bars from the “Bar height:” drop-
down. If you want to alwa& -up” Gantt Bars in a chart for tasks that contains phases, you can check the
“Always roll up Gantt bars” chieckbox. If that is checked, you can then check the “Hide roll up bars when

summary expanded”’ ctlckbox option to hide the roll up bars when the subtasks within a phase are
displayed. To roun fs to display whole days, ensure that the “Round bars to whole days” checkbox is
checked. To sho its”in task bars, check the “Show bar splits” checkbox. To enable the display of drawn
objects, such ikcles and squares, within your project file, ensure that the “Show drawing” checkbox is
checked. On Qave the desired options selected, click the “OK” button to apply them.

%‘b
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s s’
7.2- Formatting Columns in Gantt Charts: Q

When formatting Gantt Charts, you can change the appearance of columns wit e task list
shown at the left side of the Gantt Chart view. In this lesson, we will examine the buttons fotfid within the
“Columns” button group on the “Format” tab of the “Gantt Chart Tools” contextual tab wijthigthe Ribbon.
er task-related
project data you want. To insert a column into the column list, select the column togthe right of the place
where you want to insert a new column. New columns will be inserted to the Ig

inserted, and a drop-down list of the names of the possible columns to dis
name of the column that contains the information you want to display withigst
list. Note that you can also add a column to the far right end of the cqltiy
down arrow in the column heading for the column labeled “Add Ne 0

1@ will be shown. Click the

olumn from the drop-down
shown by clicking the drop-
. You can then select the

name of the column to add from the drop-down listing that appears to d the selected column to the far
right end of the column list.
You can change the alignment of text within a selected by clicking into the column and then

clicking the desired alignment button shown in the “Columns” buttorm@roup: “Left,” “Center,” or “Right.” If you
want the text entered into a column to display using text wr@pping, click into the desired column and then

click the “Wrap Text” button in the “Columns” button groMp. When text wrapping is enabled, text will
automatically display on the next line within a cell Wge ches the right end of a cell versus cutting of

the display of the cell’s text.
To hide the display of a column, click into th ed column and then click the “Column Settings”
drop-down button in the “Columns” button group. mc oose the “Hide Column” command from the drop-

down menu that appears.

To change other attributes of a sele te@mn, such as the title displayed in the column’s heading,
click into the desired column and then click they'Célumn Settings” drop-down button in the “Columns” button
group. Then choose the “Field Settings” ¢ d to open the “Field Settings” dialog box. You can then set
any available property shown in this dial to your desired setting.

The “Field name:” setting da&nes the data shown within the column. The “Title:” setting
determines the title shown in the mn heading for the selected data field. The “Align title:” and “Align
data:” drop-downs allow you to se text alignment for the column’s title and data. The “Width:” field
allows you to set the width of tife column. You can check the “Header Text Wrapping” checkbox to allow
column titles to wrap their texiadiSplay. To automatically resize the column to best display all available text
within the column, click the * @ Fit” button. Once you have set the options you want, click the “OK” button
to apply them to your sele€ted column.

7.3- Applying Bar Wantt Chart Styles:

In this lessom, We will discuss formatting task bars within the Gantt Chart view. To do this, select the
“Format” tab o antt Chart Tools” contextual tab within the Ribbon. To change the appearance of a bar
graph for a ed task in the Gantt Chart view, click the “Format” button in the “Bar Styles” button group
rcommand from the drop-down menu that appears.
ormat Bar” dialog box that appears, you can click the “Bar Shape” tab to view the “Start,”
“End” sections of the bar. Use the drop-down arrows that appear in the “Start” and “End”
s n choose your preferred “Shape,” “Type,” and “Color” for those ends of the bar. In the “Middle,”
s%se the “Shape,” “Pattern,” and “Color” drop-downs to set the appearance of the middle of the bar.

ou can then click the “Bar Text” tab to set the text that should appear next to the bar lines in the
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graph. On this tab, you can use the drop-down that appears when you click into the area t ight of the
desired side of the bar listed to choose the text that you want to display on that side of the bar within
the Gantt Chart. Once you have made your selections in this dialog box, you can cIi% “OK” button to
apply the bar formatting to your selected task.

You can change the appearance of different types of task bars within a G hart by creating a
new bar style. To do this, click the “Format” button within the “Bar Styles” gro en select the “Bar
Styles” command from the button’s drop-down menu.

In the “Bar Styles” dialog box that appears, select a bar style type to m the listing shown. For
the selected type of task bar, use the choices shown in the “Text” and “B abs shown at the bottom of
the dialog box to set the appearance of the task bar and its accompa %‘ label in the Gantt Chart. If

applied. You can use the “Start” and “Finish” columns to choose
applied across the columns in your chart. You can repeat this pr for other selected types of task bars,
as desired. Once you have set your new task bar styles, click the “OK’ button to apply them.

The next few checkboxes shown in the “Bar Styles” g38iton group on the “Format” tab of the “Gantt
Chart Tools” contextual tab in the Ribbon allow you to applySspecial formatting to the selected types of task
bars shown. You can check the “Critical Tasks” che @ to display critical tasks in red. A task is
considered a “critical task” if it must be completed op timesef the project to be completed on schedule. You
can check the “Slack” checkbox to draw slack lines he task bars. A slack line is a line that shows how
much time a task can go past its finish date b it affects the scheduling of another task within the
project. You can also check the checkbox for 4da asks” to display late tasks in black. Late tasks are

sk, h?

calculated by determining how much of the shQuld be done by the status date.
If you have saved a baseline for yc& ct, you can compare how your project is performing by
comparing the tasks to the baseline that ed. To show your baseline task bars next to the project’s
task bars, simply click the “Baseline” drop- n button in the “Bar Styles” button group and then select the
desired baseline to display from the d&down menu that appears. The baseline task durations will be
displayed next to the current projec@s task bars for comparison purposes. You can repeat this process
to toggle the display of the selected line’s task bars back off again when finished.

You can view the amoyht of slippage within the tasks in your project file when compared to a
selected baseline by clickin wSlippage” button and then choosing a desired baseline from the drop-
down menu that appearsgT | show task slippage lines within the Gantt Chart, where tasks have gone
over the amount of timexs% ed in the baseline. You can repeat the process to toggle the display of the
slippage lines back off when you are finished.

You can also a W a preset Gantt Chart style by clicking on a style shown in the “Gantt Chart Style”
button group. If ou@the “More” button in the lower right corner of the scroll bar within the button group,
you will see all & t Chart styles shown in two categories: “Scheduling” and “Presentation.” You can
click the desire style to apply all of the selected elements of the chart style to your Gantt Chart. Note
that the “Sc % styles simply differentiate the color between the manually scheduled and auto
scheduled tas a different color, while the “Presentation” styles show all tasks in the same color,
regardlessio method used for scheduling.

, Yyou can use the checkboxes in the “Show/Hide” button group to toggle the display of the
lis égilements on and off within the Gantt Chart. The elements that you can show or hide include
“Qutli u

”

mber,” “Project Summary Task,” and “Summary Task.”
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You can add drawing elements to the task bar area within your Gantt Chart. Draw”bjects can

provide additional information or serve to illustrate important data within the Gantt Chart . To add a
drawing object to your Gantt Chart, click the “Drawing” button in the “Drawings” group “Format” tab of
the “Gantt Chart Tools” contextual tab within the Ribbon. Then select the type of d bject to add to
the chart from the drop-down listing that appears. Then click and drag over the are@ ithin the chart where

you want to draw the object.

Once the object has been placed, you can click it to select it and forma Cif! You can tell when a
drawing object is selected because it will appear with small back resizing sq @ around its perimeter. You
can place your mouse pointer over a resizing square until your mouse poiniersttirns into a double-pointed
arrow and then click and drag your mouse pointer to resize the selected %‘. e in the directions shown by
the arrow. You can click into the center of the shape and drag it to a neWw§locatign to move the shape.

To format a selected shape, click the “Drawing” button againﬁt elect the “Properties” command
from the drop-down menu. In the “Properties” dialog box that app u can change the formatting of the
selected shape. On the “Line & Fill” tab, you can use the optio e “Line” and “Fill” sections to set the
appearance of the line and fill color of the shape. You can select ° €” in either section to remove the line
or fill colors. You can select “Custom” in either section to a a custom line or fill color. If you select this
option, use the “Color:” drop-down to select a desired col n the “Line” section, you can use the “Line”
drop-down to select a line thickness. In the “Fill” sectign,@:an use the “Pattern” drop-down to select a fill
pattern, if desired.

To attach the shape to a task or to a day with antt Chart, click the “Size & Position” tab. In the
“Position” section, select either the “Attach to tim or “Attach to task” option. If you select the “Attach
to timescale” option, then select the date to us he “Date” drop-down. You can also enter a vertical
measurement from the top of the task bar & re you want the shape to appear in the “Vertical’ text

box. If you select the “Attach to task” optio r the task number into the “ID:” field and then select to
which end of the task bar to attach the rom the “Attachment point” options shown. You can also
enter a horizontal and a vertical measur rom the left and top of the task bar area where you want the

shape to appear in the “Horizontal” andss ical” text boxes.

When finished setting the f ing properties for the selected shape, click the “OK” button in the
“Format Drawing” dialog box to app m.
7.5- Formatting Timescale i ntt Chart:

You can change theNincrements, appearance, and labeling of the timeline shown at the top of the

task bar area in the Ge?t Chart view. To do this, click the “View” tab in the Ribbon, and then click the
“Timescale:” drop-d utton in the “Zoom” button group. You can then easily select a different timescale

from the increment n in the drop-down menu. To see all of your timescale formatting options, select
the “Timescale...’ and from the drop-down menu to open the “Timescale” dialog box.

In the % ale” dialog box that appears there are four tabs: “Top Tier,” “Middle Tier,” “Bottom
Tier,” and * king Time.” First you should use the “Show:” drop-down in the “Timescale options”

section on erone of the first three tabs to select which timescale tiers to show within the timescale area.

On the fifS§three tabs you can then set the formatting applied to the respective sections of the timescale

shown an set their “Size,” and check or uncheck the “Scale separator’ checkbox, as preferred. Once

;/% cided which tiers to display, you can then click the nhame of the tab that corresponds to the tier
ish to format.

ou can then use the “Units,” “Label,” “Count,” and “Align” drop-downs that appear at the top of the
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tab to apply your desired options to that tier in the timescale. You can also check or unche@ additional
“Use fiscal year,” and “Tick lines” checkboxes, as desired, in the same area.

Next, you can click the “Non-working Time” tab within the “Timescale” di box to set the
appearance of non-working time in your view. You can select the desired option for isplay of the non-
working time from the choices shown in the “Draw” section. Next, you can sel e desired “Color,”

“Pattern,” and “Calendar” to use for the display of non-working time.
Once you have made whatever changes to the display of the timescale lin'the view that you wish
to apply, click the “OK” button in the “Timescale” dialog box to apply the chan @» your view.

7.6- Creating Custom Views: KQ

You can create your own custom views of a project file that the desired project elements and
custom formatting that you wish to see within the view. A custo can display information from any of
the other existing views within project. You can even create combifation views that display information from
two different views at the same time. You can use the “Morg®™iews” dialog box to create your own custom
views of a project file. §

To create a custom view, first open the “More Vi@ alog box by clicking the “Gantt Chart” drop-
down button in the “View” button group on the “T sk: the Ribbon. From the drop-down menu that
appears, select the “More Views...” command to op More Views” dialog box.

To create a new view from scratch, you c icK'the “New...” button within the “More Views” dialog
box. In the “Define New View” dialog box that s, select whether you want this view to be a single
view or a combination view by selecting the, desi ption button. Then click the “OK” button to continue.

The next window that appears will a 0 select which default content you want to have appear
within the view and what you want the n he view to be. Enter any information required, and select
the elements of the view that you wish toyi e as part of your custom view in the dialog box that appears.
Note that if you want the name of y ustom view to appear with the menu drop-down buttons, then
ensure that the “Show in menu” che, IS checked. Then click the “OK” button to add the new view to the
list of possible views for the project at appears within the “More Views” dialog box.

You can then apply your@ustom view from the “More Views” dialog box by selecting the name of the
custom view that you created hen clicking the “Apply” button. Once your view has been applied you
' @ in the view as desired and then save the formatting changes.

' anges that you have made to your view, click the “Gantt Chart” drop-down
button in the “View” button group on the “Task” tab in the Ribbon. From the drop-down menu that appears,
select the “Save View..)command. In the “Save View” dialog box that appears, you can then choose the
“Update Current Vim:utton to save the formatting changes you have made to your current view. Then

ontinue. A dialog box will appear asking you if you wish to overwrite the custom

click the “OK” bmxp
view in the gl?’q late with the custom view from your current project’s template. Simply click the “Yes”

button to over e older version of your template with the new view.
Int you can easily select the name of your custom view from the “Gantt Chart” drop-down
button in the™iew” button group on the “Task” tab in the Ribbon to apply it to other project files when

&
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1. You can use the buttons found within the “Format” tab of the “Gantt Chart Tools” cont@ tab in the
Ribbon to apply formatting changes to the view.

2. To format the text within the view, click the “Text Styles” button in the “Format” bu roup on this tab
to open the “Text Styles” dialog box.

3. In this dialog box, you first choose to which elements you wish to apply the des@xt style by making
a choice from the “Item to change:” drop-down.

4. Setthe “Font,” “Font style,” “Size,” “Color,” “Background Color,” and “Backgrg attern,” as desired.

5. You can check the “Underline” or “Strikethrough” checkboxes to underline rikethrough all text in the
item to change, if desired.

6. When you are ready to apply your formatting choices, click the “OK” @)o finish formatting the text.

7. To change the display of gridlines shown in the view, click the “Grifllines®button in the “Format” button
group on the “Format” tab of the “Gantt Chart Tools” contextual tab Wi the Ribbon.

8. Select the “Gridlines...” command from the drop-down menu t ears to open the “Gridlines” dialog
box.

9. Select the type of gridline to change from the listing of gridlines Siown in the “Line to change” area.

10. To the right of that, use the “Type” and “Color” drop-d in the “Normal” section to set the desired
appearance of the chosen gridline. Q

11. For some choices, you can set an interval from Lh erval” section, and then use the “Type” and
“Color” drop-downs to set the appearance of gridiQ€e an interval pattern for your selected gridline
element.

12. Once you have set the display of the gridlines @lred, you can click the “OK” button to apply them.

13. You can change the layout of the tasks withig tRgstimescale section of the Gantt Chart view by clicking
the “Layout” button in the “Format” butt %

14. In the “Layout” dialog box that appear& the desired linking style to use between tasks from the
options shown in the “Links” section. @

15. In the “Bars” section, you can then a desired date format to display next to bars by choosing one
from the “Date format:” drop-down:

16. You can then select the desired@:t of the task bars from the “Bar height:” drop-down.

17. If you want to always “roll-up” Bars in a chart for tasks that contains phases, you can check the
“Always roll up Gantt bars” cfteckbox.

18. If that is checked, you candhén,check the “Hide roll up bars when summary expanded” checkbox option
to hide the roll up bargw! @ e subtasks within a phase are displayed.

19. To round bars to disp& Ole days, ensure that the “Round bars to whole days” checkbox is checked.

20. To show splits in task bars; check the “Show bar splits” checkbox.

21. To enable the dis Ia/of drawn objects, such as circles and squares, within your project file, ensure that
the “Show draw@veckbox is checked.

22. Once you ha esired options selected, click the “OK” button to apply them.

%‘b
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1.

10.
11.

12.

13.
14.
15.

16.
17.
. To automatically res% the column to best display all available text within the column, click the “Best Fit”

18

19.

To insert a column into the column list shown in the “Gantt Chart View,” select the colu@the right of
the place where you want to insert a new column. New columns will be inserted to left of the
selected column.

Click the “Insert Column” button in the “Columns” button group on the “Format” e “Gantt Chart
Tools” contextual tab within the Ribbon.
A new column will be automatically inserted, and a drop-down list of the na e possible columns

to display will be shown.
Click the name of the column that contains the information you want to within this column from

the column heading for the column labeled “Add New Column.”
Then select the name of the column to add from the drop-downNi
selected column to the far right end of the column list.

the drop-down list.
You can also add a column to the far right end of the columns show@king the drop-down arrow in

g that appears to append the

You can change the alignment of text within a selected co y clicking into the column and then
clicking the desired alignment button shown in the “Columns™agtton group on the “Format” tab of the
“Gantt Chart Tools” contextual tab within the Ribbon : “Leff& Center,” or “Right.”

If you want the text entered into a column to display usifig text wrapping, click into the desired column
and then click the “Wrap Text” button in the “Col.um@u ton group on the “Format” tab of the “Gantt
Chart Tools” contextual tab within the Ribbon.

To hide the display of a column, click into the de lumn and then click the “Column Settings” drop-
down button in the “Columns” button group on ‘Format” tab of the “Gantt Chart Tools” contextual tab
within the Ribbon.

Then choose the “Hide Column” comm omithe drop-down menu that appears.

To change other attributes of a select& n, such as the title displayed in the column’s heading,
click into the desired column and the@ he “Column Settings” drop-down button in the “Columns”
button group on the “Format” tab of the “Gantt Chart Tools” contextual tab within the Ribbon.

Then choose the “Field Settings” and to open the “Field Settings” dialog box. You can then set
any available property shown in ialog box to your desired setting.

The “Field name:” setting deter the data shown within the column.

The “Title:” setting determings the title shown in the column heading for the selected data field.

The “Align title:” and “Ali " drop-downs allow you to select a text alignment for the column’s title

and data.
The “Width:” field allo o set the width of the column.

You can check the “Header Text Wrapping” checkbox to allow column titles to wrap their text display.

button.
Once you h

nd
&

e options you want, click the “OK” button to apply them to your selected column.

%‘b
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1. To change the appearance of a bar graph for a selected task in the Gantt Chart view, c@e ‘Format”
button in the “Bar Styles” button group on the “Format” tab of the “Gantt Chart Tools” ¢ xtual tab in
the Ribbon and select the “Bar” command from the drop-down menu that appears. @

2. Inthe “Format Bar” dialog box that appears, click the “Bar Shape” tab to view t ; “Middle,” and
“End” sections of the bar.

3. Use the drop-down arrows that appear in the “Start” and “End” sections ose your preferred
“Shape,” “Type,” and “Color” for those ends of the bar.

4. In the “Middle,” section use the “Shape,” “Pattern,” and “Color” drop-dowet the appearance of the

middle of the bar.
5. Click the “Bar Text” tab to set the text that should appear next to the Es in the graph.

6. On this tab, use the drop-down that appears when you click into theé¥area%e the right of the desired side
of the bar listed to choose the text to display on that side of the tas ithin the Gantt Chart.

7. Once you have made your selections in this dialog box, click t button to apply the bar formatting
to your selected task.

8. To change the appearance of different types of task bars withif a Gantt Chart by creating a new bar
style, click the “Format” button within the “Bar Styles” group on the “Format” tab of the “Gantt
Chart Tools” contextual tab in the Ribbon and then seI@%e “Bar Styles” command from the button’s
drop-down menu. .

9. Inthe “Bar Styles” dialog box that appears, sele le type to edit from the listing shown.

10. For the selected type of task bar, use the choi wn in the “Text” and “Bars” tabs shown at the
bottom of the dialog box to set the appearance% ask bar and its label in the Gantt Chart.

11. You can use the “Show For ... Tasks” colu elect the type of tasks to which this style should be
applied.

12. You can use the “Row” column to choose ch row you want this style to begin being applied.

13. You can use the “Start” and “Finish”@w s to choose when this style should start and end being
applied across the columns in your char

14. You can repeat this process for oth&lected types of task bars, as desired.

15. Once you have set your new tamstyles, click the “OK” button to apply them.

16. The next few checkboxes show e “Bar Styles” button group on the “Format” tab of the “Gantt Chart
Tools” contextual tab in the@bon allow you to apply special formatting to the selected types of task

bars shown.
17. You can check the “ t'(@sks” checkbox to display critical tasks in red.
18. You can check the é&] eckbox to draw slack lines in the task bars.
19. You can check the checkb0x for “Late Tasks” to display late tasks in black.
20. If you have saved Jbaseline for your project, you can compare how your project is performing by

comparing the t o the baseline you saved.
21. To show you e task bars next to the project’s task bars, simply click the “Baseline” drop-down

button in th Styles” button group on the “Format” tab of the “Gantt Chart Tools” contextual tab in
Q:en select the desired baseline to display from the drop-down menu that appears.
is process to toggle the selected baseline’s task bars back off again when finished.
w the amount of slippage within the tasks in your project file when compared to a selected
iReWy clicking the “Slippage” button in the “Bar Styles” button group on the “Format” tab of the
. art Tools” contextual tab in the Ribbon and then choosing a desired baseline from the drop-

menu that appears.
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24.
25.

26.

27.

28.

You can repeat the process to toggle the display of the slippage lines back off when you nished.
a

You can apply a preset Gantt Chart style by clicking a style shown in the “Gantt Ch yle” button
group on the “Format” tab of the “Gantt Chart Tools” contextual tab in the Ribbon. %

If you click the “More” button in the lower right corner of the scroll bar within th group, you will
see all the Gantt Chart styles shown in two categories: “Scheduling” and “Prese

You can click the desired chart style to apply all of the selected elements of t style to your Gantt
Chart.

You can use the checkboxes in the “Show/Hide” button group to toggl display of the listed task
elements on and off within the Gantt Chart. The elements that you c or hide include “Outline

Number,” “Project Summary Task,” and “Summary Task.”

DRAWING OBJECTS:

o

© ©

10.
11.

12.
13.
14.
15.
16.
17.

18.

19.

To add a drawing object to your Gantt Chart, click the “Draw%utton in the “Drawings” group on the
“Format” tab of the “Gantt Chart Tools” contextual tab withig, the Rtbbon.

Select the type of drawing object to add to the chart fro e @rop-down listing that appears.

Click and drag over the area within the chart where y to draw the object.

Once the object has been placed, you can click®i ect it. You can tell when a drawing object is
selected because it will appear with small back r%squares around its perimeter.

You can place your mouse pointer over a resizifg are until your mouse pointer turns into a double-
pointed arrow and then click and drag your s'@ pointer to resize the selected shape in the directions
shown by the arrow. b

You can click into the center of the shap ag it to a new location to move the shape.

To format a selected shape, click the g” button again and select the “Properties” command from

the drop-down menu.

In the “Properties” dialog box that m%rs, you can change the formatting of the selected shape.

On the “Line & Fill” tab, you can the options in the “Line” and “Fill” sections to set the appearance of
the line and fill color of the shap@

You can select “None” in either section to remove the line or fill colors.
You can select “Custom” in er section to apply a custom line or fill color. If you select this option, use

the “Color:” drop-dow t a desired color.
In the “Line” section, k @use the “Line” drop-down to select a line thickness.

In the “Fill” section, you cam use the “Pattern” drop-down to select a fill pattern, if desired.
To attach the shapey a task or to a day within the Gantt Chart, click the “Size & Position” tab.

In the “Position” on, select either the “Attach to timescale” or “Attach to task” option.

If you select @ch to timescale” option, select the date to use from the “Date” drop-down.

You can en rtical measurement from the top of the task bar area where you want the shape to
appear in t rtical” text box.

If you s “Attach to task” option, enter the task number into the “ID:” field and then select to
which f the task bar to attach the shape from the “Attachment point” options shown.

Yo Iso enter a horizontal and a vertical measurement from the left and top of the task bar area
wher, u want the shape to appear in the “Horizontal” and “Vertical” text boxes.
inished setting the formatting properties for the selected shape, click the “OK” button in the
ormat Drawing” dialog box to apply them.
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1.

N

10.

11.

12.

13.

14.

To change the increments, appearance, and labeling of the timeline shown at the top @ e task bar
area in the Gantt Chart view, click the “View” tab in the Ribbon, and then click the “Ti cale:” drop-
down button in the “Zoom” button group.

You can then easily select a different timescale from the increments shown in the wn menu.

To see all of your timescale formatting options, select the “Timescale...” comm@om the drop-down
menu to open the “Timescale” dialog box.

In the “Timescale” dialog box that appears there are four tabs: “Top Tier,
and “Non-working Time.”

” LT

viddle Tier,” “Bottom Tier,”

shown.
You can also set their “Size,” and check or uncheck the “Scale separator’ checkbox, as preferred.

Once you have decided which tiers to display, you can then @ he name of the tab that corresponds
to the tier you wish to format.

You can then use the “Units,” “Label,” “Count,” and “Ali op-downs that appear at the top of the tab
to apply your desired options to that tier in the timescale@

You can also check or uncheck the additional “Us’e fiear,” and “Tick lines” checkboxes, as desired,
in the same area.

Next, you can click the “Non-working Time” tab M e “Timescale” dialog box to set the appearance
of non-working time in your view.

You can select the desired option for the d% the non-working time from the choices shown in the

“Draw” section.
Next, you can select the desired “ColorM

time.
Once you have made whatever cha wﬂ[he display of the timescale within the view that you wish to
apply, click the “OK” button in the ‘Wi cale” dialog box to apply the changes to your view.

<
S

s\O

/

&
&

n,” and “Calendar” to use for the display of non-working

%‘b
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1. To create a custom view, first open the “More Views” dialog box by clicking the “Gantt drop—down
button in the “View” button group on the “Task” tab in the Ribbon.
2. From the drop-down menu that appears, select the “More Views...” command to o@e “More Views”

dialog box.

3. To create a new view from scratch, you can click the “New...” button within the * Views” dialog box.

4. In the “Define New View” dialog box that appears, select whether you want t to be a single view
or a combination view by selecting the desired option button.

5. Then click the “OK” button to continue.

6. The next window that appears will ask you to select which default ou want to have appear
within the view and what you want the name of the view to be. y information required, and
select the elements of the view that you wish to include as part of§oureustom view in the dialog box
that appears.

7. Note that if you want the name of your custom view to appe he menu drop-down buttons, then
ensure that the “Show in menu” checkbox is checked.

8. Then click the “OK” button to add the new view to the list ossible views for the project file that

appears within the “More Views” dialog box.

9. You can then apply your custom view from the “More @ dialog box by selecting the name of the
custom view that you created and then clicking the “A ’ utton.

10. Once your view has been applied you can then K 2 elements within the view as desired and then
save the formatting changes.

11. To save the formatting changes that you hay, e to your view, click the “Gantt Chart” drop-down

button in the “View” button group on the “Task” tab/in the Ribbon.

12. From the drop-down menu that appear s%&e “Save View...” command.

13. In the “Save View” dialog box that ap;% u can then choose the “Update Current View” button to
save the formatting changes you have 0 your current view.

14. Then click the “OK” button to continu

15. A dialog box will appear asking yoemif You wish to overwrite the custom view in the global template with
the custom view from your curr ject’s template. Simply click the “Yes” button to overwrite the older
version of your template with tthiew.

16. In the future, you can easily select the name of your custom view from the “Gantt Chart” drop-down
button in the “View” butto &p on the “Task” tab in the Ribbon to apply it to other project files when

%
Q
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EXERCISES- N
FORMATTING GANTT CHART VIEWS .

1. To be able to format a Gantt Chart view in a project file.

Purpose: Q

Exercises: %

1. Open the “My Project” project file that contains the saved changes that we @e to the file through
the end of the previous chapter’s exercises.

Click the “Gantt Chart” button in the “View” group on the “Task” tal Ribbon to display the
“Gantt Chart” view for the “My Project” project file, if needed.

Click the “Format” tab of the “Gantt Chart Tools” contextual tab wi Ribbon.

Click the “Format” button in the “Bar Styles” group, and then sel% Bar Styles” command.

In the “Bar Styles” dialog box, select the “Milestone” choice W% “‘Name” column.

N

o 0kw

Click the “Bars” tab below the styles listing, if needed, play the current appearance of
“Milestone” task bars within the project file.

Use the “Color” drop-down in the “Start” section to select n” for the “Milestone” task bar.

Click the “OK” button within the “Bar Styles” dialog bo apply your changes.

Click the “Save” button within the Quick Access tool ave your formatting change.

0. Click the “x” in the upper-right corner of the proj indow to close the sample project file that
le to complete the upcoming sequential

you just saved. You will continue to usé
exercises throughout this entire course. ercise builds upon the previous exercise, so

please complete them in the order given imize your overall learning experience.
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OTHER PROJECT VIEWS

8.1- Using Timeline View: Q

Starting in Project 2010, you can use the “Timeline” view of a project file to displs within a
project file as blocks of time allocated over the timeline of the project. This is the view that 1§ displayed at
the top of the “Gantt Chart View” of a new project file starting in Project 2010. This vie be useful as a
visual way to display the tasks that need to be accomplished in a timeline format.

To add tasks to the timeline view, ensure you are viewing the timeline within@roject file. You can
ensure that the view is displayed at the top of the “Gantt Chart” view by pl checkmark into the
“Timeline” checkbox in the “Split View” button group on the “View” tab of t on when viewing the
“Gantt Chart” view of the project file. You can then click into the “Timeline” vi %\ display the “Format” tab
of the “Timeline Tools” contextual tab in the Ribbon. Alternately, you cangdigptay only the timeline view of
your project file by clicking into the tasks within the Gantt Chart view ani @ electing “Timeline” from the

“Other Views” button’s drop-down menu within the “Task Views” bu up on the “View” tab in the
Ribbon. You can then easily see the “Format” tab of the “Timeline To ontextual tab appear within the
Ribbon. You can use the buttons within the contextual tab to manage imeline view of your project file.
While it is possible to click and drag tasks from the Gant % View of a file into the timeline above
to add tasks to the timeline, you can more easily add existing tasks to the timeline view by clicking the
“Existing Tasks” button within the “Insert” button group he “Format” tab of the “Timeline Tools”
contextual tab in the Ribbon. In the “Add Tasks to Timelin ialog box that appears, you can then check
the checkboxes next to the names of the tasks that you @ to have appear within the timeline view. You
can check the “Project” checkbox for the project file’s pantesto add a task that represents the duration of the
project file to the timeline, if desired. After checkini %- isting tasks to add, click the “OK” button to add

them to the timeline view.

You can also insert tasks in this view a them appear within the Gantt Chart view, as well.
However you should note that tasks crea d@ Gantt Chart view are not automatically added to the
timeline. You can click either the “Task,” * ask,” or “Milestone” buttons in the “Insert” button group
on the “Format” tab of the “Timeline To textual tab in the Ribbon to open the “Task Information”
dialog box where you can then enter the etails and click the “OK” button when finished to add the task
to the timeline and the project file.

You can change the displa ates within the timeline view by clicking the “Date Format” drop-
down button in the “Show/Hide” bu roup on the “Format” tab of the “Timeline Tools” contextual tab in
the Ribbon and then selecting @ date format to use from the drop-down menu that appears. You can also
check or uncheck the “Task " “Today,” and “Timescale” choices within this drop-down menu to show
or hide those elements withi display of the timeline. If you are displaying the timeline within the Gantt
Chart view, then you carﬁ% e “Detailed Timeline” to show or hide the details of tasks within the timeline
view. This button is unavailable when viewing the timeline in its own separate view. If you have multiple
tasks scheduled for the ﬁme time within the timeline, then ensure that the “Overlapped Tasks” checkbox in

the “Show/Hide” b roup on the “Format” tab of the “Timeline Tools” contextual tab in the Ribbon is
checked to place s on their own separate rows within the timeline. Within this same button group, if
the “Pan & Zo ckbox is checked, then you can scroll the main view by using the pan and scroll box

the timeline when you are viewing the tasks within the timeline. You can select the
xt to display for the task dates and names within the timeline by making a choice from
» drop-down in this button group.

n set the appearance of text for tasks within the timeline by clicking the “Text Styles” button in
tton group on the “Format” tab of the “Timeline Tools” contextual tab in the Ribbon. In the “Text
ialog box that then appears, you can select a style of text within the view to change from the “ltem
ge” drop-down. You then set the desired “Font,” “Font style,” “Size,” and “Color” for the selected

that appears
number of li
the “Text
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OTHER PROJECT VIEWS

8.1- Using Timeline View- (cont’d.): Q

item by making choices from the spinner boxes and drop-down of the same names withiialog box.
You can check the “Strikethrough” or “Underline” options to apply that to all of the selected itéfms within the
view, if desired, by checking those checkboxes in this dialog box. Note that ygu gwill not use the
“Background Color” or “Background Pattern” for any selections you can make in this,dialog box. When you
have finished setting the text appearance for the selected timeline items, click the “C % tton to apply it.
You can also change the appearance of selected tasks within a timeline ’- ply click the task that
you want to format. You can then change the formatting of the selected task using, the buttons in the “Font”
button group on the “Format” tab of the “Timeline Tools” contextual tab in th on. You can select a font
to use from the “Font” drop-down list. You can set a font size by selecting om the “Font Size” drop-
down list. You can apply or remove bolding, italics or underlining by 'ﬁ- either the “Bold,” “Italic,” or
“Underline” buttons. You can change the background color of the making a choice from the
“Background Color” drop-down. You can set the font color of the tas aking a choice from the “Font
Color” drop-down.

The buttons in the “Current Selection” button group o ‘Format” tab of the “Timeline Tools”
contextual tab in the Ribbon allow you to change the appearanceé®f the selected task or delete the task
from the timeline. You can click either the “Display as B r “Display as Callout” buttons to show a

selected task as either a bar in the timeline or a callout above,the timeline. You can click the “Remove from
Timeline” button to delete the selected task from th ti@e. Note that the task will still exist within the
project file and you can still see it in the Gantt Chart yi

After editing and formatting the timeline, you ant to send a copy to others. You can create a
copy of the timeline suitable for e-mail, a PowerPOiptypresentation slide, or a full-size copy. You can click
the “Copy Timeline” button in the “Copy” button n the “Format” tab of the “Timeline Tools” contextual
tab in the Ribbon and then select the size f@xeline copy to make from the drop-down that appears.
You can then open the related program, su& tlook, PowerPoaint, or Word and then paste the copy into
the desired application.

If you have multiple custom timdlingews that you have created and saved and are viewing the
timeline at the top of the Gantt Chanmw, then you can use the “Timeline” drop-down in the “Switch
Timeline” button group on the “Formb of the “Timeline Tools” contextual tab in the Ribbon to select the
name of the custom timeline view play in the top panel. Note that this button is not available when
viewing the timeline as its own %rate view.

s\O
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8.2- The Task Usage View: Q

You can use the “Task Usage” view to view the hours spent by work resources on sks within
the project file. To view the “Task Usage” view, click the “Task Usage” button in the “Task™Wiews” button
group on the “View” tab in the Ribbon. At the left side of the pane you will see a table’yiew that lists the
project tasks and their associated work resources. To the right of each row you wijll thes see a calendar
timeline that shows the amount of work performed by each task resource for th n days. The work
appears within selectable cells whose values you can edit, if needed, to modify fhe liours worked on tasks
for the associated resources. You can also edit the task details that appear in_th€ celumns within the table
at the left side of the view, if necessary. You will also see a new “Format” @ the “Task Usage Tools”
contextual tab appear within the Ribbon when you switch to this view. YQ se the buttons within this

tab to make modifications to this view. ‘
*&e

The buttons that appear within the “Format” button group and "@olumns” button group on the
“Format” tab of the “Task Usage Tools” contextual tab in the Ribbon a ed to change the appearance of
text, gridlines, and columns within the view. They are used to ma ame changes to this view as they
do to the Gantt Chart view. You can review lesson “7.1- F ing Gantt Charts” and lesson “7.2-
Formatting Columns in Gantt Charts” to review this information, if né€ded.

In the “Details” button group of the “Format” tab of “Task Usage Tools” contextual tab in the
Ribbon you will see a group of checkboxes. You can checl@'reckboxes next to the names of the types
of data that you can display within the rows that appear right side of this view for each work resource
displayed. Unchecking a box in this button group will i at data from being displayed in the view. You
can add even more data fields than are displayed he licking the “Add Details” button within this button
group to open the “Detail Styles” dialog box. In t ialog box, you can select the fields to add from the
“Available fields” list and then click the “Show>>% to add them to the “Show these fields” list. For any
selected field in the “Show these fields] u can change the appearance of the “Font,” “Cell
background,” and “Pattern” by making the selections from the choices shown at the bottom of the
dialog box. When you are finished, you cm lick the “OK” button to apply those changes.

You can check or uncheck the “@u Number,” “Project Summary Task,” and “Summary Tasks”

checkboxes within the “Show/Hide” b roup in the “Format” tab of the “Task Usage Tools” contextual
tab in the Ribbon to show or hide th lements within the view.
If you have a work resource selected within the view, you can click the “Information” or “Notes”

buttons within the “Assignment(button group in the “Format” tab of the “Task Usage” contextual tab in the
Ribbon to display the “Assi & Information” dialog box where you can edit the resource assignment
information for the selec %if needed. Clicking the “Information” button simply displays the “General”
tab within this dialog box king the “Notes” button displays the “Notes” tab within the dialog box. You
can make any resource assignment changes, as needed, and then click the “OK” button to apply them.

o
&Q
>
.
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8.3- The Network Diagram View: Q

The “Network Diagram” view displays the tasks within the project in a flowchart style can switch
to this view of your project file by clicking the “Network Diagram” button within the “Task ws” button
group on the “View” tab within the Ribbon. Within this view, each task is represente% rectangle with
information about the task displayed in the lines within the shape. Critical tasks n red and non-
critical tasks appear in blue. Tasks that are linked together will be shown within a ector line between
them. You will also see the “Format” tab of the “Network Diagram Tools” conte, appear within the
Ribbon. You can use the buttons within this tab to change visual aspects of thi

You can click a shape to select a task. You can click into a line wit
contents, if desired. You can also double-click on a shape to open the “T
you can edit the task data and then click the “OK” button to save it%

task shape and edit its
mation” dialog box where
st project files, you will see
if printed. You can click and
drag in the empty space in the view to create a new, unlinked task s Y You will then need to enter the
details of the task. You can also create new linked tasks by clicking,@nd dragging from an existing task
shape to create a new linked task whose details you can then eg @‘ you complete the tasks within your
project file, you can see a single strike line appear on tasks whemgyork has commenced. A double strike

line will appear over task shapes when the task is complete

dashed lines that represent where page breaks will appear within the\yje

w

You can click the “Collapse Boxes” button in the ¢ lay” button group on the “Format” tab of the
“Network Diagram Tools” contextual tab within the Ribb collapse the display of the task shapes down
to a single line that displays their outline number. Y k it again to display the task details again.

To change the appearance of a selected boxWwithth this view, select a box to format and then click
the “Box” button in the “Format” button group ont mat” tab of the “Network Diagram Tools” contextual
tab within the Ribbon to open the “Format Box” di ox. Here you can select a different data template to
use from the “Data template” drop-down, j . Changing this value will change the data displayed
within the details of the selected box. You c the “Shape,” “Color,” and “Width” drop-down menus in
the “Border” section to set the shape, col width of the border. You can check or uncheck the “Show
horizontal gridlines” and “Show vertical
those types of lines within the detail e selected box. In the “Background” section, you can use the
“Color” and “Pattern” drop-downs tﬁthe background color and pattern for the selected box. When you
are finished making your editing ch , click the “OK” button to apply them to the selected box.

17

“Box Styles” button in the )
contextual tab within the Ri D open the “Box Styles” dialog box. Here you can select a box style to edit
within the “Style settings foR,[iSt. To display actual data from a box in the adjacent “Preview” window, enter
the ID number of the box into the “Show data from task ID” spinner box. You can then use the same buttons
found within the “Data t%plate,” “Border,” and “Background” sections below to change the box style just as
when you change using the “Format Box” dialog box mentioned in the preceding paragraph. When
finished, click th ssbutton to change the general style of the selected box type. Also note that you can
change the hi d appearance of a style of boxes within this dialog box by first checking the “Set
highlight filte Qcheckbox and then proceeding to make the changes you prefer. This will then set the
appearanc that are highlighted when you use the “Highlight” drop-down in the “Data” button group
on the “Vi b in the Ribbon to highlight tasks of that selected type in this view.

n click the “Layout” button in the “Format” button group on the “Format” tab of the “Network
Di a@ls” contextual tab within the Ribbon to open the “Layout” dialog box. This dialog box allows you
tg c the layout of this view. You can select how to place the boxes within the view by selecting a
chol ithin the “Layout Mode” section. You can either place the boxes automatically or manually by
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8.3- The Network Diagram View- (cont’d.): Q

selecting the desired option button. If you select the “Allow manual box positioning” choice,%/you will be
able to click and drag the boxes within the view to manually arrange their positions within the Vigw.

If you selected the “Automatically position all boxes” option, then you can use t p-down menus
in the “Box Layout” section to decide how to automatically arrange the boxes. You “Arrangement”
drop-down to select the general arrangement of boxes. Then for the “Row” and “C % ” choices, use the
“Alignment,” Spacing,” “Height,” and “Width” settings to enter the desired align \"Spacing, row height,
eckboxes to apply or
remove the following features within the view: “Show summary tasks,” “Kee @ s with their summaries,”
and “Adjust for page breaks.”

The “Link style” section allows you to determine the appearanc
view. You can select “Rectilinear” to show the default rectangular i
straight connectors between tasks. You can check the “Show arrows
connectors or uncheck it to remove the arrows. You can check té

links between tasks in the
or select “Straight” to show
ckbox to display arrows on the
w link labels” checkbox to display
labels on the connector lines that display the type of conne hared by the two tasks or you can
uncheck the checkbox to remove the labels.

The “Link color” section allows you to determine the of the link lines between linked tasks. You
can manually set the link color by choosing colors from the“dgop-downs for “Noncritical tasks” and “Critical

tasks” or you can select the “Match predecessor box.b @ option to make the line match the color of its

predecessor task box.
The “Diagram options” section allows you t&e general appearance of the view. You can use
the “Background color’ and “Background pattern’, -downs to select a color and pattern to use for the
background of the diagram. You can then check,ofuncheck the following checkboxes to apply or remove
the following general display options: “Sho %aks,” “Hide all fields except ID,” and “Mark in-progress
and completed.” When you are finished u\,& “Layout” dialog box, click the “OK” button to apply the

contextual tab within the Ribbon you eck or uncheck the boxes shown to apply or remove the listed
features from the view. Note that thi licates the functions found within the “Layout” dialog box, but in a
manner that is easier to access fo k changes to the view. You can show or hide the “Link Labels,”
“Straight Links,” “Progress Mark§,” “Summary Tasks,” and “Project Summary Task” within this button group.

If you chose to manu is&ange the boxes within this view, then you can use the buttons found in
the “Layout” button groui m “Format” tab of the “Network Diagram Tools” contextual tab within the

changes to the view.
Next, in the “Show/Hide” butta p on the “Format” tab of the “Network Diagram Tools”

Ribbon to assist you in plaei e boxes onscreen. This button group will not work if you have automatic
box layout applied to your view. If you chose manual box positioning, you can click the “Layout Now” drop-
down button to choose tIautomaticalIy layout selected boxes. This will apply an automatic layout according
to the settings Withi@‘layout” dialog box to selected boxes. You can click the “Layout Now” choice to
automatically IaN oxes onscreen. You can click the “Layout Related Tasks Now” to automatically
layout related t m the selected task. You can click the “Layout Selection Now” to only automatically
arrange the s Qtask.

nually arranging tasks, you can select multiple tasks at the same time by clicking each
g down the “Shift” key on your keyboard. You can then click the “Align” drop-down button in
utton group on the “Format” tab of the “Network Diagram Tools” contextual tab within the

the “L
R%%oose a method of aligning the selected tasks from the drop-down menu that appears.
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8.4- The Calendar View: Q

The “Calendar” view displays the tasks within the project in a calendar style. Thiscan assist
you in showing which tasks are scheduled for which days in a calendar layout. You can swit€# to this view
of your project file by clicking the “Calendar” button within the “Task Views” button gro%w the “View” tab
within the Ribbon. Within this view, each task is represented by a rectangle that contai task name and
its duration. You will also see the “Format” tab of the “Calendar Tools” contextu@ appear within the
Ribbon. You can use the buttons within this tab to change visual aspects of this v

You can click the “Text Styles,” “Bar Styles,” and “Gridlines” buttons in ‘Bormat” button group of
the “Format” tab of the “Calendar Tools” contextual tab within the Ribbon ange the appearance of
categories of text, categories of bars, and the gridlines within the calendaysvi ormatting these features
in the Calendar view is the same as when performing the same tasks wj

can review lessons “7.1- Formatting Gantt Charts,” “7.3- Applying BafNa

You can click the dialog box launcher that appears in the ight corner of the “Layout” button
group on the “Format” tab of the “Calendar Tools” contextual hin the Ribbon to open the “Layout”
dialog box. Here you can choose the method to use for displayiig the calendar and its tasks. You can
select the option to “Use the current sort order” or “Attempt t S many tasks as possible” in the view. You
can check or uncheck the checkbox to “Show bar splits” anﬂ@an “Automatic layout.” When finished, click
the “OK” button to apply your settings. You can click the g out Now” button in the “Layout” button group
on the “Format” tab of the “Calendar Tools” contextua in the Ribbon to apply the layout that you set
if you change it. You can also click the “Adjust WeekgHeight” to adjust the row height of weeks shown to
only accommodate the height of the tasks that the@am. Note that to undo this action, you must click the

t

“Undo” button or manually resize the week heig urn them to their default height. You can place your
mouse pointer at the bottom of any week r %, until it turns into a single horizontal line intersected by
a vertical arrow, and then click and drag to(& adjust the height of the week rows shown.

You can also click on a day showd' calendar view and then click the “Task List” button in the
“Show/Hide” button group on the “Form of the “Calendar Tools” contextual tab within the Ribbon to
display a dialog box that lists the ta at are occurring on that day. You can click the “Close” button

within the dialog box to close the di ox when finished viewing it. You can check the “Project Summary
Task” checkbox to display a line for roject summary task within the calendar view.

s\O
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8.5- Printing Views: Qs s

To print a view of your project file, first ensure you are viewing the project file in the view that
you want to print. Then click the “File” tab within the Ribbon and select the “Print” command at*the left of the
backstage view. To the right, you will see the printing options that are currently set, foII@ by a large print
preview of the content of the selected view of the project file.

You can select the printer use for the print job from the “Printer” drop-do
section you can choose what to print from the first drop-down. Note that if you
pages or only a specific date range, then you must enter the pages or date ran
that follow in this section. You can then choose the page orientation and pa
down menus.

To the right you can see a large print preview of the view displ the far lower-right corner of
the window, you can click the arrows that point left, up, down, and rig stwll through the pages shown.
You can click the “Actual Size” button to display the preview pages atévactual print size. You can click the
“One Page” button to display one page at a time within the print previewy' You can click the “Multiple Pages”
button to display all of the pages within a multi-page view at once @ the print preview window.

To apply advanced page setup settings, click the “Page Set&p” hyperlink at the bottom of the “Print”
section to open the “Page Setup” dialog box where you can @ advanced page setup features, such as a

der the “Settings”
0 print only specific
rint into the next fields
from the final two drop-

legend for your view and a header and footer.

Within the “Page Setup” dialog box, you can glic ‘Page” tab to display the page settings. In the
“Orientation” section, you can select the desired p tion. Below that, in the “Scaling” section, you
can select the desired scaling to use when printing t ieW. You can adjust the page to a percentage of its
normal size by choosing the “Adjust to” option b and then entering the desired percentage into the
adjacent spinner box. You could also select theglFit,t6” option button and then enter the number of pages
wide by the number of pages tall into the a 'a%pinner boxes. In the “Other” section, you can select the
paper size from the “Paper Size” drop-dow& an manually enter the first page number, if desired, into

the “First page number” field.

On the “Margins” tab, you can enter desired margin increments into the “Top,” “Left,” “Right,” and
“Bottom” spinner boxes. You can choes& apply the border around every page, only the outer pages, or
around no pages by making a selecm the “Borders around” section.

You can create a header f r view by clicking the “Header” tab. Headers allow you to insert
additional information at the topf printed pages, such as the number of pages in total, for example. At the
top of this tab is a “Preview” % that displays the type of content that will print in the header, based on
the selections you make that, select whether the information you want to enter into the header
should appear at the “Le enter,” or “Right” sides of the page by selecting the tab that corresponds to
the name of the section into which you want to enter the header information. You can enter information into
each section, if desired. #

Within the s@d section, click into the large white text box and type the information to display.
You can also ins monly-used fields of information by clicking the buttons shown below the text box.
At the far left, )@ click the “Format Text Font” button to open a “Font” dialog box where you can set the

font used for ader information. The next buttons, from left to right, will insert fields for the page
number, thel n of pages, the date, the time, and the file name. The far right button is the “Insert
Picture” hlttofy and will open the “Insert Picture” dialog box when clicked, which allows you to insert a
picture ur computer into the selected header section. Below that, you can choose a field name from
them ” drop-down and then click the “Add” button to the right to add the selected field to the header.

also select the name of a field within the project file from the “Project fields” drop-down and then
cli “Add” button to the right to add the data from that field to the header.
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8.5- Printing Views- (cont’d.): Q

You can also add information to the footer of a printed view by clicking the “Footer” t u create a
footer in the exact same way that you create a header. However, the information is simpl own at the
bottom of the printed pages, versus at the top.

To add a legend to a view so readers of the view can interpret the colors a s shown in the
view, click the “Legend” tab. You can then decide on which pages to display a leg y making a choice
from the “Legend on” options shown at the right side of the dialog box. They ca on “Every page,” a
separate “Legend page,” or you can have “None.” You can then enter the widt legend, in inches, into
the “Width” spinner box. If you want to set the font used to display the le labels, you can click the
“Legend Labels...” button to open a “Font” dialog box where you can ch ont to use. Then click the
“OK” button within the “Font” dialog box when finished to apply it. Q

You can then click the “View” tab to set any special settings fG% ecific type of view that you
have selected. For example, if you are printing the “Calendar” view, y@u*will see options for printing the

months and weeks in the view. If printing a Gantt Chart, you
columns. Note that the options that are displayed here will vary
should always check the options available here when printing your

eg options regarding the printing of
ding upon the view selected, so you
flew to be sure it prints exactly the way

that you want.
When you are finished setting your advanced pa etup options for your view within the “Page
Setup” dialog box, click the “OK” button to apply them’.

When you are ready to print the view, enter
the “Print” section, and then click the large “Print” but

O
Q@
5

r of copies to print into the “Copies” spinner in
rint the selected view.

o
@Q
>
.
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1. You can display the timeline view at the top of the “Gantt Chart” view by placing a ch@rk into the
“Timeline” checkbox in the “Split View” button group on the “View” tab of the Ribbon wheéf viewing the
“Gantt Chart” view of the project file.

2. You can then click into the “Timeline” view to display the “Format” tab of the “Ti ools” contextual
tab in the Ribbon.
3. Alternately, you can display only the timeline view of your project file by clicki the tasks within the

Gantt Chart view and then selecting “Timeline” from the “Other Views” but
the “Task Views” button group on the “View” tab in the Ribbon. You can t
of the “Timeline Tools” contextual tab appear within the Ribbon. Yo

op-down menu within
sily see the “Format” tab
se the buttons within the

contextual tab to manage the timeline view of your project file.

4. While it is possible to click and drag tasks from the Gantt Chart Vi&fh ile into the timeline above to
add tasks to the timeline, you can more easily add existing task e timeline view by clicking the
“Existing Tasks” button within the “Insert” button group on rmat” tab of the “Timeline Tools”
contextual tab in the Ribbon.

5. Inthe “Add Tasks to Timeline” dialog box that appears, you cafghen check the checkboxes next to the

names of the tasks that you want to have appear within tf€imeline view.
6. You can check the “Project” checkbox for the project file’s hame to add a task that represents the
duration of the project file to the timeline, if desireg. Q

7. After checking the existing tasks to add, click th on to add them to the timeline view.

8. You can also insert tasks in this view and ha appear within the Gantt Chart view, as well.
However note that tasks created in the Gantt lew are not automatically added to the timeline.

9. You can click either the “Task,” “Callout Task, ilestone” buttons in the “Insert” button group on the
“Format” tab of the “Timeline Tools” coptextualftab in the Ribbon to open the “Task Information” dialog
box where you can then enter the task detailS*and click the “OK” button when finished to add the task to

the timeline and the project file.

10. You can change the display of date the timeline view by clicking the “Date Format” drop-down
button in the “Show/Hide” button gvnmon the “Format” tab of the “Timeline Tools” contextual tab in the
Ribbon and then selecting a dat@wat to use from the drop-down menu that appeatrs.

11. You can also check or unchec “Task Dates,” “Today,” and “Timescale” choices within this drop-
down menu to show or hide those elements within the display of the timeline.

12. If you are displaying the timg within the Gantt Chart view, then you can click the “Detailed Timeline”
to show or hide the d iasks within the timeline view. This button is unavailable when viewing the
timeline in its own sep eview.

13. If you have multiple tasks scheduled for the same time within the timeline, then ensure that the
“Overlapped Tasks”lheckbox in the “Show/Hide” button group on the “Format” tab of the “Timeline
Tools” contextu in the Ribbon is checked to place the tasks on their own separate rows within the

by using and scroll box that appears within the timeline when you are viewing the tasks within
the tim
15. You

timeline. \
14. Within thiS@ utton group, if the “Pan & Zoom” checkbox is checked, you can scroll the main view

ct the number of lines of text to display for the task dates and names within the timeline by
hoice from the “Text Lines” drop-down in this button group.

m
16 S@ set the appearance of text for tasks within the timeline by clicking the “Text Styles” button in the
p utton group on the “Format” tab of the “Timeline Tools” contextual tab in the Ribbon.

t'd.)
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USING TIMELINE VIEW- (CONT'D.): Q

17. In the “Text Styles” dialog box that then appears, you can select a style of text within th to change
from the “ltem to Change” drop-down.

18. You then set the desired “Font,” “Font style,” “Size,” and “Color” for the selected ite%making choices
from the spinner boxes and drop-down of the same names within the dialog box.

19. You can check the “Strikethrough” or “Underline” options to apply that to all of t@lected items within
the view, if desired, by checking those checkboxes in this dialog box.

20. Note that you will not use the “Background Color” or “Background Patter @n
make in this dialog box.

21. When you have finished setting the text appearance for the select

y selections you can

ine items, click the “OK”

button to apply it.

22. To change the appearance of selected tasks within a timeline, click %a that you want to format.

23. You can then change the formatting of the selected task using the ns in the “Font” button group on
the “Format” tab of the “Timeline Tools” contextual tab in the Rj

24. You can select a font to use from the “Font” drop-down list.

25. You can set a font size by selecting one from the “Font Size” drog-down list.

26. You can apply or remove bolding, italics or underli by clicking either the “Bold,” “Italic,” or
“Underline” buttons. Q

27.You can change the background color of the tzzsk@ua ing a choice from the “Background Color”

drop-down.

28. You can set the font color of the task by making %e from the “Font Color” drop-down.

29. The buttons in the “Current Selection” butt%up on the “Format” tab of the “Timeline Tools”
contextual tab in the Ribbon allow you to ch e appearance of the selected task or delete the task

from the timeline.

30. You can click either the “Display as B& isplay as Callout” buttons to show a selected task as
either a bar in the timeline or a callout % he timeline.

31. You can click the “Remove from Timeli utton to delete the selected task from the timeline. Note that
the task will still exist within the prq’s&le and you can still see it in the Gantt Chart view.

32. To send a copy of the timeline :@ers, click the “Copy Timeline” button in the “Copy” button group on
the “Format” tab of the “Timeli ols” contextual tab in the Ribbon and then select the size of the
timeline copy to make from drop-down that appears.

33. You can then open the re ﬁrogram, such as Outlook, PowerPoint, or Word and then paste the copy
into the desired appligati

34. If you have multiple ¢ meline views that you have created and saved and are viewing the timeline
at the top of the Gantt Chart view, then you can use the “Timeline” drop-down in the “Switch Timeline”
button group on the 7ormat” tab of the “Timeline Tools” contextual tab in the Ribbon to select the name
of the custom ine view to display in the top panel. Note that this button is not available when
viewing the ti S its own separate view.

Q
&
P
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USING THE TASK USAGE VIEW: Q

1.

2.

o v

10.

11.

12.

13.
14.

15.

16.

17.

To view the “Task Usage” view, click the “Task Usage” button in the “Task Views” butt@)up on the
“View” tab in the Ribbon.
At the left side of the pane you will see a table view that lists the project tasks and %associated work

resources.
To the right of each row you will then see a calendar timeline that shows the an@ of work performed
by each task resource for the given days.
The work appears within selectable cells whose values you can edit, if ne&fe
worked on tasks for the associated resources. .
You can also edit the task details that appear in the columns within the jablé=t the left side of the view.
You will also see a new “Format” tab of the “Task Usage Tools” contg @ ab appear within the Ribbon
when you switch to this view. You can use the buttons within this tali%o make modifications to this view.
The buttons that appear within the “Format” button group and Columns” button group on the
“Format” tab of the “Task Usage Tools” contextual tab in the Ribb re used to change the appearance
of text, gridlines, and columns within the view. They are used @ ake the same changes to this view as
they do to the Gantt Chart view. You can review lesson “7.1- F@fnatting Gantt Charts” and lesson “7.2-
Formatting Columns in Gantt Charts” to review this inform if needed.

J

, to modify the hours

In the “Details” button group of the “Format” tab of the “Fask Usage Tools” contextual tab in the Ribbon
you will see a group of checkboxes. .

You can check the checkboxes next to the name types of data that you can display within the
rows that appear at the right side of this view f work resource displayed. Unchecking a box in

yed in the view.

yed here by clicking the “Add Details” button within
box.

add from the “Available fields” list and then click the

this button group will hide that data from being
You can add even more data fields than aredi
this button group to open the “Detail Stylesidia
In this dialog box, you can select the&
“Show>>" button to add them to the “S@ se fields” list.

For any selected field in the “Show thes Ids” list, you can change the appearance of the “Font,” “Cell
background,” and “Pattern” by ma&i&he desired selections from the choices shown at the bottom of
the dialog box. @

When you are finished, you can click the “OK” button to apply those changes.

You can check or uncheckfthe “Outline Number,” “Project Summary Task,” and “Summary Tasks”
checkboxes within the * ide” button group in the “Format’ tab of the “Task Usage Tools”
contextual tab in the Ri show or hide those elements within the view.

If you have a work :&1 row selected within the view, you can click the “Information” or “Notes”
buttons within the “Assignment” button group in the “Format” tab of the “Task Usage” contextual tab in
the Ribbon to disEW the “Assignment Information” dialog box where you can edit the resource

assignment info ion for the selected task, if needed.
Clicking the N ion” button simply displays the “General” tab within this dialog box and clicking the
“Notes” buw lays the “Notes” tab within the dialog box.

You can y resource assignment changes and then click the “OK” button to apply them.

%‘b
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USING THE NETWORK DIAGRAM VIEW: Q

1. You can switch to the network diagram view of your project file by clicking the “Network m” button
within the “Task Views” button group on the “View” tab within the Ribbon.

2. Within this view, each task is represented by a rectangle with information about the%displayed in the
lines within the shape. Critical tasks appear in red and non-critical tasks appear_in . Tasks that are

/

ab appear within the

linked together will be shown within a connector line between them.
3. You will also see the “Format” tab of the “Network Diagram Tools” conte
Ribbon. You can use the buttons within this tab to change visual aspects of
You can click a shape to select a task.
5. You can click into a line within the task shape and edit its contents, if desi
You can double-click a shape to open the “Task Information” dialog™e
data and then click the “OK” button to save it.
7. For most project files, you will see dashed lines that represent whe
view, if printed.
8. You can click and drag in the empty space in the view to ¢ @ a new, unlinked task shape. You will
then need to enter the details of the task.

»

o

here you can edit the task

age breaks will appear within the

9. You can also create new linked tasks by clicking and dr@gging from an existing task shape to create a
new linked task whose details you can then enter.

10. As you complete the tasks within your project fiIe,.yo see a single strike line appear on tasks when
work has commenced.

11. A double strike line will appear over task shapes he task is completed.

12. You can click the “Collapse Boxes” button i isplay” button group on the “Format” tab of the
“Network Diagram Tools” contextual tab witQin Ribbon to collapse the display of the task shapes
down to a single line that displays their gutlipe Rumber. You can click it again to display the task details.

13. To change the appearance of a selecte ithin this view, select a box to format and then click the
“Box” button in the “Format” button gr e “Format” tab of the “Network Diagram Tools” contextual
tab within the Ribbon to open the “F ox” dialog box.

14. Here you can select a different d mplate to use from the “Data template” drop-down, if desired.
Changing this value will change ata displayed within the details of the selected box.

15. You can use the “Shape,” “Coleg,#and “Width” drop-down menus in the “Border” section to set the
shape, color, and width of thé box border.

16. You can check or unchecksthte,‘Show horizontal gridlines” and “Show vertical gridlines” checkboxes in
this section to show [ display of those types of lines within the details of the selected box.

17. In the “Background” seetioft, you can use the “Color” and “Pattern” drop-downs to set the background
color and pattern for the s€lected box.

18. After making your e(ﬁng changes, click the “OK” button to apply them to the selected box.

19. To change the a@rance of a type of box, click the “Box Styles” button in the “Format” button group on
the “Format” he “Network Diagram Tools” contextual tab within the Ribbon to open the “Box

Styles” dial :
20. Here you Qect a box style to edit within the “Style settings for” list.
21. To dis data from a box in the adjacent “Preview” window, enter the ID number of the box into
the “ ata from task ID” spinner box.
Yo hen use the same buttons found within the “Data template,” “Border,” and “Background”
[ below to change the box style just as when you change a box using the “Format Box” dialog
entioned in the preceding paragraph.
t'd.)

22.
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USING THE NETWORK DIAGRAM VIEW- (CONT'D.): Q

23. When finished, click the “OK” button to change the general style of the selected box typeQ

24. You can change the highlighted appearance of a style of boxes within this dialog box by*first checking
the “Set highlight filter style” checkbox and then proceeding to make the changes yol pkefer.

25. This will then set the appearance of tasks that are highlighted when you use theHighlight” drop-down
in the “Data” button group on the “View” tab in the Ribbon to highlight tasks of th . Pe in this view.

ab of the “Network

27.You can select how to place the boxes within the view by selecting a ¢ @ within the “Layout Mode”
section. You can place the boxes automatically or manually by selectingstQesd€sired option button.

to click and drag the boxes
within the view to manually arrange their positions within the view.

29. If you selected the “Automatically position all boxes” option, then an use the drop-down menus in
the “Box Layout” section to decide how to automatically arrangg Xes.

30. You use the “Arrangement” drop-down to select the general @ ement of boxes.

31. Then for the “Row” and “Column” choices, use the “Alignment,"§pacing,” “Height,” and “Width” settings
to enter the desired alignment, spacing, row height, and n width for the selected boxes.

32. You can then check or uncheck the checkboxes to a of remove the following features within the
view: “Show summary tasks,” “Keep tasks with the‘ir aries,” and “Adjust for page breaks.”

33. In the “Link style” section you can select “Rectili show the default rectangular connector line
style or select “Straight” to show straight line con between tasks.

34. You can check the “Show arrows” checkbox to%y arrows on connectors or uncheck it to hide them.

35. You can check the “Show link labels” checkhgXx isplay labels on the connector lines that display the

type of connection shared by the two ta&s@ can uncheck the checkbox to remove the labels.

36. You can manually set the link color by c g colors from the drop-downs for “Noncritical tasks” and
“Critical tasks” or you can select the “ redecessor box border” option to make the line match the
color of its predecessor task box.

37. You can use the “Background colov&j “Background pattern” drop-downs to select a color and pattern
to use for the background of the am.

38. You can then check or unche following checkboxes to apply or remove the following general
display options: “Show pagefreaks,” “Hide all fields except ID,” and “Mark in-progress and completed.”

39. When finished using the “ ” dialog box, click the “OK” button to apply the changes to the view.

40. In the “Show/Hide” bat up on the “Format” tab of the “Network Diagram Tools” contextual tab
within the Ribbon yo eck or uncheck the boxes shown to apply or remove the listed features

from the view. You can show or hide the “Link Labels,” “Straight Links,

Progress Marks,” “Summary
Tasks,” and “Projecttummary Task” within this button group.

41. If you chose m box positioning, you can click the “Layout Now” drop-down button to apply an
automatic la ording to the settings within the “Layout” dialog box to selected boxes. You can
click the “L ow” choice to automatically layout all boxes onscreen, or click the “Layout Related
Tasks N utomatically layout related tasks from the selected task, or click the “Layout Selection

matically arrange the selected task.
nually arranging tasks, you can select multiple tasks at the same time by clicking each task
ing down the “Shift” key on your keyboard.
43%0 then click the “Align” drop-down button in the “Layout” button group on the “Format” tab of the

42. If you

p ork Diagram Tools” contextual tab within the Ribbon to choose a method of aligning the selected
from the drop-down menu that appears.
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1. You can switch to the calendar view of your project file by clicking the “Calendar” button @u the “Task
Views” button group on the “View” tab within the Ribbon.

Within this view, each task is represented by a rectangle that contains the task nam its duration.

You will also see the “Format” tab of the “Calendar Tools” contextual tab appear e Ribbon. You

can use the buttons within this tab to change visual aspects of this view.

4. You can click the “Text Styles,” “Bar Styles,” and “Gridlines” buttons in the “ button group of the
“Format” tab of the “Calendar Tools” contextual tab within the Ribbon t %e the appearance of
categories of text, categories of bars, and the gridlines within the cal view. Formatting these
features in the Calendar view is the same as when performing the s ks within the Gantt Chart
view and you can review lessons “7.1- Formatting Gantt Charts,” “ plying Bar and Gantt Chart
Styles,” and “7.2- Formatting Columns in Gantt Charts” to review th settings, if needed.

w N

5. You can click the dialog box launcher that appears in the lower-rig ner of the “Layout” button group
on the “Format” tab of the “Calendar Tools” contextual tab withi ibbon to open the “Layout” dialog
box.

6. Here you can choose the method to use for displaying the caléfidar and its tasks. You can select the
option to “Use the current sort order” or “Attempt to fit as tasks as possible” in the view.

7. You can check or uncheck the checkbox to “Show bar splits” and use an “Automatic layout.”

8. When finished, click the “OK” button to apply your se

9. You can click the “Layout Now” button in the © ¢ on group on the “Format” tab of the “Calendar
Tools” contextual tab within the Ribbon to apply t ut that you set if you change it.

10. You can also click the “Adjust Week Heig adjust the row height of weeks shown to only

11. Note that to undo this action, you must.cligk the “Undo” button or manually resize the week heights to

accommodate the height of the tasks that they. c in.
return them to their default height. You %

ce your mouse pointer at the bottom of any week row

shown, until it turns into a single hori e intersected by a vertical arrow, and then click and drag
to manually adjust the height of the weekgows shown.
12. You can also click on a day sho the calendar view and then click the “Task List” button in the

“Show/Hide” button group on th rmat” tab of the “Calendar Tools” contextual tab within the Ribbon
to display a dialog box that lists sks that are occurring on that day.
13. You can click the “Close” bmithin the dialog box to close the dialog box when finished viewing it.

14. You can check the “Proj mary Task” checkbox to display a line for the project summary task
within the calendar viK

o
&Q
>
.
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

27.

PRINTING VIEWS: Q

To print a view of your project file, first ensure you are viewing the project file in the d ed view that
you want to print.

Click the “File” tab within the Ribbon and select the “Print” command at the left of th kstage view.
To the right, you will see the printing options that are currently set, followed by print preview of

the content of the selected view of the project file.

You can select the printer use for the print job from the “Printer” drop-down.
Under the “Settings” section you can choose what to print from the first drop-
Note that if you select to print only specific pages or only a specific date
pages or date range to print into the next fields that follow in this sectio
You can then choose the page orientation and page size from the fing
To the right you can see a large print preview of the view displayed.
In the far lower-right corner of the window, you can click the arrow
scroll through the pages shown.
You can click the “Actual Size” button to display the preview pg at actual print size.

You can click the “One Page” button to display one page at a timi€ within the print preview.

You can click the “Multiple Pages” button to display aIQe pages within a multi-page view at once

, then you must enter the
drop-down menus.

at point left, up, down, and right to

within the print preview window.
To apply advanced page setup settings, click the
section to open the “Page Setup” dialog box wh
Within the “Page Setup” dialog box, click the “Pa
In the “Orientation” section, select the desired

etup” hyperlink at the bottom of the “Print”
apply advanced page setup features.
to display the page settings.
rientation.
In the “Scaling” section, you can adjust theqpagg’to a percentage of its normal size by choosing the
“Adjust to” option button and then enteri@sired percentage into the adjacent spinner box.

You could also select the “Fit to” option nd then enter the number of pages wide by the number
of pages tall into the adjacent spinner

In the “Other” section, you can selectih per size from the “Paper Size” drop-down.

You can manually enter the first p@&imber, if desired, into the “First page number” field.

On the “Margins” tab, you can @the desired margin increments into the “Top,” “Left,” “Right,” and
“Bottom” spinner boxes.

You can choose to apply th€ border around every page, only the outer pages, or around no pages by
making a selection in the ¢ %rs around” section.

You can create a he our view by clicking the “Header” tab. At the top of this tab is a “Preview”
section that displays of content that will print in the header, based on the selections you make.
Select whether the information you want to enter into the header should appear at the “Left,” “Center,” or
“Right” sides of the Mge by selecting the tab that corresponds to the name of the section into which you
want to enter th@jer information. You can enter information into each section, if desired.

Within the se ection, click into the large white text box and type the information to display.

You canin monly-used fields of information by clicking the buttons shown below the text box.

At the far le can click the “Format Text Font” button to open a “Font” dialog box where you can set
the fontis the header information.

The t Buttons, from left to right, will insert fields for the page number, the number of pages, the date,

nd the file name.

the e,
28 hight button is the “Insert Picture” button and will open the “Insert Picture” dialog box when
i€ked, which allows you to insert a picture from your computer into the selected header section.
t

'd.)
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30.

31.
32.

33.

34.

35.

36.

37.
38.

39.

40.

PRINTING VIEWS- (CONT’D.): Q

29.

Below that, you can choose a field name from the “General” drop-down and then click @dd” button
to the right to add the selected field to the header.

You can also select the name of a field within the project file from the “Project fi
then click the “Add” button to the right to add the data from that field to the heade

You can also add information to the footer of a printed view by clicking the “Foot .
You create a footer in the exact same way that you create a header. Howevef; formation is simply
shown at the bottom of the printed pages, versus at the top.

To add a legend to a view so readers of the view can interpret the colors @hapes shown in the view,
click the “Legend” tab.

You can then decide on which pages to display a legend by makj hoice from the “Legend on”
options shown at the right side of the dialog box. They can appear 6R," y page,” a separate “Legend
page,” or you can have “None.”

You can then enter the width of the legend, in inches, into the “
If you want to set the font used to display the legend labels,
to open a “Font” dialog box where you can choose a font to use?
Then click the “OK” button within the “Font” dialog box w inished to apply it.

You can then click the “View” tab to set any special se@or the specific type of view that you have
selected. For example, if you are printing the “Qal 7 view, you will see options for printing the
months and weeks in the view. If printing a Gapt ; you will see options regarding the printing of
columns. Note that the options that are displaye will vary depending upon the view selected, so
you should always check the options availabl when printing your view to be sure it prints exactly
the way that you want.

When you are finished setting your adyv, n@ge setup options for your view within the “Page Setup”
dialog box, click the “OK” button to appl\.
When you are ready to print the view, %

drop-down and

spinner box.
n click the “Legend Labels...” button

e number of copies to print into the “Copies” spinner in the
“Print” section, and then click the IEK t” button to print the selected view.

<

/

&
&
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Purpose:

1. To be able to use the other views of a project file.

OTHER PROJECT VIEWS sé\,_
O

Exercises: %

1. Open the “My Project” project file that contains the saved changes that we @e to the file through
the end of the previous chapter’s exercises. @

2. Click the “View” tab within the Ribbon.

3. Click the “Network Diagram” button within the “Task Views” butto on the “View” tab in the
Ribbon.

4, Click the “Other Views” drop-down button within the “Task Viem\ n group on the “View” tab in

the Ribbon.
5. Select “Timeline” from the drop-down menu of choices that, appears to view the timeline of the

project file.

6. Click the “Format” tab of the “Timeline Tools” contextual ta in the Ribbon.

7. Click the “Existing Tasks” button within the “Insert” b grotip on the “Format” tab of the “Timeline
Tools” contextual tab within the Ribbon. b

8. Check all of the checkboxes within the “Add Ta
click the “OK” button within the dialog box. # @

0. Click the “My Project” task within the timelinem ctit.

10. Click the “Remove from Timeline” button wij “Current Selection” button group on the “Format”
tab of the “Timeline Tools” contextual tab the Ribbon to remove the selected task from the
timeline.

11. Click the “Question Creation Phase’xn' in the timeline to select it.

12. Click the “Display as Callout” butto in the “Current Selection” button group on the “Format” tab
of the “Timeline Tools” contextu %ithin the Ribbon to display the selected task as a callout
above the timeline.

13. Click the “Material Creation I@a ask within the timeline to select it.

n
imeline” dialog box that appears, and then

14. Click the “Display as Callouti gufton within the “Current Selection” button group on the “Format” tab
of the “Timeline Tools” gontextual tab within the Ribbon to display the selected task as a callout
above the timeline. g

15. Click the “Save” butt the Quick Access toolbar to save your formatting changes.

16. Click the “Gantt (&‘ tton in the “View” group on the “Task” tab in the Ribbon to display the
“Gantt Chart” view forthe “My Project” project file again.

17. Click the “x” in the upper-right corner of the project file window to close the sample project file that
you just sa You will continue to use this file to complete the upcoming sequential
exercisN hout this entire course. Each exercise builds upon the previous exercise, so

pleaseQ te them in the order given to maximize your overall learning experience.
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PROJECT KEYBOARD SHORTCUTS

Category: Using Views and Windows

form

Move between fields at the bottom of a

Command Key

Activate Window Menu Alt + Spacebar
Activate cell entry F2

Activate Key Badge System or Alt

Activate Project File Menu Alt+F
Activate Window Split At+W+E+T

view

Shift + Enter

Alt + Home

Alt + End

Close Active Window Ctrl + W or Ctrl + F4
Close Program Alt + F4

Show ‘Field Settings’ dialog box | Alt+F3

Open New Window Shift + F11

Reduce selection to one field Shift + Backspace
Reset Sort to Task ID Order Shift + F3

Select a Drawing Object F6

Show Task Information Shift + F2

Show Resource Information Shift + F2

Show Assignment Information Shift + F2

Switch to next window

Switch to previous window

Alt + Left Arrow

Alt + Right Arrow

Home or Ctrl + Left Arrow

Ctrl + Up Arrow

Move to the first field in the first
row

Ctrl + Home

Move to the last field in a row

End or Ctrl + Right Arrow

Toggle ‘Add to Selection’ Mode

Shift + F8

Move to the last field in the last
row

Ctrl + End

Alt + Tab
Alt + Shift + Tab: b

Toggle AutoCalculate

Ctrl + F9 @

Move to the last row

Ctrl + Down Arrow

Toggle ‘Extend Selection’ Mode

F8

Move by page in Print Preview

Category: Outlining Project Tas
Command

Hide Subtasks

@ n, Left, Right Arrows

Alt + Shift + Hyphen

Cancel action Esc
Undo Action Ctrl+7Z
Redo/Repeat Action Ctrl+Y

Show Subtasks

Alt + Shift + = (equal sign)

Show All Tasks

Alt + Shift + * (on number pad)

Alt + Shift + Right Arrow

Alt+ Shift + Left Arrow

%‘%‘
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PROJECT KEYBOARD SHORTCUTS

Category: Selecting in the Sheet Views

Category: Editing within the ‘Cell Entry’ Bar

Command Key Command
Extend one page down Shift + Page Down Accept entry
Extend one page up Shift + Page Up Cancel entry

Extend down one row Shift + Down Arrow Delete left character ~ Backspace
Extend up one row Shift + Up Arrow Delete right character ‘0 Delete
Extend to first field in row Shift + Home Delete right word Ctrl + Delete
Extend to last field in row Shift + End Extend selection to Shift + End
Extend to start of information Ctrl + Shift + Home ‘ Shift + Home
Extend to end of information Ctrl + Shift + End Insert

Extend to first row

Ctrl + Shift + Up Arrow

Extend to last row

Ctrl + Shift + End Arrow

Extend to first field in first row Ctrl + Shift + Home escale one page left Alt + Page Up
Extend to last field in last row Ctrl + Shift + End timescale one page right Alt + Page Down
Select all columns and rows Ctrl + Shift + Spacebar Vlove timescale to project start Alt + Home

Select a column Ctrl + Spacebar Move timescale to project finish Alt + End

Select a row Shift + Spaceba Scroll timescale left Alt + Left Arrow
Move one field down in a selection Enter Scroll timescale right Alt + Right Arrow
Move one field up in a selection Shift + Ent % Show smaller time units Ctrl +/ (on number
Move one field right in a selection Tab A pad)

Move one field left in a selection

Shiﬁ@

Category: Editing in the Sheet Views

Show larger time units

Ctrl +* (on number
pad)

Cancel an entry Esc

Clear or reset field Ctrl + Delete
Copy selected data Ctrl+C

Cut selected data Ctrl + X

Paste cut or copi Ctrl+V

Fill Down Ctrl+D

Link Ta Ctrl + F2

% Ctrl + Shift + F2

% Ctrl+Z
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