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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 
very strange Timescale formatting results, as per the picture on 
the right, which are at times difficult to reverse. 

2 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.  

 

 

 

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, 

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

4 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: 

• Double-click on the timescale, or 

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

 

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

Top Tier, Middle Tier and Bottom Tier Tab 

• 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, Bottom) from the Timescale options, 
Show:. 

• The Label will affect how much space the timescale will occupy, so the selection of a long label will 
result in longer Task bars. 
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• Tick lines and Scale separator hide and display the lines between the text. 

• 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. 

• 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. 

• 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.  

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. 

 

 

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: 

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

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

 

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: 

 

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 
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