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OverView

Advantages over Excel...

e Cannot damage data with sorting

¢ See Timeline Gantt View

¢ Linking of tasks — so change main tasks — alters starting times of linked tasks as well
¢ Easily assign multiple people to multiple tasks

e See before & after (Tracking Gantt)

¢ Collapse & Expand by area. Etc.

¢ Filtering Power

® Grouping Power

e Tracking Completion of tasks

Assumptions

e Duration = Work/Units. The calculation of Work, Duration, and Units was (still is) my biggest
trouble to figure out in Project. It is the core of what Project does and it cannot be turned off, so
one must deal with it. Everything that Project does is based in some way on the calculations that
this formula makes. Other settings in Project such as calendars and hours of work effect the
equation. This can often be difficult to estimate, particular for a supporting tradesperson which
plays a bit role in the tasks. It becomes lots of fun when all of the resources are working off of
different calendars! | guess what | am trying to say that this formula is a Microsoft Project truism,
and even if you do not agree with it (I often don’t), this formula is what Project uses and it must be
taught.

e Project is very personalized at the level of the user and the user’'s computer. A Project
created on one computer will not look the same on a differently configured computer. If
Greg is training a people who will interchange data, some time agreeing on template format
might be valuable. Really, we should have Project implemented as enterprise software
running on a server with identical resources (tradespersons) and calendars; or at least lots
of templates.



http://office.microsoft.com/en-us/project/HA010745311033.aspx

File > New > On my Computer > Residential Construction
(note Curing time is WORK and is 9 days !)

TOOL BARS

VIEW BAR

J@ Eile Edit Wiew Insert Format Tools ProjecyWindow Help ili“
DeHERY sada o |a=wiD o 6| wamw
J¢*+-++§howvn‘:\ Bl: B Bfg”:==|.nlnasks - 7| =
G PIT
ﬁ Tazk Mame Duration |16 Dec '01 23 Dec'M 30 Dec ' 06 Jan '02 -
siMITIwlTF]s[sIMIT W TTF]s s MITPwlT]F]s s IMIT I TTF] ]|
= Foundation Tasks 70 hrs
{ DI PIT | 25 days mes
Level graund 4 hrs
IMSTALL FORMS 4 hrs
POUR COMCRETE 2 hrs
= Framing House 26 hrs
E REMOCNE FORMSE 2hrs nedy Greg
Frame VWalls Shrz Kennedy Greg
Floor 4 hrs nKennedy Greg
10 Upper ¥Walls g hrs phoKennedy Grec
Trusses 4 hrs
>\_»| ﬂ GANT CHART

\ | (Timeline of task- shows resources)
Mame: IDIG PIT rakion|
Stark: IMDH 17}12] 13!U[j Finish:IWBd 2612101 J Task type: |F|>ced Uniiks I % Complete: |U% 3

ID  |Resource MNajne Urits Work o ID | Predecessor Mame Type Lag
3 iWesk James 100% &0k

: o]

RESOURCES TASKS (WO)
(People and Equipment) Grouped by FXN LOC & WO#
(View — Split / Remove Split)




New Project Wizard;

If you do not yet have a template with default calendar setup and resource table define with
resource calendars, the Wizard can be very helpful in defining your settings.

Consider saving the final result as a template for future similar projects.

@@Tasks

Plan and schedule your
project's tasks by clicking an
item below, Clicking an item
displays tools and instructions
for completing that step,

=et a date to schedule from
Define general working times
List the tasks in the project
Qrganize tasks into phases
Schedule tasks

Link to or attach maore task
inforrmation

Add columns of custom
inforrmation

Set deadlines and constrain
tasks

after planning your tasks, you
can go to the Resources area
to build your project's team
and assign people to tasks,




Read Only?

When you open the MS Project File from the Server — it may already be opened by another
Planner / Supervisor — you may encounter this dialogue box;

Information. . |

@ Thiz file ig currently being modified by another uzer. The project iz opened as READ
]

If unsure — try a File — Save — if it is opened by another user, it will force a SAVE AS — not
allowing you to update the original file...

Microzoft Project |

"PMS Shukdown Wios.mpp” is a read-only file.

To save changes to this File, click OK, and then in the Save As dialog box, tvpe a new
file narme.

Also, the Title bar should say “Read Only”

/& Microzoft Project - PM5 Shutdown W0 s.mpp [Read-Only] _ O] =]

Best to EXIT - do not make any changes, since your changes will be lost — or is you save the
read only file — those changes would have to be done again in the original file... extra work
and possible errors.



New Project Lesson

1. Upon Entry into MS Project from START — PROGRAMS or FILE - NEW —
Blank Project “template” (or manually select Project > Project Info )

Project Information for "‘Project?’ B |

Skark date: VMon 27105102 8:00 AM j
Finish date: |Mn:|n 27/05/02 5:00 &M j
Schedule from: |F‘ru:uject Skart Dake j

All tasks begin as soon as possible,

Currert date: |M-:|n 27/05{02 5:00 AM

i
Skatus date: |N-':'- j
-

Calendar: | Standard

Eriority: 00 =

Help | Skatjskics, ., | K I Cancel |

2. Accept defaults (MS Standard Calendar is 8 hours work in a day, weekends off)
Default start date is TODAY, 8:00am
Default View is Weekly — grey areas are non-working times

0z 26 hay '02 02 Jun '02 049 Jun '02
T TIF s|s M T TIF|s|sMTw T Fs|sMTwWTF|S

s

en

Default Duration of Tasks is in Days;

3. Key in the following Tasks (Down arrow to next row or [Enter] key)

Tazk Mame ‘ Duration Start | Finizh
1 DI PIT 1 clay? | EAA AR AR
2 Level ground 1 day? ERESEREEEER EEAREERE
3 INSTALL FORMS 1 day? EREEERREEEE ERAREERY
4 POUR COMCRETE 1 clary? | ERRARRRREERL HRRRRRER

Note: Column widths can be increased or auto-sized via double click column
junction)



4. Change the duration of DIG PIT to 2.5d

Tazk MName Duration Start Fini=t
1 DI PIT 2.5 cays | AEALA R
2 Level ground AR A | R
3 IMNSTALL FORMS 1 day? | RRARRRA A AR
4 POUR COMCRETE 1 day? | AAARAA R R

durations — 1m, 1h, 1d, 1w, 1lmon (not Month based)
Note: Duration Estimates (3h?)

Summary Tasks

Summary tasks are Headings that define a group of tasks. They will automatically tally the
total duration of that group of tasks as well as allow you to collapse them to hide them from
view when you want just an OUTLINE of the tasks.

5. Right click row you wish to push down (as in Excel) — New Task (or [Insert] key

6. [Tab] over to Description Column — Type Heading “FOUNDATION”

Task Mame ‘ Duration Start ‘ Finizh 26 May '02 02 Jun '0z
s[sM[T|w[T[F[s[s[M[T
1 FOUMDATION 1 clay’? | ERSARRRREERL AR
| ]
2 DI PIT 2odays EESEERSEREEEL RREREEEE
3 Lewel ground 1 day? ERAEERRNEERS SRR
4 IMSTALL FORMS 1 clay’? | EASARRRREERL AR
5 POUR COMCRETE 1 day? ERREEEREEER AR

Indent Items

7. Select the DIG PIT row (2)

8. [Shift] select the POUR CONCRETE row (5)

Tazk Mame

e

Duration ‘0z

26 May '02

Twl|T[F|s

Sim|T fwelT

1 FOURDATIORN
Oz PIT

1 day?
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9. Demote as Sub-ordinates (Indent to the right)

or hover on one description — when see double headed arrows — drag to right to
Demote

[k

Task Mame ‘ Duration

Start ‘ 2 26 hay '02
TIFIS/SM[T wT|

1 FOURDATICRN 1 clay? SRR #
DIz PIT 2.51ds HERRAERARAAL #A
RRERRERAREAR 2

RS RARAL #A
T RRARAE R A

10. Note how FOUNDATION has become bold — and the Gantt bar is black

| ‘ﬂ Taszk Mame Curstion Start ‘ 2 26 hay '02 0z
[TIFlslsm[T w[T[F[s[s]

1 = FOUHDATION 2.5 days? AR W | p—
Oz PIT :

Lewel ground

11. Click the minus icon to collapse details
12. Click the plus icon to expand again
note: Summary tasks should be collapsed before adding more tasks — unless you

want them also within that Summary group

13. Add the Following Summary Task and tasks

(] Tazk Mame Cruratian Start 2 26 May '02
TIFIS 5 M[T wT|
1 FOUNDATION 2.5 days T ARG w0 yp—
B FRAMING ###########: #
7 REMOWE FORMS 1 oy R | A
& Frame Wallz 1 tay? | RERERARRAA
g Floor 1ty | R | A
10 Upper Wallz 1 tlay? | R A
11 Truzzes 1 dlay? | ERARRARRR | 2




14.

15.

16.

Indent the FRAMING tasks (task 7 through 11)
(1) Task Mame Churatiaon Start 2 26 hMay '02
TIFIS S MITWT
1 FOUNHDATION 2.5 days? | RIS Pp—
B = FRAMING 1 day M, vy
7 REMOVE FORMS ###########x 4
e Frame Wallz riay | BEAEARARAARL
g Flaar T chary | ARARARBRAREL B
10 Upper Walls 1 dlay | RARRRRRAEE R
11 Trusses 1 day | HESEEAERAN | 2

Change the durations to the following (use arrow down for next row)
(5 ] Tazk Mame ‘ Duration Start ‘ 2 26 hfay '02
[TIFIs|s[M]T [T ]

1 FOUHDATION 2.5 days? | Suiisuinis

£ = FRAMING 1.5 days | HERRRRmsns i

7 REMOWVE FORMS 3 hirs | AR A

g Frame Wallz 3 hrs | SRERERARERL #A

g Floor 12 hirs | AR 2

10 Uppet Wslls B hre AdERdAsRRL

11 Trusses G hrs | RRRRRRREARE B

Expand the FOUNDATION tasks
(3] Tazk Mame | Duiration Start | 2 26 My '02 02 Jun '02
TIF S| sMIThWwITIFIS|[SMITMW

1 = FOUNHDATION 2.5 days 7 | At o p—

2 | DIG PIT ! 2.5 daysT | deAARLRA

3 Level ground 1 dayy? | RRERAREEREES XA

i IMNSTALL FORMS 1 cany? | AR

5 POUR COMCRETE 1 cany? | AR

B = FRAMING 1.5 days | At

7 REMOWE FORMS 3 hrs | AR

8 Frame Wall= O hre RRERSEEEAERl 2

g Floar 12 hirs | RERERERARAR #

10 Upper Walls 8 hrs ARAEALE A

11 Truzses 8 s | AR | A

11
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Link Tasks
17. Linking Tasks — Select the FOUNDATION Tasks and Link
|ﬂ Task Mame ‘ Duration Start ‘ 2 26 May '02
[T[Fls]sm]T [w[T[F[s
=] FOUHDATIOH 2.5 days ? REHARREHER W —
= B
—_ Link Tasks I-
18. Note the Summary task now tallies the total duration
o Task Mame Duration Start 2 26 hay '02 02 Jun '02
[TIFls/sm|ThwiT|F |55 M[T T
=/ FOUHDATION 55d R, P——

h| = La| k3| =

OIS PIT I 25 days? | MAERAEREREE HA
Lewel ground 1 day? REEREEREEEE A
MSTALL FORMS 1 day? | AAERAERERAEE A
POUR COMCRETE 1 day? | AAERAERERAEE A

The Gantt chart illustrates the task order as well

19. Tab into the start column of the DIG PIT task — edit in the edit bar a few days off

| Mon zffosyoz s:00 AM
(1)

20. Note how the entire FOUNDATION group has shifted over

Task Mame Duration Start 2 26 My '02 02 Jun '02
TIF s[sMTWwWTIF|S|s[MT W
1 =l FOUHDATION 5.5 days 7 RS B | —
2 DI PIT 25 daysT | SREREEERE - |3
3 Level ground 1 dlay? FRENEEREEANR A
4 IMZTALL FORMS 1 day? EEEFEEREERNEL ¥R
5 POUR COMCRETE 1 clay? EERERSREEEE 2R

o Task Mames | Duration Start | 26 May '02 02 Jun ‘02
[TlFls[sm[Tw[T][F s [s|m[T wT][F
1 = FOUHDATION 5.5 daye? MR P
2 E DI PIT 25 daysT RREEERERELRL A
3 Lewel ground 1 day? [RRdEEiERE = |4
4 MSTALL FORMS 1 dlay? | AREREAARRRR &3
g POLR COMCRETE 1 dlay? | AREREAARRRR &3 M
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21. BONUS: There are other ways to delay the start of a project of OPERATION, one is
to have a linked task of zero duration called “PROJECT STARTS” — this is called a

22.

milestone, could be for waiting for license, etc.

o Tazk Mame Duration Start | 26 sy 02 02 Jun '02
TIF[s/s M Tw T[FS /S [M[TIwT

1 OPERATION Starts O days  #¥EEEREEEN &3 - 27105

2 = FOUHDATION 5.5 days? miminimiaan W h

3 |EH DG PIT 2.5 days? | FERERREEEEEL R

4 Level ground 1 clay?  RESEEARERRERE 21

3 [MSTALL FORMS 1 clay? R

B POUR COMCRETE 1 cay? wdREREEEE

Another method to delay the entire project — Project — Project Information

Project Information for "Project?’

Mon 2705702 8:00 A

Skart date:

Finish date: |M-:|n O3/06/02 12:00 PM =

Schedule From: |F‘r-:ujeu:t Skart Date

&l tasks begin as soon as possible,

Current date: |I‘~“I|:un 27/05/02 &:00 AM

Status dake: ||"-|F'-
Calendar: | Standard
Priority: S0 =
Help | Skatistics. .. I (04 I Cancel |

HE|

Select the dropdown arrow on Start Date field
Select Start Date from pop-up calendar;

[ 4 | May 2002 [ » |
Sun Mon Tue Wwed Thu Fri Sat
2 22 3 1 2 3 4
S 5 7 & 9 1@ 11
1z 13 14 15 16 17 18
19 20 21 2z 23 24 25
26 28 2& o3 1
2 3 4 & 7 &
‘T Today: 27,/05/02




23. Link the FRAMING tasks;

= B

—_ Link, Tasks I-

Floor

Upper Walls

Tkl

RERRAARAARAL AR
HERERARAAE R
Floor 12 hrs ERRESEESAES A
Uppe 3 : RERRAARAARAL AR
Trt T hrs | RRRRERRESEE S

24. Lastly, link the FOUNDATION Summary task to the FRAMING Summary task —
using [Ctrl] select to select non-adjacent items;

ﬁ] Elle Edit View Insert Format Tools Project wWindow Help il
NSHERY sBRrd s g=l2ane@vee -@ax e,
€ 9 & = show- | Al -8 vLEink_Task's| U == = |alTasks - v KL

Tazk Mame Duration 2 26 May '02 02 Jun '02 09 Jun '0z
[TlFlslsm[TiwiT|Fls|sm[Tw[T[FlssM[Th

=l FOUHDATIOH
DG PIT

5.5 days?
2.5 daysy

HRARRRRRRANAD HD

Lewvel ground 1 clay? | RAAARRARAER
INETALL FORMS 1 clay? | bR #
POLIR COMCRETE 1 clay? | REFRRERRRRER #
I = rramiG 488 days AR i

REMCYE FORMS 3 hrs | AR A
Frame valls G hrs | ARERRERRRER w
Floor 12 hrs | AR 3
Upper Wallz G hrs | RREARRRRREE W
_____ Trusses G hrs | ARERRERRRER w

Critical Path — The Tasks that determine the start and end of the project, usually
connected tasks that a change in one effects the others and hence the project’s end
date & time. To see the critical path, use tracking Gantt — they show up in red, or we
will see later how to filter.
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25. Note Problem! — Cement will be a mess if remove forms before dried... need delay
— called lag time or elapsed time — see settings of FRAMING Task — double click

task or =
Summary Taszk Information
General [:% Resources | Advanced | Motes |
Mame: |FRAMING Duratian: |4.aad 3: = [Estimated
Predecessars:

| 1

I Task Marme Type /
FOUNDATION Finish-ta-Skark (F3) \

26. Set Lag to at least 48eh (2ed); (e = elapsed, does not count as 8 hours in a day)

26 May '02 02 Jun '02 09 Jun '02
SIMIT W TIF S |SMTWTF[S/SMTWT

Note: Elapsed (3eh) to disable calendar constraints
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27. Other Problem — The pour of cement must happen in 1 full day, not 2 half days...
Would be best to allow the weekend for drying time? Perhaps reduce the DIG PIT

task to 1.5D (an extra CAT)

Tazk Mame | Duration Start | Finizh 26 Mary '02 02 Jun '02
SIMIT | TF[S/S|M[TW[TFS
1 |2 FOUHDATION A5 days? SHSHSHSHSE M| —
2 DIG FIT ###########x R
3 Level ground e ————
4 INSTALL FORMS R P E————
5 POUR CONCRETE R r T ——
B |= FRAMING 0,88 days A M
7 REMOVE FORMS o e p——
8 Frame Walls e —
g Floor N e —
10 Upper Walls Y EE————
11 Trusses e —

28. Save — With a baseline — so as you alter the project, you can compare before and

after views via Tracking Gantt.

Planning Wizard |

Would vou like to save a baseline For 'Building.mpp'? & baseline is a
snapshot of wour schedule as it is now, Ik is useful because vou can
compare it with later wersions of vour schedule to see what changes
have been made.

YU can:

i~ Save 'Building. mpp' without a baseline.

= Save ‘Buiding. mpp' with a baseline.

| Ik I Zancel Help

[ Don't tell me about this again.

Tools - Tracking - Save Baseline



29. Try changing Trusses to a longer length — then look at Tracking Gantt;

1]
aankk
(1) Task Mame Duration 'z 26 My '02 02 Jun '02 08 Jun '02
T TIF[s|sm[Thw(TIFissM[TwT[F[s/sMT W)

1 =l FOUHDATIOHN B

2 DI PIT 1.5 days

3 Lewel ground 1 day?

4 INSTALL FORMS 1 day

] POUR COMCRETE 9 hrs

B £ FRAMING

7 REMOYE FORMS Jhrs

a Frame Walls 12 brs

] Floor 12 hre
10 Upper Wialls Ghrs
1 Trusses & hrs

30. Back to Gantt View;

a3 nh

Chart

' June 2002 | ]

Sunday Moncay | Tuesday | Wednesday | Thursday | Friclay | Saturday -
26 27 28 29 a0 H 01 Jun
DIG PIT, 1.5 days [Level ground, 1 da| [MSTALL FORMS, | [POUR COMCRETE, 9]
02 a3 04 o5 08 ar o3
[REMOY|[ Frame'wialls, 12 hrs || Floor, 12 hrs [[Upper wisllz, & hes || Trusses, & hrs
o9 10 11 12 13 14 15
Truzses, 8 hrs |
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Resources
32. To create or manage resources (people, machinery or consumables) — Resource

Sheet View;

=

ILrCe

33. Fill in three people as below; Group could be the TRADE

34.

35.

(1) |Resu:uuru:e Mame | Type |I‘-.-1aaterial Label |In'rtials |Gr-:uup
1 Smith Paul Wiork 5 Ca,
2 Jones Mike Wiork J A,
& Higginz Fred Work H LA,

Note: Resource Calendar does control when the resource can work, and will effect to
Task start time and duration, unless you make tasks resource independent.

ﬁ[}fcheduling ignores resource calendars
Under Task settings;

Note : Deafult is to have tasks effort driven — so if you put two people on the job, the
duration halves. Tools > Options to control this option or Task settings to fix it.

™ Mew tasks are effort driveni  Task type: |Fi><EE| Duration j u
Note: You could have Resource names be CA1, CA2, CA3, LA1, LA2, etc and

when you know who you will have, replace the generic names with proper
names...You can create this in EXCEL and copy over.

Scroll to the right and note using Standard Calendars (8 hour work day with lunch
break)

Initials |Gru:uup | Max. Unit= | Stdd. Rate | Ot Rate | Costilze |.ﬂ-u:|:rue At |Elase Calendar |
1 |= Ca 100% F0.00Mr F0.00Mr $0.00 Prorated Standard

J CA 100% $0.00Mr H0.00Mr $0.00 Prorated Standard

H L&, 100% F0.00Mr F0.00Mr $0.00 Prorated Standard

note: Resource Calendar initially based on Base Calendar...

Must be “hard” sorted — so listing appears in correct order...
Project — Sort — Sort By...



Sort
~Sort b
Sort
|Name j * pscending L'?S_I_
i Descending Cancel |
~Then by ﬂl
| j & pscending
i~ Descending

Then by
| j i+ nascending
i Descending

[V Permanently renumber resources

¥ Sort resources by project

Note: by Name and Permanently renumber resources. ..
36. Back to Gantt View

37. Assign Resources to selected job(s) — select with [Shift] or [Ctrl] depending upon
situation — then;

! @ | Mo Group
Z — =
As=ign Resu:uuru:esl

38. Select name(s) and Assign;

Aszign Resources |

Resources from:  ‘Foundation-linked.mpp’
| Higgins Fred -
Marne niks
) HEmEve |
Jones Mike
Srnith Paul Heplace: .

fddress., ..

Cancel

a4l

Help

|

39. Note Dialogue box does not close, so you can now select CA jobs and assign both
Mike & Paul to them:;

19



(1) Taszk Name Duration Start 26 May '02 02 Jun '02 09 Jun
sla[M[Tw[T[F[s|s[m[T w1 [F[s][S[M]
1 El FOUHDATION st || AR R o p—
2 Dz PIT 1.2 days SESRRESRRERR| Higgins Fred
3 Lewvel ground 1 day? #REREERARERER| 2R red
4 INSTALL FORMS 1 cay? SREREERRERRD| ¥R ins Fred
& POUR COMCRETE 9 hrs | RERRRREERERRD| HR
B El FRAMING
7 !
R Resources from:  'Foundation-linked. mpp'
g Frame WAz 1 : -
5 — | Jones Mike - Assign I
Fioor L Marne Units
10 U Higains Fred
i T Jones Mike
t

Note: Close when done...

. See over allocations — Window — Split

(i) Tazk Mame | Duration Start ‘ 26 Way '02 02 Jun '02 09 Jun '02 -
sisMIThw|TIF[s]sM[TwT[Fs|sMIThwIT[F] |
1 =] FOUNDATION #
2 Dl PIT 1.5 days | dERRREERRRE ¥ Higgins Fred
3 Level ground 1 day? EREREEERREED &
4 IMNETALL FORMS 1 day’? | BRERREERRREL &
] POUR COMCRETE Shrs | FERRREEEREL X
-] =l FRAMING 5.38 days | sSRaR,
T REMOYE FORMS 3 hrs | FEARREEERRER AR Jones Mike,Smith Paul
g 12 hre  HRSRAREERAR ¥ Jones Mike,Smith Paul
| Floor 12 hrs | RERREEERRREL ¥4 Jones Mike,Smith Paul
10 Upper Wallz 8 hrs | AARARRRREREL 2 Jones Mike,5mith Pav =
<] | His N . _>l_|

Marme: IFrame wialls Duration: |12h 3: IV Effort driven Previous | Mexk I
Start: |M0n 03/06/02 11:0 vI Finish: |Tue D4406,/02 4:0C vl Task type: |Fi><ed Units 'I % Complete: |U°a’o 3:

ID  |Resource Name Lniks I | Predecessor Mame Type Lag -
2 ilones Mike 100%, 7 IREMOVE FORMS FS 0d
3 igmith Padl '{F 100%,
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41. Note: Names will appear in Red if over-allocated via over-time or working two
places at one time;

o Task Name ‘ Duration Start ‘ 26 May '02 02 Jun '02 09 Jun '02 Al
slsmMTw TIFIs|sM[T [T [F[s|s[M[T[wlT[F]:

2 DIz PIT 1.5 days REEEERRREE

3 Level ground 1 chay™ | AR ¥

4 IMETALL FORMS 1 day’ | EREEERREREEL

] POUR COMCRETE Shrs dedERAReEl & n= Fred

5] =] FRAMING 5.38 days At & —

7 LJ'}. REMOWE FORMS Shrs | dRdERRReEl & Jones Mike,Smith Paul

3 | Frame Wallz | 12hrs weeeesssnee 2 Jones Mike,Smith Paul

a Floor 12 hre | RRERARRAREREL #A Jones Mike,Smith Paul

10 Upper Wallz G hrs | RARRRRERAEL #h Jones Mike,Smith Pa.

11 Trusses G hrs | RABARRARRERL #4 Jones Mike,t
o -
A Hs N ;IJ

(1] |Resource Mame Type Material Lakbel |Initia|s |Group Maz. Units | Std. Rate Ovt. Rate | Cnsﬂ

2 Jones Mike Wirk i CA 100% F0.00hr F0.00hr

3 Smith Paul Wyiark ] CA 100% F0.00hr F0.00hr

42. Add Build Shed — 2d; move task under REMOVE FORMS (hover — when 4-headed
arrow — drag & drop)

G = FRAMING BRI, I R, ;

7 REMZWE FORMS Jhrs SRRERERREREL A Jones Mike,Srl‘ijilh Paul

g Frame Walls 12 hrs | RRRERERARREL &3 Jones MikEii,Sl‘l‘lith Pav

9 Flaar 12 hrs | RRwRadieasds & i Jl:lnesé Mike,Smil

10 Upper Walls T hrs | #RREREREERR &2 Jones Mike,S

11 Truzzes 8 hrs | RRREARSEREE B Jone
’i- B Shed mén

43. Assign Mike to that task; 4] |

44. Note: Name appears with warning and in RED;

Upper Walls 8 hrs | SAAREEREREN .Ior;ies Mike,Smith Pac
Truzzes UL SR LI A < <ian R esources HE ke,

Resources from:  ‘foundation-linked. mpp'
| Jones Mike :I S5 I =
_;I | Mame [Lmits | »
- — ns Fred Remove |
i) |Resource Mame Type aterial Label |Inrt|a|

i Cosﬂ
&> | Jones Mike Work J lerh pagl Replace. .. |
Address... |
Close |
1] [ e =
3
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45. Remove Mike and assign Fred to build the shed...or select Replace — select Fred -
Close

Completion

46. To mark a task complete or partially complete — Right click toolbar area — Tracking;

W | =m0 o5 s0* 75 oo = | B
47. Percentages mark complete - try one task 50% and another 100%, then tag the 50%
task back to 0%
o Taszk Mame Duration Start 26 May '02 02 Jun '0
slsmlThw(T|Fls|sMmiT
= FOUHDATION PR, | R S | 1 p—
- e DI PIT 1.5 days | ARAREARERRAR # Higgins Fred
3 | Level ground | 1 day? wemesmsdses Higgins Fred
i - = —

Note: the black cdfﬁﬁiéﬁon bar in the Gantt
48. Add Progress Line — shows where you are at and where you are falling behind;
e | 0¥ 25% 50% 7
1 evrl arm
— Add Progress Line E

49. Note the jag back — shows where behind schedule;

& |TaskMame ‘ Duration Start ‘ 26 Mary '02 02 Jun 02
SIS M|T W TIFIS|[SM[T wlT|

1 = FOUNDATION RUH | B | B
2 | DIG PIT 1.5 daves | BEEREEEREEEL B Higgins Fred
3 Level ground 1 day? | AR A Higgins I"gred
4 INSTALL FORMS 1 day? | ESEAEERaEaL #
g POUR COMCRETE O hrs | EAEARERREERL H
B = FRAMING 7.38 days | mutessio

50. To Remove — double click line — Delete option



23

Filters
51. Auto Filter;

T=| S L

AukaFilker

52. Note the choices — one is custom; try Duration >1d

o Task Mame Druaratic Start 26 May '02 02 Jun '02
~| F hd SIsMTwWTIFIS s[MIT w
1 =l Founpatig 28 e gt —
2 va DIG piT |LCustem. ) — wraRERERE R 3 Higgins Fred
3 Lovel g L dav RERRRRAARRRE B Higgins Fred
4 INSTAL RERRRRRRRRRS B Higgins Fred
<=1 week EHiHE
5 POLIR O REBBRRRBARRS B :
= = =1 week
FRAMING Fatimated Morakinn il i

53. Note the Column Label is now blue and some row numbers are missing (hiding)

54. Show All — Duration Drop down — ALL — or quicker and safer — Toolbar Filter — All
Tasks;

v K,

| FY
Completed Ta i |

~Confirmed o
- Cost Greater Than... L
i Zost Owerbudget !
| Created After...
n Critical
Dake Range...
1 Progress Tasks
Incomplete Tasks
Late/Overbudget Tasks Assigned Ta...
Linked Fields x
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55. Custom Filter — Try Task Name Dropdown — Custom;

Custom AutoFilter EH |

Show rows where:

~Mame
j I waall j

I contains

* and O

Save... | OK[_: I Cancel |

56. Filter Dropdown in Toolbar — Critical / Completed Tasks / Un-Completed, etc.
P

= [

'SS;',

Arial g =

@ g % = +.|.§h|:|Wv

B I U HEE E(ﬂc::mpleted Tasks :Jl¥
N

ilcer |

A e =
[




Printing

57. VIEW as desired then - File — Print Preview &

[ & Microsoft Project - foundation-linked.mpp

[

[oewe | o

FOFITIEd
oK B
Lord goura
THATA L FORME
PR COWCRETE
FRIING
REWCHE FORGES
Balky Shea
Frama Wk
Ao
[
TR

TR AT

TS0z wmmmeamm

Prea: bunon dnkea
s Vo ZPICST2 AT P

Extamal Tasks
Extanal Miczone.

¥ o .

Page Set-up — Margins / Header / Footer / Add Field info

Page: 1 of 1

58. Reports - View — Reports

Reports

I — T e | e

Overview, ., Current Activities., .. Cosks, ..
F
Ak
Assignments. .. WWorkload. .. Custom. ..

Close |

25



59. OverView

Overview Reports E |
Edit... |
Close |
Critical Tasks
Milestones Working Dawvs
60. Current Activities
Current Achtivity Reports EHE |

Edit...

il

Close |

Tasks Starting Soon Tasks In Progress

Completed Tasks Should Have Starked Slipping Tasks
Tasks




61. Costs

Coszt Reports

HE|

Edit... |

Close |

Crerbudget
Resources

Earned Yalue

overbudget Tasks

62. Assignments

Aszsignment Reports

Who Does \What
When

To-do Lisk

Cverallocated
Resources

Edit...

A

Close

63. Work Load

Workload Reports

HE|

Task Usage

Edit...

'

Close |

Resource sage

27



64. Custom — Select base Report to Edit or Copy or make a new report

Cusztom Reports H |

Reporks:
should Have Started Tasks =] M, . |
Slipping Tasks
Task, : |
Edit...

Task Usage =
Tasks In Progress
Tasks Starting Soon COpY. .. |
To Do Lisk
Top Level Tasks Qrganizer., .. |
Unstarted Tasks
Whio Does Wwhat
whio Dioes What When

Preview | Setup. .. | Cancel |

65. Custom Filters / Views / Reports / Settings / Templates — PART 2 MS Project...



Settings
Your global date display time as 24 hour clock

HStart| Settings — Control Panel
HeginnaISetting$| Numberl Curency  Time |Date I

@ Appearance
Time zample: |1 Bd1:22

Regional _ :
Settings Time style:

Time separatar: b mm:ss tt
hb:mrm: sz b
H:mm:ss

Disable MS 2000’s Hide Menu Choices

View — Toolbars — Customize — Options;

Costomze U R@E|

Taolbars | Commands — Cptions |

Personalized Menus and Toolbars

[ standard and Formatting toolbars share one row

™ iMenus show recently used commands First

¥ show full menus after a short delay

Reset my usage data

Cther

r Large icons
¥ List font names in their Fonk
¥ show ScreenTips on toolbars
[ Show shorkout keys in ScreenTips

Menu animakions: {Mone) -

o

De-activate “Menus show recently used commands first”

29
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Project Start / Base Calendar;
Project — Project Info,

Project Information for ‘Kam_.*

Stark date: |5un 240202 5:00 AM

Finish date: Wed 27 ll

Sun Mon Tue Wed Thu Fri Sak
Schedule Fram: |F'FDjEEt 27 23 21 30 91 1 z
3 4 5 & 7 3 9
i 11 12 13 14 15 16

Current date: ITLIE 28."& ;g ;2 % ;; 212 223

Skatus date: INF'- £ U 2 E & &

T Today: 28,05/02
Calendar: |24 Hours j

February 2002

A

Erioriky: 00 =

Help | Stati_stin:s...l Ik I Cancel |

Tools — Options — View - date format to display both date & time
Yig | General | Edit

Crefault wjew; IGantt Chart j

Crake Format:

So when change the time it keeps the correct date

Tools - Options - Calendar - Start time for new tasks added / Working Hours per Day/Week;

Options
Schedule | Calculation | Speling I Warkgroup I
View | General l Edit Calendar
~Calendar options for 'Project1 oK |
‘Week starts on: | Monday vI
Cancel |

Fiscal year starts in: |January 'I

I™ | Use startinm year fon B numbering

Defaulk stark Eime: |5!UU arn
Default end time: |5:DD pm
Hours per day: |24.DEI 3:
Hours per week: Im

Set as Default - all future new files take on that setting



Tools - Options - Schedule - Duration defaults to Hours
Options EE

Yig | General I Edit I Calendar
: | Zalculation | Speling | Workgroup

[+ show scheduling messages
Showe assignment units as a: |F‘ercentage j Cancel |

rScheduIing options For 'Project1’

Mews basks skart on: |F‘rl:|ject Start Date j SO not subjective
like a day could be

Curation is entered in: Hours I 8 hours or 24 hours

Work is entered in: Hours - depending upon

what calendar you
choose as base

Default kask byvpe: Fixed Units j

[ Mew tasks are effart driven

¥ autolink inserted or moved kasks

If effort driven, more
people put on the job -
lower the duration

W split in-progress tasks

W Tasks will always honor their constraint dates

Set as Defaulk
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Format - Timescale - To Days & Hours - 8 units to show - so day shows as three blocks

Timescale E E3
! | Nonworking Time |
~Maor scale Minor scale
| Units:  [Days o counts [+ | | s [rows o ot [5 2
Label: |Fri31 Jan 7 Label; |11, 12, ... N
align: |LeFt | ¥ Ticklines Align: |Center | W Ticklines

hon 03 Jun | Tue 04 Jun [Wed 05 Jun | Thu 08 Jun |Fri07 Jun | Sat 08 Jun | Sun 09 Jun [ Won 10 Jun | Tue
DJe[is]ofJaJe[ofasie]oJaie[o]s Me|o[a16[o s Me]oJa[16]0 ]

Enlarge: [100 = % |7§u:a|e separakor

oK I

Cancel I

Non-Working Time - Based on 24 hour base calendar or standard — or NEW to add other
base calendars — to base Resources on... Night Shift / Day Shift / etc.

The Default button does set your main template for new files. You can also have different
templates for different types of Projects — File — Save As — Type Template... as in Word /
Excel...

Organizer
To transfer custom objects from templates or files — Tools — Organizer;

Figlds Groups

Calendars Toolbars Iaps
Farms Tables Filkers
Wigws f 1 Maodules

'GLOBAL.MPT":

Budget Report

Cash Flow

Campleted Tasks

Critical Tasks

Crosstab

Earned Yalue

Milestones
COwerallocated Resources
Cwerbudget Resources
Cverbudget Tasks
Froject Surnmary ;I

Rename... |
Delete. ., |

Repaorts available in:
GLOBAL.MPT N

‘Karnwr1-Karmyr2-Brown Stock (FEB 17B..."

[—

=
Reports available in:
IKamvrl-Kam\;r}Brnwn Stock (FEB 1?B]j




Sorting

Project - Sort;
by Start Date
by Finish Date

by Priarity
by Cost
by ID
-
g4
Sort By;
Sort [ 7]
- 0rt by
Sork I
|Te><t1 j i+ fscending &
i~ Descending Cancel |
- Then by —IEESBt
|Te>ct2 j i+ Ascending
" Descending
Then by
|Number1 j ¥ Ascending
" Descending
[ Permanently renumber tasks! %
v keep outline structure

Permanently renumber tasks can be deadly... having a backup file is critical if doing such
manipulations. Remember — only one undo in Project. Better to use filters and groupings
rather than sorting (safer). Perhaps have a custom filed as a copy of the ID field in case you
do a permenent sort.
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Grouping
||N|:| Graup -]KU @l_ =
=l m

= | all Tasks

araup By}’

or Project — Group by,

|T Mo Group

Complete and Incamplete Tasks

Conskrainkt Type
Crikical

Dwration

Dwration then Prioriky
Milestones

Pricrity

Priority Keeping Outline Struckure

Team Status Pending

Mare Groups...

Cuskomize Group By...

Customized — can group by Functional Location / Supervisor, etc...

Task Mame j Supj Lio ﬂ Time _
E Text30: GM GM 740 hrs
16 REMOWE ASBESTOS FROM WIRING Gh | PDC-25-275 24 hrs
17 Replace 35-5 WMCC Gh | PDC-25-23 43 hrs

Change back — No Group...




Basic Formatting

Format — Font
Save after every major successful edit

Format new task perhaps as Green — larger font... Format — Font
Perhaps RED to suggest delete, BLUE to indicate change and GREEN to indicate new task

The format of the Description can be copied and ‘painted’ onto other row(s)

1. Click in the row you like the look of

2. Click the Paint Tool <&

Click on row(s) to be ‘painted’

Format — Text Styles
Format - Bar Styles;

Bar Styles HE
Cut Row I EasteRiai I Insert Row I
| Task -
Appearance | Show For ... Tasks Row From To
| Marmal 1:5tart Finish
Split Marrmal, Split 1:iSkart Finish
Progress Mormal 1:Actual Skart CompleteThrough
Milestone * _iMilestone 1:Skart Stark
P Summar 1:i5kart Firish
1istart Finish -|
i
Text Bars I
Start Middle

Shape: | - l Shape:
Type: | 'l Pattern: |E ] B
Calar: | 'l Color; |. Blue 'I Color: | 'l

Cancel I

Help |




Views

View - Zoom - Entire Project (Gantt showing all bars on screen)

Zoori ko
1 week
12 weeks
1 month
i 3 months
i~ Selecked bask

£ Cuskorn! | 2 | Day(s) j

Reset | Ik I Zancel |




Expand / Collapse Level

Task Mame ‘ Duration Wu:urkc" #
1 |= PM5 Sheet to sheet Duration 16.75 hrs 0
2 | Esrockerer | anrs | 3
13 | %—u} mer Section | 135hrs| | 3
29 | @ PressSection | 16.75hrs, | 7

Plus to Expand / Minus to collapse again (to show what you want to see or hide it)

Task Mame | Duration W-:urkC'| # ”
1 |E= PM5 Sheet to sheet Duration 16.75 hrs 0
2 = STOCK PREP | renesl 3 |
3 G27E967: INSPECT BROKE CONYEYOR [:% hrs  SakpA 1
Ta | B278723 INSPECT BAGS #3 SAVEALL 4.5 hrs | S5k 1
5| B278725; CLEAN FLOODIMG AMD SLUKCIN 37 hrs 55PF 1
"B | 6278976: Inspect Dry end Pulper 7hrs 0
1z | 275766 REPL. GASKET, CHECK WL @ G hrz ]
13 [ @ Former Section | 135s | 3 |
'28 | #PressSection | 16.05hrs, | 7
Expand a WO — shows the sub-operations as well
Taszk Mame | Dwration WDrkC'|# |
1 |= PM5 Sheet to sheet Duration 16.75 hrs 0
2 | Esrockprer | 9hrs | 3
3 B27E367: INSPECT BROKE CONYEYOR 3 hrs S5 |1
4 B278723 INSPECT BAGS #5/SAVEALL 4 5 hrs | S5k 1
= B2757253 CLEARN FLOODIMG ARD SLUICIN 37 hrs 53PF 1
E =] 6278976: Inspect Dry end Pulper | 7hrs 0
v Prior to Blanking Lock put BS09.2, 1 hr 1]
= Pipe Fitting far turning Blanks 2hrs 1]
9 Lock out for vezzel Brtry BS098 1 kr 1]
10 Drain & Clean-up by Operation 1 hr n
11 Inzpection by hai 2hrs i}
12 B27E766: REPL. GASKET, CHECK WL (@ G hrs 1]
13 | & FormerSection | | 13.5hs | 3

To Collapse — select the column — then minus Icon

(what is selected is collapsed again)
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Columns

Widths

Select the junction between columns to manually resize — drag to the right...

|
o Tazk Mame ﬁl"auratiu:un ¥k

4 IZl NkAE Tk Ef e

or Double click there to Auto-size (just like EXCEL)
Double click column Label — to edit size numerically or change label / position / type

l Column Definition |

Field name: I ame j

Title: | Resource Mame Cancel

a3

slign title:  [Left Eest Fit

-
align data; I Left j

Width: 32 e

New Field;
Right Click — Insert

Column Definition |

Field name: ()4 I
: Task Surnmary Mame -
Title: TeamSkatus Pending Cancel |
Align title: Textz Best Fit |
_ Text3 J
align data Textd
Texts
width: e -

Lots of custom text fields, number fields and date fields
Keep a reference sheet of Fieldname vs. Title — when filtering, etc. need to refer to
fieldname which is obscure — unless RENAME them...
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Navigation / Editing

Arrow keys to cycle row by row
Arrow keys to go left & right (can use [Tab] [ Shift][Tab] as well)

[PageUp] / [PageDown]
[Ctrl][Up Arrow] / [Ctrl][Down Arrow] for top or bottom of project

To see the Gantt Chart of a task — scroll over to it or 7 will jump you there!

When on a field (like Duration) just type new number— types over existing automatically
Note: 15 minutes =.25 not .15

Note: bold duration — calculated field (heading) cannot edit
Note: duration defaulted in hours

Error? Undo with [Ctrl][z] or Edit — Undo or “? orRe-Do only one chance!
Delete task = [Delete] key
Delete cell = [Ctrl][delete] or right click - clear

Note: delete a heading — deletes all items within that heading — warns you first - OK



Select Multiples

Multiple rows can be selected for;
Q Formatting (Format — Font)
Q Copying - Edit — Copy (or [Ctrl][c]
a Deleting — [Delete] key

O or Linking = or un-linking &> (the order you select is the order they are linked)

&

O or Assigning same person(s) to multiple tasks
Q or Group Editing

Non-Adjacent
Select first item — [Ctrl] select others

18 Cut of Bottom Fabric 0.5 hrs 0
1.25 hrz 0

. Change Breast Raoll B hr= ]

Alignment of Breast Roll Doctar, Shims anc 2hrs ]

Install Bottam Fabric 1.5 hrz 1]

23 G273726: RE & RE TOP FAB ROLL SHCWWE 4 hrz S5FF A
29 B27E1 29 Tach Wiring for Bottom Wire TurI 4 hr=|6SEL |1
25 B27E735: Check operation of warm watet 2hrz B3 1
Z'I_E 275775 Repair Bottom Breast roll DT los 2 hrs u]
4 3

These three are selected

Group Selection:

Select one — [Shift] select another a few rows down — all in between are selected

Cut of Bottom Fakbric 0.5 hrs
123 hrz

6 hrs

=t Roll Doctor, Shims anc 2 hrs

1.5hrs

% RE TOP FAB ROLL SHCWVE 4 hrz | 55PF

Wiring far Bottom Wire Tur 4 hrs BSEL

B27E8735 Check operation of warm water 2 hrz | BSIN
G2753773: Repair Bottom Breast roll DST lo: 2hrs

I'n:-—t—t—tn:-n:-n:-n:-n:

The first row is selected as well, just shows slightly different — since it is the current cell,
where your typing would go...



Group Edit

Select multiple tasks

Go into the Task Info — right click — Task Info or

Shows blank — enter value(s) you want for all selected items (be careful)

Multiple Task Information H |

General | Predecessaors | Resources | Advanced | Mobes |

WE=H I Duration: |3 3: [ Estimated
Percent complete: | 3: Pricrity: | 3:

[Daktes

Start: | j Binish: | j

¥ Hide task bar
= Rall up Gartt bar ko surmary

Help | Ik I Cancel

Useful to change durations / start time / percent complete of non-adjacent tasks
Assign a resource to many tasks using the resource tab
and advanced tab to force deadline, constraint or Task Type — effort driven, etc.

Multiple Task Information E I

General | Predecessors I Resources Advanced | Mokes

Tame; | Duration; |3 3: ™ Estimated

Constrain kask

Deadine: [wed 23/05/02 -

Canstraink bype: | j Constraint date: j
Task type: [ | 1= ot dhiven
Calendar: | j [¥ scheduling ignores resource calendars

YRR e e |

[= Mark kask as milestone

Help | ik I Cancel
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New Task

1. Right click row number — New Task

2. or [Insert] key to insert a task — pushes one you are on downwards

3. Type description

4. [Tab] to duration field

5. Type duration value

6. [Tab] to Work Center —Trade ?—- MW /EL/IN/CA/PF/OP/WE/LU/MA/SM/LA

While on this new row, you can set the start time as well
Note: collapse all WO before inserting a new task — unless you want it inside that WO

Recurring Task — Insert — Recurring

Recurning Taszk Information HE
Task Mame: |F‘ur|;|e Bilge Duration: Il 3:

Recurrence pattern

& Daily |every j v Day " Workday
" ieekly
£ Manthly
" Yearly
Range of recurrence
Start:  [Sun 24/02/02 8:00 AM | w| & End after: FI_E ocrurrences
" End by | wed 27f03702 j

Calendar for scheduling this task

Calendar: |mone j = Scheduling ignetes resauree calendats

(0] 4 I Cancel |

Practice: Add a task under a WO Heading
Practice: Expand the WO Heading — collapse again — your addition stays visible?
Practice: Expand the WO Heading
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MOVE TASK

Warning: Moving a heading can move just the heading if the items are not collapsed within
— would leave the items into the heading above... Cannot be undone — so backup first
before major manipulations... then work on the original file. Cut & paste seems to work
best for moving sections around.

Microszoft Project E |

Mo calculations can be performed at this time,

There is a circular relationship in task 13 6280725:REPR. GASKET Ol 635-204 Wiy PUMP
CHECK WLY of "SPM-capplan-30 OCT 012", The successars of this task refer back to khis
kask or its predecessors, causing a circular reference,

To remove the link that is causing the circular reference, select the bwo tasks that are
causing the circular link, and then click Unlink Tasks on the Standard toolbar,

If you see this dialogue box — probably things have been wrecked — undo [Ctrl][z] and try
again...

Note: even un-collapsing a heading is using up your one undo...

Moving a task into a linked area will link that task as well in the flow — unless deactivated —
Tools — Options — Schedule — Autolink Inserted or Moved Tasks

Task Details

= or Right Click Task — Task Information / Task Notes

| R A=) Y
B275203: &b Cut Cel
277130, 2 Sopy Cel

6277131 B2 Baste
BITT1A Paste Special. ..

5277147 1 Fil pawn
B277149;

B277150;
B277151; £ Eont..

Clear Contents

2-5PM-PRS E
2_5PM-WHD @ Task, Mates. ..

2-CGH-GCH

M o s omarwa

Hywperlink. 3

or Double Click any Field

4 ,:Il'}ﬂ G271 33 CLEAM AMD LUBRICA| M



Notes
2

To store a note to a task (detail information about the task)

Tazk Information EH |

General | Predecessors | Resources | Advanced Motes

Mame: |62??133:CLEP.N AND LUBRICATE SMART F Durakion: |16h = QK |

hlotes: _ Cancel
NEEEEE ]

Type vour note here.. will showy up as anicon in the ifo. field

hover over it to read note

couble click to edit

Hover over the Info Box icon of a note — pops up the note (may have to widen the column)

=

[Ed This task has a ‘Start Mo Earlier Than'
constraint on Med 191201 0630,

s Motes: Note about this job - perhaps
details about the task. ..’

General

Start Time / End Time
Tazk Information EH |

| Predecessors | Resources | Advanced I Motes |

Mame: |62??133:CLEP.N AND LUBRICATE SMART F Durakion: |16h = QK |
Percent complete: |I:I°f-:- 3: Pricrity: |Medium j Cancel |

rDates

| Skart: |3EI,|'1EI,|'EII o000 j [ Hide task bar

| Finish: |3EI,|'1EI,|'EII 16:00 j [ Roll up Gantt bar ko summary
|

Percent complete (easier with buttons)
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Linking Tasks

Planners — need to join tasks as a job may depend on a previous job before it can start. Ex.

Before the foundation can be poured the forms must be built...

Just key in the job(s) ID that must be completed first — its Predecessor.

Tazk Information EH |

General

| Resources | Advanced | Motes |

Mame: |62??133:CLEP.N AND LUBRICATE SMART F Durakion: |16h = QK |

Predecessors;
| Cancel

1 I | Task Mame Tvpe Lag

This process can also be done by [Ctrl] selecting the tasks in order - and linking them =

Note: The order you select the tasks will be the order of the linking
Note: Change start of linked tasks — all shift over

Two or more Tasks (A&B) must be done before another (C) can start
Link A and C — then Link B and C - easier to edit C predecessors to be A and B
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Split Tasks

To create a type of lag in a task... When the task must be interrupted due to resource
conflict, availability or materials, etc.

A
s

Then click on location within task to split and drag to the right...

To re-connect, simply drag right part back to left part and they should merge.
In Project 2000 — Task Information — Advanced — can set the task’s calendar as well...

Constraints

Start as soon as possible is the default

The top 3 tasks are ASAP
The last two are set As late as possible, so schedule back from project's end time as that
changes...



Linking Documents

In Notes — you can link or insert a file with El

The Task Description can also become a hyperlink to a document

%

Inzert Hyperlink |

Link ko Texk to display; |C:'I.My Docurmentsimap ko site, doc ScreenTip, .. |

. Type the filz or Web page name:
*.
rQ IC:'I,My Cocumentsimap ko site.doc

slFEE O select Fram list: Erowse Faor:

My DocumentsiLizhCYUS Mew Microsoft Word Ca File. ..
E Recent  Faccess level 1- 99.doc —
Files E:\access level 1- d.doc weh Page. .. |
My Dacurmentsidbl . mdb —
Browsed  |E:\Coursesibccess\OverYiew-dec,doc
Pages E:\CoursesiAccess|Queries . doc

CWIRDOWS TEMP Y cover Fesume. doc
Inserted  [CHWINDOWS\TEMPYAssign]-PF.doc

Links #1Richard's resumeREYISED. doc
L \Progranm Files'l,DFFiu:eZEIIIIEI'I,TempIates'I,IDSSIPrDFLI Bookmark... |

P

E-mail Address QI I Cancel

Web Page link, File Link, New Document Link another place in current Project file...

o Tazk Mame Duration
1 Task to do 1 day?
. My Dacumentsimap ko sike,doc
3 acreen bp when hover over link




48

Linking Files
You can insert other Project files or simply have the resources as a separate file that you link
to as a resource pool.

Insert - Project where desired...(some problems with inserted projects like changes to
master do not effect slaves, links breaking is also a risk)

In Project 2000, you can sort the master file as one large group of items, before each file
could only be sorted as its’ own group.

Strategies for organizing a master project and subproject files

When you break up an existing project file into a master project and subprojects you
should consider reorganizing by logical groupings such as the following:

Tasks in separate phases of a project: For very large or complex projects, using
separate subprojects for each phase can make it easier to see the details of your
project. You can view the critical path of each phase because it is in a separate
file, while in the master project, you can see multiple critical paths, one for each
phase. You can still link tasks in different subprojects as you would tasks in a
single project, but it may be easier to separate into subprojects those phases with
the fewest dependencies to tasks in other phases.

Tasks falling in similar time periods: It's useful to organize tasks into subprojects
when there are significant gaps in time between chunks of work in an ongoing
project. By using subprojects, you can close out project files for periods of work
that are completed.

Different project managers' responsibilities: If you supervise several project
managers working on parts of a larger project or in a program with multiple
projects running concurrently, give each project manager a separate subproject.
That way, you can see the overall progress of the program and how their projects
or tasks fit within it while they retain the freedom to work on their subprojects.

Sets of interdependent tasks: Separate related tasks from unrelated tasks and
group each set into its own subproject. Keep highly related phases within the
same subproject.

Milestone scheduling: If you like to manage your projects by entering important
milestones, you can create a subproject for the tasks that are related to each
milestone. As subprojects, they are easy to roll up to a top level without having to
create a summary task for each milestone as you would normally do in a single
file.

By work site: If work on your project is done at separate sites, you may find it
convenient to schedule each site's tasks in a separate subproject. For example, if
you are manufacturing a product, work on some components may be done at
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different factories. You can create a subproject for the tasks completed at each
factory and create a master project for the product as a whole. This method makes
it easier to see exactly where work is being done at any time, and gives individual
managers more control over tracking the work at their sites.

Related resources: Separate tasks into subprojects by groups of related resources
so that those resources can manage their own tasks while you stay on top of their
status at the project level. For example, the tasks of the engineer and CAD
operator on each sheet of a large design/build contract could be in one subproject
while the construction manager would have another subproject. The project
manager would be able to see all the tasks in the subprojects within the master
project.

Resources assigned to repetitive tasks: If the project's task list contains recurring
tasks that are part of an internal process, it makes more sense to allow those
groups to schedule their own time and be responsible only for deliverables or
milestones. For example, if the accounting department is responsible for billing
cycles and audits entered in the project as recurring tasks, those tasks can be
added to a subproject and the manager of the accounting department can assign
the tasks to the various accountants working on the project.

Resources assigned to only one phase of the project: When small groups of
resources are assigned to or interested in only part of the project, you can put
them in a subproject. It more accurately reflects their view of the length of the
project because it spans the length of their involvement. This technique also keeps
the resource list of the master project limited to the resources that will be
involved throughout the project, which can look most realistic when reporting
resource information.

Different budgets: If you have different internal budgets from which you are
billing, it may be easier to view the budget totals if the tasks for each budget are
in separate subprojects. You can still view the project cost totals in the master
project, but you will have greater flexibility in viewing and reporting subproject
budget totals.
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Resource Pooling

In case you want separate control over resources or have multiple resource files or a shared
resource file with separate projects.

What is a resource pool?

A resource pool allows you to share resources among multiple projects. Using a resource
pool allows you to schedule resources' work across projects, identify conflicts between
assignments in different projects, and see how a resource's time is used in multiple projects
If you have people or equipment that work on tasks in multiple project files, you may want
to use the resource pool to centralize resource information, such as resource name, calendar
used, resource units, and cost rate tables, making it easier to administer. Each project that
uses resources from the resource pool is called a sharing file. You can use any other existing
project file as a resource pool, but it is recommended that you create a new project file just
for resource information to make it easiest to manage resource information and task
assignments between sharing files and the resource pool.

Tools — Resources — Share Resources

Share Resources EH |

Resources Far 'Kanmyr 1-Kamyr2-Brown Stack (FE.. '
™ Ise own resources

{* Lse resources

From: |Projects j

2n conflick with calendar ar resaurce infarmation
{* Pool kakes precedence

" Sharer takes precedence

(] 4 | Cancel |

Under On conflict with calendar or resource information, choose which file should take
precedence if resource information conflicts, for example, a standard rate of $30 in one file
and $40 in another. Click OK. Note that assignment information is never overwritten.

e Select Pool takes precedence if the resource pool file that you want to borrow
resources from should overwrite resource information in the sharing file. This option
is highly recommended.

e Select Sharer takes precedence if the sharing file should overwrite resource
information in the resource pool and other sharing files.

Note Resource information from each project is added to the new resource pool and made
available to each sharing file as it is shared.
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Resources

Perhaps best if the tasks are scheduled and linked as need be prior to assigning resources —
so conflicts show as true — that you have already assigned a person or Equipment to another
task in that same time slot.

Foreperson assigns resource to the task — Tradeperson / Operator / Equipment such as crane

To manage the window panes of MS Project, click into the pane you want to alter;

2 Task Mame Durstion Mlg MEEEEREE
1 =l PM& Shutdown Wo's 50 hrs S
Shutdovn 2 [ Stock Prep 49 hrs
3 Stock off &t Sam | 0.5 hrs
4 (4 Bail out Saveall Jhrs
3 VWazh-up Saveall | 2 hrs
= Drrain Silo 1 hr
7E Drain all Stock &% 12 hrs
g Lock out and lzal:| 1 hr
king 9 |4 B27E905SMUB A & hrs
Ganit 10 =l 6279M8:RPRHA 3 hrs I
11 |[d RFR HAMGEF 3 hrs I
12 |Ea RPR HAMGEF 3 hrs 1l
13 | [Ed F2AM N1 IMN=PFCT 4 5 hrs
* sl -
Mame: |F‘M5 Shutdown wid's Duration: |5EIh 3: I |Effart dii
Start: |'l.l".l'EI:| 19{12j01 05:| %] Finish |Fri 21/12/01 16:00 ] Taskbype: |Fixed Duratior
I |Resource Mame j Umits Wk, ID |Predecessar Mame
- =
o

So when you apply resources to a task — you will see easily who is applied and if there is a
conflict — will show up in red.



Resource Application Icon

&

Aszzign Resources EHE

Resources from: 'PMS Shuk down December 19 2.,

| DUFF Mew -ESIN - Cancel
Marne LInits
Burraws Faob -55MY

mk

Dakin Dave -65I0H

=l

ENMEVE

Diowney Mike -550'
Dff Mey 6510 Replace: .,
Duggan Dan -e5EL
Ewing Terry -65IN

Franklin Paul -65EL
zahle Cuincan -E5F]

A

Address, ..

Can select multiple people — Assign — leave window open for more assignments

Can Select person — Re-Assign Task to another person...(REPLACE)

Aszzign Rezources Replace Resource [ 2]

Resources from: 'PMS Shut down December 19 2, Replace:  Duff Mev -65IM

| DuFf Mev -65IN - Cancel with: 3 |

Mame Lnits Cancel
Burrows Fob -S5kY
+ |Chaisson Garth -850 100%:
Dakin Dave -85

Downey Mike -S5M)
J/ |Duff e -e5IN B100%, Replace..
Duggan Dan -65EL
Ewing Terry -65IN

Franklin Paul -65EL
zahle Cuincan -E5F]

| Ewing Terry -65IN -
3le|n] Marme Inits
Burrows Rob -SSRy
Chaisson Garkh -65]
Dakin Dave -65I0H
Dovney Wik -S50
Duff Mew -65IM
Address. .. Cuggan Dan -65EL
- Ewing Terry -65IN i

I

Remove

!

Also very easy to remove or re-assign Resource(s) with this method
As well shows conflicts right away

Can select multiple tasks — assign same person or multiple people to multiplr tasks.



Add / Remove Resource

Massive Replace?
a) Select column of tasks viewed

Tazk Name I::-E-]

b) Assign resource method 4
c) Select ‘sick’ or incorrectly assigned resource

AL LA I L

+ |Halford Richard -65
K aardal Rrwan -AETH

R%eglace... |
d) Select replace

e) Select replacement resource then OK — Then Close

Replace:  Halford Richard -65EL

Wit
— : Zancel |

| Franklin Paul -65EL -
Marne Inits

Ewing Terry -65IM _I
Franklin Paul -65EL

If need replacing in entire file —
Type over resource name on resource sheet

Warning: Remove a resource — if assigned anywhere — just disappears...best not to delete...

Empblo |Resu:uuru:e Marme |In'rtia|s | Trade |Elase Calendar | Ermipat |C|:| | Cremy
1 1 Burrowes Rok - 25k F Rl 24 Hours | 1179 |01 a5
2 2 Chaizzon Garth -65EL e EL 24 Hours | 1445 |1 B5
3 Dakin Dave -Galk O I 24 Hours | 1923 |01 G

| Dowyney hike - 33k ! Ty 24 Hours

S| Duff Mew -B5IM M M 24 Hours! 2228 1M | 65
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Resource Conflicts

With the bottom Window displaying the Resource Sheet, if you assign someone or crane to
a task overlapping time slots or working overtime based on their calendar — the name will
show in RED.

=l 6280450:REPLACE LC SCREEH MOQ°|  2-5PM-FOR-305-331

REPLACE LC SCREEN MOTOR 2-5PM-FOR-303-331

L
L

REPLACE LC SCREEN MOTOR 2-5PM-FOR-303-331

44
Tas |
Tag |
A

Fesource Mame |In'rtials | Trade |ase Calend&| Emp# |CD | Cresn
1 1 Burrows Rob -{|R L0 24 Hours 1179 ™M 55

il To toggle to all over-allocated Resources (Conflicts)

Selected tasks — shows the people working those tasks in bottom pane

When looking at Resource Usuage, Window Split - then change the bottom window pane to
Gantt to see where the person is working two jobs at the same time...

E_"| Flle Edit WYiew Insert Format Tools Project Window Help illl
B e o %= <t o e dh B G G 2 @ f 08 7= Fiters - [wo] [REP-shut] 0¥ 25% 507 75% 1odF [FMT] [Print]|
{010793600
Il | 03 Mar 'D2 =
(1] 1n] LG Rezource Name W 5 5 M T
= Unassigned e
] i repigoe famity calbie
k=3
1 = CARP E.HICHOLSOH
2h
1 3550 INSTALL SCAFFOLDING
63| 358329 SCAFFOLD REQUIRED
o 336[ 35-301 SCAFFOLDING RE'RE
4h |
»
03 Mar '02
Wo# | LAFo# |LADesc Task Mame Super LG i =
5 5 1] T
010793600( 03530030|BIN - 2 KAMYR INSTALL SCAFFOLDING KW 35-501
FIRES, SURGE EREN
010965500 03585230 |PIPING - M1 SCAFFOLD REQUIRED WE|  39-329
KAMYR DIGESTER
011594200 0353340 (&1 K. STEAM SCAFFOLDING RERE JBl 35-301 B 0 Mar 12:00
“ESSEL RELIEF. 8" [\}
011594300 035K3340(#1 K. STEAM SCAFFOLDING RERE JB|  35-301 B 03 Mar 12:00
WESSEL RELIEF. 8"
-
1 RV L|J




Resource Application Dropdown

Tazk Information BHE |
General I Predecessors : | Advanced | Mokes

Mame: |62??133:CLE.¢\N.¢'.NDLUBRICF\TESM.ﬁ.RTF Duration: |16h = Ok |
Resources:

| Cancel |

Resource Mame

Tip: Just key in the trade then first few letters of person’s last name — then drop down list —
will be ‘there’ to select person (resource)

Resource Marme
el il

AN [EL rillette Mike -65

Resource MName
EL Millette Mike -85 [+

EL Kaovasin Rauli -5 -
EL Milletke Mike -65

EL Orel Roy -65

Tip: Keyboard method — the first few letters as above, then [Alt] [Down Arrow]

Then [Arrow] down to resource desired and [Enter] it is selected and you are brought down
to the next row to assign another person if needed.

Resources:

BT L rilletre mMike -65 7|
Resources:
Resource Marme Umits
EL Milletke Mike -65 1007
w

Can add multiple resources to same task.
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Completed Tasks
Note: Editing a Heading WO completed (as deleting) - effects all sub-operations as well.

o* 25* 50* 75¢ jodf

50% done vs not started
if by error mark a task complete — just mark 0%

Filters

To show just what you nee to see...

Warning: Filters work on just expanded data (great when needed) so if you want to filter all
=B

data — expand all first - "

AutoFilter
“ HE ¢ @ aedéaEm = & C 7 @& i 03 T= Fters + [REP-Shut] [REP-Todo] 0¥ 25° 507 75° (0d° [FMT)

—__ : : - AutoFiler |

Auto Filter creates dropdowns for each of your columns...
So you can filter by Work Center of task / WO# / Hours / etc.

£ |Tazk Mame j erCF Resource Namj Duratij Penrj le Tyﬂ
1 = PM5 Shutdown wo's | 6hrs 0
2 = 2.5PM-CTR (Custom...) 16 hrs
3
4

0
: =3 B
EE EZ26957 2 REPAI 4 h 1 G269 Ph02
i AnZeslan arce IE
B27 7133 CLEAIR. W lznd b 16 h 2 G277 P01

Filter Dropdown;
WEE v
Completed Tasks

| Confirmed b
|Cast Greater Than...

Cosk Owverbudget

Created After,..

Critical
Date Range...

laMiothers

In Progress Tasks

Incomplete Tasks
‘LatefOrverbudget Tasks Assigned To... T




The Base Calendar;

The calendar the file is based upon — for working and non-working times & dates
Project — Project Info;

Project Information for "Kam._." EHE

Skart date: |Sun 24/02/02 &:00 AM j
Firiish dake: |"."'."EI:| 2710302 10:30 PM j
Schedule From: |F‘r-:ujeu:t Start Dake j

&l tasks begin as soon as possible,

Current date: | Tue 28/05/02 8:00 AM -]
Status date: |I"-.IF'. j
Priority: S0 =

Help | Skatistics. .. I (0] 4 I Zancel I

To modify the base calendar or to create other base calendars;

Tools — Change Working Time; you can select the day headings to change week days or
weekends and create your own ‘“Standard” — which will effect the resource “Standard”
calendar as well.

Change Working Time x|

Far: |Standard (Project Calendar) j

Set working time For selected dateis)
Leqgend: Select Datels); Set selected dakeds) bo:
""""" December 2006 - " Use default

" Monworking Eime

orking

Morweorking + Mondefaulk warking time

Frorm: To:
1| E I

|E-:IZIIZI A |4:nn P

Edited warking
i hours

2 this calendar;
Edits to a day of
= the week

! Edits ko an
. individual day

| |
(I |
| |

Help | e, ., I Cpkions, ., | O Cancel




New — to create new base calendars;
1

Create Hew Basze Calendar [ 2]
[

Marme:! |Night Shift

™ Make a copy of |24 Hours j calendar

(0] 4 I Cancel

New is based on Standard — 8am-5pm — 1 hour lunch

g {Creﬁg new base calendar:

Could make a copy of another calendar that is closer to what you want...

The resources can be based on this or other base calendars then customized for that
individual if desired.

Go to the Resource Sheet View

Scroll over to Base Calendar - select from the dropdown the closest for that resource
Accrue £ v Baze Calenda |

Prorated
Pror|Ms1 -

ProfMW1

Prof MWz

Prof M3

ProlM4

ro
——MightshiftRes

Prar
—PF1
Prar
—— Standard H
Prar .

WEarea - H

Prnt e T =TT

Then double click their calendar — Edit as needed;

| Costs | Motes

General

| Resource Mame: ICARP E.MICHOLSOMN I Base calendar: |DayshiFtRes 'l

Set working time For selected dateis)

Legend: Select Dateis): Set selected datels) to;
Working May 2002 = Al * Use default
SIMIT :’V ; g 45 = Morworking time
Manwarking = Mondefaulk working time
Edited working 2 (BT B |8 (o —I From: To:
Qelis 12 [13 [14 [15 |16 |17 |18 [8:00 am [1z:00PM
On this calendar:
. 19 [20 [21 |22 |23 [24 |25 | 1:00 PM | 5:00 PM
Edits to a dav of
——! the week

26 |27 29 |30 |3 I I
Edits to an
individual day LI | |

Help | Details. .. | ok | Cancel
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‘Wwhen you enter times For evening or night shifts that begin in the PM and end in the &M, Project stores the working hours in 24-
hour Format {one day). Therefore, the AM time must come before the PM time,

For example, lines entered in the following order would be incorrect,

7:00 PH 11:00 PM (Hours 13 tao Z3)
1Z:00 AM 4:00 AM (Hours 0 to  4)

The correct order For entering the lines is the following:

1Z2-00 AM 4-00 AM (Hours 0 ta 47
7:00 PM 11:00 PM {Hours 1% to Z23)

In this example the 12:00 AM to 4:00 AM are the last four hours of the shift From the night preceding, The 7:00 PM to 11:00 PM
hours ate the first Four hours of the beqginning of the present shift, Therefore the last Four hours of the present shift will be the first
entry on the next day. In the firsk example above, the time is seen as crossing over "bwo davs” (hours 19 to 23 of day 1, and hours
0to 4 of day 2).

T DL DL LI YL L

Frarmn: T
|12:EIIZI am |a:tu:| am

|a:|:n:| pri |11:59pm
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Customize Fields

Rename Fields

so you can find them easier;
Tools - Customize — Fields- Rename

Customize Fields

Field
O Task. & Resource Twpe: |Text j

Texkl -
WD (Textz)

Textd

Textd

Texts

Textd

Texty

Texts

Text2

Text1l0

Textil =

Rename. . Mefine Gukine Eode, ., |

Cuskan aktribukes

*pone O Yalue List,.. | = Farmula... |

Calculation For task and group summary rows

*Mone  © Rollum: j £ se farmiula

Yalues to display

 Data Graphical Indicators. .. |

Help |

Zancel |




Text with Value List

Value List for “TRADE™ EH |

Enter walues ta display in dropdown lisk

Ut Row | Copy Row | Paste Row | Insert Riow | Delete Row |
| N -

Fowe Yalue Descripkion
1| Ch A
2 —
3 [ioe
4 4+
o
6 ~|

[" Use a walue from the list as the defaul: entry for the Figld

Stk Defiaulb | (iEick buthon after seleshing apyalle above)

[akta entry options
" Restrick Field ko items in the walue list
% allow additional ikems to be entered into the Field
¥ append new entries ko the value list
[V Prompt before adding new entries

Display arder For dropdawn list

" By row number * Sork ascending " Sort descending

Cancel |

Import Yalue List., ..

Ex. for SUPV or TRADE, etc.

If restrict field; Creates a dropdown — exclusive;

Microszoft Project Ed

i‘: The valug is not walid.
"DF" is nat in the list of chaices For "SUPY." This field may anly contain walues fram the value lisk,

Can have default value as well as appendable dropdown list.



Calculating
Formula for '"Humber1* HE

Edit Formula

Mumberl =
[Murmber3] * [Murmkers] |

] slmool ] ~] ] =] <] <]>] aw] ok |nor]

Insert: Field + | Function « | Import Formula, .. |

Help | (] 4 I Cancel |

Could also be used to TRIM or change case of a field....UCASE, STRCONV

Graphical Indicators

Graphical Indicators for "Textb" |

Indicatar criteria For

% Monsummmary rows
" SUmMMary Fows

¥ SUTTErs FEE e CHbE T e e s LT ar Es
™ Project summary

¥ Projeck summarsoinherits criberia franm summmars: Fots

Cut Row | Copy Raow | Paste Row | Insert Row | Delete Row | TRADE
| equals - o
Test for 'Texts' Yaluels) Image 4
equals - [y @ Move
equals ol @ &

hd|
To display graphical indicators in place of actual data walues, specify the walue

range for each indicator and the image ko display, Tests are applied in the
arder lisked and processing stops at the firsk successful best,

® & €

¥ Show data values in ToolTips

Help | Import Indicator Criteria, .. | 0k, I Cancel




Custom Toolbar

Right click toolbar — Customize
View — Toolbars — Customize

Costomze U R@E|

| Commands | Cpkians I

Toolbars:

e,
IV Farmatting

™ Custom Farms

™ Drawing

V' Menu Bar

™ Resource Management
[~ Tracking

™ Wisual Basic Reset..,

Rename. ..

Delete

[ Database Upgrade Utiliby
™ Microsoft Project 95
™ Metwork Diagram

™ PERT Analysis =i

o

New;
Mew Toolbar E |

Toolbar name:
IShutu:Iu:uwns|

Then populate with Buttons from Commands tab by drag & drop

Toolhars  Commands | Ciptions I
Cateqories: Commands:
4 Show Subtasks ;I
= Hids Subtasks

-’b [ShowHide Assignments]

21 Shaw Al Subta

2 [ShawyHide Qutline Symbols]
Window and Help
Drawing =l Show LS
Selected command:
Description | Iadifs Seleckinn, = |

[E]
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Create Custom Filters

Project — Filters — More Filters;

More Filters EE |

Fiters: ¥ Task i~ Resource

all Tasks - e, .,
Completed Tasks

Confirmed : |
L Edit. ..
‘_nst Greater Than, ,, =4

Cosk Orvverbudget

Created After.., Copy... |
Critical -

Date Range. .. Qrganizer... |

In Progress Tasks

Incomplete Tasks

Lake/Overbudget Tasks Assigned Tao...
Linked Fields d

Highlight | .ﬁ.pplg I Zancel

Can Edit on to see the syntax required...

Filter Definition in ‘foundation-linked. mpp*

Mame: | IW/EL IV :Shawy in menu.
Filter:
Uk Row | Copy Raow Easte Ra Insert Row | Delete Row |
| N -
And/Or Field Mame Test Waluels)
Textd eguals
Qr i Texkd eguals

[ Show related summary rows

Help |

K I Cancel

Input box = value “Question” ?
All fields available and many conditions too

Show in Menu is very useful if use this filter a lot

Filter to show Tasks that are for trades that are MECH another for IN or EL

Organizer — to populate it to your Global template or another file



Create Custom Reports

Feeds from Custom Filters to isolate what you want...
View — Reports — Custom;

Reports

Z e

Overview, ., Current Activities., .. Caosks, ..

o

A=signments. .. wharkload. .. Cuskanm, .,

HE|

Close

'

Custom Reports EHE

Reporks:

Fesource (work) =] Mew, |
Resource Usage =
Resource Usage {material) Edit |
Resource sage {work) =
Should Have Starked Tasks

Slipping Tasks Copy... |
Task,

Task Usage Qrganizer. .. |

Tasks In Progress

Tasks Startini 5007
-
Preview | Setup... | Prink I Close

Select one close to what you think you want

Copy
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Give a descriptive name;

Taszk Report |

Definition | Details | Zart |

Marme: IREpDrt 1

(8]4 I
Period; IEntire Praoject j Zancel |
Sk 1 . Text... |
Table: IEnI:r';.f j
Eilter:
Created After, .. -
E:E:;:ﬂange. . _I

In Progress Tasks

Incomplete Tasks -

Details to show on report;

Task Report EE |
Definitian | Sart |
~Task, -hssignment ————————————
N MNotes | Mokes
[ obiects [ achedule L':Ell
[ Predecessors [ Cost Tet. .. |
[ Successors [ wiork

[ Border around details
[ Gridlines between details
[ Show kotals

Sorting order tab as well...



Baselines

When you first save a Project it asks you if you want to save it with a baseline...

Planning Wzard E |

Would you like to save a baseline for ‘Projectz.mpp'? & baseling is a
snapshot of wour schedule as it is now. It is useful because vou can
compare it with laker versions of wour schedule to see what changes
hawe been made.

You can:

" Save 'Projectz.mpp’ without a baseline,

% Save ‘Project, mpp' with a baseline, i

Ok I Cancel Help

[ Don't tell me about this again,

If you do, the main baseline is the “before” picture. As you make alterations, the tracking
Gantt view compares that to the baseline. You can save multiple baselines (interim plans),
such as on each morning of the shutdown.

Tools — Tracking — save Baseline — to over-write it or save another baseline.

Save Bazeline EH |

" Save interim plan

SO | Skark/Finish j
Start1Finish1 =

For: % Eptire project € Selected basks

Help | (0] 4 I Zancel |

It

| I L L I (e L

] 0%

Trackin
zankk

Grey is before — blue is after, red is critical path
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Reschedule Uncompleted Tasks

During a shutdown you may fall behind schedule and need to re-schedule the un-completed
tasks. This can be done for you;

Tools — Tracking — Update Project;

Update Project H |

™ Update wark as complete through: I'-.-'-.-'eu:l 29/05/02 j
% SEf 15 - I00EE complEte
07 SEd 8k ot LSS cormplete: anly

= Rescheduls uncompleted work bo start after; | QRSN

For: % Entire project " Selected tasks

Help | K I Zancel |

Entire Project or tasks that you have selected...to Jun 5;

& | TaskMName ‘ Duration || 26 May '02 02 Jun '02 09 0
slemMlTwlTIFs{sM[TIw]TIF[s[s[M
1 | task 1 dary”
2 [ taszk? 1 dary”
3 tazk3 1 day’
4 [FH [ task | 2.5 days’
| ]
5 |Ed tasks 1 dary”
(i ] Task Mame Duratian 26 sy ‘02 02 Jun ‘02 08 Jun
sleMlTwlT[Fls[sm[Tw[T[F[s]S[M]]
1 e task1 1 day’ .
2 |4 tamk2 1 day’
3 tazk3 1 day’
4 |E | taskd | 2.5 days"
L
5 tasks 1 day’

Perhaps save a copy first as well as Baseline...



Macros

To automate any repetitive actions within software... (WORD / EXCEL / ACCESS /
POWERPOINT / PROJECT )

e Edit — Replace
® Group Edit (Select multiples — Task Information)
e Custom Filters

Ex. — to format tasks depending upon the TRADE of the task..

Steps;

1. Filter to show the tasks of that trade or group of trades (MECH)
2. Select all

3. Format — Bar Styles

4. Show all tasks again

Could create the one macro (EL/IN) then copy it and link to the other filter (MECH) so the
macro would cycle through both groups.

Tools — Macro — Record New Macro;

Record Macro EHE |

Macro name: |F|:|rmat_Trau:Ie|

Shortcut kes:  Chrl + I_

Skore macro in: | Global File j
Description:

facro Macrol
Macro Recorded Wed 2900502 by FC-1010765.

~Row references —————— - Column references
% Relative & Absoluke (Field)
= absolute (100 = Relative

(] 4 I Cancel

Run the Filter EL/IN;
Tools — Filter — More Filters (or on MENU?)

Select the column header to select all tasks
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Format — Bar Style — Select desired look for TASK middle...

Bar Styles |
Zub R I Haste Ha I Insert Rawe I
| -
Ak ki
Marmne Appearance g = BILaIn:Tima - Frorm To
Task lormal W Red Start Finish
Splik Marrnal, Splik O] ellow Skark Finish
Progress Morrmnal B Lime Ackual Skart CompleteThrough
Mileskone Mileskone B squa Skark Skark
Summary aurmary Wt Skart Finish
Rolled Up Task Mormal,Rolled B Fuchsia Skark Finish v|
KIS O white [
B Maroon
B Green
Ve B clive I

Skart Middle End

Shape: | j Shape: Shape; | j

Tvpe: | j Pattern: Tupe: | j

Color; | j Colar: Zolor | j

Help | (] 4 I Cancel |

OK
Filter — Show All...

Tools Macro — Stop Recording



Edit Macro...

Tools — Macro — Macros;

Macros

Macro narme:

=
[%]

| Format_Trade

IIE
3
—

Format_ Duration s
Cancel

ReskMgmt_TaskEnkry
Rollup_Formatting
Toggle_Read_Only

Ilpdate_File

Macros in:

Skep Inko
Edit

areake

Al

Delete

Options. ..

B

|F'.II Open Projectks

L]

~Descripkion

Macro Farmat_Trade
Macro Recorded Wed 29)05/02 by FC-1010765.,

i Microsoft Visual Basic - GLOBAL MPT
| Fls Edt Yiew Insert Format Debug Run Tools AddIns Window Help

[_ (O] ]

P
&
ProjectGlobal (GLOBA = |
(21 Microsoft Praject Obj
(7 Forms
=45 Modules
i el Auxiliary
Ll Format_Duration
22 Modulel
gl Module?
o} Rollup_Farmattin
41 & vBAProject (foundati—
&% vBAProject (NEXT SD.
LESTTY

Modulel Module -

Alphabetic | Categerized |

MM Module1

H . =eao o], 8B B e
1

£ GLOBAL MPT - Module1 (Code)

(General) =] [Format_Trade -

[_ (D] ]

Sub Format_Trade (]
! Macro Forwat Trads
' NMacro Recorded Wed
Filteripply MNeme:
Select TaskColunn

End Sub

GanttBardtyleEdit Item:="1", MiddleColor:=12

29/05/02 by FC-101076S.
="IN/EL"
Coluwn:="Text1"

il Start| Y iciosoit word - New Proi.. | E5qinbox - Microscht Dutlook | 8¢ untited - Paint | EJMicrasoft Prciect - NEXT 5. |[#Microsoft Visual Basi..  |Q¥ETR® aa5rm
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Copy & Paste Code
Then Alter to requirements. ..

Sulk Format Trade ()

' Macro Format Trade

' Macro Eecorded Wed 29/05/02 by FC-1010765.
Filteripply Nawe:="IN/EL"
GelectTaskColumn Column:="Textl"
GanttBar3tyleEdit Item:="1", MiddleColor:=1:2

Filterdpply Name:="411 Tasks"
Filteripply Nagne:="MECH"

GelectTaskColuwmn Column:="Textcl™
GanttBar3tyleEdit Item:="1", MiddleColor:=14

End 3Sub

Errors can happen in macros, typos, or if try this macro and have no EL/IN trades, it will try
to select all and format bar styles of “nothing” ...
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Cheat Sheet

Insert Task [Insert] or [Ctrl][+]
Delete Task [Delete] or [Ctrl][-]
Screen up [Page Up]

Screen down [Page Down]

Top [Ctrl][UP ARROW]
Bottom [Ctrl][Down ARROW]
Select Group Select first then [Shift] select last
Select Toggle [Ctrl] clicking

Find [Ctrl][{]

Replace [Ctrl][h]

PROJECT 2000: File - Save As - '98 version - location? desktop?
do not do FILE - SEND (Sends currant file in 2000 format! )
Attach icon from desktop to email it out in '98 format...

Video glitch — PageUp/down to fix

*Flex time vs Lag Time (can show slack time as below)




