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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:
learn how to explore and dissect the tables that are in Project
learn how to create a custom table from scratch
learn how to add fields to a table using the Add New Columns feature
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.











Exploring Tables
Project stores its data in two data tables – one for tasks and the other for resources. Options on the View tab allow you to see data from these tables. Both of these tables have many columns (or fields) of data. To make it easier to see the data, these two tables have been broken down into a series of smaller tables, each of which includes only a handful of the available columns.
Try This Yourself:
[bookmark: PreambleLabel]Open File
[bookmark: Preamble]Before starting this exercise you MUST open the file Tables_1.mpp…

Click on the View tab, then click on Tables in the Data group to see a list of some of the other tables that are available

Select Cost to see only fields relevant to costs

Click and drag the divider line to the right until Add New Column is in view

On the View tab, click on Tables in the Data group and select More Tables to display the More Tables dialog box
Here you can view all of the available tables…

Ensure that Cost is selected, then click on [Edit] to display the Table Definition dialog box

Spend a few moments studying the options here

Click on [Cancel] to close the Table Definition dialog box

Click on [Cancel] to close the More Tables dialog box

3
4
For Your Reference…
To display a table in a project:
1.	Click on the View tab, then click on Tables in the Data group
2.	Select on the desired table	
A quick method for displaying the available tables and More Tables command is to right-click on the Select All cell in the top left corner of the table.
Handy to Know…
· The Add New Column heading in a table allows you to add another field (column) to 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.
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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 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 This Yourself:
Same File
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]

2
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.
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…
· 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.
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.
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Adding Fields Using Add New Column
You can add fields to a table through the Table Definition dialog box. This is handy if you have a sound idea of what you want in your table and also want to alter things such as default column widths. However, a more interactive approach to adding fields to a table is through the Add New Column interface that appears when a table is on display which adds columns to the end of the table.  
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Tables_3.mpp...

Click on the View tab, then click on Resource Sheet in Resource Views

Click on Tables in the Data group and select More Tables

Click on Personal Details in the list box, then click on [Apply] to see this table

Click on the drop arrow for Add New Column, then press n to see fields beginning with that letter

Select Name
Because the Name field is used in several tables and data has already been added to it, it also appears in our new table…

Repeat steps 4 and 5 and add the following fields: 
Email Address
Hyperlink

2
3
4
5
For Your Reference…
To add fields to a table using Add New Column:
1.	Click on the drop arrow for Add New Column
2.	Scroll to and click on the desired field	
Handy to Know…
· The Adding New Column command inserts the fields with their properties. You can 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.
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Adding Fields Using Insert Column
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Tables_4.mpp...

Click on the View tab, then click on Tables in the Data group and select More Tables

Ensure Personal Details is selected, then click on [Apply] 
Let’s insert two columns between Name and Email Address…

Right-click on the Email Address column heading to display the shortcut menu, then select Insert Column to insert a new column
The new column will always be inserted to the left of the selected column…

Type g, then select Group to insert this column

Repeat steps 3 and 4 to insert Standard Rate to the left of Email Address

For Your Reference…
To add a field to a table:
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 field name, then click on the desired field
Although adding fields using the Add New Column feature is easy, it does mean that you have to enter the columns in the order in which you wish them to be displayed in the table. If you’ve forgotten a field or simply want to insert additional fields between other columns in your table, you can use the Insert Column command to insert a field to the left of a selected column.
3
4
5
Handy to Know…
· To insert a field using the ribbon, click on the header of the column that is to the right of where you wish to insert the new column, click on Resource Sheet Tools: Format tab, then click on Insert Column in the Columns group. Type the first letter of the field and then click on the desired field.























 
Adding Simple Custom Fields
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Tables_5.mpp...

In the Personal Details table in the Resource Sheet, right-click on the Hyperlink column header and select Insert Column

Type t and select Text1 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 Flag1 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

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. 
2
3
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…
· 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.
























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 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:
Same 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 [image: ] 

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]

3
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…
· 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
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Tables_7.mpp...

Click on the Project tab, then click on Custom Fields in the Properties group to display the Custom Fields dialog box

Ensure that Resource is selected, click on Text3, then click on [Rename] to open the Rename Field dialog box

Type State, then click on [OK] to rename this custom field

Click on [Lookup] to display the Edit Lookup Table dialog box

Type the following in Value 
Vic
NSW
Qld

Click on [Close], then click on [OK]
Now let’s insert this field…

Right-click on Use Again? and select Insert Column, type t, then select Text3 (State) to insert the field
The drop arrow in this field shows that it has a lookup table

As well as creating simple free-format custom fields, you can also create custom fields that contain lookup tables of allowable values. Lookup tables are useful for several reasons. Not only can they help to speed up data entry, especially if the values are lengthy, but they will also ensure that the data that is being entered is accurate. 
1
2
5
For Your Reference…
To create a custom field with a lookup table:
1.	Click on the Project tab, then click on Custom Fields in the Properties group
2.	Select and rename the field
3.	Click on [Lookup], then enter the desired values
Handy to Know…
· As well as creating a lookup table for a custom text field, you can use the same process to create a lookup table for other types of custom fields such as cost, data and number fields. However, you can’t use the same process for creating a lookup table for an outline code custom field.
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Using A Custom Table
A custom table that you create in Project behaves and operates exactly like one of the standard, built-in tables. This is because the built-in tables are actually custom tables that have been created by Microsoft. To display a custom table, you must use the More Tables dialog box. Once a custom table is on display you can enter or change values in the table.
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Tables_8.mpp...

Ensure that the Personal Details table is on display (use the More Tables dialog box to display it if it is not)

Click in Email Address for Tony Peters, type tpeters@xyz.com.zz and press [image: ] 

Type 61 3 9666 7744 and press [image: ] 

Click on the drop arrow for State and select Vic

Complete the remaining details as shown

Click in the Comments field for Ace Hire

Type the following:
This company is too expensive. Their range of equipment is also quite limited.

Press [image: ]  to complete the entry

2
5
The tiny squares appear next to the names because we’ve typed an email address for the resources. This square indicates that a contact card can be linked to your email software.
For Your Reference…
To populate a custom table with data:
1.	Display the custom table on the screen
2.	Enter the data into the fields as you would a built-in table
Handy to Know…
· Custom Text fields, such as the Comments field, can be a little tricky to use when you type extended data into them. To edit the data in the field, click on the field once, then again to place it into edit mode.
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Using A Hyperlink Field
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 the same – go to websites. However, they can also be linked to a number of other things, such as spreadsheets and even Word documents. 
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Tables_9.mpp...

Ensure that the Personal Details table appears on the screen

Click in the Special Information cell for Stand Furniture

Type Custom – Contract.docx and press [image: ] 
Notice that the text appears underlined because it is a hyperlink…

Point to the underlined hyperlink text and click once to open the document in Microsoft 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

3
4
For Your Reference…
To use a hyperlink field:
1.	Type a link (e.g. web address, email address, file name) into a hyperlink cell
2.	Click on the hyperlink
Handy to Know…
· 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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