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MICROSOFT PROJECT ZOOM SLIDER AND TIMESCALE

FORMATTING

1 Format Timescale :
The use of the Microsoft Project Zoom Slider may result in some Qoo | | s | u — )
very strange Timescale formatting results, as per the picture on 7\
the right, which are at times difficult to reverse. This time scale is

) formatted in count of 5
2 Zoom Slider days which is not
The Zoom Slider was introduced with Microsoft Project 2010 and usually desirable. .
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.

F T S e 2\/6\.' S T Juhr:e ’ F :
Dragging the Zoom
5 Slider to zoom the
’_e_j timescale is not

recommended, read
R /&he comments below

This function works differently than other scheduling software in that it changes the scale and
the displayed time units at the same time and may result in some undesirable time units
being displayed.

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

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

@ & Zoom In and Zoom Out functions which may be added to the Quick Access
Toolbar.
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3 Ribbon Menu

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

The Timescale: option is a quick method of selecting the
Minor Timescale, the lower line in the Timescale,

Zoom opens a self-explanatory menu,

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

4 Format Timescale Command

Timescale: Q Zoom ~
R Entire Project
R, Selected Tasks
Zoom

Selected Tasks zooms the timescale to fit the bars of selected tasks to fit in the available space,

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

Top Tier Middle Tier | Bottom 'I'|er| Mon-working timel

Middle tier formatting

Add the Timescale button to the Ribbon or Quick Access Toolbar.

Units: |Weeks v| Label: |25]an, 02 Feb, ...

W | Use fiscal year

Count: E

Align: | Left

v| 'I_'|ch:|ir1es

Timescale options

Show: | Two tiers (Middle, Bottom)

Preview

There are many options here which are intuitive and will not be described in detail.

Top Tier, Middle Tier and Bottom Tier Tab

e These three timescales may have different scales. These

are often set at “weeks and days” or

‘months and weeks.” By default, the Top Tier timescale has been disabled. You may enable the

three tiers together by selecting Three Tiers (Top, Middle,
Show:.

result in longer Task bars.

Bottom) from the Timescale options,

The Label will affect how much space the timescale will occupy, so the selection of a long label will
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o 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, efc., there are a
number of sequential numbering options available at the bottom of the label list.

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.

16 Feb '15 23 Feb '15 02 Mar '15 09 Mar

Top Tier| Middie Tier| Bottom Tier | Non-working time |

Formatting options

Draw: () Behind task bars Color: | v
D In front of task bars
pattern: | I

() Do not draw
Calendar: | Standard [Project Calendar) v

16 Feb '15 23 Feb '15 02 Mar '15

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

Therefore if you change the Project Base calendar in the Project Information and you wish
to see this new calendar in all views you will have to edit all the views.
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5 Format Timescale Font

To format the Timescale font, the
Format, Format group, Text Styles
command opens the Text Styles

form Item to Change: |Bcttorn Timescale Tier

i - Font style:
The timescale fonts may be Standard
formatted separately by selecting Calibri
the appropriate line item under Iltem ’ Bold

Bold Italic

to Change:
A very tight timescale may be Clunderiine - [Jstrikethrough
achieved by making the Bottom IC:(; . | Sample
Timescale Tier a small font as Background Calor:

displayed in the picture.

Background Fattern:

6 Authors Recommendations

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

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

Timescale

I'I Bottom Tierl Non-working time

Middle tier formatting

Units: IWeeks v‘ Label: [ZSJan ‘09 \ [ use fiscal year
Count: |1 |+ Align: | Left v M Tick lines

Tim options

Show: [ Two tiers (Middle, Bottom)

Preview Bottom tier formatting

Non-working time

3Jan'22 10Jan '22 17 Units: IDays VI Label: IM,T,W,

SMTWTFSSMTWTFS SM

~ N[ Use fiscal year
Count: |1 5 Align: [ Tick lines

Timescale options

Help Preview

Show: | Two tiers (Middle, Bottom) V] Size: | 30 = 9% [“]Scale separator

-

3Jan'22
SMTWT

Use the Size setting to

17 Jan '22 24 Jan '22 31Jan'22
WTFSSMTW

TFSSMTWTFSSMTWT

Help

adjust the Timescale: rJ

coe

You may also download the authors Microsoft Project template from

https://www.eh.com.au/software.html which have this formatting embedded plus many other issues

resolved.
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7 Footnote

To see more explanations like this then buy Paul Harris’ Microsoft Project book by which is available in
paperback, spiral, Kobo, Kindle and iTunes from:
https://www.eh.com.au/MSP2019.html

These books are intended to be used:

> As a self-teach book and a two-day training course handout.
» Instructor PowerPoint slide shows are available for purchase and free pdf versions are available to
educational organisations.

Eastwood Harris Pty Ltd,
Planning and Scheduling books and training material:

> Microsoft Project,
» Oracle Primavera P6 and
> Elecosoft (Asta) Powerproject

https://www.eh.com.au

5 © Eastwood Harris Pty Ltd




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /sRGB
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


