Additional Notes for Microsoft Project

Mark Simon 2007
Customising the Environment

Accessing
Tools.Customize.Toolbars...
Recommended Options

Customize EJ

Toolbars I Commands ;| Qptions

Personalized Menus and Toolbars
¥ show Standard and Formatting toolbars on bwo rows
¥ always show full menus

=

Reset menu and toolbar usage data

Other
I~ Large icons
¥ List font names in their fonk
IV show ScreenTips on toolbars
I Show shortcut keys in ScreenTips

Menu animations: |[System default)

Close

¥ Show Standard and Formatting toolbars on two rows

V' Always show full menus

¥ Show Screen Tips on toolbars

¥ Show shortcut keys in Screen Tips
Office 2000 and before

™ Standard and Formatting toolbars share one row

™ Menus show recently used commands first (Short menus)
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Custom Toolbars

Creating a Toolbar

1. Toolbars.New...

Toolars | Commands | Options |

Toolbars:

v Standard
[ Formatting
[~ Callaborate

] Toolbar name:

[ Netwark Diagram

Close

2. Name the toolbar

3. Double-Click the title to dock the toolbar:

Mtv

Adding Items

1. Select Commands Tab

Customize r?

Tookars [ Commands ! | aptions |

To add a command to a toolbar: select a category and drag the
command out of this dialag box ko & toolbar,

Categories: Commangs:

| M.,

|

1 Mew

5 open..

[ [Close/Close and Return]
el [Save/update]

[5ave Offline/Oriine]

Window and Help

£

v
‘ Rearrange Commands... |

Close

2. Drag an item from the Commands Pane to the Toolb  ar:

i

Make sure that you drag it inside the toolbar!
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Useful Tools
Category
View
Window and Help
Edit
Tracking

Useful Options

Tools.Options...

Command

| View: | |v|

|:_.'.- Delete Row |

[ Project Statistics... |

View Date Format: Mon 28 Jan '02
¥ Show project summary task
Interface [ Display Project Guide
Schedule Show assignment units as a: Decimal
Mark Simon 2007
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Customised Views

Including the Task Sheet in the View Menu

View.More Views ...

Creating a Split Task Sheet View

1.

More Views

(3

Wiews:

Resource Graph ~ [det. ..

Resource Marne Form

Resource Shest Edt...
Resource Usage

Split Task Sheet:
Task Details Faorm Copy...
Qrganizer ...
Task Name Form
Tracking Gantt -
Apply Cancel

1 Task Sheet
2 Edit

3 ¥ Show in menu

New...

Define New View

Help ‘ Ok Cancel

@& Combination view

View Definition in ‘rostadium.mpp’

Mame: [Pt Task Sheet

Views displayed:

Topi  [TaskSheet

Bottom: |Task Form

¥ Shaow in menu

Help

Name: Split Task Sheet
Top: Task Sheet
Bottom: Task Form

¥ Show in menu

Switching Views

To switch from a split view to an unsplit view, hold down the key while

choosing the next view. (Only in the View Menu)

Mark Simon
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Changing Text Format (Task Sheet & Resource Sheet)

Method

Useful Formats

Eont:

Format.Text Styles ...

Item to Change: m

Fonk style:

[avist

Arial Black
O &vial Narrol

I Underline

Color:

w
) avial Rounded MT Bal ¥

Sample

=

Task Sheet

Resource Sheet

Item to Change: All

Choose Font, Style and Size

Critical Tasks

Milestone Tasks

Allocated Resources

Mark Simon
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Inserting Columns in Task Sheet

1. Right-Click on column header

| cutcel
23| copy cel
[ paste

Paste Special...

Insert Column...
W Hide Column
A Fort...
Text Styles...
Customize Fields...

4] sortby...

Select Insert Column---

Column Definition

Fekl e -
Title: [

Align title: |Center j
Align data: ~ [Right -]

wiidth: 10 j [V Header Text Wrapping

IMEMDdE.H‘ Best Fit \ ok Cancel |

2. Choose a Field

Column Definition

Field name:
Title:
Align title:
o datg: | VES Predecessars
Al datat g 5y ccessors
Work hd
wickhy e = -

IMEMDdE.H‘ Best Fit \ ok Cancel |

3. You can rename a column by entering a Title

Column Definition E|

Figld name: |Start -

Title: [Projected Stan

align title: |Qanter -

Align data: ~ [Right -

wiidlth: 10 :‘ ¥ Header Text Wrapping
MEmode. | gestrt | [ ok cancel |

Useful Columns

Task Sheet (Entry) WBS; Work; Cost; Fixed Cost

Resource Sheet Work; Cost

Task Sheet (Tracking) Baseline Start & Finish; Start & Finish (Renamed to
Projected)
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Changing Resource Assignments

MS Project attempts to calculate the amount of work (effort) using the

following formula:
Work = Total Units * Duration

Once a non-zero work value has been determined, MS Project will seek to

keep the same values after the re-assignment.
Changing Resource Units
There are two main settings:
Fixed Work will keep the total work, and re—adjust the duration
Fixed Duration will keep the duration, and re—adjust the work

By default, tasks are set to Fixed Units. However, when you change the units,

they behave as Fixed Work tasks.

eg Work = Units * Duration
80 = 2 & 40
Increasing the Units to 3:
Fixed Work (Units) = Less Time
80 = 3 * 262/3
Fix Duration = More Work

120 = 3 * 40
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Adding Resources

By default, Tasks are Effort Driven, which means that additional resources

share the overall total work. This will result in reducing the duration.
eg Work = Units * Duration

80 = 2 & 40
Adding 1 unit of a new resource:

¥ Effort Driven = Shared work

531/3 = 2 * 262/3
262/3 = 1 * 262/3
80

[~ Effort Driven = More work

80 = 2 * 40
40 = 1 * 40
120

Summary

If you are adding or remove resources, check Effort Driven.
If you are changing resource unites, check Task Type.
Avoiding Calculation Issues

You will probably find that it is much easier to calculate the Work hours
yourself and enter both the units and work. As long as they fit in the allocated
availability (that is, your total work for a resource does not exceed units *

max units), Project will accept your changes.
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Elapsed Lag Time

Entering an elapsed lag time of 100eh will finish 4 hours (100 - 4%24) later. If
this is during the night (non—-working hours) the next task will not commence

till the following working time.

However if the elapsed time finishes during working hours, the next task will

follow immediately. This may cause problems with your scheduling.

Keeping your Settings

Tools.Organizer...

Organizer §|
Fields Groups
Calendars Toolbars Maps
Forms Tables Filters
Vigws I Reports Modules
'GLOBAL.MPT' "Rostadium.mpp's
EBar Rollup ~
Calendar << Copy
Descriptive Network Diagram
Detsil Gantt
Gantt Chart k|
Leveling Gantt
Milestane Date Rollup Rename...
Milestone Rollup
Multiple Baselines Gantt
Nehwark Diagram
Relationship Diagram
Resource Allocation
Wiews available in: Wiews awailable in:
GLOBAL.MPT -l ‘Rustad\um‘mpp -l

This allows you to copy your settings between the project file and the

GLOBAL.MPT.

1 Select a tab.
Select an item in one of the windows.

Copy

Useful settings:

Views Task Sheet; Resource Sheet
Tables @ Task Entry; Tracking

Tables & Resource Entry

Toolbars (Your personal toolbar)

Note that the new Toolbar will normally be created in your global.mpt file,

while the table views will be created in your document.
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Shortcut to your Directory

You can either use the Save As--- or Open- - dialog for this.

Tools.Add to “My Places”

The icons in the left are still large, so you might select small icons:

File.Save As... (File.Open...)

Save As

Savein:

&2 course Fies

v @~ @ X - toos-

My Recent
Documments

@

Desltop

My Computer

My Netwark
Places

My Documents

File pame:

| wordnotes.doc

o

[ save |

Save as byps: |Wurd Document {*.doc)

9

Cancel
|

AN Delete

Rename

Del

Tocls = |

Add to "My

Properties

Places"

Map Network Drive. .

Save Options. ..
Segurity Options...
web Options. ..
Compress Pictures...

Save Version. ..

Right-click.Small Icons

Open

Move Up
Move Down

small Icons

v @~ @ X - toos-

Savein:

&2 course Fies

[y Recent
“J Documents

(2} Deskiop
a

Documents

M Netwrk
Places

R
Computer

() Course Files

File name:

| wordnotes.doc

o

[ sve |

Save as bype: |word Document (*,doc)

9

Cancel
2
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