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Please contact the author for more information on these services.

iv © Eastwood Harris



O 1 { (o060 1 7:V i e Microsoft Office Projct

TABLE OF CONTENTS
1 IMPORTANT THINGS ...ccooiiiiiiiinmmmmnnnrsssssssmmsssssssssssssmmsssssssssssnns 1
1.1 The “Delete” KEY..uuireeereeeeeeceeeee et e e reee e s e e e e s 1
1.2 Typing a Date or Dragging a Task Sets a Constraint! ............... 1
1.3 Indicators COIUMN.....ou it 2
1.4 Why Are Tasks Scheduled before the Predecessors? .............. 3
1.4.1 ACtual Start DAte........oecceeeeereseeeeieeeiee ettt 3
1.4.2 Tasks Will Always Honor Their Constraint Dates.................... 3
1.5 The Logic Keeps Changing!.......ccceeecvereecceeececeeereeee e 5
1.6 The Project Will NOt Open!.....cooeer e 5
1.7 Why Do New Tasks Have an Early Start Constraint? ................ 7
1.8 Recommended Schedule OPtioNS ......cceeeccveeeeeeiiecicreeeeeee e 8
2  CALENDAR SURVIVAL GUIDE........ccocsemmmmnrrresssssnmmmsssnssssssssnmmnnns 9
2.1 Role of the Project Calendar ......cccccevecceeeeeeceereeceee e eceeeeeaes 9
2.2 Guidelines for Creating Calendars......ccccceeceereeceerecceeescevenenn. 10
2.3 Display of Duration in DaysS......ccceeceeeeeeeieereceeereseeeeeeeeee e 11
2.4 How to Assign Task Calendars.......cccccccereceeeeeeveeeseeceeececeeenn 13
2.5 Other Things Task Calendars Affect .....cccvecceevecceeevccceeeeeceeen, 14
DT A o (o | SRR 14
B X S 14
2.6 Resource Calendars .......ccccveceeriieenieennees e s 15
2.7 Which Calendar is the Task USING? .....cccceeceevevceeeveceeen e 16
2.8 Default Start and End TiMe....ccoeveirieenieenneeeseeeree e 17
2.9 Finish Variance Calculation......ccoccvvveerienniennieneceeeee e 18
3 TRICKY STUFF ...t iissssnnness s sssssssss s s sssssssssmss s s sssssssnns 19
G 00 I 1T o] 7= 19
3.1.1 WRaAt iS SPILING? weeeeeeeeeeeereeereeeeseteseee st eseeseeesee st e s aeseasneens 19
3.1.2 Splitting a Task Manually .........cccueeeeeeeeecceeeeeiieeeeeeseeeeeseeeen 19
3.1.3 Splitting IN-progress TASKS ....ccccceeeeeeeeeesieeeeesieeeeeeseenesssanenas 20
3.1.4 Hiding @ Bar SPIIt .......ueeeeeeeeeeeeeeeeeeeeeeeeseeeeeeseee e s e esaneeaens 21
3.1.5 Removing @ Bar SPIit......cucceeeeeeeeeeeeeeeeeeeeeeeee e esaeeen 22
3.2 Deadling Date ....cccccerieerreeereeeee ettt 22
3.3 Negative and Free Float Bars......ccccceveeveerecceercieeeeeeeees e 23
3.4 As Late As Possible Constraint .......coccceviveeeeeerieensceesseeeseeene 24

v © Eastwood Harris



O 1 { (o060 1 7:V i e Microsoft Office Projct

4  INTERESTING FEATURES .......iicccieccceerrresssecmce e s e ee s ssmmmmnees 25
4.1 Wildcard Filters for Text S€arching ........cccceeeveveeeieriieesseennne 25
4.2 Interactive FIltErsS ..ot 26
4.3 SeleCting Dates .....ccocieiiieriie et 26
4.4 Understanding Start and Finish Milestones.........ccccccceveeenee. 28
4.5 Converting a Finish Milestone into a Start Milestone............ 29
4.6 Elapsed Durations, Leads and Lags .....ccccvvevceeerrieereenieensnenes 30
4.6.1 Elapsed DUrationS......cccccveeeeeesiensssensisinsssinsssinsssissssensssensasens 30
4.6.2 Float on Tasks with Elapsed Durations..........ccccecvsveessuessnen. 30
4.6.3 Elapsed Leads and Lags........cccoeeemeeeeeeereeereeseeseeceeeceeeeeene 31
4.7 Establishing Two Relationships between Two Tasks............. 31
R IF- Y -1 S 32
4.9 TaSK DIIVEIS..cic ettt e 33
4.10 Tracing the LOGIC ...coccurerieeriirieee e 34
4.11 Creating a Hammock or LEO TaskK......c.cccvveerierriernieeeneeene. 35
5  MAKING IT LOOK RIGHT.....ccoiiiicierrree s secner e e 36
5.1 Date FOrmat DAngErs ......cocceerieriririreeeiee e 36
5.2 Preventing the Date Format from Changing on Other
COMPULETS ceeieieeeiee et ne e 37
5.3 The Smart Way to Create VIieWs .......cccocceeeeeeccccnieeeee e, 38
5.4 Bar FOrmMatting .....ccceeceeeeieeeeeeeeeeee e 39
5.4.1 Bar Date FOIMat.......ucocuvcvmeeeeesiinesieesssisssiesssensssessssensssensasens 39
5.4.2 Barlr HEIBNES ..ot 39
5.4.3 Always Roll Up Gantt Bars .......ccccueecevcenessensiinsssensisensssensasens 40
5.4.4 Round Bars to WhoIe Days ........ccueeeuvcemesinsirinisiinsisenssensanens 41
LI R =T T 1= ¢ S 42
5.5 FOrmMat ColOrS ...t e 42
5.6 Displaying an S-CUINVE .......ceevirieieieeie et 43
5.7 Displaying Cumulative Histogram .......c..cccceceeiverrieerieesseennne. 44
5.8 Displaying a Project Summary TasK......cccceeveeerriieeererieenenenees 44
5.9 Display Tasks without Successors as Critical......cccceceuunneee. 45
5.10 Preventing Descriptions from Indenting..........ccoccceeieerieenne. 46
5.11 Reducing Column Widths .......cccoeiiiriiniiiieeeeeeee e 47
5.12 How to Display a Task ID that Will Not Change..................... 48
5.13 Hiding Task INformation .........cccocoeieieriinrneeeee e 49
5.13.1 HiAiNG BAIS ..cceeeieeeeeeeeeeeeeeee e 49
LSRG I o 1o [ 7= = (S 49
5.14 Anchor a Vertical Line to a Milestone.........cccccvvcceeeecceeennneen. 50

Vi © Eastwood Harris



)10 R 11V e Microsoft Offce Project

6  GETTING IT OUT - PRINTING ..ccootiieecimcccerrreessssmmmmeeeeeee s snaas 51
6.1 Printing to One Page Wide........coooiirieeiiiineceeeeee e 51
6.2 Printing a Date RaNGe ......cccvvveriiie i 52
6.3 Printing a Gantt Chart and Resource Graph or Usage Table

ON ONE PAZE.... ittt 53
6.4 Printing the Calendar.........ccoooeeiiiirieeniieceeee e 53
6.5 Hiding Some of the Bars in the Legend.......ccccveveriiiniieennnen. 54
7 RESOURCE BASICS ........cccoctrtiei e ccsne e snsmmmmees 55
7.1 How Many Resources Should | Have?........ccccveivieeeiceeneeenn. 55
7.2 The Balance Between the Number of Activities and

RESOUICES ...ttt e 56
7.3 Durations and Assighments Change as Resources are

ASSIBNEA ... i e 57
7.3.1 Task Type - Fixed Duration, Fixed Units, Fixed Work ......... 57
7.3.2 Effort-Driven or Non Effort-Qriven?.........ccccevevceevecnrcrenssennnes 59
7.3.3 Task Type and Effort-Driven Options .......cccceeecveeeeecceenescneenn. 60
7.4 Assigning Resources t0 TaskS .....ccocceevveerrieerieensiee e 61
7.5 Resources and SUMmMary Tasks ....ccocccceeerieeernnieeenesseee s 61
8  UPDATING ESSENTIALS .....ceeeiiieeciecmeerree e s sscnne e ee s 62
8.1 Baselines and Updating a Project........cccoveevceeniiieennnceen e, 62
8.2 Which Baseline Should Be Used?........ccccovreceeriieeennnieen e, 63
8.3 In-progress Task Finish Date Calculation.......c.ccccvveceeninnen. 64
8.4 Current Date and Status Date ......cccceeveevircceen e 65
8.5 Auto Statusing Using Update Project......ccoccceviiveeiicieen e, 66
8.6 Moving Incomplete Work into the Future by Splitting............ 67
8.7 Tracking TOOIDA ....cooceeieeeeeeee e 68
8.8 Why Do Calculation Options - Move end of completed

PArS...NOt WOIK? ..ottt 69
8.9 Comparing Progress with Baseline.........cccocoeriieernieriieeeieennne 71
8.10 Progress LINES.....cciieeieieeeiieeeeeesee e e 72
8.11 Simple Procedure for Statusing a Schedule - Using Auto

STATUS et s 73
8.12 Procedure for Detailed StatuSing .......coccceeeveeriieernierieeeieene 75
8.13 Preparing to Update with RESOUICES.....covvcceeeriieieiieeen e, 77
8.14 Updating RESOUICES .....ceeerieeeieeriieeiee et 79

Vii © Eastwood Harris



O 1 { (o060 1 7:V i e Microsoft Office Projct

9  OTHER THINGS OF INTEREST ....eiiiiieccimcceerrsesssssmmceenenenas 80
9.1 Standardizing ProjeCtS......c.cceeierieerieereresee e 80
9.2 GIODALMPL .. s 80
9.3 TeMPIALES ... s 81
9.4 Copying Views, Tables and Filters .....cccccovveveeenniceenccceen e, 82
9.5 Editing TOOI Bar ICONS ..cceeeriieeeeeiee e 82
9.6 Right-Clicking with the MouUSEe.........cocceiiiiieeeeeeeeeee 83
9.7 Always Displaying FUll MENUS.......cccevireiiei e 83
9.8 Dynamically LINKING CellS ....ocueeereiieeieeiee e 84
9.9 How Does Negative Float Calculate for Summary Activities? 85
9.10 Float and CoNSIraints ....ccceeevieeeeeieeeee e 86
9.11 Using Custom FieldS .......coviiirieriiireeeee e 87
9.12 Custom Columns Formulas and Drop-Down List................... 88
9.13 Custom OUtliNg COUES......ccueiriereieeeee e 89
9.13.1 Define a Custom Outline Code Structure........c.cceoeercueeen.. 89
9.13.2 Assigning the CuStom COUES........coceeceereeereeeieesieeeeerceeeeees 92
9.13.3 Grouping with Custom Data .........cccecoeeeveeersereseerceceeeene 93
9.14 EXPOrting t0 EXCEl..eiiiiiieeeeieeeeeee et 96
9.15 Turning Off Getting Started and Project Guide......cc.cccceevennees 96
9.16 ContiNgeNT TIME...coiiiieeeeeee e 96
9.17 Do | Have All the SCOPET? ...coieeieieeie et 97
0.17.1 Stakeholder ANAIYSIS.......cueeeeeeereeeeeeeeeeeeeeecee s 97
0.17.2 RiSK ANAIYSIS....uesesiirsirirsiriisirissitissisissisessssessssessssessssensasensanens 97
9.18 Preparing for Dispute ReSoIUtioN .......cccceeviceerinceeeeceee e, 98
9.18.1 Keeping Electronic Copies of Each Update......................... 98
9.18.2 Clearly Record the Effect of Each Change.........ccccceeveene 98

viii © Eastwood Harris



)10 R 11V e Microsoft Offce Project

1 IMPORTANT THINGS

Readers of this book should be familiar with:
+» The basic functions of Microsoft Project and

+»+» The theory of Critical Path including Early dates,
Late dates and Float calculations. Microsoft
Project uses Slack for term Float.

Microsoft Project has functions that catch out users.
You should understand these functions and be able to
identify when they have been used inadvertently.

1.1 The “Delete” Key

Striking the delete key will delete data without
warning. So keep your fingers away from it. | usually
place the Tasks ID in the description of the last task
so | know if | have deleted a task in error.

1.2 Typing a Date or Dragging a Task Sets
a Constraint!
Functions that set a task constraint without warning;::

+ Typing or selecting a start date in a Start date field
will set a Start No Earlier Than constraint

« Typing or selecting a finish date in a Finish date
field will set a Finish No Earlier Than constraint

+» Dragging a bar in the Gantt Chart View will set a
Start No Earlier Than constraint

Note: You need to be very careful when dragging
tasks or typing into date fields as this will set a
constraint and the tasks will not move forward in time
when predecessors are removed.

1 © Eastwood Harris



O 1 { (o060 1 7:V i e Microsoft Office Projct

1.3 Indicators Column

The Indicators column is a very useful feature that
specifies when a task has an attribute that is different
from a normal task created by inserting a new task.
The indicators column will display a constraint icon
when a constraint has been set:

X/

«» Before entering a date in a Start or Finish field or
Dragging a Task, the indicator column is blank:

& |Task Mame Dur | Stat | Finish 2 May ELLET
sleM[TIW[TIF[s[S[M][T [wW][T[F]
1 Task Name Sd | 3May | T May S

++ After entering a date in a Start or Finish field or
Dragging a Task, a constraint is set. There now is a
Constraint indicator in the Indicator column:

Task Name Dur | Start | Finish 2 May [9 May |

S[sMITW[T[F[s]s [M[T [w]T]

| ek ame Sd | TMay | 13May [
S

+ A note displays when the indicator field has the
mouse pointer placed over the indicator cell:

€ Task Mame Dur | Start | Finish 2 hay 9 May |
SMITwT[F[S[sM[TW[T]

[}

1 Task hlame d w13 May
[Fq This task has a ‘Start No Earlier Than'
L conskraint on 7 May,

% The indicator column shows a different icon when
tasks have Notes, Task Calendar or a Constraint
conflict causing Negative Float (Slack):

sk Mame: Dur | Start | Finish 2 May 9 htay
s|lsM[TW[T[F[s[s[M[T [w]T
28 azk with a note Sd | ZMay | 7 May
EC] fazk with & constraint Gd | BMay | 12 May =
= azk with constraint conflict | 2d | 3hay | 4 May [-|=
N’

Note: No indicator is displayed with a Deadline Date,
unless Negative Float is created.
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1.4 Why Are Tasks Scheduled before the
Predecessors?

There are a couple of reasons why tasks would be
displayed before a predecessor relationship would
allow them to be scheduled:

s+ An Actual Start date has been set, or

¢ Tasks will always honor their constraint dates is
set and a task has been assigned Late constraint.

1.4.1 Actual Start Date

You may have assigned an Actual Start to a task by
entering a date in the Actual Start field or entering a %
Complete.

+» Once an Actual Start Date has been set a
predecessor relationship does not affect the
Actual Start date.

% A predecessor relationship may cause an in-
progress Task with an Actual Start date to split
when the Tools, Options..., Schedule tab Split in
progress tasks option has been checked.

1.4.2 Tasks Will Always Honor Their
Constraint Dates

There is an option in the Tools, Options..., Schedule
form titled Tasks will always honor their constraint
dates. This option allows a task to be scheduled
before the predecessors when the successor has a
Finish no later than or Start no later than constraint.
In effect, this option will make all constraints override
relationships.
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For example, a task with a Must Start On constraint,
which is prior to a predecessor’s Finish Date, will
display an Early Start on the constraint date and not
the scheduled date. The Total Slack may not
calculate as the difference between Late Start and
Early Start. Examine the following two examples with
the option box checked and unchecked:

X/

option box checked:

+ Tasks will always honor their constraint dates:

o |Start
Finish | Slack Date

1 27 Mar | 4 8pr | 2 Apr
2 5 Apr Gapr | 4 Apr
30 (E] 4spr | 4apr 4 8pr

-2dl MA
-2 MA
-2d 4 Apr

Finish Late Total Constraint | Constraint Type

il

|2 &pri
s [ m [T [w [T ][F =

Az Soon A3 Possible

Az Zoon Az Possible
Finizh Mo Later Than

Task 3 starts before the predecessor finishes and
the total slack of the second task is calculated as -
2 days, which is not the difference between the
Early Finish and the Late Finish. This constraint
does not adhere to commonly accepted Total Float

calculations.

X/

%+ Tasks will always honor their constraint dates:

option box NOT checked and the Total Float is

calculated correctly:

e Start Finizh
Finish | Slack |Date

1 27 Mar | 4 Apr | 2 Apr
2 Sipr | BApr | 4 Apr
3 [EJ BApr  Bapr | 4dpr

-2d MA
-2d MA
-2d 4 Apr

Late | Total |Constrairt | Constraint Type

[2 2pri

S M [T [WI[TI[FI[Ss

Az Soon Az Possible
Az Soon &s Possible

Finish Mo Later Than —t

It is suggested that this option is NEVER switched on,
as the schedule may appear to be achievable when it

is not.

4 © Eastwood Harris




)10 R 11V e Microsoft Offce Project

1.5 The Logic Keeps Changing!

The logic will change if a task is dragged to another
position when Autolink inserted or moved tasks
option is turned on.

This option is intended to be used to automatically
link new inserted tasks with a predecessor to the task
above and a successor to the task below.

The downside of this function is that when the task is
moved this function will change the existing
predecessors and successors of the:

X/

% Moved task,

++ Original tasks that were above and below the
moved task, and

% New tasks that are now above and below the
moved tasks.

This function will potentially make substantial
changes to your project logic and may affect the
overall project duration. It is suggested that this
option is NEVER switched on, as dragging an activity
to a new location may completely change the logic of
a schedule without warning.

Select Tools, Options..., Schedule tab and uncheck
Autolink inserted or moved tasks.

1.6 The Project Will Not Open!

Microsoft Project 2007 has a new file format that may
not be opened with Microsoft Project 2000-2003.
Microsoft Project 2000-2003 format may be saved
from Microsoft Project 2007.
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An example of this process is shown below:
+¢ Original Logic:

Tazk
Mame
1 A,
2 B
3 C
4
= E

Duration | Predec-

Succ-

BES0rs | ESS0rS

Sdays
S days 1
o days

2
4

2

[ = L

[ &pr 07

1219 (26| 2 [ 9 [16

¢ Task D dragged with Autolink inserted or moved
tasks checked. Note the logic has changed on

many tasks:
Task Duration |Predec- | Succ- |-”'~F'r a7
Marme BEEZ0OFS | BSS0rS 12 |19 |25 | 2 | g |1E
1 A 5 days 2

L B S R %

5 days

5 days
5 days

ECRD R S] —

5 days

LA, I

+» Task D dragged with Autolink inserted or moved
tasks unchecked. The logic has not changed:

Taszk Duration | Predec- | Succ- [£pr 07

Matme BSSOrs | esS0rS 3 (19 [26 ] 2 | 9 |16 |
1 A 3 days 3
2 = 4
3 B Sdays 1 4
4 C 5 days 3 2
5 E S days 2
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1.7 Why Do New Tasks Have an Early
Start Constraint?

Unlike other scheduling software, Microsoft Project
normally ignores the Status Date when calculating a
progressed schedule. It schedules tasks without an
Actual Start or predecessors or constraints on the
Project Start Date, or as close to the Project Start
Date as calendars permit. It does not commence the
incomplete portions of Tasks after the Status Date.
The Tools, Options..., Schedule tab has a New tasks:
option of either:

«» Start on Current Date, or
++ Start on Project Start Date.

Options E|

View General Edit l Calendar l
Interface Security

Schedule l Calculation Spelling l Save l
Schedule options For Micrasaft Office Project
Show scheduling messages

Show assignment units as & | Decimal w

Scheduling options For ‘08 Megative EL

Mew tasks:

Duration is entered in:

urrent Date

Work is entered in:

Default task bype: Fixed LNt

+* When set to Start on Current Date, new tasks are
created with an Early Start Constraint set to the
Current Date.

< When set to Start on Project Start Date, new
tasks are created without a constraint. When the
Autolink inserted or new tasks: is switched off all
new tasks will schedule on the Project Start Date.
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1.8 Recommended Schedule Options

It is best to keep a schedule as simple as possible. |
recommend that you consider the following Schedule
Options as a good starting point if you have limited
experience in scheduling software:

Options X
View ‘ General Edit l Calendar l
— - Security
@ Calculation Spelling l Save l
Schedule options For Microsoft Office Project
[ show scheduling messages
Show assignment units as a: | Decimal "
Scheduling options for 'Projectl’
ew tasks: Start On Project Start Date b
Duration is entered in: Drays e
whork is entered in: Hours w
Default bask bype: Fixed Duration v

[Inew tasks are effort driven

inserted or moved kasks:

[ 5plit in-progress tasks
[ Tasks will always honor their constraint dates
Show that kasks have estimated durations

Mew tasks have estimated durations Set as Default

[ OK ][ Cancel ]

++» The option of displaying a new task with a “?” after
the duration is called an Estimated Duration. The
default setting may be changed in the Tools,
Options..., Schedule tab.

Note: Most of the other options are covered in this
book.
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