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[bookmark: _Toc458592572]Chapter 1: Resource Levelling
To Create Resource Problems:
· Reduce the number of units of a resource
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
To Check for Over-Allocations in Resource Usage:
1.	Click on the View tab, then click on Resource Usage in the Resource Views group
2.	Scroll to over-allocated resources	
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
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	
To Assign Overtime to a Resource:
1.	Ensure a Task Form appears with the Work format selected
2.	Type the appropriate overtime in the Ovt. Work field, then click on [OK]	
To Add a New Resource to Cover Over‑allocations:
1.	Click in Resource Name, type the name of 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	
To Switch Work Assignments:
1.	Select the task
2.	Adjust the units and/or work effort for the over allocated resource
3.	Click on [OK]	
To Reschedule an Over-Allocated Task:
1.	Display the predecessors in a task form
2.	Adjust for lag or predecessor relationships	
[bookmark: _Toc458592573]Chapter 2: Assigning Materials
To Assign Fixed Material Consumption:
1.	Double-click on the task, then click on the Resources tab
2.	Click on the Resource Name drop arrow and select the appropriate material
3.	Enter the quantity in Units	
To Contour Materials Usage:
1.	Display the Resource Usage form
2.	Click on the task and scroll to it on the timeline
3.	Type the new values into the timeline cells	
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.	
To Assign Variable Material Resources:
1.	Double-click on the task, then click on the Resources tab
2.	Select the material to assign
3.	Type the unit and follow it with /h to indicate hourly usage, then click on [OK]	
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]	
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 the usage and quantities in the bottom pane for each task	
[bookmark: _Toc458592574]Chapter 3: Costs
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	
To Assign Variable Costs to a Resource:
1.	Display a Resource Sheet view
2.	Type a variable cost rate in Std. Rate and Ovt. Rate	
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 [image: ]	
To Assign One Time Usage Costs:
1.	Double-click on the resource, then click on the Costs tab
2.	Type the one-time usage cost in Per Use Cost
3.	Click on [OK]	
To Assign Fixed Costs for a Task:
1.	Display a Task Sheet view with the Costs table
2.	Type the appropriate cost into the Fixed Cost field for the desired task, then press [image: ]	
To Assign Material Costs:
1.	Display a Resource Sheet view
2.	Type the cost in the Std. Rate field and press [image: ]	
To Use Multiple Cost Tables:
1.	Double-click on the desired resource, then click on the Costs tab
2.	Click on the drop arrow for Cost accrual
3.	Click on the desired table, enter the desired rates, then click on [OK]	
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 table and select a different table	
To Assign Changed Rates From a Specific Date:
1.	Double-click on the desired resource
2.	Click on the Costs tab
3.	Click in the next free Effective Date cell and enter the relevant date and rate details	
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
To Review Project Costs:
1.	Use the Project Statistics dialog box (Project > Project Information)
2.	Display a Task Sheet view with a Cost table
3.	Display a Resource Sheet view with a Cost table	
[bookmark: _Toc458592575]Chapter 4: Constraints and Deadlines
To Review Project Information and Statistics:
1.	Click on the Project tab, then click on Project Information in the Properties group
2.	Click on [Statistics]	
To Apply a Constraint to a Task:
1.	Double-click on the task, then click on the Advanced tab on the dialog box
2.	Click on the Constraint type drop arrow and select the appropriate constraint
3.	Type a constraint date	
To Specify Elapsed Time:
1.	Click in the duration cell of the desired task
2.	Insert the letter e (for elapsed) between the amount and type of duration (e.g. 3d becomes 3ed)
3.	Press [image: ]	
To Reschedule Tasks:
1.	Review the problem area using a Gantt Chart view
2.	Determine a strategy for overcoming the problem – e.g. change durations, task dependencies or resources	
To Add a Deadline to a Task:
1.	Double-click on the desired task, then click on the Advanced tab
2.	Click on or type the Deadline date
3.	Click on [OK]	
To Move a Project’s Start Date:
1.	Click on the Project tab, then click on Move Project in the Schedule group
2.	Set the appropriate date, then click on [OK]
[bookmark: _Toc458592576]Chapter 5: Project Tracking
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]	
To Automatically Update Actuals:
1.	Select the tasks to update
2.	Click on the Project tab, then click on Update Project in the Status group
3.	Enter a date, specify selected tasks only, then click on [OK]	
To Manually Update Actuals:
1.	Change the view to the Tracking table
2.	Click in % Comp of the desired task and enter a value	
To Enter Delayed Actuals:
1.	Display the Tracking table
2.	Type the delayed start into the Act. Start column of the task	
To Enter Actuals on a Gantt Chart:
1.	Display a Gantt Chart, then click on the Task tab 
2.	Click on any of the percentage completed commands in the Schedule group
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
3.	Type a finish date, then click on [OK]	
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	
[bookmark: _Toc458592577]Chapter 6: Project Views
To Display Standard Views:
1.	Click on the View tab
2.	Click on Other Views in the Resource Views group and select More Views
3.	Scroll to and click on the desired view, then click on [Apply]	
To Display a Split Screen:
1.	Click in the Details tick box in the Split View group on the View tab
2.	Click on the drop arrow and select the desired view for the lower pane	
To Create a Custom View:
1.	Click on the View tab, then click on Other Views and select More Views
2.	Click on [New], click on Single View, then click on [OK]
3.	Enter the appropriate settings
To Create a Custom Split View:
1.	Click on the View tab, then click on Other Views and select More Views
2.	Click on [New], click on Combination View, then click on [OK]
3.	Enter the appropriate settings	
To Display a Custom View:
1.	Click on an appropriate resource or task view on the View tab that will display a menu of views
2.	Click on the desired custom view	
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]	
To Save an Existing View to a New View:
1.	Define the screen elements in the way you 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]	
To Delete a View:
1.	Click on the View tab, click on Other Views and select More Views, then click on [Organiser]
2.	Click on the name of the view, then click on [Delete]	
To Keep Views Local:
1.	Click on the File tab, then click on Options
2.	Click on the Advanced tab
3.	Un-tick Automatically add new views, tables, filters, and groups to the global	
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
To Hide a Project File:
1.	Open the file and view it on the screen
2.	Click on the View tab, then click on Hide in the Window group and select Hide
[bookmark: _Toc458592578]Chapter 7: Tables
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	
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]	
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	
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
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
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
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
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
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
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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	
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]	
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]
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]
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
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
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]

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]
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]
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]
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
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
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To Change Time Periods on the Timescale:
1.	Click on the View tab, then click on the drop arrow for Timescale in the Zoom group
2.	Select the desired time period
To See More Tiers on the Timescale:
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 drop arrow for Show in Timescale and select the desired option
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
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
To Change the Text Styles in a Project:
1.	Click on the Gantt Chart Tools: Format tab, then click on Text Styles in the Format group
2.	Select the Item to Change and apply the desired formatting
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
To Display Progress Lines in a Project:
1.	Click on the Gantt Chart Tools: Format tab, then click on Gridlines in the Format group and select Progress Lines
2.	Enter the period details as desired
To Format Progress Lines in a Project:
1.	Click on the Gantt Chart Tools: Format tab, then click on Gridlines and select Progress Lines
2.	Click on the Line Styles tab
3.	Change the settings as desired
To Change the Gantt Chart Layout:
1.	Click on the Gantt Chart Tools: Format tab, then click on Layout in the Format group
2.	Change the settings as desired
To Change Gantt Chart Styles:
1.	Click on the Gantt Chart Tools: Format tab
2.	Click on the desired style
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
3.	Click on the Bar Text tab and change the settings as desired
To Format Specific Bars on a Gantt Chart:
1.	Select the tasks to change
2.	Click on the Gantt Chart Tools: Format tab, then click on Format and select Bar
3.	Click on the Bar Shape tab and change the settings as desired
To Change Bar Styles in a Project:
1.	Click on the Gantt Chart Tools: Format tab, then click on Format and select Bar Styles
2.	Click on the bar type to change
3.	Choose the settings as desired
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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
To Display a Gantt Chart in Preview Mode:
1.	Click on the File tab
2.	Click on Print to see the preview
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
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
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
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	
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	
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
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]
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