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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:
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.











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:
[bookmark: PreambleLabel]Open File
[bookmark: Preamble]Before starting this exercise you MUST open the file Advanced Printing_1.mpp…

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

Scroll to and click on Insert Page Break, then click on [Add] to add the command to the new group

Repeat steps 6 and 7 to add the other commands as shown

Click on [OK], then click on the Project tab to see the new group on the ribbon
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For Your Reference…
To display more commands on the ribbon:
1.	Click on the File tab, click on Options, then click on Customise Ribbon in the left pane
2.	Expand the desired tab for the new group, then click on [New Group]
3.	Use the Choose commands from list to [Add] new commands to the group
Handy to Know…
· Adding more commands to a ribbon is a system wide activity. The ribbon is part of Project and will therefore appear with these changes for every project file that you work with.
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Using Print Preview
In most Microsoft Office applications, you can preview your printing simply by choosing the Print command in the backstage. As soon as you access the printing feature in the backstage you are presented with a print preview of whatever is currently on the screen. This will normally be a multipage preview if you have a Gantt chart on view.
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Advanced Printing_1.mpp...

Click on the File tab to open the backstage, then click on Print to see the preview

Click on Multiple Pages in the bottom right corner to see all of the pages to be printed

Click on One Page to return to a single page again

Click on Actual Size to see the page at the size at which it will be printed

Click on Page Setup under Settings to display the Page Setup dialog box

Spend a few moments browsing the tabs, then click on [Cancel]

Click on the Back arrow to return to the Gantt Chart view
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For Your Reference…
To display a Gantt chart in preview mode:
1.	Click on the File tab
2.	Click on Print to see the preview
Handy to Know…
· You should always preview before you print anything from Project to ensure the data being printed is correct and accurate.
























Setting Page Breaks
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Advanced Printing_1.mpp...

Click on the Site Works summary task to select it

Click on the Project tab, then click on Insert Page Break in the custom Printing group
A page break will be placed as a solid line above the task – however, you’ll only be able to see it when the task is deselected…

Click on the next task down to see the page break more clearly

Repeat the above steps and insert page breaks at the following summary tasks:
Building Construction
Fit Out
Commissioning

If you preview a multiple page Gantt chart, you’ll notice that the pages flow in the order in which they fill a page. You will most likely discover that groups of tasks will break in the middle with tasks you’d like to keep together flowing across two pages. If you want some control over which page a group of tasks prints on you can insert page breaks at strategic points.
1
For Your Reference…
To insert a page break:
1.	Click on the task that is to appear on the next page
2.	Click on the Project tab, then click on Insert Page Break in the (Custom) Printing group
Handy to Know…
· You can tell if there is a page break at a task by clicking on the task to select it and then 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.
3
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.

4
Note: This exercise assumes that you have created a custom Printing group on the Project tab and that the group contains the Insert Page Break command.

























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:
Same File
Continue using the previous file with this exercise, or open the file Advanced Printing_2.mpp...

Click on the File tab, click on Print, then click on Multiple Pages 
Note how the page breaks split the project report…

Click on Print Entire Project in Settings and select Print Custom Dates and Pages

Click on the first date and type 1/7/19

Click on the second date, type 16/8/19, then press [image: ] 
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

1
4
For Your Reference…
To print within dates:
1.	Click on the File tab, then click on Print
2.	Click on Print Entire Project in Settings and select Print Custom Dates and Pages
3.	Specify the dates in the date fields
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.
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). 

























Printing Headers
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Advanced Printing_2.mpp...

Click on the File tab, then click on Print to see a preview of the project

Click on Page Setup to display the Page Setup dialog box, then click on the Header tab

Click on the drop arrow for General and select Project Title, then click on [Add] to see this in the preview

Press [image: ] 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 [OK]

Click on [OK] to see the Header at the top of the report preview

Click on the Back arrow to return to the Gantt Chart view

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 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.
2
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
6
Handy to Know…
· 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.
7
























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 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:
Same File
Continue using the previous file with this exercise, or open the file Advanced Printing_3.mpp...

Click on the File tab, then click 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 button

Click on the Right tab, click in the box, then type Modified: and press [image: ] 

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

2
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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…
· It is 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.
6
























Working With The Legend
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Advanced Printing_4.mpp...

Click on the File tab, then click on Print to see a preview of the project

Click on Page Setup to display the Page Setup dialog box, then click on the Legend tab

Click on Legend Page in Legend on, then click on [OK]
There is no longer a legend on the bottom of the preview page…

Click on Multiple Pages to see all of the pages in preview
The final page of the report is the new legend page…

Click on the legend page to view it

Click on the Back arrow to return to the Gantt Chart view

There are many symbols and icons on a Gantt chart in Project that may be confusing for the readers of your reports. To make them understandable and easy to read, most print outs and reports appear with a legend. The legend can appear either at the bottom of each page or on a page of its own. You can also choose to leave it off altogether.
2
4
For Your Reference…
To work with legends:
1.	Click on the File tab, click on Print, click on Page Setup, then click on the Legend tab
2.	Enter the settings as desired	
Handy to Know…
· If you use page breaks to separate tasks and keep your report organised, it is likely that 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.
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.

























Getting The Right Report Fit
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Advanced Printing_5.mpp...

Click on the File tab, then click on Print 

Click on Page Setup to display the Page Setup dialog box, then click on the Page tab

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]
Since we plan to condense the printing to fewer pages we should remove our preview page breaks…

Click on the Back arrow to return to the Gantt Chart view, click on the Project tab, click on the Site Works summary task, then click on Remove Page Break in the custom Printing group

Repeat step 4 for the remaining page breaks on the other summary tasks

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

Project Gantt chart reports can use a great deal of paper and can also waste a fair bit of space. There are a number of tricks that you can employ to fit as much project on paper as you can. Often this results in a compromise between minimum paper and maximum legibility and some trial and error may be needed in order to find the right balance.
2
For Your Reference…
To fit a report to pages:
1.	Click on the File tab, click on Print, click on Page Setup, then click on the Page tab
2.	Enter the settings as desired
7
Handy to Know…
· When printing a Gantt chart, it can take some time to adjust the settings so that the chart is printed the way you want it. Don’t commit to printing to paper until the preview is exactly the way you want it.
























Exporting To PDF
PDF (Portable Document Format) is an efficient way of printing without using paper. It allows you to “print” your project reports and charts to a computer file. This computer file is a representation of how the Gantt chart would look on paper and is much more detailed and accurate than print preview. You can then use this file for emailing, archiving and even printing to paper.
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Advanced Printing_6.mpp...

Click on the File tab, then click on Export to see the export options
If you have Adobe Reader or Acrobat installed, you may see the Create Adobe PDF option. For the purposes of this exercise we will not be using this option…

Click on Create PDF/XPS Document in the middle pane, then click on [Create 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…

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
A PDF version of the project is created and saved to the course files folder

1
3
For Your Reference…
To print to a PDF file:
1.	Click on the File tab, then click on Export
2.	Click on Create PDF/XPS Document, then click on [Create PDF/XPS]
3.	Specify a file name and location, then click on [OK]
Handy to Know…
· PDF files can be opened with Adobe Acrobat, Adobe Acrobat Reader (Reader is software that can be downloaded from the web without cost), or the Windows Reader app.
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