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MSP How to guide — session 4 (Presentation skills)

1. Revision of presentation related content covered in previous sessions

Types of data

In Session 1 we covered the main types of data in MS Project:

Project data (eg name of project)

Task data (eg name of task)

Resource data (eg name of resource/person)

Assignment data (relates to the person’s contribution to the task

VvV VY

Views are quite specific to the type of data you are looking at. Usage views start with Task
and Resource data, then drill down to assignment data. Project data is only accessible via
forms but can be used for headers, footers and in Portfolio summaries if using Microsoft
Project Server (EPM).

You can also get cross tabular data, eg cash flow per month, through Useage views or the
analysis toolbar.

Fields
In Session 1 we covered the inbuilt generic fields available for customisation:

Text Fields (30 fields, handy for assigning responsibility)

Number Fields (20 fields - all integers)

Flag Fields (20 fields - all yes/no)

Cost Fields (10 general cost formatted fields)

Start/Finish/Duration fields (10 start/finish date formatted fields tied to 10
Duration fields, integrates to Baseline functions)

Baseline fields (11 start/finish date formatted fields tied to 11 Baseline
duration fields, 11 Baseline Cost fields and 11 Baseline work fields)

YV VYV

\4

These may be renamed, formulas added and various indicators set up via Tools,
Customise, Fields. They may then be added to any table (relevant to field) in any view
(relevant to field).

Consider exploring Traffic lights by modifying number field using Tools, Customise,
Fields. You need to define numbers then use Graphical Indicators function for each
number.

2. Reporting basics

You can get information out of MS Project in a number of ways:
» By printing/capturing screen based views
» By using Reports functionality from the View menu
» By sending data to excel and manipulating there
» By integration to other Microsoft products such as Visio, Sharepoint etc
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These notes will focus on View based reporting.

Reme

mber when reporting to think of the recipient - what do they want ? it may help to

sketch out a prototype with a pen first.

The keys to reporting are:

The p

Tables (specific to type of data)

Filters (specific to type of data)

Grouping (specific to type of data)

Views (specific to type of data)

Formatting functions (specific to type of view)

Page setup (specific to view)

View Options (specific to view)

Sorting (specific to view)

Print functions (depending on printer, paper size etc)

VVVYVYVYVYVYYVY

rocess to create a View based report

Format Timescale

Select, create or
copy Table Format Gridlines \

Format Text styles / Font

Validate field Select, create or Select, create
use and data copy Filter or copy &
modify View

File Page
setup

Format Bar styles / Bar

A cou
>

P

Format Layout

a1

Select, create or
copy Grouping

Proiect Sort

ﬁ View Options

ple of key points/tips:

Don't reinvent the wheel - copy and modify an existing view/table/filter/grouping
that is close to what you want

Don’'t modify default views/tables/filters - copy and rename them then modify them

You can share views/tables/filters/grouping/calendars/fields etc with others via
organiser

There are two levels to most menus when working with views/tables/filters/grouping
When you name views/tables/filters/grouping use upper case or a blank characters
before the description to send to top of menu lists (they sort alphabetically)

3. Tables

Tables are predefined selections of fields and change the displayed columns in the
spreadsheet component of the view (if there is one). Note there are two levels to the Table

menu
ways:
>

>

with a number of additional hidden Tables. You can modify Tables in a number of

On screen by double clicking column headings and/or by inserting and/or removing
columns

Using the View, Table, More Tables function and defining/applying them.
Remember to copy an existing Table and modify
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Be careful when activating a Table, that will change the Table the View automatically brings

up in the future.

Table Definition in “TCM Development resource plan v13'

Mame: ﬂm ™ Shaw in menu

Table

‘ Cuk Row | gopyRow‘

| lnsertR0w| Delete Row ‘

jin]
Field Mame Align Data | wWidth
Mame iLeft ¢ £5iTask Mame
Project bype Center 13 Project Type

Title

Lifecycle Center 12 Lifecycle

Resource Initials iCenter  : 12

Business Priarity iCenter 9

Duration iCenter EH i
Date Format: |DeFauIt j Row height: 1 il

¥ Lock first colurmn
¥ futo-adjust headsr row heights

Help

Align Title | Header “Wrapping i
ECenter E\"es
Left iYes
ECenter E\"es
ECenter E\"es
éCenter é\"es
ECenter E\"es
] ives

i Center

o 1

Cancel |

Customising Tables is fairly intuitive, the following captures some obscure stuff:

>

the whole task, not just the cell(s)
» Show in menu is the show/hide command for the two levels of Table menu

Lock first column means when you click on a Task using the first column, it selects

If you rename the field using Tools, Customise, Field then you shouldn’t need to

change title. MS Project gives you the option to override the column description.
» Row heights - recommend you leave on Auto-adjust

If you Apply the Table after customising or creating a new table, the active view will

forever more use that Table which may not be what you want.

4. Filters

Filters are a predefined selection of tasks (hiding those you don’t wish to see) based on
predefined criteria. There are two ways to Filter — Auto Filter and Defined Filter. Auto Filter
works in a similar way to Excel. The following notes are based on defined Filters.

Filters compare a field with either a value or another field, for each Task or Resource.
Filters can be activated by:

> Drop menu in toolbar
> Using the Project, Filtered for, More Filters function and defining/applying them
» Associating with a View

Filter Definition in ‘TCM Development resource plan v13°

Mare: m

Filter:

¥ Show in menu

| Cut Row ‘ QDpy'RUWl Insert Row QEIetERuwl

Andfor

Field Marne Test

conkains

¥ Show related summary rows

Help

| Yaluers)
{"hat?"?

e

Cancel

The example above and below shows a filter using a wild card, looking at the Task Name
(Description) field. When asked the word “Design” was entered and the filter was applied to
the sample file resulting in the following, showing only those tasks with the word “Design” in

the description.
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o Task Mame Resp Duration Start Finizh
1 :I =l "Typical"” Project 162 days 8 Jan "08 21 Aug '08
23 - Stage 2 - Delivery 79 days 1 Apr "03 18 Jul 08
B85 -l Design 20 days 18 Apr "08 15 May 08
37 Dervelop Draft high level solution design document Corp T 3 days 22 Apr 08 24 Apr'05
41 Reviewy & finalise high level solution design document Corp IT 2days 2 May '05 S May '05
43 Release Management review design and determine release strategy,  Corp 1T 1 day & hay '05 G May '05
48 Joint Design Review workshop (DR Corp [T 1 day 15 May '05 15 Mary '05

Customising Filters is fairly intuitive, the following captures some obscure stuff:

> Filters can compare a field with a value or a field with another field

> Filters can work in “Highlight” mode rather than "“Select” mode, see Project,
Filtered For, More Filters

> Apply the All Tasks or All Resources to clear a filtered view

> Filters do not refilter if you change data

> Show related summaries puts Tasks in context if descriptions are poor and shows
the Summaries relating to each Task selected

> Show in menu is the show/hide command for the two levels of Filter menu

> Inverted commas followed by a question mark in the Value column allows you to
enable an interactive dialogue box each time you run filter, see above example. Text
placed between inverted commas will appear in dialogue box.

> You can build multiple conditions using and/or. You can use the and/or on the same
line as the criteria (eg A and B) or on a separate line for more complex logic (eg A
and {B or C})

> Filters can be linked to customised toolbars which is very handy

Filters can be very handy tools to help you with planning and tracking. A couple of
favourites of ours are which we keep in our “toolbox”:

> Find a task - Show me where Task Name, Contains, entered text

» Missing logic -— Show me where Predecessor, Equals, blank and Summary,
Equals, No

> Missing Resource - Show me where Resource Name, Equals, blank and
Summary, Equals, No and Milestone, Equals, No

> Incomplete tasks — Show me where % Complete, Not Equals, 100

> May need status update - Show me where Start, Less Than, entered date and %
Complete, Not Equals, 100 and Summary, Equals, No

5. Grouping

Most people structure their projects using the outline and summary tasks, typically by
phase. There is often a need to structure the schedule by other criteria, eg by responsibility
rather than by phase. MS Project has adopted Grouping functions for this, similar to that
used in Primavera Suretrak and Open Plan Professional. Grouping looks at the content of a
field, so ties into how you have used customised fields. Grouping generally does not include
summaries so descriptions need to be quite good. You shouldn’t really modify the schedule
in this view though, keep it for reporting. Groups can be activated by:

» Drop menu in toolbar

> Using the Project, Group by, More Groups function and defining/applying them
» Associating with a View
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The most common use of Groups we have found is by using a text field to represent
responsibility for each task (Prime) and then grouping by that text field as per the following
example.

Group Definition in *MSP sample file v2* @

Mame: ‘ By Responsibility ¥ Show in menu
Resp A
Field Mame Field Type Order
Group By Res| + HTask ?Ascending
Then By
Then By :
Then By w

r Group assignments, nok tasks

Group by setting for Resp

Font: [ aial 8 pt, Gold Eant...
Cellbackground:  |[[] Yellow -

Pattern:

Define Group Intervals

™ show summary tasks

Help | oK | Cancel |

The example below shows group based on the Text2 column being used for “Responsibility”
when applied to the sample file. Note you can expand and collapse groupings and they
show sub totals at a summary level.

[i] Task Name Resp Duration Start Finish F

[&@ Corporate 1T ] 161days 10 Jan'08 21 Aug 08

B originating Business Unit 158 days & Jan "08 15 Aug "08

3 | @ ldea or directive, redister 8 kick off project Orig B 0 days 8 Jan'08 8 Jan'08
3| Develop idea through workshop or dizcussions Orig BL 1 day 9 Jan'08 9.Jan'08 -
7 Develop YWhite paper Orig B 3days 14 Jan '08 16 Jan "0 £
g Gain Vhite paper Business Unit G approval Orig BU 3days 17 Jan 05 21 Jan'0g |7
10 @ Gain Steering Committes approval to procesd (assume 1w) Orig B 0 days 29 Jan '08 29 Jan'08 ¢
16 Develop benefits estimste Orig B 2 days 15Feb'08 18Feb'03 1
17 Rizk azzessment Orig B Sdavs 19 Feb '08 21 Feb'08 1
18 Develop Business Case document Orig BU 5 days 26 Feb '08 3 Mar ‘08 1
18 Gain Business Case Business Unit G approval Orig B 4 days 4 Mar '05 7 Mar ‘05 1
21 @ Gain Steering Committes Business Case approval (sssume 2w Orig B 0 days 24 Mar '08 24 Mar '08 |2
22 @ Gain Funding approval (assume 1w Orig BU 0 days 31 Mar '08 31 Mar'08 |2
46 Determing Business process impact (before, after and defta) Orig B 3days B May '08 G May '08 | &
47 Develop Business process plan document Orig BU 3days 9 May 05 13 May ‘08 £
ES Updatedforepare training material Orig B 7 days 2Jul'Dg 10 Jul'0g €
75 Conduct User training Orig B 2 days 1 Jul'0g 14 Jul'0s €
83 Gain uzer feedback Orig B 5 days 11 Aug ‘08 15 Aug 08 £

B Project Office 153 days 22 Jan "0§ 21 Aug 08
a9 @ Submit White paper to Steering Committee for approval Proj Off 1 day 22 Jan'08 22 Jan'05 §
20 @ Submit Business Case to Steeting Committes for approval Proj Off 1 day 10 Mar '08 10 Mar '08 1
31 Determine any special Steering committes needs Proj Off 1 day 3 &pr'08 3 &pr'08 C
88 Capture learnings Proj Off 1 day 21 Aug ‘08 21 Aug 08 £
a0 Archive files Proj Off 1 day 19 Aug 08 19 Aug 06 £
el @ Project Completed & closed Proj Off 0 dlays 21 Aug ‘08 21 Aug ‘06 £

Customising Grouping is fairly intuitive, the following captures some obscure stuff:

> Apply No Group to clear grouping

> MS Project sorts by the text used in the Text field, be conscious of that and maybe
include numbers to enforce the desired sort order. In the above example if we
wanted to list Project Office before Original BU we would use “1 - Proj Off” instead of
“Proj Off".

> You can do multiple groupings nested, eg group by responsibility then by phase

> Show in menu is the show/hide command for the two levels of Group menu
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6. Views

Views are the heart of all presentation and formatting. If you modify bar color, for
example, in one view and then change to another view the color will also change. Similarly
a header that you add to one view will not appear on another. Think of creating a new view
as being similar to putting a lump of clay on a pottery wheel, it looks ugly but is the basis
for future customisation. When activated, views automatically activate the relevant Table,
Filter and Group. We recommend you copy an existing view rather than using the New
function.

Views can be activated by:
> Selecting from the left hand View bar (if active)
> Selecting from the View menu
> Using the View, More Views function and defining/applying them

View Definition in "MSP sample file v2' X

Mamme:

Screen: Gantt Chart

Table: |Entry j
Group: |N0 Group j
Eilter: | it Tasks 7]
I™ Highlight Fiter

¥ show in menu

Help [o]4 I Cancel |

Customising Views is fairly intuitive, the following captures some obscure stuff:

> Be careful which half of the screen is active before applying view (blue band left
hand side)

> There are different styles of Task view (Sheet, Gantt, Network diagram, Usage,

Calendar, Form)

There are different styles of Resource view (Sheet, Usage, Graph, Form)

You can have multiple versions of each, eg 3 different types of Gantt Chart

Show in menu is the show/hide command for the two levels of View menu. The top

level View menu also appears on View bar

Y V V

7. Formatting

Formatting is one of those areas where you play around and self teach. Captured here are
the more obscure and useful tips. Remember they apply to the active view.

Formatting options include:

» Font - used by exception (eg to pick out a key milestone) refer Format Text styles
instead and use sparingly

> Bar - used by exception (eg to pick out a key milestone) refer Format Bar styles
instead and use sparingly

» Timescale - more detail behind the zoom in and out icons. You can define three
levels of timescale and define the counting sequence and labels. Keep it simple -
daily or weekly or monthly and modify % size. If daily left hand align the bottom tier
labels to reflect week commencing. You ca also select which calendar to draw as non
working time.

» Gridlines - reasonably intuitive. The most used ones are adding and removing
vertical lines to timescale as well as removing Current date and adding a bold line for
Status date
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> Text styles - you select the type of thing you wish to modify before modifying, eg
make milestones italic so they stand out. Also handy for reducing font size of bar
text to reduce depth in Gantt chart printouts

> Bar styles - reasonably complex but amazingly capable, see below. Gantt chart
wizard is one attempt to reduce complexity.
» Layout - should have been called “none of the above”.

Changing style of

dependencies to the middle selection is much clearer. Reducing bar height to 10

helps with depth in Gantt chart printouts.
> Details - where present, eg in a Usage view, you can change the data presented

Demystifying Format Bar Styles
The easiest way to understand this function is to remove everything and try to draw a task.

Bar 5tyles g‘
| Cuk Row | | Insert Row | |
Task ~
Mame ' hppearance Shaw For ... Tasks R Fram Ta
(ash | P, ol Listart Fingh
v
4 ¥
Text Bars }
Start Middle End
Shape: - Shape: Shape: -
Tvpe: - Pattern: | - Type: -
Colar: - Calar: . EBlue - Colar: -

You get to label this thing you want to draw, define it's appearance, restrict drawing it to a

certain type of thing (a task is referred to as a "Normal”) then define when to start drawing
the thing and when to end drawing the thing.

So to draw the Baseline we would add a second line something like the following:

Bar Styles E\
| Cut Row | | Insert Row | |
»
[Mame Appearance | Show For ... Tasks Row From To
Task B2 ormal 1igtart Finish
TashBaseline Mormal 1;Baseine Stark | :Baselne Finish
w
< »
Bars l
Skark Midldle: End
Shape: - Shape: - Shape: hd
Type: = Pattern: ~ Type: -
Color: - Calor: - Color: hd

You would end up with (using the sample file with dependencies turned off in Format

layout):
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o Task Name Resp Duration Start Finish Pre || Jan 08
T 14 |21

1 D =| "Typical” Project 162 days SJan'08 21 Aug 08
2 =| Stage 1 - Feasibility & Approval 59 days 8 Jan '03 31 Mar "03
3 vE Iiea or cirective, register & kick off project Orig BU 0 days g Jan 08 8 Jan ‘08
4 = Project initiation 10 days 9 Jan '03 22 Jan 08
5 | Develop idea through workshop o discussions Orig BU 1 day 9 .Jan 03 9.Jan 08 3 i
B | Gain input (technical, planning & commetical) Corp IT 2 days 10 Jan '08 11 Jan '058 5 B
7 |« Develop White paper Crigg BU 3 days 14 Jan 08 16 Jan '05 |6 . H
g8 Gain White paper Business Unit GM approval Orig BU 3 days 17 Jan '08 21 Jan'058 7 24
a9 @ Submit White paper to Steering Committee for approval Proj Off 1 day 22 Jan '08 22 Jan'05 5 - |8
10 @ Gain Steering Committes approval to procesd (assume 1w Origg BU 0 days 29 Jan '08 29 Jan '03 9F:

Customising Bar Styles takes some practice. The following captures some more obscure
stuff:

> Lower things on the list overwrite higher things on the list if the bar is at the same
date. So if we wish to color in completed tasks we would define a black bar lower on
the list from Actual start to % Complete

» Higher things on the list define the color of the logic links (inconsistent with the
above, frustrating !)

> Milestones must have From and To set to the same date, eg both Start or both
Finish otherwise they wont appear

> You can nest the Show For to create more complex conditions eg Show for
Milestone, Critical

> You can add bar text above, below, left and/or right by defining a field to put there
then entering text in that field for that task. Note Format, Text styles allows you
to change the font and size of this text.

8. Sorting

Sorting is quite powerful, especially the function to renumber. Be careful !! Sorting is fairly
intuitive, you activate sorting from Project, Sort, Sort by. Sorting only affects the active
view. The key thing to remember is to uncheck “Keep outline structure”.

Sorting is best used together with a specific view such as a customised Task Sheet, filtering
out summaries and removing indentation. You may wish to combine with grouping too.

Sort EJ
Sort
& tscenci
€ Descending Cancel

Then by 4&85&

‘ j & ascending Help
" Descending

Then by

‘ j & Ascending
" Descending

r

r Keep autline structure

Sorting is fairly intuitive, the following captures some obscure stuff:

> Use the Reset button to remove sorting
> Keep outline structure means restrict sorting to only within Summary tasks,
generally turn that off.
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9. View options

View options are well hidden. They are typically used in conjunction with sorting (to remove
indents) as well as having some other minor functions such as date format and showing
links to/from other projects. Remember they mostly only apply to the active view.

Options El

Save Interface Security
Schedule ‘ Calculation Spelling Collaborate
View General Edit Calendar ‘
Default view: ‘ Gantt Chart j
Date format: ‘28 Jan '0Z j
Show
W status bar W scroll bars ¥ OLE links indicators
¥ windows in Taskhar ¥ Entry bar ¥ Praject screentips
Cross project linking options for 'MSP sample fils v2'
¥ show external successors ¥ Shows Links Between Projects dialog on open
¥ show external predecessors [

Currency options For "MSP sample File vZ'
Symbal: § Decimal digits: z :I
Placement: $1 -

CQutline options for 'M3P sample file v2'

¥ Indent name ¥ show outline symbal ™ show project summary task

™ shaw outline number ¥ shaw summary tasks

Help

Canicel

10. Page setup

As a final enhancement consider Page setup. Everything on the Page setup menu is specific
to the active view.

- M3 samplefile v2
0 ECLED v Rezp Uk E-T Fran T
" To [ {»ﬁ i : Ry T
e y Tt .
e L A— : i
Header —1=Jve | wacimonn,sarors v crpe e sinee
[~ Fropetinmten 20
etz e Frenalvwaon o dsatere o B
oyl b, pamiy € connertcal cap
Do, BT oy 8
ok Vi paper B AT sl o B
I R s S Dol o S o
Gl iy Cotlee 010 pTEzeed EEUnE 0 ol B0
o petdetnan
Cap ITaoat e rarce vy ¥ Balres Care e oy
beueics Bt e Cay T
e B PSS CEOENAT SR GO Cay T
T e cay
Dl berels exhnat o B
ik x5 anend oy B
el B Care et o B
oy s e B UNIGH S g B
Sy o
G i Con o 60
G urlry pprord (i o B
Stage . Dell very
Gy Prasc € TETES BN cap
Pt
Appdribey prdect ean members Cap T
o ealrmens Revk Wit i (°RS cay
el yzien R bemens L arerd cap
Raig
A Coeg Fick e cap
Dekire my mec ke S reelE
Develcs el sl e scur ety can
Dl de e conle sk & ke Baire s Cae €Wk can
P ekl Naysmert Han ibamen! cap
ceian
[T cap
Beselcs ok kv sohiEndeshindczument can
Legend box, i o
. o Bkl K Ece bl ca
note width ok Tecikeal A cha e i spedll 1 gl can
RIS i e A1 e e cap
Denelap D lled Furc kel & kdvicd Coe dilcalan pralue1 1) can Legend
Deselcs B e Prc o & e dfoal e calan o121 can T
bl & e Tl shabay cay
e Harmeenireden g v b ke are Vel cay
GERITE B IO e 18 o 1 i B saye
DIy B precess W doamend g B syt
o e Pk bl 0 cay i
Footer Sonrcing A o Capplbr cam hseds Ziaye
Gk e e T sia:
RERE, FEQESE Sl IO TaILEY [Py cay Sy
et i € i ot ki | Shangers cap Saaye
ol b s G T oiar
e reacl ord s raluel Zevruess I B -
[EpT— gz B vk ki [EE— saeire K
; s CMica Tk CIrmrrm] e e e ranary Pp— e e Baseire Miskme
B i CHENcAMBnaR O MaeiTmay  p— Deaire &
S ® Poue ofz Wt sk 4e

Page 9 of 12



Core Consulting Group

| BE e Px
Page ] Margins | Header | Footer legerd | vew | page \ Margins } Header } Facter } Legend View
Orientation I~ print all sheet ecolumns
N . I Frint first [2 =] columns on all pages
(A portrat Slenibess
I Print netes
Scaling I~ Print blark pages
7 Fi
& adiust to: W = o ot I¥ Fit timescale to end of page
-
ceeo [T~ | I

Other

Poper Sige: |3 =

First page number:  [Auto

Print Preview... | options... | prit. | oK cancel | Prit Preview... | options... | prink... |

Page } Margins \ Header ] Footer Legend } View ]

Cancel

Preview:

Pkl e T U2
Sy

Aligrment: Left Center Right Legend an:
& Every page

€ Legend page
© pone

width: [5.08 = cm
Alpl 8 & el 8 e
G [t 7] s || tewrdiabes. |
Projct fields: [ Complate  +] _ add |

Print Preview... | options... | et | [0k cancel |

It’s fairly intuitive, the following captures some obscure stuff:

Scaling is only present for Postscript printers, doesn’t always work

Paper size relates to Printer, select printer first

Print all sheet columns means ignore where you left vertical screen divider

Fit timescale to page - lucky dip, sometimes turning off gives a better result

Width in the Legend tab refers to the box on the left hand side of legend

Legend draws everything defined in Format, Bar Styles using names defined for each
item

Left, Centre and Right in Footer, Header and Legend (box) allows you to get Project
information and place on your report - good for standardised reporting

» Header you can include logos

YVVVYVYYY

Y

It is good practice to add a print date and file name to all your reports as well as
company name and project name in the header. Remember to recognise security
status such as "Commercial-in-Confidence”, document numbers and version
control.

11. Printing

Printing takes a little practice to get things to fit on a page or pages. Various tips to fitting
include:

> Height - Format Layout (bar height), Format Text styles (font size for bar text)
> Width - Format Timescale, Column selection and width, date format (narrower),
vertical screen divider location
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Print @|
Printer
Mame: | J
Status: Idle
Type: CutePDF Wiriter

Where! CPW2!

Comment:

Print range Copies
o ﬂ.” Mumber of copies: 1 jl
" Page(s) From: jl Int jl

Timescale ¥ Marual page bresks

o+ all
" Dates From: 7an ‘03 j
O E—
I¥ Print left colurn of pages oy
M Cancel

Printing is fairly intuitive; the following captures some obscure stuff:

>

YV VY

>

Restrict Timescale to print from a certain date, especially for in progress projects,
consider restricting to left hand columns of pages

Always preview first, preview will retain the “Print from” settings

Consider printing slightly before start date to slightly after finish date

Page setup “Fit Timescale to end of page” it might be better to turn off

Printing to A3 via a pdf then printing the pdf on an A4 is useful if you only have an
A4 printer available.

If Emailing files, Email pdfs ideally

12. Organiser & Global.mpt

>

>

>

Global.mpt is a template file on your computer which opens when you open MS
Project. It contains some standard Views, Tables, Filters, Groups that are applied to
all projects. Files in the global.mpt are available in any new project created on your
computer i.e. new projects are based on Global.mpt.

For toolbars to work, they have to be in Global.mpt, similarly any customised Filter,
Macro or Form the toolbar may call up.

Typically, any changes you make to views, tables, filters, calendars, reports, and
forms are local and apply only to the active project file. Changes must then be
copied across using Organiser in order to change global.

Use Tools, Organiser to swap Tables, Filters, Views, Groups, Calendars, Custom
Fields, Toolbars, Forms and Reports between project files and/or the Global.mpt. It
is easy to use - put a project on the left and one on the right then swap whatever
you wish.

Organizer E\

Fields Groups
Calendars Toolbars Maps
Forms Tables Filters

Views l Reparts Modules

‘alobal. MPT": 'MSP sample file v2';
Gantt Chart

~
Copy »% Resource Graph
Resource Sheet
Resource Usage
(IR== e
Rename...
Multiple Baselines Gantt
Network Diagram B
F.elationship Diagram )
Resource Allocation 5 I
Views available in: Views available in:
Global.MPT j |MSP sample file w2 j

Calendar
Descriptive Metwork Diagram
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13. Analyser Toolbar

>
>
>

If this toolbar isn't visible in Project, go to View, Toolbars, Analysis.

Adjust Dates macro - not recommended to use this at all.

Analyze Timescaled Data In Excel macro: This macro helps transfer detailed,
timescaled data from the Usage views into Excel. (Not available in Project 2007 -
use visual reports to analyse your project data by using Pivot Chart reports in
Excel. Go to Report, Visual Reports and follow the instructions in the wizard.)
Copy picture to Office Wizard: This wizard copies an image of the timescaled data
from the Usage views into Word, PowerPoint or Visio.

PERT Analysis macro: This will hide or unhide the PERT Toolbar, which provides
access to all the tools and forms for using PERT analysis on projects. To perform a
PERT Analysis, click on the PERT Entry Sheet and enter the optimistic, expected,
and pessimistic durations for each task. If a task’s duration is not expected to vary,
enter the expected duration in all three fields. Click Calculate Pert, OK.

14. Drawing Toolbar

The Gantt Chart is the only view that has the capability to have drawings placed on
the view. If this toolbar isn't visible in Project, go to View, Toolbars, Drawing.

Use the Drawing toolbar to add comments straight onto the Gantt. You can also
place graphical files straight onto Gantt this way too.

If you switch to the Gantt Chart view but they are disabled (i.e. they are grayed
out), it means the Show Drawings options is turned off. To enable this, go to
Format, Layout, Show Drawings.

Note that drawn images may shift or appear skewed when the Gantt Chart is printed.
They need to be adjusted manually through trial and error.
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