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READ ME FIRST

In case you're not familiar with the terminology, This section contains some important information to
Read Me First is quite often the name given to a help you use this book so we thought we'd start
computer file that contains important information with a Read Me First section.

for people to know prior to using an application.

What skills and knowledge Microsoft Project 2016 - Level 2 is designed for existing users of
you will acquire... Microsoft Project who wish to extend their skills and knowledge beyond
the creation of simple projects.
What you'll need to know Microsoft Project 2016 - Level 2 assumes that the learner can create
before beginning this basic and simple projects using Microsoft Project. It is also be beneficial
course... for the learner to have a general understanding of personal computers
and the Windows operating system environment.
The objectives of this guide... At the completion of this course you should be able to:
e use various techniques for levelling over allocation of resources
e assign material resources in a project
e assign and track costs within a project
e apply constraints and deadlines to tasks in a project
e track the progress of a project

work more productively with project views

work with tables in Project

¢ work with some of the features that allow you to control your
data

o format projects to make them more appealing and relevant

e print data from Gantt Charts in a variety of ways and

presentations

What you get in a chapter... Each chapter begins with a summary page listing the topics covered in
that chapter. The chapter then consists of single-page topic sheets
pertaining to the theme of the chapter.

What you'll need to have Many of the topics in this learning guide require you to open an existing
before commencing this file with data in it. These files can be downloaded free of charge from our
course... website at www.watsoniapublishing.com. Simply follow the student files

link on the home page. You will need the product code for this course
which is INF1665.

As you work through this It is strongly recommended that you close all open files, if any, prior to

guide... commencing each new chapter in this learning guide. Each chapter,
where relevant, has its own set of exercise files and any from a previous
chapter are no longer required.

Where to from here... Have a look at the next page which explains how a topic page works,
ensure that you have access to the exercise files (see above), and you're
ready to make a start.

© Watsonia Publishing -i- Preface
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WORKING WITH TOPIC SHEETS

The majority of this book comprises single-page
topic sheets. There are two types of topic sheets:
task and reference. The layout of both is similar
— an overview at the top, detail in the centre and

additional reference (optional) material at the
bottom. Task sheets contain a Try This Yourself
step-by-step exercise panel in the detail area as
shown below.

©o0 06 000

OPENING AN EXISTING DOCUMENT

There sre 8 numbarof ways to open anexisting
document, such as double-clicking ana file in
File Exploreroright-clicking on a Word shorout
on the desktop Taskbarand salecting &

document from the Recentlist. But, fyousiready
have Word open, the essiest method for opening
an exasting documentis via the Opentsb in the
Backstage.

Try This Yourself:

Before starting thiz e xercee o
ensure Word has started
and you havea document
open...

Click on the FILE tab to
display the Backstage,
then ciick an the Opentsh
1o display a fist of locations
framwhich you can open
files

Recent Documents will ba
zelected by defaulf

Click on Computerin the
middle pane then click an
[Browse] as shown

This wil digplay the Open
dialog box...
Double-click on the hard
drive (C3) undar Computer

The contente of the hard
drive il be displayed in
the file iz

Couble-click on Course
Files for Micros oft Word
2013 to display s cantents

Thiz iz the folderwhere the
files forthiz course are
located...

Click on W1 304 Working
With A Document_1.docx,
then ciick on [Open] to
openit

For Your Reference...
To open an existing document
1. Click on the FILE tab, then click on Open
2. Select the required kocafion, then click on
[Browse]
3. Click on the required fil=.
4. Click on [Open]

Handy to Know...

+ You can also use the keybasrd shortout (o]
+ |7 ]to display the Open tab in the
Backstage.

To open & document you have used racantly
click on the Open tab, click on Recent
Documents and selzct your file from the
Recent Documents list

Working With A Dogument

Topic name
General topic overview provides an introduction to the topic

Try This Yourself (task-based topic sheets) is a detailed step-by-step practice
exercise for you to work through. In Reference topic sheets this is usually replaced
by a box with reference information.

In Task topic sheets screen shots and graphics provide a visual clue as to what will
happen when you work through the Try This Yourself practice exercise. In
Reference topic sheets the screen shots and graphics are used to visually represent
information and concepts.

The For Your Reference (optional) element provides a quick summary of the steps
required to perform a task. These usually only appear in task-based topic sheets.

The Handy To Know (optional) element provides additional information such as
alternative ways of accomplishing a task or further information providing handy tips.

© Watsonia Publishing
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CHAPTER1 RESOU RCE LEVELL|NG

INFOcus

Ideally you will always have enough resources to complete the
tasks in your project. However, this is not always the case and
sometimes you will not have enough resources for the work you've
scheduled. This is known as over-allocation.

Resources become over-allocated in a project when they are
scheduled to do more work than can be accomplished in the
specified time. Resource levelling resolves any over-allocations
which exist in your project.

Project gives you two options when levelling — letting Project level
the schedule for you, or resolving the resource over-allocations
yourself.

In this session you will:

v'gain an understanding of resource over allocations
learn how to create resource chaos in a project

learn how to track down resource over allocations using
the Resource Graph

learn how to check Resource Usage for over-allocations
learn how to create an over-allocated resources report
learn how to change work effort to fix over allocations
gain an understanding of assigning overtime to resources
learn how to assign overtime to fix over-allocations

learn how to assign contract labour to fix over-allocations

learn how to switch work assignments to fix over
allocations

learn how to reschedule tasks to fix over allocations.

AN

NN NN R

\
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UNDERSTANDING RESOURCE LEVELLING

Levelling refers to the even allocation of Sometimes over-allocation is also referred to as a
resources. When you assign more resources to a resource conflict — you simply have too much work
task than you have available the resource is said for a resource to do.

to be over-allocated and requires levelling.

Resolving Resource Conflict Using Levelling

Resource conflicts occur normally when you are entering the resources against the tasks. You may not
have noticed that the same resource is required in more than one place. However, because Project is
constantly recalculating the start and finish dates it is able to provide you with accurate details about
these overlaps, or over-allocations, in work commitments.

The process of resolving these over-allocations is called levelling (or leveling). This term stems from

the fact that in an ideal project, all of your resources will be spread evenly, or flatly, across the scope of
tasks. An over-allocation suggests that you have a bump or peak usage that needs to be evened out.

Project has a special Resource Graph view as shown below which demonstrates this concept of over-
allocation and levelling.

In the graph, the thicker line P s
at 500% indicates that this s00% 1

is the maximum units that
we have in the resource

500% -

pool. Any bar above this line 00%
H H H Rigger

indicates an over-allocation eratocatect [

of resources. This peaking Alocated: [ 200%-

needs to be eliminated.

Project provides you with
the ability to automatically or
manually level over-
allocations.

200% -

Peak Units:

If you choose automatic levelling, Project will attempt to resolve the conflict for you. Usually this is
done by slipping the task dates out. It does this by adding delay to the tasks so that resources are not
required at the same time. However, with automatic levelling you do forfeit control over your project.
Most people prefer to resolve over-allocations manually.

This can be done by:

e moving atask that has an over-allocated resource within the project so that the task dates are
changed to a date when the resource is free

e increasing the maximum units of the resource (usually by hiring or seconding additional staff)
e assigning a different resource that is currently free to the task
e assigning overtime

e extending working days on the calendar used by the resource so that more time is available
to work on the tasks.

Obviously not all of these options are practical. For example, if you have a deadline to meet, slipping the
task dates by moving the task further down the timeframe is not a good idea. In this circumstance you
may be better off hiring more staff or allocating another resource to the task.

Similarly, if your project is constrained by costs then you may need to slip the dates out rather than hire
or buy additional resources or allocate overtime to the task.

© Watsonia Publishing Page 2 Chapter 1 - Resource Levelling



Microsoft Project 2016 - Level 2

CREATING RESOURCE PROBLEMS

Our case study project is functional — we have elsewhere and some of the resources he has in the
ample resources to complete the required tasks. resource pool will be taken away to work on the
However, the project manager has just been new project. Having carefully assigned resources to
advised that a second project is to begin the various tasks this will now cause problems.

ﬂ Resource Name ¥ Type v Material > nitigls ~ Group ¥ |Max. ~  sid, Rate v
Try Th|s Yourself: 1 Architect Work Arc Consultar 100%  $0.00/hr
2 | ¢ Draftsperson Work Dft Staff 100%  50.00/hr
. . 3 ildi = .
c Before starting this | Building Clerk _ Work BC staff  |100% 5| $0.00/hr
o9 . MUST oben 4 Supervisor Work Sup Staff 100%  50.00/hr
8‘ iT €xercise you p 5 Rigger Work Rig Wages 600%  $0.00/hr
the file Leve”mg_l-mpp"' 6 Boilermaker Work BM Wages 600%  50.00/hr
i X 7 Welder Waork Wweld Wages 500%  50.00/hr
o Click on the PrOj?Ct tab, 8 Carpenter Work Car Wages 800%  50.00/hr
then click on Project Painter Work ptr Wages 500%  $0.00/hr
::?forma_tlon in the This action has effectively halved the drafting resources in your
roperties group project. Since there were more resources available when you did the
The case study project is initial Qtfs:jgnoments the_rt(:: aclire rlllow ttm:jes when the resource is gvir
Currently scheduled to comr_nl e . Our comm_l e (a ocate ) resources appear in rea.
S . warning icon appears in the left column.
finish on Wednesday April
22...
e C_IICk ol [OK] to close the ﬂ Resource Name ¥ Type v Material > nitigls ~ Group ¥ |Max. ~  sid, Rate v
d|a|09 box 1 Architect Work Arc Consultar 100%  50.00/hr
. . 2 | ¢ Draftsperson Work Dft Staff 100%  50.00/hr
o C!ICk on the View tab' then 3 Building Clerk  Work BC Staff 100%  50.00/hr
_CIICk on Resource'Sheet 4 Supervisor Work Sup Staff 100%  50.00/hr
in the Resource Views 509 Rigger Work Rig Wages 500%  50.00/hr
group 6 Boilermaker Work BM Wages 600%  $0.00/hr
. . 7 Welder Work Weld Wages 500%  50.00/hr
0
o Click on 200% in Max foor 8 | ¢ Carpenter Work Car Wages 600%  50.00/hr
Draftsperson, type 100% Painter Work ptr Wages 500%  $0.00/hr
and press E"tEfl 10 Labourer Work Lab Wages 1,000%  $0.00/hr
. . . 1| @ Driver Work Drv Wages 200%  50.00/hr
e Point to the warning icon 12 No Barrier Work NEBF Contractc|100% |- | $0.00/hr
and read the message that Fencing -
appears 13 Rock Solid Work RSC Contractc 100%  50.00/hr
Concrete
e Repeat step 4 and change
the number of resource @
units for the following
resources: Rigger 500%,
Carpenter 600%, Driver
200%
For Your Reference... Handy to Know...
To create resource problems: e Over-allocations occur when more resources

the resource pool. For example, Project will
allow you to assign ten carpenters to a task
even though only five exist in the resource
pool.

© Watsonia Publishing Page 3 Chapter 1 - Resource Levelling
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TRACKING DOWN OVER ALLOCATIONS

Over allocations aren't immediately apparent,
unless they arise when you are changing data in
the resource sheet as we have done.
Over-allocations can be problematic and it is a

good idea to check the resource pool on a regular
basis to see whether there are over-allocations in

your project. Remember, over-allocated resources
appear bolded red in the resource pool.

& May ‘19
w T F S s M T w T F

Try This Yourself: 200% -

180% -

Same
File

Continue using the previous
file with this exercise, or open
the file Levelling_2.mpp...

Draftsperson

Overallocated: -

Allocated:

160% -

140% -

120% -

100% -

Click on the View tab, then

click on Other Views in the
Resource Views group and
select Resource Graph

Press Ctrll + Homel , then A+

80% -

Peak Units:

200% [ 200% | 200% | 200% | 200%

Home| to move to the start of the
project

Press |Pg Dn| until the

Draftsperson comes into view

This resource is over-allocated
as indicated by the colouring
of the name and in the chart...

6 May 19
T F s s M T w T F s
500% -

450% -

400% -

350% -

Press until you can see

Rigger

COverallocated: -

the Rigger, then press |ait] +

Allocated:

300% -

250% -

Hc=me| to return to the start of 200% -
the project 150%

100% -

Click on the Resource tab,
then click on Next 50%-

Overallocation in the Level

Peak Units:

group to see the over-
allocation for the Riggers

Click on Next Overallocation
again — you will be advised
that there are no more
over-allocations for this
resource

Click on [OK]

Microsoft Project *

There are no more overallocations starting after 24/08/2019 at 11:18 &AM,

Repeat steps 4 to 7 with the
Carpenter resource

For Your Reference... Handy to Know...
To display over-allocations as a chart: .
1. Click on the View tab, then click on Other
Views in the Resource Views group and
select Resource Graph
2. Click on the over-allocated resource
3. Click on the Resource tab, then click on the
Next Overallocation command

There are a few ways to resolve over-
allocation issues, including changing how
long a task will take to complete and
assigning more resources to a task.

© Watsonia Publishing Page 4 Chapter 1 - Resource Levelling
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CHECKING RESOURCE USAGE

Another great way of tracking over-allocations, organised in order of resources and the tasks that
and more importantly the extent of over- they are working on. To the right is a timeline view
allocation, is through the Resource Usage view. which shows the hours the resource works. Over
This view presents a sheet to the left which is allocated resources appear in red colouring.
9 May ‘16
R 0 Resource Mame  « Work « Add New Column + || Details F s s I‘?‘] T
Try ThIS Yourself- |A Unassigned 0 hrs Work
Planning Con 0 hrs Work
Continue using the Site Works Cec 0 hrs Work
0 9 5 A Building Cons 0hrs Work
£ @ previous file with this FtOut Comp| Dl ork
& L exercise, or open the Obtainsafety  Ohrs work
1 H Official openi 0hrs Work
file Levelling_3.mpp
— Commissionit 0hrs Work
. . 1 4 Architect 165.5 hrs Work
0 CIICk on the V|eW tab, Create architi 112.5 hrs Work
then click on Resource
Usage in Resource e
Views
- & May 19
e Press CU|| + Homelto © | ResourceName -+ | Work + Add New Column + || Details F s s I‘: T
move tO the tOp Of the : Create.' architi 112.5 hrs Work 7.5h A
resource I|St [ 154 Submit plans 8 hrs Work
Test controlr 37.5hrs Work
q Obtail i 7.5h work
e Scroll to and click on 2 [ |- Draﬂsp::oanfﬁmlz?i.?‘; h:: wg:k 15h
Dl’aftsperson, click on w Create architi 225 hrs work 15h
the TaSk tab then C|iCk g [ 1% Order materii 48.75 hrs Work
! . = 3 4 Building Clerk  54.38 hrs Work 1.88h 1.
on ScrOII to TaSk in the Q Create architi 28.13 hrs Work 1.88h 1.
Ed|t|ng group to 8 LE Order materii 18.75 hrs Work
display the usage e
information for this
resource
19 Aug 19
o Scroll tO and CIiCk on 6 Resource Name ~ |Work « Add New Column - || Details s s M T w
. . Test roof mec  37.5hrs Work
ngger and CIIC!( on Testcontrolr 37.5hrs Work
SCI‘0|| to Ta.Sk n the Obtain officic  7.5hrs Work
Ed|t|ng group to 5 | [] |A Rigger |,18?.5 hrs Work 45h 45h
dISp|ay the Usage Erect steelwo 2,700 hrs Work 45h 45h
. ) ! install roofing 375 hrs Work
|nf0rmat|0n f0r th|S install roof re 75hrs Waork
resource Test roof mec 37.5hrs Waork
] 4 Boilermaker 3,525 hrs Work 45h 45h
Erect steelwo 2,700 hrs Work 45h 45h
For Your Reference... Handy to Know...
To check for over-allocations in resource usage: e At the time of writing, we found that the Next
1. Click on the View tab, then click on Overallocation command (to move to the
Resource Usage in the Resource Views task in the timeline) in the Resource Usage
group view was erratic and inconsistent due to a

2. Scroll to over-allocated resources bug when used in Resource Usage view.
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CREATING AN OVER ALLOCATION REPORT

Project contains a number of in-built and pre-

defined reports which help you locate all sorts of
information about, and problems in, your project.
One such report, the Overallocated Resources

report, lists all of the resources that are over
allocated in your project and which tasks contain
those over allocations. This is a handy report to use
when levelling your project.

HS o -

Try This Yourself:

File

5|

Compare
Projects | Report *

Project

Task
Continue using the g
previous file with this
exercise, or open the
file Levelling_3.mpp...

Same
File

Click on the Report

O Resource Nan
Erect w D More Reports...
install roofing  37.5 hrs
Install roof re 18.73 hrs
Erect seating 56.25 hrs

Levelling_3 - Project Professional

Resource

L | 0] [ = & Tl

New Dashboards Resources Costs In Progress Getting Custom Recent

Overallocated Resources

Resource Overview

ACROBAT Format

Visual
Reports
Export

Project View

Started v+ -

olumn « || Details s s
| Work

Work

Work

Work

tab, then click on
Resources in the View
Reports group to

display a list of reports

Select Overallocated

OVERALLOCATED RESOURCES

Resources to display
the report

WORK STATUS
Work status for averallocated

4,000 hrs

3,500 hrs

The report shows which
resources are over
allocated and when the
over allocations
occur...

Click on the File tab,
then click on Print

3,000 hrs
2,500 hrs
2,000 hrs
1,500 hrs
1,000 hrs

500 hrs

Ohes
Draftsperson

resources

Rigger

mActual Work B Remaining Work

Surplus igned to overallocated resources. To resolve overaliocations use

Team Planne:

Driver . o

16 s
s
12hes
10hes
Bhes
Shrs
ahes
Zhes
Ohrs

6/05/19 i

Carpenter

(Rigger)

Overallocation (Carpenter) Overallocation (Driver)

Click on [Print] to print
the report, or click on
the Back arrow if you
prefer not to print

Click on the View tab,
then click on Resource
Usage in the Resource
Views group

For Your Reference...
To create an over-allocated resources report:

1. Click on the Report tab, then click on
Resources in the View Reports group

2. Select Overallocated Resources

Handy to Know...

It is recommended that you print the over-
allocated resources report before
commencing levelling operations so that you
have an idea of what is required as well as a
record to refer back to.
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CHANGING WORK EFFORT

There is no right or wrong way to level
over-allocations — the methods that you choose
are determined by the nature of your project. The
best way to tackle over-allocations is one at a

Microsoft Project 2016 - Level 2

time. We'll start with the Draftsperson. We
identified a work requirement for two draftspersons
to create the architectural plans. It has been
decided that there is only enough work for one.

. @ |ResourceMame  + | Work + | Add New Column + || Details | w T F s N v
Try Th I S YO u rself. 4 Unassigned Ohrs Work
Planning Con 0hrs Work
. . . Site Works Cc 0hrs Work
[} - Continue using the previous Building Cons 0 hrs Work
E 7 file with this exercise, or open Fitout Comp __ Obrs Wark
N th fI L | | . 3 Obtain safety 0hrs Work
eflile Leve Ing_ mpp Official openi 0hrs Work
Commissionir 0hrs Work
o Click on the View tab, then ' 4 Architect 165.5 hrs Work
click on Resource Usage in 0
the Resource Views group to
display the Resource Usage
sheet
6 May '19
e Scroll to and click on @ |ResourceMame +|Work + | Add New Column ~ || Details | s s v T T
. Obtain officic  7.5hrs Work
Draftsperson, click on the 2 [# [+ Draftsperson  |73.75hrs work 15h 15h 15h 15h
Task tab, then CIICk on Scro” Create architi 225 hrs Work 15h 15h 15h 15h
q Qna s Order materiy 48.75 hrs Work
to Task in the Editing group 3 4 Building Clerk | 54.38 hrs work 188h  1ssh| lesh  lssh
to d|sp|ay usage information Create archit| 28.13 hrs Work 1.88h  1.88h  1.88h|  1.88h
fOI’ thls resource [ 159 Order materiy 18.75 hrs Work
Obtain officic ~ 7.5hrs Work
4 4 Supervisar 750 hrs Work

Click on Gantt Chart in the
View group to see a Gantt

The problem here is that the task Create architectural plans

; requires/shows 15 hours of draftsperson work on most days — since a
Chart view qu! . Perso . Y
day is 7.5 hours this means that there is a requirement for 2 draftspeople.

o Point to the information icon

next to Create architectural

plans under Plannlng'l then 5 - Planning 0 days Wed 3/07/19  'Wed 3/07/19

right-click on it and select Fix ) _Completed S

in Task Inspector i ' [

. Name: | Create architectural plans Duration: | 3 wks = [lEffort driven  []Manually Scheduled Previous Next
Click on [Reduce Work] to Dates Constraint
remove the over-allocation st [Mon 505719 v] | | [2s Soon as Possnie V| Tessuee
Finish: | Fri 24/05/19 ~ Date: NA ~|  WBS code: 1.1

Click on Create architectural
plans, then click on Details
in the Properties group to
see a task form in the lower
pane of the screen

@) Current () Baseline

ID | Resource Name
i1 iArchitect

. 2 iDraftsperson
{3 lBuilding Clerk

TASK DETAILS FORM

O Adual Priority: | 500 | = % Complete: 0% |5
Units
1100%
$1005%

{25%

work | A ID_| Predecessor Name Type

Notice that the hours for the
draftsperson show 112.5h
(3w x 37.5h)...

Click on the close button of
the Task Inspector

For Your Reference...

To resolve over-allocation by changing work
effort:

1. Right-click on the icon next to the task with
the over-allocation and click on Fix in Task
Inspector

2. Click on [Reduce Work] to remove the over
allocation

Handy to Know...

o If you know that reducing the Work will fix an
over-allocation, you could manually type the
desired hours in the Work field for the
resource rather than using the Task
Inspector.
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UNDERSTANDING OVERTIME

You can reduce the overall duration of a resource duration is reduced. In Project, overtime is defined
assignment in a task by assigning overtime to as the work scheduled to take place beyond the
the resource. The total work for the assigned regular working hours of the resource.

resources remains the same, but the task

The Effect of Overtime On Task Duration

We have an over-allocation with the riggers. As you'll soon see, this is only in one task — erecting the
steelwork. In our case study there is a specific amount of work to be done on this. The riggers prepare
and assemble some of the steelwork units that are then lifted into place.

We are short one rigger. This shortfall can be overcome by assigning overtime to the other riggers —
they'll work enough overtime to cover the shortfall of one rigger.

In Project, assigning overtime can shorten the duration of a task. A task requires a specific amount of
work effort by the resources to complete the task within the required duration. The duration of the task is
calculated on the basis that the work effort will be done in regular work time.

However, if some of that work effort is done in overtime (that is, outside of regular work time) then the
duration of the task will shorten — providing effort from other resources doesn’t come into play. Consider
the table below:

Total Work Ovt Hours Reg Work Time Duration
15h Oh 15h 2 days
15h 3.75h 11.25h 1.5 days

Our task is effort driven and currently requires six riggers per day to complete.

Mame: | Erect steelwork Dgffortdri\ren DManuallyScheduled

Dates LConstraint
Start: | Tue 20/08/19 v| [ As s00n As Possible v| Tasktype: | Fixed Units
Finish: | Mon 11/11/19 ~|  Date: [ na v| wescode: |32
2  @current OBaseline O Actual Priority: 500 | % Complete: | 0% | =
d
“ [1v] Resource Name Units Work Owvt. Work  Baseline Work
< 4 1 i SR 225h oh i0h ioh
b [ 5 iRigger 6009 2,700h oh ] ‘oh ‘oh
X & Bonermaker BO07E Z,700R TR i0h i0h
g 7 Welder
10 ilLabourer Name: | Erect steelwork Duration: | 3.6 mons = |[]Effort driven [ ] Manually Scheduled
11 iDriver Dates LConstrain
18 tHigh Jib Crane Start: | Tue 20/08/19 ~]  [As500n as Passible v| Tasktype: | Fixed Units
21 utility
Finish: | Wed 27/11/19 ~]  Date [na v| WeScode: |32
2  @curent OBaseline O Actual Priority: s00 = % Complete: | 036 | =
]
. b
If we take one I’Igger 1 D Resource Mame Units Work Owt. Work  Baseline Work A
. . = 4 i SR 225h Dh ioh ioh
away, the duration will | £ : :
. o 5 iRigger 500% 2,700h oh oh ‘oh
be Ionger — assuming x ‘Bolermaker GO0 2 T00R bl ioh ioh
that the same amount = T Welder Erect steelwork 3 = |C] Effort dri Om lly Scheduled
MName: rect steelworl Duration: mons - Effart driven Manually Schedule
of work needs to be 10 Labourer
. 11 iDriver Dates Constrain
done by the five 15 Hightibd — . [Fed Units_
P . 9 Start: | Tue 20/08/19 v| | As So0n As Possible v| Task type: Fixed Units
remaining riggers. 21 {Utility —
Finish: | Man 11/11/19 ~]  Date [na v| wescode: |32
Z  @curent OBaseline O Actual Priority: 500 | % Complete: | 0% =
2
“ D Resource Name Units Work Ovt. Work | Baseline Work A
However, by assigning overtime we | £ | 4 supenisor 506 225h on oh oh
; w 5 iRigger 5008 700h 450h oh oh
should be able to return the duration | l a9 S ]

. .. .. ﬁ BOMETarer GO0 TOUTT (84] Oh Oh
to its original amount. This is 27 welder S00% 2.250n oh oh oh
presented numerically in the form 10 iLabourer g0 2700n oh on on
below. 11 iDriver 200% 900h Oh oh oh

18 iHigh Jib Crane 100% 450h Oh oh oh
21 iUtility 100% 450h Oh oh oh
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ASSIGNING OVERTIME

To resolve a resource over-allocation, you may total hours for a resource. Any value in overtime is
need to assign overtime. By definition, overtime subtracted from the total Work and this in turn may
is something that happens outside of the normal impact on the task duration. Generally, more
working hours. The value in Work represents overtime results in a shorter task duration.
Name: | Erect steelwork Duration: | 3.6mons |- [Effort driven [ |Manually Scheduled | Previnus
1 . Dates Constraint
Try ThIS You rself' Start | Tue 2008118 w| [ As soon asossiole v| | Tasktype:
. . Finish: Date: HA ~ WES code: 3.2
@ Con‘ilnue FISIng_ the . E @ current (O Baseline () Actual Priority: soo = % Complete: | 086 =
£ © previous file with this e : _ : . : :
T . . “ | D Resource Name Units Work | Ovt. Work =Basehne ‘.“.'-:lrk= Ad. Work Rem. Work R
N w exercise, or open the file =l Supervisor 50% 225h ioh ion ion 225h
. “DJ Rigger 500% 2,700h ?Dh ?Dh ?Dh 2,700h
Leve“|n9_4- m pp . ¥ Boilermaker 600% 2,700h ioh ith ioh 2,700h
< Welder 500% 2,250h i0h i0h i0h 2,250h
. " 0 Labourer 600% 2,700n lon ‘h {oh 2,700n
o Ensure you have a Sp“t 1 Driver 200% 900h ith ioh ioh 900h
screen view with the 8 HighJib Crane 100% 450n lon lon foh 450n
1

Utility 100% 450h i0h iOh 0h 450h

Gantt Chart and the Task

v

Details Form, click in the The duration has extended to 3.6 months because the Work for the

top pane, click on the Riggers (2,700h) is now divided by 5 riggers to derive total work of 540
View tab, then click on hours for each rigger. Since there are 150 hours of work per week (37.5
Resource Usage in the x 5) when you divide the total hours (540h) for a rigger by 150 you get
Resource Views group 3.6 months.

e In the Gantt Chart, scroll

down, click on Rigger
. ! ! Mame: | Eract steelwork Duration: | 3 mons % [Oesfort driven [ Manually Scheduled Previous _
click on the Task tab, — Constraint ’
then click on Scroll to Start. [ Tue 2008119 «|  [As500n s Passible V] Tasktype:
Task in the Editing group Finish: Date: A V] wescode: |32
. f f = urren aseline ua ] = % ] =
to dISplay thls task in the E @ current (O Baseline (O Actual Priority: so0 = % Complete: | 0%  |=
time"ne % \3 ;e;:::srrlame Eml;lmts zzsnwwk ED:M. Work Es:se\me Work | Act. Work ZZF;M Work ~
. . . E Rigger 500% 2,700h :ason :on 2,700h
e CIICk N the TaSk Detalls 2 Boilermaker 600% 2,700n ion ion ion 2,700n
. L ‘Welder 500% 250h i0h i0h i0h 250h
FO rm1 CIICk on the TaSk . Labourer 600% zl,?onn ;nn ;nn ;nn zl,?onn
Form TOOIS Format tab Driver 200% 900h 50n th 50n 900h
. N ! High Jib Crane 100% 450h ioh ioh ioh 450h
then ensure Work is Utility 1003 450h éDh éon éDh 450h
selected in the Details . v
group e
o Click on 600% in Units for
Rigger, type 500 and
click on [OK]
e Click on Oh in Ovt. Work
for Rigger, type 450h and
click on [OK]
The task is back to 3
months and the Rigger
resource is no longer
over-allocated
For Your Reference... Handy to Know...
To assign overtime to a resource: e Project subtracts overtime from total Work
1. Ensure a Task Form appears with the Work (2,700 — 450 = 2,250), then divides this by
format selected the number of specific resources (2,250 /5 =

450). This in turn is then divided by the
number of hours per week (450 / 150 = 3) to
determine how many weeks of work are
required by this resource.

2. Type the appropriate overtime in the Ovt.
Work field, then click on [OK]
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HIRING CONTRACT LABOUR

Our case study project doesn't have enough tradespeople. We will have to add a new resource
carpenters to complete the work that needs to be to the pool, then assign the resource to the task,
done. If it is absolutely necessary, we have being careful that we don't accidentally change the
permission to bring in additional contract duration due to the effort-driven nature of the task.
Name: | Erect wall Duration: | 2mons 5| []Effort driven [ ] Manually Scheduled Next
1 . Dates Constraint
Try ThIS Yourse”' Start: | Mon 471119 ~| [ As soon as Possible V] Tesktype:
i i Finish: Date: NA | WEScode: |33

I Con‘ilnue F’ISIng_ the ) @ current (O Baseline () Actual Priority: so0 = % Complete: | 0%

£ © previous file with this : : —

S iT . . I D =Resaur(e Name | Units | Work | Ovt, Work =Easelme Work  Act. Work | Rem. Work &

N L exercise, or open the file [ 4 isupenisor {505 1150h ‘oh ‘oh oh 11500

iCarpenter 16003 i1,800h i0h ioh oh i1,800h
{Labourer laome  1,200n lon lon 0h 11,200n
{Driver i100%  i300h ioh ioh Oh 13000
{Grader fowe  300n loh loh oh 1300n
Air Compressor 00 i300h i0h i0h Oh i300n

Levelling_5.mpp...
o Scroll down the Gantt

8

10

11

19

20

27

26

H:)
click on Erect wall, click e

chart until the Carpenter o ano "
resource can be seen, {on The Hammer Hooe  isoon fon fon on '300n .
on the Task tab, then
click on Scroll to Task in
the Editing group
e In the Task Details Form e Resource Information x
click in Resource Name enerl | costs | otes | custom Fieias |
beIOW Plumber, type On Resource name: On The Hammer Initials: OTH
The Hammer, then click Email: Group: Contract Labour]
on [OK] Logon Account... Cade:
Booking type: Committed | wpe | Waork -

We can hire contract
labour from this agency to
perform some of the
carpentry work.... Resource Availability

Available From | Available To Units ~ Change Working Time ...
e Click on 700% in Units for “NA NA 1,000%
Carpenter and type
600%, click on 2,100h in
Work and type 1800,
then click on [OK]

o Double-click on On The
Hammer to display the
Resource Information
dialog box

|:| Generic |:| Budget
Inactive

Help Dretails... Cancel

e Change the Units to
1000%, type OTH in
Initials and type Contract
Labour in Group

e Click on [OK]

For Your Reference... Handy to Know...

To add a new resource to cover o If you have access to an endless supply of
over-allocations: contract labour, you will be able to enter a
1. Click in Resource Name, type the name of large sum of units (such as 1000%).
the resource, then click on [OK]
2. Enter the appropriate Work for this new
resource, then deduct the same amount from
the over-allocated resource
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SWITCHING WORK ASSIGNMENTS

The task of erecting the seating tiers requires
eight carpenters, but there are only six in the

Microsoft Project 2016 - Level 2

necessary. Instead, we can give some of the more
menial carpentry tasks to the labourers we already

pool. We could use the contract labour, but we have.
only have permission to do so if it is absolutely
Mame: | Erect seating tiers Duration: | 3 wks 2 [JEffort driven [ ] Manually Scheduled Cancel
Try This Yourself:
Start: | Tue 28/01720 w|  [Assoon as Possible v| Tasktype:
i i Finish: Date: NA v| weScode: |36
) Con‘ilnue F’ISIng_ the i @ current (O Baseline () Actual Priority: so0 |2 % Complete: | 096 | =
£ © previous file with this _ : . .
g T i . ID_ Resource Name Units Work Ovt.Work _Bascline Work _ Act. Work __ Rem. Work
N L exercise, or Open the f||e 4 [supenisor S0% 56.25h oh oh oh 156.25h
Leve”ing 6 mpp | & iCarpenter s00% G oh Oh oh 1900
_0O. 7 lwelder 200% 225h oh 0h oh {225k
& iBoilermaker 200% 225h oh Oh oh 1225h
. q 10 Labourer 5009 562.5h Oh oh oh 1562,5h
o Click on Erect Sea“ng 1 iDriver 100% 112.5h oh Oh oh 125
H H 21 utility 100% 112.5h oh oh oh H125h
tl_ers in the Gantt Chart’ 20 iAir Compressor 100% 112.5h oh Oh oh 125
click on the Task tab, i y
then click on Scroll to
Task in the Editing e
group
e In the Task Details
. 27Jan 20
FO rm., type 600% n O ResourceMame | Work . Add New Column + | Details 5 M T N T
Unlts for Carpenter Erect seating ~ 225hrs Work 15h 15h 15h 15h
g ! Erect handrai 300 hrs Work
then type 675h In Work 8 4 Carpenter 2,970 hrs Work 45h 4sh 4sh 45h
. Erect site buil 120 hrs Work
This represents 3 weeks Erectwall 1,800 hrs Work
work for 6 carpenters (6 [ | Erectseating] e75hrs work 4sh ash 4sh ash
Fit allwindow 375 hrs Work
X 3 X 375 = 675) 4 Painter 750 hrs Work
Type 700% |n UnItS fOI’ Paint rooms, 750 hrs Work
o S
Labourer and type Name: | Erect seating tiers Duration: | 3wks || []Effort driven [ ] Manually Scheduled Next

787.5h in Work

This represents 3 weeks
work for 7 labourers (7 x
3 x37.5=787.5)...

Click on [OK] to record
the revised assignments

The carpenter resource
no longer appears over-
allocated

Dates

Constraint

Start: | Tue 2601720

|As Soon As Possible

~| Tasktype:

Fixed Units ~

For Your Reference...

To switch work assignments:
1.
2.

Select the task

Adjust the units and/or work effort for the

over allocated resource
Click on [OK]

Handy to Know...

e Switching assignments in Project is relatively

easy to do, providing you take into

consideration the effort-driven nature of your

tasks.
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RESCHEDULING TASKS

We have an over-allocation of drivers. This over- overtime isn't practical as the work of the driver is
allocation has arisen because the resource is required in normal working time. We need to
required on two different tasks at the same time. reschedule the tasks in such a way that allows us
We don't want to use additional resources, and to still meet the project deadlines and timeframes.
. MName: | Erect wall Duration: | 2 mons + [Effort driven [ Manually Scheduled
Try This Yourself: Dates Constraint
Start: | Tue 12/11/19 v| [ Ass00n As Passible ~|  Tesktype: Fixed Units
g @ Cpntmge usmg the previous file Finish: | Tue 21/01/20 v|  Date m v| wescode: |33
8 i Wlth this e-XEI’CISG, oy e the ® current (O Baseline () Actual Priarity: 500 = % Complete: | 0% | =
file Levelling_7.mpp...
18} Predecessor Mame Type Lag ~ 1] Successor Mame
Scr0|| down in the tOp pane and 15  iErect steelwork FS (1= 17 iInstall roofing superstructure
o 20  iBuilding Construction Completed

click on the Driver resource,
click on the Task tab, then click
on Scroll to Task in the
Editing group

Use the scroll bar below the
timeline to scroll right until red
values appear in the Driver row e

Click on Erect wall in the upper
pane, then click on the Task

Details Form (lower pane) Project Information for 'Levelling_7' X
Click on the Task Form Tools: | | "¢ Curtent date: | wea 1057 ]
Format tab, then click on g = status dates | N ]
Predecessors & Successors Schedule from: | Project Start Date | calendar | Standard ]
in the Details group Al tasks begin as soon as possible. Priority: 500 =

Enterprise Custom Fields

Click on -10% in Lag, type O
and click on [OK] to remove
the over allocation

Department:

Custom Field Name Value

Click on the Project tab, then
click on Project Information in
the Properties group

The finish date is now
Thursday, May 7...

Click on [OK]

Help Statistics... Cancel

Double-click on the divider line e
between the panes to remove

the lower pane, click on the
Task tab, then click on Gantt
Chart in the View group

For Your Reference... Handy to Know...
To reschedule an over-allocated task: e When you want to switch to another view
1. Display the predecessors in a task form from a combination view, remember to

remove the split in the window. For example,
double-click on the line between the two
panes, then select Resource Sheet view to
check that all over-allocations have gone.

2. Adjust for lag or predecessor relationships
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CHAPTER 2 ASS|GN|NG MATER|ALS

: : INFOcus

Project has three types of resources: work, costs, and materials.
Work resources are used for assigning labour and equipment, costs
resources are used for special costs such as travel, and material
resources are used for assigning and tracking materials that are
consumed during the project.

Material resources need to be assigned to tasks much the same
way as work resources need to be assigned to tasks. The methods
of assignment, however, differ between them.

When a new resource is added to the project resource pool it must
be clearly identified as either a work resource or a material
resource.

The resource type you choose determines which other fields are
available for that resource and how it can be assigned.

Material resources can generally only be assigned in a variable
material consumption method or in a fixed material consumption
method. With the variable material consumption method, the
material is assigned as a unit with a usage rate based on a time
period. With fixed material consumption the total consumption is
added in the Work field of a task without any notion of a duration.

In this session you will:

learn how to assign fixed material consumption
learn how to contour material consumption
learn how to supplement materials in a project
learn how to assign variable usage materials
learn how to add more materials to a task

learn how to view material quantities and levels.

AN NENEN
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ASSIGNING FIXED MATERIAL CONSUMPTION

Two materials will be consumed in our case
study project: the turf laid on the oval, and the
paint. Since there is a fixed amount of both

required, these can be entered as fixed material

consumption items. These are entered into the
work field of the resource assignment in the same
way that hours are entered for a Work resource.

Try This Yourself:

Mame:

Before starting this
exercise you MUST open

Resources:

Open
File

Task Information

Lay astro turf

Resource Name

General | Predecessors Resources l Ad\ranced] Motes ] Custom Fields]

Duration: | 1wk : Dgstimated

Assignment Owner | Units Cost | 2

the file Materials_1.mpp...

Pure Grass Turf

100% 50.00

|Astro Turf

~ 1 Square Metre

Double-click on the Lay

astro turf task to display

the Task Information

dialog box, then click on

the Resources tab

Click below Pure Grass
Turf, then click on the drop
arrow and select Astro
Turf

Help
Click on 1 Square Metre e
in Units, then type 17850
and click on [OK]

Double-click on Paint
rooms, fixtures, fittings,
etc. in the Gantt Chart to

Mame:

Resources:

Task Information

Paint rooms, fixtures, fittings, etc,

Resource Name

Cancel

General | Predecessors Resources l Ad\ranced] Motes ] Custom Fields]

Duration: | 1 mon : Dgstimated

Assignment Owner | Units Cost | 2

display the Task

Fainter

500% 50.00

Information dialog box [Faint

w 1 Litre

Click immediately below

Painter, then click on the

drop arrow and select

Paint

Click on 1 Litre, then type
1500 and click on [OK]

Help

Cancel

For Your Reference...
To assign fixed material consumption:

1. Double-click on the task, then click on the
Resources tab

Click on the Resource Name drop arrow
and select the appropriate material

Enter the quantity in Units

Handy to Know...

e Notice that Project automatically adds
descriptive labels (e.g. litres, square metre,
etc.) after the quantities of material resources
that you enter. These are the labels from the
Material field in the resource pool. Whatever
you typed in this field will be used by Project
as the descriptor.
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CONTOURING MATERIALS USAGE

When you enter fixed material consumption every hour of the duration of the task. Just like work
amounts, Project will contour the usage over the resources, however, you can get in and change the
duration of the task. The default methodology is a contouring of the assignment to suit the needs of
flat line where an equal usage is assigned to your project.

ﬂ Lf.:j(gv Task Name ~ | Duration ~ Start e M T

Try This Yourself:

28 - Erect handrails 2wks Wed 4/03,
and fencing

- Paint rooms, 1mon Mon 16/02
fixtures, fittings,
etc.

GANTT CHART
N
1

Continue using the

() g . Z g
IS i_" preVIOUS flle Wlth thls . 30 - Install PA system 2 days Wed 11/0:
& L exercise, or open the file : ;
Materials_2.mpp... © |RocuccNome  Wok | AddNewColom T
9 Painter 750 hrs Work 37.5h 37.5h
Cllck on the VIEW tab Paint rooms, fixtu| 750 hrs Work 37.5h 37.5h
. . ., 23 Paint /500 Litre Work ( 75 75
then CI'Ck on De'[al|S n Paint rooms, fixtu 1,500 Litre work ( 75 75
the Split View group to
split the screen e
9 Click on the drop arrow
for Details and select O |l -+ TaskName + Duration ~ | Start Bhe T
Resource Usage to 2 = Erecthandrails 2 wks Wed 4/03)
display the resource = nd ncre .
5 Paint rooms, 1mon Mon 16/02

usage details in the lower

fixtures, fittings,
etc.

GANTT CHART

form 30 - Install PA system 2days Wed 11/0:

o Click on the Paint rooms, : : v
fIXtUI’eS, flttlngs, etc . ﬂ Re-scurceNamE Work Add New Column ] Details M T

. . Painter 750 hrs Work 37.5h 37.5h

task in the top pane, click Paint rooms, fixtu | 750 hrs Work 37.5h 37.5h
on the Task tab, then R8T oo plsine e  I—
click on Scroll to Task in = - '
the Editing group o

o Click on the first 75 (white
background) in the
Resource Usage e Day Date Litres Day Date Litres
timeline, then type 25 and Tue 17/3 30 Tue 31/3 90
press Tab] to move to the Wed 18/3 35 Wed  1/4 100
e ey Thu 193 45  Thu  2/4 100

e Repeat step 4 and enter Fri 20/3 50 Fri 34 100
the values as shown — the
total should show 1,500 Mon 2313 70 Mon 6/4 130
Click on the View tab, Wed 25/3 80 Wed 8/4 100
then click on Details in Thu 26/3 80 Thu = 9/4 80
the Split View group to Fri 2713 80 Fri 10/4 15
returnto a single pane Mon 30/3 90
view

For Your Reference... Handy to Know...
To contour materials usage: e Once costs are entered for materials, Project
1. Display the Resource Usage form will allow you to monitor the cost of

2. Click on the task and scroll to it on the resources. This can .be used to project cqsh
timeline flows. In many situations however, materlals
i o are really only used after some preparation
3. Type the new values into the timeline cells work and therefore should be contoured

towards the later part of the task.
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ADDING MORE MATERIAL ASSIGNMENTS

Material resources are the supplies or other

consumable items used to complete tasks in a

project. Information about resources is

maintained in a resource list, which can be

Microsoft Project 2016 - Level 2

created using the Resource Sheet. This list of
resources can be added to at any stage during the

project.

Try This Yourself:

Same
File

0006 060 o

Continue using the
previous file with this
exercise, or open the file
Materials_3.mpp...

Click on the View tab,
then click on Resource
Sheet in the Resource
Views group to display
the resource pool

We need to add
unleaded petrol and
diesel to the project...

Scroll to the bottom of
the list of resources, then
click in the next available
Resource Name cell
(below On The Hammer)

Type Diesel Fuel and
press Ta]to move to
Type

Type M for Material and

press 1a]to move to
Material

Type Litre and press
to move to Initials

Type DF and press Tas]
to move to Group

Type Fuel and press

Enter I

Repeat steps 2 to 7 and
add the petrol resource
as shown

0 Resource Name ¥ | Type

~ Matenal

-

Initials

¥ Group ¥ Max.

v Sid.Rate ™ Ovi. -

25 End of Project  Cost Party Cost
Party
26 Plumber Work P 200% $0.00/hr  50.00/hr
27 Electrician Work E 300% 50.00/hr  S0.00/hr
28 On The Hammer Work OTH Contractl 1,000% S0.00/hr  50.00/hr
[ |
O ResourceName Type ~ Material > jnitials ¥ Group * Max.  ~ std Ratew Ovt =
25 End of Project  Cost Party Cost
Party
26 Plumber Waork P 200%  $0.00/hr  50.00/hr
27 Electrician Work E 300% $0.00/hr  S50.00/hr
28 On The Hammer Work QTH Contractl 1,000% $0.00/hr  $0.00/hr
29 | Diesel Fuel work |+ D 100%  S$0.00/hr  $0.00/hr
0 Resource Name ™ Type 7 Material = |nitials  ~ Group ~ Max.  «  sid, Rate ™ Ovt. T
25 End of Project  Cost Party Cost
Party
26 Plumber Work P 200%  S$0.00/hr  $0.00/hr
27 Electrician Waork E 300%  $0.00/hr  50.00/hr
28 On The Hammer Work QTH Contractl 1,000%  $0.00/hr  $0.00/hr
29 Diesel Fuel Material Litre DF Fuel $0.00
[ |
0 Resource Name ¥ Type v Matenal  « nitials ~ Group ¥ Max. = std Rate ™ Ovi. i
25 End of Project  Cost Party Cost
Party
26 Plumber Work P 200% $0.00/hr  50.00/hr
27 Electrician Work E 300% 50.00/hr  50.00/hr
28 On The Hammer Work OTH Contract! 1,000% $0.00/hr  $0.00/hr
29 Diesel Fuel Material Litre DF Fuel $0.00
30 Unleaded Petrol Material Litre up Fuel $0.00

For Your Reference...

To add more material resources:

1. Click on View, then click on Resource

Sheet in the Resource Views group

2. Click in the next available Resource Name
cell
3. Type in the necessary details, e.g. Resource
Name, Type etc.

Handy to Know...

e You can sort a resource by any of its
columns simply by clicking on the small

arrow that appears to the right of the field

(column) heading.

© Watsonia Publishing

Page 16

Chapter 2 - Assigning Materials




Microsoft Project 2016 - Level 2

ASSIGNING VARIABLE USAGE MATERIAL

Unlike the turf and the paint, we have no idea resources can therefore be assigned as variable
how much fuel will be used during the life of the material consumption resources, where they are
project. We might be able to calculate this but it assigned at a certain consumption rate per hour.

really makes no sense to do so. These material

ﬁ Resource Name ¥ | Type v Maternzl v |nitials ¥ Group ¥ Max. v std Ratew Ovt v Cost/Use ™
. . 16 Pure Grass Turf  Work PGT Contractc 100%  50.00/hr  $0.00/hr 50.00/
Try ThIS Yourse”' 7 Building Work Bl Governm 100%  50.00/hr  $0.00/hr 50.00/
Inspector
© © Continue using the previous 1; | | High Jib Crane lWOrk HIC Equipmet 100% zo.oo;hr :D.Doj:hr 20.00
[ . . . . Grader Work Grd Equipmet 200% 0.00/hr  50.00/hr 0.00
(‘B [ flle Wlth thls e.XerC|3e, or open 20 Air Compressor  Work AC Equipmet 100%  50.00/hr  $0.00/hr 50.00
the file Materials_4.mpp... 21 utility work ute Equipmer  200%  $0.00/hr  $0.00/hr $0.00
4
o Click on the View tab, then o .. o » . . o
g g g o Maode ask Name uration a inis redecessors lesource Namg
CI_ICk on Detalls in the Spllt . 9 - Clear and level site 3 wks Mon 15/07/19  Fri 2/08/19 8 Driver[200%],
View group to select it to Sp|lt 18 - Erect wall 2 mons Tue 12/11/19  Tue 21/01/20 15 Supervisor[50
the screen if necessary
e Click on the drop arrow for e
Details and select Task Sheet — »
— this view will show the tasks @ sk information
that a resource iS assigned to General | Predecessors RESOUFCES]Ad\ranced} Notes } Custom Fields
9 C||Ck on Grader in the Name: | Clear and level site Duration: | 3 wks * [ Estimated
Resources:
Resource Sheet to see a-” Of J Resource Mame Assignment Owner | Units Cost | ~
the tasks for the grader in the Driver 200% 0.0
k h Grader 200% 50.00
Tas S EEt Supervisar 100% 50.00
a Diesel Fuel 16 Litre/h
o Double-click on Clear and level S =
site in the Task Sheet to
display the Task Information
dialog box, then click on the
Resources tab v
Notice that there are two
raders used for this task...
g Help Cancel
o Click in the Resource Name _
cell below Supervisor, then e Grader Erect Wall Diesel Fuel 8/h
click on the drop arrow and
select Diesel Fuel High Jib Crane Erect Steelwork Diesel Fuel 12/h
0 Type 16/h in Units. then press Install roofing superstructure  Diesel Fuel 12/h
Enterl Install roof retracting Diesel Fuel 12/h
mechanism
0 Click on [OK]
Utility Erect Steelwork Unleaded Petrol  4/h
e Repeat steps 3 to 7 to add the Install roofing superstructure ~ Unleaded Petrol  4/h
222\'/32“&' fuel materials as Erect seating tiers Unleaded Petrol  4/h
Air Compressor  Erect seating tiers Diesel Fuel 6/h
For Your Reference... Handy to Know...
To assign variable material resources: e Expressions such as 16/h or 2/d are defined
1. Double-click on the task, then click on the as 16 per hour or 2 per day. For example, if
Resources tab 16/h represents 16 litres/h in a project, this

means the resources together use 16 litres

2. Select the material to assign L
per hour of working time.

3. Type the unit and follow it with /h to indicate
hourly usage, then click on [OK]
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ADDING TO A MATERIAL ASSIGNMENT

You may need to apply the same material
resource several times in the same task. For
example, the Erect wall task requires the use of
a grader and the air compressor, both of which

Microsoft Project 2016 - Level 2

use diesel fuel. We would like to assign the
appropriate fuel for both of these items.
Unfortunately, Project doesn't allow you to add the
same resource twice to a task.

Task Information X
Try Thls Yourse”- General | Predecessors RESOUFCES]Ad\tanced] Motes ] Custom Fields
8 a Mame: | Erect wall Duration: | 2 mons : Dgstimated
[} CO”‘EanGfF;Slng- rt]heh Resources:
%g prev'qus lle with this . Resource Name Assignment Owner | Units Cost | 2
& & exercise, or open the file Supenisor S0 5000
Materlals 5.mpp". Carpenter 6005 50,00
- Labourer 400% $0.00
o Click on Air Compressor 2”":' Eg zggg
q rader % .
in the Resource Sheet tO Air Compressor 100% 50.00
see all of the tasks for this Electrician 75% $0.00
resource in the Task Plumber 25% 3000
On The Hammer 100% 50.00
Sheet Diesel Fuel 8 Litre/h 50.00 W
We've already entered the
fuel assignment for the
grader... Help Cancel
o Double-click on Erect wall e
to display the Task
Information dialog box
g 2 Task Inf i X
Notice that Diesel Fuel el nformatien
already appears hel’e The General | Predecessors Resources l Ad\ranced] Motes ] Custom Fields
Compressor uses 6 |itreS Mame: | Erect wall Duration: | 2 mons : Dgstimated
per hour. We can adjust Resources;
the present Unit rate to J Resource Name Assignment Owner | Units Cost | i
. . Labourer 400% 50.00
include this usage... F o oo
q a a . Grader 100% 50.00
e Click on 8 litre/h in Unit for i o o 000
Diesel Fuel Electrician 75% $0.00
Plumber 25% 50.00
E On The Hammer 100% 50.00
o Type l4/h and press E Diesel Fuel 14 Litre/h 50.00
e Click on [OK] to record this v
entry
e Repeat steps 2 through to Help pa—

5 and increase the usage
of Diesel Fuel for the
Install roofing
superstructure task that
uses the air compressor to
18/h

For Your Reference... Handy to Know...
To add to a material assignment: .

1. Double-click on the task that has the material
resource already assigned, then click on the
Resources tab

2. Adjust the units for the material resource
3. Click on [OK]

Project will appear to let you enter the same
assignment twice. You can type it into the
Task Information dialog box. However,
when you click on [OK], the previous
assignment will be deleted and replaced with
the one you've just typed.
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CHECKING WORK FOR MATERIALS

Project allows you to view the tasks that material
resources have been applied to in exactly the

same way as you view work resources. The
easiest view to use is the Task Entry view as it

Microsoft Project 2016 - Level 2

shows you detailed information about the resource
assignment in the lower pane.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the
file Materials_6.mpp...

Same
File

Scroll to and click on
Diesel Fuel in the top
pane to see all of the
tasks that use this
resource in the lower
pane

While this is useful it
doesn'’t provide a guide
to actual usage or
quantities...

Click on the View tab,
then click on the drop
arrow for Details in the
Split View group and
select Resource Usage
to see the proposed fuel
usage for each task

Click on some of the
other materials in the
top pane to see
quantities required and
usage in the lower pane

Click on the View tab,
click on Gantt Chart in
the Task Views group,
then click on Details in
the Split View group to
return to a single view

@ _Resource Name ~ Type v Material v nitials ~ Group ¥ Max. v stg Rate v OVt v  Cost/Use™
28 On The Hammer Work OTH Contractl 1,000% $0.00/hr  30.00/hr $0.00
29 || Dieselfuel  |Material Litre DF Fuel $0.00 $0.00
30 Unleaded Petrol Material Litre upP Fuel $0.00 $0.00
]
ﬂ H;;E Task Name Duration Start Finish Predecessors Resource Nam
9 - Clear and level site 3 wks Mon 15/07/19  Fri 2/08/19 2 Driver[200%],
13 - Erect steelwork 3 mons Tue 20/08/19  Mon 11/11/19 14FS5+100 ehrs  Supervisor[S
16 - Erect wall 2mons Tue 12/11/19  Tue 21/01/20 15 Supervisor[5
17 - Install roofing superstr 2 wks Wed 22/01/20 Tue 4/02/20 16 Supervisor[5
12 - Install roof retracting i 1wk Wed 5/02/20 Tue 11/02/20 17 Supervisor[5
19 - Erect seating tiers Awks Wed 5/02/20  Tue 3/03/20 1858 Supervisor[5
@ _Resource Name ~ Type v Material v nitials ~ Group ¥ Max. v stg Rate v OVt v  Cost/Use™
28 On The Hammer Work OTH Contractl 1,000% $0.00/hr  30.00/hr $0.00
29 || Dieselfuel  |Material Litre DF Fuel $0.00 $0.00
30 Unleaded Petrol Material Litre upP Fuel $0.00 $0.00
]
4 Nov ‘19
0 Resource Name Work Add New Column Details M T
29 Diesel Fuel 1,100 Litre Work ( 90 90
Clear and level site 1,800 Litre Work (
Erect steelwork 3,400 Litre Work S0 S0
Erect wall 1,200 Litre Work (
Install roofing sup 1,350 Litre Work (
install roof retract 450 Litre Work (
Erect seating tiers 200 Litre Work (

For Your Reference...

To check for material resource quantities: .
1. Split the view with resources at the top and

resource usage at the bottom

2. Click on the material in the top pane to see

Handy to Know...

The Resource Usage view has the added
benefit of showing you the quantities

required on a regular and periodic basis. This

the usage and quantities in the bottom pane

for each task

is useful for ordering purposes.
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NOTES:
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CHAPTER 3

Microsoft Project 2016 - Level 2

COSTS

: ; INFOcus

Money is one of the primary elements of a project that must be kept
under strict control.

Project can assist you in planning, forecasting and tracking costs
associated with a project.

Most costs accumulated in a project are generated through the
variable use of resources, although there are also fixed costs and
special one-off costs such as permits, travel, and the like.

In this session you will:

gain an understanding of costs in Project
learn how to review the current cost status of a project
learn how to assign variable costs to resources

gain an understanding of how variable costs are assigned
to many resources

learn how to assign daily costs to resources

learn how to assign per usage costs to resources
learn how to assign fixed costs to tasks

learn how to assign costs to materials

learn how to create multiple cost tables for a resource
learn how to apply a different cost rate table

learn how to assign changing cost rates

learn how to assign a Cost Resource to a task

learn how to view the overall project costs.

RN NRN

NN N N S R N NN
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UNDERSTANDING PROJECT COSTS

Project can perform some very elaborate and actual expenses with relative ease. Project allows
sophisticated cost analyses on your projects. The you to create variable costs, fixed costs and cost-
tools and features in Project will allow you to per-use costs.

create an overall project budget and to track

Variable Resource Costs
The most common type of costing in Project is the variable costing assigned to a resource. This is
usually the hourly standard and overtime rates for labour, or an hourly standard rate assigned to
machinery usage. The way this works in Project is similar to a spreadsheet — you enter an hourly rate
into a resource sheet, and Project will apply that rate to all areas where the resource has been assigned
to calculate a total costing for you.
A useful feature with variable costs is that you can tell Project when to accrue these variable costs.
Variable costs can be accrued at the beginning or end of a task, or prorated as the task is underway.
The table below explains the differences.

Accrual Type Usage

Beginning All costs are accrued at the start of the task. This is used when an upfront payment
is required before work commences.

Prorata Costs are accrued according to the amount of work that has been performed. If 50%
of the work is completed, then 50% of the costs will be shown.

End All costs are accrued at the end of the task. This is used in situations where you
might be invoiced for the services of a contractor — the invoice is generally raised at
the completion of the work.

A slight variation on these variable costs is a per usage cost. Let’s say you need to hire equipment to
dig holes. The hire company may charge you on an hourly basis and this would be the variable costing.
However, they may charge you an administration fee each time you hire the equipment. In Project you
would enter this administration cost into the cost-per-use field for the resource.

Fixed Costs
Project allows you to assign a fixed cost against a task. For example, you may have negotiated some
contract work at a fixed price for your project. In our case study, the project manager has negotiated for
the foundations to be poured by a concrete company. We pay a fixed contract price for everything to do
with this task — materials, labour, equipment, and the like.

The Cost Resource
In Project there is also a cost resource. Generally, costs are associated with a resource — an hourly
rate for labour or a cost-per-use for machinery. But there are some costs, such as those associated with
travel, training, permits, or even a party that may not be appropriate to link to a particular resource.
Project provides you with a cost resource for these situations — in our case study we have created two
of them: one for building permits and the other for our end-of-project party. You only ever enter a cost
value for these at the time they are assigned to a task.

Benefits For Project Managers
One of the advantages of Project is that you can mix and match all of these cost elements within your
project and check the status of the costing at any time. You may, for example, have tasks that have
variable cost labour, cost-per-use equipment, and some fixed cost contractual components. When you
enter all of these elements, Project will calculate a total cost for the task and extrapolate that up into the
total cost of the summary tasks and then ultimately up into the total project level.
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REVIEWING CURRENT COSTS

In this session you will be working with the costs
for The Rostadium project. The project file you
will open has appropriate calendars and project
summary information, tasks, durations and

Microsoft Project 2016 - Level 2

milestones, resources and resource assignments.
But it doesn't yet have any cost data. The best way
to check the cost status of a project is to use the
Project Statistics dialog box.

. a Project Information for 'Costs_1' X

Try This Yourself: Start date: Current date; | Fri 1/07/16 v]

Before starting this DRI MRS Status date: | NA v

& © exercise you MUST Schedule from: | Project Start Date | Calendar. | standard v]
8 i open the file Al tasks begin as soon as possible. Priority: 500 E

Costs_1.mpp...

Department:

Enterprise Custom Fields

Click on the Project
tab, then click on
Project Information in
the Properties group

Click on [Statistics] to
display the Project
Statistics dialog box

This dialog box shows

Custom Field Mame

Value

total project costs, but Help Statistics.. Cancel
there shouldn’t be any
just yet... : —
e Project Statistics for 'Costs_1' X
e Click on [Close] . —
Current Mon 6/05/19 Thu 7/05/20
Baseline NA MNA
Actual MNA MNA
Wariance od od
Duration Work Cost
Current 253d 26,151.13h $0.00
Baseline od oh $0.00
Actual od 0h $0.00
Remaining 253d 26,151.13h $0.00
Percent complete:
Duration: 0% Work: 0%

For Your Reference...
To display total project costs:

1. Click on the Project tab, then click on
Project Information in the Properties group

2. Click on [Statistics] to display the Project
Statistics dialog box

Handy to Know...

e Itis a good idea to regularly display the
Project Statistics dialog box as you enter
costs just to ensure things are progressing
as they should.
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ENTERING VARIABLE COSTS

In a project, most of your costs come from the calculated by the duration of the task, or the
resources that are carrying out the tasks. working hours of the resource multiplied by the
Typically this will be either labour or machinery amount entered in the Std Rate and the Ovt Rate
which is costed on an hourly basis. The costs are in the Resource Sheet.
Resource Mame ™ Type ~ Material  ~ |nitials  ~ Group ™ Max. =  Spd, Rate ~ Ovi ~ Ccst.’UsE'Iﬂrg
. . Architect Waork Arc Consultar 100% $160.00/hr $160.00/hr $0.00| Prorate|~ |5t
Try ThIS Yourse” Draftsperson Work Dft Staff 100%  50.00/hr  $0.00/hr $0.00 Prorated St
Building Clerk  Work BC Staff 100%  $0.00/hr  $0.00/hr $0.00 Prorated St
o Continue using the previous Supervisor Work Sup Staff 100% $0.00/hr  $0.00/hr $0.00 Prorated St
e i_" . . . : Rigger Work Rig Wages 500%  $0.00/hr  $0.00/hr $0.00 Prorated St
((B LL flle Wlth thls eXerC|Se, or Open Boilermaker Work BEM Wages 600%  50.00/hr  $0.00/hr 50.00 Prorated St
the file Costs_1.mpp... welder waork weld Wages 500% $0.00/hr  $0.00/hr 4$0.00 Prorated St
Carpenter Work car Wages 600% $0.00/hr  $0.00/hr $0.00 Prorated St
Click on the View tab, then Painter Work Pir Wages 500% $0.00/hr  $0.00/hr $0.00 Prorated St
C|iCk on Resource Sheet in Labourer Work Lab Wages 1,000% $0.00/hr  $0.00/hr $0.00 Prorated St

the Resource Views group to e
display the data in this view

Cllck on $O OO/hr |n Std Rate ResourceMame ™ Type v Material v |nitials ~ Group ¥ Max.  ~ gy Rate v Ovi. v | Cost/Usi™ | Accrue v B
. i ' Architect Work Arc Consultar 100% $160.00/hr $160.00/hr $0.00 End 5]
for Architect Draftsperson  Work Dft Staff 100% 3,000.00/yr 7,000.00/yr|  $0.00|Prorated st
_ Building Clerk  Work BC Staff 100% $0.00/hr  $0.00/hr $0.00 Prorated St
Type 160 and press Tabl to Supervisor work Sup staff 100%  $0.00/hr  $0.00/hr $0.00 Prorated St
Rigger Work Rig Wages 500% $0.00/hr  $0.00/hr $0.00 Prorated St
move to OVt' Rate' th_en type Boilermaker Work BM Wages 600%  $0.00/hr  $0.00/hr $0.00 Prorated St
160 and press twice to welder Work weld  wages 500% $0.00/hr  $0.00/hr  $0.00 Prorated st
Carpenter Work Car Wages 600%  50.00/hr  $0.00/hr 50.00 Prorated St

move to Accrue At F &
Painter Work Ptr Wages 500%  $0.00/hr  $0.00/hr $0.00 Prorated St
Labourer Work Lab Wages 1,000% $0.00/hr  50.00/hr $0.00 Prorated St

Click on the drop arrow that
has appeared and select End

The Architect will invoice us

When hIS Work iS done"' Project Statistics for 'Costs_1' *
Click on $0.00/hr in Std. Rate Siatl EDED
Current Mon &6/05/19 Thu 7/05/20
for Draftsperson Baseline R N
Actual MNA MNA
Type 48000/y and press 1a] Ecass (i od
e} OUE E0) Qo [REHE, el Current Pt 253d Wogks151 13h Ccs;mmw 23
urren 2 c , E
type 57000/y and press E Baseline od oh $0.00
to complete the entry Actual 0d an $0.00
Remaining 253d 26,151.13h $30,449.23
Click on the Project tab, click PG AR _ _
on Project Information in the purstion: (% Works 0%
Properties group, then click
on [Statistics]
Click on [Close]
Repeat steps 2 to 6 to enter
the information shown on the
following page
For Your Reference... Handy to Know...
To assign variable costs to a resource: e Always enter an amount for overtime. In
1. Display a Resource Sheet view some cases, such as salaried professionals

who do not get paid overtime, you may be
inclined to leave the field blank. If you then
assign overtime, they will be charged at zero.
The overtime hours should be charged at
cost as an absolute minimum.

2. Type a variable cost rate in Std. Rate and
Ovt. Rate
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CASE STUDY VARIABLE COSTS

Most larger projects will require you to enter quite rates for both Std. and Ovt. to be entered. This is
a deal of information about the variable costs for part of the hard slog associated with setting up a
the resources. In our case we have about 30 project. There aren’t any real tricks or traps here so
resources, many of which will require variable enter the amounts shown below.

Resource Name Std. Rate Ovt. Rate

Large amounts, such as 42000, are

Building Clerk 420007y 630007y annual salaries. That is why they are
Supervisor 450001y 67500/y entered with a /y after them to
. indicate that this is an annual
Rigger 18.95 28.43 amount. Project will convert this
Boilermaker 20.66 30.99 amount into an hourly basis for
Welder 20.25 30.38 calculation purposes.
Note that in order to provide a bit
Carpenter 21.50 82.25 more ‘“realism” the list of resources at
Painter 12.90 19.35 the left here isn’t the same as the
Labourer 15.50 23.25 order of resources in the project file!
Driver 17.56 26.34
Listen Ear Audio 116.80 116.80
In Focus Video 178.00 178.00
Pure Grass Turf 195.00 195.00
Plumber 22.65 33.98
Electrician 21.56 32.34
On The Hammer 65.25 97.88
ﬂ Resource Name ™ Type ¥ Material v nitials ¥ Group ¥ Max.  ~ g Ratev Ovi ¥ Cost/Use ™ Accrue v Base -
1 Architect Work Arc Consultar 100% $160.00/hr $160.00/hr $0.00 End Standard
2 Draftsperson Work Dft Staff 100% 3,000.00/yr 7,000.00/yr $0.00 Prorated Standard
3 Building Clerk  Waork BC Staff 100% *,000.00/yr },000.00/yr $0.00 Prorated Standard
4 Supervisor Work Sup Staff 100% 5,000.00/yr 7,500.00/yr $0.00 Prorated Standard
5 Rigger Work Rig Wages 500% $18.95/hr $28.43/hr $0.00 Prorated Standard
6 Boilermaker Work BM Wages 600% $20.66/hr $30.99/hr $0.00 Prorated Standard
7 Welder Work Weld Wages 500% $20.25/hr $30.38/hr $0.00 Prorated Standard
8 Carpenter Work Car Wages 600% $21.50/hr $32.25/hr $0.00 Prorated Standard
9 Painter Work Ptr Wages 500% $12.90/hr $19.35/hr $0.00 Prorated Standard
10 Labourer Work Lab Wages 1,000% $15.50/hr 5$23.25/hr $0.00 Prorated Standard
1 Driver Work Drv Wages 200% $17.56/hr $26.34/hr $0.00 Prorated Standard
12 Mo Barrier Work MNBF Contractc 100%  50.00/hr  $0.00/hr 50.00 Prorated GBWU Award
Fencing
13 Rock Solid Work RSC Contractc 100%  S0.00/hr  50.00/hr $0.00 Prorated Standard
Concrete
14 Listen Ear Audio Waork LEA Contractc 100% $116.80/hr $116.80/hr $0.00 Prorated Standard
15 In Focus Video  Work IFV Contractc 100% $178.00/hr $178.00/hr $0.00 Prorated Standard
16 Pure Grass Turf  Work PGT Contractc 100% 5195.00/hr $195.00/hr $0.00 Prorated Standard
17 Building Work Bl Governm 100%  50.00/hr  50.00/hr $0.00 Prorated Standard
Inspector
18 High Jib Crane  Work HIC Equipmet 100%  S$0.00/hr  50.00/hr $0.00 Prorated Standard
19 Grader Work Grd Equipmet 200%  50.00/hr  50.00/hr $0.00 Prorated Standard
20 Air Compressor  Work AC Equipmet 100%  50.00/hr  50.00/hr $0.00 Prorated Standard
21 Utility Work Ute Equipmet 200%  50.00/hr  50.00/hr $0.00 Prorated Standard
22 Astro Turf Material Square Metr Grass Material $0.00 $0.00 Prorated
3 Paint Material Litre Paint Material $0.00 $0.00 Prorated
24 Building Permit Cost BPerm Cost Prorated
25 End of Project  Cost Party Cost Prorated
Party
26 Plumber Work P 200% S22.65/hr $33.98/hr $0.00 Prorated Standard
27 Electrician Work E 300% S$21.56/hr $32.34/hr $0.00 Prorated Standard
28 On The Hammer Work OTH Contractl 1,000% $65.25/hr $97.88/hr $0.00 Prorated Standard
29 Diesel Fuel Material Litre DF Fuel $0.00 $0.00 Prorated
30 Unleaded Petral Material Litre up Fuel 50.00 $0.00 Prorated
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ASSIGNING DAILY COSTS

A number of projects involve the hire of
equipment, which is charged out on a daily basis.
You can enter these types of charges into Project

Microsoft Project 2016 - Level 2

for labour. To enter a daily charge for an item
simply type the rate followed by /d. When you do
this Project will still internally convert the rate to an

in much the same way as you enter the salaries hourly rate.
O reourceame  ~ Type v Material v nitials v Group * Max. ~ Std. T | Ovt ¥  Cost/Use ™
. . 16 Pure Grass Turf  Waork PGT Contractc 100% $195.00/hr 5195.00/hr $0.00
Try ThIS You rself' 17 Building Work Bl Governm 100%  50.00/hr  50.00/hr $0.00
Inspector
Continue using the 18 HighJib Crane  Work HIC Equipmet 100% 700.00/day  $0.00/hr $0.00
) . fil ith thi 19 Grader Work Grd Equipmer  200%| $0.00/hr| $0.00/hr $0.00
€ i_" prev'qus lle with this 20 Air Compressor  Work AC Equipmer 100%  50.00/hr  50.00/hr $0.00
8 L exercise, or open the 21 Utility Work Ute Equipmer  200% $0.00/hr  $0.00/hr  $0.00
f||e Costs Zmpp 22 Astro Turf Material  Sguare Metr Grass Material $0.00 $0.00
- 23 Paint Material Litre Paint Material 50.00 $0.00
0 Click on $0.00/hr in Std. e
Rate for the High Jib
Crane O reourceName v Type v Materidl v jnitials v Group T Max. v Std v Ot v Cost/UseT
16 Pure Grass Turf  Waork PGT Contractc 100% $195.00/hr $195.00/hr $0.00
e T e 2700/d and press 17 Building Work Bl Governm 100%  $0.00/hr  $0.00/hr $0.00
Inspector
Enterl 12 HighJib Crane  Work HIC Equipmer  100% 700.00/day  $0.00/hr $0.00
) . 19 Grader Waork Grd Equipmer 200% 365.00/day ~ 50.00/hr $0.00
Since we pay a daily 20 Air Compressor  Work AC Equipmer  100% 180.00/day $0.00/hr  $0.00
hire cost there is no 21 | utility work Ute Equipmei zoo%lus.oojdayl $0.00/hr $0.00
22 Astro Turf Material  Sguare Metr Grass Material $0.00 50.00
gegg:](q)eegrre]g ar?t |f the 2 Paint Material Litre Paint Material 50.00 $0.00
vert unt.
equipment is used in e
overtime hours, there is
no additional Charge to e Project Statistics for 'Costs_2' e
us... Start Finish
Current Mon 6/05/19 Thu 7/05/20
e Repeat steps 1 and 2 Baseline NA NA
and add a daily rate for Actual NA NA
the followina: Variance od od
g: Duration Waork Cost
Grader 1565/d Current 253d 26,151.13h £913,363.95
Air Compressor 1280/d Bocelre s a Chee
. ua :
Utility 215d Remaining 3534 36,151.13h §12,363.95
i X Percent complete:
o Click on the Project tab, Duration: 0%  Work: 0%

click on Project
Information in the
Properties group, then
click on [Statistics]

Click on [Close] to
close the dialog box and
return to the project

For Your Reference...
To assign a daily cost:
1. Display a Resource Sheet view

2. Type the daily cost (/d to make it a daily rate)
in Std. Rate for the desired resource

3. Repeat step 2 for Ovt. Rate

4. Press

Handy to Know...

¢ You should be careful when it comes to
allocating the accrual method. If you have to
pay for the resource in advance, you should
change accrual to Beginning. If you pay on
invoice at the end of the usage, you should
change the accrual to End.
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ASSIGNING PER USAGE COSTS

time cost for a resource used on a task. It is great
for one-off costs such as a call-out charge for a
tradesman or the flag-fall charge in a taxi.

Some resources are charged on a cost-per-use
basis. The Per Use Cost field is used to include
a charge that is added once for each unit of a
resource that is assigned to any task. It is a one-

Try This Yourself:

Same
File

Continue using the previous
file with this exercise, or open
the file Costs_3.mpp...

Double-click on High Jib

Crane to display the Resource

Information dialog box

Click on the Costs tab to
display the Costs information

In our case study the hire
equipment incurs a daily hire
charge. It also incurs an
additional expense to cover
insurance and administration.
This is charged to us on a
cost-per-use basis. It doesn't
matter whether we hire the
equipment for a day or for a
year, we only incur the
additional expense once...

Resource Information X

General Costs l Notes ] Custom Fields

Resource Name: High lJib Crane

Cost rate tables

For rates, enter a value or a percentage increase or decrease from the previous
rate, For instance, if a resource’s Per Use Cost is reduced by 20%, type -20%.

A (Default) B C D E
Standard Rate Overtime Rate Per Use Cost 6

Effective Date
- 52,700.00/d 50.00/h 51,200.00

Cost gcrual

Help Cancel

e Resource

Details...

Per Use Cost

Grader 600
Type 1200 in Per Use Cost, )
then press [Em:]er Air Compressor 200
Utility 67

Click on [OK]

Repeat steps 1 to 4 for the
resources as shown

On The Hammer 75

e Project Statistics for 'Costs_3' X

Let's see how this has affected

Start Finish

the costs... Current Man 6/05/13 Thu 7/05/20

Baseline NA NA
Click on the Project tab, click Actual NA NA
on Project Information in the Variance _ od od

. . Duration Work Cost

PrOpem_eS_ group, then click Current 253d 26,151.13h $919,639.95
on [Statistics] Baseline od ah $0.00

Actual od Oh $0.00
Click on [C|ose] Remaining 253d 26,151.13h $919,639.95

Percent complete:

Duration: 0% Work: 0%

For Your Reference...
To assign one time usage costs:

1.

Double-click on the resource, then click on

the Costs tab

Type the one-time usage cost in Per Use

Cost
Click on [OK]

Handy to Know...

e You can have the Cost Per Use charge on
its own. You can also have it in combination
with the Std. Rate and Ovt. Rate, as would
be the case where a call-out fee and an
hourly rate is charged for service calls.

e Use Resource Usage view to see how and
where specifically a resource is used.
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ASSIGNING FIXED COSTS

The Per Use Cost field for resources allows you
to assign a fixed usage cost to a resource. Each

time you use that resource you incur that fixed

cost. If you want that cost to occur only once, you

Microsoft Project 2016 - Level 2

can assign a fixed cost to the task rather than the
resource. In our case study this is handy for
contract charges, which have been negotiated for a
particular activity or task.

e g Fixed Fixed Cost Total et :
2 . ask Name w | Cost » Accrual + Cost » Baseline « Variance » Actual -
Try Th|S Yourse”' 1 |A Planning | $0.00 Prorated $24,258.85 $0.00 $24,258.85 $0.00
. . 2 Create architectur $0.00 Prorated 521,375.00 $0.00 $%21,375.00 $0.00
Continue using the 3 Submit plans for a $0.00 Prorated $1,280.00 $0.00 51,280.00 $0.00
g o previous file with this 4 Order materials $0.00 Prorated  $1,603.85 $0.00  $1,603.85 $0.00
(CDU T exercise, or open the file 3 Planning Complet: $0.00 Prorated $0.00 $0.00 50.00 $0.00
6 |4 Site Works $0.00 Prorated $41,228.60 $0.00 $41,228.60 $0.00
Costs_4.mpp... ; :
- Erect fencing $0.00 Prorated $0.00 $0.00 $0.00 $0.00
. . 8 Erect site building $0.00 Prorated $6,992.31 $0.00  $6,992.31 $0.00
o Click O'n the View tab’ 9 Clear and level siti $0.00 Prorated 529,246.65 $0.00 529,246.65 $0.00
then click on Other 10 Prepare drainage i $0.00 Prorated  $2,131.44 $0.00 $2,131.44 $0.00
Views in the Task Views
Fixed Fixed Cos Total
group and .SeIeCt Ta‘Sk e Task Mame - Cit - ,-:\I:::uaf ! - CE?_—.‘: » Baseline » Variance » Actual
Sheet to dlsplay this view 1 |4 Planning $0.00 Prorated $24,258.85 $0.00 $24,258.85 $0.00
This sheet doesn’t have 2 Create architectur $0.00 Prorated $21,375.00 $0.00 $21,375.00 $0.00
anv cost fields so we'll E Submit plans for a $0.00 Prorated 51,280.00 $0.00 51,280.00 $0.00
y 3 4 Order materials $0.00 Prorated 51,603.85 $0.00 51,603.85 $0.00
need to adjust the table... 5 Planning Complet: $0.00 Prorated $0.00 $0.00 $0.00 $0.00
q q 6 |4 Site Works $0.00 Prorated $57,128.60 $0.00 $57,128.60 $0.00
e Click on Tables in the 7 Erect fencing $15,900.00 Prorated 515,900.00 $0.00 $15,900.00 50.00
Data groqp and S_EIeCt 8 | Erectsite building| 0.00| Prorated $6,992.31 $0.00  $6,992.31 $0.00
Cost to display this table 9 Clear and level sit $0.00 Prorated $29,246.65 $0.00 $29,246.65 $0.00
. - 0 P drai i 0.00 Prorated $2,131.44 0.00 $2,131.44 0.00
This table gives you a repare drainage i S rorated S S S S
break up of costs. We’ll o Fxed  Fixed Cost Tota
use |t fOr entel’lng f|Xed Task Mame - | Cost » | Accrual +  Cost » Baseline » Variance » Actual
10 Prepare drainage i $0.00 Prorated $2,131.44 $0.00 $2,131.44 $0.00
costs for a task... n Prepare cabling in $0.00 Prorated $2,858.19 $0.00 $2,858.19 $0.00
e Click in Fixed Cost for E S|:e works Comple ;0).00 Prorate: 50.00 ;c;.oo 50.00 ;c)».oo
. < Building Construction .00 Prorated 634,058.75 .00 _,634,058.75 .00
Erect fenCIng’ then type 14 Pour foundations 895,000.00 Prorated 895,000.00 $0.00 $895,000.00 $0.00
15900 and press |Enter] 15 Erectsteelwork | $0.00] Prorated 395,783.81 $0.00$395,788.81  $0.00
. . 16 Erect wall $0.00 Prorated 187,254.29 $0.00 $187,254.29 $0.00
o _Under S_Ite Works’ click 7 Install roofing sup $0.00 Prorated $72,988.26 $0.00 $72,988.26 $0.00
in the Fixed Cost column 18 Install roof retract $0.00 Prorated $21,138.32 $0.00 $21,138.32 $0.00
for Pour foundations, 19 Erect seating tiers $0.00 Prorated $61,889.08 $0.00 $61,889.08 $0.00
then type 895000 and
press @ e Project Statistics for 'Costs_4' *
. . Start Finish
o Click on the Project tab, Current Mon 6/05/19 Thu 7/05/20
click on Project Baselilne NA NA
Information in the £t M N
Variance od od
PrOpeI’tIES grOUp, then Duration Work Cost
click on [Statistics] Current 253d 26,151.13h $1,830,539.95
Baseline od 0h $0.00
Click on [Close] Actual od o o
Remaining 253d 26,151.13h $1,830,539.95
Percent complete:
Duration: %% Work: 0%
For Your Reference... Handy to Know...
To assign fixed costs for a task: e You can set the accrual method in the Fixed
1. D|Sp|ay a Task Sheet view with the Costs Cost Accrual field in the Cost table so that

the costs are accrued either at the beginning
or the end of the task.

table

2. Type the appropriate cost into the Fixed
Cost field for the desired task, then press
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ASSIGNING MATERIAL COSTS

In Project, costs for materials are applied the

same way as costs for work resources. You can

apply the costs using Std. rates where Project

is ideal for consumable materials such as nails,
timber, fuel, and the like, and allows you to track
expenditure as the task progresses.

will determine the costs based on the usage. This

0 Resource Name ™ Type v Material v nitials ¥ Group ¥ Max. =  Std. ¥ | Ot -
2 o 19 Grader Work Grd Equipmet 200% 365.00/day  $0.00/hr
Try ThIS Yourse” 20 Air Compressor  Work AC Equipmetr 100% 280.00/day  S0.00/hr
. . . 21 Utility Work Ute Equipmetr 200% 215.00/day  50.00/hr
o, Continue using the previous 22 Astro Turf Material  Sguare Metr Grass Material $65.27
% T file with this exercise, or open 23 paint Material Litre paint  Material | so.00
n the file Costs 5 mpp 24 Building Permit  Cost BPerm Cost
=" 25 End of Project  Cost Party Cost
) ) Party
o Click on the View tab, then 2 Plumber Work P 200% $22.65/hr $33.38/hr
click on Resource Sheet in Electrician Work E 300% S21.56/hr 532.34/hr
the Resource Views group e
For all of the materials, the
turf’ the palnt’ and the fuel, e 0 Resource Name ™ Type ™ Material = |nitials  ~ Group ™ Max.  »  Std. > | Ovt. -
wish to be able to track costs 25 End of Project  Cost party  cost
as the materials are Party
consumed By assigning a cost 26 Plumber Work P 200% 522.65/hr $33.98/hr
; £ . 27 Electrician Work E 300% 521.56/hr $32.34/hr
p?r metre 'tO Astro Tur ’ ProJeCt 28 On The Hammer ‘Work OTH Contractl 1,000% $0.00/hr  $0.00/hr
will use this rate and mU|t|p|y it 29 Diesel Fuel Material Litre DF Fuel $1.89
by the total number of metres 30 Unleaded Petrol Material  Litre up Fuel 51.76

that we have indicated will be |
required in the assignment of

the turf...

Click in Std. Rate for Astro
Turf, then type 65.27 and

press Enterl

Type 8.76 in Std. Rate for
Paint and press Enter]

Click in Std. Rate for Diesel
Fuel, then type 1.89 and press

Enter

Type 1.76 in Std. Rate for
Unleaded Petrol and press

Enter I

Click on the Project tab, click
on Project Information in the
Properties group, then click
on [Statistics]

0 Click on [Close]

©

These costs are entered as a unit rate in the Std. Rate field of the
resource sheet. Project assumes that this is a normal rate and
multiplies it by the number of units of the material assigned to a task.
For example, if you enter $5.00 for paint in the resource sheet, and
then assign 20 units in a task, Project will calculate the cost at

$100.00.
Project Statistics for 'Costs_3' x
Start Finish
Current Mon 6/05/19 Thu 7/05/20
Baseline NA MNA
Actual NA MNA
Variance od od
Duration Work Cost

Current 253d 26,151.13h $3,040,150.45
Baseline od 0Oh $0.00
Actual od 0Oh £0.00
Remaining 253d 26,151.13h $3,040,150.45
Percent complete:
Duration: 0% Work: 0%

For Your Reference...
To assign material costs:
1. Display a Resource Sheet view
2. Type the cost in the Std. Rate field and

preSS Enterl

Handy to Know...

e When assigning material costs, you can also
assign a cost-per-use charge, which
effectively allows you to create a fixed cost

for the materials.
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USING ANOTHER COST TABLE

Project lets you assign different rates for the
same resource in the project by creating
additional cost rate tables for the resource. This
is useful where a resource may charge different

Microsoft Project 2016 - Level 2

rates depending upon the task that they are
performing. Access to these different tables is
made available through the Resource Information
dialog box.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Costs_6.mpp...

Same
File

Scroll up to and

double-click on

Architect to display the

Resource Information

dialog box, then click on

the Costs tab to see the
costings of this resource

Click on the B tab to see
a different series of costs

The architects normally
charge us an hourly fee.
For special jobs,
however, such as
submitting important
documentation, they
significantly up their

Resource Name: | arch

LCost rate tables

For rates, enterava

Resource Information *
General l Motes ] Custom Fields
Resource Mame: | prchitect
LCost rate tables
For rates, enter a value or a percentage increase or decrease from the previous
rate, For instance, if a resource’s Per Use Cost is reduced by 209, type -20%.
A [Default) B c D E
Effective Date | Standard Rate | Overtime Rate Per Use Cost 2
- $160.00/h 5160.00/h 50.00
v
Costaccrual: | gpg -
Help Details... Cancel
Resource Information *

General Costs l Notes ] Custom Fields

itect

lue or a percentage increase or decrease from the previous

fee.. . rate, For instance, if a resource’s Per Use Cost is reduced by 209, type -20%.
q q A [Default) B C D E
Click in Standard Rate ]
Effective Date | Standard Rate Overtime Rate Per Use Cost 2
and type 450 - 5450.00/h 5450.00/h 50.00
Click in Overtime Rate, |
then type 450 and press
Enter
v
Click on [OK] to record c ,
ostaccrual: | gpg ~
the change
Help Details... Cancel

For Your Reference...

Handy to Know...

To use multiple cost tables: e You can specify a percentage rate change in
1. Double-click on the desired resource, then a cost rate table from a set date. Once you
click on the Costs tab have entered the effective date, type in the
] percentage change in the Standard Rate,
2. CI!Ck on the droF’ arrow for Cost accrua_l Overtime Rate and Per Use Cost fields, e.g.
3. Click on the Qeswed table, enter the desired +10% or -7.5%. The actual rate is then
rates, then click on [OK] calculated and appears in the field.
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APPLYING A DIFFERENT COST TABLE

Project allows you to specify different costs for
resources at different times throughout the
project by using cost rate tables. The default

have more than one cost rate table for a resource,
you will need to specify which table is used for
different assignments.

Cost rate table applied to resources is ‘A’. If you

Try This Yourself:

Continue using the previous
file with this exercise, or

Same
File

0 Resource Name « |Work ~ Add New Column -

Details F

165.5 hrs Work
Cost
Work

Cost

4 Architect 3h
$1,280.00

Create architi 112.5 hrs

open the file Costs_7.mpp...

14

Work
Cost

&hrs 3h

$1,280.00

Submit plans

Click on the View tab, then
click on Resource Usage in
the Resource Views group

Work
Cost
Work
Cost

Test controlr  37.5hrs

Obtain officic 7.5 hrs

to display this view

Scroll to and click on
Submit plans for approval

under Architect, click on
the Task tab, then click on
Scroll to Task in the
Editing group to display
details about this task in the
right pane

Click on the Resource
Usage Tools: Format tab,
then click on Cost in the
Details group so it appears
ticked

Scroll to the right until you

Assignment Information

General l Tracking] Notes ]

Submit plans for approval

Architect

Work: gh Units: 100%

-

Waork contour: | Contoured

Start: | Mon 27/05/1% Committed

Finish: | Fri 21/06/19

Cost rate table: | NN -

51,280.00

Cancel

can see the last cost entry —
a value will appear there

because the resource costs
are accrued at the end of an

0 Resource Name » Work ~ Add New Column -

Details F

assignment

Double-click on Submit
plans for approval to

165.5 hrs Work
Cost
Work

Cost

4 Architect 3h
$3,600.00

Create architi 112.5 hrs

display the Assignment

Work
Cost

&hrs 3h

$3,600.00

Submit plans

Information dialog box

Click on the drop arrow for
Cost rate table and select

Work
Cost
Work
Cost

Test controlr  37.5hrs

Obtain officic 7.5 hrs

B

Click on [OK] to use this
cost table in the task

For Your Reference...
To apply a different cost table:
1. Double-click on a task, then click on the

General tab of the Assignment Information

dialog box

2. Click on the drop arrow for Cost rate tabl
and select a different table

Handy to Know...

You can have up to five cost rate tables for
each resource, and you can create a
graduated scale of rates if you use them all.

e
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CHANGING RATES DURING A PROJECT

Project allows you to enter rate changes for date. In our case study, negotiations with the
resources in a project. This is done by carpenters' union have resulted in a 25% pay rise
nominating an effective date for the change and for the carpenters effective from January 1, 2020.

then entering the new rates effective from that

e Resource Information X

Try ThIS Yourse”- General Costs l Motes ] Custom Fields
i ) Resource Name: | carpenter

o Contllnue using the_ ———

£ © previous file with this

© L i 1 F tes, ent | t i d fi th i

& - exercise, or open the file rate. For instance, I 3 resource's Per Use CostIs reduced by 205, type 20%,
Costs_8.mpp... A Default] g c D E
CI|Ck on the V|eW tab, J Effective Date SS;:r;galr:d Rate Sg;ezr;i:e Rate SP[:B[L:,JSE Cost -~
then click on Resource |Wed 1/01/20 st.ss:xh 540.31:»1 |

Sheet in the Resource
Views group

Double-click on
Carpenter, then click on oy
the Costs tab

Click in the Effective
Date cell in the second

row, then complete the Help petals:: Cancel
details as shown
CIICk on [OK] 0 Resource Name « | Work ~ Add New Column - Deetails T w
8 4 Carpenter 2,970 hrs Work 4s5h 4s5h
Let’s see what impact this Cost $967.50 $967.50
has had on the prOjeCt... Erect site buil 120 hrs Work
Cost
On the View tab, click on Erect wall | 1,800 hrs Work ash 45h
Resource Usage In the Cost $967.50 $967.50
Erect seating 675 hrs Work

Resource Views group to Cost
dlsplay thlS view Fit all window 375 hrs Work

© ©6 6 6 0 ©

Click on Erect wall below @
Carpenter, click on the

Task tab, then click on §Jan 20
Scroll to Ta.Sk in the 0 Resource Name ~ | Work « Add New Column Dretails ] T
Edltlng group 8 4 Carpenter 2,970 hrs Work 45h
Cost $1,209.60
o Scroll ”ght untll you can Erect site buil 120 hrs Work
see January Cost
Erect wall 1,800 hrs Work 45h
The hours should still Cost #1,209.60
Erect seating 675 hrs Work

show 45 but the new table out

will be being used and the Fit all window 375 hrs Work

cost will be higher

For Your Reference... Handy to Know...
To assign changed rates from a specific date: e It can sometimes be hard to track down
1. Double-click on the desired resource changing rates in a project. If you do have to

change the rates for a resource, make a note

2, Clagon i Cests i of it in the Notes field in the Resource

enter the relevant date and rate details notes icon next to resources with Notes as a
reminder.
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ASSIGNING COST RESOURCES

Project has a separate cost resource which can
be a little hard to get your head around. This is
actually a resource that appears in the resource
pool but doesn’t have a cost value until it is
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assigned to a task. It is useful for costs that aren’t
directly influenced by the duration of a task or the
usage of other resources. It is similar to a fixed
cost.

Try This Yourself:

®© © o =
File

Continue using the
previous file with this
exercise, or open the file
Costs_9.mpp...

Click on the View tab, then
click on Gantt Chart in the
Task Views group to
display this view

Double-click on Submit
plans for approval under
Planning to display the
Task Information dialog
box, then click on the
Resources tab

Click below Architect,
then click on the drop
arrow and select Building
Permit

Since this is a cost
resource there are no units
to worry about, only a cost
value to assign...

Click in Cost, then type

2500 and press

Click on [OK]

Repeat the above steps
and assign the End of
Project Party at a cost of
15500 to the Official
Opening task

Task Information X

General | Predecessors Resources l Ad\ranced] Motes ] Custom Fields]

Mame: | Submit plans for approval Duration: | 1 mon : Dgstimated

Resources:

Resource Name

Architect §3,600.00
Building Permit 52,500.00

Units Cost | ~

100%

Assignment Owner

Help Cancel

Task Information X

General | Predecessors Resources l Ad\ranced] Motes ] Custom Fields]

Mame: | Official opening Duration: | 1 day : Dgstimated

Resources:

Resource Mame Cost | ~
End of Project Party 515,500.00

Assignment Owner | Units

Help Cancel
Tip: If we had assigned the party and permits as a Fixed Cost, you'd
only see a total amount for the two tasks rather than being able to
itemise the costs associated with each task.

For Your Reference...
To assign cost resources to a task:

1. Double-click on a task and click on the
Resources tab

2. Choose a cost resource in Resource Name
and enter a cost in the Cost field

Handy to Know...

e By creating a Cost Resource rather than
entering amounts as Fixed Costs for a task,
you can actually itemise the fixed costs
associated with a task.
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VIEWING PROJECT COSTS

Once all of a project’s costs have been entered,
there are many ways in Project for you to view

those costs. You can use the Project Statistics
dialog box to see the total project costs, or you

Microsoft Project 2016 - Level 2

can use different views and tables to see the costs
for tasks and also the costs for resources.

Try This Yourself:

Same
File

Continue using the previous
file with this exercise, or
open the file
Costs_10.mpp...

Click on the Project tab,
click on Project
Information in the
Properties group, then click
on [Statistics] to see the
Project Statistics dialog
box

Click on [Close]

Click on the View tab, then
click on Other Views in the
Task Views group and
select Task Sheet to display
this view

Using a task sheet view you
can see the cost break-
down by task...

On the View tab, click on
Tables in the Data group
and ensure Cost is selected

On the View tab, click on
Resource Sheet in the
Resource Views group,
then click on Tables in Data
and select Cost

Using a resource sheet view
you can see the cost break-
down by resource...

Click on Gantt Chart in the
Task Views group

a Project Statistics for 'Costs_10' x
Start Finish
Current Mon 6/05/19 Thu 30/04/20
Baseline NA MNA
Actual NA MNA
Variance od od
Duration Work Cost
Current 248d 25,926,13h $3,043 680.80
Baseline od 0Oh $0.00
Actual od 0Oh £0.00
Remaining 248d 25,926.13h $3,043,680.80
Percent complete;
Dwuration: 0% Work: 0%
Task Name ~  Fixed ~  Fixed Cost ~ Total v Baseline ™ Variance ¥ Actual ™ Remainit™
1 |4 Planning $0.00 Prorated $29,078.85 50.00 529,078.85 $0.00 $29,078.85
2 Create architectur $0.00 Prorated $21,375.00 $0.00 $21,375.00 $0.00 $21,375.00
3 Submit plans for a $0.00 Prorated  $6,100.00 $0.00 56,100.00 $0.00 $6,100.00
4 Order materials $0.00 Prorated $1,603.85 $0.00 $1,603.85 $0.00 $1,603.85
5 Planning Complet 50.00 Prorated 50.00 50.00 50.00 50.00 50.00
6 | 4 Site Works $0.00 Prorated $60,530.60 50.00 560,530.60 $0.00 5$60,530.60
7 Erect fencing £15,900.00 Prorated $15,900.00 $0.00 $15,900.00 £0.00 $15,900.00
8 Erect site building £0.00 Prorated  $6,992.31 20,00 $6,992.31 20,00 $6,992.31
9 Clear and level siti $0.00 Prorated $32,648.65 50.00 $32,648.65 $0.00 $32,648.65
10 Prepare drainage i 50.00 Prorated 52,131.44 $50.00 52,131.44 50.00 $2,131.44
n Prepare cabling in 50.00 Prorated 52,858.19 50.00 52,858.19 50.00 $2,858.19
Resource Name ™ Cost ~ Baseline ¥ Variance ¥ Actual Cost ¥ Remaining ¥ Add New Column ™
1 Architect $28,300.00 50.00 $28,800.00 $0.00 $28,800.00
2 Draftsperson $3,969.23 50.00 $3,969.23 $0.00 $3,969.23
3 Building Clerk $1,171.15 50.00 $1,171.15 $0.00 $1,171.15
4 Supervisor $17,307.69 $0.00 $17,307.69 $0.00  $17,307.69
3 Rigger $64,669.13 50.00  564,669.13 $0.00  564,669.13
& Boilermaker $72,826.50 50.00  572,826.50 $0.00  572,826.50
7 Welder $61,509.38 50.00  561,509.38 $0.00  561,509.38
8 Carpenter $78,215.10 50.00  578,215.10 $0.00  578,215.10
9 Painter $9,675.00 50.00 $9,675.00 $0.00 49,675.00
0 Labourer $88,001.25 $0.00  588,001.25 $0.00  $88,001.25
n Driver $28,315.50 $0.00  $28,315.50 $0.00  $28,315.50

For Your Reference...

Handy to Know...

To review project costs: e The views, such as a Task Sheet view with a
1. Use the Project Statistics dialog box Cost table, can be printed if you require a
(Project > Project Information) quick hard copy summary of the costs.

2. Display a Task Sheet view with a Cost table
3. Display a Resource Sheet view with a Cost
table
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cueers  GONSTRAINTS AND DEADLINES

: ; INFOcus

All tasks which are created in Project are automatically assigned the
constraint As Soon As Possible. This particular constraint requires
each task to begin as early as possible, depending on the project
start date and any relationships which have been set.

Constraints allow you to place restrictions on the way Project
calculates task start and finish dates. This may be necessary when
you need to take into account external factors such as resource
availability.

Project also gives you the option to set a deadline on tasks. This
simply indicates when you want a task to be completed, without
limiting the schedule calculations by setting a constraint.

In this session you will:

gain an understanding of constraints and deadlines
learn how to review project status

learn how to add a constraint to a task

learn how to resolve conflicts caused by constraints

learn how to reschedule tasks to overcome constraint
issues

learn how to create a deadline
v'learn how to quickly move a project's start date.

AN NN

<\
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UNDERSTANDING CONSTRAINTS AND DEADLINES

Every new task that you create in a project has a When you add a new task to a project the task is
constraint imposed upon it. It is the type of constrained by As Soon As Possible for a project
constraint that dictates to Project which based on a start date, and by As Late As Possible
calculation methodology to use for scheduling. for a project based on a finish date.

Constraints

Project considers the sequencing requirements based on the task’s predecessors and then schedules
the task after these requirements are completed — in the literal sense of the word, there are no real
constraints placed on the task.

Constraints are rules or directives that will affect the outcome of a task. For example, a specific task
might have to start on a particular day, or it may have to be finished by a certain date. These are
constraints.

However, the default constraint can be changed to one of the following.

e As Late As Possible

e As Soon As Possible
¢ Finish No Earlier Than
e Finish No Later Than
e Must Finish On

e Must Start On

e Start No Earlier Than
e Start No Later Than

They can easily be changed in the Task Information dialog box.

Task Infermation X

General] Predecessors] Resources Ad\'EHCEd] Notes ] Custom Fields]

Hame: | Fit all windows and doors Duration: | 2 wks : Dgstimated
Constrain task
Deadline: MNA Vl
Constraint type: As Soon As Possible | Constraint date: | MA R
As Late As Possible
Task type: e SN 8 [ D Effort driven
Finish Mo Earlier Than
Calendar: Finish Mo Later Than Scheduling ignores resource calendars

Must Finish On
Must Start On
Earned value methog Start Mo Earlier Than
- Start Mo Later Than
[ Mark task as milestone

WES code:

Constraints in Project can be either hard or soft.

A hard constraint is one where the constraint must be honoured even if the predecessor links must be
violated. This is the default setting in Project.

A soft constraint is one where the predecessor relationship is honoured rather than the constraint.

Changing constraints to either hard or soft is done using the Tasks will always honour their constraint
dates option in the Schedule tab of the Options dialog box.

Deadlines

Project also allows you to assign a deadline to a task. Unlike a constraint, which can determine the
outcome of the project, a schedule deadline is simply a marker placed against a task and a time. If the
task fails to be completed within the deadline, an indicator appears in the project but the schedule
remains unaffected.
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REVIEWING OUR PROJECT

In this session you are going to enter some review where the project is at in terms of start and
constraints and deadlines in the project for The end dates and financial matters.

Rostadium construction. Before setting up

constraints or deadlines, it's a good idea to

e Project Information for 'Constraints_1' X

Try This Yourself:

Start date: ~ | Current date: | Fri 1/07/16 v|
Before Starting th|s Finish date: Thu 7/05/20 status date: | MA Vl
& © exercise you MUST Schedule from: | Project Start Date v| calendar. [ standard <]
QT g
(@) = open the flle All tasks begin as soon as possible. Priority: 500 =
Constraints_1.mpp... Enterprise Custom Fields
Department:

Spend a few moments
studying the project

Custom Field Mame Value

Let’s examine some of
the key information...

Click on the Project
tab, then click on
Project Information in
the Properties group

to dISplay the ProjeCt Help Statistics... Cancel
Information dialog box
!\IOtice that the pro]eCt e Project Statistics for 'Constraints_1" *
is scheduled to finish — —
d InIsi
on Thursday, May 7. Current Mon 6/05/19 Thu 7/05/20
Everything looks fine at Baseline NA NA
Actual MNA MNA
the moment... Wariance od od
e Click on [Statistics] to a2 ilids e
g q Current 253d 26,151.13h $3,069,993.05
dlsplay the PrOJeCt Baseline od th $0.00
Statistics dialog box Actual od ah $0.00
Remaining 253d 26,151.13h $3,069,993.05
Click on [Close] to Percent complete: _ _
close the dialog box Burations @ Work: 0%
For Your Reference... Handy to Know...
To review project information and statistics: e Reviewing the project information and
1. Click on the Project tab, then click on statistics should be done regularly. Even the
Project Information in the Properties group smallest change to a task can throw a project

schedule out. By regularly checking the
schedule and statistics, you will pick up
changes before they become too
entrenched.

2. Click on [Statistics]
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ADDING A CONSTRAINT

The project manager has been told that the date — this is a constraint imposed on our project.
official opening of the new Rostadium complex The opening’s start time is a hard constraint so it's
must take place on Saturday, May 2 at 7:30 pm. going to have to be set up as a Must Start On
Our stadium will need to be completed by this constraint.
Task Information *
Try ThIS Yourse”- General | Predecessors | Resources Ad\fﬂﬂCEd] Notes ] Custom Fields

Continue using the preViOUS Mame: | Official opening Dration: | 1 day : Dgstimated

Constrain task

£ o file with this exercise, or
QT . Deadline: | NA V|
& L open the file
ConStralntS_l'mpp"' Constraint type: | Must Start On V| Constraint date: | 2/5/20 7:30PM hd
o Scroll down the list of tasks, e [ Fixed Units | Oeftort driven
dOUblle click on Official Calendar: | None v| Scheduling ignores resource calendars
opening under WES code: 57

CommiSSioning to dISp|ay Earned value method:
the Task Information

dialog box, then click on the
Advanced tab

Click on the drop arrow for SER Cancel
Constraint type and select e
Must Start On

Click on NA in Constraint ° Planning Wizard X

date and type 2/5/20 You set a Must Start On constraint on the task 'Official opening’. This could

07: 30PM result in a scheduling conflict either now or later because this task has at
least one other task linked to it.

DMark task as milestone

CI|Ck on [OK] You can:

(®iCancel. Mo constraint will be set on 'Official opening’.
O Continue, but avoid the conflict by using a Start Mo Earlier

The Planning Wizard will

appear because the Than constraint instead.

Constraint Can‘t be met (O Continue, A Must Start On constraint will be set.

given the current state of Cancel Help

the project — the critical path [JDon't tell me about this again.

makes it impossible to have

the ceremony on April 25... e Planning Wizard % | Note: In our case
o CIICk on CO ntl nue. A MU St This action will cause a scheduling conflict. Task 40 of "Constraints_1" has a étrl_:g?{[’ t:gg S:Cnc;[:'ne

: H task traint or is linked to a task that t , and Itth
Start On constraint will be el e

set and click on [OK]

notice that some
tasks prior to the
official opening

This time the Planning

Wizard will advise of a You can: are now
g 9 (®iCancel. Avoid the scheduling conflict:
SChedUIIng ConﬂICt' o OContinue. Allow the scheduling conflict. scheduled tO be
e Click on Continue. Allow — o done after the
S(?hedu“ng ConﬂICt and Dgon'ttell me about this again. Openlng.
click on [OK]
For Your Reference... Handy to Know...
To apply a constraint to a task: e When a task is constrained a scheduling icon
1. Double-click on the task, then click on the will appear next to the task.

Advanced tab on the dialog box

2. Click on the Constraint type drop arrow and
select the appropriate constraint

3. Type a constraint date

© Watsonia Publishing Page 38 Chapter 4 - Constraints and Deadlines



USING ELAPSED TIME

Itis pretty clear that we need to resolve the
scheduling conflict in the project. The conflict has
occurred because the tasks on the critical path

Microsoft Project 2016 - Level 2

constraint on the Official Opening task. One
problem we have is that the opening celebrations
take place outside normal working hours.

cannot be completed in time to honour the

i O ke TascMame + Duration ~ Start + | Finish B W T F s s W
Try This Yourself: I =) Obtainsafety  2days Tue5/05/20  Wed 6/05/20
certification
. . . M ﬁ - Official opening | 1day Sat 2/05/20 Mon 4/05/20
o c_:ontl_nue l.JS|ng the pFEVIOUS 42 - Commissioning 0 days Wed 6/05/20 Wed 6/05/20
c o file with this exercise, or Completed
S o the fil
%) pen the Tiie ; Al
ConStralntS—zmpp Name: | Official opening Duration: | 1day > [lEffort driven  [] Manually Scheduled Previous Mext
. Start: | Sat 2/05/20 ~| Finish: | Mon 4/05/20 v| Tasktype: [Fixedunits | =Complete: 0% |2
o In the taSk IISt under 2] Resource Name Units Wark ~ v} ‘Predece:-:rr‘lame Vi . Lag -~
Comm]ss|0n|ng1 CI|Ck On 25 EEnd of Praject Party H H 40 | Obtain safety certification od
the Official opening task, .
click on the View tab, then a
click on Details in the Split
View group to see a Task o _ 6Amr 20 13020
Form in the Iower pane Mode = Task Name ~ | Duration ~ | Start ~ Finish ~/|M| T W T F § 5§ M T W
40 - Obtain safety 2 days Tue 5/05/20  Wed 6/05/20
R certification
No_tlce .that even thoth we a1 |E - Official opening |3 hrs +]sat 2/0s/20 Mon 4/05/20
said this started on o a2 = Commissioning 0 days Wed 6/05/20  Wed 6/05/20
Saturday at 7.30 PM it still Completed
occupies all of Monday. The | |. il
task should be 3 hours, not . .
g Name: | Official opening Duration: | 3 hrs - Dgﬁurt driven DManually Scheduled Previous MNext
1 day Let’s Change the Start: | Sat 2/05/20 ~| Finigh: [ Mon 4/05/20 v] Tasktype: % Complete: | 0% |5
duration... Predecessor Name pe g A

In the Gantt chart, click in
the Duration column for the
Official opening task, then

type 3h and press Enter|

If the Planning Wizard has
appeared click on
Continue, click on Don’t
tell me about this again,
then click on [OK]

In the Gantt chart, click in
the Duration column for the
Official opening task, then
type 3eh and press fnter]

Click on Details in the Split
View group to return to a
single pane view

ID | Resource Name Units

Waork @ I
[ 25 iEnd of Project Party :

40 | Obtain safety certification

This has reduced the duration but it still spills into Monday because we
scheduled the start outside of normal working time. Project has to assign
the 3 hours in work time. The next available work period starts at 7:30
am on Monday morning.

T 6 Apr 20 13 Apr'20
(i ] Mode ~ Task Name ~ | Duration ~ | Start ~  Finish ~|M| T W, T F S 5 M| T W
40 - Obtain safety 2 days Tue 5/05/20 Wed 6/05/20
certification
4 IE - Official opening |3 ehrs :lsatz,r’DS,fZD Sat 2/05/20
42 - Commissioning 0 days Wed 6/05/20  Wed 6/05/20
Completed
4 » 4
Name: | Official opening Duration: | 3 ehrs +| [CEffort driven [ Manually Scheduled Previous Mext
Start: | Sat 2/05/20 ~| Finish: | Sat 2/05/20 v‘ Tasktype: | Fixed Units w| % Complete: | 0% |
ID_ | Resource Name Units Work A ID_ Predecessor Name Lag ~
i 25 iEnd of Project Party H H 40 |Obtain safety certification od

By changing the duration to elapsed time we have adjusted the timeline.
The duration is now applicable only to the Saturday.

For Your Reference...
To specify elapsed time:

1.
2.

Click in the duration cell of the desired task

Insert the letter e (for elapsed) between the
amount and type of duration (e.g. 3d

becomes 3ed)

Press

Handy to Know...

e The method you choose to resolve your
scheduling problems should be determined
by the circumstances and situations within
your project, and each project is different.
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RESCHEDULING TASKS

Our case study project has reached a crisis point.

The official opening must be held on May 2 but,
given the current schedule, there is no way this
can happen. We need to go back and make

Microsoft Project 2016 - Level 2

some changes to the schedule. The problem lies
towards the end of the project in the

Commissioning phase and it is here that we’ll look

for solutions.

Task 20 Apr 20 27 Apr ‘20 4 May 20
. B Mode ~ Task Name « Duration « Start - S M T W T F s S M T W T F s S M T W T F
Try This Yourself: . R
mechanism
8 8 36 - Test PAsystem 2 days Mon 20/04/20 Listen EarAudi

o Con‘ilnue l.JSIng_ the i 37 - Testvide\é zda:s Mon 20/04/20 In Focus Video

£ o previous file with this maging o

S = . 38 - Test control room 1wk Mon 27/04/20 Sup Listen|Ear Aud

& - exercise, or open the equipment

H . 3 - Obtain official Llday Mon 4/05/20 Architect, Build
file Constraints_3.mpp... oceupancy i
certificates
. 40 btain safes days e 5/05/;
o Scroll down in the Gantt erttieaon’ T [
Chart so that you can o oot oo e ' s
see all of the Completed
Commissioning tasks,
then scroll the timeline o
to the right until you can
see the timelines for all 0 1k Takame d o e B nssBe moEs.s B s
Of the Commissioning 3-'_1 - 4 Commissioning 11 days Mon 20/04/20 I A )
35 - Test roof 3 days Mon 20/04/20 P L.Rigger
tasks mechanism | |
36 - Test PAsystem |2days = [Mon 20/04/20 Listen Ear Audio
e CI|Ck on 1 Wk in 37 - Testvideo 2 days Mon 20/04/20 ! Vid
imaging
Duration for Test roof * = Testooatrl rom .k Thu 23/04/20 l porvisor,Lict I
mechanism, then type 39 - Obtain official  1day Thu 30/04/20 itect,Building Clerk Super
3d and press cerfcases
40 ahta;n safety 2days Fri 1/05/20
H certification
Our SChedUIe Stl” a4 H O wy Official opening 3 ehrs Sat 2/05/20 roject Party[$’
doesn ’t flt Wlthln the 42 - Cummlissit;ning 0 days Mon 4/05/20 @ 4/05
g Complete
constraint. If a message
box displays, click on e
[OK]...
e CIICk on 1 Wk for TeSt 0 Maé;e « Task Name ~ Duration » Start - S ij.;pTr.ZC:.-\. T F S S i; ipTrlzc:.“.' T F s s 4:.-|’..‘EYT‘2:“.“. T F
co ntrol room £ - 4 Commissioning 10 days Mon 20/04/20 I A 1
. 35 - Test roof 3days Mon 20/04/20 P 200%] Rigger
equipment, then type mechanism
36 - Test PA system  2days Mon 20/04/20 _Listen Ear Audi
3d and pl’eSS ‘.@ 37 - Testvide\; Zda:s Mon 20/04/20 n! Vid,
imaging
The project can now be 2= et contralroom [T z3/o20 - perisar Lista Lin Foeu
Completed by May 2 39 = Obtainofficial  |Lday |.|Tue 28/04/20 Y- Architect,B Clerk,Supervi
occupancy
certificates -
40 Obtain safety 2days Wed 29/04/20 —
certification
a4 EH ey Official opening 3 ehrs sat 2/05/20 'lEnd of Project Party[$'
& - Commissioning 0 days Sat 2/05/20 o 2/05
Completed
For Your Reference... Handy to Know...
To reschedule tasks: e Rescheduling some tasks in your project

1. Review the problem area using a Gantt might help to fix scheduling problems. Look
Chart view leo todsee _Wh(_ether you ;:ar? chaEge the_

2. Determine a strategy for overcoming the ependencies in some o t. 1588, Sy
problem — e.g. change durations, task them to start at the same time. However, you
dependencies or resources will have to thch out_for resource conflicts if

one resource is used in most of the tasks.
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CREATING A DEADLINE

Project allows you to assign deadlines to tasks. Deadlines are simply visual cues that can be
Unlike constraints, deadlines do not impact in any placed on a Gantt chart to show that a task was
way on the outcome of a schedule and are not completed after a finish date.

used by Project to calculate schedule dates.

e Task Information X
Try ThIS Yourse”- General | Predecessors | Resources Ad\fﬁﬂCEdl Notes ] Custom Fields]
8 a Mame: | Submit plans for approval Duration: | 1 mon : Dgstimated
2 Contlnue FISIng. the a Constrain task
T  previous file with this
. Deadline: | 21/06/19 v|
g exercise, or open the
(CntS flle . Constraint type: |As Soon As Possible v| Constraint date: | NA ~
Constraints_4.mpp...
Task type: | Fixed Duration v| DEﬁgr‘t driven
o PreSS + 7 Calendar: | MNone v| Scheduling ignores resource calendars
then A|t|+ Homelto WBS code: 1.2
move tO the tOp and Earned value method:
the Start Of the prOJeCt DMarktask as milestone
9 Double-click on
Submit plans for
a Hel oK Ci |
approval to display = |_oc ][ conce
the Task Information
dialog box, then click T 241un"19
on the Advanced tab 6 Mode ~ Task Name + Duration » Start T F 5 S| M| T W, T
) ) 1 - 4 Planning 43 days Mon 6/
9 Click on NA in 2 - Create 3 wks Mon 6/
Deadline and type azchiteﬁura'
21/06/19 eans [a—
3 - Submit plans for |1 mon Mon 27 Architect Building P
Click on [OK] approval
4 - Order materials 8 days Maon 24
A deadline icon will E] - Planning 0 days Wed 3/
appear at the end of Completed
the task. Our task will 6 - 4 Site Works 27 days Thu 4/0
be placed on the 7 - Erect fencing 3 days Thu 4/0
critical path
For Your Reference... Handy to Know...
To add a deadline to a task: o Deadlines appear visually only after the due
1. Double-click on the desired task, then click date has elapsed and if the task is not
on the Advanced tab completed by that date. They also appear in

a Deadline field and can be used as part of

) the filtering system. For example, you can

3. Click on [OK] create a filter that shows only tasks that have
deadlines, or that are due on a specific date.

2. Click on or type the Deadline date
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MOVING A PROJECT’S START DATE

When you are working with a project it is quickly move the start date using the Move
important to set a start date. If the project is Project option in the Schedule group on the
delayed in starting, or perhaps you are building a Project tab.

new project from an existing project file, you can

Project Information for 'Files_2' X
Try ThIS Yourself' Start date: Current date: |Thu9!06¢"16 v|
S o Before starting this exercise Etnpldat= g T Status date: | NA v
8_E you MUST open the file Schedule from: | Project Start Date v| Calendar: | Standard v|
o ConStraintS_S-mpp--- All tasks begin as soon as possible. Priority: 500 =
. Enterprise Custom Fields
Click on the Prepare Plans Department:

task, then hold down the | ait]
key and press Home] to move
to the start of the project

Custom Field Mame Value

Click on the Project tab,
then click on Project
Information in the
Properties group and note
the start date

This project was originally Help Statistics.. Cancel
supposed to start in March
2010... ©)
e Click on [Cancel]
e Move Project *
o On the ProjeCt tab, CIiCk on Criginal project start date:  Mon 1/03/10
Move PrOJeCt in the New project start date: |Thu 9/06/16 ~
Schedule group to see the _
Move Project dialog box Move deadines
. Help _ Cancel
e Click on the drop arrow next
to the date and select
[Today] to use the current @ 6 & Jun 6
date as the new start ﬂ Task Hame ~ |luration = Stal F 5 5 M T W T F
i 1 | Prepare plans | 2wks ThuS
e CI|Ck on [OK] 2 Environmental impact study 1 wk| Thu23
3 Consult with all parties 5wks Thu30
. . 4 Redraw plans 1wk| Thu4
o On the PrOjeCt tab, CI|Ck on 5 Lay foundations 18 wks| Thu 11
Project Information in the 6 Lay asphatt 12 wks| Thu 13
Properties group to view ; lest . 2“:: m“”;
the new start date
e Click on [Cancel]
For Your Reference... Handy to Know...
To move a project’s start date: e You don’t have to use today’s date as the
1. Click on the Project tab, then click on Move start date. You can type any date you like in
Project in the Schedule group the Move Project dialog box.

2. Set the appropriate date, then click on [OK]
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CHAPTER 5 PROJ ECT TRACK|NG

: ; INFOcus

Once you have entered your tasks and resources and created a
project schedule, you are ready to start tracking the progress of
your project.

As a project manager you will need to monitor expenditure to see if
you are exceeding the limits, and monitor the tasks to see whether
they are in front of or behind your plan. Project can help with these
activities.

Once the project has been scheduled you are ready to commit it to
a baseline or plan.

The baseline becomes a yardstick against which actual
performance can be measured and will provide the foundation for
updating the current schedule relying on progress to date.

Once the project has been committed to a plan, Project will provide

you with three sets of data to work with: a baseline, actual data and
current data.

In this session you will:

v' learn how to create a baseline

learn how to automatically update actual progress
learn how to manually update project progress
learn how to enter delayed tasks

learn how to track actuals on the Gantt Chart
learn how to track actuals using the Tracking Box
learn how to view task slippage.

AUANI L R NN
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CREATING A BASELINE

Once you are happy with the task allocation and the current schedule fields to special baseline fields

resource levelling of your project you can
commit it to a baseline plan. Creating a baseline
is simply a matter of transferring information from

where the data will not change. This then provides
you with a fixed set of data that can be used to
measure the performance of the project schedule.

Try This Yourself:

Before starting this
exercise you MUST open
the file Tracking_1.mpp...

Open
File

Click on the View tab,
then click on Other
Views in the Task Views
group and select Task
Sheet to display this view

On the View tab, click on

®@ise

Set Baseline X

| Baseline -

OSetinterim plan
Scheduled Start/Finish
Start1/Finish1

For:
@Eﬂtire project
OSeIected tasks

Roll up baselines:
To all summary tasks
From subtasks into selected summary task(s)

Set as Default

Tables in the Data group Help Cancel
and select Variance to
display this table
. . Task ¥ Tack Name ¥ | Start ~ Finish ¥  Baseline Start ¥ Baseline v  Start v Finish v 4
Click on the Project tab, 1 = [ |4l g Vion 6/05/19 Ned 3/07/19 Mon 6/05/19 Wed3/07/19  0Odays  Odays
then click on Set 2 |m Create archite Mon 6/05/19 Fri24/05/19 Mon 6/05/19  Fri24/05/19  Odays  Odays
A : 3 |my Submit plans f lon 27/05/19 Fri21/06/19 Mon 27/05/19  Fri 21/06/19 0 days 0 days
Basel inéin the 4 |my Order materia lon 24/06/19 ~ved 3/07/19 Mon 24/06/19 Wed 3/07/19 0 days 0 days
SChed u I e grOUp _and 5 (mg Planning Comp Ned 3/07/19 Ned 3/07/19 Wed 3/07/19 Wed 3/07/19 0 days 0 days
select Set Baseline to 6 |mg 4 Site Works Thu4/07/19 Fri9f08/19 Thu4/07/19  Fri9f08/19  Odays  Odays
d|sp|ay the Set Base”ne 7 |my Erect fencing  Thu 4/07/19 Mon 8/07/19  Thu4/07/19  Mon 8/07/19 0 days 0 days
dia|0 bOX 8 |mg Erect site buile Tue 9/07/19 Fri12/07/19 Tue 9/07/19  Fri 12/07/19 0 days 0 days
g 9wy Clear and leve lon 15/07/19  Fri 2/08/19 Mon 15/07/19 Fri 2/08/19 0 days 0 days
: 10 - Prepare drain: Mon 5/08/19  Fri 9/08/13 Mon 5/08/19 Fri 9/08/19 0 days 0 days
Click on [OK] to copy the
data from the schedule e
columns to the baseline
columns
e Project Statistics for ‘Tracking_1' *
o On the Project tab, click = ——
on Project Information Current Mon 6/05/19 Sat 2/05/20
in the Properties group iﬁctSE'ilne Mo 5!’05!:]; Sat 2f‘35ﬁ§
. . ua
to display the Project e i =
Information dlalog box, Duration Work Cost
then click on [Sta“s“cs] Curre.nt 249d 26,025.13h $3,064,438.49
Baseline 249d 26,025.13h $3,064 438,49
The current and baseline Actual_ 2d on riL
. . Remaining 249d 26,025.13h $3,064,438.49
dates are identical — for e e
now. Duration: 0% Work: 0%

e Click on [Close]

For Your Reference...
To set a baseline:

1. Click on the Project tab, then click on Set
Baseline in the Schedule group and select

Set Baseline
2. Click on [OK]

Handy to Know...

e The Variance table will highlight differences
(variances) between the baseline and actuals
when they are entered.
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AUTOMATICALLY UPDATING TASKS

Once the baseline has been created you are
ready to start entering actual information. There
are a variety of ways of doing this. In some

situations, your tasks will have performed exactly
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as planned and you can get Project to convert the
scheduled data into the actual data. This is by far
the easiest way to update the tracking of a project.

Try This Yourself:

®© O © =
File

Continue using the previous
file with this exercise, or
open the file
Tracking_2.mpp...

Click on the View tab, then
click on Tables in the Data
group and select Tracking
to display the Tracking table

Click on Create
architectural plans under
Planning, then hold down
ssnie] and click on Planning
Completed to select the
Planning tasks

Click on the Project tab,
then click on Update
Project in the Status group
to display the Update
Project dialog box

Click on the date, type
27/6/19, then click on
Selected tasks to select it

Click on [OK]

Notice that only the first 2
tasks are 100% completed...

On the Project tab, click on
Project Information in the
Properties group, then click
on [Statistics] to see how
much of the project is
marked as completed

Click on [Close]

B Act.
Task Name ~+ | Act. Start - Finish

o
5}

Phys. % Act. Rem. Act. Act.

T CompY Comp. ¥ Dur. 7 Dur. 7 Cost T Work T
1 lapl g NA NA 0% 0% Odays 43days $0.00 Ohrs
2 Create archite MNA MNA 0% 0% 0 wks 3 wks 50.00 0hrs
3 Submit plans f MNA NA 0% 0% 0 mans 1mon 50.00 Ohrs
4 Order materia NA NA 0% 0% 0 days 8 days $0.00 0 hrs
E Planning Comj NA NA 0% 0% 0 days 0 days $0.00 0 hrs
6 | 4 site Works NA NA 0% 0% Odays 27 days $0.00 0hrs
7 Erect fencing NA MNA 0% 0% 0 days 3 days $0.00 0 hrs
o Update Project *
(® Update work as complete through: 27/6/19 ~
@ Set 0% - 100% complete
O Set 0% or 100% complete only
O Reschedule uncompleted work to start after: Wed 18/05/16
For: O Entire project
Help Cancel
[ L e e e

1 | 4 Planning lon 6/05/19 NA 80% 0% 1.07 days 4.93 days $25,541.15 284.13 hrs
2 Create archite |1on 6/05/19 -ri 24/05/19  100% 0% 3 wks 0 wks 521,375.00 253.13 hrs
3 Submit plans fon 27/05/19 =ri 21/06/19 100% 0% imon Omons $3,600.00 8hrs
4 Order materia [>n 24/06/19 NA 38% 0% 1.07 days 4.93days  5566.15 23 hrs
E Planning Comy NA NA 0% 0% 0 days 0 days $0.00 0 hrs
6 | 4 site Works NA NA 0% 0% Odays 27 days $0.00 0 hrs
7 Erect fencing NA NA 0% 0% 0 days 3 days $0.00 0 hrs

Order materials is only 38% complete as it is scheduled to end
on 3/7/2019. Since we updated the schedule to 27/6/2019,
Project has marked this task as only 38% complete.

e Project Statistics for ‘Tracking_2' *
Start Finish
Current Mon 6/05/15 Sat 2/05/20
Baseline Mon 6/05/19 Sat 2/05/20
Actual Mon 6/05/19 MNA
Variance od od
Duration Work Cost

Current 240d 26,025.13h $3,064,438.49
Baseline 249d 26,025.13h $3,064 438,49
Actual 30.34d 284.13h $25,541,15
Remaining 218.66d 25,741h $3,038,897.34
Percent complete:
Duration: 12% Work: 1%

For Your Reference...
To automatically update actuals:

1.
2.

Select the tasks to update

Click on the Project tab, then click on
Update Project in the Status group

Handy to Know...

e When working with a real project, you would
begin tracking the project as it commenced

date.

Enter a date, specify selected tasks only,

then click on [OK]

and in real time rather than setting a future
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MANUALLY UPDATING TASKS

To update the tracking of a task you can enter a done. This provides you with a great deal of
value into one of a number of fields such as Start flexibility in how you track the progress of tasks.
Date, End Date, % Comp, Act Dur, Rem Dur, and

Project will then calculate the amount of work

. Act. % Phys. % Act. Rem. Act. Act.
) . Task Mame + Act. Start - Finish T C &8 Comp. T |Dw. T Dun T |Cost ~ Work T
Try This Yourself: 1 |4 Planning lon 6/05/19 NA  99% 0%  43days  Odays $26,578.85 328.63 hrs
2 Create archite Ton 6/05/19 =ri 24/05/19 100% 0% 3 wks 0 wks $21,375.00 253.13 hrs
Continue using the preViOUS 3 Submit plans f an 27/05/19 =ri 21/06/19 100% 0% 1mon 0Omons $3,600.00 ghrs
(0] . . . . 4 Order materia n 24/06/19 Jed 3/07/19 100% 0% 8days Odays $1,603.85 67.5hrs
() B
% E flle Wlth thlS exercise, or E | Planning Comj NA NAlO% S | 0% 0 days 0 days $0.00 Ohrs
0 open the ﬂle 6 |4 site Works NA NA 0% 0% Odays 27 days $0.00 0hrs
Tracklng_3.mpp... 7 Erect fencing NA NA 0% 0% Odays  3days 50.00 Ohrs
o Under Planning, click in the o
% Co m p COIumn for Ord er Tack Name Act. Start Act. % Phys. % Act, Rem. Act. Act.
materi als' then type 100 - = . Finish Comp. Comp. Dur. Dwur. Cost Work
1 |4 planning 1on 6/05/19 NA 99% 0% 43days  0days $26,578.85 328.63 hrs
and press E 2 Create archite 1on 6/05/19 =ri 24/05/19 100% 0% 3 wks 0 wks $21,375.00 253.13 hrs
. 3 Submit plans f 3n 27/05/19 =ri 21/06/19 100% 0% 1mon Omons 53,600.00 2hrs
0 A
e Type 100 in % Com p for 4 Order materia n 24/06/19 Jed 3/07/19  100% 0% 8days Odays 51,603.85 67.5hrs
P|al’mlng Completed; then 5 Planning Comj NA NA 0% 0% 0 days 0 days $0.00 Ohrs
pl’eSS Enterl 6 | 4 Site Works Thu 4/07/19 Frigfog8/19 100% 0% 27days  Odays $60,530.60 975 hrs
7 Erect fencing hu 4/07/19 lon 8/0?/1‘3'100% : | 0% 3 days 0days $15,900.00 22.5hrs
e Type 100 in % Comp for 8 Erect site builc ue 9/07/19 i 12/07/19  100% 0% adays Odays $6992.31 390hrs
Site Works. then press Enterl 9 Clear and leve an 15/07/19 Fri 2/08/19 100% 0% 3 wks 0 wks $32,648.65 337.5hrs
1
10 Prepare drainz lon 5/08/19 Fri9/08/19 100% 0% 1wk Owks 52,131.44 93.75hrs
Notice how all of the m Prepare cablin on 5/08/19 Frig/08/19  100% 0% 1wk  Owks $2,858.19 131.25 hrs
subordinate tasks are also 12 Site Works Cor Fri 9/08/19 Fri9/08/19 100% 0% Odays Odays $0.00 Ohrs
marked as Completed 13 |4 Building Constru NA NA 0% 0% Odays 136days $0.00 Ohrs
o Click in % Comp for e
Building Construction ; Act. % Phys.%  Act. Rem. Act. Act.

g L) Task Mame + Act. Start - e v G B Comp. | Dur. 7| Dur. * | Cost | Work ™
then type 40 and press E"te’] 10 Prepare drain: lon 5/08/13 Friofos/19  100% 0% 1wk  Owks $2,131.44 93.75hrs
to see how the update is " Prepare cablin lon 5/08/19 FriS/08/19  100% 0% 1wk  Owks $2,858.19 131.25 hrs
applled 12 Site Works Cor Fri 9/08/19 Fri9/08/19 100% 0% 0 days 0 days $0.00 Ohrs

13 | 4 Building Constru on 12/08/19 NA 40% 0% wd.4days 81.6 days 247,055.88 372.45 hrs
Calculations also work in 14 | Pour foundatic an 12/08/19 15/08}'15'100% A o% 4days  Odays 895,000.00  30hrs
reverse Where the Summary 15 Erect steelwor e 20/08/19 NA B86% 0% 58 mons 1.42 mons 352,055.88 342.45 hrs
16 Erect wall NA NA 0% 0% Omons 2 mons $0.00 Ohrs

is updated as a subordinate

is changed... e

e Click in % Comp for Erect N nct Start < At % Phys %  Act  Rem.  Act Act
- T . T _Finish T Comp. T | Comp. T Dur. T Dur. 7 Cost T Work T
SteelWOfk, then type 100 10 Prepare drainz lon 5/08/19 Fri9/08/19 100% 0% 1wk 0wks $2,131.44 93.75hrs
and press Enterl " Prepare cablin lon 5/08/19 Fri9/08/19  100% 0% 1wk 0wks $2,858.19 131.25 hrs
. 12 Site Works Co1 Fri 9/08/19 Fri9/08/19 100% 0% Odays Odays $0.00 ohrs
Notice how the % Comp for 13| 4 Building Construi on 12/08/19 NA 75% 0%  L.76days 14.24 days 521,593.20 L7,055 hrs
Building Construction 14 Pour foundati(on 12/08/19 1 15/08/19  100% 0% adays  Odays 895,000.00  30hrs
Updates. B 15 Erect steelwor Je 20/08/19 an 11/11/19 100% 0% 3mons 0mons 409,162.81 12,375 hrs
16 Erect wall 1e12/11/19 12 21/01/20  100% 0% 2mons  0mons 217,430.39 4,650 hrs
0 Type 100 in % Comp for 17 | Install roofing NA NAlO% = 0% 0 wks 2 wks $0.00 Ohrs
Erect wall and press 18 Install roof ret NA NA 0% 0% 0 wks 1wk 50.00 0hrs
For Your Reference... Handy to Know...
To manually update actuals: o If you enter a value in a summary task %
1. Change the view to the Tracking table Comp field, Project will apply a percentage to

the dependent sub-tasks. Alternatively, if you
enter a value in the % Comp field of the
sub-tasks, Project will apply a percentage to
the summary task.

2. Click in % Comp of the desired task and
enter a value
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ENTERING DELAYED TASKS

Projects are often more complicated than our
case study. You may find that many of your tasks
aren’t started or completed according to plan.
You can type actual dates into the project and
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Project will take this detail and update the current
status to provide you with an up-to-date schedule.
Sometimes, however, you may find problematic
consequences as a result of slippage in tasks.

Act. Act. % Phys. % Act. Rem. Act. Act.
o . Task Name T _Start T | Finish T Comp™ Comp. ¥ Dur. 7 Dur. 7 Cost T Work T
Try This Yourself: 13 | 4 Building Constru >n 12/08/19 NA  75% 0%  L76days !4.24 days 521,503.20 17,055 hrs
14 pour foundatic on 12/08/19 1u 15/08/19 100% 0% 4days 0 days 895,000.00 30 hrs
Continue using the 15 Erect steelwor Je 20/08/19 an 11/11/19 100% 0% 3mons 0mons 409,162.81 12,375 hrs
(0] . . . . 16 Erect wall 12 12/11/19 1e 21/01/20  100% 0% 2mons  0mons 217,430.39 4,650 hrs
()
% T prevpus file with this 17 Install roofing [NA o NA 0% 0% Owks  2wks $0.000  Ohrs
» exercise, or open the 18 install raof ret NA NA 0% 0% Owks 1wk $0.00  0hrs
file Tracking_4.mpp... 1 Erect seatingt NA NA 0% 0% Owks 4wks  $0.00  Ohrs
20 Building Const MNA NA 0% 0% Odays  Odays 50.00 0 hrs
o Under Building o
Construction, click on
NA in Act. Start for Mot Pt x
Install roofing P ——
one to which it is linked.
Su perstructure Try the following:
. * Change the type of constraint on the successor tasks to As Soon As Possible or some other constraint that doesn't fix it to a spedific date.
Thls taSk Was * Remove the link between the conflicting tasks.
Scheduled to commence « Shorten the duration of one of the tasks.
» Change the start and finish dates of one of the tasks.
Wed 22/17 bUt haS been « If the task to which "40 Obtain safety certification” is linked is not constrained and it is a summary task, check the constraints on the subtasks,
delayed to Mon 27/1... SmotEps:
e Type 27/1/20 and press
Enterl e
A message bOX d|Sp|ayS Act. % Phys. % Act. Rem. Act. Act.
I"IOtIfyIng you that thls Task Name « Act. Start «  Finish - m Comp. ¥ Dur. + Dur v Cost - Work -
. 13 | 4 Building Constru >n 12/08/19 NA 82% 0% 114 days 25 days 597,660.96 18,855 hrs
causes a scheduling & wion 12/06/ g g
N 14 Pour foundatic an 12/08/19 1w 15/08/19 100% 0% 4 days 0 days 895,000.00 30 hrs
conflict... 15 Erect steelwor Je 20/08/19 n 11/11/19 100% 0% 3mons 0 mons 409,162.81 12,375 hrs
q 1] Erect wall 1e12/11/19 4e 21/01/20 100% 0% 2mons 0 mons 217,430.39 4,650 hrs
Click on [OK] : -
7 Install roofing an 27/01/20 Fri7/02/20 100% 0% 2 wks Owks 5$76,067.76 1,800 hrs
18 install roof ret NA NAlo% =l 0% owks 1wk  $0.00  Ohrs
f f 19 Erect seating t NA NA 0% 0% 0 wk: 4wk 0.00 0h
Click in % Comp for rect seating WS wks 8 "
. 20 Building Const NA MA 0% 0% 0days  0days $0.00 0hrs
Install roofing
superstructure, then e
Enter
type 100 and press : Task Baseline Start Finish
. . Mode + Task MName ~ | Start ~ | Finish ~ | Baseline Start = Finish ~ Var. ~ | Var. -
o Click on the View tab, 13 [wy 4 Bullding Construi lon 12/08/19  Fri 6/03/20 Mon 12/08/19  Tue 3/03/20  odays  3days
then click on Tables in 14 -y Pour foundati« lon 12/08/19 Thu 15/08/19 Mon 12/08/19 Thu 15/08/19 0 days 0 days
the Data group and 15 |wy Erect steelwor "ue 20/08/19 lon 11/11/19  Tue 20/08/19 Mon 11/11/19 0 days 0 days
f 16 | Erect wall Tue 12/11/19 Tue 21/01/20 Tue 12/11/19 Tue 21/01/20 0 days 0days
select Variance to see : _ f11/19ue 21/01/ 11/ o v v
17 |wy Install roofing lon 27/01/20  Fri 7/02/20 Wed 22/01/20  Tue 4/02/20 3 days 3 days
where the tasks are 18 [m Install roof ret lon 10/02/20[Fri 14/02/]~] Wed5/02/20 Tue11/02/20  3days  3days
sllpplng behind the 19 |wy Erect seating t lon 10/02/20  Fri 6/03/20 Wed 5/02/20  Tue 3/03/20 3 days 3 days
schedule 20 |mg Building Const  Fri 6/03/20 Fri 6/03/20 Tue 3/03/20 Tue 3/03/20 3 days 3 days

For Your Reference...
To enter delayed actuals:
1. Display the Tracking table

2. Type the delayed start into the Act. Start

column of the task

Handy to Know...

e The Variance table will compare the actual
start and finish to those recorded in the
baseline of the project. The variance will then
be reported as days in the variance columns.

© Watsonia Publishing

Page 47 Chapter 5 - Project Tracking




Microsoft Project 2016 - Level 2

TRACKING ACTUALS ON A GANTT CHART

Project allows you to enter actual data on a Gantt quickly update the progress of a task. Alternatively,
Chart or other graphic view as well as in a sheet you can enter actual data in the Gantt Chart by
view. You can do this in a couple of ways. Project dragging the mouse along the task bar you wish to
has special Tracking tools that allow you to update.
. 0 ;I:,:Cr;e ~ | Task Name ~ | Duration « bfs w T F 5 5 1:1.FEbTI29 w T
Try Thls Yourse” 16 | (=g T Erectwall  2mons rGrader Air Comp Elact [75%].P1 1
17 v g Install roofing 2 whs Supervisor[80%] Rigger[500%].Boi
© Continue using the previous file superstructura [
E T With this exercise, or open the 18 = Install roof Lwk X
9" file Tracking_5.mpp... retracne (
i i . 1 - Erect seating tiers 3 wks b
o Click on the View tab, then click - Building 0 days
on Gantt Chart in the Task Construction
Views group Completed
9 Under Building Construction, e
click on Install roof retracting
mechanism, click on the Task Tack b 20 10Feb 20
tab, then click on Scroll to Task  © ode o TakMame v ouation - TIWITIF|S|> M| T W3
in the Editing group to display : : = meanel  jpmens el ~ ——
the Gantt bar for this task ' y coperstracture | S % '
e On the Task tab, click on 100% ey o= ',Zif:'cl,[,rrf;f Lk
Complete in the Schedule mechanism ‘
group to mark the task as 9 - Erect seating tiers 3 wks b
completed — if a message box 0 = Bullding ~~ |0days
displays, click on [OK] Completed
o Click on Erect seating tiers e
under Building Construction,
then on the Task tab click on ‘ :
25% Complete in the Schedule O . TaskName Bl cion o Wit iFis sl w
group — if a message box 6 v/ = Erectwall  2mons | rGrader,AirComprassor,Electrician[75%) Plumber|
displays, click on [OK] 7y = Install roofing 2 wks Supervisor[50%] Rigger(500%],Bof
. . superstructure I
Notice the progress line By |m 1netall roof Lk
displayed in the task’s bar... retracting ‘
mechanism )
e On the Task tab, click on 50% 19 - Erect seating tiers |3 wks !
Complete, then click on 75% 2 = E”"‘i‘”gﬁ. 0 days \ )
Complete
e Click on the Project tab, click on e
Project Information in the
Properties group, then click on
[Statistics] to see how much is
complete now
o Click on [Close]
For Your Reference... Handy to Know...
To enter actuals on a Gantt chart: e As atask is being tracked, the Gantt Chart
1. Display a Gantt Chart, then click on the timeline will display a bar within the timeline
Task tab bar to show how much of the task is

completed. Also, tasks that are 100%
completed are no longer critical and are
therefore no longer on the critical path.

2. Click on any of the percentage completed
commands in the Schedule group
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USING THE TRACKING BOX

Project allows you to perform many tasks by
using dialog boxes. For example, when working
with tasks you can double-click to display the
Task Information dialog box. The Update Tasks
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dialog box provides a convenient way of updating
the progress of a specific task when tracking your
project.

Tracking_6 - Project Professional
Try Thls Yourself' Resource Report Praoject View ACROBAT Farmat Q Tell me what you
- - L~}
Continue using the = EE Calibi i | mmmem SVekTEKN g W 7
() . . . . | - W < . L]
o previousfilewiththis | |em roc 07 5 1y ooa- % s @e T T e At |
((}s) - eXerC'Se, or Open the flle View Clipboard Font (F] Sche&:lul:J - - Tasks
Tracklng_6.mpp... Tl b 20 10 Feb ‘20
0 Mode ~ | Task Name ~ | Duration ~ || T W T F 5 S M| T W | T F
o Click on Erect Seating 16 |« (=g Erect wall 2 mons rGrader Air Comp ~El [75%] . Plumbe
. Sy 7 i Supervisor[50%] Rigger[500%]
tiers under BUIIdIng 17 | Install roofing 2 wks i
Construction e
e Click on the Task tab,
then click on the drop e Update Tasks w
arrow for Mark on Track —
in the SChedUIe group Mame: |Erect seating tiers Duration:
% Complete: | #5% : Actual dur: | 3w : Remaining dur: | 1w :
e Select Update Tasks to ctual oment
display the Update Start: | Mon 10/02/20 v stam
U aleleg b i [ A °] i
o Click on NA in FlnlSh, Help Notes... p—
type 28/2/20, then click
on [OK]
q Task b 20 10 Feb "20
This task actually © iode - | TaskName v|Duration || T W T F s s M T W T F s
finished a few days 16 | |mg Erect wall 2mons rGraderAlr Comp ;Electrician[758%] Plumber[28
ahead of schedule LEANEV A - Install roofing 2wks Supervisor[50%]Rigger[500%].Bol
X ’ superstructure I
which helped the 18 | |y Install roof 1wk Sug
SChedUImg prOblem retracting ‘
created by a task that o= mechanism _ |
started later than s | = ET;::;“”EUQFS Z::;
0 =}
scheduled Construction
Completed

For Your Reference...
To update actuals using the Tracking Box:
1. Click on the task that you want to update

2. Click on the Task tab, then click on the drop
arrow for Mark on Track and select Update
Tasks

Type a finish date, then click on [OK]

Handy to Know...

The Update Tasks dialog box is handy for
entering a variety of information for tracking a
task. You can use it to enter dates, percent
completed and actual durations.
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VIEWING TASK SLIPPAGE

The plan in a project is the baseline that was
originally defined. There are a number of ways of
seeing how the project is progressing according
to the original baseline. You can see the
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comparison to baseline through the Tracking Gantt
view. This chart shows two bars for each task. One
bar represents the original baseline, while the other
represents the revised schedule.

. Tracking_7 - Project Professional Gantt Chart Tools
Try Thls You rse”:' Resource Report Project View ACROBAT Format Q Tel me what you |
Continue using the _.—._ ’E- - = ﬁResourceUsage v zAl Sort~ 7y [Mo Highlight] = | Timescale: Q, Zoom ~
[} R 5 A R E - - @Resour(esheet hd E‘E Outline - Y [Me Filter] = | |Days - REntirePr
£ © previous file with this Gantt Task o Team . -
T R . Chart = Usage - A7 Planner~ & Other Views - @Tahles' B [No Group] - 0, Selected
& - exercise, or open the file : .
. Built* Resource Views Data Zoom
Trackmg_?.mpp... Gantt Chart b 20 10 Feb ‘20
- _ v | Task Name w Duration -~ | T W T F 5 M| T W, T F
o Click on the View tab, - :EE:':QDG:EL B guildtingct_ 134 days
. 7. Reset to Defau onstruction
then click on the drop . & SaveView.. Pour foundations 4 days
ar:ro_\ll_v fokr \G/.antt Chart in B More Views... Erect steelwork 3 mons
the Tas Iews group [LONEY S-S Erect wall 2 mons KGraderAir Comp Elect [75%] Plumbe
e Select Tracking Gantt e
to see a variation on the
Gantt Chart showing
slippage timelines o "eb 20 2ar 20
Maode w | Task Name ~ | Duration = Start ~|| T|W | T F |55 M| T W T|F
e In the Gantt chart scroll 9 v = Erect seating tiers 3 wks Mon 10/02/20 | e 0 e
to and click on Fit Out, ;1 - Building Construct 0 days Fri 28/02/20 +-28/02 <
. - 4 Fi
click on the Task tab, o= femmow padays |Mon2/6s/20
. 5 Fit all windows an 2 wks Mon 2/03/20 ——
then C_IICk on Scro” To 23 - Install electrical cz 1wk Maon 2/03/20 T —
Task in the Edltlng 24 - Install electrical fil 2 wks Mon 9/03/20
group to d|sp|ay the 25 - Install all plumbin, 2 wks Mon 2/03/20 T —
relevant tasks in the = = sl plumbing Miwk o ﬁé‘;ﬁ“ 4
timeline ’ - ay astro tul w on
o Click on the View tab, e
then click on Other
Views in the Task
VIeWS group and SeIeCt -’I;‘a;:;ev Task Name » Start + Finish » Baseline Start » Eia;ii:;nE - '.Sft:rl‘-t - f{l:rl,zh » Ads
Task Sheet to display 16 (s Erectwall  ‘wue12/11/19 ue 21/01/20 Tuel2/11/19 Tue21/01/20  Odays  Odays
this view L) Install roofing lon 27/01/20  Fri 7/02/20 Wed 22/01/20  Tue 4/02/20 3days 3 days
18 - Install roof ret lon 10/02/20 Fri 14/02/20 Wed 5/02/20 Tue 11/02/20 3 days 3 days
o On the View tab, click on ;_z - Erect seating t lon 10/02/20 Fri28/02/20 Wed5/02/20 Tue3/03/20  3days  -2days
g - Building Const Fri 28/02/20 Fri 28/02/20 Tue 3/03/20  Tue 3/03/20 -2days -2 days
Tables in the [_)ata ofralilp 2 [ = ]aFitout Vion 2/03/20 fed 15/04/20 Wed 4/03/20  Fri17/04/20 -2days  -2days
and SeIeCt Va‘”ance 2 g Fit all window Mon 2/03/20 Fri13/03/20 Wed 4/03/20 Tue 17/03/20 -2days -2 days
Cl k h d 23wy Install electric Mon 2/03/20  Fri6/03/20 Wed 4/03/20 Tue 10/03/20 -2days -2 days
0 ick on the rop arrow 24wy Install electric Mon 9/03/20 Fri 20/03/20 Wed 11/03/20 Tue 24/03/20 -2days -2 days
for Gantt Chart in the
Task Views group, then e
select Gantt Chart to
see the normal chart
again

For Your Reference...

Handy to Know...

To view task slippage:

1. Click on the View tab, then click on the drop
arrow for Gantt Chart and select Tracking
Gantt

2. Change the view to a Task Sheet and
change the table to a Variance table

e You can display the original start and end
dates for tasks and compare them to the
revised schedule in a Variance table. This
table also shows the number of days that
each task has slipped from its original
baseline dates.
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CHAPTER 6

Microsoft Project 2016 - Level 2

PROJECT VIEWS

: ; INFOcus

The main way of displaying your data with Project is with views and
there are really many more options and variations and flavours here
than you may first perceive.

Views allow you to juxtapose tasks and resources. For example,
you can choose a view that shows tasks, or one that shows
resources, another that shows tasks and the resource required for
each task, or another that shows resources and the tasks that each
is working on.

In this session you will:

v/ gain an understanding of project views

learn how to work with the standard built-in views in
Project

learn how to split the views on the screen

learn how to create a custom view

learn how to create a custom split view

learn how to display custom views

learn how to display views on the view menus

learn how to save the current settings as a new view
learn how to delete unwanted views from a project
learn how to keep views local

learn how to work with multiple project files

learn how to hide project files that are currently open.

<\

AN N NN VAN N VRN
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UNDERSTANDING PROJECT VIEWS

Whenever you are working in Project, you are view or a split screen view. Options for changing
viewing your project data. There are different views can be found on the Task tab, the Resource
types of views — for example you may be viewing tab, as well as the dedicated View tab on the

tasks or resources, you may have a full screen ribbon.

Built-In Project Views

Project contains 27 different built-in views for you in its default mode. Seven of these views are available
from the Task Views and Resource Views groupings on the View tab, while the full 27 are available
from the More Views dialog box. Here is a list of the 27 views — the ones marked with a (Task) or
(Resource) are accessible directly from the View tab of the ribbon.

Bar Rollup Multiple Baselines Gantt Task Details Form
Calendar (T) Network Diagram (T) Task Entry
Descriptive Network Diagram Relationship Diagram Task Form

Detail Gantt Resource Allocation Task Name Form
Gantt Chart (T) Resource Form Task Sheet

Gantt with Timeline Resource Graph Task Usage (T)
Levelling Gantt Resource Name Form Team Planner (R)
Milestone Date Rollup Resource Sheet (R) Timeline
Milestone Rollup Resource Usage (R) Tracking Gantt

Components of a View

Views are presented either in a tabular format (similar to a spreadsheet screen) or in a form style.
These are the macro or big-ticket items that views are comprised of.

There are also micro items that determine how or what data is displayed in the sheets or forms. These
are tables, filters, groups and layouts (in the case of forms).

Split or Combination Views

Project actually allows you to display a full-screen view or a split-screen view. If you are interested only
in tasks or resources, you would most likely use a full-screen view. However, if you want to work with
both tasks and resources at the same time, a split-screen view is very useful.

A split-screen view divides the screen horizontally and is easily created using the options in the Split
View group on the View tab. Here you can nominate which view you'd like for the top split (also known
as the primary view) and which for the bottom (known as the details view). When the screen is split, a
dividing bar that separates the top from the bottom can be dragged up or down to make either view
larger or smaller than the other.

Custom Views

There’s a lot you can change when viewing your project. Should you find that you prefer working with a
certain view, with either a full-screen or split-screen layout, with tables and filters that hit just the right
buttons, then you can opt to save this view as a custom view. The custom view will be added to the
More Views dialog box where you can access it again at any time.

Project Templates

Like most other software applications, a project file is based upon a template. Unless you specify
otherwise your project will be created using the Global template. Any custom views that you create will
be placed in this template so that the custom view can be used with other project files that you develop.
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WORKING WITH THE STANDARD VIEWS

and previous month |ﬂ
buttons several times to

scroll through the months e Calendar view shows the tasks of a project as bars overlaid on a calendar

On the View tab, click on
Resource Sheet in

The standard views that are built into Project are while some are split screen. These views can be
really quite extensive and allow you to view the accessed from the Task, Resource, or View tabs
tasks and resources that make up your project in on the ribbon. With most of them you’ll need to
many different ways. Most are single screen open the More Views dialog box.
Month Week Custom
Try This Yourself: B varany 2019 . . _
Monday uesday Wednesday hursday Friday Saturday Sunday
14 15 16 17 13 19 20
= © Before Startlng thIS eXEI’CISE‘ Create Ste Flans, 2 davs ]| [ Arrange Council Permits, 2 days
& T you MUST open the file
o VieWS_ 1mpp s Il 2 Fx] F2 F3 26 Fid
o Under the Plans and Site <
summary task click on the 2 = = € € e z 5
Create Site Plans task 5
e Click on the View tab, then ; : - , - - -
click on Calendar in the L S n L
Task Views group
. 1" 12 13 14 15 156 hid
9 Click on the next month ’L‘ Prepare Site, 10 days.

Resource Views to see the e More Views %
resources used in the
g Views:
proJeCt Leveling Gantt ~ New...
. . Milestone Date Rollup
e On the View tab, click on Milestone Rollup Edt..
. . Multiple Baselines Gantt =
Other Views in the Network Diagram
. Relationship Diagram Copy...
Resource V|eWS grOUp Resource Allocation
R R F (o] izer...
a_nd select More Vl_ews to Resource Graph LRI
display the More Views Hame Ferm
dialog box

Apply Cancel

Notice that the current view
is selected in the list...

Scroll to and click on Task
Sheet, then click on

[Apply]

©

On the View tab, click on
Gantt Chart in Task Views
to return to the Gantt Chart
view

For Your Reference... Handy to Know...
To display standard views: e Itis recommended that you try all of the
1. Click on the View tab views listed in the More Views dialog box, as

you may find a view that is more useful than

2. Click on Other Views in the Resource you thought it would be.

Views group and select More Views
3. Scroll to and click on the desired view, then
click on [Apply]
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CREATING SPLIT VIEWS

In Project you can split your screen so that it

shows two views concurrently. When you have
two views the screen is split into an upper pane
and a lower pane. Only one pane can be active

Microsoft Project 2016 - Level 2

at any time and a pane is made active by clicking
anywhere within it. The name of a view in a pane
appears at the left and the writing of the active
pane will normally appear in green.

14 Jan'19 21 Jan"19
A o ﬂ Task Name ~ Juration « Stat | M T W T F S 5 M T W T
Try Th|S Yourse”' 1 | |A Plans and Site 34 days #HHHHHEHHHE v
. . . 2 Create Site Plans Zdays| Tue 130119 Draftsperson
S Continue using the previous 3 Arrange Council Permitt. 2 days| Thu 17/01/19 Deaftspirsan
£ = file with this exercise, or 4 Prepare Site 10days|  Frigizie
(7] Open the f”e VIeWS_lmpp 5 Organize Materials 1 day Fri /02119
6 Lay Foundations 4 days| Fri22/02M%
o Ensure that the Gantt Chart . Il
view is Currently active Name: | Plans and Site Duration: | 34 days |+ Effort driven ] Manually Scheduled
9 Click on the View tab, then Here the Gantt Chart has remained in the top pane and a Task Form
click on Details in the Split has appeared in the lower pane...
View group so it appears
ticked
. . 14 Jan'19 21 Jan'19
9 On the View tab, click on O | roskname - Juratons Stat - M T W T F S S M T W T
the drop arrow for Task 1 [ 4 Pians and site 34 days|#uEE | W
Form in the Sp“t V|eW 2 Create Site Plan.s . 2 days| Tue 15/0119 Draftsperson
grOUp and select Resource 3 Arrange C.cmnc:ll Permit: 2 days ThujT.fEI1.n’19 = S
q q 4 Prepare Site 10 days Fri 8/0219
Sheet In the IOWer view 5 Organise Materials 1 day Fri 8/0219
o CIle on the Lay ‘E Lay Foundations 4 days Fri22.-'02.-'1’9 :
E?aunnsdaa:llg nssltteastlg l;r;ceie':Le 0 Resource Name Type Material Label  Initials Group Max. Units Std. Rate
resources required for this
task L .
Here the Gantt Chart remains in the top pane but the Task Form in
o On the View tab, click on the lower pane is replaced by the Resource Sheet view...
Other Views in the Task
Views group and select
Task Sheet to see a task © 14 Jan 19 21 Jan 19
Sheet VieW in the tOp pane Task Name ~ |Juration « Stat ~ /M T W T F S S M T W T
1 4 Plans and Site 34 days #HHHHHEEHHE v
e nght CliCk on RESOURCE 2 Create Site Plans 2 days| Tue 15/0119 Draftsperson
SHEET at the |eft in the 3 Arrange Council Permit: 2 days| Thu17/01MM% raftsperson
4 Prepare Site 10 days Fri 8/0219
Iower pane and seIeCt 5 Organise Materials 1 day Fri &/02119
Resource Usage to see a 6 | [ cay Foundations | 4days| Frizznane
resource usage in the lower . v [
pane 0 Resource Name Type Material Label  Initials Group Max. Units Std. Rate
) ) 4 Concreter Work C 300% 518.00/hr
e On the View tab, click on 5 Carpenter Work c 400%  $19.00/hr
Details in the Sp|it View 6 Labourer Work L 300%  S12.00/r
group to remove the tick,
then click on Gantt Chart in o
the Task Views group

For Your Reference...

Handy to Know...

To display a split screen: ¢ In split view the options on the Format tab
1. Click in the Details tick box in the Split View on the ribbon change according to the pane
group on the View tab that is currently active. The options on the
2. Click on the drop arrow and select the left on the V'eV.V tab Wofk only on the tpp
desired view for the lower pane pane irrespective of which pane is active.
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CREATING A CusTOM VIEW

A view is made up of a screen layout, a table, a
group, and a filter. The existing views in Project
have all been created with these elements. You

can create your own custom views in Project by

time

in the future.

Microsoft Project 2016 - Level 2

specifying in the Define New View dialog box
which of these elements you’d like. Custom views
can be saved so that you can display them at any

Try This Yourself:

Same

@

File

Continue using the
previous file with this
exercise, or open the file
Views_1.mpp...

Click on the View tab, then
click on Other Views in the
Task Views group and
select More Views to
display the More Views
dialog box

Click on [New] to display
the Define New View
dialog box

Click on Single View, then
click on [OK] to display the
View Definition dialog box

Type Cost Gantt in Name
and ensure that Gantt
Chart is selected in Screen

Click on the drop arrow for
Table and select Cost,
click on the drop arrow for
Group and select No
Group, then click on the
drop arrow for Filter and
select All Tasks

Click on [OK] to return to
the More Views dialog box

Notice that the custom view
appears in the box...

Ensure Cost Gantt is
selected, then click on
[Apply] to see the new
view

Define Mew View

®F

(C) Combination view

Help

Cancel

e View Definition in 'Views_1" e
Mame: | Wiew 1
Sgreen: | Gantt Chatt__ :
Table: View Definition in 'Views_1' =
Group: Mame: | Cost Gantt
Eilter: Screen: | Gantt Chart ~ |
[ Highlight filter Table: | Cost V|
[ show in menu Group: | Mo Group v|
Help citer  [AET - |
[JHightight filter More Views %
Show in menu
Views:
e Help Bar Rollup ~ New...
Calendar
Descriptive Network Diagram Bl
Detail Gantt
Gantt Chart LCopy..
Gantt with Timeline
Leveling Gantt Organizer...
Milestone Date Rollup
Milestone Rollup
Multiple Baselines Gantt v
(6 )
Fixed Fixed Cost Total 23 May 16
Task Name v Cost v Accrual v (ot + Baseline~ || T F S 5 M T W
1 |A Plans and Site | $0.00 Prorated $8,816.00 $0.00
2 Create Site Plans $0.00 Prorated  5640.00 $0.00
3 Arrange Council Pt $0.00 Prorated  $640.00 $0.00
4 Prepare Site $0.00 Prorated 54,400.00 $0.00
Organise Material: $0.00 Prorated  $224.00 $0.00
6 Lay Foundations $0.00 Prorated 51,952.00 $0.00
7 Plumbing for Sewt $0.00 Prorated  $280.00 $0.00
8 Pour Slab $0.00 Prorated  $680.00 $0.00
9 Site Complete $0.00 Prorated $0.00 $0.00
10| 4 To Lock Up $0.00 Prorated 59,696.00 $0.00

For Your Reference...
To create a custom view:

1.

Click on the View tab, then click on Other

Views and select More Views

. Click on [New], click on Single View, then

click on [OK]
Enter the appropriate settings

Handy to Know...
e The title bar of the View Definition dialog

box indicates that the view is being created
in the current project file. The Organiser
button on the More Views dialog box allows
you to copy this view to other project files.
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CREATING A CusToM COMBINATION VIEW

Project allows you to create both single-screen table to use. When you specify a split-screen view
custom views and split-screen custom views. you can only select the view screen layout to use in
When you create a single-screen custom view the upper and lower panes.

you can specify which screen, filter, group, and

e View Definition in "Views_2' e
Try This Yourself: e
Continue using the :‘_“"‘ d‘:_"'a"er’ |
. . . . rima 8w A
£ o previous file with this e
< II a o Details Pane: | V|
3 exercise, or open the file
Views_2.mpp... i show in menu
i : Help Cancel
0 Click on the View tab,
then click on Other
V!eWS n the Resource e View Definition in ‘Views_2' *
Views group and select
More VieWS to dISplay HName: Resource Costs
the More Views dialog Views displayed:
box Primary View: | Resource Sheet v|
, . Detals Pane: v
e Click on [New] to display Slspon
the Define New View owindend
dialog box, click on Help Cancel
Combination View, then
click on [OK]

Resource Name >  Type ~ Material > ntials ¥ Group ¥ Max. ~ Sid Rate ™ Ovt Rate ™
Draftsperson Work 100% $40.00/hr £0.00/hr

Type Resource Costs in
Name

Electrician Work

Flumber Work

D
E 100% $33.00/hr £0.00/hr
P 100% $35.00ihr 50.00/hr
Concreter Work c 300% $18.00/0r 50.00/hr
Carpenter Work c 400% £19.00/hr £0.00/hr

L

P

S

n

L | | -

Click on the drop arrow
for Primary View and

RESOURCE SHEET
i @ s

6 Labourer Work 300% $12.00inr 50.00/hr
select Resource Sheet 7 Painter Wark 300%  S14.00mr]  S0.00Mr
8 Supervisor Work 100% $28.00/hr S0.00/hr
Clle On the drop arrOW ‘: Rarl Haa £ Anaratar | Ak 1000z TAE Nithr SN NNihr
for Details Pane and 23 May 15
Se|eCt COSt Gantt Task Name Fixed Cost Fixed Cost Accrual Total Cost  Baseline T F (S |5 M| T W1
2 |Create Site Plans 50,00 Prorated  $840.00 $0.00

w

Arrange Council Permit 50,00 Prorated  $840.00 $0.00

Click on [OK] to return to
the More Views dialog
box, ensure Resource
Costs is selected, then
click on [Apply]

© 0 00

Click on the various
resources in the top pane

With this custom combination view, when a resource is selected in the
top pane, all of the tasks and associated task costs for that resource will

@ COST GANTT

and study their various appear in the bottom pane...
costs in the Details pane
at the bottom

For Your Reference... Handy to Know...
To create a custom split view: e Once a custom combination view has been
1. Click on the View tab, then click on Other created, it can also be selected from the
Views and select More Views Details settings in the Split View group on

2. Click on [New], click on Combination View, the View tab.

then click on [OK]
3. Enter the appropriate settings
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USING CUSTOM VIEWS

Once custom views have been created they are the view should appear in either the Resource or
ready for use. When a custom view is created, the Task menus. If you can’t find the custom view
the Show in menu setting in the View Definition on the menu it will always appear in the More
dialog box is automatically on, which means that Views dialog box.

Task Resource Report Project View ACROBAT Format Q Tell me what you

Try ThIS Yourself' :. ’E - =) ﬁResourceUsage - %l Sort~ 7 [No Highlight] = | Timescale: Zoom
i i i z -tt T T E - - ERﬁourcﬁShﬁt - Outline Y [Mo Filter] - ||| Days Entire Praj
© Continue using the previous | | Giit .70 B+ pamer- T Other Views - i Tables+ 2 [No Group]  ~
£ < file with this exercise, or Cust e Data Zoom
o open the file Views_3.mpp Gantt Chart eName ~ Type <~ Material <~ intms ~ Group ~ Max ¥ st Rate T OvtRate ¥
==" - «erson Work D 100%  S40.00/hr 30.00/hr
. . Cost Gantt ian [wiork E 100%  533.00Mmr  S0.00/r
o Click on the View tab, then Built-In ; Work P 100%|  S535.00Mmr|  S0.00/Mr
click on Details in the Sp||t Tracking Gantt e Waork C 300%  S1800Mr  S0.00Mr
. . ter Work c 400% $15.00/hr 30.00/hr|
VIeW group So It appears er Work L 300% £12.00thr 50.00/hr|
unticked — this will ensure M/ SaveView.. Work P 300%  S1400Mmr  S0.00Mr
that we have a single screen || © bercviews. — sor Work s 100%  S26.00mr  S0.00Mr
VIeW | Back Hoe & Operator | Work B 100% S85.00/hr 50.00/hr|
Click on the drop arrow for @
Gantt Chart in the Task
Views group to display a
menu Of VIEWS Task Resource Report Project View ACROBAT Format Q Tel me what you wz
Select Cost Gantt to see == E E [ Resource Usage ~ £l sort~ 2 [No Highlight] - | Timescale: Q Zoom -
1 = —/ E hd - |[:—'_'Rmurce3heet E‘E Outline~ W [Mo Filter] - | Days - REntire Proj
the custom Cost Gantt View || gt Task Team T Y !
. . Chart ~ Usage - - Planner~ Custom %TEHES' BI% [No Group] - T3, Selected Ta
o On the View tab, click on Task Views f Resource Sheet Data Zoom
the drOp arrow fOI’ Task Name Resource Costs JIEt -thatl Baceline T F| 5 g i? I\-1a1?u'1t’:~. ]
g 1 - ost T = ~ 4 V
Resource S_heet in the 1 |A Plans and Site rorated $8,816.00 $0.00
Resource Views group to 2 Create Site Plans [{ Save View.. rorated  $640.00  $0.00
d|sp|ay a menu of resource 3 Arrange Council Ty More Views... rorated  $640.00 $0.00
VieWS 4 Prepare Site 50.00 Prorated $4,400.00 $0.00
5 Organise Material: 50.00 Prorated  5224.00 $0.00
6 Lay Foundations $0.00 Prorated $1,952.00 $0.00
Select Resource Costs to
dlsplay the custom Spllt' 7 Plumbing for Sewt 50.00 Prorated  5280.00 $0.00
screen view o
e On the View tab, click on
Details in Split View so it
appears unticked
o On the View tab, click on
Other Views in the Task
Views group and select
More Views
e Scroll up to and click on
Cost Gantt, then click on
[Apply]
For Your Reference... Handy to Know...
To display a custom view: o If the custom views have not appeared in the
1. Click on an appropriate resource or task view menus (as shown above), the Show in
on the View tab that will display a menu of menu setting must have been unticked when
views the custom view was being defined.
2. Click on the desired custom view e Remember, if you can’t find a view on the
menu it will always be in the More Views
dialog box.
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CUSTOMISING THE VIEW MENUS

The View Definition dialog box is used to create
custom views. But it can also be used to make
changes to existing views in a project. One of the
settings on the dialog box, Show in menu,

determines whether the view is displayed in a
menu list on the ribbon. You can use this setting to
perform a rudimentary customisation of the menus
so that they show only the views you want.

Try This Yourself:

View Definition in 'Views_3' *

MHame: Detail Gantt

Screen:  Gantt Chart

Same
File

Continue using the
previous file with this
exercise, or open the
file Views_3.mpp...

Table: | Delay

Group: | Mo Group

Eilter: | All Tasks

[ Highlight filter

0 Click on the View tab, [Ishow in menu
then click on the drop Help Cancel
arrow for Gantt Chart in
the Task Views group
e SeleCt More V|eWS to Report Project View ACROBAT Format Q Tell me what you wz
d|$p|ay the More VIeWS _._. ’E - ’E ﬁRasource Usage - ?l Sort~ 3 |[Mo Highlight] | Timescale: Q, Zoom ~
d|a|0 bOX = = E - - E'_:Resourcesheet hd FE Outline~ W [Mo Filter] ~ | |Days - REntirePrDJE
Gantt  Task T
an asl = . eam = . . . _ - =
q q Chart[x Usage ~ <1 Planner - T Other Views %Tﬂbles - [No Group] ', Selected T4
e CIICk on Detall Gantt’ Custom Resource Views Data Zoom
then click on [Edit] to Gantt Chart Ficed — e L, e
dISplay the V|eW Cost Gantt *| Cost ~ Accrual * | Cost v  Dascline = il
Lo . - _l $0.00 Prorated $8,816.00 $0.00
Definition dialog box Built-In ins $0.00 Prorated  $640.00 40.00
: : Detail Gantt zil Pe $0.00 Prorated  $640.00 $0.00
o SCOII?tkaOF)rE)eS:er;CIEeQ il Gantt with Timeline $0.00 Prorated 54,400.00 $0.00
. ’ Leveling Gantt arial: $0.00 Prorated  $224.00 $0.00
then click on [OK] Mltiple Bascines Gantt S $0.00 Prorated  $1,952.00 $0.00
Tracking Gant sewt $0.00 Prorated  $280.00 $0.00
e Repeat steps 3 and 4 e e $0.00 Prorated  $680.00 $0.00
for the following: TR Resetto Default $0.00 Prorated $0.00 40.00
) o TE SaveView.. $0.00 Prorated $9,696.00  $0.00
Gantt _Wlth Timeline B More Views.. $0.00 Prorated $1,824.00  $0.00
Levelling Gantt § 12| LayRoofing $0.00 Prorated $5184.00  $0.00
Multiple Baselines Gantt 13 Brick Walls 40.00 Prorated  $2,080.00 40.00

Click on [Close] to

close the More Views
dialog box

On the View tab, click
on the drop arrow for
Gantt Chart to see that
these views now appear
on the menu

Select Gantt Chart

For Your Reference...
To put views on the menu:

1. Click on the view in the More Views dialog
box, then click on [Edit]

2. Tick the Show in menu setting to see the
view on the menu

3. Click on [OK]

Handy to Know...

e Views can be removed from the menu again
simply by unticking the Show in menu
setting in the View Definition dialog box.

o Views where the primary screen is based on
tasks will appear on Task menus, while ones
with resource primary screens will appear in
Resource menus.
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SAVING AN EXISTING VIEW

Custom views can be created by manipulating
settings in the View Definition dialog box.
However, the downside of this is that you can’t
see what these changes are doing until you

Microsoft Project 2016 - Level 2

actually apply the custom view. Project allows you
to save all of the settings currently on your screen
into a custom view — this process effectively
allows you to prototype a view.

In'1g 21 Jan "%
H . Task Hame » | Work ~ BDBaselne < Varance - || T W T F S 5 M T W T F
Try ThIS You rself 1 |A Plans and Site | 536 hrs 0 hrs 536 hrs| P
2 Create Site Plans 16 hrs Ohrs 16 hrs
o ° Con“nue usn‘]g the prev|ous 3 Arrange Council Permitt 16 hrs Ohrs 16 hrs S0n
E 9L . . . . 4 Prepare Site 320 hrs 0hrs 320 hrs!
@© L_L flle Wlth thls eXerC|Se, or open 5 Organise Materials Bhre 0 hre 8 hre
0 the f||e VIEWS_4mpp 6 Lay Foundations 128 hrs 0 hrs 128 hrz
7 Plumbing for Sewerage 8 hrs 0 hrs 8 hrs
CIICk on the V|eW tab' then 2 Pour Slab 40 hrs 0hrs 40 hrs
CI|Ck on the drop arrow for . 9 Site Complete O hrs 0hrs Ohrs
Gantt Chart in the Task e
Views group and select Gantt
Chart )
o Save View *
On the View tab, click on the O Update Current View
dI’Op alrrow for Tables n the @ga\re as a New View
Data group and select Work to Name: | Viewd
use the Work table in the view Cancel

. . & = ﬁResource Usage ~ 2 Sort- 7 |[No Highlight] = | Timescale: Q, Zoom ~
o On the VIeW tab’ CIICk on the e ’?E: E - - :. E‘.Resourcesheat - E‘E| Outline~ W [Mo Filter] - | |Days - EEntire Projg
drop arrow for Gantt Chart In Cha:,t ;:gsev Hmihd p|a:::rv l?.& Other Views ~ %Tﬂblas' H2 | [Ne Group] - 'aSE|ECtEd Ta
the TaSk V|eWS gI’OUp and Custom Resource Views Data Zoom
select Save View to displa e 1 dan 19
h S V d I bp y s cen w | Work ~ Baselne « Variance « || M T|F |S |5 M| T | W, T
the Save View dialog box Cost Gantt T | s36hrs Ohrs| 536 hrs| W
. ¥ | Ganttwith Work ! 16 hrs Ohrs 16 hrs Draftsperson
e Ensure Save as a NeW VIeW Built-In Permit: 16 hrs 0 hrs 16 hre ftsperson
is selected, type Gantt with Detail Ganit 320 hrs oms azmes
Work, then click on [OK] Gentt with Timeline ghrs Ohrs ghrs
128 hrs Ohrs 128 hrs.
e On the View tab, click on the eveling Gantt perage|  8hrs ohrs shrs
! . Multiple Baselines Gantt 40 hrs Ohrs 40 hrs
drop arrow _for Gantt Chart in acking Gant ohrs ohre o hre
the Task Views group and g . 672 hrs Ohrs| 672 hrs
notice that the new view oty %ws| O  soh
& SaveView.. 384 s Ohrs 384 firs
appears B More Views... 160 nrs ohrs 160 firs
< 14 Fit Windows & Uoors 32 hrs Ohrs 32 hrs

Click and drag the table divider
across until the first four
columns are clearly visible

Task

Resource

Report

Praoject

View

ACROBAT

Farmat

2 Tell me what you ws

Select Gantt Chart, then click
on the drop arrow for Tables in
the Data group and select
Entry to restore the original
table to this view

For Your Reference... Handy to Know...

To save an existing view to a new view: e The currently active view will appear with a
1. Define the screen elements in the way you tick when the menu is displayed.
wish

2. On the View tab, click on the drop arrow for
Gantt Chart and select Save View

3. Type a name for the view, then click on [OK]
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DELETING UNWANTED VIEWS

Custom views can be created for permanent or of usage. There comes a time, however, when
temporary use. The problem is that once you get some management and maintenance is required.
the hang of custom views there is a good chance You can delete unwanted views in Project through
you'll readily and quickly create them for all forms the special Organiser facility.
Organizer *
Try ThIS Yourself- Views lRepor‘ts] Modules] Tables] Filters] Calendars] Maps ] Fields ] Groups]
9 ﬁontipﬁehqsing the previous ClobalMPT iews. 5
T Tile with this exercise, or Calend
8 th R R Caena 8 C(ajsetnG:r:tt
open the file Views_5.mpp... Cost Gantt Detail Gantt
Descriptive Network Diagram LI 2 Gantt Chart
a o Detail Gantt Gantt with Timeli
o Click on the View tab, then Gantt Chart Gantt with Work.
click on Other Views in Cantt with Work — | |Multpie Saselines Gantt
Task Views and select Milstons Date Rollup B Resource shect
i Milest Roll Delete... Task Sheet
More VIeWS I\-1luletsip‘?:gasoeliLrl125 Gantt === T::k Us:Ze
) ) MNetwork Diagram Timeline
O oo ogan e s b
display the Organiser dialog Resource Costs v
box Views available in: Views available in:
| Global.MPT v| |View5_5 v|
Click on Cost Gantt in the
e right pane, then click on This dialog box shows the views in the Global template on the left and in
[Delete] the current project on the right. Unless you've specified otherwise new
views have been created globally — which means they’ll appear in all
A warning message is project files, including the one in which they were created...
displayed...
o Click on [YeS] Organizer x
Notice that the VieW St|” Views lRepor‘ts] Modules] Tables] Filters] Calendars] Maps ] Fields ] Groups]
appears in the Global
template even though it has ‘Glabal MPT: Views_3'
beeg deleted from t%e Catendier’ 8 I ——
Calendar Detail Gantt
A 8 A Cost Gantt Gantt Chart
prOJeCt flle on the rlght' . D‘;:cri;t?\re Metwork Diagram = I G::ttwitah Timeline
Detail Gantt Gantt with Work
i i Gantt Chart Close Leveling Gantt
o CIICk on COSt Gantt n the G::ttwitah Timeline I\::IEtiISIge B:?elines Gantt
left pane, click on [Delete], Gantt with Work Repame.. | [Resource Costs
then CliCk on [YeS] I\:i\;:slpogne aIilﬂate Rollup Tae::;l;c:et *
Milestone Rollup Task Usage
a Multiple Baselines Gantt Timeline
e Click on [Close] to close the Network Diagram elp
Organiser, then click on R Mo h
[Close] to close the More Resource Costs =
V| W dl I b X Views available in: Views available in:
ews dialog bo |GI0baI.MPT - Views_5 .
On the View tab, click on the
drop arrow for Gantt Chart o
The Cost Gantt view no
longer appears in the menu
of options
For Your Reference... Handy to Know...
To delete a view: e When you create a custom view it is
1. Click on the View tab, click on Other Views automatically added by Project to the global
and select More Views, then click on template so that it can immediately be used
[Organiser] by other projects you create. You must
2. Click on the name of the view, then click on remember to delete it from the'current project
[Delete] as well as the global template if you no

longer need that view.
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KEEPING NEW VIEWS LOCAL

Project automatically saves new views, tables,

filters, and groups to the global template so that
they are available to other projects you create. If
you are working with other people, however, this

Microsoft Project 2016 - Level 2

process can cause problems as each one of you
applies your own custom features to Project. The
automatic saving to the global template can be
switched off.

Project Options ? X
Try Th i S YO u rS elf: General +| Move selection after enter | Edit directly in cell -
. . Display Display
) Contlnue USIng the ) Schedule Show this number of Recent Projects: 25 -
£ @ previous file with this Proofing Quickly access this number of Recent Projects: | 4
(‘E LL exerC|se’ or Open the f||e Save Show this number of unpinned Recent Eolders: | 20 -
. Language 7| Show status bar 7] Show scroll bars
VIeWS—S' mpp' " Cderas) | Show windows in Taskbar v| Show OLE links indicators
. . Lstomize Ribbon s between projects U
0 Click on the File tab, e 1| (8 ooty s v st e, oo e g
then Cllck On OpthﬂS to i s ook Disable hardware graphics acceleration
. . Add-ins
display the Project ispay optionsfo tisprojects | Viewrs -
Optlons dlalog bOX Minutes: | min - Weeks: wk -
e Click on the Advanced o s — s
tab at the left /| Add space before label
. Show project summary task
e Scroll to the Display 7] Undeline hyperinks
settings Hyperiink color: | 2 = Followed hyperlink color: | &3
o Click on Aqtomatlca”y Cross project linking options for this project: | §%] Views 5 ~
a‘d d new views z tables’ | Show external successors | Show 'Links Between Projects’ dialog box on open
filters, and groups to 7] Show external predecessaors
the global so it appears . = -
Unthked oK Cancel
© Cickon(oK] (4]

For Your Reference...

Handy to Know...

To keep views local: e If you are sharing your copy of Project with
1. Click on the File tab, then click on Options other users, you should keep your own
2 Click on the Advanced tab views, tables, fllter_s, etc. local. Local Jl_Jst
) ] ) means that they will be saved to your file
3. Un-tick Automatically add new views, rather than to the global template.
tables, filters, and groups to the global
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WORKING WITH MULTIPLE FILES

The normal way to open files in Project is via the
Open command on the File tab. Theoretically
you can have up to 50 files open at one time.
When multiple files are opened they can be

managed from the Windows group of commands
on the View tab. Here you can switch between
open project files and arrange them so that several
can be seen on screen.

Try This Yourself:

Before starting this
exercise use the Close
command on the File
tab to close all project
files that are currently
open...

Use the Open
command in the
Backstage to open
Airfield.mpp,
Bridge.mpp, and
Highway.mpp

Click on the View tab,
then click on Switch
Windows in the
Window group to see a
list of open project files

Click on 2 Bridge.mpp
to switch to this file

Click on Arrange All in
the Window group to
see all of the open
projects on the screen

Click on the title bar of
the Airfield project to
make it the active
project

Click on the maximise
button of the Bridge
project to make it the
sole occupier of the
screen

= Q @ '61 Timeline ,_—|E|| EE' Switch Windowsv% D
- . Details 1 Airfield
Zoom Entire Selected New Macros
v Project Tasks Window 2 Bridge -
Zoom Split View v 3Highway Macros

11 Mar 19
S M T W T F S5 5 M

18 Mar 19
T W, T F S 5 M

o mar 13

T W, T F 5 5 M T W

Project Professional

Task Resource  Report  Project (VI ACROBAT Format Q Tell me what you want to do
= E ®- E‘ IS ResourceUsage ~ | 2l Sort~ 75 |[No Highlight] =| Timescale: Q Zoom= Timeline r’ﬂ =28 D
I ET) =
- ‘&8 % ResourceSheet - | 5 Outline - W [NoFite]  ~| |Days ~ B Entire Project Details iy = |
Gantt Task Team New . | Macros
Chart Usage~ 237 Planner~ [T Other Views ~ ¥ Tables» @7 [No Group]  ~ T3, Selected Tasks Window L™ -
Task Views Resource Views Data Zoom Split View Window | Macres -~
& Bridge o X
25Feb™9 B +Mar 19
O | ok name < wrstio~ St <M T W T F 5SS O teskname - wratiow  Swrt < M T W T F S 5 W
1 Creste plans 3 wks| Won 25/02/19 | EEEEERRETE 1 Prepare plans 2wk Hon 4039
2 ‘Arrange materials k| Mon 1803/18) e 2 Envionmentalimpactstugy 1wk Hon 1803719
3 Dig trenches for pyions. 12 wks| Mon 25/03/13 é 3 Consult with al parties. 5wks Mon 25/03119
4 Erect pylons 18 whs Mon 17108718 4 Redraw plans. vk Hon 2910419
5 e i s g i Wan 7S ERE Loy ncsors o] Ve
. Loy roaoway Tuk Hon 211019 3 . Loy aspnat 12wks on 307119
T Install wing 30ays| Mon 28110119 7 Test 1wk Hon 3010819
s nstal plumbing Wk Thu 31018, s Commssion 2wiks Mon 71019
E 9 Test Twk Tha7HS)
T Commission 2wis| Thu 181119
E
H amar19
v © | rasktame v wrationy  Stad S W T W T F S 5 M
‘ Presae ans Due i EEEE—
g 2 Clear ste Twks Mon 18
g s Ly tarmac 28wks Mong
S 4 Erect control tower S wks Won 18
=
@
=
< v [ > i
Ready "3 New Tasks: Auto Scheduled B = =B B O - —+

For Your Reference...

To switch between open project files: .

1. Click on the View tab, then click on Switch
Windows in the Window group

2. Click on the desired project

Handy to Know...

There can only be one active project at any
time. This is the project that the commands
on the ribbon act upon. If there are several
projects visible on the screen, a small Project
icon will appear in the title bar of the active
file and its file name will be black. The file
name for the other files will be a paler grey.

© Watsonia Publishing
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HIDING OPEN FILES

It might sound a bit strange to open a file and from view. This is handy when information and data
then want to hide it from view. However, hiding is linked between files and where one file uses the
files allows you to have files containing sensitive data from another, such as with a resource pool
data such as pay rates open for use but hidden file.

. Airfield - Project Professional Gantt Chart Tools
Try This Yourself: _ .
Task Resource Report Project View ACROBAT Format
Continue Using the preViOUS .I:Ile _.—. E - ’@ ﬁResource Usage ~ %l Sort~ 3 [Mo Highlight] ~ | Timescald
: : g == e = + | B Outline - i .
with this exercise... N . B | S TResoucesheet - T Outine: |iNoFite Days
Chart » Usage - Planner = r{'& Other Views - %Tablesv B/ [No Group]  ~
o Ensure the three files Task Views Resource Views Data
Airfield.mpp, Highway.mpp, and 25Feb 19
B d pp g ytl pp 0 Task Name ~ luration ~ Stat ~ | M T W T F 5 5 M
r gempp are curren y Open 1 | | Prepare plans 2wks| Mon 40319 E
e Click on the View tab, then click : Clarste 3 whs| Mon 1804119
on Switch Windows in the e

Window group and select 1
Airfield.mpp to make it the active

On the View tab, click on Hide in — Timeline = 59 Switch Windows -
e the Window group and select . Q [ﬁ gel Details DD v 1Bridge & 5

A A s : Zoom Entire Selected New Macros
Hide to hide the active window " Praject Taks Window| 2 Highway <

Zoom Split View Window Macros

The AI'I’er|d project will disappear o Mar 18 1 ar 19 18 Mar 19 )
from view and will be replaced by M| 0| W T E S| S| M| T W T F S| ST W T F S s M T
another file as the active
window...

On the View tab, click on Switch
Windows in the Window group
to see which windows are
available to you now

Unhide *

Select 2 Highway.mpp

On the View tab, click on Hide in
the Window group and select
Unhide to display the Unhide
dialog box

Ensure that Airfield is selected,
then click on [OK] to see the file
again

Cancel

Use the Close command on the
File tab to close all of the project
files that have been opened

© 0 06 ©

For Your Reference... Handy to Know...
To hide a project file: e The Switch Window command does not list
1. Open the file and view it on the screen files that have been hidden.

2. Click on the View tab, then click on Hide in
the Window group and select Hide
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NOTES:
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CHAPTER7 TABLES

: : INFOcus

Tables in Project allow you to see the resources and tasks in a
project in a tabular format in much the same way as you see data in
a spreadsheet.

In this session you will:

v'learn how to explore and dissect the tables that are in
Project

v' learn how to create a custom table from scratch

learn how to add fields to a table using the Add New
Columns feature

v'learn how to add fields to any position in a table using the
Insert Column command

learn how to quickly add simple custom fields

learn how to format fields in a table

learn how to create a custom field with a lookup table
learn how to enter data into a custom table

learn how to use a hyperlink field.

<

AN NN
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EXPLORING TABLES

Project stores its data in two data tables — one (or fields) of data. To make it easier to see the
for tasks and the other for resources. Options on data, these two tables have been broken down into
the View tab allow you to see data from these a series of smaller tables, each of which includes
tables. Both of these tables have many columns only a handful of the available columns.
——\
. sk Name - E?:ld - ,Fi':f:fug\“t - [I?:(‘ « Base ~ Variance « Actual « Remaininiw AddNew Column
Try This Yourself; Design Stand Layout $0.00 Prorated  $816.00 50 $31600  $0.00  $316.00
2 Order Furniture 50.00 Prorated  $108.00 $0.00\ $108.00 $0.00  $108.00
. . Order Supplies 50.00 Prorated  5108.00 $0.00 $0.00  3108.00
< o Before starting this 4 Orderliterature $0.00 Prorated $2,622.00 $0.00 $0.00 $2,622.00
8_ f— exerC|se you MUST Open 5 Staff Briefing $0.00 Prorated  $621.00 $0.00 50.00  $621.00
(@) L . 6 Issue Passes $0.00 Prorated $34.00 $0.00 $0.00 $34.00
the flle Tab/eS_7.m,0P..- 7 Move In $0.00 Prorated  $188.00 $0.00 $0.00  $188.00
8 Exhibition $0.00 Prorated $7,274.00 $0.00 $0.00 57,274.00
CIICk on the VIeW tab 9 Move Out $0.00 Prorated $188.00 $0.00 $0.00 5188.00
o th I k T bl _' 10 Debrief $0.00 Prorated $621.00 $0.00 $621.00 $0.00 $621.00
en click on lables In
the Data group to see a e
list of some of the other
tables that are available ° — > A quick method for
e Select Cost to see only S —— displaying the available
fields relevant to costs e — tables and More Tables
Click dd the divid Constraint Dates — Com[:na§d| IS tc')AIrllghtIICIICk
G’ ICK an ra e diviaer i on the Select cellin
line to the rigr?t until Add Earned Value - the top left corner of the
e A a Earned Value Cost Indicators Copy... table
NeW Column IS INn View Earned Value Schedule Indicators )
Entry Organizer...
: ; Export
o On the \_/|eW tab, click on Gapn?:t\_c\rith Work Table 1
Tables in the Data group Hyperlink Z
and select More Tables
. | Apply | Cancel
to display the More [opn ] [ conce
Tables dialog box
R Table Definition in 'Tables_1" x
Here you can view all of
the available tables... e 2= s
e Ensure that Cost |S Cut Row Copy Row Paste Row Insert Row Delete Row
selected, then click on Field Name align Datz| width| Title Align Title| Header Wrapping| Text Wrapping  *
[Edit] to display the 1D Center | 6! Left iYes iNo
9. 0ng q Name Left 24§Task Mame ELeft E‘f’es E‘r’es
Table Definition dialog Lo : : :
Fixed Cost Right | 11 Left Yes iNo
box Fixed Cost Accrual Right | 17 Heft  ives iNo
Cost Right |  11iTotal Cost Left iYes ‘No
e Spend a few moments Baseline Cost nght 12§Bas.aline ;Left ‘f'es No
d n the o t|on5 here Cost Variance Right 12{Variance ileft ifes Mo W
Stu yl g p Date format: | Default ~ Bow height: | 1 =
0 CI'Ck on [Cancel] tO I:ockfirstcolumn
Close the Table [¥] Auto-adjust header row heights
e e . ] Show "Add New Column’ interface
Definition dialog box
_ Heip Cance
e Click on [Cancel] to
close the More Tables e
dialog box
For Your Reference... Handy to Know...
To display a table in a project: e The Add New Column heading in a table
1. Click on the View tab, then click on Tables allows you to add another field (column) to
in the Data group that table. If you do this the field will be

added to the right of the current fields and a
new Add New Column heading will appear
allowing you to add yet another column.

2. Select on the desired table
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CREATING A NEW TABLE

You can create your own custom table from
options available on the More Tables dialog box.
You can create a new table from scratch as we
will do here, or you can copy an existing table

Microsoft Project 2016 - Level 2

and tweak it to do the specific things you need. Any
table that you create can be included on the menu
system so that it can easily be selected when
required.

Try

Same
File

© 6 6 6060 O ©

This Yourself:

Continue using the
previous file with this
exercise, or open the file
Tables_2.mpp...

Click on the View tab,
then click on Tables in
the Data group and select
More Tables

Click on Resource, then
click on [New] to display
the Table Definition
dialog box

Type &Personal Details
in Name

Click in Field Name on
the first line to display a
drop arrow

Click on the drop arrow,
press i to move to the first
field starting with this
letter, then select ID

Click on Auto-adjust
header row heights so it
appears ticked

Click on Show ‘Add New
Column’ interface so it
appears ticked

This makes it easy to add
new columns to the
table...

Click on [OK] to return to
the More Tables dialog
box, then click on [Close]

Table Definition in ‘Tables_2' =

Name:
Table

Table 1

Cut Row LCopy Row Paste Row Insert Row Drelete Row ‘

Field Name Title

AIignData‘W\dth| Align Title | Header Wrapping | Text Wrapping #

Date format:

I_.ock first column
Dgutn-adjust header row heights
|:|§how ‘Add Mew Column’ interface

Default ~ Row height: | 1 =

You can display your new table in the Table drop down in the Data
group by clicking on Show in menu, as shown here. All custom tables
will appear at the top of the list under Custom.

Help Cancel

Table Definition in 'Tables_2' x

Mame:

&Personal Details Dshuwin menu

Table

Cut Row Copy Row Paste Row Insert Row Delete Row

Field Name Align Data‘W\dth| Title Align Title | Header Wrapping | Text Wrapping #

Left 10 iCenter  Yes Mo

Date format:

Default i Row height: | 1 2

[A Lock first column
[A Auto-adjust header row heights

[lishow ‘Add New Column’ interface

Help Cancel

You can create a new table by copying an existing one and then editing
it as desired. To do this, display the table you wish to copy, then click on
Table and click on Save Fields as a New Table. The newly created table
will be displayed. To edit it, click on Table, click on More Tables, then
click on [Edit] to display the Table Definition dialog box.

For Your Reference...
To create a new table from scratch:

1. Click on the View tab, then click on Tables
in the Data group and select More Tables

2. Click on Task or Resource, then click on
[New]

Handy to Know...

e The ampersand (&) is used in the name so
that if you decide to show the table in the
menu the letter immediately following the
ampersand will appear with an underline.
This allows the table to be selected using the
keyboard.
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ADDING FIELDS USING ADD NEwW COLUMN

You can add fields to a table through the Table widths. However, a more interactive approach to
Definition dialog box. This is handy if you have a adding fields to a table is through the Add New
sound idea of what you want in your table and Column interface that appears when a table is on
also want to alter things such as default column display which adds columns to the end of the table.

e More Tables X
Try ThIS Yourself' Tables: OTgsk @Besource
i i Cost Hew...
Continue using the Earned Value :
g o preViOUS flle W|th th|S Entry - Material Resources il
) L_L a Entry - Work Resources
&L exercise, or open the Export Copy..
o H link
file Tab|eS_3mpp P:’rpsfjrnI:I Details Organizer...
Summary
q . u
Click on the View tab, Work
then click on
Resource Sheet in Zned

Resource Views

h dd New Column ™ v |nems
Click on Tables in the e 1-—| fees o - "
2
3
4
[+
7
3
9

Data group and select Notes
More Tables

1

2 MNumber1

3 Number1Q
4 Mumber1i
) Mumberi2
Click on Personal Numberi3
Details in the list box,
then click on [Apply]

to see this table

6 Mumberid

Mumberis
7 Mumberie
a MNumber1?

Mumberig
9 Mumberig
Mumber2

Click on the drop

arrow for Add New e Tl e = T ——
Column, then press n 1 [ TonyPeters |
to see fields beginning i 2:" '-‘dﬂ'J .
. enda Jacobs
with that letter . oy S
Select Name s Sally Howrard
e 3 Fred Bloggs
Because the Name ; :tce:i: _
. . . an urnrure
field is used in several . setiTime Prin

tables and data has
already been added to

it, |t aISO appears in e - ¥ Name ¥ Email Address ~ | Hyperlink ¥ | Add New Column ™
our new table... ! Tony Peters [ |
2 Bill May
e Repeat steps 4 and 5 3 Glenda Jacobs
and add the following : —
fieldS: [:] Fred Bloggs
Email Address 7 #ee Hire
. 8 Stand Furniture
Hyperlink 9 JustinTime Print
For Your Reference... Handy to Know...
To add fields to a table using Add New Column: e The Adding New Column command inserts
1. Click on the drop arrow for Add New the fields with their properties. You can
Column quickly check or alter these properties, if

needed, by right-clicking on the column
heading and selecting Field Settings. Here
you can alter properties such as the title,
width, and title and data alignment.

2. Scroll to and click on the desired field
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ADDING FIELDS USING INSERT COLUMN

Although adding fields using the Add New you’ve forgotten a field or simply want to insert
Column feature is easy, it does mean that you additional fields between other columns in your
have to enter the columns in the order in which table, you can use the Insert Column command to
you wish them to be displayed in the table. If insert a field to the left of a selected column.
- ~  Name ~ [Type Column Name] Email Address = Hyperiink T | Add New Column ™
. . 1 Tony Peters. %% Work Complete A
Try This Yourself: ) Sty Acoue it
3 Glenda Jacobs Actual Cost
. Continue using the ' :ﬂlr;:mﬂh d bl Overtime Cost
R A 5 R 5 alty Howar Actual Overtime Work
5 Do wopne | e EE
%)) y pent e 7 Ace Hire ACWP
file Tables_4.mpp... g standFumture et Delay
Assignment Owner
. q Assignment Units
o Click on the View tab, Ehir
then click on Tables in e
the Data group and
select More Tables
e Ensure Personal - T  MName ¥  Grou T | Email Address T Hyperlink ¥ Add New Column ™
. 3 1 Tony Peters Staff I
Details is selected, 2 Silltay Stait
then click on [App|y] 3 Glenda Jacobs Staff
4 Mary Smith Staff
Let’s insert two columns 5 sally Howard Staff
betWeen Name and j ::::i:lggs itclal':tfradur
Email Address... 3 Stand Funiture Hire Equipment
a a . 9 JustinTime Print Printing
o Right-click on the Email
Address column
heading to display the e
shortcut menu, then
select Insert Column
to |nsert a hew Column - ¥  Name ¥  Group ¥ | Standard Rate ¥ | Email Address ¥ Hyperlink -
1 Tony Peters Staff |534.00fnr I
The neW Column W|” 2 Bill May Staff S£34.00/hr
. 3 Glenda Jacobs Staff £35.00/hr
aIWayS be Inserted to 4 Mary Smith Staff 554.00¢hr
the left of the selected 5 Salty Howard Staff S25.00/hr
COIUmn.. i [ Fred Bloggs Staff 524.00/hr
T Ace Hire Contractor 50.00¢hr
0 Type g1 then Select 8 Stand Furniture Hire Equipment 50.00/hr
. . 9 JustinTime Print Printing S0.00/hr
Group to insert this
column e
e Repeat steps 3 and 4 to
insert Standard Rate to
the left of Email
Address
For Your Reference... Handy to Know...
To add afield to a table: e Toinsert a field using the ribbon, click on the
1. Right-click on the heading of the column to header of the column that is to the right of
the right of where you want to insert the new where you wish to insert the new column,
field click on Resource Sheet Tools: Format tab,
3. @ik o rsert Cali then click on Insert Column in the Columns

group. Type the first letter of the field and

3. Type the first character of the field name, e el e cesied Feld.

then click on the desired field
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ADDING SIMPLE CUSTOM FIELDS

As well as standard built-in fields, Project
provides several different types of custom fields
that you can include in your project. Here we will
insert two commonly used types. Firstly, we’ll add

two text fields which can store up to 255
characters of custom text information. We’'ll also
add a flag field which will let us mark specific tasks
by adding either Yes or No to the task information.

I- ¥  Name ¥  Group ™  Standard Rate ¥  Email Address ¥ | Text! ¥ | Hyperlink
. 1 Tony Peters. Staff £34.00/hr
Try This Yourself: 2 Bil ey et 3400
3 Glenda Jacobs Staff $38.00/hr
. . 4 Mary Smith Staff $54.00/hr
) Contlnue USIng the 5 Sally Howard Staff $25.00/hr
£ © previous file with this 3 Fred Bloggs Staff 524.00/r
I Lt a 2 7 Ace Hire Contractor $0.00/hr
(7] Exercise, or open the file 8 Stand Furniture Hire Equipment S0.00/hr
Tables 5mpp ) JustinTime Print Frinting 50.00/r

In the Personal Details
table in the Resource
Sheet, right-click on the
Hyperlink column
header and select Insert
Column

Type t and select Textl
to insert this custom
column

Repeat steps 1 and 2 to
insert Flag1 then Text2
to the left of the
Hyperlink column, as
shown

Notice that No has been
inserted into the Flagl
field as the default
value. This means that
when you wish to flag
one of the tasks for
further action or
identification of some
sort, you can simply
select Yes in that task

Standard Rate
$34.00/r

™ Email Address

¥ Textl ¥ Flag2 v  Text2 ¥ Hyperlink -

$34.00/r
$36.00/r
$54.00/r
$25.00/r
$24.00/r
20.00/hr
20.00/hr
20.00/hr

No
No
No
No
No
No
No
No

For Your Reference...
To add custom fields:

1. Right-click on the heading of the column to
the right of where you want to insert the new
field

2. Click on Insert Column

3. Type the first character of the custom field
name, then select the desired field

Handy to Know...

e The Text and Flag fields are special custom
fields that can be used for whatever
purposes you like. Text fields store custom
text (alphanumeric) about tasks, resources or
assignments, while the flag fields have only
two possible values — Yes or No. Project
provides 30 text fields and 20 flag fields.
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FORMATTING TABLE FIELDS

As well as specifying which fields (columns) you
want to see in your table, you can also specify
how you want those fields presented. For
example, you can specify the default width for
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the field, its alignment (left, right, centre), and its
title. The title is particularly important for the Text
and Flag custom fields to provide more meaningful
headings for these fields.

Try This Yourself:

© o o =
File

Continue using the
previous file with this
exercise, or open the file
Tables_6.mpp...

Click on the View tab,
then click on Tables in
the Data group and
select More Tables

Ensure that Personal
Details is selected, then
click on [Edit] to display
the Table Definition
dialog box

Click on the Title cell for
the Name field, then
type Resource and
press Enter]

Adjust the data
alignment, width, title,
title alignment and text
wrapping for the other
fields, as shown

Ensure that Lock first
column, Auto-adjust
header... and Show
“Add New... are ticked

Click on [OK] to return
to the More Tables
dialog box

Ensure that Personal
Details is selected, then
click on [Apply]

Table Definition in ‘Tables_&'

Name: | &Personal Details

x

[] show in menu

Table

‘ Cut Row Copy Row Paste Row Insert Row Delete Row

| Field Mame Align Data| Width Title Align Title |Header Wrapping | Text Wrapping *
(D Left o1 Center  iYes No

EName ELEft 20iResource Left E‘r’es Mo

| Groun Left 20 Left Yes No

Standard Rate Left 20 Left iYes Ho

EEmail Address Left 20 Left iYes No

Textl Left 20 Left iYes Mo

[Flag2 Left 20 Left iYes Ho v
Date format: | Default v Row height: | 1 =

I:‘I__Uckfirst column

Dguto-adjust header row heights

ghow ‘Add New Column' interface

Table Definition in ‘Tables_&' x
Name: | &Personal Details [ show in menu
Table

‘ Cut Row Copy Row Paste Row Insert Row Delete Row

| Field Mame Align Data|Width| Title Align Title | Header Wrapping | _Text Wrapping ~
EGmup ELEft ZDECategory ELEft E‘r’es Yes

i Standard Rate {Right 20:Hourly Rate {Right i¥es Mo

tEmail Address {Left i 20!Email Address {Left iYes Yes

Textl Left i 20iPhone Mo, Left iYes Mo

EFIagZ ECenter ZD§U5E Again? ECenter E‘r’es Mo

|Text2 iLeft 20;Comments iLeft i¥es Yes ~
EHyperlmk ERight ZDESpEc\aI Information ELEft E‘r’es Mo w
Date format: | Default - Row height: | 1 =

|:|I__ock first column
Dauto-adjust header row heights
ghnw ‘Add New Column' interface

Help

cancel

For Your Reference...
To format table fields:
1. Click on the View tab, then click on Tables
in the Data group and select More Tables
2. Click on the desired table, then click on
[Edit]
3. Change the width, alignment, title etc.
values as appropriate

Handy to Know...

e Flag fields are Yes/No fields. It is a good
idea to end the title of a flag field with a
question mark so that it appears to pose a
question that the user can answer with either
a yes or a no.
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CREATING A SIMPLE LOOKUP TABLE

As well as creating simple free-format custom can they help to speed up data entry, especially if
fields, you can also create custom fields that the values are lengthy, but they will also ensure
contain lookup tables of allowable values. Lookup that the data that is being entered is accurate.

tables are useful for several reasons. Not only

0 Custom Fields *

Try This Yourself: il
) ) (O Task (®) Resource Project Type: Text ~
Continue using the : |
(b} g 5 g . Field ~
£ @ previous file with this Text1
& L exercise, or open the file Text2
Text3
Tables_7.mpp... rots
q . Texts
0 Click on the Project tab, Texts
then click on Custom Ted? v
Fields in the Properties Rename... Delete Add Field to Enterprise... Import Field...

group to display the
Custom Fields dialog box

Custom attributes

®None O Lookup... @ ) Formula...

e Ensure that RESOU rce iS Calculation for task and group summary rows
selected, click on Text3,
then click on [Rename] to e Rename Field X
open the Rename Field New name for Todt3:
dialog box Texta
e Type State, then click on ok || Conce
[OK] to rename this
custom field :
e Edit Lookup Table for State *
o Click on [Lookup] to B Lookup table
display the Edit Lookup
Table dialog box & Y E
q q R .
e Type the following in Value ?w|wc el Description :
vic L
NSW Qld
Qld ~
e Click on [Close], then click — hioic
on [OK] ]
Now let’s insert this field...
Resource ¥  Category - Hourly Rate ¥ Email Address ¥  Phone No. ¥ State
. . . 1 Tony Peters. Staff $34.00/hr
0 nght_CIICk on Use Agaln.7 2 | BMII:ay Staff $34.00/hr
and Se|ect Insert Co]umn1 3 Glenda Jacobs. Staff $36.00/hr
4 Mary Smith Staff §54.00/hr
type t, then select Text3 5 Salytowsrd | Stat szsoum
(State) to Insert the fleld 5 Fred Blogas Staff 524.00/hr
7 Ace Hire Contractor $0.00/hr
The drop arrow in th|S fleld ) Stand Furniture Hire Equipment 50.00/hr
. 9 JustinTime Print Printing $0.00/hr
shows that it has a lookup

table e

For Your Reference... Handy to Know...
To create a custom field with a lookup table: e As well as creating a lookup table for a
1. Click on the Project tab, then click on custom text field, you can use the same
Custom Fields in the Properties group process to create a lookup table for other

% Gl £ R e el types of gustom fields such as co’st, data and
] ) number fields. However, you can’t use the
3. Click on [Lookup], then enter the desired same process for creating a lookup table for
values an outline code custom field.
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USING A CUSTOM TABLE

A custom table that you create in Project been created by Microsoft. To display a custom
behaves and operates exactly like one of the table, you must use the More Tables dialog box.
, built-i . This i u uilt- u i i u
standard, built-in tables. This is because the built Once a custom table is on display you can enter or
in tables are actually custom tables that have change values in the table.
e Resource ¥ | Category - Hourly Rate ™ = Email Address. ¥  Phone No. -
Try ThIS YOU rself .Tuny Peters Staff 534.00/hr |tpeters@xyz.com.zz
Bill May Staff 534.00/r
3 3 Glenda Jacobs Staff 535.00/hr
® Contlmue FJSIHgI the_ Mary Smith Staff S24.00/hr
£ © previous file with this Sally Howard Staff $25.00/hr
(‘DU o exercise, or open the Fred Bloggs Staff 524.00/hr
1 Ace Hire Contracter 20.00/hr
file Tables_8.mpp...
- Stand Furniture Hire Equipment 20.00/hr
o Ensure that the JustinTime Print Printing 20.00/hr
Personal Details
table IS on dlSpIay Resource ¥  Category - Hourly Rate ™ Email Address ¥ Phone No. -
(use the More Tony Peters Staff $34.00/hr |tpeters@xyz.comzz |61 3 9666 7744
Tables dialog box to Bill May Staff $34.00/hr | bmay@xyz.com.zz 61 3 9866 7745
d|$p|ay |t |f |t iS not) Glenda Jacobs Staff $35.00/hr gjacobs@xyz.comzz |61 3 9556 7742
Mary Smith Staff £54.00/hr | msmith@xyz.com.zz 61 3 9666 7733
e Click in Email Sally Howard Staff 525.00/hr | showard@xyz.com.zz |61 3 9666 7322
Address for Tony Fred Bloggs Staff £24.00/hr | fbloggs@xyz.com.zz |61 3 9865 7723
Peters, type Ace Hire . C.Untract.ur S0.00/hr sales@.ace.cum.zz G765 4453
Stand Furniture Hire Equipment S0.00/hr | furn@hire.com.zz 5584 3221
tpEters@XyZ'com'Zz JustinTime Print Printing S0.00hr |info@jtp.com.zz 0454 3444
and pl’eSS JTab Email Address ¥ Phone No. ¥  State - Use Again? -
tpeters@xyz.com.zz §1 359565 Tr44 Wic es
e Type 61 3 9666 7744 e bmay@xyz.com.zz 61 3 9666 7745 Vic Yes
and pI’ESS Tabl gjacobs@xyz.com.zz |61 3 9665 7742 Vie es
. msmith@xyz.com.zz 61 3 9666 7733 Vic es
o CIICk on the drop showard@x=yz.com.zz |§1 3 9566 7322 Wic Yes
arrow for State and fologos@xyz.comzz 613 9566 7723 Vie Yes
select Vic sales@ace.com.zz 9765 4453 = No
furn@hire.com.zz 0584 321 Qid Yes
o Complete the info@jtp.com.zz 9454 3444 Qi Yes
remaining details as
shown The tiny squares appear next to the names because we've typed an email address for
Click in the the resources. This square indicates that a contact card can be linked to your email
Comments field for software.
Ace Hire
q ) e Email Address T  Phone No. ¥ Slate - Use Again? T _Comments h
o Type the fOHOWIng' msmith@xyz.com.zz 61 3 9666 7733 Wic es
ThIS Company iS too showard@xyz.com.zz |61 3 9665 7322 Wic es
ex ensive Their fologgs@xyz.com.zz 613 9666 7723 Wic Yes
p . q sales@ace. com.zz G755 4453 NSW No This company is too
Tange Of eqUIPment IS expengive. Their range
also quite limited. of equipment is also
quite limited.
o Press to furn@hire.com.zz 9534 3221 ald Yes
Complete the entry info@jtp.com.zz 9454 3444 Qi Yes
For Your Reference... Handy to Know...
To populate a custom table with data: e Custom Text fields, such as the Comments
1. Display the custom table on the screen field, can be a little tricky to use when you
2. Enter the data into the fields as you would a L3 @AEATEE SEI (178 1em. 7o 2eitine

data in the field, click on the field once, then

built-in table ! L .
again to place it into edit mode.
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Hyperlinks are normally associated with the
internet and web pages. Hyperlinks in these
situations are used to move from one site to
another. Hyperlinks in Project can be used to do
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the same — go to websites. However, they can also
be linked to a number of other things, such as
spreadsheets and even Word documents.

e State - Use Again? *  Comments  Special -
Try This Yourself: Vie Yes
Vic Yes
Continue using the Ve e _ _
) g 2 c g NSW No This company is too
£ © previous file with this expensive. Thelr range
& L exercise, or open the file of equipment is also
Tables 9 m quite limited.
=" pp Qid s Custom - Contract. docx
Ensure that the o e

Personal Details table
appears on the screen

Click in the Special
Information cell for
Stand Furniture

Clipboard 1

Type Custom —
Contract.docx and

pl"ess Enterl

Notice that the text
appears underlined
because itis a
hyperlink...

Point to the underlined
hyperlink text and click
once to open the

document in Microsoft

Page1of 1 46words

02

Custom - Co... &2
View ACROBAT Q Tellme
14 A a Aa- B -2 -5 =2 A T || ampcade] AaBbooDe AaBDbC |- £
wex, X A-W-A- ZE== 12- Bt TNormal | TNoSpac.. Heading1 - Editing
Font 7 Paragraph ] Styles [ ~
Contract Agreement|
Between
XYZ Manufacturing Company ("Company")
and
Stand Furniture ("Contractor")
You could type anything in here that relates to the contract between these two parties.
This is a neat way of tying in your project data and ancillary documents that are
relevant to the project.
B o - 1 + 100%

Word

You may receive a
warning at this stage
suggesting a security
concern — click on [Yes]
if so...

Click on the close button
to close Microsoft Word

For Your Reference...
To use a hyperlink field:

1. Type alink (e.g. web address, email
address, file name) into a hyperlink cell

2. Click on the hyperlink

Handy to Know...

e A great use for hyperlinks is for displaying
websites. For example, you could have a link
to the website of an equipment hire company
that you use as a resource. You could then
click on the link to go straight to that

company’s website.
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CONTROLLING PROJECT DATA

: ; INFOcus

A lot of time and effort goes into entering task and resource data
into a project.

Project features a number of useful tools for controlling how and
what is displayed with regard to that data. You can highlight key
aspects of the data, filter out unwanted data, and group your data
into logical categories and groupings.

In this session you will:

v/ gain an understanding of the highlighting, filtering and
grouping operations

learn how to apply a basic highlight filter

learn how to highlight a date range

learn how to create a task range highlight

learn how to highlight tasks that use specific resources
learn how to access more highlight filters

learn how to apply a standard filter

learn how to create a custom filter

learn how to use a custom filter

learn how to edit an existing filter

learn how to delete an unwanted filter from a project
learn how to apply grouping to tasks

learn how to display and apply autofiltering in a project.

NN N N N N N O N NN

© Watsonia Publishing

Page 75 Chapter 8 - Controlling Project Data



Microsoft Project 2016 - Level 2

UNDERSTANDING THE DATA TOOLS

Project features three special tools that allow you can filter the tasks and resources so that only the
to control the way that your data is presented. data you want appears in a report or on the screen.
You can highlight key data so that specific Finally, you can organise tasks and resources into
aspects of your tasks or resources stand out. You specific groupings.

Highlighting Tasks and Resources

Project contains highlight filters which allow you to highlight specific tasks or resources. The
highlighting is based on filters — filters require you to specify an example or other criteria. If tasks or
resources match that criteria they will be highlighted and thus stand out from the rest of the tasks and
resources.

In the highlight filter below, Project has been asked to highlight all tasks that still have remaining costs.
Two tasks (1 and 3) are highlighted but there are actually more tasks further down out of view.

Task Name - Elzfil - FEIKEd Clost - Eit;:l ~ Baseline « Variance ~ Actual ~ Remainit+
1 |4 planning $0.00 Prorated $29,078.85 529,078.85 $0.00 $26,578.85 $2,500.00
2 Create architectur 50.00 Prorated $21,375.00 521,375.00 50,00 $21,375.00 50.00
3 Submit plans for a 50.00 Prorated 56,100.00  $6,100.00 30.00 $3,600.00 $2,500.00
4 Order materials 50.00 Prorated 51,603.85 $1,603.85 50.00 $1,603.85 50.00
5 Planning Complet: 50.00 Prorated 50.00 50.00 50.00 50.00 50.00
6 |4 site works $0.00|Prorated |~ |$60,530.60 $60,530.60 $0.00 $60,530.60  $0.00
7 Erect fencing 515,900.00 Prorated 515,900.00 515,900.00 50.00 $15,900.00 $0.00
8 Erect site building $0.00 Prorated $6,992.31 $6,392.31 $0.00 $6,992.31 $0.00

Filtering Tasks and Resources

A filter works exactly the same way as a highlight filter, except that it hides data that doesn’t match the
filter criteria. The two operations, highlight filters and filters, are so close in operation that they actually
appear on the same menu structure and share criteria selection techniques.

In the filter below the same criteria to the highlight filter shown above is used, i.e. Project is asked to
show tasks that have remaining costs. Note that tasks 1 and 3 are displayed together with a group of
others. Any task that does not have remaining costs is hidden from view.

Fixed Fixed Cost Total

Task Name ¥ | Cost - ¥ | Cost ~ Baseline « Variance ~ Actual ~ Remainit+
1 |4 Planning s0.00[prorated |~ [$29,078.85 $29,078.85 $0.00 $26,578.85 $2,500.00
3 Submit plans fora 50.00 Prorated 56,100.00  $6,100.00 50,00 $3,600.00 $2,500.00
21 |4 Fit Out 0.00 Prorated 251,065.25 ,251,065.25 $0.00 $0.00 251,065.25
22 Fitall windows an $0.00 Prorated $12,405.00 $12,405.00 $0.00 $0.00 $12,405.00
23 Install electrical cz 50.00 Prorated $3,588.00 $3,588.00 50.00 50,00 $3,588.00
24 Install electrical 50.00 Prorated 54,851.00 $4,851.00 50.00 50,00 $4,851.00

fittings and

25 Install all plumbin, $0.00 Prorated $5,722.50  55,722.50 50.00 $0.00 85,722.50

Grouping Tasks and Resources

Grouping allows you to show tasks and resources that match specific criteria grouped together. For
example, you can see all of the incomplete tasks in one group and the complete tasks in another.

Task Name ~ | Act. Start » Act.Finish « zoc:nu - E::ni;o ~ Act. Dur. » EET -

|4 % Complete: 0% | NA NA 0% Odays 42 days

20 Building Construction NA NA 0% 0% 0 days 0 days
Completed

22 Fit all windows and doors WA NA 0% 0% 0wks 2wks

23 Install electrical cabling NA NA 0% 0% 0 wks 1wk

24 Install electrical fittings NA NA 0% 0% 0 wks 2 wks
and fixtures

25 Install all plumbing NA NA 0% 0% 0 wks 2 wks

26 Install plumbing fittings NA NA 0% 0% 0 wks 1wk

and fixtures
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BASIC DATA HIGHLIGHTING

Highlight filters are created using commands on a project. Applying a highlight filter using one of
the View tab. Highlight filters contain a number these predefined filters is as simple as clicking on
of predefined filters for performing some of the the relevant filter from the menu.

more common types of highlighting you’d need in

. Task Resource Report Project View ACROBAT Format
Try ThIS Yourself _-—- ’E- M = ﬁResourceUsage < ?l Sort~ | [Mo Highlight] Timescale: Q
.| - - = - B ine~ iit- MIE
Before Starting thls . E feam EZ:Z:;::EH ;:;:::E [::I:i;:light] EC;
c . Chart~ Usage~ =37  Planner~ v v B
8_% exercise you MUST Task Views Resource Views Da Active Tasks Zoom
O L open the file Project . Completed Tasks
Data 1mpp 0 Mode « Task Mame ~ Duration « Start  Critical T F
1 |\/ |'-) 4 Planning 43 days Mon  DateRange..
o Click on the View tab, 2 vV = Create 3 wks Mon | 'L"CtC"T‘P':tET‘“kE
. h-t ct I ate |asks
then C!fICk|_0|_n :i]hle iro.p ;::nlse ura Milestones
rrow 1or Hi [ n y Tasks
arro 0 9 9 I ERNEV AL Submit plans for 1 mon Mon | Summary Task
the Data group to see a approval Task Range...
R Tasks With Esti 1D ions
menu of optlons 4 | =g COrder materials 8 days Mon | U:ing Relzcurctl:latec uration
- - -
Select Completed _ v = ELan::'lgfed 0 days Wed| £ Clear Highlight
Tasks to see tasks % 6 |v |m 4 site Works 27days  Thua  New Highiight Fier..
mark_ed as gompleted E T v Erect fencing 3 days Thug 7o More Highlight Filters...
highlighted in yellow Z 8|V |m Erect site building 4 days Tue 9/07/19
] ] Yoo\ m cl d level siti 3 wk Mon 15/07/19
On the View tab, click - E b on 15/07/
on the drop arrow for o
Highlight and select
Incomplete Tasks to
: : Tt 3 Feb 20
hlghllght taSkS that haVe 0 Maode ~ Task Name ~ Dwuration « Start - S M| T W | T F
not been Completed 1 |« (= 4 Planning 43 days Mon 6/05/19
o Repeat the above steps v = Creste o | [Moneiwi®
tq view the following s
hlgh“ghts: RNV Submit plans for 1 mon Mon 27/05/19
. approval
AC.tI.Ve Tasks 4 | Order materials 8 days Mon 24/06/19
Cltltlcal 5 W mm Planning 0 days wed 3/07/19
Milestones = Completed
Summary Tasks £ 5 v m 4 site Works 27days  Thu4/07/19
On the Vi b click E T W s Erect fencing 3 days Thu 4/07/19
e n the View tab, clic E g v mm Erect site building 4 days Tue 9/07/19
OI’.'I the drop arrow for 9 | = Clear and level siti 3 wks Mon 15/07/19
ngh“g ht 'and select 10 | (=g Prepare drainage 1wk Maon 5/08/19
[NO ngh“ght] to infrastructure
remove all h|gh||ght|ng n | = Prepare cabling 1wk Maon 5/08/19
infrastructure
12 | . Site Works 0 days Fri 9/08/19
Completed
For Your Reference... Handy to Know...
To apply a highlight filter: e If you have a number of tasks, you may need
1. Click on the View tab, then click on the drop to scroll down the screen to see the ones
arrow for Highlight in the Data group that have been highlighted. Some highlights

2. Select the desired highlight filter e el MEVE e DEELiE:
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HIGHLIGHTING DATE RANGES

Some of the highlight filters appear with an indicates that more information will be required
ellipsis (...) after their name. This shows that before the filter can be put into action. There are
these filters are more than just a basic date filters, for example, where you are required to

click-and-display style of filter. The ellipsis specify beginning and end dates — a date range.

e Date Range x
Try ThIS Yourself' Show tasks that start or finish after:
I v
Continue using the Cancel
£ o previous file with this
& L exercise, or open the file
Project Data_1.mpp... e Date Range X
. . And before:
0 Click on the View tab, [i v
then click on Other cancel
Views in the Task
VIeWS grOUp and SEIeCt Task Bazeline Start Finish
Task Sheet Mode - | Task Name ~ Start - Finish + | Baseline Start = | Finich - Var - | Var, -
. . 1 | =3 |~ |4 Planni Vion 6/05/19 Ned 3/07/19 Mon 6/05/19 Wed 3/07/19 0 days 0days
e On the View tab, click 2 [mg Create archite Mon 6/05/19 Fri24/05/19 Mon 6/05/19  Fri24/05/19  Odays  Odays
on the drOp arrow for 3 |mg Submit plans f lon 27/05/19 Fri 21/06/19 Mon 27/05/19  Fri 21/06/19 0 days 0 days
ngh“ght in the Data 4 |mg Order materia lon 24/06/19 Ned 3/07/19 Mon 24/06/19 Wed 3/07/19 0 days 0 days
r nd | t Dat 5 |my Planning Com; Med 3/07/19 Ned 3/07/19 Wed 3/07/13 Wwed 3/07/19 0 days 0 days
g OUp el S_e 2 el 6 |mg 4 Site Waorks Thu 4/07/19  Fri9/08/19 Thu 4/07/19 Fri 9/08/19 0 days 0 days
Range to dISpIay the i | Erectfencing  Thu 4/07/19 Mon 8/07/19  Thu 4/07/13 Mon 8/07/19 0days 0 days
first date box 8 |y Erectsite builc Tue 9/07/19 Fri12/07/13 Tues/07/13 Fril12/07/13  Odasys  Odays
i 9 |mg Clear and leve lon 15/07/19  Fri 2/08/19 Mon 15/07/19 Fri 2/08/19 0 days 0 days
e Type 1/8/ 19, then click 10 |mg Prepare drain: Mon 5/08/19  Fri9/08/19 Mon 5/08/19  Fri 9/08/19 0 days 0 days
on [OK] to see the , . .
sec[ond]date a You may find the results here a little confusing, but the key to
understanding what appears is in the prompts for the dates. In the first
i box you are asked for a date when tasks start “or” finish after. In the
Type 1/9/19, then click ! [ :
on [OK] to highlight example above tasks 6 and 9 start in July which doesn’t qualify, but they
tasks that start or finish finish after August 1 and before 1/9/16 — so they qualify because they
finish within the date range.
after 1/8/19 and before
1/9/19
For Your Reference... Handy to Know...
To apply a date range to a highlight filter: e The dates in the date range work only on the
1. Click on the View tab, then click on the drop Start and Finish dates, not the Baseline
arrow for Highlight in the Data group and dates.

select Date Range

e Dates are not inclusive.

2. Type a date in the first box, click on [OK],
type a date in the second box, then click on

[OK]

© Watsonia Publishing

Page 78 Chapter 8 - Controlling Project Data



Microsoft Project 2016 - Level 2

HIGHLIGHTING A RANGE OF TASKS

There are many different ways of highlighting the Task Range filter. This filter will highlight tasks
tasks (and resources) in a project. If you need to within a range of ID numbers.

highlight a group of tasks, perhaps for a specific

sub-project within the main project, you can use

a Task Range X
Try ThIS Yourself' Show tasks between ID:
Continue using the And ID: Cancel
£ o previous file with this
& L exercise, or open the file
Project Data_1.mpp... e Task Range %
0 C“Ck on the V|eW tab, Show tasks between ID:
. 13
then click on the drop o mm—
arrow for Highlight in 20
the Data group and
select Task Range to
g Task Baseline Start Finish
display the Task Range Mode = Task Name - Stet v Finsh - BaselineStart+ Finich - Van v Van v
settings dia|og box 10 Prepare draine Mon 5/08/19  Fri9/08/13 Mon 5/08/13  Fri9/08/19 0 days 0 days
n Prepare cablin Mon 5/08/19  Fri9/08/13 Mon 5/08/19 Fri9/08/19 0 days 0days
e Type 13 in the top box, 12 Site Works Cor Fri9/08/19 Frig/08/19  Frig/08/19  Fri9/08/19  Odays  Odays
then click in the second 13 4 Building Construw lon 12/08/19 Fri 28/02/20 Mon 12/08/19 Tue 25/02/20 0 days 3 days

Pour foundatic lon 12/08/19 Thu 15/08/19 Mon 12/08/19 Thu 15/08/19 0 days 0days
Erect steelwor Tue 20/08/19 lon 11/11/19 Tue 20/08/19 Mon 11/11/19 0 days 0days
Erect wall Tue 12/11/19 fue 21/01/20 Tue 12/11/19 Tue 21/01/20 0 days 0days
Install roofing lon 27/01/20 Fri 7/02/20 Wed 22/01/20  Tue 4/02/20 3 days 3 days

box and type 20
Click on [OK] to

hlgh“ght taSkS_ 13 18 Install roof ret lon 10/02/20 Fri 14/02/20 Wed 5/02/20 Tue 11/02/20 3 days 3 days
through to 20 in the 19 Erectseating t lon 10/02/20 Fri28/02/20 Wed5/02/20 Tue25/02/20  3days  3days
prOject 20 Building Const Fri 28/02/20 Fri 28/02/20 Tue 25/02/20 Tue 25/02/20 3 days 3days

4 Fit Out vion 2/03/20 red 15/04/20 Wed 26/02/20  Fri 10f/04/20 3 days 3 days
Fitall window Mon 2/03/20 Fri13/03/20 Wed 26/02/20 Tue 10/03/20 3 days 3 days

=
FOFOF OF D RN IF. OF OF OV BN OF OF |

For Your Reference... Handy to Know...
To highlight a range of tasks: e Each new highlight will clear the previous
1. Click on the View tab, then click on the drop one. You cannot therefore create compound
arrow for H|gh||ght and select Task Range hlghllghts where each builds on the previous.

2. Type atask ID number in the top cell and
another in the second

3. Click on [OK]
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HIGHLIGHTING TASKS WITH SPECIFIC RESOURCES

If you’re working with both resources and tasks in
your project, you may find the Using Resource
filter useful. This filter allows you to highlight
tasks that use a specific resource. For example,

you can use this filter to highlight all of the tasks
that require the hire of a compressor, or that use a
plumber, and the like.

Try This Yourself:

Click on the View tab,
then click on the drop
arrow for Highlight in
the Data group and
select Using Resource
to display the Using
Resource settings

e Using Resource

Show tasks using:

bes

Continue using the Architect Cancel
£ @ previous file with this Butdine cimk
& & exercise, or open the file Supervisor
g 1gger
Project Data_1.mpp... Boilermaker
Welder
Carpenter

Fainter

Labourer

Driver

Mo Barrier Fencing
Rock Solid Concrete
Listen Ear Audio
In Focus Video
Pure Grass Turf
Building Inspector
High Jib Crane
Grader

dialog bOX Air Compressor
i Utility
Click on the drop arrow Astro Turf
Faint

to view a list of
resources available to
the project

Select Draftsperson,
then click on [OK] to

Building Permit
End of Project Party
Flumber

Electrician

On The Hammer
Diesel Fuel
Unleaded Petrol

hlghllght a" Of the taSkS Task Baseline Start Finish

that requ|re a Mode ~ | Task Name ~ Start ~ Finish ~ Baseline Start v Finish -  Var. ~  Var. -
1 = |4 Pl

Draftsperson resource AN P Vion 6/05/19 Ned 3/07/19  Mon 6/05/19 wed 3/07/19 0 days 0days
2 |my Create archite Mon 6/05/19 Fri 24/05/19 Mon 6/05/19  Fri 24/05/19 0days 0days
3wy Submit plans f lon 27/05/19 Fri 21/06/19 Mon 27/05/13  Fri 21/06/19 0 days 0 days
4 |my Order materia lon 24/06/19 Ned 3/07/19 Mon 24/06/19 Wed 3/07/19 0days 0days
5 |mm Planning Com Ned 3/07/19 Ned 3/07/19 Wed 3/07/19 Wed 3/07/19 0 days 0 days
6 |my 4 Site Works Thu 4/07/19 Friofo8f19  Thu 4/07/12 Fri 9f08/19 0days 0days
7wy Erect fencing  Thu 4/07/19 Mon 8/07/19  Thu 4/07/13 Mon 8/07/19 0days 0days
8 |mg Erect site builc Tue 9/07/19 Fri12/07/19  Tue 9/07/19  Fri 12/07/19 0 days 0days

For Your Reference... Handy to Know...
To highlight specific resources used in tasks: o If the Show tasks using box in the Using

1. Click on the View tab, then click on the drop Resource dialog box is left empty, tasks that
arrow for Highlight and select Using do not require any resources are highlighted.
Resource

2. Click on the resource drop arrow and select
the desired resource, then click on [OK]
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MORE HIGHLIGHT FILTERS

There are more filters available in Project than dialog box. It can be worth exploring the options in
are initially visible on the menus. All of the filters, this dialog box to get a good idea of what you can
even those presented on the menus, can be do with the filters.

viewed and accessed from the More Filters

0 Maore Filters X

Filters: @Tgsk Oﬁesource

Try This Yourself:

Tasks With A Task Calendar Assigned ~ Mew...
i i Tasks With Attachments =
o Con‘ilnue FISIng_ the ) Tasks With Deadlines Edit
T previous file with this Tasks with Duration < 8h S
g Tasks With Estimated Durations
@ exercise, or open the Tasks With Fixed Dates Copy..
s ; : Tasks Without Dates
((',)5 f|le PrOJeCt Tasks/Assignments With Overtime COrganizer...
Top Level Tasks
Data_l'mpp"' Unstarted Tasks Help
Upcoming Milestones =
g . Using Resource In Date Range...
Click on the View tab,
Work Overbudget hd

then click on the drop

arrow for Highlight in wightight | [ _Apply | | cancel
the Data group and - =

select More Highlight

Filters to display the e Should Start By »
More Filters dialog box
e Spend a few moments [ V] e
scrolling through the list
of filters in the More
FI|terS dla|Og bOX Task Y . mon g Baseline Start Finish
Mode « ask Name w Start w Finis - aseline Start »  Finish - Var. - Var. -
e Click on Should Start 19 =g Erect seating t lon 10/02/20 Fri 28/02/20 Wed 5/02/20 Tue25/02/20  3days  3days
By then CliCk on 20 (mg Building Const Fri 28/02/20 Fri 28/02/20 Tue 25/02/20 Tue 25/02/20 3 days 3 days
iy . - 21 gy 4 Fit Out Mon 2/03/20 led 15/04/20 Wed 26/02/20  Fri 10/04/20 3 days 3 days
[ngh“ght] to dISpIay = 22 |my Fitall window Mon 2/03/20 Fri 13/03/20 Wed 26/02/20 Tue 10/03/20 3 days 3 days
date InpUt bOX El Install electric Mon 2/03/20  Fri 6/03/20 Wed 26/02/20 Tue 3/03/20 3 days 3 days
CI % th b t 24wy Install electric Mon 9/03/20 Fri 20/03/20 'Wed 4/03/20 Tue 17/03/20 3 days 3 days
o ICK IN € OX{ ype 25 |my Install all plurr Mon 2/03/20 Fri 13/03/20 Wed 26/02/20 Tue 10/03/20 3 days 3 days
10/3/20, then click on 2% |mm Install plumbii lon 16/03/20 Fri 20/03/20 Wed 11/03/20 Tue 17/03/20 3 days 3 days
[OK] 27 |my Lay astro turf Mon 2/03/20 Fri 6/03/20 wed 26/02/20 Tue 3/03/20 3 days 3 days
. . 28 (mgy Erect handrails Mon 2/03/20 Fri 13/03/20 Wed 26/02/20 Tue 10/03/20 3 days 3 days
o On the View tab, click 29 |mgy Paint rooms, fiThu 12/03/20 Ned 8/04/20 Mon 9/03/20  Fri3/04/20  3days  3days
on the drop arrow for 30 = Install PA syste Sat7/03/20 Sun8/03/20 Sat7/03/20 Sungf03/20  Odays  Odays
nghllght then select 31 |mmy Install video ir Mon 9/03/20 /ed 11/03/20 'Wed 4/03/20 Fri 6/03/20 3 days 3 days
. . 32 |wy Fit out control  Thu 9/04/20 fed 15/04/20 Mon 6/04/20  Fri 10/04/20 3 days 3 days
[No Highlight] to clear
the highlight filter O
For Your Reference... Handy to Know...
To see more filters: e When you access the More Highlight
1. Click on the View tab, then click on the drop Filters dialog k_Jox,_ the fiIt_er that. is_curren_tly_ in
arrow for Highlight in the Data group use appears highlighted in the listing. This is

a great way to see whether any filters are

2. Select More Highlight Filters currently active in the project.
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While highlight filters will colour any tasks that and normal filters work is functionally the same. In
match the filter criteria, the filter operation will fact, both use the same filter settings even though
hide any tasks that do not match the filter criteria. they are presented on their own drop arrow menus.

Other than the results, the way highlight filters

Try This Yourself:

Open
File

Before starting this
exercise you MUST
open the file Project
Data_2.mpp...

Click on the View tab,
then click on the drop

arrow for Filter in the

Data group and select
Incomplete Tasks

Only incomplete tasks
are now displayed...

On the View tab, click
on the drop arrow for
Filter and select
Completed Tasks

Now only completed
tasks are displayed...

Repeat the above steps
and experiment with
other filters in the list

On the View tab, click
on the drop arrow for
Filter and select [No
Filter] to see all of the
tasks again

% Phys. % Rem.
Task Name w | Act. Start w Act.Finish ~ Comj» Comp. v Act.Dur.v Dur -
13 | 4 Building Construction | Mon 12/08/19 NA  99% 0% 134 days 0 days
20 Building Construction NA NA 0% 0% 0 days 0 days
Completed
21 |4 Fit Out NA NA 0% 0% odays 33 days
2 Fit all windows and doors NA NA 0% 0% 0 wks 2wks
23 Install electrical cabling NA NA 0% 0% 0 wks 1wk
24 Install electrical fittings NA NA 0% 0% 0 wks 2 wks
and fixtures
25 Install all plumbing NA NA 0% 0% 0 wks 2 wks
26 Install plumbing fittings NA NA 0% 0% 0 wks 1wk
and fixtures
27 Lay astro turf NA NA 0% 0% 0 wks 1wk
28 Erect handrails and NA NA 0% 0% 0 wks 2 wks
fencing
% Phys. % Rem.
Task Name w | Act. Start v Act.Finish v Comj» Comp. v Act.Dur.~ Dur, -
1 |4 Planning | Mon 6/05/18 Wed 3/07/19  100% 0% 43 days 0 days
2 Create architectural plans  Mon 6/05/19  Fri24/05/19  100% 0% 3 wks 0 wks
3 Submit plans for approval Mon 27/05/19  Fri21/06/19  100% 0% 1mon 0 mons
4 QOrder materials Mon 24/06/19 Wed 3/07/19  100% 0% 8 days 0 days
3 Planning Completed Wed 3/07/19 Wed 3/07/19  100% 0% 0 days 0 days
6 |4 site Works Thu 4/07/19 Fri 9/08/19  100% 0% 27 days 0 days
7 Erect fencing Thu 4/07/19 Mon 8/07/19  100% 0% 3 days 0 days
8 Erect site buildings Tue 9/07/19  Fri12/07/19 100% 0% 4days 0 days
9 Clear and level site Mon 15/07/19 Fri 2/08/19  100% 0% 3wks 0 wks
10 Prepare drainage Mon 5/08/19 Fri9/08/19  100% 0% 1wk 0 wks
infrastructure
1 Prepare cabling Maon 5/08/19 Fri9/08/19  100% 0% 1wk 0 wks
infrastructure
12 Site Works Completed Frigf/08/19  Fri9/08/19  100% 0% 0 days 0 days|

For Your Reference...
To display a filter:

1. Click on the View tab, then click on the drop still remains on the screen, the standard
arrow for Filter in the Data group

2. Select on the desired filter

Handy to Know...
e Unlike highlight filters where all of the data

filters actually hide unmatched data.
Therefore, it is a good idea to use the [No
Filter] option when you are finished so that
all of the data appears again.
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CREATING A CusTOM FILTER

Once you understand how custom filters in one or more specified fields by testing the data in
Project work, you can try creating your own. A the field or fields using a value. The testing that is
filter actually selects a task or resource based done is based on a comparison such as equal to,
upon a criteria rule. The criteria rule acts upon greater than, or less than.
. Filter Definition in 'Project Data_2' X
Try ThIS Yourse”' Mame: | Filter 1 Showin menu
; ) Filter:
) Con‘ilnue FISIng_ the . Cut Row Copy Row Paste Row Insert Row Delete Row ‘
£ @ previous file with this :
((B T eXerCise, or Open the f||e And/Or Field Name Test E Value(s) |"
Project Data_2.mpp...
o Click on the View tab,
then click on the drop
arrow for Filter in the v
Data group and select [ show related summary rows
New Filter to display the i Reon Cancel
Filter Definition dialog

box o

Type Tasks With

Remaining Costs in Filter Definition in 'Project Data_2' X
Name Mame: | Tasks With Remaining Costs Show in menu
o Click just below Field Eiles
Name to dISp|ay a drop ‘ Cut Row Copy Row Paste Row Insert Row Delete Row
arrow, click on the drop | andsor| Field Name Test Value(s) -
0 w

arrow, then scroll to and | {Remaining Cost | s greater than
select Remaining Cost

Click just below Test,
then click on the drop
arrow and select is v

greater than |::|§how:related SUMMary rows

. . Help Apply _Sa\re Cancel
Click in Value(s) and o |
type O You can almost translate these filters into normal language — for

example, the filter created here asks Project to “display all tasks

Click on [Save] where the Remaining Cost field shows a value greater than zero”.

(5
(6]

For Your Reference... Handy to Know...
To create a custom filter: e When choosing a field name from the drop
1. Click on the View tab, then click on the drop arrow list, type its first letter and Project will
arrow for Filter and select New Filter immediately jump to the first field starting

2. Specify a name for the filter then a field, a i et (e,

test, and a value
3. Click on [Save]

© Watsonia Publishing Page 83 Chapter 8 - Controlling Project Data



Microsoft Project 2016 - Level 2

USING A CUSTOM FILTER

When you create a custom filter it will appear in Filters dialog box. If the Show in menu box is
the More Filters dialog box of the project file in ticked in the Filter Definition dialog box when the
which it was created. It can be run from this filter is saved, the custom filter will appear in the
location just like any other filter in the More Filter drop arrow menu on the ribbon.
e More Filters >
Try ThIS Yourse”' Filters: @Tgsk Oﬁesource
. . New...
Active Task:
) Con‘ilnue FISIng_ the . Co:::le::dsl\dilestones Edit...
£ © previous file with this Completed Tasks £
aiT a g Cost Greater Than... -
& L exercise, or open the file Cost Overbudget Copy...
q Created After...
PrOJect Data_3mpp C:;:iacael N Organizer...
Date Range...
. . In Progress Tasks
o Click on the View tab, then Incomplete Tasks Help
a g Late Milestones
click on Tables in the Data Late Tasks
J i v
group and Select COSt to Late/Overbudget Tasks Assigned To...
display the Cost table ighiight -
This will make it possible
tO See If the fllter IS Task Mame - Fclzil - FEixed Cost - Eztatl ~ Baseline « Variance » Actual « Remainit~
Wor klng boo 1 |4 Planning $0.00 Prorated $29,078.85 $29,078.85 40.00 $26,578.85 $2,500.00
. ) 2 Create architectur. $0.00 Prorated 521,375.00 521,375.00 50.00 $21,375.00 50.00
e On the View tab, click on 3 Submit plans for a $0.00 Prorated $6,100.00 $6,100.00 $0.00 $3,600.00 $2,500.00
the drop arrow for 4 Order materials $0.00 Prorated $1,602.85 $1,603.85 $0.00 $1,602.85 $0.00
ngh“ght in the Data 3 Planning Complet: $0.00 Prorated 50.00 $0.00 $0.00 $0.00 $0.00
6 |4 site works $0.00[prorated [|$60,530.60 $60,530.60 $0.00 $60,530.60 $0.00
gr_oup_ and S_eIeCt More 7 Erect fencing $15,900.00 Prorated $15,900.00 $15,900.00 $0.00 $15,900.00 $0.00
Highlight Filters g Erect site building 30.00 Prorated $6,992.31 $6,992.31 50.00 $6,992.31  $0.00
e Click on Tasks With e
Remaining Costs, then
C“Ck on [nghllght] to see Task Mame - Fclzil - Fixed Cost - Eztatl ~ Baseline « Variance » Actual « Remainit~
which tasks still have 1 |A Planning $0.00|Pmrated v|$29,0?s.ss $29,078.85 $0.00 $26,578.85 $2,500.00
remalnlng Costs (a Value ; Submit plans for a :(D).DD PI’GI’a‘tEj $6,100.00 56,100.00 :g.oo 53,622.00 $2,500.00
4 Fit Out .00 Prorated 251,065.25 ,251,065.25 .00 .00 251,065.25
greater than zero) 2 Fitall windows an $0.00 Prorated $12,405.00 $12,405.00 $0.00 $0.00 $12,405.00
Click on the drop arrow for 23 Install electrical ca $0.00 Prorated $3,588.00 $3,588.00 50.00 $0.00 $3,588.00
o . . . 24 Install electrical $0.00 Prorated $4,851.00 3$4,851.00 30.00 $0.00 $4,851.00
Highlight again and select fittings and
More Highlight Filters 25 install all plumbin,___ $0.00 Prorated $5,722.50 $5,722.50 $0.00  $0.00 $5,722.50
o Ensure that Tasks With e
Remaining Costs is
Selected, then C“Ck on Task Name - Fclzil - Fixed Cost - Eztatl w Baseline - Variance » Actual ~ Remainir»
[Apply] to apply a filter 1 |A Planning $0.00|Prorated ~|$29,078.85 $20,078.85 $0.00 $26,578.85 $2,500.00
rather than a hlghllght 2 Create architectur. $0.00 Prorated 521,375.00 521,375.00 50.00 $21,375.00 50.00
3 Submit plans for a $0.00 Prorated $6,100.00 $6,100.00 50.00 $3,600.00 $2,500.00
0 On the VIeW tab CIiCk on 4 Order materials $0.00 Prorated $1,603.85 $1,603.85 $0.00 51,603.85 $0.00
' . 5 Planning Complets $0.00 Prorated 50.00 $0.00 $0.00 $0.00 $0.00
the drop arrow for Fllter & |4 Site Works $0.00 Prorated $60,530.60 $60,530.60 $0.00 $60,530.60 $0.00
and select [No Filter] to 7 Erectfencing  515,900.00 Prorated $15,300.00 $15,300.00 50.00 §15,900.00  $0.00
display all of the tasks e Erectsite building  $0.00 Prorated $6,992.31 $6,992.31 $0.00 $6,992.31  $0.00
again e
For Your Reference... Handy to Know...
To use a custom filter: e There is virtually no operational difference
1. Click on the View tab, then click on the drop between filters and highlight filters. That is
arrow for Highlight in the Data group and why you can access a custom filter from
select More Highlight Filters either menu stream. The [Apply] button

applies the filter, while the [Highlight] button

2. Click on the desired filter, then click on either . o X :
applies a highlight filter operation.

[Apply] or [Highlight]
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EDITING EXISTING FILTERS

The Filter Definition dialog box is not only used how some of the more complex filters are created.
to create new custom filters — it can also be used You can use it to dissect the filters that stop and
to edit existing filters. Indeed, it provides a useful prompt for information before they are run.

source of information for you allowing you to see

a Muore Filters X
Try ThIS Yourself' Filters: ®) Task () Resource
. . New...
Continue using the Active Tasks
) . . 7 . Completed Milestones Edit...
£ o previous file with this Completed Tasks
c T . o Cost Greater Than... -
$ L exercise, or open the file Cost Overbudget Copy...
. Created After...
Project Data_3.mpp... critical T
Date Range...
. . In Progress Tasks
o Click on the View tab, Incomplete Tass Help
. ate Milestones
then click on the drop Late Tasks
= o Y i W
arrow f0r Fllter in the Late/Overbudget Tasks Assigned To...
Data group and select B o]
R . Highlight Cancel
More Filters to display
the More Filters dialog
box Filter Definition in 'Project Data_3' X
e CIICk on Created Afterl Mame:  Created After... []show in menu
then click on [Edit] to see Filter

the f|lter in the F||ter Cut Row LCopy Row Paste Row Insert Row Delete Row ‘
Definition dialog box

And/Or Field Name Test Value(s) |"
Created is greater than or equal to E'Showtasks created after”7

Note how the prompt is
shown in quotation marks
and is followed by a
question mark...

Click on [Cancel] to
return to the More Filters

[ show related summary rows

dialog box Help Cancel
o Repeat the above steps An interactive filter, where the user is prompted for information when

and examine some of the the filter is run, is created by placing a question mark after a prompt

other filters message in the Value(s) column as shown above. The prompt

message must be placed in quotation marks.

Click on [Cancel] on the
More Filters dialog box to
close it

For Your Reference... Handy to Know...
To edit an existing filter definition: e The question mark in the Value(s) column
1. Click on the View tab, then click on the drop forces an input box to be displayed
arrow for Filter in the Data group and select containing the message that has been
More Filters entered in quotation marks. You can use this

2. Click on the desired filter, then click on [Edit] same technique in your own custom filters.
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DELETING AN UNWANTED FILTER

If you have created several custom filters, the if you really need to delete a filter, perhaps
time may come when you no longer need to have because you no longer want to see the data it
those filters. You could leave them in the project generates, you can delete it using Project’s
as they don'’t really occupy much room. However, maintenance tool — The Organiser.
o More Filters *
Try ThIS Yourself' Filters: @Tgsk Oﬁesource
Continue using the Adtive Tosks 8 —
) ) ) = . Completed Milestones Edit
£ o previous file with this Completed Tasks ==
_— . . 05 reater an...
& & exercise, or open the file Cost Overbudget Copy..
. Created After...
Project Data_3.mpp... citieal I
Date Range...
o Click on the View tab, Incomplete Tasks Help
then click on the drop et
arrow f0r Fllter in the Late/Overbudget Tasks Assigned To... v
the More Filters dialog
bOX Organizer X
e Click on [Organiser] to Views ] Repor‘ts] Modules | Tables Filters lCaIendars] Maps ] Fields ] Groups]
display the Organiser @Task O Resource
dia|og bOX ‘Global.MPT: ‘Project Data_3"
All Tasks ~ All Tasks
8 Active Task: Created After...
e SCfO” tO and C“Ck on Co:r\lr:Ie::dsMilestones s Lars:_f'é\rrb:&r:lethks Assigned Ta..,
TaS kS W|th R_em a|n|ng gsnglfzeage'[aTshkasnm Tasks With Remaining Costs
Costs in the list on the Cost Overbudget
I’Ight Side - '[hIS iS the S’TCT_\‘I Rename...
a a ate Range... =
side of the open pI’OJect In Progress Tasks
Incomplete Tasks Delete...
Click on [Delete], then Lt Tagpeones _ e
CIiCk on [YeS] When tiar::;.;c;\r;i;?;;jgetTasks Assigned To... =
prompted for Manually Scheduled Tasks h
- . Filters available in: Filters available in:
Conf|rmat|0n | Global. MPT i Project Data_3 ~
e Click on [Close] to
close the Organiser e
e Click on [Close] to
close the More Filters
dialog box
For Your Reference... Handy to Know...
To delete an unwanted filter: e The Organiser is used for a number of
1. Click on the View tab, then click on the drop reasons, only one of which is to delete
arrow for Filter and select More Filters unwanted items from a project. Take a little
2. Click on [Organiser] care with this feature. There are always two

lists (left and right) that you can delete from.
Ensure that the correct one is selected
before clicking [Delete].

3. Click on the filter to delete, click on [Delete],
then click on [Yes]
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Grouping tasks is one of the tools in Project that
allows you to quickly get to key data and to see

at a glance what is happening in a project. As the
name suggests, grouping actually lists tasks that
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match criteria together so that they appear
contiguously in the task table. For example, you
can group together all of the incomplete tasks,
milestones and summaries, and so on.

Try This Yourself:

Before starting this
exercise you MUST
open the file Project
Data_4.mpp...

Open
File

Click on the View tab,
then click on the drop
arrow for Group by in
the Data group and
select Critical

The tasks will now be
grouped into critical and
non-critical tasks...

Click on the drop arrow
for Group by and select
Complete and
Incomplete Tasks to
view this grouping

Click on the drop arrow
for Group by and select
Milestones to view this
grouping

Repeat the above steps
and try several other
groupings

Click on the drop arrow
for Group by and select
[No Group]

Task Name ~ | Act. Start ~ Act Finish zac:nu - Et‘ni;o ~ MAct. Dur. - EZT -
4 Critical: No | Mon 6/05/19  Fri 28/02/20 81% 77.39 days 41.61 days
2 Create architectural plans  Mon 6/05/19  Fri 24/05/19  100% 0% 3 wks 0 wks
3 Submit plans for approval Mon 27/05/19  Fri 21/06/19  100% 0% 1mon  0mons
4 Order materials Mon 24/06/19 Wed 3/07/19  100% 0% 8 days 0 days
3 Planning Completed Wed 3/07/19 Wed 3/07/19  100% 0% 0 days 0 days
7 Erect fencing Thu 4/07/19 Mon 8/07/19  100% 0% 3 days 0 days
8 Erect site buildings Tue 9/07/19  Fri12/07/19 100% 0% 4days 0 days
9 Clear and level site Mon 15/07/19  Fri 2/08/19  100% 0% 3 whks 0 whks
10 Prepare drainage Mon 5/08/19 Fri9o/ogf19  100% 0% 1wk 0 wks
infrastructure
Task Name w | Act.Start  ~ ActFinish « oéocml - E::H:DOO w Act.Dur. v EET -
4 % Complete: 0% NA NA 0% Odays 42 days
20 Building Construction NA NA 0% 0% 0 days 0 days
Completed
2 Fit all windows and doors NA NA 0% 0% 0 wks 2 wks
3 Install electrical cabling NA NA 0% 0% 0 wks 1wk
24 Install electrical fittings NA NA 0% 0% 0 wks 2 wks
and fixtures
5 Install all plumbing NA NA 0% 0% 0 wks 2 wks
26 Install plumbing fittings NA NA 0% 0% 0 wks 1wk
and fixtures
Task Name ~ | Act. Start ~ Act Finish « E'ocml - E:;n:m% » Act. Dur. = EiT -
4 Milestone: Yes | Wed 3/07/19  Fri 9/08/19 0% 0days 203 days
3 Planning Completed Wed 3/07/19 Wed 3/07/19  100% 0% 0 days 0 days
12 Site Works Completed Fri 9/08/19 Fri 9/08/19  100% 0% 0 days 0 days
20 Building Construction NA NA 0% 0% 0 days 0 days
Completed
3 Fit Out Completed NA NA 0% 0% 0 days 0 days
42 Commissioning NA NA 0% 0% 0 days 0 days
Completed

2

4 Milestone: No
Create architectural plans

Mon 6/05/19
Mon 6/05/19

68%
100% 0%

Fri 28/02/20
Fri 24/05/19

67.28 days 78.72 days
3 wks 0 wks

For Your Reference...
To group tasks in a project:
1. Click on the View tab

2. Click on the drop arrow for Group by in the
Data group and select the desired grouping

Handy to Know...

e Tasks are rearranged only visually when they
are grouped. They still retain their original

positions.

IDs which means that when the grouping is
removed the tasks will return to their original
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USING AUTOFILTERS

Click on [OK] to see only [EEN

< >

the Commissioning tasks
g Cancel | | Mon10/02/20  Fri14/02/20 100% 0%

Click on the Filter symbol
next to Task Name and click
on Clear All Filters to
display all of the tasks again

Autofilters are a common feature in Microsoft autofilter is available in Project when tiny arrows
applications that display data in tables. An appear next to the column headings in a table. In
autofilter allows the data to be filtered in situ and Project, autofiltering needs to be switched on
uses values from the actual list as criteria. An before it can be used.
Task Name fAct. Start Act. Finish - s Act. Dur.
. . h } ' M - rinis ¥ Comy™ Comp. ¥ ~ebEUlw
Try ThIS Yourself- 1 |4 pPlanning Mon 6/05/19 Wed 3/07/19  100% 0% 43 days
2 Create architectural plans ~ Mon 6/05/19  Fri 24/05/19  100% 0% 3 wks
Continue using the previous B Submit plans for approval Mon 27/05/19  Fri21/06/18 100% 0% 1mon
g o file with this exercise, or 4 Order materials Mon 24/06/19 Wed 3/07/19  100% 0% 8 days
8 [y open the file Project 5 Planning Completed Wed 3/07/19  Wed 3/07/19  100% 0% 0 days
Data 4.mpp... 6 |4 Site Works Thu 4/07/19 Fri9/08/19  100% 0% 27 days
- 7 Erect fencing Thu 4/07/19 Mon 8/07/19  100% 0% 3 days
. . 3 i ildi i
0 Click on the View tab, then Erect site buildings Tue 9/07/19  Fri12/07/19 100% 0% 4 days
click on the drop arrow for 0
Filter in the Data group and
_SeleCt Display AUtOF”_t?r - e Task Name < | Act.Stat v Act Finish ?’mlv E:mn -
if small arrows aren’t visible 8 SoAtoz Mon 6/05/19 Wed 3/07/19  100% 0%
next to the column 7| sertZtoA Mon 6/05/19  Fri24/05/19 100% 0%
headings, as shown, repeat A , | Mon27/05/19  Fri21/06/19 100% 0%
this step P Mon 24/06/19 Wed 3/07/19 100% 0%
] ] Wed 3/07/19 Wed 3/07/19  100% 0%
e Click on the filter arrow for Clear All Filters Thu 4/07/18 Fri9/08/19  100% 0%
Task Name to display the Filters » | Thu4/07/13 Mon8/07/19 100% 0%
filter menu { [FPourfoundations  a | Tue9/07/18  Fri12/07/13 100% 0%
i i . (=[] Commissioning Mon 15/07/19 Fri2/08/19 100% 0%
e Scroll the slider up and click ) ~[#] Commissioning Compl Mon 5/08/19 Frigf08/19  100% 0%
R a5 - Obtain official occupar
on the tick box to the left of @ ] Obtain safety cortificat _
Select All until all ticks are 2 [ Official opening Mon5/08/19  Fris/08/19 100% 0%
-[#] Test control room equi
removed
fst PA SfYSte"; . Frigfo8/19  Fri9/08/13 100% 0%
. . est root mechanism
o Click on the tick box next to Testvideo imaging eq. | MON 12/08/19 NA  99% 0%
CommlSSIOhlng SO It Mon 12/08/19 Thu 15/08/19  100% 0%
g Erect handrails and fer
appears ticked e _ Tue 20/08/19 Mon 11/11/19  100% 0%
pp :: g”u‘:'cno‘::;‘l':tzzd 9| Tue12/11/18 Tue21/01/20 100% 0%
o e Mon 27/01/20  Eri7/02/20 100% 0%

For Your Reference... Handy to Know...
To use autofilters: e When an autofilter is actively in use the drop
1. Click on the View tab, then click on the drop arrow next to the column heading where the
arrow for Filter in the Data Group and select filter is being used changes to a filter symbol
Display Autofilter rather than an arrow.

2. Click on the filter drop arrow next to a
column heading
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FORMATTING PROJECTS

( :lNFOCUS

Formatting in computer applications refers to changing the
appearance of objects and data. Formatting is used to either
highlight aspects of the data or just make it more visually appealing.
It can also be used to create some corporate identity and branding
within a project.

Most applications have a generous array of commands or options
on the ribbon for formatting data. Project does too, but in reality
most of its commands and options are found in dialog boxes rather
than specific options on the ribbon.

In this session you will:

v

AN

NN N N N N N N N SN

gain an understanding of the timescale
learn how to change the time periods on the timescale

learn how to show different levels of tiers on the
timescale

learn how to modify a specific tier on the timescale
learn how to format non-working time in a Gantt Chart
learn how to change the text styles in a project

learn how to work with gridlines in a project

learn how to display progress lines in a project

learn how to format progress lines

learn how to change the layout in a project

gain an understanding of formatting Gantt Chart bars
learn how to change Gantt Chart styles

learn how to change the text shown on Gantt Chart bars
learn how to format the bars of selected tasks

learn how to change the bar styles in a project.
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UNDERSTANDING THE TIMESCALE

The timescale appears at the top of the Gantt for months or even years, while others may last just
Chart. It is used to provide a measure of time days, there must be some adjustment that can be
within the Gantt Chart across which the progress made to the times shown on the scale.

of tasks can be seen. Since some projects last

Purpose of the Timescale

The purpose of the timescale is to provide a project with a measure of time. The timescale can be
adjusted to show hours at one extreme and years at the other.

Obviously the scale you need will be determined by the length of your project. For long projects you may
want to show the timescale in months, quarters, or even years. For short projects you may want to see
what is happening on an hourly basis.

Changes are made to the Timescale by clicking on a drop arrow menu or by using the Timescale dialog
box.

Timescale *
Top Tier Middle Tier l Bottom Tier] MNon-working time

Middle tier formatting

Units: Quarters v| Label: | 1st Quarter v| [ Use fiscal year
Count: | 1 : Align: Iicklines
Timescale options
Show: | Two tiers (Middle, Bottom) V| Size: | 109 2| o [“]Scale separator
Preview
3rd Quarter 4th Quarter 1st Quarter 2nd Quarter
Jun Jul Aug Sep Ot Mov Dec Jan Feb Mar Apr May Ju

Timescale Tiers

To provide even more detail, the timescale comprises of three tiers. Each tier can represent a different
timescale shown in hierarchical order from the bottom tier to the top tier. For example, the top tier can be
used to show years, the second months, and the third, or bottom tier, can be used to show days.

Each tier can be customised to show what you want. In addition, you can opt to hide tiers if they are not
needed. As a default only the bottom two tiers are shown in a new project.

2019

Task 1arter 3rd Quarter 4th Quartg
ﬂ Mode » Task Name ~ Duration =« || May Jun Jul Aug Sep Oct I
1 |\/ |"-> 4 Planning 43 days 1
2 | Create 3 wks i itect, Draftsperson,Building Clerk
architectural
plans
3 | - Submitplansfor 1mon | 1.9 rchitect, Building Permit[$2,5(
approval
4 | mg Order materials 8 days Draftsperson,Building Clerk

Non-Working Time

Another part of the timescale is the non-working indicator. Again in a default project non-working time
appears as a grey vertical band. For example, if Saturday and Sunday are deemed to be non-working
days they will appear as grey in the Gantt Chart.

You can change the way the non-working time appears and even opt to hide any formatting for these
periods so that they blend in with the rest of the days.
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CHANGING TIME PERIODS

The Timescale on a Gantt Chart is made up of reflect time periods in the project. The options that
tiers. There are three tiers that can be displayed, appear when you click on the Timescale drop

but in a default project only two tiers are visible. arrow can be selected to change the tiers currently
Each tier is made up of time increments which on display in your Gantt chart.

Task Resource Report Project View ACROBAT Format Q Tell me what you want
Try Th I S YO u rs elf- _,_. ,E = = ﬁ Resource Usage ~ ?l Sort~ <73 |[Me Highlight] = | Timescale: Q, Zoom -
= =/ E - - E—.Resour(e Sheet - E‘E Outline~ W [Mo Filter] - E Entire Project
. . Gantt  Task Team X N k L
Before Start'ng thIS Chart = Usage - - Planner~ rr'a Other Views - @Tﬂbles' BZ|[No Group]  ~| | Hours selected Tasks
= a X . Quarter Days
o © exercise you MUST Task Views Resource Views Data Y
BL i - . 3 Feb 20 Days 20
(@) L open the flle 0 1,13555 ~ Task Name ~ Duration «| S I‘v‘lE T | W | T [Weeks F o w | T
Formatting_1.mpp... 1 [v = 4 Planning 43 days | Thirds of Months
2 v = Create 3wks I‘Qﬂcnrih:
. . - uarters
0 Click on the View arenitecture! Half Vears
. plans :
tab, then click on the 3 v = Submitplansfor [1mon Yeos
dl’op arrow for approval [d Timescale..
Timescale in the 4 v =, Order materials 8 days
Zoom grou
g p Task dLne
e Select Weeks and 1 v,o Mode » Task Name w» Duration « 6/05 13/05 20/05 27/05 3/06 10/06 17/06
: - 4 Planning 43 days [
nonce how the 2 |V wm Create 3 wks Archi Draftep Building C
timescale changes architectural l
i plans
o On the View tab: 3 | g Submit plans for 1 mon B —_—
click on the drop approval
arrow for Timescale
R = May June July August
and SeIeCt Thlrds Of e 0 U&EE ~ Task Mame - Duration E By M E B M E By ] E Eg M
Months to display 1 [v |® 4 planning 13 days i 1
this timescale 2 [V m Create 3 wks i Architect Draft Building Clerk[2
architectural :
Point to M for the . plans l et Building Permit]
- i 2
month of July to see o igszglansfur 1mon L T Tm- uilding Permi
which time periOd is 4 | =y Order materials 2 days s Draftsp Buildi
covered
e Task May June July August
e Repeat the above O | joge + TaskName - Duration +| E B M E B M E| B M E B M E
steps and v |-'., 4 Planning 43 days f 1 [}{mxomg-zoxomg
f : v = Create 3 wks 3 Architect, Draftaperson, Building Clerk[25%]/
exrﬁ)erlme_ntd with the architectural ; l
other perIO S plans :
i v Submit plans for 1 mon [T hitect,Building Permit[$2,500
Set the timescale to approval ;
months - Order materials 8 days = Draftsperson,Building Cler
Task 1arter 3rd Quarter 4th Quarter 1
0 Mode ~ Task Mame » Duration + || May Jun Jul Aug Sep Od Mov Dec
1|+ |= 4 Planning 43 days 1
2 |V |y Create 3 wks Architect, Draftsp Building Clerk]25%]
architectural l
plans
3 |V g Submitplans for 1 mon T Architect,Building Permit[$2,500.00]
approval
1 | | Order materials 8 days &#, Draftsperson,Building Clerk
For Your Reference... Handy to Know...
To change time periods on the timescale: e Thirds of Months can be a little tricky to
1. Click on the View tab, then click on the drop work out. They actually show three periods in
arrow for Timescale in the Zoom group a month — the beginning, middle and end.

2. Select the desired time period
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SHOWING TIERS

The timescale is made up of up to three tiers

each representing a time period. The tiers are
normally adjusted in tandem when you use the
zoom arrow Timescale options. However, you

Microsoft Project 2016 - Level 2

can specifically manipulate the tiers, including
making them visible or hidden, using the
Timescale dialog box.

Tirnescale

Try This Yourself:

a a Middle tier f, tti
Continue using the e e Tomeng

Top Tier Middle Tier l Bottom Tier] Mon-working time

9 g . g q Units: | Quarters v| Label: |1stQuarter v| ] use fiscal year
T  previous file with this
©  exercise, or open the Court: |15 £ EIei
% flle Timescale options
@ Formattin 2.m Show: | Two tiers (Middle, Bottom) ~ | Size: | 109 + % [“]scale separator
g_<.mpp
a g Preview
Click on the View tab,
5 3rd Quarter 4th Quarter 1st Quarter 2nd Quarter
then C“Ck on the drOp Jun Jul Aug Sep Oct Mov Dec Jan Feb Mar Apr May u
arrow for Timescale in
the Zoom group and Timescale X
SeIeCt Timescale to Top Tier Midd|9Ti9fl Bottom Tier] Non-working time
dISplay the Tlmescale Help Middle tier formatting
dlalog bOX Units: |Quar‘ters v| Label: |1st Quarter v| Usefiscalyear
e Click on the drop arrow G Count: |1 | Align: [ATick lines
for Show to see the Timescale options
Optlons avallable Show: | Twa tiers (Middle, Bottom] |T\ Size: | 109 = o, [#]scale separator
g One tier (Middle]
e Select One tier Prl
(M|dd Ie), then CIiCk on Three tiers (Top, Middle, Bottom) I 15t Quarter 2nd Quarter
[OK] tO see Only the Jun Jul Aug Sep Ot Mov Dec Jan Feb Mar Apr May Ju
middle tier in the
timescale
o On the View tab, click e Help Cancel
on the drop arrow for
Timescale and select
Timesca|e to d|Sp|ay iarter 3rd Quarter 4th Quarte
H Task 1arter 3rd Quarter 4th Quartsg
the dlalog bOX 0 Mode » Task Name » Duration « | May Jun Jul Aug Sep Oct N
o Click on the drop arrow V[V |  4Planning 4days |1 1 _
for Show and select 2 |V - Create 3 wks ] ,Draftsperson,Building Clerk|
. architectural
Three tiers (Top, plans
Middle, Bottom) 3 | - Submitplansfor 1mon | 1.4 rchitect, Building Permit[$2,5(
. approval
Click O_n [OK] to see 4 | w3 Order materials 8 days Draftsperson,Building Clerk
how this has affected 5 v m Planning 0 days & 3/07
the timescale Completed ;
6 | Wy 4 Site Works 27 days : 1

For Your Reference...

Handy to Know...

To see more tiers on the timescale: e Swapping and changing tier levels can make
1. Click on the View tab, then click on the drop your timescale disorganised. It is a good idea
arrow for Timescale in the Zoom group and to leave the number of tiers alone once
select Timescale you've finally decided upon how many you
2. Click on the drop arrow for Show in MEEE 1B 7ol [rEfEat
Timescale and select the desired option
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MODIFYING SPECIFIC TIERS

If you have badly messed up your timescale, you
can edit the time periods shown on the individual
tiers to make the overall timescale appear and
behave as you need. This is done using the

Microsoft Project 2016 - Level 2

Timescale dialog box which, if you examine it
closely, has a tab for each of the tiers in the
timescale.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Formatting_3.mpp...

Same
File

Click on the View tab,
then click on the drop
arrow for Timescale in
the Zoom group and
select Timescale to
display the dialog box

Click on the Top Tier
tab

Click on the drop arrow
for Units and select
Years

Click on the drop arrow
for Align and select
Centre

Click on [OK] to update
the first tier of the
timescale

Timescale

iddle Tier | Bottom Tier] Mon-working time

Top tier formatting

Units: |Quarters V| Label: |1stQuarter

~ | Use fiscal year

Count | 1 =

Timescale options

Show: | Three tiers (Top, Middle, Bottom) V| Size: | 109

A Tick lines

+ % [“]scale separator

Timescale options

Show: | Three tiers (Tap, Middle, Bottom] v| Size: | 109

Preview
3rd Quarter 4th Quarter 1st Quarter 2nd Quarter
3rd Quarter 4th Quarter 1st Quarter 2nd Quarter
Jun Jul Aug Sep Oct Mov Dec Jan Feb Mar Apr May Ju
Help Cancel
Timescale X
Top Tier l Middle Tier | Bottom Tier] Non-working time
Top tier formatting
Units: |Years v| Label: | 2009, 2010, ... v| Use fiscal year
Count: | 1 = Align: w [ Tick lines

= 5 [#]scale separator

Preview
2019
3rd Quarter 4th Quarter 1st Quarter 2nd Quarter
Jun Jul Aug Sep Oct Mov Dec Jan Feb Mar Apr May Iy
Help Cancel
2019
Task 1arter 3rd Quarter 4th Quartg
0 Mode » Task Name » Duration | May Jun Jul Aug Sep Oct ly
1 (v (=3 4 Planning 43 days f 1
2 | m Create 3 wks ] i ,Draftsperson,Building Clerk|
architectural
plans
3 -y Submitplansfor 1mon | 1.4 rchitect,Building Permit[$2,50
approval
4 - Order materials 8 days Draftsperson,Building Clerk

v

For Your Reference...
To modify specific tiers:

1. Click on the View tab, then click on the drop
arrow for Timescale in the Zoom group and
select Timescale

2. Click on the tier to change and make the
appropriate adjustments

Handy to Know...

e When using Years as a Unit you have some
interesting label choices. Use the Label drop
arrow to see the available options.

© Watsonia Publishing Page 93

Chapter 9 - Formatting Projects



Microsoft Project 2016 - Level 2

FORMATTING FOR NON-WORKING TIME

In its default mode, non-working time normally
appears shaded in the Gantt chart. Using options
on the Non-working time tab in the Timescale
dialog box, you can change the colour of the

shading and the pattern effect that is used for it.
You can even choose to switch off the display of
non-working time altogether.

Timescale X

Try This Yourself:

Before starting this
exercise you MUST open
the file
Formatting_4.mpp...

Open
File

Click on the View tab,
then click on the drop
arrow for Timescale in
the Zoom group and
select Timescale to
display the Timescale
dialog box

Click on the
Non-working time tab

Click on the drop arrow
for Colour and select a
bluish colour

Click on the drop arrow
for Pattern and select the
option with horizontal
stripes

Click on [OK]

A horizontally striped
pattern should now
appear in the
non-working day columns
—in our example it will

Top Tier| Middle Tier| Bottom Tier |

Formatting options

Draw: (@) Behind task bars

Color: | v|
Oln front of task bars
(O Do not draw

Calendar: | Standard [Project Calendar) ]

13 May 19 20 May 19
T W T F 5 S M| T W | T F 5 S| M| T | W | T F 5

Cancel
Timescale *
Top Tier| Middle Tier| Bottom Tier |
Formatting options
Drow: @ Gehind task bars Coor: M
Oln front of task bars T
Pattern: | v|
Ogo not draw L
Calendar: | Standard [Project Calendar) ]
Preview
y 19 13 May 19 20 May 19

T W | T F 5 S (M| T | W, T F 5 S M| T W | T F 5

mostly be the weekend
days

6 May '19 13 May 19 20 May 19 27 May
M T W T F 5 S M T W T F 5§ § M T W T F 5 5 M, T

& |-

For Your Reference...
To format non-working time:

1. Click on the View tab, then click on the drop
arrow for Timescale in the Zoom group and

select on Timescale

2. Click on the Non-working time tab and

adjust the settings as appropriate

Handy to Know...

e You can place the non-working time vertical
bars in front of or behind the tasks bars or
even choose not to display them at all.
Placing them in front is not a good idea if you
have labels on your task bars.
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CHANGING TEXT STYLES

Styles are used in many computer applications to However, you can also make changes to the style
make quick changes to large parts of a document of specific text such as milestones, summary tasks,
or file. Project allows you to format text using the bar text, and the like, simultaneously using the Text
standard formatting options on the Task tab. Styles feature.
\
. c Text Styles X
Try This Yourself: v o g [ -
Font: Font style: Size:
Before starting this Cancel
$ © exercise you MUST @Malgun Gothic | | Regular TR
ST open the file @Microsoft JhengH | (g5 2
Formatting_5.mpp... @Microsoft JhengH | [Bold talic “] {14
@Microsoft YaHei v
0 CI|Ck on the Gantt [Junderline W] strikethrough
Chart Tools: Format Color: Sample
tab, then click on Text | v
Styles in the Format |Bad‘g'°“”d Cour: v
group to dISp|ay the Background Pattern:
Text Styles dialog
box

e Click on the drop
arrow for Item to

Change to see the o 6 Task . 6 May '19 13 May "1
. . Mode « Task Name » Duration ~|| S M T W T F S 5 M T
various text items that " .
1 |\/ |"-> 4 Planning 43 days i
can be changed, then ) v = Create T wke :
select Summary architectural
Tasks plans
. 3 v Submit plans for 1 mon
Click on the drop approval
arrow for Colour and 4 | mg Order materials 8 days
select Green, Darker 5 v = Planning 0 days
25% Completed
) ) ) 6 v g 4 Site Works 27 days
Click on 12 in Size, 7T v g Erect fencing 3 days
then click on [OK] to
apply the changes — 27 May 19
h b 0 Mode * Task Name » Duration «|| F | S S M | T W T F 5 5
o Repeat the above 1 [V [ «Plannin
g 43 days
Steps and Change the 2 | m Create 3 wks e
fo||0Wing: architectural l
) plans
M”I%Stone Tasks — ERNEV L Y Submit plans for 1 mon ...
Bold, 11pt approval
Bar Text Right — 4 | =g Order materials 8 days
Green, ltalic, 9 pt 5 v mm Planning 0days
Completed
6 | (g 4 Site Works 27 days
7T v g Erect fencing 3 days
For Your Reference... Handy to Know...
To change the text styles in a project: e The commands that are presented on the
1. Click on the Gantt Chart Tools: Format tab, Format tab are decided by the current view
then click on Text Styles in the Format you are in. The line at the top of the Format
group tab indicates the current view — you will only
2. Select the Item to Change and apply the \r/tieé:\c;lve the formatting tools relevant to this

desired formatting
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WORKING WITH GRIDLINES

For larger projects with many Gantt bars it
sometimes pays to display gridlines in the Gantt

Microsoft Project 2016 - Level 2

and formatting gridlines in a chart, and even has a
Gridlines dialog box that contains all of the

chart to help your readers focus on specific tasks. settings.
Project provides a fair bit of scope for displaying
a Gridlines *
Try ThIS Yourself' Line to change: Mormal
Gantt Rows Tpe: | v| Color: |Automatic ~
H H Bar R
Contlnue USIng the I\ﬁ:ﬂdl?:’?er Column At int |
2 o previous file with this Battom Tier Column e
% =] B . Current Date @ﬂone O; Oi O‘_-; Og‘ther: 0 :
& - exercise, or open the file Sheet Rows
. Sheet Columns
Formatting_6.mpp... T
) Page Breaks
0 Click on the Gantt Chart Project Start Help Cancel
Tools: Format tab, then
click on Gridlines in the
Format group and select Gridlines %

Gridlines to display the
Gridlines dialog box

Click on the drop arrow
for Type and select the
dotted line

Click on the drop arrow
for Colour and select a
red colour

Click on Other in At
interval and ensure that
it shows 5

Click on the drop arrow
for Type in At interval
and select the solid line

Click on the drop arrow
for Colour in At interval
and select a blue colour

© © 6 6 0 O

Click on [OK] to see
horizontal grid lines in
the Gantt chart

Line to change:

Gantt Rows

Bar Rows

Middle Tier Column
Bottom Tier Column
Current Date

Sheet Rows
Sheet Columns

Mormal

At interval

Omnone 02 O3 O4 @other |5 =

Project Start Help Cancel
Task 27 May '19 3Jun 19
Mode « | Task Name Duration - | T F 5 S M| T W | T F S 5 M T
- 4 Planning 43 days
L% Create I wks e e e
architectural
plans
- Submit plans for 1 mon ... NSRS,
approval
- Order materials 8 days
- Planning 0 days
Completed
- 4 Site Works 27 days

For Your Reference...
To display gridlines:

1. Click on the Gantt Chart Tools: Format tab,
then click on Gridlines in the Format group

and select Gridlines
2. Select the Line to change

3. Adjust the line and colour settings as desired

Handy to Know...

It's worth investigating the Line to change
options in the Gridlines dialog box. This
option allows you to change quite a few lines
such as vertical lines for timescale tiers,
page breaks, and more.
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DISPLAYING PROGRESS LINES

Progress lines are vertical lines that drop from lines drop vertically through the task. If a task is
the timescale and descend through the Gantt ahead of schedule the line points forward, and if
chart. Progress lines are used to indicate the the task is behind the line points backwards.

progress of tasks. If tasks are on schedule, the

Progress Lines X
Try ThIS YOUFSG” Dates and Intervals | Line Styles |
a o q Current progress line Selected progress lines
g ° Cliontllnue using th(_a previous [ bisplag D bisplay
8 E flle Wlth th|S eX?rC|Se, or Open At project status date At current date Progress Line Dates ~
the file Formatting_7.mpp... Recuring intervals Mon 2/03/20
I:‘Display progress lines: Wed 15/04/20
o Scroll the screen and the Daily (@) Weekly () Monthly | =
Gantt Chart so that you can Weekly ZEEC
see the Fit Out tasks every
i Man Tue Wed
e Click on the Gantt Chart me [Jei (st [Jsun y
Tools: Format tab, then click e o
. . . 15pla; rogress lines in relation 1o
on Gridlines in the Format Project start Man 6/05/19 ©:¢yp : i
ual plan Oﬁasellne plan
group and select Progress
Lines to display the Progress
Lines dialog box Help cancel
@ Cick in the tick box for O
Display in Selected progress
lines so it appears ticked - — —
_ o b, [ P I e lwlr e lsls Il lwlirlelsls |Wis
0 Click on the dark cell that has T
appeared, type 2/3/20, click in T M et Twk WenIoa [poeserRsTis
the next cell, type 15/4/20 and mecnante
click on the next cell Fa Y m ecsaigien ke Monloba
Construction
Click on [OK] 21 - Frt::;r‘md 33days  Mon 2/03/20
. 2z - Fit all windows and 2 wks Mon 2/03/20
Nothing has changed... 5| m etk ek Mengoya
| cabling
e Click on the File tab, then S| gt | .
click on Print to view the BT el by we—Mion 16/04733 | —
. g 0 q fittings and fixtures
pI‘OjeCt in Print Preview 27| = Leyasroturd 1wk L I - — e
28 - Erect handrails and 2 wks Mon 2/03/20 |
. . . . fencing
o In Settings, click in the first
Dates field and type 2/3/20,
click in the second field and T
type 15/4/20, then click pate: Mon 4707/16
through the pages in the right
pane to view the progress
lines

The default formatting for progress lines can make them a little tricky to
decipher. Basically, any line that points right indicates a task ahead of
schedule, while any line pointing left indicates a task behind schedule.

The progress lines appear as
black diagonal lines on the
Gantt Chart timeline

For Your Reference... Handy to Know...
To display progress lines in a project: e At the time this manual was written, Project
1. Click on the Gantt Chart Tools: Format tab, 2016 had a bug which caused progress lines
then click on Gridlines in the Format group to not appear in the Gantt Chart timeline. In
and select Progress Lines order to view progress lines, you must

2. Enter the period details as desired izl e ArEiEnl 1 PhnE PR

© Watsonia Publishing Page 97 Chapter 9 - Formatting Projects



Microsoft Project 2016 - Level 2

WORKING WITH PROGRESS LINES

You can have as many or as few progress lines
in a Gantt chart as you like. When you have more
than one and they are relatively close together

what is going on in the project. Fortunately, you can
format progress lines (in much the same way as
gridlines) to help make them easier to work with.

then it can sometimes be difficult to see precisely

o i ] -r[qa:-:;e - Task Name ~ | Duration ~ Start |5 s i-lmarles-.“.- T(F|S |5 Sr.1MErTlZD-.-\- T|F
Try This Yourself: 21 - 4 Fit Out 33days _ Mon 2/03/20
22 | - Fitallwindows |2 wks Mon 2/03/20
q . . and doors
@ c-:ontl-nue L.'ISIng the preVIOUS 23 - Install electrical 1wk Man 2/03/20 3002¢],
c o file with this exercise, or cabling il
< Lt h fl 24 - Install electrical 2 wks Mon 9/03/20
n Opent e Tile fittings and
Formatting_8.mpp... e
0 Ensure that the Fit Out
tasks and Gantt bars are Progress Lines K
ViSible on the screen Dates and Intervals Line Styles
e Double-click on Fit all Progress line type Line style
WindOWS and dOOI’S '[0 | . ICurrent progress line: IAII other progress lines:
display the Task = T | v ] v]
Information dialog box, itz g0 I | | |
then click on the General Progress point snape: | ® <111 * V]
tab .
Change the percentage
complete to 70%, then click Dot oo
ate displa
on [OK] to change the - _
[[]show date for each progress line 28/01,/0 9, ... Change Font...
progress bars =
o Click on the Gantt Chart
Tools: Format tab, click on Help Cancel
Gridlines and select
Progress Lines to display e
the Progress Lines dialog
bOX, then CI'Ck on the L|ne "315 9 L'::E 55:“;’“\ : Z’WE““" i‘i"u’l . . z::ylz:-T lwirlelsls ;::Er‘i:‘_r lwirlelsls swww‘va
Styles tab TN B vt awe Manarioifan
superstructure .. E——
o Click on the top right design, TVOR et Mentoo R
then SpeCify Settings for A” 19 v ., ;i:?::triﬂngt\ers 3wks Mon 10,0220 [
other progress lines as A A =P e i
follows: 7 = Frtcswmd 33days  Mon 2/03/20 e —
22 - Fit all windows and 2 wks Meon 2/03/20
Line colour —red 2| = \d:szls\elsctrma\ 1wk Maon 2/03/20 Elecaricion 00
PrOgreSS pOint Shape - Star [ 2] - \E:sb!;:\\gelgtmta\ 2 wks Mon 8/03/20 3‘
Progress point colour — green o R —
. i E - Install plumbing 1wk Man 16/03/20 ?
fittings and fixtures
e CIICk On [OK]1 then dlsp_lay [27 | - L:fastruturfn 1wk Man 2/03/20 T — . e
the prO]eCt In Prlnt PreVIeW - irign};andrawlsand 2 wks Mon 2/03/20 -]————
to see the progress lines , P — A

more clearly than before

For Your Reference... Handy to Know...

To format progress lines in a project: e Experiment with the formatting to get the

1. Click on the Gantt Chart Tools: Format tab, result you desire — it may take a bit of trial
then click on Gridlines and select Progress and error. Choose the Show date for each

Lines progress line option if you want the date to
2. Click on the Line Styles tab appear at the top of each progress line.

3. Change the settings as desired
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CHANGING THE LAYOUT

Sometimes, especially when there are quite a the way the linking lines are presented through its
few intricate and complex tasks in a Gantt chart, Layout dialog box. Here you can specify a link
you may find that the linking lines between the style, the height of the bars, how the dates are
tasks get cluttered. Project allows you to change formatted on the bars, and more.
. Layout X Layout X
Try This Yourself: ks ks
[ [
Before starting this - -E/- -L [ -§7- -L
© @ exercise you MUST O O ® O ® O
8- L Open the ﬂle Bars Bars
Formatting_9.mpp... Date format: | 28/01 | Date format: | 28/01 |
i Bar height: 12 i Bar height:
0 CIICk on the Gantt I:‘Always roll up Gantt bars I:‘Always roll up Gantt bars
Ch art TOO|S: Format Hide rollup bars when summary expanded Hide rollup bars when summary expanded
tab, then C|iC|( on Round bars to whole days Round bars to whole days
LayOUt in the Format Show bar splits Show bar splits
o Other Other
gl’aoyuopuiod?éslglgag;:e ] Show drawings ] Show drawings
@ Cick on the middle link e e
style (this is known as
the “s” shape) o e
e Click on the drop arrow
forl B?rlgelght and ﬂ :;;;E » Task Name « Duration - | T F 5 = 1!‘.-:“‘ 1T= W T F 5 S i;u' 1T= W
selec 1 v | 4 Planning 43 days |
o Click on [OK] to see o I e
the changes in the T N |,
|ay0u'[ ERNLV Submit plans for 1 mon
approval
e Repeat the above j : - Order-materials 8 days
. J - Planning 0days
steps and experiment Completed
with some of the other § |V ™ |4site Works 27 days |
7Y Erect fencing 3 days o Bar
IayOUt Changes g v mg Erect site building 4 days Ty
9 | = Clear and level sit 3 wks
0 | . Prepare drainage 1wk
infrastructure
For Your Reference... Handy to Know...
To change the Gantt chart layout: e Of the three link styles available the first has
1. Click on the Gantt Chart Tools: Format tab, no lines and is the cleanest of all. The “s”
then click on Layout in the Format group shape (middle) separates the lines but can
2. Change the settings as desired be cluttered. If you need to have link lines the
. “l”

shape (third) presents less clutter than the
“s” shape.
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UNDERSTANDING GANTT CHART BARS

Project provides you with a great deal of scope
for changing the way that the Gantt chart bars
appear in a project. You can add or remove text,
format the colour and shapes used in selected

Microsoft Project 2016 - Level 2

bars, or change the appearance of a particular style
of bar. However, a good understanding of how all
of these options work is important before you
proceed.

Applying Quick Styles

The quickest way to format the appearance of
the Gantt chart is to use one of the preset quick
styles that can be found in the Gantt Chart
Style grouping on the Format tab. These are a
great first step in getting your project to appear
the way you want. Choose one of the styles
here first and then use the options and
commands presented below to tweak and fine
tune the formatting.

Selective Bar Formatting

To highlight or draw attention to specific
tasks in the project through formatting you
can use the options available to you in the
Format Bar dialog box. This dialog box
requires you to select the specific tasks to
format prior to accessing the dialog box.

This dialog box contains two tabs. Bar
Text allows you to nominate what text to
display inside or around a task bar. Bar
Shape allows you to specify how the bars
for the selected tasks should appear.

Formatting Bar Styles
To change the formatting of bars that belong to a specific style or type of bar you'll need to access

the Bar Styles dialog box. This complex dialog box allows you to choose the type of bar (e.g.

Scheduling Styles

’lll=’il=’lll=’lll_’lll

I=’i I=’il il=’ll

Presentation Styles

=

L LLE
N1l

I=’i I=’i I=’i I=’i

=

I=’i I=’il ’lll=’ll

N}
L S

o.ll_

Format Bar

Bar Shape Bar Text l

Left

Right |Cost v
Top

Bottom

Inside

Sample:
Cost
Help BReset Cancel

summary task, milestone task, etc.) to format. Once you’ve made the changes and applied the
settings, all of the bars in your project that are of that particular type will change.

Help

Cancel

Bar Styles
| Cut Row Paste Row Insert Row
-~
Name Appearance Show For .. Tasks Row From To ‘
Task MNormal Active Mot Critical, Not Manually 1iTask Start Task Finish
Split MNormal Split Active,Not Critical, Mot Mant 1iTask Start Task Finish
Milestone * Milestone, Active Not Group By Summary. 1:Task Finish Task Finish
summary i * summary,Active, Not Manually Scheduled 1iTask Start Task Finish
Project Summary Project Summary 1:Task Start Task Finish
*Group By Summary Group By Summary 1iTask Start Task Finish
*Rolled Up Task Normal,Rolled Up,Nat Summary,Not Ma 1iTask Start Task Finish
*Rolled Up Split 1 o MNormal,Rolled Up,Split, Mot Summary 1iTask Start Task Finish
*Rolled Up Pragress MNormal,Rolled Up,Not Summary 1:Task Start CompleteThrough
*Rolled Up Milestone < Milestone Rolled Up Mot Summary 1iTask Finish Task Finish
“Deliverable Start I Deliverable 1:Deliverable Start Deliverable Start
“Deliverable Finish I - Deliverable 1:Deliverable Finish Deliverable Finish
*Deliverable Duration Deliverable 1:Deliverable Start Deliverable Finish
Text Bars
Start Middle End
Shape: | * V| Shape: | V| Shapg: ‘ * v|
Tpe: | Salid ~|  pattem: | v wpe [solid “]
Cotor: | N |  coor coor: |
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CHANGING GANTT CHART STYLES

Microsoft Project provides a number of tools and would, at first, appear to offer a lot of options. In
features for changing the way the Gantt chart reality these are more like quick styles which will
appears. Gantt Chart Styles, which occupy the change the colouring of your Gantt chart bars but
larger part of the Format tab on the ribbon, little else.

Chart Tools Formatting_10 - Project Professional

Try This Yourself:

Q Tell me what you want to do

Before starting this s 5. M ScheduingStyles

c f roy — =

o © exercise you MUST g I 1 11T 11 1 11 11 11 1

a= . as| aseline Slippage

oL open th(_—3 file Path~  ~ - ‘l —‘1 —‘1 —‘1 —‘ —‘1 ‘l —‘1
Formatting_10.mpp... :;W'“ 1 ——

o Click on the Gantt WITIPLS1S “_01 _01 —’l _01 1
Chart Tools: . Presentation Styles d
Format tab, then T 1 T 1 T 1 T 1 T 1 1 1 T 1 T 1
click on More for the _’1 _’1 _’1 _’1 _’1 _’1 ’l —;L
Gantt Chart Style —— — —
gallery and spend a —

* * . *

few moments
studying the options
that appear

4 Fit Qut 33 days
o Click on the orange Fitall windows |2wks
optlon under Install electrical 1wk
Scheduling Styles cabling
Notice how the il t
colours Of the bars Install all plumbin, 2 wks
Change in the Gantt Install plumbing 1wk
chart... fittings and
) ) Lay astro turf 1wk
e Click on More again Erect handrails 2wks
for the style gallery to and fencing
see the entire palette Paint rooms, 1mon
of styles, then click ::: Tritou 33 days
on the second Fitallwindows  2wks
scheduling style e and doors
Install electrical 1wk

cabling

Install electrical  2wks
fittings and

Install all plumbin, 2 wks
Install plumbing 1wk

fittings and

Lay astro turf 1wk
Erect handrails 2wks
and fencing

Paint rooms, 1mon

fixtures, fittings,
etc.

For Your Reference... Handy to Know...
To change Gantt Chart Styles: e The only real difference between
1. Click on the Gantt Chart Tools: Format tab Scheduling and Presentation styles is that

Scheduling provides two colours for bars
while Presentation only one. Notice also
that a name or tip does not appear when a
style is highlighted.

2. Click on the desired style
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CHANGING BAR TEXT

Project allows you to specify text that can be
placed around a task bar on the Gantt chart in
any of four locations: top, right, bottom and left.
Although it would look very cluttered to have text

Microsoft Project 2016 - Level 2

in all four quadrants you could have text either top
and bottom, or left and right. The text is displayed
by placing the appropriate field in the desired

location.

Try This Yourself:

Before starting this
exercise you MUST open
the file
Formatting_11.mpp...

Open
File

Click on the Fit all
windows and doors
task, then hold down
and click on Fit out
control room to select
the fit out tasks

Click on the Gantt Chart
Tools: Format tab, then
click on Format in the Bar
Styles group and select
Bar to display the Format
Bar dialog box

Click on the Bar Text tab
to see the bar text
settings currently applied
to the selected tasks

Click in the Right cell,
click on the drop arrow,
then scroll to and select
Cost

Click on [OK] to see the
change applied to the bar
of the selected tasks

Format Bar

Bar Shape ] Bar Text |

Start
Shape:

Type:

LColor:

Sample:

Middle
Shape:

Pattern:

Caolor:

End
Shape:

Type:

Color:

Help

Reset

Cancel

Format Bar

Bar Shape BEFTEXTI

Left

Right |cost

Top

Bottom

Inside

Sample:

Help

Reset

Cancel

4 Fit Qut

33 days

Fit all windows
and doors

2wks

Install electrical
cabling

Install electrical
fittings and

Install plumbing
fittings and

1wk
2wks

Install all plumbin |2 wks
1wk

@ b‘ b‘ 0‘ .l’ q,‘ ‘,‘

For Your Reference...

To change the text shown on a Gantt Chart bar: .

1. Select the task(s) to change

2. Click on the Gantt Chart Tools: Format tab,
then click on Format in the Bar Styles group

and select Bar

Handy to Know...

You can change the bar text for selected

tasks or for the entire task list. To change the

3. Click on the Bar Text tab and change the

settings as desired

entire task list, click on the Task Name
heading to select all of the tasks and then
proceed as shown here.
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FORMATTING SELECTED BARS

Using the options in the Format Bar dialog box rest of the tasks. Using the options available you
you can change the bar formatting for specific can change the colour of the bar, its end markers,
tasks in the project. This can be used to highlight and more.

one or more tasks so that they stand out from the

0 Task } 2 Mar 20 9 Mar ‘20
Try ThlS Yourself, . :'1-ch5 - Tas!( Name ~|Duration ~| S M T W T F S S M T
2 5 4 Fit Out 33 days
. . 22 - it all wind k
Continue using the ::dad::r: ows 2wk
£ @ previous file with this 2 - Install electrical |1 wk T $3.588.00
$ L exercise, or open the file cabling
Formatting_lzlmppm 24 - Ifnstall eler;trical 2 wks
ittings an
o Click on the Install 33i - Install all plumbin, 2 wks
electrical cabling task, * = inetall plumbing - Lwk
hold down the [cen] key mre s
and click on the Install a
electrical fittings and
fixtures task to select e Format Bar .
both of the tasks Bar Shape | gar Text |
e Click on the Gantt Chart — Middle End
Tools: Format tab, then Shape: Shape: | v| Shape: | v|
click on Format in the .
Type: w Pattern: w Type: ~
Bar Styles group and | | | |
select Bar to display the Color: Color: | | ol N -
Format Bar dialog box Sample
e Click on the Bar Shape
tab to see the bar shape
settings
o Click on the drop arrow el Reset coneel
for Colour in the Middle
section and select the N Task . 2Mar20 9 Mar 20
green COIOUr Mode +  Task Name » Duration «| 5 | M| T W, T F s S M| T
21 - 4 Fit Qut 33 days
Click on [OK] to see only 2 - Fitallwindows 2 wks
the bars for the selected and doors
tasks in a green colour = = 'c’;itﬁ:;'e"t"ca' 1wk }3:588.00 ——
24 - Install electrical |2 wks
fittings and
25 - Install all plumbin, 2 wks
26 - Install plumbing 1wk
fittings and
For Your Reference... Handy to Know...
To format specific bars on a Gantt Chart: e |tis recommended that you only format the
1. Select the tasks to change bar_s of very important or sp_ecific tasks.
2. Click on the Gantt Chart Tools: Format tab, U;'Jr:g :g%glé%r:]fzzrirfor;nnagtg}%ga? tr:ake
then click on Format and select Bar i};terpeet] 9
3. Click on the Bar Shape tab and change the '
settings as desired
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CHANGING BAR STYLES

Project allows you to format the bars of individual
tasks — this is done by selecting the tasks to
change and using the options in the Format Bar

dialog box. The Bar Styles dialog box allows you

Microsoft Project 2016 - Level 2

to change the bars of specific types, or styles, of
task bars such as those belonging to milestone
tasks, summary tasks, and the like.

Try This Yourself:

Same

Q06 6 O ©

File

Continue using the
previous file with this
exercise, or open the file
Formatting_13.mpp...

Click on the Gantt
Chart Tools: Format
tab, then click on
Format in the Bar
Styles group and select
Bar Styles to display
the Bar Styles dialog
box

Click on Summary in
Name to work on the
Summary task styles

Click on the drop arrow
for the Start shape and
select the star shape

Click on the Colour
drop arrow and select
orange

Repeat steps 3 and 4
for the End shape

Change the Middle
colour to orange

Click on [OK] to see
orange summary bars
throughout the project

Help

Cancel

Bar Styles X
Cut Row Paste Row Insert Row
Name Appearance Show For ... Tasks Row From To ‘ ~
Task Normal Active Not Critical Not Manually 1iTask Start Task Finish
Spit b e MNaormal Split Active, Not Critical Not Mant 1iTask Start Task Finish
Milestone * Milestane, Active,Not Group By Summary, 1iTask Finish Task Finish
Summary I 1 Summary,Active Not Manua 1:Task Start
Summary Project Summary 1:Task Start
“Group By Summary i Group By Summary 1iTask Start Task Finish
“Rolled Up Task Narmal,Rolled Up Net Summary,Not Ma 1iTask Start Task Finish
“Rolled Up Split e Normal,Rolled Up,5plit.Not Summary. 1:Task Start Task Finish
“Rolled Up Progress MNaormal Ralled Up Mot Summary 1iTask Start CompleteThrough
“Rolled Up Milestane < Milestane,Rolled Up,Nat Summary 1iTask Finish Task Finish
1iDeliverable Start Deliverabl,
1 e| e 1:Deliverable Finish Deliverabl
Deliverable Duration Deliverable 1:Deliverable Start Deliverable Finish v
Text  Bars
Start Middle End
shape: | ~|  shape | v|  shape: | ~]
Type: ~ Pattern: | “] pe ~
telp Cancel
Bar Styles X
| Cut Row Paste Row Insert Row
Name Appearance Show For ... Tasks Row From To ‘ ~
Task Normal Active,Not Critical, Not Manually : 1:Task Start Task Finish
split - iNormal,Split Active Not Critical,Not Man 1iTask Start Task Finish
Milestone * Milestone Active Not Group By Summary, 1iTask Finish Task Finish
Summary i x Summary,Active Naot Manually Scheduled 1iTask Start Task Finish
Project Summary Project Summary 1iTask Start Task Finish
*Group By Summary F—————— Group By summary 1;Task Start Task Finish
*Rolled Up Task Normal,Rolled Up Mot Summary Not Ma 1:Task Start Task Finish
*Rolled Up Split ~ § o MNormal Rolled Up,Split,Not Summary 1iTask Start Task Finish
“Rolled Up Progress Narmal,Ralled Up Mot Summary 1iTask Start CompleteThrough
“Rolled Up Milestone < Milestone Rolled Up,Nat Summary 1:Task Finish Task Finish
*Deliverable Start 1 Deliverable 1;Deliverable Start Deliverable Start
*Deliverable Finish I Deliverable 1iDeliverable Finish Deliverable Finish
“Deliverable Duration Deliverable 1iDeliverable Start Deliverable Finish ... ¥
Text  Bars
Start Middle End
Shape: | * v‘ Shape: | v| Shape: ‘ * v|
Bpe: | solid ~] pattem: | v pe [ solid v

For Your Reference...

To change bar styles in a project:

1.

Handy to Know...

Click on the Gantt Chart Tools: Format tab,
then click on Format and select Bar Styles

Click on the bar type to change
Choose the settings as desired

Changes that you make in the Bar Styles
dialog box can be undone using the Undo

option on the Quick Access Toolbar at the

very top left of the

screen.
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CHAPTER 10 ADVANCED PR|NT|NG

: ; INFOcus

Like printing in most other Microsoft applications, printing in Project
is handled through the Backstage which is accessed from the File
tab on the ribbon.

Printing larger projects can involve a few challenges, especially
trying to get all of the tasks and bars onto paper in a logical,
meaningful way.

In this session you will:

v'learn how to add missing printing commands on to the
ribbon

learn how to preview a Gantt Chart before printing
learn how to set a page break at a task

learn how to print specific dates and pages

learn how to insert headers into a printed report
learn how to create a footer in a report

learn how to work with the legend in a printed report

learn how to squeeze a report onto as little paper as
possible

learn how to print to a PDF file.

AN N NN

\
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PLACING PRINTING COMMANDS ON THE RIBBON

While most of the print commands can be found
on the backstage, there are a few options that do
not appear in any of the default command groups
on the ribbon. Fortunately, the ribbon command

system allows you to create your own custom
command groups. Once you’ve created a custom
group you can populate it with some of the missing

commands.

Try This Yourself:

Before starting this exercise
you MUST open the file
Advanced Printing_1.mpp...

Open
File

Click on the File tab to display
the backstage, then click on
Options to display the
Project Options dialog box

Click on Customise Ribbon
in the pane on the left

Click on Project in the right
pane, then click on [New
Group] to insert a new
custom group in the Project
tab

Click on the new group, then
click on [Rename] to display
the Rename dialog box

Type Printing in Display
name, then click on [OK]

Click on the drop arrow for
Choose commands from
and select Commands Not in
the Ribbon

General
Display

Schedule

Proofing

Save

Language

Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E’HE Customize the Ribbon.

Choose commands from: (&

Popular Commands

Complete

Existing Tasks to Timeline
ssign Resources...

Auto Schedule

Background Color >

Copy

Copy Picture

Custom Fields

Cut

Email

Entire Project

Font I

Font Coler >

Font Size =

Format Painter

Indent

log: 1

Jil EERETE S |

Information...
Insert Column

Level Al

Link Tasks

Manually Schedule

Move Task 4
New File

Open

Outdent

Paste

Print Preview

Praject Information...

Publish

Quick Print

DS B =3Ee =

agulzlo.

Customize the Ribbon: G
Main Tabs -

Main Tabs

= A Task
View
Clipboard
Font
Schedule (Task)
Tasks
Insert
Properties
Editing

7 Resource

B Report

[ Project

[ View

[ Add-ins

[Developer

[A ACROBAT

Compare Prajects

NewTab | | MewGroup | | Rename..

Customizations: | Reset *

Import/Export ~ |0

Customize the Ribbon: G

Main Tabs =
Main Tabs s
Bl ] Task

Clipboard

Font
Schedule (Task)
Tasks

Customize the Ribbon: G

Main Tabs =
Tasks -
Insert
Properties
Editing

& Resource
FAReport
B A Project
Insert
Add-ins
Properties (Project)
Schedule (Project)
Status
Proofing
=] Printing (Custom)

©O 6 ©¢ 006 O

Scroll to and click on Insert T, © et
Page Break, then click on icthu\e]ﬁquscn 1;&? PCuéc‘k:rmY;DF _-ps
B Status ! Publish as or X|
[Add] to add the command to Bl Brasfing E;, Print Setup
New Group (Custom) . % Page Setup
the new group
Add-ins Add-ins
Repeat steps 6 and 7 to add oo - 1 E—— ;
the other commands as NewTab | | New Group | | Rename.. NewTab | | NewGroup | | Rename...
shown
Click on [OK], then click on e Status Date: [FE]NA | ABC L@ L3 publish as PDF or XPS
the Project tap to see the new Ef] Update Project Spelling Insert Remove Quick Dggprint Setup
group on the ribbon Page Break Page Break Print [‘E'l‘page Setup
Status Proofing Printing

For Your Reference... Handy to Know...

To display more commands on the ribbon: e Adding more commands to a ribbon is a
1. Click on the File tab, click on Options, then system wide activity. The ribbon is part of
click on Customise Ribbon in the left pane Project and will therefore appear with these
2. Expand the desired tab for the new group, changes for every project file that you work
then click on [New Group] with.
3. Use the Choose commands from list to
[Add] new commands to the group
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USING PRINT PREVIEW

In most Microsoft Office applications, you can are presented with a print preview of whatever is
preview your printing simply by choosing the currently on the screen. This will normally be a
Print command in the backstage. As soon as you multipage preview if you have a Gantt chart on
access the printing feature in the backstage you view.
Try This Yourself: Print
o  Continue using the = I
T  previous file with this orine
g exercise, or open the
3 file Advanced Printer
Printing_1.mpp... T D B
Click on the File tab to . e Frepets
open the backstage, Settings
then CIICk On Prlnt to ’ﬁ E:::f::::’:cj:;rtom start to finish N
see the preVIew Dates: |6/05/2019 ~| to |28/04/2020 -
Click on Multiple Pages Pages |1 I x

in the bottom right
corner to see all of the

D Landscape Orientation -

pages to be printed e -
e Click on One Page to Frasse
;Zt;ir: to a single page . - » a0
o Click on Actual Size to Q
see the page at the size
at which it will be printed e Page Setup - Gantt Chart 7 %
e CI|Ck on Page Setup Page ll\-‘largins] Header] Footer] Legend] View ]
under Settings to Eetiaton
g:;ﬁ;;ybt(?xe Page Setup O Portrait (®) Landscape
Scaling
e Spend a few moments ® Adjustto: | 100 |3 % normal size
browsing the tabs, then . . =
click on [Cancel] Osere |1 5 ~_I=
Other
o Click on the Back arrow paper Size: | A4 "
to return to the Gantt T
Chart view e '
Print Preview.., Options... Print... Cancel
For Your Reference... Handy to Know...
To display a Gantt chart in preview mode: e You should always preview before you print
1. Click on the File tab anything from Project to ensure the data

2. Click on Print to see the preview being printed is correct and accurate.
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SETTING PAGE BREAKS

If you preview a multiple page Gantt chart, you'll you’d like to keep together flowing across two
notice that the pages flow in the order in which pages. If you want some control over which page a
they fill a page. You will most likely discover that group of tasks prints on you can insert page
groups of tasks will break in the middle with tasks breaks at strategic points.
ﬂ Task . 5 } 6 May 19 13 May '19
. . Mode = Task Name - uration  w S M| T W | T F 5 S M| T W
Try This Yourself: i [V = |2 planing 23 days ;
i i 2 | Create 3 wks F
° Continue using the architectural
T  previous file with this plans
() exercise’ or open the 3 - Submit plans for 1 mon
& file Advanced approval
n L. 4 | |m Order materials 8 days
Prmtmg—l'mpp'" 5 v mg Planning 0 days
i . Completed
o Click on the Site Works 6 [V m [ sitewors 27 days
summary task to select 7V = Erect fencing 3 days
it 8 v |mg Erect site building 4 days
9 Click on the Project o
tab, then click on Insert
i Task 6 May 19 13 May '19
Page Brea_'k I_n the 0 I‘v':c:cle ~ | Task Name ~ | Duration = S M| T W, T F s S M | T | W
custom Printing group 1 [V ™ 2planning __ a3days i
A page break will be B Create 3 wks !
C e architectural
placed as a solid line plans
above the task — 3 v m Submit plans for 1 mon
however, you'll only be approval
able to see it when the 4 | = Order materials 8 days
task is deselected v = Planning 0days
o Completed
e Click on the next task 5 v ®m 4siteWorks 27 days
down to see the page 7 |\/ - Erect fencing |3 days
8 v |m Erect site building 4 days
break more clearly
o Repeat the above steps e
and insert page breaks _— pre— PEp—
at the following © Liode - | Task Name ~|Duration | 5 M T W T F S5 S M T
summary tasks: 31 - Install video 3days 5
imaging
Building Construction 32 - Fit out contral roo 1wk
Fit Out 32 - Fit Out 0days
Commissioning Completed
34 - 4 Commissioning 9 days
35 - Test roof 3 days
. . mechanism
Note: This exercise assumes that you 36 = TestPAsystem  2days
have created a custom Printing group 37 = Test video 2days
on the Project tab and that the group imaging
contains the Insert Page Break 38 - Test control room 3 days
command.
Note: The Insert Page Break command acts as a toggle — if you use it on
a task that already has a page break, the page break will be removed.
For Your Reference... Handy to Know...
To insert a page break: e You can tell if there is a page break at a task
1. Click on the task that is to appear on the next by clicking on the task to select it and then
page observing the state of the Remove Page

Break command — if the command is greyed
out there is no page break there, but if the
command is fully coloured then there must
be a page break that can be removed.

2. Click on the Project tab, then click on Insert
Page Break in the (Custom) Printing group
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PRINTING SPECIFIC DATES AND PAGES

When printing a Gantt chart you should

remember that Project will firstly print whatever is
on view, and as a default will print the entire

report. If you want to print only part of the

project,

you can manipulate the date and page specification

features in the print settings on the backstage.

Try This Yourself: Print
Copies: | 1
»  Continue using the = ‘
T previous file with this Print
g exercise, or open the ‘
& file Advanced Printer
Printing_2.mpp... Sy i
0 Click on the File tab, ‘
click on Print, then click Se“‘”pQSE -
. = rint Entire Project
on MUItIpIe Pages |“—/ Prlnttheprojacjtfrom start to finish
Note hOW the page Dates: |6/05/2019 | to
breaks split the project b - e (K
report"' D Landscape Orientation
Click on Print Entire 0~
Project in Settings and e Bram
select Print Custom
Dates and Pages

1 —
_—;‘ = :|Z: = _—E ]
- = —
Printer Properties EEEE= FE Si==
==
v FEiSTEE FE ===
28/04/2020 -
EE === EE ===
- FE S == FE &=
Page Setup
4 »
5 raws 9 columns BB

Click on the first date
and type 1/7/19

Click on the second
date, type 16/8/19, then

press |Tab]

This will limit printing to
the specified date
range. We can now use
the page numbering to
specifically pick the
page or pages we want
to print...

Change both the Pages
in the Settings to 2,
then click on [Print]

Click on the Back arrow
to return to the Gantt
Chart view

©

Settings
)
Dates: |1/07/2019

Pages: |2 1

Ad

[

Print Specific Dates
Only print the timescale between the

o

D Landscape Orientation -

21 emx 29.7 cm

select dates
| to [16/08/2019

10

-

Page Setup

This is a particularly messy way of printing a
part of a Gantt chart. What we have done here
is to specify a range of dates to print within. This
certainly reduces the number of pages that will
be printed (as shown in the Pages settings).

For Your Reference...
To print within dates:
1.

2.
and select Print Custom Dates an

3. Specify the dates in the date fields

Click on the File tab, then click on Print
Click on Print Entire Project in Settings

d Pages

Handy to Know...

If you only want to print specific tasks or
dates, you may prefer to set a filter in the
Gantt chart so that only the relevant tasks or
dates are on view, and then access the Print
commands in the backstage and print as
normal. Remember, Project prints whatever it
sees in the preview.
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PRINTING HEADERS

You can place a header in a report that will
appear at the top of every page that is printed.
You can type normal text into a header or choose
a specific field which acts as a placeholder for

Microsoft Project 2016 - Level 2

data that is inserted when the report is run, such as
the current date and project name. Details can be
entered into three areas in the header — left, centre
and right.

Try This Yourself:

Preview:

Page Setup - Gantt Chart ? X

Page ] Margins

] Footer] Legend] View ]

Continue using the previous
file with this exercise, or open
the file Advanced
Printing_2.mpp...

Same
File

Left

Click on the File tab, then click
on Print to see a preview of
the project

General and select Project

Center  Right

. . A | E
Click on Page Setup to display ] 16 1= &) P
the Page Setup dialog box, Genegak [ Page Number v [
then click on the Header tab Projectfields: | % Complete V] [ ag
Click on the drop arrow for Page Setup - Gantt Chart 7 X

Print Preview..,

Page ] Margins HEEdEf] Footer] Legend] View ]

Title, then click on [Add] to
see this in the preview

Press [Enter] to move the
insertion point down to the
next line, click on the drop
arrow for General, select
Manager Name, then click on
[Add]

Click and drag across
&[Project Title] to select it,
then click on the Format Text
Font button

Click on Bold in Font Style
and 12 in Size, then click on

Preview:

The Rostadium Project
Scott Harris

Left Center Right

&[Project Title]

&[Manager]

AlE A E e &'

| Manager Name v|

General: Add

Project fields: | % Complete | Add

Print Preview.., Options... Print... Cancel

[OK]

Click on [OK] to see the
Header at the top of the report

The Rostadium Project
Scott Harris

preview

Durztion

20 May 19
1w

EMay 19 13 May 19
siulrlwlrlelslsimlriwlrlelslsim

Click on the Back arrow to
return to the Gantt Chart view

3wks

© © 06 O

1 mon

43 days

For Your Reference...
To insert a header into a report:

1. Click on the File tab, click on Print, click on
Page Setup, then click on the Header tab

2. Enter the header settings as desired

Handy to Know...

e The ampersand (&) is used in report headers
to indicate to Project that the field is to be
replaced by data when the report is
previewed or printed.
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PRINTING FOOTERS

While headers appear at the top of a report,
footers appear at the bottom. Footers operate in
almost an identical way to headers. They are
made up of left, centre and right areas and you

Microsoft Project 2016 - Level 2

type text or insert field values into them. You can
also format the text. Footers often contain page
numbering and file information.

Try This Yourself:

Preview:

Continue using the previous

Page Setup - Gantt Chart ? X

Page ] Margins | Header

l Legend] View ]

() 5 q q g Paga 1
e o file with this exercise, or open
& & the file Advanced

Printing_3.mpp... -

Click on the File tab, then click Page &{Page]

on Print to see a preview of
the project

Click on Page Setup to display
the Page Setup dialog box,
then click on the Footer tab

Click on the Left tab, then click
on the Insert File Name

General:

Print Pre

AlE A E e &'

| Page Number

Add

|

Project fields: | % Complete

|

View...

button

Click on the Right tab, click in
the box, then type Modified:

and press | space |

Click on the Insert Current
Date button, then click on the
Insert Current Time button

Click on [OK] to see the new
footer in the report preview

Click on the Back arrow to
return to the Gantt chart view

Q0 06 6 0 0 ©

Page Setup - Gantt Chart ?
Page ] Margins] Header Footer l Legend] View ]

Preview:
Advanced Priving 3

Maodifiad: Tue 21/06/16 325 PM

Paga 1

Left Center Right

Modified: &[Date] &[Time]|

AR 6 E

| Page Number

General: Add

Project fields: | % Complete

Print Preview.., Options... Print... Cancel

Date: Tue 21/06/16

Project Summany

nactive Tak

rogress

Advanced Printing_3

Modified: Tue 21/06/16 3:26 PM

For Your Reference...
To insert a footer into a report:

1. Click on the File tab, click on Print, click on
Page Setup, then click on the Footer tab

2. Enter the footer settings as desired

Handy to Know...

e Itis recommended that you insert the file
name into the footer of your report so that
once you print the report, you can locate the
correct project file if needed later. The date
and time is extremely handy to keep track of
revisions.
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WORKING WITH THE LEGEND

Click on Legend Page in
Legend on, then click on [OK] o

There are many symbols and icons on a Gantt and reports appear with a legend. The legend can
chart in Project that may be confusing for the appear either at the bottom of each page or on a
readers of your reports. To make them page of its own. You can also choose to leave it off
understandable and easy to read, most print outs altogether.
Page Setup - Gantt Chart ? X
Try This Yourself: e |[ Wiargin| Femies | Fosier [ View
Continue using the previous P
£ o file with this exercise, or open DreMondods
S & the file Advanced
Printing_4.mpp... -
. . . Legend on:
o Click on the File tab, then click @ Every page
on Print to see a preview of OLegend page
the project O None
e Click on Page Setup to A 2l [ Wit S =] em
display the Page Setup dialog Geneisk [ Poge Number v] [Taaa Legend Labels.
box, then click on the Legend Project fieds: | % Complete V| [ g
tab
9 Print Preview.., Options... Print... Cancel

There is no longer a legend on
the bottom of the preview

page... s | | | |

o Click on Multiple Pages to
see all of the pages in preview

The final page of the report is @ g L] I

the new legend page...

e Click on the legend page to
view it

T
™
(il

(L

I

Click on the Back arrow to
return to the Gantt Chart view

The page ordering in printing goes down and then across.
The legend page appears at the top of the last column
because this is the last page in the printed report.

For Your Reference... Handy to Know...
To work with legends: e If you use page breaks to separate tasks and
1. Click on the File tab, click on Print, click on keep your report organised, it is likely that
Page Setup, then click on the Legend tab there will be blank space at the bottom of

each page. In such a situation you might like
to display the legend on each page rather
than adding a legend page to your report.

2. Enter the settings as desired
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GETTING THE RIGHT REPORT FIT

Project Gantt chart reports can use a great deal this results in a compromise between minimum
of paper and can also waste a fair bit of space. paper and maximum legibility and some trial and
There are a number of tricks that you can employ error may be needed in order to find the right

to fit as much project on paper as you can. Often balance.

e Page Setup - Gantt Chart ? x

l Margins] Header] Footer] Legend] View ]

Try This Yourself:

Crientation

Continue using the previous file § .
with this exercise, or open the O Portrait @ Landscape
file Advanced Printing_5.mpp...

Same
File

Sealing

@Adjustto: 100 :%normalsize

Click on the File tab, then click
on Print OFitte: |1 |2 e

Other

Click on Page Setup to display
the Page Setup dialog box, then
Click on the Page tab First page number: | Auto

Paper Size: | Ad ~

Click on Fit to, click on the up
arrow for pages wide by it
displays 2, click on the up arrow
for tall until it displays 2, then
click on [OK]

Print Preview... Options... Print... Cancel

Since we plan to condense the

printing to fewer pages we
should remove our preview page ﬁ_c%f
breaks...

Click on the Back arrow to return i M
to the Gantt Chart view, click on -

the Project tab, click on the Site
Works summary task, then click 1l
on Remove Page Break in the i1l
custom Printing group = -

el

Repeat step 4 for the remaining

page breaks on the other
summary tasks o

Click on the File tab, then click
on Print to see a fuller preview

Click on Multiple Pages to see
that there are now fewer pages

Click on the Back arrow to return
to the Gantt Chart view

©o00 O

For Your Reference... Handy to Know...

To fit a report to pages: e When printing a Gantt chart, it can take some

1. Click on the File tab, click on Print, click on time to adjust the settings so that the chart is
Page Setup, then click on the Page tab prlnted the way you want it. Don’t commit to

5 B e St e desie] printing to paper until the preview is exactly
’ 9 the way you want it.
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EXPORTING TO PDF

PDF (Portable Document Format) is an efficient representation of how the Gantt chart would look
way of printing without using paper. It allows you on paper and is much more detailed and accurate
to “print” your project reports and charts to a than print preview. You can then use this file for
computer file. This computer file is a emailing, archiving and even printing to paper.

Try This Yourself; Export

C_:ontl_nue l.JSIng the Previous -% Crealiz ez EF create AdObeCi\?eitn PDF using Adabe Acrobat DC

flle Wlth thls exerCISey or = Viewable and printable on most platforms
open the flle Advanced [ Create PDF/XPS Document Adgit;DF dR:(h::::t:d secure way of exchanging and archiving
Prlntlng_Gmpp — Preserves ariginal document look and feel

o Click on the File tab, then b save Project as ite
click on Export to see the

Same
File

export options

or Acrobat installed, you
may see the Create Adobe
PDF option. For the Publish Range

purposes of this exercise ® Al

we will not be using this OFrom | won 6/05/19 o | Tue 28/04/20
Opﬁon. oo Include Non-Printing Infarmation
DocumentEroper‘ties

e Click on Create PDF/XPS = .
Document in the middle PDF Options
pane, then click on [Create 150 19005-1 compliant [PDF/A)
PDF/XPS] in the right pane _ _
to display the Browse =
dialog box which allows you
to specify a name and
location for the PDF file you
will create

We'll accept the default file
name and location...

e Click on [OK] to display the
Document Export Options
dialog box which allows you
to specify what to print

Click on [OK] to accept the
default options

Document Export Options X

If you have Adobe Reader c

A PDF version of the project
is created and saved to the
course files folder

For Your Reference... Handy to Know...

To print to a PDF file: e PDF files can be opened with Adobe
1. Click on the File tab, then click on Export Acrobat, Adobe Acrobat Reader (Reader is

2. Click on Create PDF/XPS Document, then softwa_re that can be downI(_Jaded e
click on [Create PDF/XPS] web without cost), or the Windows Reader

app.
3. Specify a file name and location, then click PP
on [OK]
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CONCLUDING REMARKS

Congratulations!
You have now completed Microsoft Project 2016 - Level 2. Microsoft Project 2016 - Level 2 was
designed to get you to the point where you can competently perform a variety of operations.

We have tried to build up your skills and knowledge by having you work through specific tasks.
The step-by-step approach will serve as a reference for you when you need to repeat a task.

Where To From Here?
The following is a little advice about what to do next:

e Spend some time playing with what you have learnt. You should reinforce the skills that you
have acquired and use some of the application's commands. This will test just how much of
the concepts and features have stuck! Don't try a big task just yet if you can avoid it — small
is a good way to start.

e Some aspects of the course may now be a little vague. Go over some of the points that you
may be unclear about. Use the examples and exercises in these notes and have another go
— these step-by-step notes were designed to help you in the classroom and in the work
place!

Here are a few techniques and strategies that we've found handy for learning more about
technology:

¢ read computer magazines — there are often useful articles about specific techniques

o if you have the skills and facilities browse the internet, specifically the technical pages of
the application that you have just learnt

e take an interest in what your work colleagues have done and how they did it — we don't
suggest that you plagiarise, but you can certainly learn from the techniques of others

o if your software came with a manual (which is rare nowadays) spend a bit of time each day
reading a few pages. Then try the techniques out straight away — over a period of time
you'll learn a lot this way

¢ and of course, there are also more courses and books for you to work through.

Hungry for More?

We live in an ever-changing world where we all need to review and upgrade our
skills.

If you have received this course book on a training course, why not ask the tutor or
trainer for other courses that may be of benefit to you. If you are attending a
college ask for one of their brochures.

Alternatively, if you’ve enjoyed using this course book you can find others that
cover a wide range of topics at our website www.watsoniapublishing.com.
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