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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:
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.











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




	

Basic Data Highlighting
Highlight filters are created using commands on the View tab. Highlight filters contain a number of predefined filters for performing some of the more common types of highlighting you’d need in a project. Applying a highlight filter using one of these predefined filters is as simple as clicking on the relevant filter from the menu. 
1
Try This Yourself:
[bookmark: PreambleLabel]Open File
[bookmark: Preamble]Before starting this exercise you MUST open the file Project Data_1.mpp…

Click on the View tab, then click on the drop arrow for Highlight in the Data group to see a menu of options

Select Completed Tasks to see tasks marked as completed highlighted in yellow

On the View tab, click on the drop arrow for Highlight and select Incomplete Tasks to highlight tasks that have not been completed

Repeat the above steps to view the following highlights:
Active Tasks
Critical
Milestones
Summary Tasks

On the View tab, click on the drop arrow for Highlight and select [No Highlight] to remove all highlighting

For Your Reference…
To apply a highlight filter:
1.	Click on the View tab, then click on the drop arrow for Highlight in the Data group
2.	Select the desired highlight filter	
2
Handy to Know…
· If you have a number of tasks, you may need to scroll down the screen to see the ones that have been highlighted. Some highlights too will have no results.
























Highlighting Date Ranges
Some of the highlight filters appear with an ellipsis (…) after their name. This shows that these filters are more than just a basic click‑and‑display style of filter. The ellipsis indicates that more information will be required before the filter can be put into action. There are date filters, for example, where you are required to specify beginning and end dates – a date range. 
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Project Data_1.mpp...

Click on the View tab, then click on Other Views in the Task Views group and select Task Sheet

On the View tab, click on the drop arrow for Highlight in the Data group and select Date Range to display the first date box

Type 1/8/19, then click on [OK] to see the second date box

Type 1/9/19, then click on [OK] to highlight tasks that start or finish after 1/8/19 and before 1/9/19

2
3
For Your Reference…
To apply a date range to a highlight filter:
1.	Click on the View tab, then click on the drop arrow for Highlight in the Data group and select Date Range
2.	Type a date in the first box, click on [OK], type a date in the second box, then click on [OK]	
Handy to Know…
· The dates in the date range work only on the Start and Finish dates, not the Baseline dates.
· Dates are not inclusive.
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 box you are asked for a date when tasks start “or” finish after. In the example above tasks 6 and 9 start in July which doesn’t qualify, but they finish after August 1 and before 1/9/16 – so they qualify because they finish within the date range.
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Highlighting A Range Of Tasks
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Project Data_1.mpp...

Click on the View tab, then click on the drop arrow for Highlight in the Data group and select Task Range to display the Task Range settings dialog box

Type 13 in the top box, then click in the second box and type 20

Click on [OK] to highlight tasks 13 through to 20 in the project

There are many different ways of highlighting tasks (and resources) in a project. If you need to highlight a group of tasks, perhaps for a specific sub-project within the main project, you can use the Task Range filter. This filter will highlight tasks within a range of ID numbers. 
1
2
For Your Reference…
To highlight a range of tasks:
1.	Click on the View tab, then click on the drop arrow for Highlight and select Task Range
2.	Type a task ID number in the top cell and another in the second
3.	Click on [OK]
Handy to Know…
· Each new highlight will clear the previous one. You cannot therefore create compound highlights where each builds on the previous.
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Highlighting Tasks With Specific Resources
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Project Data_1.mpp...

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 dialog box

Click on the drop arrow to view a list of resources available to the project

Select Draftsperson, then click on [OK] to highlight all of the tasks that require a Draftsperson resource

For Your Reference…
To highlight specific resources used in tasks:
1.	Click on the View tab, then click on the drop arrow for Highlight and select Using Resource
2.	Click on the resource drop arrow and select the desired resource, then click on [OK]
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.
2
Handy to Know…
· If the Show tasks using box in the Using Resource dialog box is left empty, tasks that do not require any resources are highlighted.
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More Highlight Filters
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Project Data_1.mpp...

Click on the View tab, then click on the drop arrow for Highlight in the Data group and select More Highlight Filters to display the More Filters dialog box

Spend a few moments scrolling through the list of filters in the More Filters dialog box

Click on Should Start By, then click on [Highlight] to display a date input box

Click in the box, type 10/3/20, then click on [OK]

On the View tab, click on the drop arrow for Highlight, then select [No Highlight] to clear the highlight filter

For Your Reference…
To see more filters:
1.	Click on the View tab, then click on the drop arrow for Highlight in the Data group 
2.	Select More Highlight Filters
There are more filters available in Project than are initially visible on the menus. All of the filters, even those presented on the menus, can be viewed and accessed from the More Filters dialog box. It can be worth exploring the options in this dialog box to get a good idea of what you can do with the filters.
1
3
Handy to Know…
· When you access the More Highlight Filters dialog box, the filter that is currently in use appears highlighted in the listing. This is a great way to see whether any filters are currently active in the project.
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Applying 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

While highlight filters will colour any tasks that match the filter criteria, the filter operation will hide any tasks that do not match the filter criteria. Other than the results, the way highlight filters and normal filters work is functionally the same. In fact, both use the same filter settings even though they are presented on their own drop arrow menus. 
1
For Your Reference…
To display a filter:
1.	Click on the View tab, then click on the drop arrow for Filter in the Data group
2.	Select on the desired filter
Handy to Know…
· Unlike highlight filters where all of the data still remains on the screen, the standard 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
Try This Yourself:
Same File
Continue using the previous file with this exercise, or 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 New Filter to display the Filter Definition dialog box

Type Tasks With Remaining Costs in Name

Click just below Field Name to display a drop arrow, click on the drop arrow, then scroll to and select Remaining Cost

Click just below Test, then click on the drop arrow and select is greater than

Click in Value(s) and type 0

Click on [Save]

For Your Reference…
To create a custom filter:
1.	Click on the View tab, then click on the drop arrow for Filter and select New Filter
2.	Specify a name for the filter then a field, a test, and a value
3.	Click on [Save]

Once you understand how custom filters in Project work, you can try creating your own. A filter actually selects a task or resource based upon a criteria rule. The criteria rule acts upon one or more specified fields by testing the data in the field or fields using a value. The testing that is done is based on a comparison such as equal to, greater than, or less than.
1
Handy to Know…
· When choosing a field name from the drop arrow list, type its first letter and Project will immediately jump to the first field starting with that letter.
You can almost translate these filters into normal language – for example, the filter created here asks Project to “display all tasks where the Remaining Cost field shows a value greater than zero”.
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Using A Custom Filter
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Project Data_3.mpp...

Click on the View tab, then click on Tables in the Data group and select Cost to display the Cost table
This will make it possible to see if the filter is working…

On the View tab, click on the drop arrow for Highlight in the Data group and select More Highlight Filters

Click on Tasks With Remaining Costs, then click on [Highlight] to see which tasks still have remaining costs (a value greater than zero)

Click on the drop arrow for Highlight again and select More Highlight Filters

Ensure that Tasks With Remaining Costs is selected, then click on [Apply] to apply a filter rather than a highlight

On the View tab, click on the drop arrow for Filter and select [No Filter] to display all of the tasks again

When you create a custom filter it will appear in the More Filters dialog box of the project file in which it was created. It can be run from this location just like any other filter in the More Filters dialog box. If the Show in menu box is ticked in the Filter Definition dialog box when the filter is saved, the custom filter will appear in the Filter drop arrow menu on the ribbon. 
2
3
For Your Reference…
To use a custom filter:
1.	Click on the View tab, then click on the drop arrow for Highlight in the Data group and select More Highlight Filters
2.	Click on the desired filter, then click on either [Apply] or [Highlight]
Handy to Know…
· There is virtually no operational difference between filters and highlight filters. That is why you can access a custom filter from either menu stream. The [Apply] button applies the filter, while the [Highlight] button applies a highlight filter operation.
5
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Editing Existing Filters
The Filter Definition dialog box is not only used to create new custom filters – it can also be used to edit existing filters. Indeed, it provides a useful source of information for you allowing you to see how some of the more complex filters are created. You can use it to dissect the filters that stop and prompt for information before they are run. 
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Project Data_3.mpp...

Click on the View tab, then click on the drop arrow for Filter in the Data group and select More Filters to display the More Filters dialog box

Click on Created After, then click on [Edit] to see the filter in the Filter Definition dialog box
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 dialog box

Repeat the above steps and examine some of the other filters

Click on [Cancel] on the More Filters dialog box to close it

1
For Your Reference…
To edit an existing filter definition:
1.	Click on the View tab, then click on the drop arrow for Filter in the Data group and select More Filters
2.	Click on the desired filter, then click on [Edit]
Handy to Know…
· The question mark in the Value(s) column forces an input box to be displayed containing the message that has been entered in quotation marks. You can use this same technique in your own custom filters.
An interactive filter, where the user is prompted for information when the filter is run, is created by placing a question mark after a prompt message in the Value(s) column as shown above. The prompt message must be placed in quotation marks.
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Deleting An Unwanted Filter
If you have created several custom filters, the time may come when you no longer need to have those filters. You could leave them in the project as they don’t really occupy much room. However, if you really need to delete a filter, perhaps because you no longer want to see the data it generates, you can delete it using Project’s maintenance tool – The Organiser. 

Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Project Data_3.mpp...

Click on the View tab, then click on the drop arrow for Filter in the Data group and select More Filters to display the More Filters dialog box

Click on [Organiser] to display the Organiser dialog box

Scroll to and click on Tasks With Remaining Costs in the list on the right side – this is the side of the open project

Click on [Delete], then click on [Yes] when prompted for confirmation

Click on [Close] to close the Organiser

Click on [Close] to close the More Filters dialog box

1
For Your Reference…
To delete an unwanted filter:
1.	Click on the View tab, then click on the drop arrow for Filter and select More Filters
2.	Click on [Organiser]
3.	Click on the filter to delete, click on [Delete], then click on [Yes]
Handy to Know…
· The Organiser is used for a number of reasons, only one of which is to delete unwanted items from a project. Take a little 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].
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Grouping Tasks
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 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:
Open File
Before starting this exercise you MUST open the file Project Data_4.mpp…

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]

1
2
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…
· Tasks are rearranged only visually when they are grouped. They still retain their original IDs which means that when the grouping is removed the tasks will return to their original positions.
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Using AutoFilters
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Project Data_4.mpp...

Click on the View tab, then click on the drop arrow for Filter in the Data group and select Display AutoFilter – if small arrows aren’t visible next to the column headings, as shown, repeat this step

Click on the filter arrow for Task Name to display the filter menu

Scroll the slider up and click on the tick box to the left of Select All until all ticks are removed

Click on the tick box next to Commissioning so it appears ticked

Click on [OK] to see only the Commissioning tasks

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 applications that display data in tables. An autofilter allows the data to be filtered in situ and uses values from the actual list as criteria. An autofilter is available in Project when tiny arrows appear next to the column headings in a table. In Project, autofiltering needs to be switched on before it can be used.
1
2
For Your Reference…
To use autofilters:
1.	Click on the View tab, then click on the drop arrow for Filter in the Data Group and select Display Autofilter
2.	Click on the filter drop arrow next to a column heading
Handy to Know…
· When an autofilter is actively in use the drop arrow next to the column heading where the filter is being used changes to a filter symbol rather than an arrow.
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Mon6/05/19 Wed3/07/19 100% 0%
["Mon6/05/15 Frizaos/1s 100% 0%
Mon 27/05/19  Fri21/06/19 100% 0%
Mon 24/06/19 Wed 3/07/19  100% 0%
Wed3/07/19 Wed3/07/19 100% 0%
Thu4/07/19  Frio/o8/19 100% 0%
Thu4/07/19 Mon8/07/19  100% 0%
Tue9/07/19  Fri12/07/19 100% 0%
Mon15/07/19  Fri2/08/19 100% 0%
Mons5/08/19  Fri9/0s/19  100% 0%
Mons5/08/19  Fri9/0s/19  100% 0%
Frio/0s/19  Friof08/19 100% 0%
Mon 12/08/19 NA  99% 0%
Mon12/08/19 Thu15/08/19 100% 0%
Tue 20/08/19 Mon11/11/19 100% 0%
Tue12/11/19 Tue21/01/20 100% 0%
Mon27/01/20  Fri7/02/20 100% 0%
Mon10/02/20  Fri14/02/20 100% 0%
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Task Name vl A s o AcFmsn v &0 Y% o AcDury
4 Planning Mon6/05/19 Wed3/07/19 100% 0% 43days
Create architectural plans. Mon 6/05/19  Fri24/05/19  100% 0% Swks
Submit plans for approval Mon27/05/19 Fri21/06/19 100% 0% 1mon
Order materials Mon 24/06/19 Wed3/07/19 100% 0% 8days
Planning Completed Wed3/07/19 Wed3/07/19 100% 0% 0days
4 Site Works Thu4/07/19  Fri9/08/19 100% 0% 27 days
Erect fencing Thua/07/19 Mon8/07/19 100% 0% 3days
Erect site buildings Tues/07/19 Fri12/07/19 100% 0% 4days
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Task Name >

Fixed

Cost ™ | Accrual | Cost

Fixed Cost Total

+ Baseline v Variance v Actual

~ Remainit v

4 Planning $0.00 Prorated $29,078.85 $25,078.85 000 $26,578.85 $2,500.00
Createarchitectur  $0.00 Prorated $21,375.00 $21,375.00  $0.00$21,375.00  $0.00
Submitplansfora 000 Prorated $5,10000 $5,10000  $0.00 $3,600.00 $2,500.00
Order materials $0.00 Prorated SLE0ZES SLE03ES  S0.00 SLE0ZES  $0.00
Planning Complet, _$0.00 Proated 000 $000 000 $0.00  $0.00

4 site Works so.00[prorated |~ $60,530.60 $60,530.60 $0.00 $60,530.60  $0.00
Erectfencing  $15,900.00 Prorated $15,900.00 $15,900.00 $0.00 $15,90000  $0.00
Erectsite building  $0.00 Prorated $6,992.31 $6,992.31  $0.00 $6,992.31  $0.00
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Task Name -

4 Planning

Fixed
Cost _~

$0.00|

Fixed Cost Total

$0.00 $26,578.85 $2,500.00

v Cost v Bascline v Variance v Actual v Remainitv
Prorated - 1620,078.85 $20,078.85

‘Submit plans for a
4 Fitout
Fit all windows an
Install electrical cz
Install electrical
fittings and
Install all plumbin

$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

Prorated $6,100.00 $6,100.00
Prorated 251,065.25 ,251,065.25
Prorated $12,405.00 $12,405.00
Prorated $3,588.00 $3,588.00
Prorated $4,851.00 $4,851.00

Prorated $5,722.50 $5,722.50

$0.00 $3,600.00 $2,500.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00 251,065.25
$0.00 $12,405.00
$0.00 $3,588.00
$0.00 $4,851.00

$0.00 $5,722.50




