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Creating Resource Problems
· Over-allocations occur when more resources are assigned to a task than there are units in 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.
Tracking Down Over Allocations
· 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.
Checking Resource Usage
· At the time of writing, we found that the Next Overallocation command (to move to the task in the timeline) in the Resource Usage view was erratic and inconsistent due to a bug when used in Resource Usage view.
Creating an Over Allocation Report
· 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.
Changing Work Effort
· 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.
Assigning Overtime
· Project subtracts overtime from total Work (2,700 – 450 = 2,250), then divides this by 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.
Hiring Contract Labour
· If you have access to an endless supply of contract labour, you will be able to enter a large sum of units (such as 1000%).
Switching Work Assignments
· Switching assignments in Project is relatively easy to do, providing you take into consideration the effort-driven nature of your tasks.
Rescheduling Tasks
· When you want to switch to another view 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.
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Assigning Fixed Material Consumption
· 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.
Contouring Materials Usage
· Once costs are entered for materials, Project will allow you to monitor the cost of resources. This can be used to project cash flows. In many situations however, materials are really only used after some preparation work and therefore should be contoured towards the later part of the task.
Adding More Material Assignments
· 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.
Assigning Variable Usage Material
· Expressions such as 16/h or 2/d are defined as 16 per hour or 2 per day. For example, if 16/h represents 16 litres/h in a project, this means the resources together use 16 litres per hour of working time.
Adding To A Material Assignment
· 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.
Checking Work For Materials
· The Resource Usage view has the added benefit of showing you the quantities required on a regular and periodic basis. This is useful for ordering purposes.
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Reviewing Current Costs
· It is a good idea to regularly display the Project Statistics dialog box as you enter costs just to ensure things are progressing as they should.
Entering Variable Costs
· Always enter an amount for overtime. In 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.
Assigning Daily Costs
· 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.
Assigning Per Usage Costs
· 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.
· Use Resource Usage view to see how and where specifically a resource is used.
Assigning Fixed Costs
· You can set the accrual method in the Fixed Cost Accrual field in the Cost table so that the costs are accrued either at the beginning or the end of the task.
Assigning Material Costs
· 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.
Using Another Cost Table
· You can specify a percentage rate change in a cost rate table from a set date. Once you have entered the effective date, type in the percentage change in the Standard Rate, Overtime Rate and Per Use Cost fields, e.g. +10% or -7.5%. The actual rate is then calculated and appears in the field.
Applying a Different Cost Table
· 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.
Changing Rates During a Project
· It can sometimes be hard to track down changing rates in a project. If you do have to change the rates for a resource, make a note of it in the Notes field in the Resource Information dialog box. Project will display a notes icon next to resources with Notes as a reminder.
Assigning Cost Resources
· 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.
Viewing Project Costs
· The views, such as a Task Sheet view with a Cost table, can be printed if you require a quick hard copy summary of the costs.
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Reviewing Our Project
· Reviewing the project information and statistics should be done regularly. Even the 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.
Adding a Constraint
· When a task is constrained a scheduling icon will appear next to the task. 
Using Elapsed Time
· 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.
Rescheduling Tasks
· Rescheduling some tasks in your project might help to fix scheduling problems. Look also to see whether you can change the dependencies in some of the tasks, setting them to start at the same time. However, you will have to watch out for resource conflicts if one resource is used in most of the tasks.
Creating a Deadline
· Deadlines appear visually only after the due date has elapsed and if the task is not 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 create a filter that shows only tasks that have deadlines, or that are due on a specific date.
Moving a Project’s Start Date
· You don’t have to use today’s date as the start date. You can type any date you like in the Move Project dialog box.
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Creating A Baseline
· The Variance table will highlight differences (variances) between the baseline and actuals when they are entered.
Automatically Updating Tasks
· When working with a real project, you would begin tracking the project as it commenced and in real time rather than setting a future date.
Manually Updating Tasks
· If you enter a value in a summary task % 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.
Entering Delayed Tasks
· 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.
Tracking Actuals On A Gantt Chart
· As a task is being tracked, the Gantt Chart timeline will display a bar within the timeline 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.
Using The Tracking Box
· 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.
Viewing Task Slippage
· 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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Working With the Standard Views
· It is recommended that you try all of the views listed in the More Views dialog box, as you may find a view that is more useful than you thought it would be.
Creating Split Views
· In split view the options on the Format tab on the ribbon change according to the pane that is currently active. The options on the left on the View tab work only on the top pane irrespective of which pane is active.
Creating a Custom View
· 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.
Creating a Custom Combination View
· Once a custom combination view has been created, it can also be selected from the Details settings in the Split View group on the View tab.
Using Custom Views
· If the custom views have not appeared in the menus (as shown above), the Show in menu setting must have been unticked when the custom view was being defined.
· Remember, if you can’t find a view on the menu it will always be in the More Views dialog box.
Customising the View Menus
· Views can be removed from the menu again simply by unticking the Show in menu setting in the View Definition dialog box.
· 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.
Saving an Existing View
· The currently active view will appear with a tick when the menu is displayed.
Deleting Unwanted Views
· When you create a custom view it is automatically added by Project to the global template so that it can immediately be used by other projects you create. You must remember to delete it from the current project as well as the global template if you no longer need that view.
Keeping New Views Local
· If you are sharing your copy of Project with other users, you should keep your own views, tables, filters, etc. local. Local just means that they will be saved to your file rather than to the global template.
Working With Multiple Files
· 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.
Hiding Open Files
· The Switch Window command does not list files that have been hidden.
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Exploring Tables
· 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.
Creating a New Table
· 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.
Adding Fields Using Add New Column
· 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.
Adding Fields Using Insert Column
· 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
· 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
· 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.
Creating a Simple Lookup Table
· 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.
Using a Custom Table
· 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.
Using a Hyperlink Field
· 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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Basic Data Highlighting
· 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
· The dates in the date range work only on the Start and Finish dates, not the Baseline dates.
· Dates are not inclusive.
Highlighting a Range of Tasks
· Each new highlight will clear the previous one. You cannot therefore create compound highlights where each builds on the previous.
Highlighting Tasks With Specific Resources
· If the Show tasks using box in the Using Resource dialog box is left empty, tasks that do not require any resources are highlighted.
More Highlight Filters
· 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.
Applying Filters
· 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.
Creating a Custom Filter
· 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.
Using a Custom Filter
· 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.
Editing Existing Filters
· 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.
Deleting an Unwanted Filter
· 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].
Grouping Tasks
· 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.
Using AutoFilters
· 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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Changing Time Periods
· Thirds of Months can be a little tricky to work out. They actually show three periods in a month – the beginning, middle and end.
Showing Tiers
· Swapping and changing tier levels can make your timescale disorganised. It is a good idea to leave the number of tiers alone once you’ve finally decided upon how many you need for your project. 
Modifying Specific Tiers
· When using Years as a Unit you have some interesting label choices. Use the Label drop arrow to see the available options.
Formatting for Non-Working Time
· 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.
Changing Text Styles
· The commands that are presented on the Format tab are decided by the current view you are in. The line at the top of the Format tab indicates the current view – you will only receive the formatting tools relevant to this view.
Working With Gridlines
· 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.
Displaying Progress Lines
· At the time this manual was written, Project 2016 had a bug which caused progress lines to not appear in the Gantt Chart timeline. In order to view progress lines, you must display the project in Print Preview.
Working With Progress Lines
· Experiment with the formatting to get the result you desire – it may take a bit of trial and error. Choose the Show date for each progress line option if you want the date to appear at the top of each progress line.
Changing the Layout
· Of the three link styles available the first has no lines and is the cleanest of all. The “s” shape (middle) separates the lines but can be cluttered. If you need to have link lines the “l” shape (third) presents less clutter than the “s” shape.
Changing Gantt Chart Styles
· The only real difference between 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.
Changing Bar Text
· You can change the bar text for selected tasks or for the entire task list. To change the entire task list, click on the Task Name heading to select all of the tasks and then proceed as shown here.
Formatting Selected Bars
· It is recommended that you only format the bars of very important or specific tasks. Using too much bar formatting can make your project confusing and difficult to interpret. 
Changing Bar Styles
· 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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Placing Printing Commands on the Ribbon
· 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.
Using Print Preview
· You should always preview before you print anything from Project to ensure the data being printed is correct and accurate.
Setting Page Breaks
· 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.
Printing Specific Dates and Pages
· 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.
Printing Headers
· 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.
Printing Footers
· 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.
Working With the Legend
· 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.
Getting the Right Report Fit
· 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 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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