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Welcome to your Project Advanced Training Course

» Understand and use resource levelling

= Monitor project status using graphical indicators
» Create and use custom fields

» (Create custom filters and groups

= Create new tables and views

» Analyse project data with Visual Reports

» Record and use macros to automate repetitive tasks
» Create templates and manage files with the Organizer
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Resource Leveling

Resource leveling can be a helpful tool when scheduling individual and multiple

resources in projects. Leveling reschedules tasks to resolve over allocations. It can be

useful in projects that don’t have many task dependencies.

By setting priorities to tasks it is possible to control and prioritize which tasks are the

to be scheduled first.

Here is a simple example to help illustrate how leveling can schedule tasks. Suppose

you have a set of tasks for developing documentation as follows:

Resource
0 Task Name ~ | Duration « Start « Finish + Predecessors  «  pames
1 | | 4 Develop Documentation 10 days Wed 27/01/16 Tue 09/02/16
2 ¢ Develop Training Materials 10 days Wed 27/01/16 Tue 09/02/16 Simon
RN | Develop Operational Document 3 days Wed 27/01/16 Fri 29/01/16 Simon
4 | ¢ Print draft documentation 1day Wed 27/01/16 Wed 27/01/16 Simon

The tasks are all set to auto schedule. Asigning the same resource (Simon) to each

task results in over allocation icon appearing in the indicator column.

The usual way to overcome over allocations is to link the tasks together with Finish-

Start relationships. But leveling offers an alternative if there no clear dependencies

between tasks.

Leveling the Entire Project

To schedule these tasks through resource leveling select

Resource, Level All

Resource
O | Task Name B Dution - | Start o ErE o Trmms o e

February 2016
21 26 % 30 01 03 05 o7 09 1

13

15

1 | | 4 Develop Documentation 14 days Wed 27/01/16 Mon 15/02/16

2 Develop Training Materials 10 days Wed 27/01/16 Tue 09/02/16 Simon
£ Develop Operational Document 3 days Wed 10/02/16 Fri 12/02/16 Simon
4 Print draft documentation 1day Mon 15/02/16 Mon 15/02/16 Simon

Simon

Simon

Simo

This option levels the entire project. Tasks get rescheduled to the first available date

that results in no more over allocations. And yet there are no links, lags or constrains

added. So how does levelling actually work?

We can see how Project does this rescheduling by looking at the Detail Gantt view.

Right click the View bar, select More Views, Detail Gantt
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Leveling Jan '16 01 Feb '16 08 Feb '16 15 Fe

0 v

ame - Delay ~ Duration « | Start <|Tw T F S SMTWTFSSMTWTF S SMT
1 |_|‘ Develop Documentation . 0 edays 14 days Wed 27/01/16 | 1
2 Develop Training Materials 0 edays 10 days Wed 27/01/16
3 Develop Operational Document 14 edays 3 days Wed 10/02/16
4 Print draft documentation 19 edays 1 day Mon 15/02/16

In the Detail Gantt view there is an extra column called Leveling Delay. This is a delay
applied to a task measured in elapsed time (edays). This elapsed time represents a
date range including non-working days (weekends). In the example a leveling delay
of 14 edays for task 3 causes it to be delayed by 10 working days. Note that as there

are no dependencies the only critical task coloured pink is the final task.

Clearing Leveling

When you choose the Clear Leveling option the leveling delay values are reset to zero

edays.

Select Resource, Clear Leveling

Clear Leveling

9 Entire project
Selected tasks -
Cancel

Choosing Entire project sets the Leveling Delay to zero for all tasks.

Resource Leveling by Priority

To control which tasks are levelled you can set a task priority value for each task.

Levelling the project then schedules tasks in order of priority. High priority tasks are
scheduled to be carried out before low priority tasks. A value of between 0 and 1000

can be set where 1000 is the highest priority. The default priority value for task is 500.
To set a task priority select Task, Information, Priority
Enter a value for the priority.

Inserting a priority column into the Gantt Chart makes it easier to update and view

priority values.
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File Task Resource Report Project View Format

= [ [ E

=1 vy A |
E LT Ve
Team Assign  Resource Add formation Motes Details evel

Planner = | Resources Pool~* | Resources election Re

View Assignments Insert Properties

X v

Duration

ﬂ Task Name
—
1 | |A Develop Documentation 00 14 days

\
2 Develop Training Materials 500 10 days \
3 Develop Operational Document 500 3 days \
+ Print draft documentation 500 1day !

Selecting Level All schedules tasks to take place in order of priority. (Highest first)

February 2016

O 1askName ~ | Priority v Duration + Start ~  Finish v Predecessors v | 26 8 30 o1 03 05 o7 09 1 13 15 17
1 | [ Develop Documentation |s00 14 days Wed 27/01/16 Mon 15/02/16 i ]
2 Develop Training Materials 500 10 days Mon 01/02/16 Fri 12/02/16 : Simon
3 Develop Operational Document 900 3 days Wed 27/01/16 Fri 29/01/16 Simon :
4 Print draft documentation 100 1day Mon 15/02/16 Mon 15/02/16 Simon

Sorting by Priority

After Leveling by priority it makes sence to resequence the tasks in the order that they

are to be performed. This can be done by sorting by the Priority field from largest to

smallest.

In the exmple suppose two more tasks added, one with a high and one with a low

priority. After adding these tasks and assigning them to the same resource the

levelled plan looks as follows.

ﬂ Task Name w | Priority  » Duration -~ Start -
1 4 Develop Documentation 500 20 days Wed 27/01/16
2 | Develop Training Materials 1500 10 days Mon 08/02/16
3 Develop Operational Document 900 3 days wed 03/02/16
4 Print draft documentation 100 1day Mon 22/02/16
3 Update Intranet 950 5 days Wed 27/01/16
6 Create weblinks to 50 1day Tue 23/02/16

documentation

It makes sense now to sort the plan either by Priority or by Start Date.

www.MicrosoftTraining.net
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February 2016

O 1askName w | Priority v Duration + Start || 2 % 28 30 o1 03 05 07 09 11 13 15 17 19 n
1 | | 4 Develop Documentation 500 20 days ‘Wed 27/01/16 I
5 Update Intranet 950 5days Wed 27/01/16 Simon
3 Develop Operational Document 900 3 days Wed 03/02/16 Simon
2 Develop Training Materials 500 10 days Mon 08/02/16 Simon
4 Print draft documentation 100 1day Man 22/02/16
6 Create weblinks to 50 1day Tue 23/02/16

documentation

Note that to sort by Priority and to also keep the task Id numbers in sequence select

View, Sort, Sort By

Choose to sort by Priority

Check that Permanently renumber tasks is ticked before selecting Sort.

sor ==
i
~ © scending
() Descending
- ‘-Q:Asgending
-
[} Descending
Then by
- t@:Ascendlng
‘-:-‘Descendmg
‘: P> manently renumber tasks
|¥|Keep outline structure

Leveling Multiple Resources

If project leveling is to be used to schedule work we should see how well it handles

multiple resources. Also can one resource be levelled within multiple assignments?

Suppose the leveling is cleared and an extra resource Joanna replaces Steve to

develop the documentation.

It is possible now to level the project for a specific resource.

Leveling one resource
To level the project just for one of the resources

Click Resource, Level Resource

4 @@@ 0207 987 3777
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Choosing Simon schedules his tasks according to their priority.

X+ Develop Documentation

O Task Name

1| [+ Develop Documentation Is00 10days  Wed 27/01/16 r 1
L] @ Intrane 5days Wed 27/01/16 Simon, Joanna
3days Wed 03/02/16 Simon
L] 10days  Wed27/01/16 Joanna
AL 1day Wed 27/01/16 Joanna
1day Mon 08/02/16 Simon

Note that Joanna is over allocated because her tasks have not been levelled.

Leveling all resources
To level multiple resources at one time, select the Level All rather than Level

Resource.

01 Feb '16 08 Feb 16 15 Feb 16
—] i J§ ST, ~ | Prioity  ~ Duration « Start -~ W[ T | F §; 8§ M T W T F S S M T W T F|§ 8§ M T W T, F
1 | |4 Develop Documentation 500 16 days Wed 27/01/16 T 1
5 Update Intranet 950 5 days Wed 27/01/16 Simon, Joanna
3 Develop Operational Document 900 3 days Wed 03/02/16 Simon
2 Develop Training Materials 500 10 days Wed 03/02/16 Joanna
4 Print draft documentation 100 1day wed 17/02/16 Joanna
6 Create weblinks to 50 1day Mon 08/02/16 Simon

documentation

There are no over allocations and the project finishes sooner with Joanna on board

(16 days rather than 20).

Level Selection

Leveling can be also applied to specific selected tasks by selecting Level Selection.

In this example, select the first 3 tasks and click

Resource, Level Selection

Resource Report Project View Format Q Tell me what you want to do...
= °® o ] [] =[] Leveling Options
’E“' ot S = Ya om 5= Clear Leveling
Team  Assign Resource Information Notes Defails = Level  Level Level 5.
Planner~ Resources Pool+  Resources Selection Resource  All il Next Overallocation
View Assignments Insert Properties Level
X
n'16 01 Feb 16 08 Feb ‘16 15 Feb 16
’7,, O TaskName ~ Priority v Duration - Start - T W T F|5|S M T W T F|S5 5 M|T W T F |55 M|T | W, T
1 4 Develop Documentation 500 15 days wed 27/01/16 Ir 1]
2 (¢ Update Intranet 950 5 days wed 27/01/16 Simon,Joanna :
3 Develop Operational Document 900 3 days wed 03/02/16 Simon :
4 Develop Training Materials 500 10 days wed 03/02/16 : Joanna
5 (¢ print draft documentation 100 1day wed 27/01/16 Joanna :
6§ Create weblinks ta 50 1day wed 27/01/16 Simon

documentation

This time only the selected tasks are levelled while the others are not.
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Leveling Options

When Project levels resources there are several settings that can be set that control

the way the leveling is calculated. These can be viewed and set from Resource,

Leveling Option.

Resource Leveling [iz-,l

Leveling calculations

Automatic @ Manual
Look for overallocations ona  Day by Day * basis
/| Clear leveling values before leveling
Leveling range for 'Levelling by priority’
@ Level entire project

Level From: | Wed 27/01/16

To: | Fri1s,/02/16

Resolving overallocations
Leveling order: Standard -

Level only within available slack
| Leveling can adjust individual assignments on a task
| Leveling can create splits in remaining work

Level resources with the proposed booking type
| Level manually scheduled tasks

| Help | |CIearLe\reIing...| | Level All | [ oK ] | Cancel |

Leveling Calculation — Set to Manual for most cases. Choosing Automatic

reschedules all tasks whenever a change is made.
Leveling Range — It can Apply to the entire project or specify a date range.

Level From To - Setting as Priority, Standard will take into account the priority value

before slack. Setting to ID ignores task Priority.

Level only within available slack — When a project contains linked tasks Leveling is
restricted to tasks with slack. (See Format, Slack to show on the Gantt Chart). Ticking

this may result in some over allocations not being resolved.

Leveling can adjust individual assignments on a task — means the entire team does

not have to work together on tasks.
Leveling can create splits — untick if you don’t want tasks split due to Leveling

Level manually scheduled task — untick if you want to not level manually scheduled

tasks.
OK - keeps the settings without Leveling the project.
Level All - Levels all the resources in the project

Clear Leveling — you will be prompted for selected asks or the entire project.
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Custom Calculated Fiel

ds

In project there are a number of custom fields that can be used to store a variety of

entries. The name of the field gives an indication as to what the field can be used for.

The following are just some of the available options; Cost1-10, Date1-10, Duration1-
10, Finish 1-10, Flag1-20, Number1-20, Outline Code1-10, Start1-10 and Text1-30.

Duration 1, 2 and 3, Start 1, 2 and 3 and Finish 1, 2 and 3, should not be used as these

are used during pert analysis and any values that are entered into these fields will be

removed.

Creating Custom Fields

To add a custom field to a table, ensure that the table is displayed on screen, select

the column to the right of where you want the new field to be displayed. Then choose

Right Click, Insert, Column

E  REPORT  PROJKCT  VIEW FORMAT

Sk RESOURCE  REPORT  PROJECT  VIEW FORMAT
[E] Network Diagram + E [FZ Resource Usage ~ Al E\E lz‘l‘;. = Highlight: |[No Highlight] = | Ti
[ Calendar - ; ‘&% [ Resource Sheet - ;Z utine Too Y Filter: [NoFiter] - |[:
eam ot Outline Tables
I Other Views = Planner~ & Other Views - - - - E:Groupby: [No Group]
ask Views Resource Views Data
Task Name Costt Duration Start Finish Predecessors | Reso
4 Evaluation and Testing £0.00 16.25 days Mon 04/06/14 Tue 2610814
Distribute sample software £0.00 1wk 1on 04/08/14 Fri 0B84 RC Su
ost a; Evaluate features £0.00 = PC Su
Cost o Field name: [[SE0Y - -
Coz Acceptireject purchase of £0.00 Vice
cs: om0 18y software Title: | Presid
rains Costz 2aays -
b Cost3 Evaluation Complete 20.00 pigntitie: [Lett =]
Costs 2 days 4 Software Rollout £0.00
Costs Align data: [ Left =]
Cost? . 1wk 4 Installation technicians £0.00 -
Cor Tk Schedule classes £0.00 e 14 j IV Header Text Wrapping | Trainir
teomplete | [EPL 0days, Videotape session  £0.00 = | ’TI — | Softw
Citieal 4 End-users £0.00 =
o Schedule classes | £0.00 Tday|  Wed 27008114  Thu2B08/14 8 Trainir
ate
Datelo Develop training 20.00 2days Thu280814  Mon 01/09r14|12 Techn
el session materials Softw
Dated Develop desktop quick  £0.00 3 days, Mon 01/08/14 Thu 04/08/14 13 PC Su
Dates reference
Dater Training £0.00 1wk Thu04/08/18  Thu 11/08/14]14 Softw
e
Dates floorwalking 20.00 1wk Fri 05/09r14 Fri1209/14|1585+1 day  PCSu
Development complete £0.00 0 days Fri12/09/14 Fri12/08/14 16
[ |

A different title can be entered to act as a display name.

Right click in the column heading for Cost1 and select

Field Setting

Choose the Title and data alignment and set the width of the column (the width can

always be changed using the mouse at a later date).
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When you click on OK the new column or field will be on display.

This field can have suitable values typed in as required.

Calculated Custom Fields

Once a custom field has been added to a table the data can be added to this field

automatically using a formula.

To create a Calculated Field, ensure that your insertion point is somewhere within the

custom field column. Choose

Tools/ customize / fields

Right mouse button
Right click on field name and choose Custom Fields.

Custom Fields x|
Field
% Task " Resource = Project Type: ICost vl
Field -
Costl
Cost2
Cost3
Costd
Cost5
Costd
Cost?
[ |
Rename... Drelete | Add Field/to Enterprize... | Import Field... |
Custom attributes
& Mone Lookup... | ‘e Formula... |

Calculation for task and group summary rows

& Mone ¢ Rollup: IIIaximum j € Wse formula

Calculation for assignment rows

& pone ¢ Roll down unless manually entered

Values to display

' Data Graphical Indicatars... |

Help | OK I Cancel |

In the Custom fields dialogue box a number of items can be built. Initially the formula

option will be explored.

Ensure the field that was inserted is selected in the list and click on the Formula
button.
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Formula for "Costl* ﬂﬂ

Edit: formula

Costl =

] i] slmoof s [~] o] =] <|<|>] a0l ok [nor|

Insert: Figld | Function « | Impart Formula. |
Help | OF, I Cancel |

The formula is able to use existing fields and a number of functions in order to

generate a value for this custom field.
Example

The Cost1 field is going to show a retention of 20%. The field button is used to insert
the cost field and then this is multiplied (*) by 0.2. Project does not accept the use of

the percentage (%) so all percentages must be entered as a decimal.

ﬂ
Edit formula
Costl =
[Cost]*0.2]
<[] <[] a[mop|\|~| (|s| =|<]<|>] anp| or|wnor|
Insert: Field « | Funiction | Import Formula... |
Help | ’TI Cancel |

Once the formula is built Click on OK.

A message may appear on screen; this is warning that any existing values in the field

Cost1 will be replaced with the outcome of this formula.
Click Ok to return to the table.

In the table a set of values will have been created and entered into the Cost1 Field.

Functions

An extensive list of functions exists in project to assist in the creation of more
advanced calculations. Refer to the help files for a definitive list of what is available.

Two useful functions to be aware of are iif and projectdatediff.
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IIf — this is a logical expression enabling a condition to be tested and a true and false

outcome to be displayed.

Projectdatediff — this is a function designed to give a numerical difference between

two dates.

Creating a Lookup field

A Lookup list is a list of entries that can be chosen using the drop down triangle. This

is a good method of ensuring consistency and speeding up data entry.

To create a Lookup field start by inserting a custom field with a suitable data type for
the value list that will be created. (For example choose Text1 for list of text entries).

Then select
Project, Custom Fields (or right click, Custom Fields)

Ensure that you select custom field you inserted in the table then click the Lookup
button.

Custom Fields x|

Field

% Task " Resource  Project Type: Text 4

Field =
Textl
Text2

Text3
Textd
Texts
Textd

= =

Rename... | Delete | Add Ereldto Enterprise.., | Import Field... |

_a—

Custom attribute.

" Mone F(ookup... | f"’ Formula... |
Calculation for task and group summary rows

" None  Rollup: I vl ) Wse formula

Calculation for assignment rows

@ None { Roll down unless manually entered

Walues to display

' pata Graphical Indicators... |
Help | QK I Cancel |

Enter the values that are needed putting one on each row. If one of these values

should be the default entry, ensure it is selected, tick the option to Use a value from
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the table as the default entry and click the Set Default button. This value will then

be automatically entered when new tasks are inserted into the project plan.

Edit Lookup Table for Text1 x|

J Lookup table

3| ®| B 3 =

Value Description

]
=]
=

I3

Approved
Rejected
Pending

r Display indenting in oaokup table
I Use a value from the table as the default entry for the field

Set Default | [Click button after selecting a value above)

;I Display order for lookup table

;I Data entry options

Help | Import Lookup Table... | Close I

Under Data entry options, you allow additional items not in the list to be added. The

normal setting is that items not in the list cannot be entered.

Alternatively, additional items can be entered into the field which can be added to

the value list if this is appropriate.

When you click on Close the Lookup list will be created for the custom field.

Renaming the Lookup Field
From the Custom Field dialog, you can rename the Text1 field to make it easier to

work with. To do this, select the Text1 field and click Rename.

Example

A custom field has been added to the cost table to show whether the costs have
received financial approval. This field, Text1 has had a title entered of Financial
Approval and a value list created to populate the field with three possible values;

Approved, Rejected, Pending. Pending has been set as the default value.
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In the extract of the table shown below the Financial Approval Field can be seen.
Pending is the default value and will be entered automatically for every task that is
setup. This can be changed to either Approved or Rejected by clicking into the cell

and using the drop down triangle that will be shown.

Task Mame Fixed Cost | Fixed Cost Accrual | Financial
Approval
1 Start of project £12,000,00 Prorated[&pprove =
2 |F Define Objectives £200.00 Prorated Pending
3 hudget £340.00 Prorated Pending
4| Hardvware £367.00 Prorated  Rejected
5 | Revievy Timescales £3 456,00 Prorated Pending
B | Board of Approval £208.00 Prorated Pending
B [=| Building £340.00 Prorated Approved
g health and safety re £367.00 Prorated Pending
17 = Construction £3,456.00 Prorated Pending
T8 | Jay foundations £209.00 Prorsted  Pending
19 | construct shell £340.00 Prorated  Pending
Tz | electrical wark £367.00 Prorsted  Pending
o | decorating £3,456.00 Prorated  Pending
T22 | Buiding Complete £209.00 Prorsted  Pending
23 | Installation £340.00 Prorated Pending
24 Furniture £367.00 Prorated Pending
o5 | Computer Hardware £3456.00 Prorated Pending
T | = software setup £209.00 Prorated Pending
Tor | Load £340.00 Provated Pending
S | Test £367.00 Prorsted Pending

Using Custom Indicators

Custom indicators are used to provide clear and simple ways of looking at a field’s
value, the values themselves will not be displayed, instead an icon is on show. They
can only be created for custom fields although these can be based on an existing
field. For example, a traffic light system could be used to show whether a task is

currently running to the baseline schedule.

Jariance
0 Task Mame ~ | (Days) - Duration - Start

@ 4 Office Move Project §3.5 days Mon 03/08/1
4 Secure New Site for Head Office 35 days Mon 03/08/*

e | Authorise Budget | b 0 days Mon 03,/08/:
v Research Possible Sites » A wks Maon 03,/08/
Ve MNegotiate Lease & 3 whks Tue 01/09/:
Sign Contract 3 0 days Mon 2109/

v Set Date for Move © 0 days Mon 21/09/:
4 Prepare New Site 24 days Wed 23/09/:

v E Site Meeting 4 0.5 days Wed 23/09/:
Prepare Plans = 1wk Wed 23/09/:

Authorise Planned Changes - 1wk Wed 30/09/:

Install Partitioning - 1wk Wed 14/10/:

Install Computer And Telephone e 2 days Mon 19/10/

Decorate b 1wk Mon 19/10/:

12 @@@ 0207 987 3777 www.MicrosoftTraining.net



Creating a Custom Indicator

Insert a custom field — use the data type that is appropriate to the values that will be
stored in the field. For example, suppose you want to know whether the duration of
a task is over or under the planed (baseline) duration. In this case you will need to

customise a Duration field.
Select Project, Custom Fields

Choose the Duration from the Type list and select Duration.

x
Field
% Task " Resource | Project Type: Im
Field -

Variance (Days) [Durationl)
Duration2

Duration3
Durationd
Duration5
Durationé

Duration?
Jid]
Rename... Delete | Add Field to Enterprize.., | Import Field... |
Custom attributes
" Mone Lookup... | o Formula... |

Calculation for task and group summary rows

@ pone © Rollup: Illaximum j " Use formula

Calculation for assignment rows

& pone { Roll down unless manually entered

Values to display

" Data Graphicallndicators...l

Help | oK I Cancel

Click Rename and change the Duration1 field name to something more meaning full

such as Variance (Days).

Decide how the field will be populated with data: Will the values be typed, or created
using a formula or from a Lookup list? Either of these options can be used when
working with a graphical indicator. In this example click Formula and type the

following (or select Field, Duration, Duration Variance). Click OK to apply this formula.
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Formula for 'Variance (Days)' x|
Edit farmula

Variance [Days) =

[Duration YVariance]

M

+|||;| &lMDDl\ [|]| = {:l{l}l ANDlDRlNDTl

Insert: Field + | Function « I Import Formula... |
Help | oK I Cancel I

Defining the Graphical Indicators

In the same customize fields dialog box now click the Graphical Indicators button.

Graphical Indicators for "Variance (Days)” ﬂ

Indicator criteria for

' Nonsummary rows
™ Summary rows

r SummaEny rovs inherit criteria from o swWmmEn ro s
o Project summary

r Praject summary inherits criteria fram summma ) raws

Cut Row | Copy Row Paste Row | Insert Row Delete Row
Test for 'Wariance [Days)’ | Value(s) Image i!
is less than LIUd © -~ |
equals 0d (1] Move
is greater than od .. - |

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.

[¥ show data values in TaolTips

Help | Import Indicator Criteria... | oK I Cancel

Duration Variance is the Actual Duration — Baseline Duration.

So a value of less than zero for this field indicates that the task duration is less than

the baseline duration. Choose a green image in this case.

A value of duration variance greater than zero could be set to show red image

indicator. All tasks with a zero duration variance display as a yellow image.

Alternatively delete the yellow criteria if you prefer to display with the sheduled

duation without an image icon.
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After selecting OK insert the Duration1 field into the Gantt view to see the graphical
indicators. Any deviation in a task’s duration from the baseline will now be clearly

seen from the graphical indicators.

Another example is to set a graphical indicator for the Lookup field Financial Approval
created earlier. The exact amount of variance in days can be viewed by hovering the

mouse over the graphical indicator.

Graphical Indicators for "Text1" |

Indicator criteria for

% Monsummary rows
 summary rows

r Surmrmary raves inhenit criteriz from mensummmany foys
" Project summary

r Praject summmmaty inketits criteria ftanm summary rovs

Cut Row | Copy Row Paste Row I Insert Row Delete Row
Test for ‘Textl' Value(s) Image il
equals LIApproved | - |
equals Rejected b4 Move
equals Pending | - |
=l

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.

[V show data values in ToolTips

Help | Import Indicator Criteria... | oK I Cancel I

Values still be chosen from the lookup list but they are displayed as an icon rather

than as text values.

Financial

0 Task Name ~ | Approval « | Duration -
o @& 4 Office Move Project 59.4 days
1 4 Secure New Site for Head Office 30.5 days
2 Authorise Budget | 0 days
3 Research Possible Sites X 4wks
4 Negotiate Lease ;“2 wks
5 Sign Contract ADPFDVZd 5 days
6 Set Date for Move days
7 4 Prepare New Site z4.5 days
N | Site Meeting 1day
9 Prepare Plans | 1wk
10 Authorise Planned Changes 1wk

Inserting Graphical Indicators can help project managers quickly identify issues
causing delays or overspending when updating projects. They are similar to the way
Project identifies tasks where a resource overallocation by displying a red image in

the indicator column. See row 8 in the above example.
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Automatic formating with flag fields

Calculated fields can be used to format the Gantt Chart automatically by making use

of Flag fields. For example, suppose you wish to automatically colour the task bars
depending on which Resource Group is assigned. Staff could be, say, green and
contractors are orange. This might help to distingish internal fom external work to

be performed on a project. There are several steps to create auto formating:
Step 1
Create Flag fields for each different resource group (colour)

Select Project, Custom Fields

Custom Fields ﬁ

Eield

@ Task ) Resource Project Type: Flag -

| Field -
Staff (Flagl)
|Contract0r [Flag2)
Flag3

Flag4

Flag5

Flagé

Flag?

m

-

Eename... Delete Add Field to Enterprise Import Field...

Custd 1butes

Calculation for task and group summary rows

@ Mone () Rollup: OR Use formula

Calculation for assignment rows

@ Mone REoll down unless manually entered

Values to display

@ Data [ Graphical Indicators... l

[ OK l[ Cancel ]

%

Choose Flag for the field type then rename Flag1 to Staff and Flag2 to Contractor.
Step 2

Write a formula for each flag field

Click the Formula button for Flag1 and type the following:

[Resource Group] = “Staff”

16 @@@ 0207 987 3777 www.MicrosoftTraining.net



Press OK. This will set Flag1 to Yes if the Resource Group field is Staff.

Repeat the process for the next flag field by typing the formula for Flag2:

[Resource Group] = “Contrator”

Press OK and OK again to close the custom field dialog.

Step 3

Now to colour the task bars according to Flag value:

Select Format, Bar, Bar Styles

-

Bar Styles - » = =

[ Cut Row ] [ Paste Row ] [ Insert Row ]

Mame Appearance | Show For ... Tasks | Row |
Task Mormal Active Mot Manually Scheduled 1
Staff Mormal, Active Mot Manually Scheduled 1
Contractaor Mormal, Active Mot Manually Scheduled 1
Split Mormal, Split Active, Mot Manually Schedu 1
Milestane * Milestone Active Mot Group By Summary, 1
summary I | i summary Active Mot Manually Scheduled 1
Project Summary Project Summary 1
*Group By Summary L i Group By Summary 1

Select the first row for Task and click Cut Row then Paste Row 3 times. Then name

the second row Staff and the third row Contractor.

For Staff change the middle bar colour to green and in in the Show For ... Tasks

column type replace Normal for Flag1.

Repeat for the Contractor row choosing orange for the colour and replacing Normal

for Flag2.
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Bar Styles - n- = " B B R R
Name Appearance Show For ... Tasks Row From To ||:|
Task | :MNormal, Active, Mot Manually Scheduled 1 Task Start Task Finish =
Staff I Active, Flagl,Not Manually Scheduled 1:Task Start Task Finish
Contractor Active, Flag2 Not Manually Scheduled 1iTask Start Task Finish
i Split - Narmal Split, Active, Mot Manually Schedu 1:Task Start Task Finish
Milestone * Milestone Active,Not Group By Summary, 1:Task Finish Task Finish
| :summary I I Summary, Active,Not Manually Scheduled 1iTask Start Task Finish
Project Summary Project Summary 1:Task Start Task Finish
*Group By Summary Group By summary 1iTask Start Task Finish
*Rolled Up Task Narmal,Rolled Up,Not Summary,Not Ma 1:Task Start Task Finish W
*Rolled Up Split Narmal,Rolled Up,Split, Mot Summary 1iTask Start Task Finish
*Rolled Up Progress MNaormal Rolled Up,Not Summary 1:Task Start CompleteThrough
[l *Rolled Up Milestone < Milestone Rolled Up, Mot Summary 1iTask Finish Task Finish
External Tasks External Tasks Mot Milestone 1iTask Start Task Finish -
4 F
N i
Text Bars i
Start Middle End
Shape: - Shape: - Shape: -
Type: - Pattern: - Type: -
i|| Coor NN - oo >~ cor: NN -
o) [Coma ]

When you press OK the Gantt Chart should be coloured according to Resource Group.
The Resource Group field has been inserted for checking purposes but can then be
hidden.

Gantt Chart Tools

Custom Colours - Project Professional

Project Format Q Tell me what you want to de...

+, - pa| =3 Status Date: El NA ABC
@ ﬁ ore l——l m: l:l E'L‘J E‘ E Ef] Update Project .
Subproject & My Add-ins - Project  Custom Links Between WBS Change Calculate  Set Move Spelling
Information  Fields Projects *  Working Time = Project Baseline = Project
Insert Add-ins Properties Schedule Status Proofing
>« Office Move Project
Sep'14 Oct'14
Task Name = | Resource Group + Duration « || 28 04 11 18 | 25 01 08 15 | 22 | 29 | 06 13 20 17
0 |4 Office Move Project 59.4 days
1 4 Secure New Site for Head Office 30.5 days I 1
2 Authorize Budget Staff 0 days 04/08
3 Research Possible Sites Staff Awks A Smith [50%]Adam Fitzpatrick [50%]
4 Negotiate Lease Staff 2wks I Smith [25%],Sonia Molloy [25%]
5 Sign Contract staff ,Contractor 0.5 days A Smith ,Coombes Solicitors
5 Set Date for Move Staff 0 days 4 16/09
7 4 Prepare New Site 24.5 days T :
E 8 Site Meeting staff 1day llA Smith ,Gareth Herring ,Soni M(;)Ilu\l JAdam Fitzpatrick
5 9 Prepare Plans Contractor 1wk Millen & Partners [Arc itec?s}
E 10 Authorise Planned Changes Staff 1wk 5 0%],Adam Fitzpatrick [10%],Gareth H
E 11 Install Partitioning Contractor 1wk Fry l\sli:rur:tim\ [200%]
“n Install Computer And Telephone Cabling  Contractor 2days Tsu Cab:ing [200%]
13 Decorate Contractor 1wk sic Painting [200%]
14 Carpet Contractor 2 days Crater Carpeting [200%]

Note that task 5 is still blue as it is asigned to both Staff and Contractor. Also that the
Resource Group filed cannot be edited directly from the Gantt Chart. It will change

only according to the Resource Names assignment.
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Filters and Groups

A filter is a tool for determining which tasks or resources are displayed based on the
criteria contained within the filter. While a filter is applied other data will be
temporarily hidden. When a highlight filter is applied all tasks or resources are
displayed, with tasks or resources that match the filter criteria highlighted using font

settings, for example a different colour.

Project contains a large number of standard filters that can be applied including an
auto filter. Custom Filters can be created to meet specific user's requirements; these
are created by specifying one of more field values that must be matched for a task or

resources to be selected for display.

An interactive filter can be created which require the user to supply one or more

values as the filter is being run.
Filters can either be used on task or resource views.

Auto Filters are the simplest and quickest form of filters, when applied all columns in
the table on show will have a downward facing triangle enabling a menu to be
displayed containing values to be chosen to act as a criterion. Multiple criteria can

be added by choosing values from more than one column.

Applying an AutoFilter

Project now makes filtering of all Tables available by o S,
i Q Tell me what you want to do
default. The downward facing triangles alongside each === 5] 5 o f Jrees tevas
Sort  Outline Tables
er Views ~ . . . ®Groupby: [No Group]
field name is used to filter data is on display. e
7 [puration - s h Yesterday
%L Sort Earliest to Latest Mot Week
Example Zl Sort Latest to Earliest This Week
Group by > Last Week
Next Month
Click on the triangle alongside the Start field o v
Last Month
[ select Al Next Quarter
=H¥12015
Choose Filter and filter by one of the predefined options. .
101 Next Year
Tasks starting today, tomorrow, this week, next week, this " U e
[£17 Last Vear
=+ s:er Vear to Date
month or next month.
= Before Status Date
19 Adter Status Date
@0 - No Date
Alternatively deselect Select All to choose specific days or o e
Before...
months. csoes  wesmpofis

Between...

Custom..
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Additional criteria can be applied to other fields without removing the first criteria,
this enables the data on display to be exactly what the user needs to display. When
more than one field is used to specify criteria the criteria are applied together — all of

them must be true for a task or resource to be displayed.
Example

On the Summary table the tasks could be filtered by both cost and start fields to

enable information to be displayed about costs for a particular time period.

When a filter has been applied, the triangle next to the filtered field is replaced by a

filter icon.

Al [H £} < Highlight: [Ne Highlight] =
2l U5

Filter: Mo Filter -
Sort  Outline Tables Y : ]
- . - E2Group by: [Mo Group] -
Data

- Start OF'n'sh + Predecessors

ys  Mon 03/08/15 Mon 26/10/15

ys Mon 03/08/15  Tue 15/00/15

ks Tue 01/09/15 Mon 14/03/15 3

ys Tue 15/09/15  Tue 15/09/15 4

¥s Tue 15/09/15| Tue 15/09/15 5

¥s Wed 16/09/15  Tue 20/10/15 1F5+1 day

To remove a filter

To clear a filter for one field, click back on filter icon and choose the Clear Filter from

option.
Alternatively, to clear filters on every field press function key F3

All tasks will then be displayed and AutoFilters will still be turned on.

Turning off/on AutoFilter
When opening projects that were created in older versions of MS Project (prior to

Project 2010) you may find that the Autofilter buttons are not showing. To display

them again select
View, Filter

Display AutoFilter from the dropdown list.
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Custom AutoFilters

A custom AutoFilter enables multiple criteria to be specified for one field.

To create a custom filter, click the filter triangle, choose Filter, Custom The dialogue

box below displays.

Custom AutoFilter [ﬁj

Show rows whera:

Start

m - -

@ And Or

Save... | ok || cancel |

L

On the left choose the test that will be applied to the data, for example equals, and

then set the value on the right.

A second criteria is then entered in the same way. In between the two criteria either

And or Or must be set.

e Choosing And will mean that both criteria has to be true for a task or resource to

be displayed.

e Choosing Or will mean that either criteria can be true for a task or resource to be

displayed.
Click OK to apply the custom filter.

To review the criteria that was entered, use the same field and click on Custom again

and the criteria will still be on show in the dialogue box.

This filter can be saved using the Save button in the bottom corner of the custom
dialogue box, the filter criteria will then be displayed in a Filter Definition area and
this can be amended and a name added. Once saved a filter can be reapplied at any

point.
Example

Working on the entry table a custom filter could be created to display tasks starting

between two dates as shown below.
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F |
Custom AutoFilter ﬁ

Show rows where:

Start

is greater than or equalto - Mon 03,/05/15 -
@ And (D) Or

is less than or equal to - Maon 24/08/15 -

o) [ canee

To apply existing filters

Work in the view which you want to apply the filter to.
Select View, Filter

Choose a filter from the list. For example, Milestones.

H & ©- = Ga ools Status - Project Professional

File Task  Resource  Report  Project Format Q Tell me wi uwant to do

’E ’E NetwnrkDi‘agvam - ’E". [2 Resource Usage : %l E‘E IZ‘IJ\.‘?; Highlight: |[No Highlight] = | Timescale: . Q E '5\ Timeline
Team

Gantt  Task ’;ECEEHGEY . ea ’ERESDW:E Stht Sort  Qutline Tables F\\ter‘ ) 18] Day= “oom Entire Selected Details
Chart = Usage - <3 Other Views Planner - [ Other Views - - - “Groupby: | Custom - Project Tasks
Task Views Resource Views Data Computer Staff iom Split View
15Jun'1s 06 Jul '15 Built-In 17 Sep '15 285ep'15 19 Oct'15
O | reskname cpumatione | M T W T F S (NoFieq s s M| T W T F
o |7 [+ office Move Project [59.5 days Active Tasks
1 4 Secure New Site for Head Office 30.5 days Completed Tasks |
2 Authorise Budget 0 days Critical
5 v Set Date for Move 0 days Date Range.. + 15/09
28 Move Finished 0 days incomplete Tesks < 26/10
Late Tasks
Milestones

Summary Tasks
Task Range..

h Estimated Durations

Using Resource.
B Clear Filter
Mew Filker

GANTT CHART

More Filters...

Display AutoFilter

« A4

Show Related Summary Rows

Other useful filters include Completed Tasks, Incomplete Tasks, Critical Tasks.
Click More Filters to see others or to create new custom filters.
The names of saved Custom filters also appear at the top of the Filter list.

Choose [No Filter] to remove the filter or press F3.

Creating and Modifying Filters

To create a filter, select View

From the Filter list select More Filters
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More Filters Ei

Filters: @) Task () Resource

-
Active Tasks B

Completed Milestones = Edit
Completed Tasks S=i
Computer Staff

Cost Greater Than... Copy..
Cost Overbudget

Created After...
Critical

Date Range...
In Progress Tasks Help

Incomplete Tasks
Late Milestones
Late Tasks aila

| Highlight | | Apply | [ Cancel

b

Filters can either be built from scratch or an existing filter can be selected and copied,

this option is useful as it saves time.

Use the dialogue box that displays to choose whether the filter is being built for a

Task or Resource View.

Copying an existing filter

Select a suitable filter and then click on Copy.

Filter Definition in 'Status’ . &
Mame:  Copy of &Critical Showin menu
Filter:

‘ [ Cut Row ] [ Copy Row ] Paste Row [ Insert Row ] [Qelete Row] ‘
And/Or Field Name | Test | Value(s) |:
El

Critical equals E‘r’es

ghow related summary rows

[ Save J[ Cancel ]

All the details from the original will be set in the Filter definition area and the name

set to Copy of “existing filter name”.

Type in a meaningful name for the filter and add in any new criteria or amend the

existing criteria.

The & is used in earlier versions (prior to 2010) to provide a shortcut to enable the
filter to be run from the toolbar. When the filter definition has been completed, Click

on the Save button.
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Example

A copy of the Critical filter has been made and as shown below the copy has been

renamed and the criteria amended to enable non-critical tasks to be displayed.

-
Filter Definition in ‘Status’ &J
Mame: | Mon Critical V| Show in menu
Filter:
| | Cut Row | | Copy Row | Insert Row | |ge|ete Row |
|And_a'0r| Field Name | Test Walue(s) i
| { Critical equals Mo [=]|E
| Show related summary rows
Help Save ] | Cancel
L

Filter Definition Options
Within the dialogue box the following options exist:

Show in menu - a link to the filter is placed at the top of the Filter list.

And/Or - only needs to be filled in if more than one criteria are being entered.
And means all criteria entered must be matched for data to be displayed, Or
means that any of the values entered could be matched for data to be

displayed.
Field name — choose the field that you are building a criterion for.

Test — choose from the list, how the field name should be tested against the

value entered. For example, equals.
Values - set the value that the field will be tested against.

Show related Summary Rows - enables relevant summary rows to be

displayed or hidden when the filter is applied.

@@@ 0207 987 3777 www.MicrosoftTraining.net



New Filters
To create a blank filter, click the New... button on the right side of the More Filters

dialog box.

[ Filter Definition in 'Status’ ; - &r
Mame: | Filter1 V| Show in menu
Filter:

‘ | Cut Row | | Copy Row Pz | Insert Row | | Delete Row | ‘
And/Or Field Name | Test | Value(s) | -
Show related summary rows
Help [ Sawe ] | Cancel |
k

In Filter Definition enter a name for the filter. Decide if summary rows should be
displayed as part of the filter. Add in as many criteria as needed. Once more than
one line is used in the filter definition dialogue box, the first column titled And/or will

need to be completed.

By putting in a value And the computer will ensure that both criteria are matched for

a value to be displayed.

If an Or is entered the computer will allow either criteria to be matched for a value to

be displayed.
If both And and Or are used in a filter, the and criteria will be applied first.
Click on Save to complete the filter.

If the filter is to be interactive — i.e. user entering a value when a filter is run. The value
entered in the filter definition will be a question entered in the following format

"Question”?
Example

An interactive filter can be created which will ask the user to enter the level of costs

that they can approve, when applied tasks with costs above this level will be displayed.
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—— e W 5
Filter Definition in ‘Status’ .‘ @

Y

Mame:  Costs over Approval Level Show in menu 1|

Filter:

| CopyRowy| | Peste Row Delete Row |

And/Or Field Name | Test | Valuels) [~
Cost is greater than or equal to E'What is your approval level™? |E|

Dghow related summary rows

\

Costs over Approval Level ﬁ

When this filter is applied the following ||} e input

box appears.

Modifying an existing filter
All existing filters can be modified to ensure that they match the needs of a project.

Choose

View, Filter, More Filters

Filters: (@ Task (") Resource

All Tasks

Active Tasks
Completed Milestones
Completed Tasks
Computer Staff "

.

Edit...

Cost Greater Than... Copy..
Cost Overbudget

F—
Created After..

Critical

Hel
Date Range... 2¢lp

In Progress Tasks
Incomplete Tasks
Late Milestones o

[ mignignt | [ Apply | [ cance

Select from the list the filter to be edited and then click on the Edit button.

If the filter to be edited is not on display change to the Resource option at the top of
the dialogue box to see resource filters. The filter definition area will then display
enabling the criteria and values to be amended. Once all editing changes have been

made, click Save to close the dialog box.
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Example

The Milestones filter has been chosen to be edited and the check has been removed

from Show related summary rows.

r — 1
Filter Definition in 'Status’ &J

MHame: | Mil&estones V| Show in menu
Filter:

‘ | Cut Row | | LCopy Row | Insert Row | |ge|ete Row| ‘

And/Or Field Name | Test | Value(s) | -
Milestone equals E‘r’es E

Help [ Save ]| Cancel |
b

All filters created or modified are by default only modified or available to the project
that was open at the time. To make these changes available to all projects refer to

the course notes on Organizer.

Creating Custom Groups

Groups exist to enable data to be displayed in a clearer manner. They can be used to

focus attention on key tasks or to make the data more manageable. When a group

is applied a subtotal for numeric fields will be generated alongside the group name.

This group can be collapsed to enable focus on other areas for printing.

To apply an existing group

Choose View, Group By and choose from the built-in list.

Choose a group to apply.

Example

The diagram below shows the critical group applied. The groups are clearly visible
and the data automatically placed into these groups — the Gantt chart also displays

the tasks in that group.
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Se| |

|

[} Task Maime Duration | Juy 2004 | gt 2004
24 [27 [30 03 [06 (09 [12 [15 15 [21 [24 [27 [30 [02 [05 06 [11 [14 [17 [20 |23 |26 [23 |01

= Critical: Ho 47 days v
1 |& Start of Project 0 days & 17
3 Budget 2 days Project Manager
4 Harchweare 1 day em Manager[50%]
3 % Review Timescales 1 day ject Manager
9 | site inspection 1 1 day g Project
10 |[FH site inepection 2 1 day g Proiect Manager
1 | site inspection 3 1 day g Project Manager
12 | site inspection 4 1 day g Project Manager
13 | site inspection 5 1 day g Project Manager
14 | site inspection 6 1 dany f Project Manag
15 | site inepection 7 1 day g Projec
17 Order Concreste 1 day BePraject Manager
27 Training 5 days
30 End of Project 0 days

[ Critical: Yes 37 days
& ] Board Approval 0 days 2610
18 Lay Foundations 12 days Builders[200%]
18 Construct Shell & days Builders[200%
20 Electrical Wiork 5 days ctri
pal Diecorating 3 days Dex
e =T T e [ ey ]

A subtotal is created for all numeric fields; this can be seen above alongside the group

names, such as Critical:No 47 Days.

To create a group

Creating Groups is similar creating new filters. To create a group select

View, Group By, New Group By

Complete the Group By definition sheet and click Save.

Copy existing Group

An existing group can be copied and changes made to produce a new group.

Change between Task or Resource group.

Select the group to be copied and then click on the Copy button.

o000
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Group Definition in ‘Custom filters" x|
Mame: ICum of Céuritical |7 Show in menu
Field Mame Field Type Crder ﬂ
Group By Critical Task Ascending
Then By
Then By LI
I~ Group assignments, not tasks
Group by setting for Critical
Font: IArI'EI 8 pt, Bold Font... |
Cell background: I j
Pattern: N - |
Define Group Interals,, |
r Show summary tasks
I Maintain hierarchy
Help | Save I Cancel

Make any changes and then click Save.

Group Definition

Name - enter a suitable name, if it is a copy of an existing group it will already

be given the name Copy of ... but this can be changed.

Show in menu - by putting the group in the menu it will be directly available

from the toolbar button or the menu.

Group by, Then By, Then By, Then By — each row is used in turn to layer up
group on group.

Field name - set the field that will be grouped

Field type — will either be set on Task or Resource depending upon the type
of group that is being generated. This cannot be changed (unless Group

Assignments are checked) and will be completed automatically once fields

names are entered.

Group assignments, not tasks — with this area checked the field type can be

changed to assignment.

Order - set to either Ascending or Descending order to control how the

grouped values will be ordered on screen.

Group by settings — work on the row to be amended and then a different Font

and Cell background and pattern can be set. By default Group By will be set
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to yellow and the first Then By on silver, however all these colours can be
changed.

Define group intervals — If a numeric field is grouped this button will become

active and different intervals for grouping can be set.

e Show summary Tasks — decide if the group will show summary tasks.

Example

A copy of the group Critical has been created and the duration field added as a second
grouping in the Group Definition dialogue box.

Group Definition in ‘Custom filters®

x|
MName: |Copy of Cauritical V' show in menu
Field Name Field Type Order i’
Group By Critical ;I Task Ascending
Then By Duration Task Ascending
Then By LI
™ Group assignments, not tasks
Group by setting for Critical
Font IArial & pt, Bold Font... |
LCell background: I j
Pattern: [ |
Define Group Interals... |
[~ show summary tasks
™ Maintain hierarchy
Help | Save I Cancel
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To create a blank group decide if a resource or task group is being created and then

click on new complete the Group definition dialogue box and then click on Save.

Example
Group Definition in ‘Custom filters x|
Mame: IResource Group ¥ Showin menu
Field Mame Field Type Order il
Group By Resource Mames Task Ascending
Then By Critical ;lTask Ascending
Then By LI

r Group assignments, not tasks
Group by setting for Critical

Font: |Ar|'a| g pt, Bold Font... |
Cell background: | |

Batterm: I - |

Define Group Interals.., |

I Show summary tasks
(l Maintain hierarchy

Help | Save I Cancel |

A Group called Resource Group has been created to enable resources to be grouped
together and then in each resource group a second group will exist showing whether

the task is critical.

Task Name Duration Start Finish

4 Resource Names: No Value Tue 26/08114 Fri 12/09/14
[l cveuation Complete 0 days Tue 26/08/14 Tue 26/08/14
. Development complete 0 days Fri 1200811 4 Fri 12/09/14

4 Resource Names: PC Supp 29.25d Mon 04/03M14 Fri 12/09/M4

Distribute sample softw Mon 04/08/14 Fri 08/08M4

Test software in field 2 wks Mon 11/08H14 Fri22/08M4
B evanate features 1 day Meon 25/08/14)  Mon 25/08/14
Develop deskiop guick 3 days Mon 04/08414 Thu 04/09/14
reference
[ feorwaling 1wk Fri 05/09/14 Fri 12/08/14
4 Resource Names: Softwart 11d Wed 2710814 Thu 11/09/14
. \Videotape session 1 day \Wed 270814 Thu 28/0814
B Teining 1wk Thu 04/09/14)  Thu 1170914
4 Resource Names: Technic: 2d Thu 28/0814 Mon 01/08/14
Develop training 2 days Thu 28/08/14 Maon 01/09/14
session materials
4 Resource Names: Training Tue 26/08M14 Thu 28/05/M14
[l scheduke classes 1 day Tue 26/08114  Wed 27/08(14
. Schedule classes 1 day Wed 27/08M14 Thu 28/08M4
4 Resource Names: Vice Pre 0.5d Tue 26/08114 Tue 26/08/14
I Acceptreject purchase 4 hrs Tue 26/0814 Tue 26/08/14
of software
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Removing a Group
To remove a grouping select View, Group By, [No Group]

or press the shortcut Shift+F3

Custom Tables and Views

Creating a table

Within project a number of different tables already exist enabling the user to focus

attention on different combinations information at any one time. A table contains

many different fields; these are displayed in columns.
To change to a different Table view select
View, Tables

Then choose the table to display.

FILE TASK RESOURCE REPORT PROJECT VIEW FORMAT
E Metwork Diagram = = [F% Resource Usage - %) Sort~ =) |[No Highlight] = | Ti
— = E Calendar - s E Resource Sheet - E‘ Qutline ~ Y [Mo Filter] M
Gantt | Task Team
Chart~ Usage - Elﬁ Other Wiews = Planner = L?;, Cther Views = %Tablesv 7 | [Me Group] -
Task Views Resource Views Built-In
Tue 12/03/1 -
z (April Cost
= (-
o .,
£ | « | Entry h
= Hyperlink —
Fir Schedule M
0 Task Name - | Ap Tracking T
0 & 4 Office Move Project Variance
1 4 Secure New Site for Head Office Work _
2 Authorise Budget I N 1/t
~ i 5 Surmmary
3 Research Possible Sites x
4 | | Megotiate Lease || Usage
5 Sign Contract f:j Reset to Default
6 Set Date for Move 0@ Save Fields as a New Table
7 4 Prepare New Site e} More Tables...
8 | Site Meeting 1day wed 2¢

Alternatively position the mouse pointer over the grey square directly above the ID

column, right click and choose the table to display from the menu.
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anlculate Project

ART

Cost ove Project

New Site for Head Office

v Entry
1orise Budget

Hyperlink :arch Possible Sites
Schedule otiate Lease
Summary Contract
Tracking Jate for Move
Usage e New Site
Variance Meshing
B rare Plans
Work
1orise Planned Changes
[More Tables... 1ll Partitioning
12 Install Computer And Telephone
Cabling

az [ S

The default table that is displayed is called Entry and this enables tasks to be setup

and edited. Changing to the Cost table gives the task name, fixed and total cost

information amongst other things.

To ensure that a user is able to focus on the information that is important it may be

necessary to modify an existing table or create a new table. A table could also be

created to include custom fields.

Existing tables

All existing tables are defined from Task and or Resource fields.

combination of both. Here is a list for reference.

Table Name

Task

Resource

Baseline

v

Constraint Dates

Cost

Delay

Earned Value

Entry

Export

Hyperlink

SN XX

Roll Up Table

Schedule

Summary

AN NI N NI N B N BN N Y BN
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Tracking v
Usage v
Variance v
Work v v
Entry — Material Resources v
Entry — Work Resources v

Modifying or Copying existing tables

To modify, copy or create new tables select
View, Tables, More Tables

More Tables

Tables: g Task 8 Eesource

Baseline
Constraint Dates
Cost

Delay

Earned Value
Earned Value Cost Indicators Copy...
Earned Value Schedule Indicators —
Organizer...
Export

Hyperlink

Rollup Table ~

Apply I Cancel

|»

[

Edit...

By selecting a table and clicking Edit, the table can then be renamed and modified.

Table Definition in *building® 21 x|
Mame: [M ™" Show in menu
Table
Cuk Raow I Copy Row I Paste Row I Insert Row I Delete Row I

Field Name Align Data | Width Title Align Title | Header Wrapping

hd|
Drate farmat: Defaulk j Rows hieight: Il_g
¥ Lock First column
¥ Auto-adjust header row heights
Ok I Cancel
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Table Definition

Name - enter a suitable name for the table

Show in menu - if this option is checked the table can be run from the menu or

right click shortcut
Field Name - choose the field name to display in the table
Align Data — Decide how the data in the field will be aligned

Width - enter number of characters to display — this can be widened within the
table

Title — a more appropriate title can be entered to be displayed instead of the field

name. If this is left empty, the field name will be used.
Align Title — generally set to be centred but titles alignment can be modified

Header Wrap - this will enable the header to be put on two rows if the column is

not wide enough to display the full title

Date Format — If date columns are chosen as part of the table then an appropriate

format can be chosen.

Row Height — by default this is 1 but can be increased which will make rows

deeper and this will also affect views on display with the table.

Lock First Column - the first column will always be on display if this option is

checked; it will be displayed on a grey background.

Auto-adjust header row heights — if the title is wrapped onto two lines this

option will ensure that the row height is adjusted automatically.

In this example a table is created ready for printing.
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Table Definition in ‘building* 21xl

Mame: [m ¥ shiow in menu

Table
Cut Rows I Copy Row I Faste Row I Inserk Row I Delete Row
| wes
Field Marne Align Data | Width Title Align Title | Header “Wrapping

Right 10:1D Center iEs
Mame iLeft 30: Task Mame Center Yfes
Resource Names ELeFt 10 Zenter Es
Cost {Right 10 Center  Yes
Stark ECenter 13 Zenter es
Firish {Center 10 Center Yes

Date format: Default j Row height: | 1 3:

[¥ Lok firsk calumn
¥ auko-adjust header row heights

Ok I Cancel |

Here is an example of a table has been created that gives a good overview of
information ready for printing. The Title area has been used to replace the field name

with something more suitable in the table.
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Creating a View

A view displays a set of project information in a format that is clear to understand.

Project gives the user a number of views which can be used to focus on different

information, however these views may not be completely what is needed and other

views may need to be generated to enable more effective use of Project. Data entered

in a view is added to one core set of data and is available for all suitable views.

Three types of view exist; Task views, resource views and assignment views.

Existing Views

View Name

Task View

Resource View

Assignment Views

Bar Rollup

v

Detail Gantt

Gantt

Leveling Gantt

Milestone Date Rollup

Milestone Rollup

AN NI N N

Resource Allocation

Resource Sheet

Resource Usage

Task Entry

Task Sheet

Task Usage

Tracking Gantt

AN NI N

www.MicrosoftTraining.net
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Changing views
To change a view, select one from the View tab.

Alternatively, right click on the vertical bar on the left of the screen to choose a

different view.

FILE TASK RESOURCE REPORT

,@ NEthrlevagram - ,E"'

[ Calendar

Gantt | Tesk - Team
Chart ~| Usage - =3 Other Views - Planner
Task Views
o Task Name

o |& 4 Office Move Project
1 4 Secure New Site for Hi
2 Authorise Budget
= Research Possible 5
Calendar Negotiate Lease
v Gantt Chart Sign Contract

Network Diagram | Set Date for Move

Task Form epare New Site
Task Sheet Site Meeting
Task Usage Prepare Plans

Authorise Planned
Timeline
Install Partitioning
Install Computer Ar

Resource Farm Cabling

Tracking Gantt

Rescurce Graph Decorate
Carpet
epare to Move

Resource Sheet
Resource Usage
Order New Statione

Team Planner
Order New Phone S

Iore Views... Inform Customers 2
View Bar Pack Computers
20 Pack Office Furnitur

Creating a new View
To create a new view, select More Views and then click on New...

Viewws:

Bar Follup - [, .,
Calendar

Descriptive Metwork Diagram Edit |
|Detail Gantt ==
izantk Chark

Leveling Gankt Sopy. .. |
Milestone Dake Rollup

Milestone Rollup Qrganizer. .. |
Multiple Baselines Gantt

Metwork Diagram

PA_FERT Entry Sheet
Relationship Diagram LI

Apply I Zancel

2]
Help
Cancel |
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Single View Options
e Name - enables a name to be defined for the new view

Screen — choose the view that will be displayed as part of the new view
e Table — choose which table will be on the left of the new view

e Group - either choose which group will be applied to the view or set this to no

group. It cannot be left empty.

e Filter — choose a filter to apply to the new view, if no view is needed all task should

be chosen.

¢ Highlight Filter — if this option is checked then rather than data being hidden by
the filter the data matching the criteria will be highlighted in a different font

colour.

e Show in menu - provides a shortcut in the menu and view bar to display this new

view.

In this example a view has been created with the cost table on show and data grouped

on the basis of whether it is critical or not.

21x

Mame: | Cosk Gantt

Screen: | Gantt Chart

Lo Lo

Table: | Cost

Group: | Critical -

Eilker:

I™ Highlight Filter

[ Show in menu

Ok I Cancel

Combination Views
If a combination view is chosen, then a view for the top and bottom of the screen can

be chosen.

The view is named and then views selected for the top and bottom of the screen,

again the option to show the view in the menu is possible.
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Example

Here a view has been setup for identifying over allocation problems with the resource

graph and Gantt chart being displayed together.
ﬂ

Mame: I OverAllocation

Views displayed:

Primary View: I Resource Graph

=
Details Pane: I Gantt Chart j

¥ Showin menu

Help | oK I Cancel |

The view that is placed in the top of the combination will control the information that

can be displayed in the bottom of the form.

As different resources are selected on the top area of the form the Gantt chart will

display the tasks assigned to that resource.

View Clipboard Font Schedule Tasks Insert 3
22 2pr13 29 Apr'13

160% -
140% -

120% -

A Smith 100% -

Overallocated: [
Allocated: [ ] 80% -

RESQURCE GRAPH

Peak Units: 100% | 150% | 150% | 50% | [ s0% [ so% | [
»
22 Apr'13 29 Apr'13
Task Name S S M M
2 | Authorise Budget
3 Research Possible Sites
4 |Negotiate Lease A Smith [25%],5onia Molloy [25%]
S |sign Contract lASmith ,Coombes Solicitors
6 |Set Date for Move # 23/04

T w T F s s T w T

8 Site Meeting A Smith ,Gareth Herring Sonia Molloy ,Adam Fitzpatrick
10 | Authorise Planned Changes
17 | Order New Phone System A Smith [50%]

ANTT CHART

From this combination view the reason for the overallocation can be resolved more

easily than from the Gantt view.

Removing a Combination View
After working in a combination view you can return to a single view as follows:

Select View, Details and remove the tick.
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Then choose a view such as the Gantt View from view column on the left of the screen.

Creating Reports

Creating Report with Project 2010

Project 2010 contains a number of reports, providing the user with the ability to create
rapid printouts of summarised information. In essence there are four types of report;
task lists, resource lists, cross tabs and calendar types. Apart from the calendar type
which has no predefined examples there are examples of the other three types which

can be copied or edited.

Viewing existing reports

To access reports, select Project, Reports and then from the dialogue box pick the

category of report that you wish to generate.

=

OWerviem, .. Current Ackivities, ..

G a

Assignmments. .. “Workload. .. Custorm, ..

Close

Bed
o |
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Creating a Custom Report

Project, Reports, Custom

Custom Reporks ﬂ 5[

=8 Mew, ., I
il

Completed Tasks LI
Critical Tasks
Crosstab Copy... I
Earned Yalue
Milestones Qrganizer. .. I
Overallocated Resources
Owerbudget Resources
Owerbudget Tasks LI

Preview | Setup,., I Prink I Cancel I

In the custom reports dialogue box existing reports are visible enabling them to be

edited or used as a basis for a new report.

Select a report and click on Copy.

Crosstab Report 2l xl
| Details | Sork

Mame: |Cupy of Cash Flow K I

Crosstab cancel |
Coumn: [1 =] [wesks |
Row: Text...
|Task5 j | Cost j
r And resource assignments
Filter: IAII Tasks j I~ Highlight

Four types of report exist and each one has a separate group of options. Above is a
picture of a copy of a Cross tab Report. The name can be changed and then existing
options amended. The report will be run from the custom section of the report dialog

box.
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In this example the Cash Flow report has been copied and then amended to make

the report a monthly cash flow by changing the weeks to months.

Crosstab Report 2lx|
| Details | Sark
Mame:  |Monkhly Cashflow ok I
Crosstab Cancel |
Column: |1 3: | Months j
Row; Text... |
|Tasks j | Cost j
r And resource assignments
Filter: |F\II Tasks j ™ Highlight

If there are no reports that are suitable to be amended a new report can be setup

from scratch.
Creating a New Report
Project, Reports, Custom, New

Choose from 4 different types of report.

Define Mew Repork 21X

Report bype:

iTask,
Fesource
Maonthly Calendar
Craosstab

Zancel |
=

When a new report is being generated the report type must be defined before the

report can actually be generated.
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Task or Resource reports

Both task and resource reports are created in the same way decide which type of

report needs to be generated.

| Details I Sort
Marne! IREIJDFt 1 OK I
Period: IEntire Project j Cancel |
L Il_a Texk. .. |
Tahble: IEntry j
Fiter: [ all Tasks x| I Highlight

I~ show summary tasks
™ Gray bands

Name the report and decide what Period of time the report will be generated for.

Pick the Table that will be used to generate the report and decide what filter if any to
apply.

If the table contains fields that you don’t want to show on the report you can either
hide/delete the field from the table or build a customised table which is a copy of the
table without the field that you don't what to include in the report. If you have built

a customised table this can be selected to base the report on.

On the Details tab objects can be chosen for printing including settings relating to
notes, predecessor and successors. The detail section will also enable gridlines to be

added to the report.

On the Sorting tab the data in the report can be sorted by up to three different fields
and the outline structure overridden if required. By default, all data will be sorted by
the id field.

In this example a report has been created to use the information in the customised

table called Print Table.
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2x|

Details | Sork |
Marne: | Information oK I
Petiod: | Months j Cancel I
Count: II_E Text. .. I
Table: | Print Table j
Fiter:  [Al Tasks x| I Highiiaht

I Shiow summary basks
I™ Gray bands

On the Sort tab the data has been sorted by cost into descending order.
An image of the report created is shown below.

The period setting has cause the data to be structured by month, with costs being

sorted in descending order.

10 Tazk Name Resource Cost Start Finizh
Saptembar 2004
REulew Times=kes Prolec|M arager E3mM.O Lied 250504 Wied Z5O5D0+
Hard ware E150.00 Tue ZEMSM+ Tue ZEMOSM+
JZ bwdpel Prolec| il arager Ei0.00 Mon 27050 Mmon ZT M50
J1 E@ErloTproEc| EODOO Mon ZTOsms Mon ZTOsm+

O iober 2004

|z Tound allore Ei0.o0 Wled OS/H0M» Thu Z4/ 1070«

J3 Board of Approual E+5.00 el O&M0M&+ Wued O&MOM+
o0 re Irucl hel E11.00 Wed Z0M0MO+ FriZeM10M+

MNovembear 2004

Tes| Prolec| il arager ESOs7.m Frii5M1Ms Mmon ZM1 10«
Compuer Hardware ESED.O0 Wed 101104+ Trha 11011/04%

Jat Fumlire EE0.m Tue 05M 10+ Tue 0510+
5 Bulldirg & empk Ie ESS+ D FriOsiiiMs« FriOsi 1M+
JT Load EZXZ.m FriiZiiiMe Fri 15/ 1M«
EECKIE work EZ3.00 Maon01M11m4 FriOsi 1M+
decoralrg EOOO Twe 02M 10+ Trhua O« 11/0+

il Erd oiprokEcl EOOOD Maon 224110+ Moon Z2M 1M+

Monthly calendar

This report type exists for users who what to create a report showing task information
in a calendar format. There are no existing calendar reports created by defaults so

they must be created from scratch.
Select Project, Reports, New

Now select Monthly Calendar to define the report.
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Monthly Calendar Report Defin::

2] x|
Mame: |Report 1 oK |
Filcer: | All Tasks 'l Cancel |

I™ Highlight
Text... |
Calendar: |Standard vl

[V Gray nonworking days
[ solid bar breaks
™ Print gray bands

Show tasks as———— Label kasks with———
% Bars D

" Lines V¥ Name

£ StartiFinish dates IV Duration

Name the report and then decide if a Filter will be applied. Any base or resource

calendars can be chosen for displaying the working and non-working days.

To ensure that non-working days are clearly visible keep the check in grey nonworking

days.

Here is an example of a calendar that will show just the critical tasks in the format of
start and finish dates. The output is very similar to the calendar view but does give a
few different setting than this existing view (these are primarily related to the type of

filters that can be used).

Monthly Calendar Reporkt Definj 21
Marne: [m Ok
Filker: |Critical j Cancel |

™ Highlight
Text. .. |

Calendar: | Skandard j

W Gray nonworking davs
™ solid bar breaks
[ Print gray bands

Shows tasks as—————  -Label kasks with ———
"~ Bars Mo

" Lines V¥ Name

(& StartiFinish dates V¥ Duration
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Cross Tab Reports

Cross Tab reports show cost amounts or work hours by task or resources in a grid
format based on time period. There are only a limited number of options to set to

create a useful summary report.

From the custom section of Reports choose New and then choose Cross Tab, modify

the setting to match the information that needs to be displayed.

A Cross Tab report has been created to show availability of resources across weeks.

The data has been sorted by Standard rate.

1140 1840 2540 oi1s1 Total
System Manager 40 hrs 40 hrs 16 hirs & hrs 104 hrs
Project Manager 40 hrs & hrs 40 hrs 2% hrs
Tatal 80 hrs 40 hrs 24 hrs 48 hrs 192 hrs

Crosstab Report 2x

| Details | Sort |

Marme: |Avai|abi|ity ™ I
Crosstab pe— |
Column: |1_E|Weaks j
Rowy: Texk...
IResDurces j | Remaining Availability j
I™ and task assignments
Filter: IAI\ Resaurces j I~ Highlight
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Creating Reports with Project 2016

Using Project 2016, you can create and customise striking graphical reports of

whatever project data you want. As you work on the project, the reports change to

reflect the latest info so there is no need to manually update.

Reporting tools are becoming more important in project management applications,
as many companies need to delve deeper into the details of projects to see how their
budgets are being spent. Accountability is huge, and improved reporting tools can
give you the best views of project information and help you communicate it to

management.

Project Professional 2016 offers improved reporting tools that maintain the Office-
like experience, making it easier for users of all levels to see and publish project

information in a view that works for them. These tools offer dashboard-like reporting

options.
@ Projectl - Project Professional REPORT TOOLS
FILE TASK RESOURCE REPORT PROJECT VIEW DESIGM
: = =] [ A == ¥=
] E g | IR &
Mew Dashboards Resources Costs In Progress Getting Custormn Recent  Visual
Report - - - - - Started - - - Reports
Project View Reports Export

The following Categories are available:

e New Report

e Dashboards

e Resources

e Costs

e In Progress

e Getting Started
e Custom

e Recent
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New Report — Blank, Chart, Table or Comparison

i S S I T

Mew Dashboards Resources Costs In Progress G
Report = - - - - Sti

Blank Chart

I

Table Comparison

Dashboards

Burndown reports show planned work, completed work, and remaining work as lines

on a graph. They give you and your stakeholders an at-a-glance status, letting you

know if your project is behind schedule or ahead.

! L
- [ "]
Dashboards Resources

L4 -

Burndown

Cost Owverview
Project Overview
Upcoming Tasks
Work Overview

[@ More Reports...
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Dashboards are new graphical representations of your key project data which can be
presented to the project board or directors. Dashboards organise and present

information in a way that is easy to read.

The following report is a Burndown report:

ke
=]

{5 E B B Y

Rt W LA

[

=]

07/01/13 21/01/13 04,0213

Baseline Remaining Tasks Remaining Tasks Remaining Actual Tasks
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Cost Report

The following report gives you progress made versus the cost over time.

COST STATUS
Cost status for all top-level tasks. |s your baseline zerc?

Try setting az basefine

£14,000.00
COST STATUS £12,000.00
Cost status for top bevel tasks. £10,000.00
z Mame ActualCost  Remaining Baseline ) Cost Variance £8000.00
I-I;J Cost Cost £6000.00
& Start Prajact £0.00 £0.00 £0.00 £0.00 £0.00 £4,000.00
I-I>J I 1 £2000.00
Phass 1 £1085000  £0.00 0.0 £10,860.00  £1080.00
o | == hES0, ' AE80. | £000 . .
- Phase 2 £160000  £5.820.00 £0.00 £75000 £7.520.00 SeartProject Phassl  Phas2  Phase3  EndProject
%3] F {
8 Phase 3 £0.00 £1312000 £0.00 E312000  £13.120.00  Remaining Cost  mmmm Actual Cast === Baseline Cost
End Project £0.00 £0.00 £0.00 £0.00 £0.00
PROGRESS VERSUS COST
Frograss matie varsus the cost spent over time. I 5 Complete line below the cumulative cost
line your project may be cver budget.
WED O /13 TUE /13
50% £35,000.00
. £:00000
£25.00000 &
E 30% £20,000.00 %
= 3
=2 . g 2o £1500000 3
= ’ ® £10,00000 =
: o~ comem §
= REMAINING COST
= 0% £0.00
o 003 BYOLAT 04MCR/L3 B/GR/LS
=
2 £19,040.00 ot Comets i o
L]

Project Overview

% COMPLETE
Status for all top-lewvel tasks. To s=e the status for subtasks, click on the chart and update the

outline level in the Fiedd List.

_ 100%
WED 09/01/13 TUE 26/02/13 A
a0%
5 COMPLETE
0%
60%
40 o
= am
W
S 30% .
3
e 20%
= MILESTONES DUE 10%
Q Milestones that are coming zoon. - 0% % b
E Mome Fnish StartProject  Fhass 1 Phase 2 Phas=3  End Project
£
[w] Start Project Wed 00/01/13
E I 5 LATETASKS
| B Projeec Tus 20702713 Tasks that are past due.
Home Start Finish Durstion % Complete  Resource

Mames
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Resource Overview Dashboard report

COST STATUS
Caost status for work resources.

£25,000.00

£20,000.00

£15,000.00

£10,000.00

£5,000.00

£0.00

Simon

mm Actual Cost mmmm R emaining Cost

RESOURCE COST OVERVIEW

COST DETAILS
Cost details for all work resources.

Mame Actual Work Actual Cost
Simon 48 hrs £4,800.00
Sarah 54 hrs £7,680.00

Sarah

—#—Baseline Cost

Standard Rate
£100.00/hr
£120.00/hr

You can then edit or format the report by using the following tools:

If you click in the background of the report the following REPORT TOOLS tab appears

on the ribbon:

m Project] - Project Professional REPORT TOOLS
FILE TASK RESOURCE REPORT PROJECT VIEW DESIGM

B @ BOnEE

Gantt Recent Themes _ Images Shapes Chart Table Text
Chart= = - Effects - - Box
Wiew Themes Insert

L OB D

Manage Copy Page Margins Orientation  Size
- Report  Breaks M - -
Report Page Setup

However, if you select a chart the following CHART TOOLS tab appears on the ribbon:

0207 987 3777
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@

FILE

Lt

[

Add Chart  Quick  Change

Element = Layout= Colors~
Chart Layouts

Projectl

TASK RESOURCE

L]
I.'

- Project Professional
REPORT PROJECT
==

VIEW

REFORTTOOLS CHARTTOOLS ?
DESIGN ESIGN FORMAT
- l_ . ":___!___ I - = ! I - Chart Change
Data Chart Type
Chart Styles Show/Hide Type

Another new feature of Project 2016 is that contextual buttons appear to the right

hand corner of the selected object. These allow you to change the Chart elements,
Chart Styles and Chart Titles.

£25,000.00

£20,000.00

£15,000.00

£10,000.00

£5,000.00

mmmm Actual Cost

Simon

mm Remaining Cost

Sarah

——a—Baseline Cost

Once you click on of these buttons, you get the elements needed to manipulate the

chart. As you can see, change or add titles, line and fill colours and filters.

CHART ELEMENTS

Axes

Aois Titles

Chart Title
Data Labels
Data Table
Error Bars

Gridlines

NROOOOOR

Legend

1 Lk

1<l
B Ed

48%

STYLE

COLOR

VALUES
4 SERIES
7] (Select All
7 I Actual Work
7 I Remainin g Work
7 I Baseline Work
4 CATEGORIES
/] (Select All
v Simen

| Sarah

Apply

The Field list can filter, group and add additional fields to the chart. There is also the

option to select the Tasks or Resources tab to change the way you analyse the current

www.MicrosoftTraining.net
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data.

Field List v x

TASKS RESOURCES

Select Category

Mame S

Select Fields

4 Cost
4 Baseline
Baseline Budget

+| Baseline Cost

Actual Cost
Remaining Cost

Baseline Cost

Filter Resource.. ~

Group By Mo Group ™

The Recent option allows you quick access to return to the reports that have been

created which is extremely useful as you don't have to create the reports again.

fil

Recent  Visual
2 Reports

Rescurce Cost Overview
Overallocated Resources
Project Overview

Cost Overview
Burndown

E More Reports...
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Analyse Project Data using Excel

Working with Export and Import Maps

When taking project data to other applications a map is used or created. This map

enables the fields being exported to be defined and spreadsheets column name to

be created. Within project there are 11 predefined import/export maps.

Existing Maps

Map Name

Use

Who Does What

Saves an HTML table which lists resources and

tasks assignment information.

Compare Baselines

Exports a table that lists all tasks with scheduled

and baseline values.

Cost Data By Task

Exports a table that lists task cost.

Default Task Information

Exports and Imports basic task fields in the task

entry table.

Earned Value Information

Exports the task earned value fields.

HTML
Standard Template

Export to using

Exports basic task, resource and assignment

values to an HTML page.

Resource Export Table

Exports all fields in the predefined resource

export table.

Task Export Table

Exports all fields in the predefined task export
table.

assignment rows

Task and resource pivot | Used to create excel pivot tables for task and
table resources
Task list with embedded | Export and HTML table of tasks and assigned

resources producing a clear web page.

Top Level Tasks

Used to export a table with data for outline

Level one — Milestones, summary task, etc...
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Creating custom export maps

To export a project and create a custom map:

Open the project you wish to export.

Select all the tasks to export.

Choose File, Save As, This PC

Select the directory location and filename

Change the Save as Type to be Microsoft Excel workbook
Click Save.

The map wizard will now launch, shows the stages of the process that will go through,

less stages may be displayed depending upon choices made in the dialog box shown.

~
Export Wizard i
‘Welcome to the Project Export Wizard.
This wizard automatically maps fields in Project to the appropriate export format,
and then allows you to verify or edit the results,
Click Mext to continue.
Help < Ba Finish Cancel
k.

Once the wizard has launched and the second stage is reached a choice is made
between using an existing excel template or taking out selected data. If the first
option is chosen default fields from the project are taken to the excel file that the

process Is creating.
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Export Wizard - Data =

‘What is the format of the data you want to export?

Project Excel Template
@ Selected Data

e Py Frin | [ cancel

If Select Data is chosen, the wizard continues

To generate a new map, choose the first option — this will enable the user to decide

which fields are exported and how they will be labelled in excel.

Choosing an existing map will enable the user to go and select which map to be used

Export Wizard - Map =

Create new map or use existing map?

If you have used this wizard befare you may have chosen to save your settings as
amap.

In addition to maps you may have saved, Project provides a variety of ready-made
maps you may find useful,

Choose New map to create your data settings from scratch,
Choose Use existing map to see the ready-made maps available to you.
® New map

Use existing map

Help
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Select the types of data that will be exported from Tasks, Resources or Assignments,

at least one of these must be choose.

Export Wizard - Map Optians ===

Select the types of data you want to export

Sele.
tas

want to map:
on, or information on

Micrasott Excel options

Eport
Diiucs assignme

[ concel

Now the Map Data steps will be displayed, shown below are three of these dialog
boxes, one for Tasks, Resources and Assignment. If only one type of data is chosen

only one dialog will be displayed.

Export Wizard - Task Mapping =
Map Tasks Data
Destination worksheet name: Export filter:
Task_Tablel All Tasks -
Verify or edit how you want to map the data,
From: Microsoft Project Field To: Excel Field DataType | ~
D 1D Text El
Indicators Indicators Text M
Name Name Text ove
Start Start_Date Text EI
Finish Finish_Date Text f
AgdAll | [ clearal | [insertRow | [ Delete Row | [ Base onTable..
Preview
Project:  ID ndicators Name Start Finish
Excel: D ndicators Name Start_Date Finish
Preview: 1 Secure New Site fiMon 11/03/13 Tue 2
I5 Kutharica Rudaat (Nnn 110242 hian
« i ’
<Back | [ mMed> | [ Fnsn | [ cancel

Each type of data is taken to a different sheet within the excel file. The fields can be

chosen in turn and then the column label amended for excel.

Export Wizard - Reseurce Mapping

[

Map Resources Data
Destination worksheet name:
Resource_Tablel

Export filter:
All Resources

Verify or edit how you want to map the data

From: Microsoft Project Field | To: Excel Field
] [0

DataType | 4

Text B
Indicators Text

Indicators o
Name Hame Text ove
Initials Initials Text B
Group Group_Name Text i
agdal | [ ciearan | [insertrow | [ Detete Row | [ BaseonTable..
Preview
Project: ID Name nitials Group IStand
Excel: D Name nitials Group_Name Stand
Preview: |1 A Smith AS Staff
I5 Adamn Eitznatrick | AE taff
] m v
<Back | [ nea> | [ mnisn | [ cances

s 900
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Assignment Mapping enables Task information to be displayed together with
Resource information and cost information on the basis of what tasks have which

resources assigned etc...

Export Wizard - Assignment Mapping ==

Map Assignments Data
Destination worksheet name:
Assignment_Tablel

Verify or edit how you want to map the data.

From: Microsoft Projedt Field | To: Excel Field DataType | =
(Click here to map a field) B

Move

=

AddAl | [ ciearan | [nsertRow | [ DeleteRow | [ Base onTable

Preview

Project:

Excel:

Preview:
1

<Back | [ mWed> | [ Finish | [ Cancel

Export Wizard - End of Map Definition ==

Congratulations!
The Export Wizard has all the information it needs to finish exporting your data,
Click Finish to complete the operation,

Or dick Save Map if you would like to save these wizard settings as a map to use
again in the future.

Cancel

Now the process is complete there is an opportunity to Save the Map enabling these

setting to be used again without them having to be reselected.

Otherwise the process can be finished if this is a | === e
Existing maps:

one_time export. »
Cost data by task

Default task information

Earned value information

If a map is saved it is saved to the Global. MPT | eouce Boot tabie mep

Task and resource PivotTable report

Task list with embedded assignment rows

file therefore it is available to all projects on the | etk

computer where it was created.

Map name: | Map1

grganizer...] [ Save ] [ Cancel

k= =
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Exporting Cost information

Another example is to export cost information to an Excel file to enable cost variation

to be charted. Below is a diagram of the fields that were exported.

r Y
Export Wizard - Task Mapping @
Map Tasks Data
Destination worksheet name: Export filter:
Task_Tablel All Tasks -
Verify or edit how you want to map the data.
From: Microsoft Project Field To: Excel Field Data Type o
i} i} Text K E]
Mame Name Text o
Fixed Cost Fixed_Cost Text ] ove
Cost Cost Text B
Baseline Cost Baseline_Cost Text i
addal | [ ciearan | [ msertRow | [ Delete Row | | Base on Table..
Preview
Project: 1D Name Fixed Cost ICost Baseli
Excel: 1D Name Fixed_Cost ICost Baseli
Preview: |1 Secure New Site f:£0.00 £7,009.62 £0.00
[5 Aitharica Budast (60 00 £nnn £nnn
< 11t 2
<Back | [ Met> | [ Finish | [ cancel
L

After clicking Finish the Excel data can be opened.

While the cost fields are exported as text they can be easily converted to numbers

before charting.

mmmmmm e mmm mmmm o mmmmmmm

23[21 move Offices
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Using Visual Reports

The Visual Reports feature allows data to be exported to Microsoft Excel and Visio for

project reporting.

Project 2016 offers a selection different Visual Reports created by Excel. The data is

output in the form of Pivot Tables and Pivot Charts and usually needs to be adjusted

within Excel to display the desired time scale.

Visual Reports - Create RepOrtl =]

Select Template
Show report templates created in: Microsoft Excel [] Micrasoft Visio

| 7asksummary | Resource summary | assignment summary |
Al | TaskUsage | Resource Usage | Assignment Usage |
{17 Baseline Cost Report HNew Template.,

| Baseline Work Report £dit Template..

[+
/Budget Cost Report
]

* Budget Work Report Manage Template..

Cash Flow Report o
ed Value Over Time Report

ource Cost Summary Repart
- Resource Remaining Work Report

| Resource Work Availability Report —
*|Resource Work Summary Report
T
,//

Select level of usage data to include inthe report  weeks

[[linclude report templates from:

Madify...

Earned Value over Time Report

One of the Excel reports called the Earner Value over Time report compares

cumulative actual cost, scheduled cost and a performance measure called earned

File Home  Insert  Pagelayout  Formulas  Data  Review  View  Developer Q@ Tell me what youwant to do...
- £
Tas. v
Earned Value Over Time Report
ssssmEarned Value  ssmssPlanned Value
10000

9000

5000 /
7000

Cost

" ==
—

4000 /
3000

2000 /

1000

Week 37 | Week 38

2015

Weskly Calendar v

Week 40 ‘

Chartl | Assignment Usage withEV (O]
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The report contains an Excel worksheet named Assignment Usage with EV containing
a Pivot Table for the chart on the Chart1 sheet.

[f  AciveField: = |5 I:H [H B [i7 Fields, ltems, & Sets u g
Quarter 3 Jx OLAP Tools * 1

PivotTable -z Group Refresh Change Data Actions PivotChart Show

2 [ Field Settings = . Source - o -

Active Field Filter Data Calculations Tools
2
3 Data Cheose fields to add to report: =
4 |Year ~|Quarter |Week  |Eamed Value Planned Value AC
5 |=22015 AWeek 37 2000 2000 2000 Search Psl
6 Week 38 6000 4000 4000
7 Week 39 8320 6000 6320 4 5 Values N
8 Week 40 9400 7620 7400 V] AC
9 Q37Q3 (Quarter) 9400 7620 7400 Actual Cost
10 2015 Total Row: 2015 - Q3 9400 7620 7400) X )
11 Grand Total 9400 7620 7400 Al Destine Mo
12 Actual Work
13 Baseline Budget Cost
E Raceline P e
15 celine B
16 -
& Drag fields between areas below:
:Z FILTERS COLUMNS.
20 Tasks - Values -
21
22
23
24
52 ROWS VALUES
27 Weekly Cale.. = | [EamedValue =
28 Planned Value >
29 ac -
30
3
k7] -
Chartl | Assignment Usage withEV @® 1 v il mmln

When first created the row labels show data grouped by quarter. Clicking the + sign

next to Qtr3 reveals values for each week and updates the Chart at the same time.

To understand elements of this report we should look at the project data. It is based
on (Autumn Visual Report). The project baseline has already been set, the current date

is 2/10/15 and everything went to plan apart from changes to two tasks.

Planned '
Task Actual duration

duration

Task 3 (Test software)

10 days

5 days

Task 14
guides)

(Develop quick

reference
3 days

4 days

o000
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Froject View Reports Export ~
07Sep'15 145ep ‘15 215ep'15 285ep'15 050ct'15 12 Oct'15 -
0 | Taskname Duration Start Finish F s T T s M W F s T T 5§ M W F s T T 5 M W F §
1 |v 4 Evaluation and Testing 11.25 days Mon 07/09/15 Tue 22/08/15 [, y
2 v Distribute sample softwal 1wk Mon 07/09/15 Fri11/09/15 =4!(;1,Ipport[200%]
3 |V Test software in field 1wk Mon 14/09/15 Fri 18/09/15 m-jlhpportlzm%]
4 |V Evaluate features 1day Mon 21/09/15  Mon 21/09/15 &=, PC Support[200%]
5 |V Accept/reject purchase 4hrs Tue22/08/15  Tue 22/09/15 & Vice Presidest[300%]
of software 1
6 |v Evaluation Complete 0days Tue 22/09/15 Tue 22/09/15 1 22/09
7 4 Software Rollout 14 days Tue 22/08/15  Mon 12/10/15 F |
E &V 4 Installation technicians 2days Tue 22/09/15  Thu 24f09/15 | s |
% 9 |v Schedule classes 1day Tue 22/09/15  Wed 23/09/15 ==, Training Manager
g 10 v Videotape session 1day Wed 23/09/15 Thu 24/09/15 Software Trainer
ez: 1 v 4 End-users 7 days Wed 23/09/15 Fri02/10/15 —
[ 12 |v Schedule classes 1day Wed 23/09/15 Thu 24/09/15 &= Training Manager
13 |v Develop training 2 days Thu 24/03/15  Mon 28/09/15 L Technical Authcr,Software Traine
session materials
14 |V Develop desktop quick 4days Mon 28/09/15 Fri02/10/15 = PC Support[200%]
reference
15 Training 1wk Fri 02/10/15 Fri09/10/15 Software Trainer
16 floorwalking 1wk Mon 05/10/15  Mon 12/10/15 +—lPC Support
17 Development complete 0days Mon 12/10/15  Mon 12/10/15 -+ 12/10
B
< vl ¥

The changes from the baseline can be seen by selecting

Format, Baseline, Baseline (last saved)

FILE TASK  RESOURCE ~ REPORT  PROJECT  VIEW FORMAT Signin @ X
'LL\A @ D LU (= =B 2 e O B s O s O s B s O o | Qutline Number
- w0 5 umnSettings- | == 1| =l =l — )| =l i, || [ Project Summary Task
Text Gridlines Layout Insert ) Format & & & & & & &= Drawing
Styles - Column E2 Custom Fields - ] Summary Tasks
Format Columns Gantt Chart Style k) Show/Hide Drawings -~
x « | Evaluation and Testing Align Right
Align your content to the right.
5 07Sep'15 14 Sep'15 215ep'15 285ep'15 05 Oct'15 12 Oct'15 19 0ct’1 4
O 1askName Duration start Finish FSTTSMWEFSTTSMWEFSTTSMWEFS T -
1 |~/ 4 Evaluation and Testing 11.25 days Meon 07/09/15 Tue 22/09/15 1
2 |V Distribute sample software 1wk Mon 07/09/15 Fri 11/09/15 —Jl“—-fppnnlmﬂ%]
3 v Test software in field 1wk Mon 14/09/15 Fri 18/09/15 PO %]
4 v Evaluate features 1 day Mon 21/09/15  Mon 21/09/15 PC Support[200%]
5 v Accept/reject purchase of 4hrs Tue 22/09/15 Tue 22/09/15 Vice President]; 1
6 v Evaluation Complete 0 days Tue 22/09/15 Tue 22/09/15 t 22/09 &
- 7 4 Software Rollout 14 days Tue 22/09/15  Mon 12/10/15 F 1
£ 5 v 4 Installation technicians 2 days. Tue 22/09/15 Thu 24/09/15 p— L1
5 o v Schedule classes 1 day Tue 22/09/15  Wed 23/09/15 Training Manager
E 10 v Videotape session 1 day Wed 23/09/15 Thu 24/09/15 1{. Software Trajner
g 1 v 4 End-users 7 days Wed 23/09/15 Fri 02/10/15 r ' m— 1
12 v Schedule classes 1 day Wed 23/09/15 Thu 24/09/15 —lTriining Manager
13 | Develop training session 2 days Thu 24/09/15  Mon 28/09/15 TechnjgalAuthor, Software Trainer
materials
14 v Develop desktop quick 4 days Mon 28/09/15 Fri 02/10/15 Eesssia. PC Supnort[200%]
15 Training 1wk Fri 02/10/15 Fri 09/10/15 sSaftwaraTrainer
16 floorwalking 1wk Mon 05/10/15  Mon 12/10/15 L» —IEHHHHDH
17 Development complete 0 days Mon 12/10/15  Mon 12/10/15 & 12/100

The project is ahead of schedule by 4 days because of the savings made to task 3.

This results in a reduced cost of the project.

The next stage in understanding the Earned Value over Time report is to change the

Gantt Table view from Entry to Earned Value.
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The Earned Value table

To select this view choose

View, Tables, More Tables, Earned Value

Planned Value - PV Eamed Value - E jOctober 2015 |~
Task Name (BCWS) EV (BCWP) AC [ACWP) sV cv EAC BAC VAC 1 16 21 0 06

1 | s Evaluation and Testing | £7,300.00 £7,300.00 £5,300.00 £0.00 £2,000.00 £5300.00 £7,300.00 £2,000.00 T———— |
2 Distribute sample software £2,000.00 £2,000.00 £2,000.00 £0.00 £0.00,  £2,000.00 £2,000.00 £0.00 PC Support]
3 Test software in field £4,000.00 £4,000.00 £2,000.00 £0.000 £2,000.00 £2,000.00 £4,000.00  £2,000.00 Yotel
4 Evaluate features £400.00 £400.00 £400.00 £0.00 £0.00 £400.00 £400.00 £0.00 f200%]
5 Accept/reject purchase of software £900.00 £900.00 £900.00 £0.00 £0.00 £300.00 £900.00 £0.00 -lvine Pregident[300%]
6 Evaluation Complete £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 22/08 <
7  a Software Rollout £4,500.00 £2,300.00 £2,700.00 -£2,200.00  -£400.00 £5,282.61 £4,500.00  -£782.61 L=
8 4 Installation technicians £320.00 £320.00 £320.00 £0.00 £0.00 £320.00 £320.00 £0.00 ™ L

E 9 Schedule classes £160.00 £160.00 £160.00 £0.00 £0.00 £160.00 £160.00 £0.00 TrainingManager

E 10 Videotape session £160.00 £160.00 £160.00 £0.00 £0.00 £160.00 £160.00 £0.00 Trainer

5 11 4 End-users £1,980.00 £1,980.00 £2,380.00 £0.00  -£400.00 £2,380.00 £1,980.00  -£400.00

é 12 Schedule classes £160.00 £160.00 £160.00 £0.00 £0.00 £160.00 £160.00 £0.00 -lTraininyVIanagEr
13 Develop training session materials £620.00 £620.00 £620.00 £0.00 £0.00 £620.00 £620.00 £0.00 i thoi|
14 Develop desktop quick reference £1,200.00 £1,200.00 £1,600.00 £0.00 -£400.00  £1,600.00 £1,200.00 -£400.00 PC Sunporl
15 Training £1,200.00 £0.00 £0.00 -£1,200.00 £0.00, £1,200.00 £1,200.00 £0.00 —
16 floorwalking £1,000.00 £0.00 £0.00 -£1,000.00 £0.00  £1,000.00 £1,000.00 £0.00 L’ -
17 Development complete £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00

The highlighting and circles have been added to show the changes made to two tasks

from the project plan (Baseline).

The Earned Value table is a collection of several columns containing abbreviations. At

first sight this look complicated but hovering the mouse pointer over a column

heading helps to explain what each column means and how it is calculated. The table

below shows what the abbreviated stand for and the formula used.

Column

Stands for

Explanation

Formula

BCWS

Budgeted Cost or
Work Scheduled

Planned Value — Cost of

work scheduled

BCWP

Budgeted Cost of
Work Performed

Earned Value — Cost of
work incurred up to

current date

% Complete x BCWS

ACWP

Actual Cost of Work

Cost incurred for work

baseline plan

Performed up to the current date
Difference in cost terms | SV = BCWP - BCWS
sV Earned value | between the current
Scheduled Variance | progress  and  the

64
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Difference between how

much the task should

CV = CBWP - ACWP

v Earned Value | have cost and actually
Cost Variance cost to achieve the
current level of
completion
) Expected total cost| EAC = ACWP
Estimate At
EAC ' based on performance
Completion
today
. Same as the Baseline
BAC Baseline Cost
Total Cost (on Stats)
Variance At VAC = BAC - EAC
VAC _
Completion

In the example the Earned Value increased (doubled) for task 3 where the task

duration was halved from 2 weeks to 1 week. Earned Value decreased for task 14

where the task took 4 days instead of the scheduled 3 days.

Note also that Variance at Completion (VAC) is positive when the actual cost is lower

than scheduled and negative when it is higher than scheduled.

These figures can be seen in the Earned Value over Time chart as cumulative values.

The change caused by task 3 shows up in Week 38.
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The Earned Value Cost Indicators table

Planned Value - PV

Earned Value - EV

:mber 2015

October 2015

This table view is similar

indicators CV% and CPI

to Earned Value except

included are

Task Name (BCWS) (BCWP) cv CV% o] BAC EAC VAC 06 11 16 21 26 01 06 11
0 |4 Rollout Autumn ] £11,800.00 £9,600.00  £1,600.00 17% 1.2 £11,800.00 £9,833.33  £1,966 | : 1
1 4 Evaluation and Testing £7,300.00 £7,300.00  £2,000.00 27% 138 £7,300.00 £5,300.00 £2,000 [———— |
2 Distribute sample software £2,000.00 £2,000.00 £0.00 0% 1 £2,000.00 £2,000.00 £0 _—Rf Support[200%]
3 Test software in field £4,000.00 £4,000.00  £2,000.00 50% 2 £4,000.000 £2,000.00 £2,000 _q'gunport. 200%]
4 Evaluate features £400.00 £400.00 £0.00 0% 1 £400.00 £400.00 £0 -lPC Supgpért[200%]
5 Accept/reject purchase of software £900.00' £900.00° £0.00 0% 1 £900.00 £900.00 £0 -lVicE President[300%]
6 Evaluation Complete £0.00 £0.00 £0.00 0% 0 £0.00 £0.00 £0 2202
7 4 Software Rollout £4,500.00 £2,300.00  -£400.00 -17%. 0.85  £4,500.00 £5,282.61  -£782 L=_|
E 8 4 Installation technicians £320.00 £320.00 £0.00 0% 1 £320.00 £320.00 £0 ™ L
5 9 Schedule classes £160.00 £160.00 £0.00 0% 1 £160.00 £160.00 £0 Trainigg Manager
E 10 Videotape session £160.00 £160.00 £0.00 0% 1 £160.00 £160.00 £0 Software Trainer
T 1 4 End-users £1,980.00 £1,980.00  -£400.00 -20% 0.83 £1,980.00 £2,380.00  -£400 - 1
12 Schedule classes £160.00 £160.00 £0.00 0% 1] £160.00 £160.00 £0 -lTrain' ng Manager
13 Develop training session materials £620.00' £620.00° £0.00 0% 1 £620.00' £620.00 £0 —lTleMcal Author,§
14 Develop desktop quick reference £1,200.00 £1,200.00 -£400.00 -33% 0.75 £1,200.00 £1,600.00 -£400 —leﬂppDrtIZO
15 Training £1,200.00 £0.00 £0.00 0% 0 £1,200.00 £1,200.00 £0 JRRCEN T
16 floorwalking £1,000.00 £0.00 £0.00 0% 0  £1,000.00 £1,000.00 £0 L} +
17 Development complete £0.00 £0.00 £0.00 0% 0 £0.00 £0.00 £0 & 12

the performance

Column | Stands for

Explanation

Formula

Ratio of Budgeted
Cost Work
Performed and the
Actual Cost of Work

of

performed

CPI = BCWP/ACWP

Cost Performance
CPI

Index

Cost Variance
CV%

Percent

Ratio of Cost Variance
and Budgeted cost of
work performed as a
%. This expresses how
much a task should
have cost compared
to how much it

actually did cost.

(BCWP-ACWP)/BCWP
*100

Exercise

In the project example task 3 has a BCWP of £2000 and an ACWP of £1000. Task 14
has a BCWP of £1,200 and an ACWP of £1,600.
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Calculate the CPI and CV% values for both tasks and see if they match with the values

in the Earned Value Cost Indicators table.

Note in the table the Project Summary Row at the top gives an overall CPI of 1.2 and

CV% of 17% for the whole project to date.

Other Visual Reports

Select Report, Visual Reports, Cash Flow Report
MVisual Reports - Create Report‘ =)

Select Template
Show report templates created in: Microsoft Excel |:| Microsoft Visio

Task Summary I Resource Summary I Assignment Summary |
All | Task Usage I Resource Usage | Assignment Usage |

7| Baseline Cost Report Mew Template...
ﬂ Baseline Work Report e

Budget Cost Report

Budget Work Report Manage Template.., !

sample Ll

| Earned Value Over Time Report
:|Resource Cost Summary Report
:|Resource Remaining Work Report i
:|Resource Work Availability Report

:|Resource Work Summary Report I ! ! I ‘ I ‘
|
il |

Select level of usage data to include in the report  yeegs -

Dlnclude report templates from:

Modify...

Click View to export the report to Excel. The report can then be modified by altering

the Pivot data on the Task Usage worksheet.

H - [ G adr82 [Compatibility Mode] - Excel PivotTable Tools

File  Home|Insert | Page Layout | Formulas | Data | Review | View | Developer | Analyze Design ~Q Tellme.. DougDunn £ Share

D5 < fe || 2000 v

A B c D E F G -
; Tasks Al [~] | PivotTable Fields ©
3 Data Choose fields to add to report: -
4 Year |~|Quarter |Week |Cost Cumulative Cost
5[=2018  5Q3 Week 37| 2000] 2000 Search re
6 Week 38| 2000 4000
7 Waek 39| 2320 5320 4 E Values -
8 Week 40| 1800 8120] Actual Cost
9 Q3 Total 8120 8120] .
10 =04 |Weekd1| 2030 10150 Actual Fxed Cost
1 Week 42| 50 10200 Actual Overtime Weork
12 Q4 Total 2080 10200] Actual Work ~
13 2015 Total 10200 10200]
1‘;' Grand Total 10200 10200] Drag fieldls between areas below:
;‘? FILTERS COLUMNS
18 Tasks [ = values  ~
19
20 ROWS = VALUES
21 -
= Weekly Cale... ~ | | Cost - =
= Fr——
24 -

| Charti | Task Usage (@] ] b Prmlepnlp

Ready B B Eo- 1 + 100%
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Click the + next to Q3 and Q4 to include weekly costs then

cash flow chart.

0

Week 37

Week 38

Cash Flow Report

- Cost  emfemCumulative Cost

week 39 Weeka0

Week 41

Week a2

12000

8000

6000

Cumulative Cost

4000

2000

Chartl

Task Usage

select Chart1 to see the

The Task Usage tab can be used also to add other fields for the chart data. For

example, Work in hours can be added on the secondary axis instead of cumulative

costs.

T=. ¥

12000

10000

8000

€000

Cost (£)

4000

2000

Cash Flow Report

Cost  memm Cumuiative Cost Cumulative Work

Weekly Calendar v

Week 37

Week 38

Week 33

Week 40

2015

Weekd1

Week 42
o4

Work (Hours)

The other Visual reports can be customised in a similar way through the Pivot Table
Field List within Excel.
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Task Status Report

ports - Cre
Select Tempiate
Show report tempiates created n: 1] Microsoft Excel (Y] Microsoft Wisio
Task Summary | Resource Summary | Assignment Summary |
an TaskUsage | Resource Usage | Assignment Usage
7 Baseline Report (Metric) HonJaveiiss
G Beseline Report (US) o Templates
7] Cash Flow Report (Metrie) -
7] Cash Flow Repert (US) Manage Tempiate...
07 Crtical Tasks Status Report (Metric) ==y
07 Crtical Tasks Status Report (US)
0 Resource Availabilty Report (Metric)
0/ Resource Availabiity Report (US)
0 Resource Status Report (Metric)

Selectlevel of wsage data to include in the report  Days

[l Indude report templates from:

[ Sve Data., Dose |

This report requires MS Visio to be available. It displays the project status in a fun

graphical format.

O O O O e = T L B |

st epent
rotal____|

75%

£4,900

-

[ ] ]

Note that orange bars are a measure of % complete and the smiley faces indicate

work higher or lower than scheduled (baseline).
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Macro Features

A macro is generated when users want to automate work. Macros are created in Visual
Basic for Applications (VBA) and this code can be generated either by recording a

macro or manually entering the instructions in VBA.

The use of macros can speed up frequently performed tasks or enable delegation of

work by enabling other users to perform actions that they were unaware of.

Recording a macro

Recording a macro is one way of generating VBA code that will automate tasks.

Recorded macros work well for simple tasks such as changing views and printing
information, but for more complex tasks they may be unsuitable and manual coding

may be necessary.

Before a macro is recorded the actions that it will automate should be planned to
ensure that the end results that are as expected. For example, if the macro is going
to display a custom table or a view then this element must be created before the

macro is generated.

Suppose you wish to have a macro that colours bars and tasks depending on a lookup
category column. This is quite a time consuming task involving repetitive filtering.

This macro can be recorded and set to perform this formatting by the click of a button!
The macro can be also set to be available only in the project that it applies to.

First open the project example called Colours macro. It already contains a custom

column called Category.

....... Wi evaa < euss
O | Tasikname ~ Duration v Category || 05 10 | 15 | 20 25 30 | 04 | 09 14 | 19 | 24 | 29 | 04 | 09 | 14 | 19 | 24 29 | 03 | 08
1 |_| 4 Secure New Site for Head Office 30.5 days. T
2 Authorise Budget 0 days General 11 11/03
Research Possible Sites 4 wks General lA Smith [50%],Adarp Fitzpatrick[50%]
Negotiate Lease 2 wks General Smith [25%],Sonia Molloy [25%]
Sign Contract 0.5 days General A Smith ,Caombes Solicitors
6 Set Date for Move 0 days General 4 23/04
4 Prepare New Site 24.5 days T
& site Meeting 1day General A Smith Gareth Herring ,Sonia Molloy ,Adam Fitzpafrick
9 Prepare Plans 1wk General lMlillem & Partners (Architects)
E 0 Authorise Planned Changes 1wk General i ] Adam Fi i Gareth
% Install Partitioning 1wk Install Ce ion [200%]
E Install Computer And Telephone Cabling 2 days Install upa Cabling [200%]
g Decorate 1wk General E | Glpsic Painting 200;
Carpet 2days General Qrater Carpeting[2C
4 Prepare to Move 25.5 days T T
16 Order New Stationery 2hrs Order Gareth Herring
7 Order New Phone System 1wk Order A Smith [50%]
18 Inform Customers And Suppliers 2 days General Gareth Herring
19 Pack Computers 0.5 days Pack PC
20 Pack Office Furniture And Equipment 2 days Pack E Devenslo Removals
4 Move Offices 3.4 days b
Load Removal Vans 0.5 days Removals lne enslo Remo!
Drive To New Site 3hrs Removals 1De enslo Remo
inland Brmnnal ane P [ES— . Newondn Rom—{

You could rehearse the steps that are to be recorded first (see next page).
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When you are ready to start recording your macro start the macro recorder by

selecting

View, Macros, Record Macro

Record Macro [&J

Macro name: FormatGantt

Shortcut key: Ctrl +
Store macro in:  This Project -

Description:

Colour bars and tasks by Categorﬂ

Row references Column references
@ Relative @ Absolute (Field)
Absolute [ID) Relative

[ OK ]| Cancel |

First enter a Macro name. This needs to start with a letter and cannot contain any

spaces. You can use an _ (underscore).
In this example name the macro FormatGantt.

The macro can be run from a shortcut key, run from the Macro option on the View
ribbon or from the Quick Access Toolbar. Refer to the Appendix for a list of key

assignments already in use by Project.

To run a macro from a shortcut key, enter the letter that will be used in conjunction

with Ctrl.

Also decide where the macro will be stored — the Global file is selected by default. In
this example choose This Project. The macro will then be available only in the Colours
macro project file. If saved in the Global file it will be available to all projects used on

the computer where the macro was created. Click OK to start the recorder.
The computer will now record all actions and convert them into VBA code.
Record the following actions:

1. Select the whole task sheet (click the square above the id column).

2. Click the filter icon for the Category column.

3. Un-tick Select All and tick the first category.

4. Select the Task tab and choose a background colour.
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5. Select the Format tab, Format, Bar and choose the same fill colour from the

middle bar colour.

6. Repeat steps 2 to 5 choosing a different colour for each category.

7. After filtering and colouring the last category, click the filter icon and tick Select

All to show all categories again (or press F3).
8. Finally click in row 1 when finished.

9. To stop recording select View, Macro, Stop Recording.

Step 9 is most important otherwise the recorder will continue to record your every

action!

Editing a Macro

Before running this macro there is one extra line that may need to be added

depending on the version of Project you are running. This requires a short visit to the

Visual Basic Editor but only to make a minor addition.
Select View, Macros

Click the macro name from the list and then click the Edit button.

|IGeneraI] j |FormatGantl j
Subk FormatGantt () ol
' Colour bars and tasks by Category =1
SelECESheed

SetAutoFilter FieldName:="Text2", FilterType:=pjlutoFilterIn, Criterial:="General"”
GanttBarFormatEx MiddleColor:=6674943

Font32Ex CellColor:=45407

SechutcoFilter FieldWame:="Text2", FilterType:=pjlutoFilcterIn, Criterial:="Install"™
GanttBarFormatEx MiddleColor:=38293952

Font32Ex CellColor:=11788485

SetAutoFilter FieldName:="Text2", FilterType:=pjlAutoFilterIn, Criterial:="Order™
GanttBarFormatEx MiddleColor:=15057820

Font32Ex CellColor:=15189684

SetiutoFilter FieldWame:="Text2", FilterType:=pjlutoFilterIn, Criterial:="Pack"
GanttBarFormatEx MiddleColor:=1043%8160

Font32Ex CellColor:=104981&0

Font32Ex CellColor:=13110468

SetAutoFilter FieldName:="Text2", FilterType:=pjutoFilterIn, Criterial:="Removals"™
GanttBarFormatEx MiddleColor:=10855845

Font32Ex CellColor:=14211288

SetAutoFilter FieldName:="Text2"

SelectTaskField Row:=0, Column:="Indicators"

End Sub

-l

———— = = —— — — ——

You can see what you recorded for this macro as a set of VBA instructions.
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Any green text is a comment and can help document a macro. You can write your

own comments by typing an apostrophe ‘ before the comment.

There should be a Sub followed by the macro name at the beginning and an End Sub

at the end of the macro.

Type SelectSheet as the first instruction if it is not there. This is the equivalent of
pressing the select sheet square at the top left of the task sheet above the task id

column.
Now press the red close button at the top right of the VB Editor.
Before testing clear all the colours manually:

1. Selecting all tasks

2. Click Task, Background, No Fill

3. Choose Format, Format, Bar, Reset

4. Click on row 1 to remove the selection.

Running a Macro

To run the macro, click View, Macros

Choose FormatGantt macro

Press Run

Exercise

Record a second macro called ClearFormats that follows steps 1 to 4 above.

Adding a macro button to the Quick Access Toolbar.

Once you have tested a macro works you can assign it to a button in the Quick Access

toolbar at the top of the Project screen. To do this for your created macros:

Click the down arrow on the right side of the Quick Access toolbar.
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Choose More Commands
In the Choose commands from box pick Macros

In the Customize Quick Access Toolbar select the Colours macro and click the Add
button.

Project Options @
General o . .
‘a‘g Customize the Quick Access Toolbar.
Display
Choose commands from:' Customize Quick Access Toolbar:'
Schedule
Macros El For Colours macro done E
Proofing
Save <Separatorx> & Colours macro done.mpp!Clearf...
Language & Colours macro done.mppl!Clearformats £ Colours macro done.mpplClearf...
o £ Colours macro done.mpp!FormatGantt
Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Modify...
Customizations: ‘
["] Show Quick Access Toolbar below the Ribbon Import/Export ¥ |

Now click Modify to change the macro icon and type a display name. This will display

as a tool tip for the button.

Modify Button oISl
Symbol:
Repeat for the ClearrFormats macro then press OK when | sgeei eaas o

-

. . . 7E||E'.ajﬁv‘-(<--))(-A:
finished. The 2 macro butons will now appear on the Quick | =< # JpLrmaTTE
e o ~—NONEEEEEE|
Access Toolbar whenever this file is opened. BN EEgEE0 =0=
dOmeuTPHFEER =]
O o Bl X v 2 O T
O VHRGDEDOS A
vegesl @l &% — -

Display name:  Format by Colour]

d9-¢-|O00- oc ) [Comr |,

To keep your macros, Save changes to your project file (if stored within the project).

74 @@@ 0207 987 3777 www.MicrosoftTraining.net



Opening a project file containing a macro

When a file is opened, if it contains a macro you will be prompted to either enable or

disable macros. This gives the user a chance to disable macros if unsure about the

origin of the project file.

Microsoft Project Security Notice @

@ Microsoft Office has identified a potential security concern.

FABEST STL\Manuals\Project 2016\Colours macro.mpp

Macros have been disabled. Macros might contain viruses or other security hazards.
Do not enable this content unless you trust the source of this file,

More information

Enable Macros ‘ l Disable Macros

Select Enable Macros if you want to run macros in the project.

Notice the Quick Access Toolbar now contains two additional icons for the macros.
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Project Templates

A template is a project file that contains typical tasks or resources that can be used as
a starting point for many projects within an organisation. Creating templates within
project enables standardisation of project structure and can also help speed up the

process of generating new project files.

When a new project is created by default it is a blank project based on the Global.mpt
file which provides settings and views. These will be titled Project1, Project2 and so

on.

There are many sample templates already in existence in Project and these can be

viewed when creating a new project.

Using a Sample Template

To view and use a sample Project template

Select File, New

New

View the various sample templates or select a category to search by.
The sample templates cover a number of business areas and include
e Commercial construction

e Software Development plan

e Market Research Schedule

e Infrastructure Deployment
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e MSF Application Development
e New business plan

e New Product launch

e Home Move plan

e Residential Construction

e Agile Plan (Project 2013)

e Earned Value (Project 2013)

When using Project 2010 many similar templates can be found by selectin New from

Office.com.

The templates are designed to install when they are used for the first time, this could
result in an error appearing on the computer if the machine does not have access to
installation files. To overcome the problem either request access to installation files

via a network or use the project cd.

When a template is opened a copy is generated and the original is unaffected by any

changes made within the copy.

Creating a Template

Any existing file can be saved as a template to enable the information entered to be

reused.
Select Files, Save As
Choose Computer, Browse

Change the file type to a Project Template and then the folder location will have

changed to the template folder which is stored under application data.
Enter a name for the template and select Save.

The following dialogue box will then appear enabling certain data to be removed

from the file before the template is generated. The existence of this feature enables
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completed or active projects to be used to generate a template as all data unique to

the project file can be removed.

Save As Template @

You are about to save a file as a template. You can choose to remaove the
following data items from the template.

Select the type of data that you want to remove from the template:

walues of all baselines;

Actual Values

Resource Rates

Fixed Costs

Whether tasks have been published to Project Web App

[ Save l | Cancel ‘

Certain data is not removed by this feature — task assignments, notes and hyperlinks.

Once the template is saved a new copy can be generated — this will have the template

name until the file is saved, but the file type is mpp.

Editing a Template

Once a project template has been created the original cannot be opened for editing.
When this is attempted and the original file is located and opened a copy is

generated.

To edit a template therefore the following procedure is used to enable a template to
be modified.

Create a copy of the template (using File, New) then make the changes that are

required.
Save the file as a template with the same name as the original

Select Replace to accept changes to the original template.

Using a Template

To use any template, whether it is user defined or a sample template.

File, New

Select the template from the Personal section. With Project 2010 select a template

from My Templates.
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How to use the Organizer

The organizer is a feature in project that enables objects that have been created or

amended to be copied from one project or template to another project or template.
Work in the project which contains the object to be copied, renamed or deleted.

To access the Organizer select

New Product Launch(2) - Project Professional

E Project Web App Accounts Project Information -
You're not connected to Project Web App Start Date 01/03/2005
Manage
Accounts Finish Date 28/03/2005
Schedule from Start
) Current Date Today
= Organize Global Template Status Date Today
[ Move views, reports, and other elements between project files and the global template.
Project Calendar ~ Standard
Organizer

Priority 500

Export

Close

Account

Options

Select File, Info

Click Organizer

The dialog box that next displays contains a tab for all the different objects that can

be moved between projects.

Organizer @I

Views |Reports| Modules| Tables| Filters ‘ Calendars‘ Maps | Fields | Groups|

'Global.MPT": ‘New Product Launch(2)":

Bar Rollup Gantt Chart -
Calendar B Gantt with Timeline

Descriptive Network Diagram = Project Guide: Simple Resource Sheet

Detail Gantt Lopy >> Task Farm

Gantt Chart Timeline

Gantt with Timeline 3 Cancel

Leveling Gantt

Milestone Date Rollup
- Rename...
Milestone Rallup

»

Multiple Baselines Gantt
Metwork Diagram Delete...
Relationship Diagram
Resource Allacation
Resource Form
Resource Graph
Resource Name Form - -

Views available in: Views available in:

Global.MPT - Mew Product Launch(2) -

On the left side of the screen the template that the project is based on will be shown.

This is called Global.MPT which is the default project template.
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On the right side of the dialog box the open project is displayed.

To copy an object
Move to the tab that describes the object, for example the view tab.

Select the object to be copied by clicking on the object name.

If an item on the left of the screen is selected the copy button will copy right.

Copy »>

If an item on the right of the screen is selected the copy button will copy left.

< Copy

Click on the copy button and the selected object will appear on the opposite side of

the screen.

If the view that is being copied already exists on the other side of the screen, a prompt

will appear warning that the object already exists in the project or template
Options given are:

Click Yes to proceed

Click No to cancel

Click Rename to amend the view name before the copy takes place

When all objects have been copied click on the Close icon in the top right corner of

the screen.
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Appendix

Shortcut Action Performed
Ctrl = Zoom out
Ctrl / Zoom in
Ctrl b Bold
Ctrl ¢ Copy
ctrl d Fill Down
ctrl f Find
F2 Edit Task name
F3 Remove Filter
Ctrl  F3 Reapply filter (must be done before it is removed)
Shift  F3 Remove sort or group
Alt F3 Display column definition dialogue box
F5 Go to
Alt F5 Go to next over allocation
F6 Activate other pane when screen split
Alt F8 Display macro dialogue box
ctrl  h Replace
ctrl i Italics
ctrl  k Insert Hyperlink
ctrl  n New Project File
ctrl o Open Project File
ctrl p Print
ctrl r Fill Right
ctrl s Save
ctrl  u Underline
ctrl v Paste
ctrl  x Cut
ctrl  z Undo

E&OE

STL Training reserves the right to revise this publication and make changes from

time to time in its content without notice.
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