

Microsoft Project 2016 - Level 2
[bookmark: Section9][bookmark: _GoBack]Chapter 9	Formatting Projects
INFOCUS



Formatting in computer applications refers to changing the appearance of objects and data. Formatting is used to either highlight aspects of the data or just make it more visually appealing. It can also be used to create some corporate identity and branding within a project.
Most applications have a generous array of commands or options on the ribbon for formatting data. Project does too, but in reality most of its commands and options are found in dialog boxes rather than specific options on the ribbon.












In this session you will:
gain an understanding of the timescale
learn how to change the time periods on the timescale
learn how to show different levels of tiers on the timescale
learn how to modify a specific tier on the timescale
learn how to format non-working time in a Gantt Chart
learn how to change the text styles in a project
learn how to work with gridlines in a project
learn how to display progress lines in a project
learn how to format progress lines
learn how to change the layout in a project
gain an understanding of formatting Gantt Chart bars
learn how to change Gantt Chart styles
learn how to change the text shown on Gantt Chart bars
learn how to format the bars of selected tasks
learn how to change the bar styles in a project.











Understanding The Timescale
The timescale appears at the top of the Gantt Chart. It is used to provide a measure of time within the Gantt Chart across which the progress of tasks can be seen. Since some projects last for months or even years, while others may last just days, there must be some adjustment that can be made to the times shown on the scale.
Purpose of the Timescale
The purpose of the timescale is to provide a project with a measure of time. The timescale can be adjusted to show hours at one extreme and years at the other.
Obviously the scale you need will be determined by the length of your project. For long projects you may want to show the timescale in months, quarters, or even years. For short projects you may want to see what is happening on an hourly basis.
Changes are made to the Timescale by clicking on a drop arrow menu or by using the Timescale dialog box.
Timescale Tiers
To provide even more detail, the timescale comprises of three tiers. Each tier can represent a different timescale shown in hierarchical order from the bottom tier to the top tier. For example, the top tier can be used to show years, the second months, and the third, or bottom tier, can be used to show days.
Each tier can be customised to show what you want. In addition, you can opt to hide tiers if they are not needed. As a default only the bottom two tiers are shown in a new project.
Non-Working Time
Another part of the timescale is the non-working indicator. Again in a default project non-working time appears as a grey vertical band. For example, if Saturday and Sunday are deemed to be non-working days they will appear as grey in the Gantt Chart.
You can change the way the non-working time appears and even opt to hide any formatting for these periods so that they blend in with the rest of the days.




	

Changing Time Periods
444
Try This Yourself:
[bookmark: PreambleLabel]Open File
[bookmark: Preamble]Before starting this exercise you MUST open the file Formatting_1.mpp…

Click on the View tab, then click on the drop arrow for Timescale in the Zoom group

Select Weeks and notice how the timescale changes

On the View tab, click on the drop arrow for Timescale and select Thirds of Months to display this timescale

Point to M for the month of July to see which time period is covered

Repeat the above steps and experiment with the other periods

Set the timescale to months

For Your Reference…
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
The Timescale on a Gantt Chart is made up of tiers. There are three tiers that can be displayed, but in a default project only two tiers are visible. Each tier is made up of time increments which reflect time periods in the project. The options that appear when you click on the Timescale drop arrow can be selected to change the tiers currently on display in your Gantt chart.
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Handy to Know…
· Thirds of Months can be a little tricky to work out. They actually show three periods in a month – the beginning, middle and end.
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Showing Tiers
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Formatting_2.mpp...

Click on the View tab, then click on the drop arrow for Timescale in the Zoom group and select Timescale to display the Timescale dialog box

Click on the drop arrow for Show to see the options available

Select One tier (Middle), then click on [OK] to see only the middle tier in the timescale

On the View tab, click on the drop arrow for Timescale and select Timescale to display the dialog box

Click on the drop arrow for Show and select Three tiers (Top, Middle, Bottom)

Click on [OK] to see how this has affected the timescale

For Your Reference…
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
The timescale is made up of up to three tiers each representing a time period. The tiers are normally adjusted in tandem when you use the zoom arrow Timescale options. However, you can specifically manipulate the tiers, including making them visible or hidden, using the Timescale dialog box.
1
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Handy to Know…
· 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. 
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Modifying Specific Tiers
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Formatting_3.mpp...

Click on the View tab, then click on the drop arrow for Timescale in the Zoom group and select Timescale to display the dialog box

Click on the Top Tier tab

Click on the drop arrow for Units and select Years

Click on the drop arrow for Align and select Centre

Click on [OK] to update the first tier of the timescale

For Your Reference…
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
If you have badly messed up your timescale, you can edit the time periods shown on the individual tiers to make the overall timescale appear and behave as you need. This is done using the Timescale dialog box which, if you examine it closely, has a tab for each of the tiers in the timescale.
2
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Handy to Know…
· When using Years as a Unit you have some interesting label choices. Use the Label drop arrow to see the available options.
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Formatting For Non-Working Time
5
In its default mode, non-working time normally appears shaded in the Gantt chart. Using options on the Non-working time tab in the Timescale dialog box, you can change the colour of the shading and the pattern effect that is used for it. You can even choose to switch off the display of non‑working time altogether.
Try This Yourself:
Open File
Before starting this exercise you MUST open the file Formatting_4.mpp...

Click on the View tab, then click on the drop arrow for Timescale in the Zoom group and select Timescale to display the Timescale dialog box

Click on the Non‑working time tab

Click on the drop arrow for Colour and select a bluish colour

Click on the drop arrow for Pattern and select the option with horizontal stripes

Click on [OK]
A horizontally striped pattern should now appear in the non‑working day columns – in our example it will mostly be the weekend days 

2
4
For Your Reference…
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
Handy to Know…
· 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
Try This Yourself:
Open File
Before starting this exercise you MUST open the file Formatting_5.mpp...

Click on the Gantt Chart Tools: Format tab, then click on Text Styles in the Format group to display the Text Styles dialog box

Click on the drop arrow for Item to Change to see the various text items that can be changed, then select Summary Tasks

Click on the drop arrow for Colour and select Green, Darker 25%

Click on 12 in Size, then click on [OK] to apply the changes

Repeat the above steps and change the following:
Milestone Tasks – Bold, 11pt
Bar Text Right – Green, Italic, 9 pt

For Your Reference…
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
Styles are used in many computer applications to make quick changes to large parts of a document or file. Project allows you to format text using the standard formatting options on the Task tab. However, you can also make changes to the style of specific text such as milestones, summary tasks, bar text, and the like, simultaneously using the Text Styles feature. 

1
Handy to Know…
· 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.
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Working With Gridlines
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Formatting_6.mpp...

Click on the Gantt Chart Tools: Format tab, then click on Gridlines in the Format group and select Gridlines to display the Gridlines dialog box

Click on the drop arrow for Type and select the dotted line

Click on the drop arrow for Colour and select a red colour

Click on Other in At interval and ensure that it shows 5

Click on the drop arrow for Type in At interval and select the solid line

Click on the drop arrow for Colour in At interval and select a blue colour

Click on [OK] to see horizontal grid lines in the Gantt chart

For Your Reference…
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
For larger projects with many Gantt bars it sometimes pays to display gridlines in the Gantt chart to help your readers focus on specific tasks. Project provides a fair bit of scope for displaying and formatting gridlines in a chart, and even has a Gridlines dialog box that contains all of the settings. 

1
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Handy to Know…
· 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.
7
























Displaying Progress Lines
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Formatting_7.mpp...

Scroll the screen and the Gantt Chart so that you can see the Fit Out tasks

Click on the Gantt Chart Tools: Format tab, then click on Gridlines in the Format group and select Progress Lines to display the Progress Lines dialog box

Click in the tick box for Display in Selected progress lines so it appears ticked

Click on the dark cell that has appeared, type 2/3/20, click in the next cell, type 15/4/20 and click on the next cell

Click on [OK]
Nothing has changed…

Click on the File tab, then click on Print to view the project in Print Preview

In Settings, click in the first Dates field and type 2/3/20, click in the second field and type 15/4/20, then click through the pages in the right pane to view the progress lines
The progress lines appear as black diagonal lines on the Gantt Chart timeline

Progress lines are vertical lines that drop from the timescale and descend through the Gantt chart. Progress lines are used to indicate the progress of tasks. If tasks are on schedule, the lines drop vertically through the task. If a task is ahead of schedule the line points forward, and if the task is behind the line points backwards.

4
For Your Reference…
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
Handy to Know…
· 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.
7
The default formatting for progress lines can make them a little tricky to decipher. Basically, any line that points right indicates a task ahead of schedule, while any line pointing left indicates a task behind schedule.
























Working With Progress Lines
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Formatting_8.mpp...

Ensure that the Fit Out tasks and Gantt bars are visible on the screen

Double-click on Fit all windows and doors to display the Task Information dialog box, then click on the General tab

Change the percentage complete to 70%, then click on [OK] to change the progress bars

Click on the Gantt Chart Tools: Format tab, click on Gridlines and select Progress Lines to display the Progress Lines dialog box, then click on the Line Styles tab

Click on the top right design, then specify settings for All other progress lines as follows:
Line colour – red
Progress point shape – star
Progress point colour – green

Click on [OK], then display the project in Print Preview to see the progress lines more clearly than before

For Your Reference…
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
You can have as many or as few progress lines in a Gantt chart as you like. When you have more than one and they are relatively close together then it can sometimes be difficult to see precisely what is going on in the project. Fortunately, you can format progress lines (in much the same way as gridlines) to help make them easier to work with.
3
5
Handy to Know…
· 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.
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Changing The Layout
Try This Yourself:
Open File
Before starting this exercise you MUST open the file Formatting_9.mpp...

Click on the Gantt Chart Tools: Format tab, then click on Layout in the Format group to display the Layout dialog box

Click on the middle link style (this is known as the “s” shape)

Click on the drop arrow for Bar height and select 18

Click on [OK] to see the changes in the layout

Repeat the above steps and experiment with some of the other layout changes

Sometimes, especially when there are quite a few intricate and complex tasks in a Gantt chart, you may find that the linking lines between the tasks get cluttered. Project allows you to change the way the linking lines are presented through its Layout dialog box. Here you can specify a link style, the height of the bars, how the dates are formatted on the bars, and more.

1
3
For Your Reference…
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
Handy to Know…
· 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.
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Understanding Gantt Chart Bars
Project provides you with a great deal of scope for changing the way that the Gantt chart bars appear in a project. You can add or remove text, format the colour and shapes used in selected bars, or change the appearance of a particular style of bar. However, a good understanding of how all of these options work is important before you proceed.
Applying Quick Styles
The quickest way to format the appearance of the Gantt chart is to use one of the preset quick styles that can be found in the Gantt Chart Style grouping on the Format tab. These are a great first step in getting your project to appear the way you want. Choose one of the styles here first and then use the options and commands presented below to tweak and fine tune the formatting. 
Selective Bar Formatting
To highlight or draw attention to specific tasks in the project through formatting you can use the options available to you in the Format Bar dialog box. This dialog box requires you to select the specific tasks to format prior to accessing the dialog box.
This dialog box contains two tabs. Bar Text allows you to nominate what text to display inside or around a task bar. Bar Shape allows you to specify how the bars for the selected tasks should appear.


Formatting Bar Styles
To change the formatting of bars that belong to a specific style or type of bar you’ll need to access the Bar Styles dialog box. This complex dialog box allows you to choose the type of bar (e.g. summary task, milestone task, etc.) to format. Once you’ve made the changes and applied the settings, all of the bars in your project that are of that particular type will change.




	

Changing Gantt Chart Styles
Try This Yourself:
Open File
Before starting this exercise you MUST open the file Formatting_10.mpp...

Click on the Gantt Chart Tools: Format tab, then click on More for the Gantt Chart Style gallery and spend a few moments studying the options that appear

Click on the orange option under Scheduling Styles
Notice how the colours of the bars change in the Gantt chart…

Click on More again for the style gallery to see the entire palette of styles, then click on the second scheduling style

Microsoft Project provides a number of tools and features for changing the way the Gantt chart appears. Gantt Chart Styles, which occupy the larger part of the Format tab on the ribbon, would, at first, appear to offer a lot of options. In reality these are more like quick styles which will change the colouring of your Gantt chart bars but little else. 
1
For Your Reference…
To change Gantt Chart Styles:
1.	Click on the Gantt Chart Tools: Format tab
2.	Click on the desired style
Handy to Know…
· 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.
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Changing Bar Text
Try This Yourself:
Open File
Before starting this exercise you MUST open the file Formatting_11.mpp...

Click on the Fit all windows and doors task, then hold down [image: ] and click on Fit out control room to select the fit out tasks

Click on the Gantt Chart Tools: Format tab, then click on Format in the Bar Styles group and select Bar to display the Format Bar dialog box

Click on the Bar Text tab to see the bar text settings currently applied to the selected tasks

Click in the Right cell, click on the drop arrow, then scroll to and select Cost

Click on [OK] to see the change applied to the bar of the selected tasks

For Your Reference…
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
Handy to Know…
· 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.
Project allows you to specify text that can be placed around a task bar on the Gantt chart in any of four locations: top, right, bottom and left. Although it would look very cluttered to have text in all four quadrants you could have text either top and bottom, or left and right. The text is displayed by placing the appropriate field in the desired location.
2
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Formatting Selected Bars
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Formatting_12.mpp...

Click on the Install electrical cabling task, hold down the [image: ] key and click on the Install electrical fittings and fixtures task to select both of the tasks

Click on the Gantt Chart Tools: Format tab, then click on Format in the Bar Styles group and select Bar to display the Format Bar dialog box

Click on the Bar Shape tab to see the bar shape settings

Click on the drop arrow for Colour in the Middle section and select the green colour

Click on [OK] to see only the bars for the selected tasks in a green colour

Using the options in the Format Bar dialog box you can change the bar formatting for specific tasks in the project. This can be used to highlight one or more tasks so that they stand out from the rest of the tasks. Using the options available you can change the colour of the bar, its end markers, and more.
1
3
For Your Reference…
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
Handy to Know…
· 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. 
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Changing Bar Styles
Try This Yourself:
Same File
Continue using the previous file with this exercise, or open the file Formatting_13.mpp...

Click on the Gantt Chart Tools: Format tab, then click on Format in the Bar Styles group and select Bar Styles to display the Bar Styles dialog box

Click on Summary in Name to work on the Summary task styles

Click on the drop arrow for the Start shape and select the star shape

Click on the Colour drop arrow and select orange

Repeat steps 3 and 4 for the End shape

Change the Middle colour to orange

Click on [OK] to see orange summary bars throughout the project

For Your Reference…
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
Project allows you to format the bars of individual tasks – this is done by selecting the tasks to change and using the options in the Format Bar dialog box. The Bar Styles dialog box allows you to change the bars of specific types, or styles, of task bars such as those belonging to milestone tasks, summary tasks, and the like. 
1
Handy to Know…
· 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.
6
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