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SUMMARY

The book was written so it may be used as:
» A training manual for a two-day training course, or
» A self-teach book, or
> A reference manual.

The book has been written to be used as the basis of a two-day training course and includes exercises for
the students to complete at the end of each chapter. Unlike many training publications, this course book
may then be used by the students as a reference book.

This publication is ideal for people who would like to quickly gain an understanding of how the software
operates and how the software differs from Oracle Primavera Project Manager, P3, SureTrak and
Elecosoft (Asta) Powerproject thus making it ideal for people who wish to convert from these products.

CUSTOMIZAT!ON FOR TRAINING COURSES

Training organizatieds,or companies that wish to conduct their own training may have the book tailored to
suit their requiremeriiss This may be achieved by removing, reordering or adding content to the book and
by writing their own exéreiszs. This book is available in both A4 spiral bound, which lies flat on the desk
for training and/or self-teackind. and in BS paperback as a reference manual. Please contact the author
to discuss this service.

AUTHOR’S COMMENT

As a professional project planner and s¢heduier, | have used a number of planning and scheduling
software packages for the management of 2 range of project types and sizes.

The first books | published were user guides/trairii; manuals for Primavera SureTrak and P3 users.
These were well received by professional project mansgers and schedulers, so | decided to turn my
attention to Microsoft Project 2000, 2002, 2003, 2007,201¢52013, 2016, 2019 and now Microsoft Office
Project 2021. This book follows the same proven layout &t Tiiy previous books. | trust this book will assist
you in understanding how to use Microsoft Project on your prgjeits. Please contact me if you have any
comments on this book.

SPECIAL THANKS

| would like to thank Martin Vaughan and Tjon Kim for reviewing my drafi l5ack and making valuable
comments that | have used to improve the quality of this publication.

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd iii



Planning and Control Using Microsoft® Project 365 and 2021

CURRENT BOOKS PUBLISHED BY EASTWOOD HARRIS

Planificacion y Control Usando Oracle Primavera P6 Versiones 8.1 a 15.1 PPM Profesional

FI LI A4z Oracle Primavera P6 B FH fix 4 8.1-15.1 PPM %k hix

Planning and Control Using Microsoft Project 2013, 2016 and 2019

99 Tricks and Traps for Microsoft Project 2013, 2016 and 2019

Planning and Control Using Microsoft Project 2013, 2016 or 2019 and PMBOK Guide Sixth Edition
99 Tricks and Traps for Oracle Primavera P6 PPM Professional

Planning and Control Using Microsoft Project 365

Planning and Control Using Oracle Primavera P6 Versions 8 to 20 PPM Professional

Create and Update an Unresourced Project Using Elecosoft (Asta) Powerproject Version 16

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd iv



Planning and Control Using Microsoft® Project 365 and 2021

1 INTRODUCTION
1.1 Purpose
1.2 Required Background Knowledge
1.3 Purpose of Planning
1.4 Project Planning Metrics
1.5 Planning Cycle
1.6 Levels of Planning
1.7 Monitoring and Controlling a Project
2 CREATING A PROJECT SCHEDULE
2.1 Understanding Planning and Scheduling Software
2.2 Understanding Your Project
2.3 Level 1 — Planning without Resources
2.3.1  Creating Projects
2.3.2  Defining Calendars
2.3.3  Defining the Project WBS Using Outlining
2.34  Dernning, Adding and Organizing Tasks
2.3.5  Adaisgrhe Logic Links
2.3.6  Develoging-a Closed Network
2.3.7  Constraints
2.3.8  Risk Analysis
2.3.9  Contingent Time
2.3.10  Printing and Reports
2.3.11  Issuing the Plan
2.3.12  Scheduling the Project arid.Jriderstanding Float (Slack)
2.3.13  Formatting the Display — Filte’s and Views
2.3.14  Printing and Reports and Issuing-ie-Plan
24 Level 2 — Tracking Progress without Resources
2.4.1  Setting the Baseline Schedule
2.4.2  Tracking Progress
2.4.3  Corrective Action
2.5 Level 3 — Planning with Resources and /or Costs
2.5.1  Estimating or Planning for Control
2.5.2  The Balance Between the Number of Tasks and Resources
2.5.3  Creating and Using Resources
2.5.4  Resource Calendars, Task Types and Driving Resources
2.5.5  Resource Graphs and Usage Tables
2.5.6  Resource Optimization
2.6 Level 4 — Tracking Progress of a Resourced Schedule
2.6.1 Updating Projects with Resources
3 NAVIGATION AND SETTING THE OPTIONS MICROSOFT PROJECT
3.1 Starting Microsoft
3.2 Identify the Parts of the Project Screen
3.3 Customizing the Screen
3.3.1  Ribbon Toolbar
3.3.2  Quick Access Toolbar
3.3.3  Exporting and Importing Toolbars
34 Microsoft Project Windows and Splitting a View
3.4.1 Understanding Windows in Microsoft Project
3.4.2  Creating a New Window

21

~NOoOT B WODNDN —

9
10
11
11
11
11
12
13
14
15
15
15
15
15
16
16
17
17
17
17
18
18
18
18
19
19
19
19
20
20

21
24
25
25
26
27
27
27
27

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd v



Planning and Control Using Microsoft® Project 365 and 2021

34.3
344
345
34.6
3.5
3.6
3.7
3.8
3.9
3.9.1
392
3.9.3
3.10
3.1
3.12
3.13
3.14
4
41
4.2
4.2.1
4272
4.3
44
45
4.5.1
4572
4.6
4.7
438
4.9
410
411
5
5.1
52
521
5272
53
54
55
5.6
5.7
58
59
6
6.1
6.2
6.2.1

Managing Windows
Resizing Windows
Splitting a View
Managing Details Forms
Status Bar
Forms Available from the Ribbon Groups
Right-clicking with the Mouse
Finding the Task Bars in the Gantt Chart
Setting up the Options
General Tab
Schedule Tab — Scheduling options for this project:
Schedule Tab — Advanced Options
Mouse Pointers
Select All Icon
Short Cut Kevs
Help and Tell'me what to do
Workshop 1 =avigation and Setting Your Project Options

CREATING PROJECTS AND TEMPLATES

Starting Microsoft Proicet

Creating a Blank Projeciitem the Global.mpt
Understanding the Project‘Information Form
Understanding the Global.mt

Opening an Existing Project and'Cepying a Project

Re-opening a Project

Creating a Project Template
Setting the Personal Template Directory
Creating a Personal Template

Creating a New Project from a Template

Saving Additional Project Information

Using the Alt Key and Keystrokes to Access Commands

Saving a Project

Closing Microsoft Project

Workshop 2 - Creating a Project

DEFINING CALENDARS

Understanding Calendars
Editing Calendars
Editing Working Days to Create Holidays
Editing a Calendar to Create an Exception
Creating a New Calendar
Assigning a Calendar to a Project
Calculation of Tasks in Days
Creating and Editing Resource Calendars
Selecting Dates
Renaming, Deleting and Copying Calendars Using Organizer
Workshop 3 - Maintaining the Calendars

ADDING TASKS

Understanding Tasks
Adding New Tasks
Adding a Task Under an Existing Task

28
28
28
29
29
30
30
30
30
31
32
33
34
34
35
35
37
43
43
43
44
45
46
46
47
47
48
49
50
50
51
51
53
57
57
98
58
60
61
61
62
63
64
64
65
67
67
68
68

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd Vi



Planning and Control Using Microsoft® Project 365 and 2021

6.2.2
6.3
6.4
6.5
6.6
6.7
6.8
6.9
6.10
6.11
6.12
6.12.1

Inserting a Task Between Existing Tasks
Understanding Change Highlight
Copying and Pasting Tasks
Copying Tasks from Other Programs
Milestones
Reordering Tasks by Dragging
Sorting Tasks
Task Information Form
Elapsed Durations
Indicators Column
Assigning Calendars to Tasks
Assigning a Calendar Using the Task Information Form

6.12.2  Assigning a Calendar Using a Column

6.13 Workshop 4 - Adding Tasks
7 ORGANIZING TASKS USING OUTLINING
7.1 Undersianding Outlining
7.2 Creating.an Outline
7.3 Promoting 2ad Demoting Tasks
74 Summary TasKDuration Calculation
7.5 Summarizing Tasks
7.5.1  Summarize ana-Expard Summary Tasks to Show and Hide Subtasks
7.5.2  Roll Up All Tasks tclar Qutline Level
7.6 Project Summary Task
1.7 Workshop 5 - Entering Sumimary Tasks
8 FORMATTING THE DISPLAY
8.1 Formatting the Columns
8.1.1 Understanding Custom Fields
8.1.2  Column Names
8.1.3  Inserting Columns
8.1.4  Format Columns Group
8.1.5  Hiding Columns
8.1.6  Adjusting the Width of Columns
8.1.7  Moving Columns
8.1.8  Formatting Columns Using the Table Function
8.2 Formatting Time Units
8.3 Formatting the Bars
8.3.1  Formatting All Task Bars Using the Bar Styles Form
8.3.2  Format Bar Styles Group Menu
8.3.3  Gantt Chart Styles Group Menu
8.34  Formatting Bars Using the Gantt Chart Wizard
8.3.5  Placing Dates and Names on Bars
8.4 Row Height
8.4.1 Setting Row Heights
84.2  Wrap Text Command
8.5 Format Fonts
8.5.1  Format Individual Cells Font Command
8.6.2  Format Text Styles
8.6 Format Timescale
8.6.1  Zoom Slider

69
69
69
70
72
72
73
73
75
75
75
75
76
77
79
79
79
80
81
81
81
82
82
83
85
86
86
86
86
87
87
88
88
88
90
91
91
93
94
94
94
95
95
95
96
96
96
97
97

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd vii



Planning and Control Using Microsoft® Project 365 and 2021

8.6.2
8.6.3
8.6.4
8.7
8.8
8.9
8.10

Ribbon Menu
Format Timescale Command
Format Timescale Font
Format Gridlines
Format Colors
Format Links, Dependencies, Relationships, or Logic Lines
Workshop 6 - Formatting the Bar Chart

9 ADDING TASK DEPENDENCIES

9.1

9.2

9.3

94
9.4.1
942
9.4.3
944
9.4.5
9.4.6
9.4.7
9.4.8
9.4.9

9.5

9.6

Understanding Dependencies
Understanding Leads and Lags
Restrictions on Summary Task Dependencies
Assigning Dependencies
Graphically Adding a Dependency
Using the Link and Unlink Icons
Task Linkina Using the Keyboard
Relationship, Listing Issue
Adding ana zelbting Predecessors with the Task Information Form
Predecessor and Stccessor Details Forms
Editing or Deleting/L)épendencies Using the Task Dependency Form
Autolink New Inserteu Fasks or Moved Tasks
Editing Relationships Usiny the Predecessor or Successor Columns
Scheduling the Project
Workshop 7- Adding the Relatior'shins

10 NETWORK DIAGRAM VIEW

10.1
10.2
10.3
10.4
10.5
10.6
10.7
10.8

Understanding the Network Diagram Vizw

Adding and Deleting Tasks in the Network‘Ziagram View
Adding, Editing and Deleting Dependencies

Formatting the Task Boxes

Formatting Individual Boxes

Formatting the Display and Relationship Lines

Early Date, Late Date and Float/Slack Calculations
Workshop 8 - Scheduling Calculations

1 CONSTRAINTS

11.1 Assigning Constraints
11.1.1  Using the Task Information Form
11.1.2  Using the Constraint Type and Constraint Date Column
11.1.3  Typing a Date into the Task Information or Details Form
11.1.4  Using the Task Details Form

11.2 Deadline Date

11.3 Changing Manually Scheduled Tasks to Auto Scheduled

11.4 Task Notes

11.5 Completed Schedule Check List

11.6 Workshop 9 - Constraints

12 FILTERS

12.1 Understanding Filters

12.2 Understanding the Filter Menu

12.3 Applying an Existing Filter

12.4 Creating and Modifying Filters

12.5 Defining Filter Criteria

97
98
100
100
101
102
103
107
107
110
1M
112
112
112
113
113
114
115
115
116
116
116
17
119
120
120
121
121
122
122
124
125
127
129
129
130
130
130
131
132
132
133
135
137
137
138
139
140
142

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd viii



Planning and Control Using Microsoft® Project 365 and 2021

12.5.1  Simple Filters, Operator and Wild Cards
12.5.2  And/Or Filters

12.5.3  Multiple And/Or

12.5.4  Interactive Filter

12.6
12.7
12.8
12.9
13
13.1
13.2

AutoFilters
Adding New Filters to the Global
Copy a Filter to and from Another Open Project
Workshop 10 - Filters

TABLES, CUSTOM FIELDS AND GROUPING TASKS
Understanding Project Breakdown Structures
Tables

13.2.1  Applying a Table to a View
13.2.2  Creating and Editing a Table

13.3
13.4

Custom Fields
Grouping

13.4.1  Group by: Function

13.4.2  Using-aPredefined Group

13.4.3  Creating 2"New Group

13.4.4  Grouping Resgurces in the Resource Sheet
13.4.5  Grouping wiiii AutoFilter

13.5
14

14.1

14.2

Workshop 11 - Reaiganizing the Schedule

VIEWS AND DETAILS

Understanding Views
Creating a New View

14.2.1  Creating a New Single View

14.2.2  Creating a Combination View

14.2.3  Copying and Editing a View

14.2.4  Copying a View to and from Another Froject

14.3
14.4

Details Form
Timeline View

14.4.1  Microsoft Project 2013 Timeline
14.4.2  Understanding Microsoft Project 2016 Timeline Barg
14.4.3  Formatting Microsoft Project 2016 Timeline Bars

14.5
14.6
15
15.1
15.2

A Logical Process for Developing a View

Workshop 12- Organizing Your Data Using Views and Tables
PRINTING AND REPORTS

Printing

File, Print Form

156.2.1  Print and Printer
16.2.2  Settings
15.2.3  Icons at the Bottom Right Hand Side of Print Form

15.3

Page Setup

16.3.1  Page Tab

15.3.2  Margins Tab

16.3.3  Header, Legend and Footer Tabs
15.3.4 Legend Tab

15.3.5 View Tab

15.4
15.5

Manual Page Breaks
Understanding Reports

142
144
145
145
146
147
147
149
153
153
154
155
155
157
199
160
161
161
162
163
165
169
172
173
173
174
175
175
176
176
176
177
178
179
181
185
185
186
186
186
187
187
189
190
191
192
193
194
195

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd ix



Planning and Control Using Microsoft® Project 365 and 2021

15.6

15.7
15.7.1
15.7.2
15.7.3

15.8

Visual Reports

Microsoft Project Reports
Understanding the Microsoft Project Reports
Displaying and Formatting Microsoft Project Reports
Creating New Microsoft Project Report

Workshop 13 — Printing

16 TRACKING PROGRESS

16.1
16.1.1
16.1.2

16.2

16.3
16.3.1
16.3.2
16.3.3
16.3.4
16.3.5
16.3.6
16.3.7

16.4
16.4.1
16.4.2
16.4.3
16.4.4
16.4.5
16.4.6
16.4.7
16.4.8
16.4.9
16.4.10
16.4.11

16.5

16.6

16.7

16.8

16.9

16.10

Setting the Baseline
Variance columns are not available for Baseline 1 to 10.Setting Baseline Dates
Clearing and Resetting the Baseline
Practical Methods of Recording Progress
Understanding Tracking Progress Concepts
Task Lifecycle
Actual Start Date Assignment
Calculation of Actual & Remaining Durations of an In-progress Task
Calculating the Early Finish Date of an In-Progress Task
Updating Compisted tasks
Summary Barsrcgress Calculation
Understanding the/_dirent Date, Status Date & Update Project Date
Updating the Schedule
Move Project
Using Update Project
Update Tasks Form
Updating Tasks Using the Task Irformation Form
Updating Tasks Using the Task Details Form
Updating Tasks Using Columns
Reschedule Uncompleted Work To Start After.
Updating Tasks Using Task, Schedule Functions
Reschedule Work Function
Updating Milestones Issues
Physical % Complete
Procedure for Updating a Schedule Using Update Project
Procedure for Detailed Updating
Comparing Progress with Baseline
In-Progress Schedule Check List
Corrective Action
Workshop 14 - Updating the Schedule and Baseline Comparison

17 CREATING RESOURCES AND COSTS

17.1
17.2
17.3
17.3.1
17.3.2
17.3.3
17.3.4
17.4
17.4.1
17.4.2
17.4.3

Creating Resources in the Resource Sheet
Grouping Resources in the Resource Sheet
Resource Information Form

General Tab

Costs Tab

Notes

Custom Fields
Resource Calendars

Creating and Editing Resource Calendars

Resource Calendars Calculations

Issues Using Resource Calendars

195
196
196
197
197
199
201
202
202
203
204
205
206
206
206
207
208
209
209
210
211
211
212
213
214
214
215
217
217
218
218
219
219
221
223
224
225
231
232
233
234
234
235
235
235
236
236
237
238

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd X



Planning and Control Using Microsoft® Project 365 and 2021

17.5

Workshop 15 - Defining Resources

18 ASSIGNING RESOURCES AND COSTS TO TASKS

18.1
18.2
18.3
18.4
18.4.1
18.4.2
18.5
18.6
18.7
18.8
18.9
18.10
18.11
18.12
18.13
18.14

Fixed Costs
Assigning Work without a Resource
Resource Definitions
Task Type and Effort-Driven
Task Type — Fixed Duration, Fixed Units, Fixed Work
Effort-Driven
Resource Calendars
Assigning Resources using the Resource Assignment Form
Assigning Resources Using the Task Details Form
Assigning Resources Using the Task Information Form
Assigning Resources from the Resource Column
Assignment of Resources to Summary Tasks
Resource Engagement
Roliup of Costs and Hours to Summary Tasks
Contour.Ine Resource Assignment
Workshop 13.- Assigning Resources to Tasks

19 RESOURCE CP7iMIZATION

19.1
19.2
19.3
19.4
19.5
19.6
19.7
19.8
19.8.1
19.8.2
19.8.3
19.9
19.9.1
19.9.2
19.9.3
19.9.4
19.10

Resource GrappAlisplayed form the Assign Resources form

Resource Graph View

Resource Tables View

Detailed Styles Form

Creating an S-Curve from Migiesoft Project

Team Planner View

Printing Resource Profiles and Tagigs

Creating Resource Graphs, Crosstab/lap'es, S-Curves Excel
Export Time Phased Data to Excel Using'Visual Reports
Export Using Time Phased Data Copy and-Raste
Creating S-Curves in Excel

Resource Optimization
Resource Optimization through Leveling
Other Methods of Resolving Resource Peaks and Conficts
Resource Leveling Function
Resource, Level group Ribbon Commands

Workshop 17 — Resource Graphs and Tables

20 UPDATING PROJECTS WITH RESOURCES

20.1
20.2
20.3
204
20.5
20.6
20.6.1
20.6.2
20.6.3
20.6.4
20.7
20.8

Understanding Baseline Dates, Duration, Costs and Hours
Understanding the Status Date
Formatting the Current Date and Status Date Lines
Information Required to Update a Resourced Schedule
Updating Dates and Percentage Complete
Updating Resources

Updating Tasks with Fixed Costs Only

Forecasting Resource Hours

Forecasting Resource Hours and Costs Form

Using the Task Usage and Resource Usage Views
Splitting Tasks
Summary Tasks and Earned Value

241
243
244
245
245
246
246
246
247
247
249
250
250
250
251
251
252
253
257
257
258
260
261
261
262
263
263
263
264
265
266
266
266
267
268
269
271
272
273
274
275
275
276
276
276
278
279
280
281

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd Xi



Planning and Control Using Microsoft® Project 365 and 2021

20.9 Workshop 18 - Updating a Resourced Schedule 283
21 PROJECT OPTIONS 291
21.1 General 292
21.1.1  User Interface Options 292
21.1.2  Project view 292
21.1.3  Personalize your copy of Microsoft Office 293
21.1.4  Start up options 293
21.2 Display 293
21.2.1  Calendar 294
21.2.2  Currency options for this project: 294
21.2.3  Show indicators and options buttons for: 294
21.2.4  Show these elements 294
21.3 Schedule 295
21.3.1  Calendar options for this project: 295
21.3.2  Schedule 297
21.3.3  Scheduling agtions for this project: 297
21.3.4  Schedule Aleits 300
21.3.5  Calculation 301
21.3.6  Calculation Options fGrithis project: 301
21.4 Proofing 303
215 Save 304
21.5.1  Save projects 304
21.5.2  Save templates 305
21.5.3 Cache 305
21.6 Language 305
21.7 Advanced 306
21.7.1  General 306
21.7.2  Project Web App 307
21.7.3  Planning Wizard 307
21.7.4  General Options 307
21.7.5  Edit 308
21.7.6  Display 308
21.7.7  Display Options for this Project 309
21.7.8  Cross project linking options for this project: 310
21.7.9  Earned Value options for this project: 311
21.7.10 Calculation options for this project: 311
21.8 Customize Ribbon 313
21.9 Quick Access Toolbar 313
2110  Add-Ins 314
21.11 Trust Center 315
21.11.1  Macro Settings 315
21.11.2 Legacy Formats. 316
21.11.3  Privacy Options 316
2112 Authors Recommended Setup for New Projects 317
2113  Commands Removed From the Microsoft Project 2007 Options, View Form 317
22 MICROSOFT PROJECT ONLINE AND SERVER 319
221 Understanding Microsoft Project Online and Microsoft Project Server 319
22.2 Changes for Schedulers and Project Managers 320
22.3 How Microsoft Project Online and Server Operates 321

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd Xii



Planning and Control Using Microsoft® Project 365 and 2021

22.3.1  Connection 321
22.3.2  Security 322
22.3.3  Check out/Check in 322
22.3.4  Publishing 323
22.3.5 Centralized Global Template 323
22.3.6  Centralized Resource Pool 324
22.3.7  Modelling of resource effort and cost 325
22.3.8  Updating Schedules Properly 326
22.3.9  Project Inter-Dependencies 326
22.4 New Functions for Project Managers not found in Microsoft Project Professional 327
22.5 Tips for EPM Implementers 328
22.6 Accessing Project Schedules from Microsoft Project Online or Server 328
22.6.1  Opening a Schedule from Microsoft Project Professional 328
22.6.2  Accessing Schedules through the Web App 330
22.7 Reporting using Microsoft Project Online and Project Server 331
22.8 Tips ¥or'schedule reporting 332
23 MORE A2VANCED SCHEDULING 333
23.1 Working wit"-Hourly Calendars 333
23.1.1  Adjusting Zaiendar Default Working Hours 333
23.1.2  Creating Caiepdar, Periods with Alternate Working Hours 334
23.1.3  Working with Calendars with Different Hours per Day 335
23.1.4  Understanding Defeult'Start and Default End Time 336
23.2 Managing Calendars 337
23.2.1  Deleting a Calendar 337
23.2.2  Copying Calendars between PProjects 337
23.2.3  Renaming a Calendar 337
23.2.4  Copying a Base Calendar to Globalimpiior Use in Future Projects 337
23.2.5  Printing the Calendar 338
23.2.6  Display Times in 24-Hour Clock 338
23.3 Adding Tasks 339
23.3.1  Task Scheduling Mode - Manually Scheduled or-Aui» Scheduled 339
23.3.2  Copying Tasks from Other Programs 342
23.3.3  Dynamically Linking Cells to Other Programs 342
23.34  Milestones with a Duration 343
23.3.5  Splitting an In-progress Task 344
23.4 Formatting Bars 344
23.4.1  Format One or More Specific Task Bars 344
23.4.2  Hiding the Task Bar 345
23.4.3  Layout Form — Format Bars Options (Date, Height and Rollup) 345
23.5 Task Splitting 347
23.5.1  Splitting Tasks 347
23.5.2  Show bars splits 347
23.5.3  Bar Split Dates. 347
23.5.4  Split Task Duration 347
23.6 Logic 348
23.6.1  Unique ID Predecessor or Unique ID Successor Columns 348
23.6.2  Reviewing Relationships Using WBS Predecessor or Successor Columns 348
23.6.3  Task Drivers 348
23.6.4  Manually Scheduled Relationships 349

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd Xiii



Planning and Control Using Microsoft® Project 365 and 2021

23.6.5
23.6.6
23.7
23.7.1
23.7.2
23.7.3
23.7.4
23.8
239
23.9.1
23.9.2
23.9.3
23.9.4
23.9.5
23.9.6
23.9.7
23.9.8

Schedule From Project Finish Date
Move Project
Custom Outline Codes and WBS
Custom Qutline Codes
Define a Custom Qutline Code
Outline Codes
User Defined WBS Function
Sharing Resources with Other Projects
Tracking Progress
Setting an Interim Baseline
Resetting the Baseline Using “Roll Up Baselines”
Status Date Calculation Options - New Tasks
Status Date Calculation Options - When Updating a Schedule
Stop and Resume Dates
Marking Up Summary Tasks
Moving Tasi<s'Using Task, Tasks group Move
Progress Lings.and Variance Columns

24 TOOLS AND TECHNWI2UES FOR SCHEDULING

24.1
242
243
244
24.5
24.6
24.7
24.8
249
2410
2411
24.12

Understanding Meny’ Gstions

Cut, Copy and Paste Row

Cut, Copy and Paste Cell

Copy Picture

Fill Down

Clear Contents

Find and Replace

GoTo

Insert Recurring Task

Copy or Cut-and-Paste to and from Spreadsheets
Paste Link — Cell Values in Columns
Unique Task, Resource and Assignment ID

24.12.1 Task Unique ID
24.12.2 Resource Unique ID
24.12.3 Resource Assignment Unique ID

2413
2414
2415

Organizer
File Types
Recording a Macro

25 APPENDIX 1 - SCREENS USED TO CREATE VIEWS
26 INDEX

350
351
351
351
352
356
356
358
359
359
360
363
365
365
366
367
368
369
369
369
369
370
370
371
371
371
371
372
372
372
372
373
373
373
374
375
377
389

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.
© Eastwood Harris Pty Ltd Xiv



Planning and Control Using Microsoft® Project 365 and 2021

8 FORMATTING THE DISPLAY

This chapter covers the following topics, which are used to format the on-screen display which are also
reflected in print preview and printouts. The Format command was changed to Gantt Chart Format in

the release of 2021.

Topic

Menu Command

Inserting Columns

e Highlight a column and strike the Ins Key, or
e Select Gantt Chart Format, Columns group, Insert Column, or
e Right-click and select Insert Column.

Deleting Columns

e Highlight a column and strike the Delete key, or

e Select Gantt Chart Format,, Columns group, Column Settings, Hide
Column, or

e Right-click and select Hide Column.

Adjusting the
Width and Moving
Columns

e Grab the right header border line with the mouse and drag or resize.

e Double click on the right-hand edge of the column header to optimize the
header size.

Table - formatting
the columns of data

9
o /View, Data group, Tables, More tables... or
e Selecta column and right-click to insert, or
e Right-clickion a column header and select Field Settings.

Formatting One
Column

¢ Right-click'an tiie column title and select Field Settings.

Format Bars

e Open the Bar Styies-orm by left clicking in the Gantt Chart, or
e Gantt Chart Format, BarStyles group, or
e Gantt Chart Format, Gantt Chart Styles group, or

e The Gantt Chart Wizard. This sticuld only be used with projects created
with Microsoft Project 2010 and eailiér.

Formatting Time
Units

e Select File, Options, Advanced, Deiault-aoptions for this project:

Row Height

e Drag one or more selected rows with the mouse;ar
o Editthe Table, or
e Wrap Text command found on the Gantt Chart Format, Columns group,

Column Settings, Wrap Text which automatically adjusts the row
height to fit the text into the available column width. Ensure you select the
column when turning on or off this function.

Timescale

e Zoom Slider at the bottom right-hand side of the screen, or
e Double-click on the timescale opening the Timescale form, or

e Use the ® Zoom icons.

Gridlines

e Gantt Chart Format, Format group, Gridlines, Gridlines...

Relationship Lines

e Gantt Chart Format, Format group, Layout

Format Text Font

e Select the text to be formatted and right-click.
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The formatting is applied to the current View only and is automatically saved as part of the View when
another View is selected. Views are covered in more detail in the VIEWS AND DETAILS chapter.

8.1  Formatting the Columns

Microsoft Project has some column formatting functions which are intended to make it simple to add and
format new columns. There are two methods of formatting the columns:

e Inserting, editing and deleting columns of data using the Column Definition form.

e Tables - A table may be created or an existing table edited with required columns using the Table
Definition form. You may set up the data columns in the way you want to see the information on the
screen and in printouts. Therefore, Tables may be created, edited and deleted and you may select
which one is used to display the data with each View. A Table may be assigned to multiple Views.

As time progresses with the option File, Options, Advanced, Automatically add new
views, tables, filters, and groups to the global activated, a project that is created from the
Blank Project will have many Views, Tables and Filters from old projects that may be
irrelevant to theicurrent project and it is suggested this be turned off.

8.1.1  Understanding CusteinFields

A Custom Field is a task or resoustesieid that may be renamed and user defined data entered in
columns. These fields are preformatted ahly to accept specific data such as dates, costs, durations or
text. These are covered in more detail in th TABLE AND GROUPING TASKS chapter.

8.1.2  Column Names

Some of the Microsoft Project column names are coritusing or difficult to find and the table below
identifies some of the more common names and what tfisy are to enable you to find columns more
quickly:

Microsoft Project Field Name | Common Name I Location

Name Task Name Gantt Chart
Task Calendar Calendar GarthChart
Task Start Start Bars foim

Task Finish Finish Bars form ¢ /)|

8.1.3  Inserting Columns

Insert a column by clicking on the column title where you require the new column. This will highlight the
column. To insert a new column:

L

e Select Gantt Chart Format, Columns group, Insert, Column... .| or
o Hitthe Ins Key, or — — — .

U === =
¢ Right-click and select Insert Column... L™ | T HE Column Settings

) ot Insert

Then select the column from the drop-down list. Colurnn £ Custom Fields
¢ You may immediately start typing, which will take you to the Calumns

appropriate position in the list.
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e In Microsoft Project 2013 and later, when a column name that does not exist is typed into the header,
then an existing Text column will be renamed with the new title. Therefore, the inserted column is a
renamed text Custom Field.

8.14  Format Columns Group
The Gantt Chart Format, Columns group has the following functions:

o — Aligns the text to the left, center or right, the highlighted color is the applied
formatting,
ab
. — Wrap Text and increases the row Field Settings x
height so all text is visible, Field nme: T - |
) — Column Settings has: Iit_m _ fock fame
Align title: | Left V|
> ~Higlé Column which hidesa | 4ton deta: [ttt v
column baifioes not delete the data. | Width: 2= B Header Text Wrapping
> BZ]_Field Settings that opens the Bt TR cancel
Field Settings‘icriy

NOTE: The picture cisplays Text2 Custom Field that has been renamed Contractor.

> = Data Type which allowss the data type of a Custom Field to be changed.

> — Display Add New Coluriii<s.a function that was new to Microsoft Project 2010. A column
may be permanently displayed on'‘theight-hand side of the screen titled Add New Column and
clicking on this column will open up a dr2g-gown box for the selection of the data type. This option
will display or hide this column.

LU
> |- Insert Column inserts a new column.

. Custom Fields opens the Custom Fields form coveea ii the TABLE AND GROUPING TASKS
chapter.

8.1.5  Hiding Columns

Hiding a column does not delete the data as in Excel; the software is just hot raading the data from the
database. Hiding a column may be achieved by highlighting the column or by ¢iicking on the title and
then:

LiJ
e Select Column Settings, Hide Column,
e Hit the Delete key, or

LI
e Right-click and select Hide Column.
1. There will be no confirmation of hiding a column, but you are allowed to undo
the hiding.

2. The term “hide” means the column is removed from the Table in this project
but the data is not deleted as in Excel when a column is deleted.
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8.1.6  Adjusting the Width of Columns
You may adjust the width of the column either manually or automatically.

e For manual adjustment, move the mouse pointer to the right vertical line of the column in the header.
A <> mouse arrow will then appear and enable the column to be adjusted.

Task Mame Durati Finish

Task 1 3days 01 Jan 03 Jan
Task 2 2days 06 Jan 07 Jan

e For automatic adjustment, once again position the mouse pointer to the right vertical line of the
column in the header and double left-click the mouse. The column width will automatically adjust to
the best fit.

8.1.7  Moving Colunins
Columns in a Table may beltioved by clicking on the column header. The mouse pointer will change to a

{% and the column may be drageéd to.a new location.

8.1.8  Formatting Columns Usingtie T2ble Function

e Select View, Data group, Tables, and'ssiect from the list of predefined Tables listed on the menu.
Select the table you want to display:

E-I_%Tal::llﬁv FF-;" [Mo Group] -~
Built-In
Cost
+ | Entry
Hyperlink
Schedule
Tracking
Yariance
Work
Summary
Usage
@ Beset to Default

HE SaveFields as a New Table

E’-._% More Tables...
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e Select View, Data group, Tables, More Tables... to open the More Tables form:

> —To create a new Table. More Tables

> [t |_1o editthe highlighted Table. | tabtes: ®rask O mesource

> [ gom |10 copy the highlighted Table. | [Erekrer putes A [ tew.
> — Opens the Organizer form gzlsﬁtv St

Earned Walue

which enables you to copy a Table from one Earned Value Cost Indicators Copy..
opened project to another or to the Global pr—
Project. Export

Hypearlink

> — Applies the selected Table A -

making it visible on the screen.

Apply Cancel
i Edit... | | Copy... | ; ;
e When you selagt | Mew.. | i orL_=2% you will be presented with the Table
Definition form:
Table Definition in“O0zZuisl Workshop 05' X
Mame: | &Entry Show in menu
Table
Cut Row Copy Row PashtBow Insert Row Delete Row
Field Mame Align Data| Width Title Align Title| Header Wrapping | Text Wrapping ™

|n] Centcr, B Center Yes Ma

Indicators Left 4 Left Yes Mo

Mame Left 32:Task Name Left Yes Ma

Duration Center | B Center  iYes Mo

Start Center 9 Center Yes Ma

Finish Center 11 Center Yes Mo

Total Slack Center T Center Yes Ma W
Date format: | Default W Row height: | 1

I_.ockfirst column

guto-adjust header row heights

ghow “Add Mew Column’ interface

Help Cancel

> Click on the Show in menu box to display the Table in the View, Datz2,group, Tables menu.

» The columns of data will be displayed on screen from left to right in the-same order as the rows in

the form.

Cut Row | | Copy Row ‘ | Paste Row | | Insert Row |OI'
bl H bl

» Highlight a row and then you may use the |
tons

Align Data and Width are used for formatting the data in the columns.
The Microsoft Project Field Name may be replaced by typing your own title in the Title box.

YV V V V

The Date format: drop-down box is used to change the format for this table only.

This is a very useful function to ensure that other users of the project file see the
intended date format and not their system default date format.

The data to be displayed may be selected from the drop-down box in the Field Name column.
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e Row Height: sets the default height of all the rows in this table. A row height may be changed by
dragging the cell boundary line once a task has been created.

> Lock first column prevents the first column from scrolling and is useful when the first column

contains the Task Name.

> Auto-adjust header row heights will automatically adjust header row heights to the width of the

column.

> Show ‘Add New Column’ interface hides or displays the Add New Column column (new
function to Microsoft Project 20103) on the right-hand side of the columns in all Views, used for

adding new columns.

To save a table for use in all your new projects, copy the table to the Global.mpt template using File,
Info, Organizer and select the Tables tab. This will not copy the new names of renamed fields.

You may also copy a Table to another open project or rename a Table using File, Info, Organizer and

selecting the Tables tab.

Applying a Takle-to a View will permanently change the View unless the file is not saved.
The Gantt Chart.V1ew has the Entry Table assigned by default.

8.2  Formatting Time Uriits

Select File, Options, Advanced, Dispiay oxtions for this project:

Project Options

General
Display
Schedule Minutes: | min
Proofing Hours: h
Days: d

Save

Language

Advanced

Custornize Ribb .
HEtemizE fikben Hyperlink color:
- -

Display options for this project:

-

-

-

Add space before label
v| Show project summary task

~| Underline hyperlinks

ﬁv

@ JzBuild Workshop 05.mpp =

Waeks: wik
Mgnths: | mon
Years: yr

Eollowed hyperlink£ilop

27

-

|| Cancel |

e The Display options for this project: always specifies the time units, for example day, dy or d.

e Uncheck the Add space before label check box to remove a space between the value and label in
date columns which allows a narrower Duration column to be displayed.

header is also narrow. This will provide more space for other data:

Duration

5 days

or

Dur
5d

To make the Duration column width narrow, Days: should be set to d and the Add space
before label unchecked. The column header could also be edited to Dur to ensure the

This publication is only sold as a bound book, no parts may be reproduced by any means, e.g. electronic, video or print.

© Eastwood Harris Pty Ltd

90




Planning and Control Using Microsoft® Project 365 and 2021

8.3  Formatting the Bars
Microsoft Project has several options for bar formatting:

o All the bars may be formatted to suit user definable parameters, or

e Individual bars may be formatted.

This section will cover the formatting of all bars and the next section will cover formatting individual bars.
Most formatting only affects the current View.

All bars in the Gantt Chart may be formatted to suit your requirements for display by:

e Opening the Bar Styles form by double-clicking anywhere in the Gantt Chart area, or

e Gantt Chart Format, Bar Styles group, or

e Gantt Chart Format, Gantt Chart Styles group, or

o The Gantt CKait Wizard, was is a simple way to format bars but is incompatible with the new Ribbon
Toolbar conmimards like the Gantt Chart Format, Bar Styles, Baseline command, explained below.

As in Micragset,Project 2010, many of the formatting menu options in Microsoft Project 2013, and
later are designed for a schedule created from a Microsoft Project 2013 and later template. Some
formatting menu eptiens will not operate as expected if you have opened a project created in an
earlier version of Microsait Project. For example, when a Microsoft Project 2007 file is opened it
with Microsoft Project Z013,.the author found the display Baseline bar found on the Ribbon
command Gantt Chart Fcrriat, Bar styles, Baseline was incompatible with projects created in
earlier versions of Microsoft Praizct and resulted in the Baseline bar being drawn over the Current
Schedule bar. Users may have to use the manual method of formatting bars by opening the bars
form or use the Gantt Chart Wizard70.format bars created in earlier versions of Microsoft Project.

8.3.1  Formatting All Task Bars Using the Bar Styles+orm

To format all the bars you must open the Bar Style form by:

e Double-click anywhere in the Gantt Chart area, but not on"a éxisting bar, as this will open the
Format Bar form for formatting an individual bar, or

e Select Gantt Chart Format, Bar Styles group, Format, Bar Styies; ti'e picture below displays the
default Bar Styles when Microsoft Project is loaded:

Bar Styles

X
‘ Cut Row Paste Row | | Insert Row
| ~
|
|
|
|
|
|
|

Name Appearance Show For ... Tasks Row From To

Task I 1\ormal Active Not Critical Nat M.

*Split s Normal Split Active Not Critical Nc:

Miilestone +* Milestone, Active, Not Group By Su Task Finish Task Finish
I v

1:Task Start Task Finish
1
1
f 1:Task Start,
1
1
1

Task Start. Task Finish

Task Start
Task Start
Task Start

Group By Summary ¥ 1 “Group By summary
*Rolled Up Task Normal Rolled Up,Not Summary, [

Text EBars

Start Middle End

Shape: | v]  shape | v]  shape: | -]

ee | v|  pattern: | v e | ~]

coor: N | coo: [N | coor: |

The picture above shows a typical default Microsoft Project Bar Styles setting from a
default load of Microsoft project.
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The following notes are the main points for using this function. Detailed information is available in the
Help facility by searching for “Bar styles dialog box.”

Each bar listed in the table will be displayed on the bar chart.

Bars may be deleted with the button, pasted using the button and new bars
inserted using the button.

The Name is the title you may assign to the bar and is displayed in the printout legend. To hide the
bar on the legend precede the Name with an *. There are many bars with an * by them as default, as
displayed in the picture above.

The appearance of each bar is edited in the lower half of the form. The bar’s start point, middle and
end points may have their color, shape, pattern, etc. formatted.

When a new Milestone is created, the From and To must both be set to Task Finish.
Show For ... Tasks allows you to select which tasks are displayed, similar to a filter. More than one

task type may be displaved by separating each type with a “,”. Bar types not required are prefixed
with “Not.” For exanipli, the [Normal,Rolled Up,Split,Not Summary] bar would not display a bar for a summary

task. Should you leave(riis cell blank then all task types will be displayed in this format.

The bars may be placea on one of four rows numbered from 1 to 4, top to bottom. If
multiple bars are placed or tie same row then the bar at the top of the list will be
drawn first and the ones loweridown the list will be drawn over the top, thus
potentially hiding the ones belowsx the list.

From and To allow you to establish where-tz-bars start and finish. The picture below shows how to
format Total Float, Free Float and Negative-“!at. Unlike some other planning and scheduling
software, the Negative Float is drawn from the Start,Date of a task and not the Finish Date and
therefore a separate bar is required for Negative arid/Paositive Float.

%
@ Task Name ~ |Duration + Complete » | TotalSlack - M T W T F & &S W W T F 5 s MM T W T F S S W T W T F S

In Progress 15 days 40%| 0 days : |
2 3 Days Megative Float 5 days 0% -3 days A T S
3 ﬁ 3 Days Negative Float 3 days 0% -3days & 0 g
4 Milestone with Float 0 days 0%| 7 days <+
5 5 Days Total Float 5 days 0% 10days | I
Bar Styles X
Cut Row Paste Row Insert Row |
Name Appearance | Show For ... Tasks Row From TN _| "
Total Float 1iTask Finish Total Slack = % !
MNegative Float A 1iMegative Slack Task Start
Task _ Mormal, Active,Nat Manually Sche:  1iTask Start Task Finish |
Critical L —— ST T 1i{Task Start Task Finish |

By default, Microsoft project only displays the Free Float Bar with the Gantt Chart
Format, Bar Styles group, Slack button not the Total Float bar that would normally
be expected.

Also, the Negative Float bar is not automatically displayed by any Microsoft Project
function, nor is it included in any View. These are two of the most important bars to
show when a project finish date has been set using a constraint and these bars must
always be manually created. There are some options to resolve this:

e You may wish to consider recording a macro to create these bars and this can be
run when a negative float bar is required. Recording a macro is covered in para
24.15.
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e The author has found that these bars produce a better presentation and do not
interfere with the drawing of relationships when created at the bottom of the list in
the Bar Styles form.

e You may download an Eastwood Harris Microsoft Project template project from
the Eastwood Harris web site at www.eh.com.au SOFTWARE AND
DOWNLOADS page. This has an inbuilt View which displays both the Total and
Negative Float bars. Also, other issues with Microsoft Project Global.mpt have
been resolved and are covered in the template description.

e The Text tab allows you to place text inside or around the bar:

Ted | Bars & 0112

Bid $trategy
0112 - 0112

Left Start Technical F. -

" — echnical reasi

e Finen 0112 E—— 10/12
Top Name

e ltis not possibie-to format the font in the Bar Styles form. Select Gantt Chart Format, Format group

Text

Styles to czesithe Text Styles form and select the bar text font.

To show Critical and Non-Critical tasks, the bars should be formatted as shown below, with particular

attention

paid to the Show-For’... Tasks column. Non-critical Tasks are formatted as Normal, Non-

critical and Critical Tasks as Wo:mal, Critical.

MName | Appearance l;Zhow For ... Tasks Row | From | To
Task ) KN i_Nf__rr_fj__aI,Noncritical,Acti\re,Not Manually & 1iTask Start Task Finish
Critical — NG rma., Citical Active,Not Placeholder 1iTask Start Task Finish
8.3.2  Format Bar Styles Group Menu
Selept the Gantt Chart Format, (F.ormat betoré 7 Critical Tasks 1), [ =
Version 2021) Bar Styles group to view this group <[ /=] Slack @y [ _
. ac
of commands: Rasmadt Task Baseline Slippage
7 . Late Tasks Fath ~ - -
== .
e [~m| Format has two options: Bar Styles
» Bar opens the Bars form which is used to format of orie/0n more selected bars and is self-

>

explanatory. The formatting here overrides all formatting set indhs-Bars form and is removed by
the Reset button.

Bar Styles opens the Bar Styles form as discussed above to formaizli bars.

e The other buttons in the Gant Chart Format, Bar Styles groups will hide or display the bars as
indicated, but these may not give the expected results with a project created in an earlier version of
Microsoft Project.

>
>

YV V V V

Critical Tasks shades the Critical Tasks red.

Slack displays the Free Float and NOT Total Float bar which were displayed in earlier versions
on Microsoft Project when the Gant Chart wizard was run.

Late Tasks displays tasks that are late compared to the Status Date.
Baseline displays the Baseline bar.
Slippage displays how much time the task is behind the Baseline.

Task Path allow the highlighting of Predecessors, Critical Predecessors, Successors and
Critical Successors.
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Many of the formatting menu options are designed for a schedule created from a Microsoft
Project 2013 template. Some menu options will not operate as expected if you have opened a
project created in an earlier version of Microsoft Project. For example, the author found the
baseline bar was placed on top of the current schedule bar using the Ribbon commands. Users
may have to use the manual method of formatting bars by opening the bars form or using the
Gantt Chart Wizard.

8.3.3  Gantt Chart Styles Group Menu

Select Gant Chart Format, Gantt Chart Styles group to see the option for coloring bars. This function
was new to Microsoft Project 2010.

The icon at the bottom right-hand side opens the Bar Styles form.

— e R ) — — Click here to
v —‘l _‘l _‘l _— _’lf open the Bar
Styles form

§antt Chart Style /]

f See warning above.

8.34  Formatting Bars Using the Garitt.Chart Wizard

The Gantt Chart Wizard is a popular function 1o sepple who used earlier versions of Microsoft Project.
The wizard will overwrite any formatting you may nae created. This is a straightforward method of
formatting your bars and often this is the best method of formatting bars. It is very simple to use but will
not display the Negative Float and Free Float bars. These.wi!l have to be added manually using the Bar
Style form as described in the Bar Styles form section.

If the Gantt Chart Wizard icon is not on your Microsoft.Project default Toolbars then this may
be added to either the Quick Access Toolbar or the Ribben,

The author found that projects formatted with the Gantt Chait Wizard and projects created in
earlier versions of Microsoft Project will have formatting that is ihczmpatible with the Microsoft
Project 2013 and later Format, Bar Styles group buttons. The usé.of the Baseline button
resulted in the Baseline bar covering the current schedule bar so only the/Baseline bar was
visible. To resolve this issue, users should either use only Gantt Chart Wizesd or, only the new
Microsoft Project 2013 and later Format, Bar Styles group buttons, but not'woth. This issue
may be rectified with software updates.

8.3.5  Placing Dates and Names on Bars

To place a name and or dates on the Task bars and Milestones create two bars at the bottom if the list
in the bars form as per the picture below which neither displays a bar:

Name Appearance Show For ... Tasks Rour From To
Taszk MName on Har . Hot Milestone 1:Task Start Tagk Finish
Tazlk Name on Milestons \ Milestone 1iTazk Finish Tazk Finizh

AN - A

o Bar is From and To must be Task
Rli'th‘t — L displayed ) (_ Finish for the Milestone I
Top Mame
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8.4  Row Height

8.4.1  Setting Row Heights
Row heights may be adjusted to display text that would otherwise be truncated by a narrow column.

Row heights are adjusted by whole lines and not points as in Excel.

The row height may be set in the Table Definition form by selecting View, Data group Tables, More
Tables.... From this view select the table in which you wish to edit the row height in and click on the

button. Once the Table Definition form is open select the row height from the drop-down
box next to Row height:.

The row height of one or more columns may also be adjusted in a similar way to adjusting row heights in
Excel, by clicking on the row and dragging with the mouse:

o Highlight one or more rows that need adjusting by fle  Tek  Reouce  Repot  proed  View r
dragging or Ctil-clicking. AEEODH ECe - =%

o Ifall the rows are to be adjusted, then click on the —
Select All icon"2i01e row number 1, to highlight
all the tasks.

Select All
icon

—

HART

e Then move the mouse poinicr to,the left-hand side of a horizontal row divider line. The pointer will

change to a double-headed aitow % Click and hold with the left mouse button and drag the row or
rows to the required height.

84.2  Wrap Text Command
Microsoft Project 2010 has introduced a Wrap ‘7%t command found on the Gantt Chart Format,

ab
Columns group, Column Settings, Wrap Text arich automatically adjusts the row height to fit the
text into the available column width.

Ensure you select the column when turning on or off this functian and when it is not highlighted it is turned
off.

Wrap Text may also be turned on or off for any column using the ¥a#ie-Definition form.

Table Definition in 'OzBuild Workshop 05 x
Mame: | &Entry Showin menu
Table
Cut Row Copy Row Paste Row Insert Row Delete Row
-
Field Mame Align Data| Width Title Align Title HeaderWrappingf Text Wrapping

1D Center G Center Yes Mo

Indicators Left 4 Left Yes Mo

Mame Left 32iTask Mame Left Yes Mo

Duration Center 5i0ur Center Yes Mo

Start Center 9 Center es Mo

Finish Center 11 Center Yes Mo

Total Slack Center 7 Center Yes Mo

Date format: | Default w Row height: |1

[ Lock first column
Auto-adjust header row heights
[ show ‘Add New Column’ interface
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8.5 Format Fonts
There are two basic options for formatting fonts:

e Either individual cells may be selected by Ctrl-clicking or dragging with the mouse and formatted, or

e The fonts of tasks that meet pre-set criteria, such critical tasks may be formatted using the text Styles
command.

8.5.1 Format Individual Cells Font Command

The Format, Font... function from Microsoft 2007 and earlier has been replaced with a right-click option
and allows you to format any selected text in selected cells, rows or columns:

e Select the cell or cells to be formatted,

e Right-click and two Toolbars are opened. The upper Toolbar in the picture below has four icons that
may be used for formatting individual cells:

13 Ny Link 1d 6Jan'25 6lan'25 Od
14 | 4 B cumen | 30d 9Dec'24 22lJan'2s od
-~ o -

n'2s 14 Jan '25 Od
n'25  20Jan'25 od
214an 25 22 Jan 25 od
Jupmitie Dec'24 9 Dec'24 30d

Calibh ~|11 ~|=¢ 3=

8.5.2  Format Text Styles

The Gantt Chart Format, Format group, Text Styies command opens the Text Styles form and allows
you to select a text type from the Item to Change: drop“c¢own box and apply formatting to the selected
item:

Text may be formatted by using any of the styles
. Text Styles X
listed below:
Item to Change: |all s
e All: This is all text including columns and e Aoy = Cance
rOWS, P 4 |-Qeg alar 10 ~
y e Calfornian FB i 4
e Non-critical, Critical, Milestone, Summary, Catisto MT R
Project Summary, Marked, Highlighted Cambria v
and External tasks, C|:||Under|ine [m] strikethrough o
olor: ampie
e Row and Column titles, -
Background Color:
e Top, Middle and Bottom Timescale Tiers,
Background Pattern:
and
e Bar Text left, right, below, above and inside.
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8.6 Format Timescale

8.6.1 Zoom Slider

The Zoom Slider was introduced with Microsoft Project 2010 and replaced the View, Zoom... function.
This may be found at the bottom right-hand side of the screen and provides a simple way of scaling the
time scale in the Gantt Chart and all other time scaled views such as the Calendar, Usage and Network
Diagram View.

Dragging the Zoom

H Slider to zoom the
[13 timescale is not

— recommended, read

“_1_[ /&he comments below

ER I /5

This function works differe(tly than other scheduling software in that it changes the scale and
the displayed time units at th¢ supve time and may result in some undesirable time units
being displayed.

Once this function is used, your originakirescale date formatting will be lost and may only
be recovered with undo as this function"apries its own formatting such as date formats.

The author has found that more predictable resuity are achieved by using the traditional

Zoom In and Zoom Out functions which may. be added to the Quick Access
Toolbar.

8.6.2  Ribbon Menu
There are some new commands available with Microsoft Project 2010 on the Ribbon:

e The Gantt Chart Format, Zoom, Timescale: option | Timescale: _q Zoom ~
is a quick method of selecting the Minor Timescale, , ,
the lower line in the Timescale, Days | ol Entire Project

—
e Zoom opens a self-explanatory menu, Q selected Tasks

o Entire Project zooms the timescale to fit the whole Zoom
project Gantt Chart to fit in the available space,

o Selected Tasks zooms the timescale to fit the bars of selected tasks to fit in the available space,
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8.6.3 Format Timescale Command

The Timescale form provides a number of options for timescale display, which is located above the Bar
Chart, and the shading of Nonworking time.

To open the Timescale form:

e Double-click on the timescale, or
e Add the Timescale icon to the Ribbon or Quick Access Toolbar.

Timescale ot

Top Tier Middle TiEFI Bottom Tierl MNon-warking timel

Middle tier formatting
Units: | Weeks v| Label: |Jar126,'DEi' v| [+] use fiscal year

-

Count |1 |= align: | Left v| [ Tick lines

Timescale options

Show: | Two ti:s Middle, Bottom) v| Size: | 100 : oL icale separator
Preview
g,'24 Digle, ‘24 Dec 23, '24 Dec 30,
W T F 5 S5 NMMAN)YW T F 5 5 M T W T F | 5 5 M T
Help Cancel

- -

There are many options here which are intuitive and will nétsedescribed in detail.
Top Tier, Middle Tier and Bottom Tier Tab

e These three timescales may have different scales. These are ofterset at “weeks and days” or
‘months and weeks.” By default, the Top Tier timescale has been disanled. You may enable the three
tiers together by selecting Three Tiers (Top, Middle, Bottom) from the’ Timescale options, Show:.

e The Label will affect how much space the timescale will occupy, so the sclectign of a long label will
result in longer Task bars.

e Tick lines and Scale separator hide and display the lines between the text.

e Size: controls the horizontal scale of the timescale and in association with the Label: are the two
main tools for scaling the horizontal axis in the Gantt Chart.

e Choose the Use fiscal year function to display the financial year and then select the File, Options,
Calendar tab to choose the month in which the fiscal year starts.

e Should you wish to number the time periods, for example; Week 1, Week 2, etc., there are a number
of sequential numbering options available at the bottom of the label list.
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Nonworking Time Tab

The Nonworking time tab allows you to format how the nonworking time is displayed. You may select
only one calendar. The nonworking time may be presented as shading behind the bars, in front of the

bars or hidden.

30 Dec '24 6lan '25

Tirmescale

Middle tier formatting

Top Tier Middle Tier ] Bottom Tier] Mon-working time

Units: | Weeks

V| Label: |26Jan ‘09 v| [+] Use fiscal year

Count: |1

-

Timescale options

[ Tick lines

Show: | Two tiers (Middle, Bottom) v| Size: | 100 + % [“]scale separator
| 7 eview
23 Dec '24 30 Dec '24 6lan'25
S T W T F 5 5 M T W T F 5 5 M T W T F 5

A

By default this is set to the Staniddrd Calendar for each view and does not change when the
Project Default Calendar is changed.

Therefore if you change the Project B4s< calendar in the Project Information and you wish
to see this new calendar in all views you“wiil have to edit all the views.

The author recommends that you format the Middle Tier<iia Bottom Tier as per the picture below and

then use the Toolbar icon to change the scale fromWezk and Days to Month and Weeks and
back again in conjunction with the Size setting to adjust the Timescale:

Timescale X
Top Tier M erl Bottom Tlerl Non-working time
f Middle tier formatting \
Units: IWeeks VI Label: l26 Jan 09 v | (4 Use fiscal year
\Cougt: 1 < Align: | Left v M Tick lines
Timascale antions
Show: l Two tiers (Middle, Bottom) \,Dze: Top Tierl Middle Tier Bottom Tier [ Non-working tlmel
i Bott,
Preview —
23 Dec 24 30 Dec '24 Units: l Days VI Label: [ M T, W,.. V“Use fiscal year
s;smTwr Fs st W | con [T igre Jmnms
Timescale options
Show: lTwotiers (Middle, Bottom) vI Size: | 100 2| % [ scale separator
Help Preview

Use the Size setting to
adjust the Timescale

6Jan'25
W T F S S M T V T F S
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8.6.4 Format Timescale Font

To format the Timescale font, the
Gantt Chart Format, Format
group, Text Styles command
opens the Text Styles form:

The timescale fonts may be
formatted separately by selecting
the appropriate line item under Iltem
to Change:

A very tight timescale may be
achieved by making the Bottom
Timescale Tier a small font as
displayed in the picture.

8.7  Format Gridlinés

23 Dec 24

5 l\f"lc_ W T

F |3

Text Styles

Fant:

Item to Change: |Bottom Timescale Tier w

Font style:

Background Pattern:

Cancel
Calibri Regular \ ance
Californian FB Bold 2
Calisto MT Bold Italic 14 hd
Cambria v
Junderline [ strikethrough
Color: Sample
| Automatic w |
Background Color: AaBhVyZz

Gridlines are important to help<divide the visual presentation of the Bar Chart. This example shows
Middle Tier Gridlines every week\ard8ottom Tier Gridlines every day.

06 Apr '15
S M T W, T

13 Apr '15

F oIS T W T F

20 Apr '15
S| 5 M T W, T F 5§

To format the Gridline select Gant Chart Format, Forriaigroup, Gridlines,

Gridlines... or Right

click in the Gant Chart and select Gridlines to open the Gridiines form:

Gridlines

Line to change:

Bottom Tier Column
Current Date

Sheet Rows

Sheet Columns
Title Wertical

Title Horizontal
Page Breaks

Project Start

Praject Finish
|Tc|p Tier Column W

]

>
Marmal
Type: vl Color: l-l_a._'i'Jmatilc w
At interval
Mone z 3 4 Other: |0 =
e Color |

e Select the gridline from the drop-down box under Line to change:
e Select color and type from under Normal.

e Some gridlines may be set to occur at intervals using the At interval option. Thus if you only want a
line every 4t row then under the Normal heading set the Grid Line as a blank and set the At Interval
line to 4 and set the Type and Color as required.
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Some of the titles for the gridlines are not intuitive, so some interpretation is given below:

e For Data Column and Row dividing lines, use Sheet Rows and Sheet Columns.
e For Timescale and Column Titles, use Horizontal and Title Vertical.

e Gantt Chart area, including lines for Project Start and Finish Date, Current and Status Date, are
clearly described.

e Page Breaks will only display manually-inserted breaks. You may need to add the Insert Page

Break icon on the Quick Access Toolbar.

The earlier Microsoft Project option Manual page breaks check box in the Print form, which
allowed printing and ignoring manual page breaks, has been removed from Microsoft Project
2013.

Microsoft Project has two dates that may be used to identify the Data Date, the date that the data has
been collected for updating a project schedule. These two dates are the Status Date and Current Date
which are set inttie Project Information form:

e When a new project is created using the Global.mpt Microsoft Project displays the Current Date as
a dark dotted verticaitine but the Current Date is reset to the computer’s system date each time the
project file is opened? 113 suggested that this line be removed using the Gridline form and the
Current Date is not used“iz-identify the date the schedule is being update on because the software
changes it every time the seheduie is opened.

e The Status Date never changee’ance set and therefore it is suggested that this line should be
displayed as per the picture above-erit, use to identify the date at which the schedule is being
updated on.

Many laser printers will not print light giey lines clearly, so it is often better to use dark
gray or black Sight Lines for better output.

8.8  Format Colors

Colors are formatted in a number of forms and there is no single fortiifor formatting all colors:

e Nonworking time colors in the Gantt Chart are formatted in the/timegcale form, double-click on the
timescale.

e Text colors are formatted in the Text Styles and Font forms, found in the,CG:antt Chart Format,
Format groups, Text Style.

e Gridline colors are formatted in the Gridlines form, also found under the Gantt Chart Format,
Format group, Gridlines.

e Hyperlink colors are formatted under File, Options, Advanced, Display options for this project:

o Timescale colors are with the File, Options, General tab, User Interface Options, Color scheme:
option.
e The Logic Lines, also known as Dependencies, Relationships, or Links, inherit their color from the

predecessor’s bar color in the Gantt Chart view and may be formatted in the Network Diagram view
by selecting Gantt Chart Format, Format group, Layout.
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8.9 Format Links, Dependencies,
Relationships, or Logic Lines

The Links, also known as Dependencies, Relationships, or
Logic Lines, may be displayed or hidden by using the
Layout form.

e Select Gantt Chart Format, Format group, Layout to
open the Layout form and click on one of the three
radio buttons under Links to select the style you
require:

The color of the Link is inherited from the color of the
predecessor task.

e Todisplay Critical Pat'ron the relationship lines you will
need to format the bare with a different color. This is
often set to red.

A

Layout bt
Links
=
.
O O ®

Bars

Date format: |23,a'D1 V|
Bar height: 12 e

DAIways roll up Gantt bars
Hide rollup bars when summary expanded
Round bars to whole days
Show bar splits
Other
Show drawings

Cancel

The color of the successers=relationship lines is adopted from the task bar color.
Therefore, re-formatting critical bars with the Format Bar form will also re-format the

color of the successors’ relatioiiskin. lines and they may no longer display the Critical
Path color on the Logic Lines. Thiz.willeffectively mask the Critical Path and could

provide misleading results.

The highest bar in the Bars form dictates the color of the relationship line and may not be
the same as the color displayed in the Gantt ChartView.

Oracle Primavera products format the relationship séparately from the bars and are able
to identify the Critical, Driving and Non-Driving relationships, which is not possible with

Microsoft Project.

e Always roll up to Gantt bars will summarize subtasks using the Barg'Styles for Rolled Up Task

formatting:

4 Summary Task |

A
B
c

¢ Round bars to whole days adds visibility to short duration tasks.

e Show bar splits should be left checked to show tasks that have been split.

e Show drawings allows the hiding of any graphics inserted on the Gantt Chart.
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8.10 Workshop 6 - Formatting the Bar Chart

Background
Management has received your draft report and requests some changes to the presentation.

If you are using the Eastwood Harris template then most of the formatting requirements you need to make
are made in the template in the Gant Chart Inc Total Float and Neg Float view.

The following attributes have been changed from the standard settings:

e The File, Options, Schedule and Advanced have been edited in line with the author's
recommendatians in his book.

e The template-a!su,has two new Views titled Gantt Chart Inc Negative and Total Float and Gantt
Chart Name on"gars.

e Columns: Total Float@dded and Resources removed from the Gant Chart Inc Total Float and Neg
Float view.

e Grid lines: Middle and Bottom”limescale Tiers, Project Start, Project Finish and Status Date
displayed and Current Date remavel.

e Bars:

» Total Float (Total Slack) and Negative.-f7ioat added and all text removed from all bars.

» Bardisplay in the Legend: Many bars ha#edgen hidden in the Legend (but not deleted) by
placing an "*" at the front of the Bar descripticii in the Bars form.

» The bars have been formatted with brighter colers;"a dark red and dark blue.
e Printing: some project information is drawn from the Project Information, Advanced Properties
form.

e All project data has been removed from the Legend so the Legeéra-may be hidden if not required,
thus leaving all project data displayed if the Legend is hidden.

e A Custom Field has been added to the Tracking Table titled Status Chieck,that indicates when
tasks have been updated correctly.
NOTE: You must set the Status Date in the Project Information form for this field to calculate
correctly and comments against summary tasks must be ignored.
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Assignment
Format your schedule as follows:
1. Select Task, Views, Gantt Chart, Custom and select Gant Chart Inc Total Float and Neg Float to

apply this view.
Task Resource Report Project Vie
& - ]
Calib v[n o | &=
Fﬁ [ia alion

Select Tasks, Views, Gantt | Paste o B I U & A =
hart v v
Gantt Chart a apply the ?View Clipboard Font ]
different Gantt Chart o o e
views IEIEBB E & ) =

Calendar

Gantt Chart

v Gantt Chart Inc Total and Neg Float | Dur
8d

Gantt Chart Name on Bars
The ¥ idw cw-Name is . 5d
€twork Uiagram
displayet-snshe left od
P Relationship Diagram onRequ 4d
hand side of the o

Task Details Form pcificatio) Sd
screen. mponen 2d

Task Form .

pecificat 2d

Task Sheet 8d
Task Usage Methodc 4d
’ Supplier 8d
Tracking Gantt To— 2

GANTT CHARZWGFOTAL AND NEG FLOAT

You may also rlgh Resource Form 3::1“"3 ig
click in the vertical Risogfrce Graph 6d
bar on the left hand Resoupse Shee 'ocumen  6d
side of the screen Resource Ysaay pt 4d
to select a different Team Planner pid Docy 2d
itted od

More Views...

L YevE _ I

2. Then apply the Gantt Chart Name on Bars view and then the Ganii Siart,..
NOTE: You will need to use the Scroll to task [=2l command to see the tasks.

3. Your answer show be as per the pictures below:

Total 9 Dec ‘24 16 Dec ‘24 23 Dec ‘24
@ taskName Dur Start Finish Slack| S 'S /M T W T F § §/M T W T F § 5§ M T W
1 4 Bid for Facility Extension 8 9Dec'24 18Dec'24 od Bid for Facility Extension
2 4 Technical Specification 5d 9Dec'24 13Dec'24 3d 1 Technical Specification
3 Approval to Bid 0d 9Dec'24 9Dec'24 3d | 9/12 4 Approval to Bid
4 Determine Installation Requirements 4d SDec'2d 12Dec'24 ad Determine Installation Requirements
5 Create Technical Specification 5d  9Dec'2d 13 Dec'24 3d Create Technical Speification
5 Identify Supplier Components 2d 9Dec'24 10Dec'24 6d Identify Supplier Components
7 Validate Technical Specification 2d 9Dec'24 10Dec'24 6l Validate Technical Specification
8 4 Delivery Plan 8d 0ODec'2d 18Dec'24 od Delivery Plan
9 Document Delivery Methodology 4d  9Dec'24 12Dec'24 ad Document Delivery MetHodology
10 Obtain Quotes from Suppliers 8d 9Dec'24 18Dec'24 od Obtain Quotes from Suppliers
11 % Calculate the Bid Estimate 3d 9Dec'24 11Dec'24 6d Calculate the Bid Estimate
12 |y Create the Project Schedule 3d 9Dec'24 11Dec'24 6d Create the Project Schedule
13 Review the Delivery Plan id 9Dec'24d 9Dec'24 7d Review the Delivery Plan
14 4 Bid Document 6d 9Dec'24 16Dec'z2a 2 1 Bid Docyiment
15 Create Draft of Bid Document 6d 9Dec'24 16Dec'24 2d Create Praft of Bid Document
1e Review Bid Document 4d 9Dec'24 12Dec'24 ad Review Bid Document
17 Finalize and Submit Bid Document 2d 9Dec'24 10Dec'24 6l Finalize and Submit Bid Document
18 Bid Document Submitted Od 9Dec'2d 9Dec'2d 8d || 9/12 4 Bid Document Submitted
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4. Apply the Gant Chart view. ol T |
5. Ensure that the Entry Table is displayed by Bl === . |
. . B -]
selecting View, Data group, Tables, Dur | Start Finish Slach
Entry table. ad lope & Cut ﬁi
6. Apply the Costs table, 5d 19D [ Copy 3d
. od | 9D 3d
7. Then apply the Tracking table, you should see ad 150 [ Paste ¥
the Status Check column, :
sd 9D Paste Special... ad
8. Reapplying the Gant Chart Inc Total Float 2d [9D 35 Yyran Text =d
and Neg Float view S -
d 2d |9 " d
9. Insert the Task Calendar column between 8d (ol + InsertColumn jd
Duration and Start columns by using the right 4d [9D "F HideColumn  3d
clicking on the Start column and selecting gd 3D A g ad
t..
Task Calenda- ad [9D = 5d
3d [9D FA TextStyles. 5d
1d | 9D FF Field Settings 79
6d |2D 2d
it = 1 E
6d |ap i Custom Fields 7
ad [9p [ 7 ad
10. Your answer show be as per thé¢ pictures below:
y . 3 Dec '24 16 Dec '24
@ Task Name Cur | Task Calendar start Finish slack 5 S/M T W T F 5 5 M T W
1 4 Bid for Facility Extension 8d None angct24 18 Dec'24 od
2 4 Technical Specification 5d None 9p2c/z4 F13Dec'24 3d r
3 Approval to Bid 0d None 9Dec?4 /3Dec'24 ad
4 Determine Installation Requ  4d  None 9Dec'24” 12Decp4 ad
5 Create Technical Specificatio 5d None 9Dec'24 1T ueC24 3d
6 Identify Supplier Componen 2d None 9Dec'24 10 Dec'24 6d
7 Validate Technical Specificat 2d Mone 9Dec'24  10Dec'ld ad
a8 4 Delivery Plan 8d None 9Dec'24 18Dec'24 4]
e Document Delivery Methode 4d  None 9Dec'24 12Dec'24 LG
10 Obtain Quotes from Supplier 8d None 9Dec'24 18Dec'24 od
11 % Calculate the Bid Estimate 3d 6 Day Week 9Dec'24 11Dec'24 6d
12 |5y Create the Project Schedule  3d 6 Day Week 9Dec'24 11Dec'24 6d
13 Review the Delivery Plan 1d None 9Dec'24  9Dec'24 7d ol
14 4 Bid Document 6d None 9Dec'24 16Dec'24 2d '} | —
15 Create Draft of Bid Documen 6d None 9Dec'24 16Dec'24 2d
16 Review Bid Document 4d  None 9Dec'24 12Dec'24 ad
17 Finalize and Submit Bid Docv. 2d  None 9Dec'24 10Dec'24 ad
18 Bid Document Submitted 0d MNone 9D0ec'24  9Dec'24 ad

11. Test the Zoom functions.

NOTE: Add the Zoom In and Zoom Out icons to the Quick Access Toolbar if these

icons are not present on your Toolbar.

12. Leave the scaling at months and weeks and set the Size in the Timescale form to 100%.

13. Save your OzBuild Bid project.
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13 TABLES, CUSTOM FIELDS AND GROUPING TASKS

Outlining was discussed earlier as a method of organizing detail tasks under summary tasks. There are
alternative data fields and functions available in Microsoft Project for recording task information, then
organizing, grouping and displaying task information:

e Text Columns, Custom Fields and Grouping which will be covered in this chapter

e Custom Outline Codes — covered in the MORE ADVANCED SCHEDULING chapter.

o User Defined WBS (Work Breakdown Structure) — covered in the MORE ADVANCED
SCHEDULING chapter.

These functions are addressed in this book but are not examined in detail. These functions enable the
presentation of the tasks under other project breakdown structures.

Topic Menu Command

e Applyinga Click the Select All icon (see paragraph 3.11) and right-click, or
Table to a'vieWw | Ciick on the Quick Access toolbar [ "] Tables icon.
'Select View, Data group, Tables and select a Table from the list in the

e

e Creating or SeleciView, Data group, Tables and open the More Tables form, or
Editing a Table | Click on‘the[% ] Tables icon and select More Tables.

e Createa Adding the [E2/Cisstom Fields icon to your Ribbon or Quick Access

Custom Field | Toolbar, or
Right click on a coluneszand select Custom Fields.

e Grouping Select View, Data group: Gréup by:

13.1 Understanding Project Breakdown Strtctures

The main breakdown structure of a project is the WBS which ‘s.ustially represented with Outlining. Some
organizations have highly organized and disciplined structures witi1.%ules” for creating and coding the
elements of the structure.

Other Project Breakdown Structures are required to represent the breakde@i of a project into other
logical functional elements. Some clients also impose a WBS code on a cont/actor for reporting and/or
claiming payments. The following list shows examples of such structures:

e WBS  Work Breakdown Structure, breaking down the project into the elements of work
required to complete a project.

e PBS  Product Breakdown Structure, used in the PRINCE2™ Project Management
Methodology.

e OBS  Organization Breakdown Structure, showing the hierarchical management structure
of a project.

e CBS  Contract Breakdown Structure, showing the breakdown of contracts.

e SBS  system Breakdown Structure, showing the elements of a complex system.
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We will discuss the Text Columns, Custom Fields and Grouping functions available in Microsoft Project
to represent these structures in your schedule.

13.2 Tables

A table selects and formats the columns of data to be displayed in a View. The formatting of tables is
covered in the FORMATTING THE DISPLAY chapter.

e A Table may be applied to one or more Views which display data in tables. This includes Views such
as the Gantt Chart, Resource Sheet, Resource Usage, Task Sheet and Task Usage.

e There are two types of Tables:
» Task tables that are applied to Task Views and
» Resource tables that are applied to Resource Views.

e When the View is active and you assign it a different Table, the View is permanently changed and the
Table permanently associated with the View; unless a project is not saved. Unlike Oracle Primavera
software, the user dogs'not have the option to save or not save changes to a view when another is
selected.

Formatting a Table by‘@ading or removing columns, etc., is editing the current table on a
permanent basis. These ctiziges will appear when the table is next applied and this will
affect any View the table is associated with. It is therefore strongly recommended that each
View be paired with a unique tatle’of the same name. Consider carefully when adding or
deleting columns from a table as thie<hanges are permanent, unless you do not save your
file.
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13.2.1  Applying a Table to a View

A Table may be applied to the active View by:

o Clicking the Select All icon, the box above
the row 1 number, then right-clicking the

mouse to display a sub-menu with the table
options, or

e Selecting View, Data group Tables and
selecting a Table from the list in the menu.

Both Table menus have’2“iw'ore Tables... option
which will open the More T20les... form:

e Tables that have not been selcated to appear
on the menu list will be displayed here.

e Select a table from the list and click oh

Apply |

13.2.2 Creating and Editing a Table

A Table may be created or edited by opening the
View, Data group Tables, More Tables...form:

. New.. | creates a new table,

. edits an existing table, or
o creates a copy of an existing

selected table.

o — applies the table to a view.

Calculate Project -
by Extension
Cost Specification
v Entry al to Bid
line Installation Req
Hyperlink _ ———
P Technical Specificati
Schedule { Supplier Compone
Summany e Technical Specifica
lan
Trackin _
- g znt Delivery Method
Usage Quotes from Supplig
Variance te the Bid Estimate
the Project Schedulg
Woark _
- ‘the Delivery Plan
More Tables... nent
13 ) i vreare Draft of Bid Docume
More Tables *
Tables: (@ Task (_)Resource
Baseline ~ Mew...
Constraint Dates
Caost =
Delay e
Earned Value
Earned Walue Cost Indicators Copy...
Earned WValue Schedule Indicators
|Entry Organizer...
Expoart
Hyperlink
Rollup Table hd
Apply Cancel
Msife Tables >
Tables: @Tjsk Oﬂesource
Baseline ~ Mew...
Constraint D7tes
Cost -
Delay il
Earned Value
Earned Value Cost Indigdators Lopy..
Earned Value Schedule In jbamrs
Organizer...
Export
Hyperlink
Rollup Tahle v
Apply Cancel
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All these buttons open the Table Definition form shown below:

Table Definition in 'OzBuild Workshop 10 x
MName: | &Entry Show in menu
Table
Cut Row Copy Row Paste Row lnsert Row Delete Row
Field Name Align Data| Width Title Align Title| Header Wrapping | Text Wrapping ™

|} Center ] Center Yes Mo

Indicators Left 4 Left Yes Mo

MName Left 38iTask Name Left Yes Mo

Duration Center 5:0ur Center Yes Mo

Start Center 11 Center Yes Mo

Finish Center 1 Center Yes Mo

Total Slack Center ] Center Yes Mo W
Date format: | Default ~ Bow height: |1 =

[ Lock first column

guto-adjust header row heights

ghow ‘Add Mew Colusms interface

e The functions in this formaré gimilar to those in many other forms. The functions that are unique to
this form are listed below:
» Show in menu — Decides if thexrable is displayed in menus.

» Date format: — Changes the formdt ¢f the dates in this project and table only.
> Row height: — Allows you to specify tiile’row height for this table.
> Lock first column — Ensures the first column is,always displayed when scrolling to the right.

» Auto-adjust header row heights — Automatical’y-adiusts the header height when the width of
the column is adjusted so the column text wraps.

» Show ‘Add New Column’ interface shows the New Column column at the right of all columns.
Clicking on this column creates a new column.

The Date Format selected in the File, Options, General tab is overiidden by a date

0 format selected in a Table. Therefore, if you have a project that requires 2 unique
date format then the option of selecting a date format in a Table overriaesthe default
on any computer for anyone who opens the project file.
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13.3 Custom Fields
A Custom Field is an existing Microsoft Project field that may be:

e Renamed to suit your projects requirements,

e Tailored to display specific data in a specific format,

e Assigned a list, such as a list of values or people, that may be assigned from a drop-down list, or
o Assigned a formula for calculating data from other fields.

To create or edit a Custom Field the Custom Fields form must be opened by:

e Displaying the (5] Custom Fields icon Ribbon or Quick Access Toolbar, or

o Selecting [=2] Custom Fields when inserting a new column, or

o Selecting 2] Custom Fields when right-clicking on an existing column.

Task fields may,b® tsed for:

e Recording addiignal information about Tasks (such as responsibility, location, floor, system)

e Recording additional iiifarmation about Resources such as telephone number, address and skills.
e Formulas may be created *opopulate the fields with calculated data.

e Tasks or resources may be grauped using these fields.

These predefined fields fall into the faliowing P ”
categories: Eiela
@ Task (O Resource Project Type: Text w
° COSt - 1 tO 10 |F\E|d ~
[Textt
e Date-1t010 T
e Duration-110 10 Fﬁi—.’
Tey &
e Finish (date) - 110 10 N v
Reflame) Delete Add Field to Enterprise.. | | Import Field...
hd Flag - 1 to 20 Custom attoute
* Number _ 1 to 20 @® None (0 Lonkup.. | O Formula..,
Calculation for taskg 1d 20 2wo summary rows
e Start (date) -11t010 @none ) Rollys Use formula
Calculation for assignment rws
[ ] TeXt - 1 tO 30 @None () Roll down unles\matlal@antered
e QOutline Code - 1 to 10 which are intended to e
. . ata raphical Indicators...
be made hierarchical.
Help Cancel

Both the title and content of these fields may be edited with options including:

3 allows the renaming of the field name.

» This new name is then available when inserting columns and is displayed in the column header.

> After Custom Field is renamed, the new name will be displayed in the Custom Fields tab of the
Task or Resource Information form and the appropriate information may then be entered in this
form.

. allows importing from other fields or project files.
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e Custom Attributes:

>
User Defined Field works in Primavera P6.

None allows data to be entered into the field without any restrictions, this is similar to the way a

> opens the Edit Lookup Table where a table of values and descriptions may be
entered. The Value is displayed in columns and Description in bands when the tasks are grouped
by this field. These values may be copied and pasted from other applications such as Excel. This
is similar to the way an Activity Code works in Primavera P6 and Codes in Elecosoft (Asta)

Powerproject.

> allows the assigning of formulae for the calculation of field value from other task and

project fields.

e Calculation for task and group summary rows specifies how Summary tasks calculate their value,
such as Maximum, Minimum, Sum, None and Average. For example, the following options may be

used:
> A Start Date woulo salect Minimum,

» A Finish Date woulds€iect Maximum,
» Cost would use Sum.

e Calculation for assignment row< tictermines if the field value is displayed only against the resource
in Task Usage and Resource Usage fiids or against the resource and assignment.

Resource Only

Resource and Assignment

Resource Name « | Wor » | Location -
1 |4 Paul Harris 16 hrs Melbourne
Electrical Design &hrs
Mechanical Design &hrs
2 |4 Samantha Harris 16 hrs Brishbane
Electrical Design 8§hrs
Mechanical Design 8hrs

2

Resource Name + | Wor « | Location -
16 hrs Melbourne
8 hrs Melbourne
8 hrs Melbourne
16 hrs Brisbane

8 hrs Brisbane

4 Paul Harris
Electrical Design
Mechanical Design

4 S4mantha Harris
Seotvical Design

& hrs Brisbane

Mechapisal Design

e Value to display allows the options of displaying the value in the c€il er generating graphical
indicators such as traffic lights. A very simple example is displayed below when the Number 1
Custom Field has been renamed Risk and three values entered and three diifafent images displayed:

Graphical Indicators for "Text1"

Indicator criteria for
(@) Nonsummary rows
Ogummary rows
Summary rows inherit criteria from nonsummary rows
OPgoject summary

Project summary inherits criteria from summary rows

s

Cut Row Copy Row Paste Row Insert Row Dielete Row
Test for Text1 Walue(s) | Image *
5
equals 1 --
equals 2 Move

equals

— b

Show data values in ToolTips

Help

To display graphical indicators in place of actual data values, specify the value range for each indicator and the
image to display. Tests are applied in the order listed and processing stops at the first successful test.

Import Indicator Criteria...

L

Cancel
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Outline Codes will be covered in more detail later in paragraph 23.7.1.

Oracle Primavera P3 and SureTrak software users will find the formatting options

0 available when using Value and Description restrictive, because the description may not
be displayed in columns and the value not displayed when Grouping. This is similar to the
way Oracle Primavera P6 works.

13.4 Grouping

Grouping allows grouping of tasks under data items such as Customized fields, Durations, Constraints,
etc. This function is particularly useful with schedules with many tasks and there is a requirement to work
with a related group of tasks throughout a project. The picture below displays a simple project where the
relationship between each Task is difficult to check by inspection of the Gantt Chart organized with
Outlining by Phase:

17 Dec 18 24 Dec'18 31Dec'18 07Jan '19 14 Jan 19 21
Task Name ~ Juratior » | Start | Finish «|System « |Building~|[SMTWT FSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMT
1 Basic Design S5days 17Dec'18 21Dec'18
2 |4 Design 4days 24Dec'18 27Dec'18
3 Design System& 2days 24Dec'l8 25Dec'18 1 A
4 Design System 2 3days 24Dec'l8 26Dec'l18 2 A
5 Design System 3 1oy 24Dec'13 24Dec'l8 3 A
6 Design System 4 3days. 24Dec'ld 26Dec'ld 4 B
7 Design System 5 Adays /28 Dec'l8  27Dec'l8 5 B
& |4 Procure 7das. 27 Del'18  02Jan'19
9 Procure System 1 3days 2608017 28Dec'18 1 A
10 Procure System 2 4days 270=c% 01Jan 19 2 A
11 Procure System 3 4days 25Dec'18 27 0ec'18 3 A
12 Procure System 4 2days 27Dec'l8 ¢ 28D :c'18 4 B
13 Procure System 5 ddays 28Dec'18 uZlin'l] 5 B
14 |4 Install Jdays 31Dec'l®8 08)an'7y
15 Install System 1 4days 31Dec'l8 03Jan'ly 1 A
16 Install System 2 lday 02Jan'1® 02Jan'l9 i A
17 Install System 3 2days 31Dec'l83 01Jan'l9 3 A
18 Install System 4 2days 31Dec'18 01Jan'19 4 L} 1
19 Install System 5 adays 03Jan'19  08Jan'19 5 8 —— |
20 |4 Test 10days 04Jan'19  17Jan'19 I 1
21 Test System 1 2days 04Jan'19 07Jan'19 1 A
22 Test System 2 2days 08Jan'19 09Jan'19 2 A
23 Test System 3 2days 10Jan'19 11Jan'19 3 A 1
24 Test System 4 2days 14Jan'l®  15Jan'l9 4 B
25 Test System 5 2days 16Jan'19  17Jan'19 5 B
26 Commission System 2days 18Jan'19  21Jan'19 )

With the Grouping function it is possible to Group on a text fieldto4earganize the data. In this example,
the schedule has been reorganized by the Text 1 - Building and Text"2+ System fields, which have been
renamed using the Custom Fields form to System and Building. Yol w3y now clearly see the logic
between the Items:

17 Dec 18 24 Dec'18 31Del "1} 07Jan '19 14 Jan 19 21
Task Name ~ Duratior ~ | Start +| Finish +|System - | Building ~ ||SMTW T F S SMTWTFSSMTWIFSSMTWTFSSMTWTFSSMT
4 Building: No Value 26d 17Dec'18 21lan'19 I J
4 System: No Value 26d 17Dec'1®3  21Jan'19
1 Basic Design Sdays 17Dec'l® 21Dec'i8 I
26 Commission System 2days 18Jan'l3 21Jan'19 |
4 Building: A 15d 24Dec'18  11lan'19 i
4 System: 1 11d 24Dec'18 07Jan'19
3 Design System 1 2days 24Dec'l8 25Dec'l8 1 A
9 Procure System 1 3days 26Dec'l83 28Dec'l18 1 A
15 Install System 1 4days 31Dec'18 03Jan'19 1 A
21 Test System 1 2days 04Jan'l13 07Jan'19 1 A
4 System: 2 13d 24Dec'182  09Jan'19
a4 Design System 2 3days 24Dec'l83 26Dec'18 2 A
10 Procure System 2 4days 27Dec'18 0llJan'l9 2 A
16 Install System 2 lday 02Jan'19 02Jan'l9 2 A
22 Test System 2 2days 08Jan'ls 09Jan'l9 2 A
4 System: 3 15d 24Dec'1®  11lJan'19
5 Design System 3 lday 24Dec'13 24Dec'is 3 A
11 Procure System 3 4days 25Dec'18 28Dec'18 3 A
17 Install System 3 2days 31Dec'l3 0lJan'l9 3 A
23 Test System 3 2days 10Jan'13  11Jan'19 3 A
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The first few characters of the field determine the sort order when tasks are grouped by a
Text Field. To order items differently from the fields’ text values, place a number or letter

at the start of the description, or create a Custom Outline Codes which will take a little
more effort but provide a more satisfactory result.

13.4.1  Group by: Function

The View, Data group, Group by:
option allows you to Group scenarios in
the same way as filters are created and
saved:

e Custom are user defined groups,

e Built-In are system defined
groups,

e Clear Group removes any
grouping applied to a &iew,

e New Group By... opens ttie
Group Definition form allowing
the defining and saving of a new
group scenario,

e More Groups... opens the More
Groups form allowing access to
Groups that may not be listed in
the View, Data group, Group by:
list.

Gantt Chart Format 2 Tell me what you want to do
;l Sort ~ £ [Mo Highlight] ~| | Timescale: Q, Zao
IE|E| Outline~ Y/ [No Filte ~ | |Days ~| ol Entirg
&L%TEHES ~ E building Group |~ Q) Selec
= =- @ & | Buildingand System Maintain Heirachy
System and Building Group
System and Building Maintain Heirarchy
Built-In
[Mo Group]
bt - Einisl Active ve, Inactive
7 Dec 18 29 Auto Scheduled vs. Manually Scheduled
7 Dec '18 21 Complete and Incomplete Tasks
L7 Dec '18 21| Constraint Type
[L8 Jan '19 21 Critical
4 Dec '18 7 Duration
4 Dec '18 7 Duration then Pricrity
t4 Dec'18 3| Milestones
PG Dec '18 28 Pricrity
1Dec'ld 3 o . .
Priority Keeping Outline Structure
4Jan'19 7
anec'1s 9 Resource
Anoc 18 Py Status
[4 Dec/is 26 B Clear Group
P7 Dgalys 1 -E Mew Group By
2Jan“19 2 -
=
3 Jan '19 g iz More Groups...
4 Dec '18 «1 Maintain Hierarchy in Current Group

e Maintain Hierarchy in Current Group was a new feature to Microsoft Project 2010 and allows the

user to see the Outline hierarchy when Grouping. The picture belcw gisplays the effect of grouping by
two Custom Text columns, with the lower picture having this option tur<d, on:

15Dec'25 22Dec'25 2908025 ) | 5)an'26 12Jan 26
Task Name ~ Duration v Start Finish - System - Building +||SMTWTFSSMTWTFSSMTWWEFS SMTWTFSSMTWT F
4 System: No Value 26d 17 Dec ‘25 21Jan'26 |
| 4 Building: No Value 26d 17 Dec '25 21Jan ‘26
Basic Design 5 days 17 Dec'25 23 Dec'25
26 Commission System 2days 20Jan 26 21Jan 26
4 System: 1 11d 24Dec'25 7Jan ‘26 |
4 Building: A 11d 24Dec'25 7Jan'26
3 Design System 1 2 days 24 Dec'25 25Dec'25 1 A
9 Procure System 1 3 days. 26 Dec'25 30Dec'25 1 A
15 | Install System 1 4 days 31Dec'25 5Jan 26 1 A
21 Test System 1 2 dav: 6Jan 26 7lan 26 1 A
4 System: 2 15 Dec'25 22 Dec'25 29 Dec'25 5Jan 26
. Building: A Task Name ~ Duration v Start - Finish v System - Building +||SMTWTFSSMTWTFSSMTWTFSSMTWT
2 [ Design System 2 4 System: No Value 26d 17 Dec'25 21Jan'26 I
10 Procure System 2 4 Building: No Value 26d 17 Dec'25 21)an '26
16 [l stallsystem2 41 Basic Design 54 17 Dec "25 23 Dec 25 —_
22 Test System 2 1 Basic Design 5days 17 Dec 25 23 Dec'25 —
LSystemia 46 Commission System 2d 20 Jan *26 21 Jan 26
P Building: A 26 Commission System 2days 20Jan 26 21Jan'26
s [N Design System 3 4 System: 1 11d 24Dec'25 7Jan '26
11 Procure System 3 4 Building: A 11d 24 Dec'25 7J)an'26
17 [l install systems 42 Design 2d 24 Dec 25 25 Dec " 25 —
23 | Test System 3 Design System 1 2days 24Dec'25 25Dec'25 1 A
43 Procure 3d 26 Dec 25 30 Dec 25
. . rocure System 1 3 days 26 Dec 25 30 Dec'25 1 A
The Task |D IS dlsp|ayed Install 4d 31 Dec "25 5 Jan 26
nstall System 1 4 days 31Dec'25 5Jan 26 1 A
by the TaSk Name Test 2d 6 Jan * 26 7 Jan * 26
T T Test System 1 2 days 6Jan '26 7Jan 26 1 A
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13.4.2 Using a Predefined Group More Groups x
The Grouping function works in a similar way to Groups: @ Task O Resource
Filters and Tables. A predefined Group may be Ho Group " =
i . Building and System Maintain Heirachy
aSSIQned by System and Building Group Edit
. . | System and Building Maintain Heirarchr =
e Selecting View, Data group, Group by: Active vs. Inactive
. Auto Scheduled vs, Manually Scheduled Lopy...
e Then either: Complete and Incomplete Tasks
. . . Constraint Type Crganizer...
» Selecting a grouping from the list, or Critical
Durat!on o
> Selecting More Groups... to open the More | |oyon then Prierity
i Priority
Groqps form ?”‘_j then selecting one from o eeping Outline Strucure 9
the list after clicking on the Task or
Resource radio button. Cancel

13.4.3 Creating a New Group
Create a new Group by:

e Selecting View_ Pata group, Group by:,

e Selecting More Groups... to open the More Groups form,

e g
e Clicking on the I—ﬂi _hutton to open the Group Definition form,

o Now create a “Grouping” whicii riav be reapplied at a later date or copy to another project using
Organizer.

Group Definition in '13.4 Grouping2' >
Mame: | System and Building Maintain Heirarcny, Show in menu
| Field Name (/' Field Type | Crder ~
|Group By System ~e |Task Eﬂ«scending
|Ther1 By Building Task éAscending
| Then By o

|:| Group assignments, not tasks
Group by setting for System

Font: | calibri 11 pt, Bold 2y | | Font..
Cell background: | Y 4 | ~
- I,

Define Group Intervals...

|:| Show summary tasks
Maintain hierarchy
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e The Define Group Interval form is

available with many Group By Define Group Interval %
options, such as Start or Finish, and Field name:  System

allows further formatting options by ST Each Value hd
defining the intervals of the banding. Start at : .

Group interval:

Grouping is similar to the Oracle Primavera and Elecosoft (Asta) Powerproject’s Group
0 and Sort function. It is possible to mimic this Oracle Primavera function using the text
columns as Task Code dictionaries. Projects converted from Oracle Primavera software
format often translate Primavera Task Codes to Microsoft Project’s Text fields. After
conversion, the project may be Grouped by Text fields. Custom Outline Codes may
produce a betiariresult as bands may be ordered with this function.

13.4.4  Grouping Resources iimthe Resource Sheet

Resources may be created in the fkesozrce Sheet. Then the resources may be grouped by a number of
attributes. The standard options are shéwn below:

More Groups >

Groups: O'Task @ Gcsauise

: e S | New...
Assignments Keeping QOutline §tructure
Complete and Incomplete Resourceg -
Edit...
Resource Group
Resource Type
Standard Rate / Copy...
Waork ws. Material Resources |
Draanizer...
|
| |
e I
Apply Close

Resources are covered in more detail in the RESOURCES chapters.
There are many uses for Grouping Resources which may be used in conjunction with Customized Fields:

e A project hierarchical organizational structure may be created using these Customized Outline Codes
and resources summarized under this hierarchical structure in the Resource Sheet.

e Resources details such as skill, trade, address, office, department and telephone number may be
recorded in Customized Fields and the resources grouped by this data.
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13.4.5 Grouping with AutoFilter
The AutoFilter command may also be used to Group tasks:

e ltallows Grouping by one parameter only, and
o Different columns have different options,

e The picture below shows the Grouping options when selecting the Task Name header AutoFilter to
group the tasks:

0zBuild Warkshop 10.mpp 2] sotatez
2| SortZto A Total
@ Task Name Phuir — Shart Einich  — | &lasl
7 validate Techni ) Group by > Active vs. Inactive
8 4 Delivery Plan Auto Scheduled vs. Manually Scheduled
g9 i .
e Document Delive Clear All Filters Complete and Incomplete Tasks
10 Obtain Quotes fr Fit N
11 (54 Calculate the Bid e Constraint Type
12 |y Create the Projer o[ (Select All} ~ Critical
13 Review the Deliv = : Bidf?rFacilit}r Extension Duration
14 ='gid Document = B g_:lc;me”t ot
s ‘ e Bld Locument Su Duration then Priority
15 P
Frehg Draft of B ..[#| Create Draft of Bid
16 Review 3if*Daocu _[# Finalize and Subm Milestones
17 FinalizefardiSubt _[# Review Bid Docurr Briority
18 Bid Docureant Su =-[¥] Delivery Plan
..[#| Calculate the Bid E Priority Keeping Outline Structure
[ Create the Project R
esource
-[+] Document Deliven
.[#] Obtain Quotes frol Status
. [v] Review the Deliver ¥ e
'y > Group on this field
oL e Custom Group

e The picture below shows the Grouping options wie!i selecting the Start header AutoFilter to group
the tasks:

OzBuild Warkshop 10.mpp ?l Sort Earliest to Lafest

ﬁl Sort Latest to Earliest Total
@ Task Name - Einich  — [ Slack -
1 G b %
7 Validate Technical ) Date 6d
4 Delivery Plan Months od
Document Deliven, Weeks 6d
¥
10 Obtain Quotes fror - N 0d
HTEers

11 5y Calculate the Bid E: Quarters od
12 [y Create the Project | -[420 - Years od
2 - . - L34 .

e The picture below shows the option to remove grouping using the No Group AutoFilter command:

l;ll_él OzBuild Workshop 10.mpp %l Sort Smallest to Largest
@ El Sort Largest to Smallest
Task Name ~ DU
| 4 Total Slack: 0d ] Group by >
10 Obtain Quotes from Suppliers ' No Group
11 % Calculate the Bid Estimate ]
g 12 |y Create the Project Schedule ]
] o a ) Filters >
= 13 Beview the Delivery Dlan
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13.5 Workshop 11 - Reorganizing the Schedule

Background

We want to issue reports for comment by management. We will group the tasks by their float value and
show the WBS columns. We will also look at the Outline Codes and then Group the Tasks by the people
responsible for the work, which we will enter into a text column.

Assignment

1. Grouping — to group tasks by their float value:
» Ensure there is no filter applied.

> Apply the.Entry table and ensure the Total Slack column is displayed.
. )

» Select View, Data)Group By drop down box and select New Group by:

» Create a new Gretn-itied Total Float and group the tasks by Total Slack

» Change the font to Calieri 104t, Bold,

» Select an appropriate cell background,

» Check the Show in menu optior:, ZE'NOT show Summary tasks and apply.
Group Definition in 'OzBuild Workshop 17° x
Mame: | Total Float Show in menu
| Field Name (. = Field Type | Order |T
|Group By Total Slack Task ‘ascending
[Then By
[ Then By ”

|:| Group assignments, not tasks
Group by setting for Total Slack

Font: [ calibri 10 pt, Bold

Cell background: | —_]

SR I,
-

Define Group Intervals...

[] show summary tasks
DMaintain hierarchy

Help Apply Save Cancel
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> All the tasks with zero days’ float are grouped at the top under the heading Total Slack: 0 days.

Tatal Dec '24
Task Name Dur Start Finish Slack | Predecessors|| 2 | 9 | 16 | 23
4 Total Slack: 0d 18d  2lan'25 27 lan'25 od
10 Obtain Quotes from Suppliers ad 2Jan'2s 13 Jan 25 od 6
11 Calculate the Bid Estimate ad 14 Jan '25 16 Jan'25 od 9,10
12 Create the Project Schedule 3d 17Jan'25  20Jan'25 od 11
13 Review the Delivery Plan 1d 21Jan'25 2lJan'2s od 12
15 Review Bid Document 2d 22 Jan '25 23 Jan'25 od 13,15
17 Finalize and Submit Bid Document 2d  24Jan'2s  27Jan'ls od 16
18 Bid Document Submitted 0d 27Jan'2s  27Jan'l3 od 17
4 Total Slack: 4d 11d 9 Dec'24 23 Dec'24 ad f—
3 Approval to Bid od 9 Dec 24 9 Dec'24 ad 4
4 Determine Installation Reguirements ad 9Dec'24  12Dec'24 ad
E] Create Technical Specification 5d  13Dec'24 19Dec'24 ad
6 Identify Supplier Components 2d 20Dec'24 23 Dec'24 ad 5
4 Total Slack: 6d 12d 24 Dec 24 13 Jan ‘25 6d |
7 Validate Technical Specification 2d 24Dec'24 27Dec'24 6d 6
9 Document Delivery Methgtiology 4d  30Dec'24  3Jan'2s 6d 7
15 Create Draft of Bid Doument 6d 6Jan '25 13 Jan '25 6d 9

NOTE: You may format or iefiieue the summary bars or add text to them by opening the Bars form and
editing the Group By Summary b, text tab.

Bar Styles *
‘ Cut Row Paste Row Insert Row ‘
Name Appearance Show Far ... 7ag's From To | ~
Task L —— Mormal, Active, Mot 1iTask Start Task Finish
T o I T Narmal,Split, Active, Jot CritCal, Mot Mant 1iTask Start Task Finish
Milestone * Milestone, Active Not Grfu’ By Summary, 1:Task Finish Task Finish
Summary I | Summary Active Not Mantally Seheduled 1iTask Start Task Finish
wr Project Summary S 1:Task Start Task Finish
Lo
*Group By Summary P Group By Summary pr 1:Task Start Task Finish
*Rolled Up Task Normal,Rolled Up,Mot Summary,Not 1iTask Start Task Finish
*Rolled Up Split Naormal Rolled Up,Split Mot Summary 1:Task Start Task Finish
*Rolled Up Progress Normal, Rolled Up,Not Summary 1:Tash Start CompleteThrough
*Rolled Up Milestone > Milestone,Ralled Up,Mat Summary {: Task Finish Task Finish
*External Tasks External Tasks,Mot Milestone 1:Task Stact Task Finish
*External Milestone Milestone External Tasks 1iTask Finishd Task Finish
*Deliverable Start I Deliverable 1:Deliverable 5 lart Deliverable Start v
Text Bars
Start Middle End
Shape: | V| Shape: | v| Shape: | =/ v|
Type: | V| Pattern: | V| Type: | V|
Cotor. NN | coo- | | coor |
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2. Grouping by Responsibility

» Remove the previous grouping by selecting [No Group],
> Use the Add New Column command to add a Text 1 as a new column,
» Drag this new column so it is beside the Task Name
> Right Click on the column heading, select Custom Fields and use the Rename command to
rename the column as Responsibility,
Dec 1 1an'19 £zh'19 Mar 19
O rackname Responsibility | °¢ Cut 25
1 + Bid For Facility Extension B Copy | fs n
z # Technical Specification G Beste @Tmssk  OResource Project  Type: Text v
3 Approval to Bid Paste Special... - e
a Determine Installatio) B¢ Wrap Text ﬁunsmmwnmﬂ ))
5 Create Technical Spec| U nsert Column
6 Identify Supplier Com| s Text3
7 validate Technical Spy X Hide Column Textd
8 4 Delivery Plan A Font.. Ezi
9 Document Delivery M A TetStyles.. Text?
10 (E Obtain Quotes from § [ Field Settings .- v
1 (& Calculate the Bid Estir Rename... Delete Add Field to Enterprise Import Field..
12 |2 Create the Project Sch T Data Type 3 Custom attributes
13 Review the Delivery F 10 [ ZZJan'1y | @none O Lookup.. | O Formula...
= 4\3id Document 21d 28Dec'18 2
5 \este Draft of Bid Dol 64 38Dec'is | Caltulation fortaskand group summary rows
16 Reliaw Bid Document 2d  23Jan"19 2 ®ene (_ Rollup LT
17 rinalie and Submit Bj 2d 25Jan'13 2 Calculation for assignment rows
18 |E Bi' Dofumint Submit| od 28Jan'l9 2 @ None (O Roll down unless manually entered
Values to display
@pata O | Graphical Indicators...
Help cancel
I -

» Assign the Responsibilities in the table below, use Copy & Paste cells:

ID | Task Name Responsibility
2 Technical Specification /
3 Approval to Bid /
4 Determine Installation Requirements Scott Morrison - Engineering
5 Create Technical Specification '_S;u‘t Morrison - Engineering
6 Identify Supplier Components Ang_o.lf. L.owe - Purchasing
7 Validate Technical Specification Scott Mo_rrism - Engineering
8 Delivery Plan ~
9 Document Delivery Methodology Scott Morrison - Engineering
10 Obtain Quotes from Suppliers Angela Lowe - Purchasing
11 Calculate the Bid Estimate Carol Peterson - Bid Manager
12 Create the Project Schedule Carol Peterson - Bid Manager
13 Review the Delivery Plan Carol Peterson - Bid Manager
14 Bid Document
15 Create Draft of Bid Document Carol Peterson - Bid Manager
16 Review Bid Document Carol Peterson - Bid Manager
17 Finalize and Submit Bid Document Carol Peterson - Bid Manager
18 Bid Document Submitted
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» Create a Group titled Responsibility by clicking the Gantt Chart Format, Data, [=:/ New Group
by: icon and grouping the tasks by Responsibility showing in the menu but do not show Summary

tasks.
Group Definition in '0zBuild Workshop 11° d
MName: | Responsibility Show in menu
| Field Mame Field Type | Order a
|Group By Responsibility «||Task {Ascending
| Then By :
| Then By o
|:| Group assignments, not tasks
Group by setting for Responsibility
Font: [ calibri 10 pt, Bold | | Font..
LCell background: | V|
Batterr: I
Define Gro up niervals...
[]show summary tasks
[] Maintain hierarchy
Help Apply Save Cancel
» Select Apply,
» See the answer below:
y_ Dec 24 Jan ‘25
@ Task Name ~ | Responsilfility ~[[ 25| 2 9 |16 (23 |30 | 6 |13 | 20 | 27
4 Responsibility: No Value
3 Approval to Bid G
18 Bid Document Submitted o
4 Responsibility: Angela Lowe - Purchasing
6 Identify Supplier Components Angela Lowe - Purchasing
10 Obtain Quotes from Suppliers Angela Lowe - Purchasing
4 Responsibility: Carol Peterson - Bid Manager
11 % Calculate the Bid Estimate Carol Peterson - Bid Manager
12 |k Create the Project Schedule Carol Peterson - Bid Manager ]
13 Review the Delivery Plan Carol Peterson - Bid Manager i|
15 Create Draft of Bid Document Carol Peterson - Bid Manager
6 Review Bid Document Carol Peterson - Bid Manager
17 Finalize and Submit Bid Document Carol Peterson - Bid Manager
4 Responsibility: Scott Morrison - Engineering
4 Determine Installation Requirements Scott Morrison - Engineering
5 Create Technical Specification Scott Morrison - Engineering
7 Validate Technical Specification Scott Morrison - Engineering -
9 Document Delivery Methodology Scott Morrison - Engineering

3. Remove all Grouping.
4. Hide the Responsibility column.
5. Save your OzBuild Bid project.
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