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Preface

This book is one of the additional reference sources that
focus on Project Management for all students who take
Computer Application Subject or who are interested in
this topic.

The book s originality is evident in the easy-to-
understand content, which is presented in a compact
format to make it easier for students and readers to
make references. The book is illustrated with photos

that are linked to the issue being addressed, in order for
the students to be able to relate to the real-life
situation.
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CHAPTER 1] PROJECT OPTIONS

PROJECT OPTIONS SETTING

There are many project s basic options and settings that can be customised
in MS Project so that every schedule is set up the same way.

In this topic, we will learn how to set options to make it easier to start
scheduling a project. These basic options are fundamental to starting a
schedule on the right foot.

Changes to these settings can be made from the File tab, often known as
the Backstage, or through the Microsoft Project user interface on the
ribbon.

Microsoft Project offers three (3) types of options in the Project Options
dialog.

These option types include:

¢ Application Options -

These options control how the software looks and works, and they impact
every project you open. You only need to set these options once, as they are
not project-specific.

¢ Project-Specific Options -

You can set these options to any project currently open. Because these
options are project-specific, you can specify different options for each
project, depending on the type of project.

e Options for All New Projects

These options impact all new projects created from the Blank Project If you
regularly create new projects from a blank project, you definitely need to
set these options so th o not need to set them manually for every
new project yo a




Setting Your Project

Enter Plan Title and Other Properties

The MS Project, like other Microsoft Office programs, maintains track of a variety of
document attributes. Statistics, such as the number of times the document has been
updated, are among these features. Other characteristics include information about
a plan that you would want to keep track of, e.g., the name of the project manager,
the project title, or search terms to aid in finding it. Majority of these characteristics
are used in Page Headers, Page Footers, Reports, and Views when printing. The
Properties dialogue box allows you to review and make a note of these properties.
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Currency Formatting

Default currency is USD, you need to change it based on country used, as

Malaysia we change to MYR
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Options Schedule Setting
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The Project Schedule Setting Options.
1. Run Microsoft Project === open a blank project.
2. Click on File tab === select the Options menu item..

3. The project options dialog appears as figure in above
4. Select the Schedule item.

5. Choose the All-New Projects option from the picklist after finding the
scheduling options for this project area.

6.0n New tasks created === Auto Scheduled.

i. Set Auto scheduled tasks scheduled on ===3 Project Start Date.
ii. Duration is entered in ===g Days.

iii. Work is entered in —) Hours.
iv. Default task type === Fixed Duration.

v. New tasks are effort-driven ===$ uncheck.

vi. Auto link inserted or moved tasks === uncheck.

vii. Keep task on the nearest working day when changing to
Automatically Scheduled mode === uncheck.

viii. All other checkboxes in the scheduling options section === check

ix. Click OK button.




Advanced Setting
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The show project summary task dialog box

A common mistake people make in Microsoft Project is to create a task
with the project name at the very top of their project plan.

Microsoft Project will do this for you automatically by displaying the
project summary task.

Since the pfoject summary task is not a default optidn, you need to enable it..
Follow these steps to display the project summary task at the top of your
project:

i. Go toFiletab == Options menu item.

ii. The project options Hialog appears as shown above

iii. Click the Advanced item.

iv. Locate the section titled "Display choices for this project" and choose
"All New Projects” from the drop-down menu...

v. Tick checkbox of tHe Show project summary task.

vi. Click OK button




Practice 1

You want to establish a new company and need to
develop a business plan. Before you begin working on
your MS project, make sure you have the following
configuration and options:

1. A new task on the status bar show: Auto scheduled
2. Currency in Ringgit Malaysia

3. Start working day on Monday

4. Auto Project Summary task Appear

5. Setting an Author and Manager of the project
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Scheduling Techniques Overview

A schedule is made up of all the activities involved in planning,
implementing, and completing a project within the time frame
specified. A project schedule assists in prioritizing and organizing the
work required to complete a project. Furthermore, it aids in the
selection of the best candidate for the position as well as the
efficient distribution of available resources.

A schedule is a list of all the tasks that must be completed within the
time frame specified during the project s planning and execution. A
project timetable aids in task prioritization and project completion.
Furthermore, it aids in making the best hiring decisions and making
the best use of available resources.




Task Relationships

This chapter describes how to control task scheduling with constraints, view
task relationships with Task Path, changing task link relationships, delay a
preceding task, adjust the working hours for specific tasks, use Task Kinds to
control task scheduling, and use Task Inspector to view task schedule

specifics.
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All tasks in this Gantt chart view, regardless of their ties to predecessor and
successor jobs, have the same bar and link colours.

Enable Task Path Predecessor Formatting to view the preceding tasks in a task

sequence.
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Task Path formatting highlights the Gantt bars of task 7 s predecessor tasks in

There may be a large list of tasks that came before it, but which of them is in

charge of scheduling the current task? Task Path can be used to visually

discern these driving ancestors.
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Task Path format gives the Gantt bars of task 7 s preceding driving tasks a
dark orange glow.




sing the Task Path style, format a task s
predecessor or successor tasks.

1.Ina Gantt chart == task name column.

2. 0n the Format tab == Bar Styles group ==
Task Path button == Select the choices
you need.

Remove Task Path formatting

1. Select Format tab ==PBar Styles group ==
Task Path button == click Remove
Highlighting.

Modify the relationships of task link

There are four (4) different kinds of task dependencies or
relationships:
¢ Finish-to-start (FS)
The predecessor task s completion date determines when the successor
work will begin.
 Start-to-start (SS)
The start date of the successor task is determined by the start date of
the predecessor task.
¢ Finish-to-finish (FF)
The successor task s completion date is set by the conclusion of
the predecessor task.
e Start-to-Finish (SF)
The predecessor task s start date affects the successor task s
completion date.

Activities in Project are automatically given a finish-to-start relationship when
they are linked using the Link Tasks button on the Task tab in the Schedule group.
This is acceptable for a lot of activities, but as you polish your plan, you will
undoubtedly need to change certain task linkages. The jobs that require
relationships other than finish-to-start relationships include some of the

following.




As soon as you begin working on an illustration assignment for a book, you can
begin setting pages (a start-to-start (SS) relationship). The total time required
to complete both tasks is decreased because the two tasks are performed
simultaneously.
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In a a start-to-start relationship (SS), the predecessor task s start date sets
the start date of the successor task.

The start of the succeeding work is delayed by
this lag time by 7 days and 2 hours.
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Add lag time to the relationship to create a pause between the predecessor s
end and the start of the successor.

When two tasks are linked from finish-to-start:
e The successor task starts before the predecessor task is finished because of
lead time.
e Due to lag time, the successor work begins after the predecessor task has
been completed.
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The default task relationship for a project is finish-to-start (FS)

e For example, it is feasible to begin preparing book editing before the
manuscript is ready. However, it cannot be done until the manuscript is
completed. You want both chores completed simultaneously time.(a finish-
to-finish relationship).
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The finish date of the predecessor task dictates the finish date of the
successor work in a finish-to-finish relationship (FF).




To change the sort of task relationship that exists between tasks
1. Choose a successor task that you want to modify..

2. Click Information button in the Task tab. View the Task Information
dialogue box, which displays details of the selected task.

3. Select Predecessors from tab menu.

4. On Predecessors tab, in the Type column, choose the form of relationship to
establish between the tasks., then click OK.

5. Click OK.
To add time between related tasks as a lead or lag
1. Select the successor task which you want to add lead or lag
time.
2. Select the Information button in the Properties group of the
Task tab.
3. Select the Predecessors tab in the Task Information
dialogue box, and then choose one of the following options:
e For a predecessor task, specify the exact lead value in
the Lag field. Negative lag values represent lea
values. Lead can be stated in terms of working day:
(for example, -2d) or as a percentage of the prior
tasks duration (for example, -25 percent ).
e Put the appropriate lag value in the Lag area for a
preceding task. For lag values, positive numbers are
used. Lag can be stated as a number of working days
(for example, 3d) or as a percentage of the prior task s
time (for example, 50 percent ).
Teck Informstion x

General [ Fredesessons | Resources | advancea| Motes | Custom Fietas |

Hame: | Choose a Date Duration: | 1day 5 [C]Estimatea
Predecessars:
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i Start Finish-to-5tart [F5) od

Help III Cancel




Task Scheduling Constraints

Every task you enter into Project comes with a constraint. A limitation governs how
far an automatically scheduled task can be postponed. The constraint details of
automatically scheduled jobs can be managed.

However, you cannot change the constraint type or specify a constraint date when
working with a manually scheduled task .

Constraints are divided into three categories:

¢ Flexible constraint

¢ Semi-flexible constraints

With this restriction, a task has a start or end date boundary. Within
that limit, however, Project has the scheduling flexibility to change a
task s start and finish dates.

¢ Inflexible constraint

A constraint that requires a task to start or end on a specific date. MSO
(Must Start On) and MFO (Must Finish On) are both rigid limitations.

Click the constraint indicator in the Indicators column to reveal the constraint

type and date.
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Using a task constraint

1. Select the task to which you want to apply the constraint.

2. Click the Information button in the Task tab s Properties group.

3. Select the Advanced tab in the Task Information

dialogue box.

4. In the Constraint Type box, select the constraint

type you want.

5. Enter or choose the preferred date in the

Constraint Date box, then click OK.

All constraint types, with the exception of As
Soon As Possible and As Late As Possible, demand

a constraint date.

TIPS

The Task Information
dialogue box can be
opened by double-

clicking a task name.

4

/
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Help.

To remove a task constraint

1. Choose a task to which a constraint has been applied.

2. In the Properties group of the Task tab, select the Information button.

3. Select the Advanced tab in the Task Information dialogue box.

4, Select As Soon As Possible or As Late As Possible in the Constraint
Type box (if scheduling from the project finish date).




SET UP A CALENDAR

Adjust working time for individual tasks

Here are some scenarios in which a task calendar may be useful:

e You re working on a task that needs to run overnight, and you re using the
Standard base calendar as your project calendar. Your typical working hours are
8:00 a.m. to 5:00 p.m.

¢ You have a task that needs to be completed on a certain weekday.

¢ You have a task that needs to be completed over the weekend.

Create a new base calendar.

1.0n Project tab, Click the Change Working Time button in the Properties group to
access the Change Working Time dialogue box.

2.Click Create New Calendar in the Change Working Time dialogue box to launch
the Create New Base Calendar dialogue box.

Create Mew Base Calendar *
Mame: | Calendar 1
(®)|Create new base calendar)

(O Make a copy of | Standard | galendar

|

Give a new base calendar a name that makes
sense to everyone who will be using it.

3. Type the name of the new base calendar in the Name Box, and then select
one of the following :

o C(lick Create New Base Calendar to make a new calendar with working hours of 8:00
a.m.-5:00 p.m. Monday-Friday.

o To make a new calendar that is based on an existing base calendar, select Make a
copy of from the drop-down menu and choose the base calendar you want from
the list (24 hours, Night Shift, Standard).

4. Select OK.
5. Enter the particular working time exceptions or overall modifications you
desire for this calendar on the Exceptions and Work Weeks tabs of the Change
Working Time dialogue box.
6. To close, click OK.

Cgeate New Bage Calendar x

Hyme: | Calendar 1

|
You can change Calendar 1to New Name ®) Create pew base calendar

Bdake a copy of | Stamdard | galenase

[ Candel

M6)



To use a base calendar to complete a task
1. Select the task to which the base calendar will be applied.
2.Click the Information button in the Task tab s to launch the Task
Information dialogue box.
3.Select the Advanced option from the drop-down menu.
4.Select the base calendar from the list of available in the Calendar box.

Tetie Infearmation x

Genwral| Peegteessors| Revourees Advanced | Notes | Cumom Fietas |

Hame: | Disperse Dunstigee | Sy -3 [Estimsted
Consbisn btk

Deadline |"-|- ”J

Cemnstraint trge: At Sgen A Portible ~] Censiraint dage: [na -]
Taik type: Fiued Units w | CJestget driven

Calendar: |m | [l samesuting spnores resource calendar

WS code 8

—

) tark task s milestone

o o] s

Apply a base calendar to a task using Calendar field in
the Task Information dialogue box.

5. Close the dialogue box by clicking OK.

The base calendar is applied to the task. In the Indicators column, a
calendar icon appears, informing the task has a task calendar assigned to it.
6. Point at the calendar icon to see the calendar s details. The calendar
details are displayed in a ScreenTip.

Task

“ Mode = Tatk Name = Duntion - Start -
0 - Neat ahrs Thu 28/7/22
20 LL‘-'I‘_-. T, Pilenarts Ddays Thu 28/7/22

By The calencar My Calendar ' i
a5signeed o the tak.

The calendar show s on Screen Tip displayed




CHANGE WORKING TIME

A project that you create schedules work using a base calendar that is set up by
default. This may be a standard Monday through Friday, 8 AM to 5 PM workweek, or
it could be something else that better fits the requirements of your organization.

If the working hours for your project are different from the standard hours, you
can:
¢ Adjust the project calendar s working hours to fit your needs.

OR

¢ (Change to a different base calendar (24 Hours or Night Shift, for example).

Change the working hours for your project.

If none of the base calendars available match the regular working schedule for
your project, you can change the project s working days and hours to make sure
that work is scheduled appropriately.

Is there a similar schedule being used by other projects? Create a new basic
calendar for your project s schedule to save your teammates time!

Let s start make a change

Change Warking Time x

Fid galendar, | My Calendar w Creste Hew Calendar . |
Calenaar My Catendar ' i a bate

itk on & day bo b it working times:  Waorking fimes for May J1, 2022

May 2022 -
W] T[wWiTh F|S]S Sty
1
2|3 (4|5(|s|T]8
9 |0 |11 |12 |13 |14 115 Based on: i
T e Defautt work week on csencar | CLICK 0N Work Weeks tab
ey Calendas .
23 |24 |25 |26 |27 |2B |29
~Hl .

Hame sart | Firein [" Ll
:'—1 Defaut) s A | B Click Details button

After finish setting

Click Ok button when
finish.




Let s Set working time for My Calendar

Click on Use Project default times
for these days.

Select the days that should use the
default working hours, which are
8:00 A.M. to 12:00 P.M. and 1:00
P.M. to 5:00 P.M., Monday through
Friday, and nonworking hours on
weekends, and click OK.

Details for [Default]

Set working time for this work week

Sglect day(s):

(@) Use Project gefault times for these days.
() Set days to ponworking time.
() Set dayis) to these gpecific working times:

From | To |

i

Help Cancel

Details for '[Default)

Set warking time 107 this wark week

Sglect dayls):

) s Project detault times for these days,
() St days to ponworking time.
(%) Set dayis) to these gpecilic working times:

T

Fra
N T T

2 Z00PM (500 PM

=

Help Cangel

Click Set day(s) to these specific
working times for standard time
working and click OK.

To set the working times for the
selected days, type the times that
you want work to start in the From
column and the times you want
work to end in the To column.

Click Set days to nonworking time
by choose the days which no work
can be scheduled. The change that
you make will be reflected in all the
months in the calendar.

Click OK

Details for '[Default]

Set wiorking time for this work week

Sglect dayls):

(®) Set days to ponworking time,

Help

Then,

Right-click the task, choose Information, select the Advanced tab, and then
select the calendar from the Calendar list.

() Use Froject default times for these days.

() Set dayls) to these specific working times:

Canicel




Create a recurring task
In calendar program like Microsoft Outlook, recurring tasks in Project are similar to

recurring appointments. You can specify its repeating pattern (for example, once
daily or once weekly) as well as the timeframe or number of repetition.

To create a recurring task

Click on Task tab =) go to Insert group =) Click on Task = Click on Recurring Task

— e - L % —
il e (L = % B [ P
By - ] = . -
fat | IPusts Bry H-A- %@ : - mx Information . Editing
hart - - ¥ L L e = - = [ 1} 1 -
WView Chpkpard Font ] Sehvechale Tasks i Tak
Task .
& = Ustof Guests SOdays  weda/20/22  Zlesfsfzz  aas D BenkRew
) = ExitInvitation 2 days weds/zo/zd Thugaoizz 6 Bb Import Qutook Tesks
Fard
Recurring Task Informatson X
Tosk Mame: | Meeting Duratione 14 a
Recurrence pattem
O iy Recurevery |1 - weekish on:
) weeky

Oimontpy  [sungey  ClMenday (ITuesday [ Wdnesday
O jearly Othugsdey OlErigey [ sgturdsy

Range of recurrence

Start: [Tut-ﬂﬂmi v] (I End after: 0 > ogoumrences
@endey | Thut2sez v

Calendar fer scheduling this task

Calepdar: encar OO [ 5eheduling ignores resource calendars

Help Cangel

Recurring Task Information dialogue box

1. Type the name of the recurring task in the Task Name area.
2. Type the duration of each recurring task instance in the Duration field.
3. Specify how frequently the task should recur under Recurrence pattern.

4. Enter a start date in the Range of Recurrence box. You have the option of
specifying a specified number of occurrences or specific end date for the end date.

5. To use a specific base calendar for the task, select it under Calendar for scheduling
this task. Select the Scheduling ignores resource calendars check box if you want
the specified calendar to override resource calendars.

6. Select OK.




Allocating resources to a recurring task

1. Pick the summary recurring task and then expand it.
2. In the Resource tab, click Assign Resources button.

3. In the Assign Resources dialogue box, choose the resources you want to attach

with the recurring activity. To choose many resources, keep holding down the Ctrl
key while selecting other names.

4. Select OK.

Assigning resources to a particular example of a recurring task

1. To see the instances of the summary recurring task, expand it.
2. Choose the precise occurrence to which a resource should be assigned.

3. On the Resource tab. click the Assign Resources button

4. In the Assign Resources dialogue box, choose the resources you want to attach

with the recurring activity. To choose many resources, keep holding down the Ctrl
key while selecting other names.

5. Select OK.
et B
E
é
¥
: S,
Task _ Resource
/ Moce = Task Hame v Duraion « Stt = Finish  + Predecessors v Names ||
] - 4 New Bussiness  86days  Tue Tue
Flan 15/3/22 17/s/22 |
e m [ s meetig a6 days  Tue1s//zz Tue 175722

¥ This tisk occurs 4 times bebween  [day Tue 15/3/22 Tue 15/3/22
m Mon 1473/22 and Tue 3173722,

w | o e S

day Tue$/4/22 Tue 5/4/22
Sk S B ek

% g.:hc:!:\:m andaed’ 15 assigned iy Tue 26/4/22 Tue 26/a/22
%EE' - Meating 4 1day Tue17/5/22 Tue 17/5/22

Recurring setting for meeting during a project planning




Examine resource allocations over time

A resource s maximum units and resource calendar determine its capacity to
operate in a given time period. Allocation is the link between a resource s
capacity and its task allocations. A work resource could be any of the following
at any one time:

¢ Underallocated: The resource s assignments do not use up all of the
resource s working capacity. :
o Example: In a 40-hour workweek, a full-time resource with just 25
hours of work assigned is underutilized.

e Fully allocated: The resource s assignments have used up all of the
resource s available capacity.
o Example: A full-time resource with 40 hours of work assigned in a 40-
hour workweek

¢ Overallocated: The number of assignments assigned to the resource
exceeds the resaurce s maximum capacity to work.
o Example: A full-time resource who is allotted 65 hours of work during
a 40-hour workweek is overallocated.




Practice 2

Once the configuration and settings are complete, create
the task and specify the start and end dates for each task
to establish a new company for the planning project. se
the following steps to create a project plan.

e
Initiation Planning ‘ Execution
|

Monitoring

Closure and
Controlling

Create tasks for each cycle to detail the planning. Assign
resources for each task such as based on organizational
setting or equipment needed. From the task set the :

1.Task Relationship

2. Set Resources

3. Set the constraints

4.Create your own Calendar
5.Change working time

6.Set a recurring task for meeting
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CHAPTER 3| VIEW AND REPORT

View and Report Overview

The most crucial duty of a project manager is to communicate the project
status to key stakeholders. A project with poor communication is almost certain
to fail, even while good communication does not ensure project success.

The following questions must be addressed in order to successfully
communicate project status: Whom and why should be updated on the project s
progress? What kind of format or degree of detail are these people looking for?

The best time to address these questions is during the project s early planning
stages. Following the start of the project, your major communication role will
be to update the status of the project. This can take a variety of forms:

¢ Reports on the status of the project in terms of cost, scope, and schedule.

e Progress reports that detail the project team s individual accomplishments.

¢ Forecasts that indicate how well a project will perform in the future




Project Status: View and Report

The project manager s attention switches from planning to obtaining, analyzing,
and disseminating performance information once work has begun and the
baseline for a plan has been established.

There are 3 (three) main things to ask when analyzing project performance
details in most plans:
¢ |s the plan on schedule to conclude when we expect it to at the current rate of
completion?
e \What about the plan s length, scope, or cost changed?
¢ How much has the plan s development cost thus far, and how much more is
anticipated going forward?

By comparing the results to the baseline, the project manager and other
stakeholders may assess the situation and decide whether corrective action is
required.

When actual or scheduled performance deviates from the initial plan, a variance
arises. Variance is typically quantified in terms of time (days behind schedule) or
expense (dollars above budget). Following the completion of initial planning,
many project managers devote the majority of their time to finding, researching,
and responding to variance. You must first detect variance before you can
respond to it.
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Display the project summary task off”the
Format tab in the Show/Hide group to see the Complete planning task
overall project-wide numbers. In tabular for Open House Event

views like the Gantt Chart and using views,
you may also use a number of useful tables,
like the Cost and Variance tables. The task-
and resource-specific chapters that follow
this chapter go into further depth about these
tables. . . i+ Wi




View Project Statistics

H -

File

Task

i [ Get Addeins E ii @ D E)

Subproject Addin: = Project  Custopn Links Between 'WBS Chang
8 by Addkins 4 Project ~ Working T

Inzert Auededime Froperties

Click on Project tab == Project Information in Properties group ==
Statistics button

Progect Infermation for ‘Open_House” X
startgete | IENEERR ] current dste: | Fn 3522 -]
Einish date: Wed 2777722 - gtatus date: | NA |
Schedue from: | Project Start Date | catencar Standard V|
Al tasks begin a5 s00n as possible, Priodity: 500 %
Enterprize Custom Fields
Department:

Custem Field Name

Help | | statistics.. | E | cancel

Get a quick "status-at-a-glance" overview of the situation by using the
Project Statistics dialogue box to start.

Project Statistics for ‘Open_House.mpp' X
Start Finish
Current Tue 19/4/22 Wed 27/7/22
Baseline Tue 19/4/22 Wed 27/7/22
Actual Tue 19/4/22 INA
Variance od od
Duration Waork Cost
Current 71.5d Oh RhIG,450.00
Baseling 71.5d Oh RiIG 450.00
Actual 16.33d oh R 175.00
Remaining 55.17d Oh RIMG,2T35.00
Percent complete:
Duration: 23% Work: 0%




View Report on Dashboard

Open_Housempp - Project Prafessianal

He! Foxit PDF

P Acrobat

Click on Report tab =» Click

u
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You can choose the elements yo
report.

Dashboard report that includes”

¢ "Project Overview"

e "Cost Overview"

e "Burndown reports”

FE Ll ] E-. = & fal o
Compare Mew  Dashboards Rewqma Cosu In ngru; Gulmg Custarn Recent Visual
Projects | Repart - - - Started - - - Reports
Pralect View Reports Expart

on New Report in View Reports group

g v

Ne\)v Report

Make a’new rep'orrt‘ .

i

é Reports can be U

u want to include while constructing a new

Click Report tab ==3 on View Reports group == Dashboards == clickon the

Dashboard report you want.
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Use the Project "dashboard" reports for reporting and analysis of wide
schedule and expense changes. We Ll start by examining the Project Overview
report.
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PROJIECT OVERVIEW 100 sanmssuissass
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The "Project Overview" report clearly displays the plan s overall
completion percentage of duration (in this case, 23%), a completion
percentage of each summary task, and other information.

The overall progress of the summary tasks and milestones is the main
emphasis of this report. Sharing this report with project stakeholders who need
a high-level overview is a great idea.

When producing cost-focused reports, start with the "Cost Overview" report.
This report includes the total scheduled cost as well as the plan s current cost
status.

COST OVERVIEW

M6,450.00 =

P oo D D D D D
Fo @ P s
&g F L&

RM®6,275.00 e s — oo o

woe
s
0
e
s
20
e

o

b
. imgiemestmn
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The Plan s total and remaining expenses, as well as previous and
anticipated cost trends, are displayed in the Cost Overview report.




The "Burndown" report is also another cost report that is essential for total
cost reporting.

BURNDOWN

IWI NSAT NI MVEID ANWR IWI LR IER

P - WS WA OWSAD AR SUWE DA WVH B0

e Bt Rermaring Cumulitoe Woet B Errmaring Tl = Aniining Tatk —— Bomaning Actesl Fmky

hiee comgited e b

The Burndown report assists you in determining when the project will be
finished at the current rate of work.

This report outlines the amount of work completed, the amount still to be done,
and the anticipated pace of completion.

View Other Report

P

F ENFECK

Dashboards Costs In Progress Getting ©
= = = © Stamed -

Overallocated Resources |

Resource Cverview

k |
~ Task - Durati
de x| BH H—

laiog [ More Reports... i

Programeer [—

i Wk w Reraining Work

IMCATED RESOURCES

Display the Overallocated Resources

When a resource is scheduled for more work than they can reasonably
complete given their regular work capability, this condition is known as

overallocation.




Cash Flaw

Cost Owverruns

[Earned Value Repart

Resource Cost Ovenview & ye 1973
Start Task Cost Overview Tue 19/4
Choose [G] Mare Reports... | Tue 19/4

Batwal Cont Baneline Cost Burmaining Lot Tk Viariance

RM175.00 RM6,450.00 RM6,275.00 RMO.00

CASH FLOW

o0 000 | | The tuary incows the propeea s cumutacies Cot and the Cost per S
T st The CBGES 1oF & SIVeTenl B (hod, dcbel] W EO Spdions ries the Fuekd Lt
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mpleTEnTaTOn RMAE,000.00 RMODO RME00000  RMODD RMODO RO

To see the cost of the plan and its accumulated cost values over time,
display the Cash Flow report.

TASK COST OVERVIEW
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The Cost Distribution pie chart in the "Task Cost Overview" report totals task
costs according to their level of completion.




Display the Cost table in the Task Sheet view

1. On the View tab == click "Task Views" group === got to Other Views
to display the Task Sheet view == click Task Sheet .
2.0n the View tab == Data group ==» Tables == Cost.

Display the Cash Flow report / Task Cost Overview

TIMELRE
i
H

(B
=
=

1.0n the Report tab == View Reports group == Costs.
2.Select the report you want

et

E

!§>li1__l?i'l')_g|:ie§s —

Fouxit PDF

| B ECAE & @ | s

?_Exémin'e .Hrdvy*%ur,p

ards Resources Costs g Getting Custom Recent Visual
e B B = |Started~ - - Reports
é c View Re Critical Tasks L
Task N Late Tasks | «|s 5
i Open H E | Mll!!tmneg.eptlt Jﬂ ]Tlllwm |.
+ Planning Slipping Tasks Tue 19/4/22
Start [E  More Reperts... Tue 19/4/22

The "Late Tasks" report s primary focus is the current date, unless you specify a
different status date.

LATE TASKS

Tarsich 1Pt st L0 ik Covmomend iy The Sbturs bt & Lnsh 5 Bt 105 Bl chate Mt (it o 1 1 Pt ST g a1 plavncs

M Stwrt Firany W Complete  Memaining Work Forsours r Marmes
[CEL Wed MY Twldir BN L)

oStk Compiets o Stk Lite

LATE TASKS

o S Fumure Tatk

Use the "Late Tasks" report to concentrate on tasks that were finished
or will be finished later than expected.




Display the Cost table in the Resource Sheet view

1.0n the View tab === click "Resource Views" group === "Resource Sheet"
to display the Resource Sheet view.
2.0n the View tab =3 Data group === click Tables == select Cost.

Sort resources by cost amounts

1. Present the Cost table.

2. Click the AutoFilter T dropdown arrow next to a column heading: Cost or
Variance === Sort Largest to Smallest from the menu that
appears.

Display the Cost table and cost details in the Resource Usage view

1.0n the View tab ==» "Resource Views" group ==» "Resource Usage" to
display the Resource Usage view.

2.0n the View tab == Data group ==» Tables =) Cost.

= |nthe "Resource Usage" view, the "Cost table" can be seen.

3.0n the "Resource Usage” Tools =3 Format tab =) Details group =)
Cost detail to add to the time-phased side of the view.

4.To add more time-phased details ==» Add Details ==) Detail Styles dialog
box open. Then, in the Available Fields list ==»cost-related fields add

== Show.

Display the Resource Cost Overview report

On the Report tab ==» "View Reports" group ==» Costs ==» "Resource Cost"
Overview.

use.mpp - Project Professianal

View Help MAcrobat Foxit PDF

b, MG

uL [k [ | ! Getting Started
In Progress | Getting | Custom Recent Visual : ‘.:: = : = =
2 © | Reports . Learn the ins and out:
ports Best Practice Analyzer Export i Project. -

Creste reparts

[
~|F 5

it H““i'i Get started with Project m |“ f
Organize tasks 22 N ‘

Share with your team 272 Ti
! E More Reports... 22 Ti




Practice 3

Create a report for each of the progress and costing
involved from the project plan in Practice 2
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CHAPTER 4| FORMAT AND PRINT

Format and Print Overview

You can learn about some of MS Project s more complex formatting
choices in this chapter. An effective format can be very helpful for
delivering information to resources, clients, and other stakeholders.
Some formatting options in Project are comparable to those in style-
based word processors like Microsoft Word, where applying a style
once has an impact on all content in the document. In Project, styles
can be used to alter a certain type of Gantt bar s appearance
throughout a plan, such as a summary bar. Additional formatting
options are provided in this chapter, including task-specific
formatting and formatting of some of the most popular views.

This chapter explains how to format and print views using Project s more

sophisticated formatting and printing tools.




Organize Global Template

When you open Microsoft Project, an empty project file contains all of the typical
Views, Tables, and Calendars, but no Tasks or Resources. The Global Template for
Microsoft Project, which is a file with the name Global, contains all of this
information.

Click File tab =—> click Organize Global Template —> windows popup appear

Project] - Froject Profmusonal ] LTI R S R
Info
T Copy path
B Project Web App Accounts Project Information -
isase ot dorssected to Peagect Web g Taa Dite Tadey
o Fnizh Date Tesdary
Schedulefrom  Suan
. ComemtDate ey
Organize Global Template ‘St Date Todday
Mowe viewn, reperts, and
Oparigey | 0t globultomlate. ;:“’
Cwganizer x
Views | mepents| Madules| Tabies | Fimess | catendars| s | Fiels | Growss|
"Open_Housempp':
Ganst Chart
Ganst with Timeling
T Timeline
Rename...
Debete...
Help.
Wiews availafle inc
Oipen_House mpp -

Organizer popup show the calendars available in project planning

Oeganizer X
wiewt | Repests | Modules| Tabtes| Filess Mg | Fields | Groues|
“Glabal MPT: ‘Open_Houiempp':
Wy Cadenciar
Wy Calendar Sandaed
st

Standard Sopyer |

Regame.

Debete...

Help.

Cabendars agailable in: Catendar: availagle in:
Glabal MFT > lonﬂLHnusu!pp -




Format a "Gantt chart" View

Different types of items can be formatted to alter how they appear in a Gantt chart
view. You can accomplish this by using the "Bar Styles" dialogue box. A Gantt chart
view s formatting and bar style changes only impact that view.

On Gantt Chart Tools ==» Click on Gantt Chart Styles group and select the styles or
click on small arrow on the bottom of the left side ==3 Bar Styles Dialog box were
open

L] Critacal Tasks - | i Outline Number
= - . — = i s
] Stack I | S| mmm| - | [ Poject Summary Tk
Task Baseline Sippage Fy Iy
Bl Late Tasks  pgen - - d “1 | [ Summary Tasks
Bar Styler Charn Style. & Shebeis/Hide

Bar Srybes X
Tyt R PasteFow | [reert Row
| Mame | Appearance |Sbo« For ... Tasks !M From To l ied
| Task P Normalacive Not CritcalMot Wi 1| TaskStart  TaskFinish |
Split coeeeeecee. | IpOPIALSEEE Active Mot Critical b 1|Task Start Task Finish
Milastone * | Milestone sctive ot Group By Su, 1| Task Finish Task Finish
Summary L T [sumenary active hot banually Scb| 1| Task Start Task Finish
Project Summary || ! |Project Summary 1| Task: Start Task Finish
*Group By Summary | | 1 | Group By summary 1|Task Staet Task Finish
“Roled Up Task [ | vormal Rolled Ujp Mat Summary,! 1| Task Start Task Finish
“Roled Up Spiit Mormal Rolled Wp Split Mot Sumn, 1| Task Staet Task Finish
“Rusbed Up Progress | = |MarmalRalled Up Mat Surnmary | 1|Task Start ComplteThicugh
“Rolied Up Miliestone | rlgstone Rolled Up, Not Sumimas| 1| Task Finish Task Finish
“Delrrerable Stan i Delrverable 1|Delrerable Stan | Delrverable Star
“Delrnerable Finish 1 [eveliverable 1|Delwerable Firish | Deliverable Finish ]
*Delverable DUration| ————— |Deliverable 1|Deliverable Stant | Deliveratde Fanish l-
Test (2
Start Middie End
Supe: ~|  shme |: _V| shap: | v]
e - Patiggr: [ | T |
cone I - Cyen | | coor | |
in o] [ canen

To change the appearance of entire categories of items in the Gantt
chart views as demonstrated above, use the Bar Styles dialogue box.

The formatting modifications you make to a certain bar type (critical tasks, for
instance) or other elements in this dialogue box are applied to all of that bars or
other items in the Gantt chart.




Format a Timeline view

The "timeline view" is a convenient method to understand the plan s "big picture.”
In a single Timeline view, you can display one or more timeline bars, each of which
can be customized separately.

On View tab === Split View Group === tick on the check box of Timeline

Open_House.mpp - Project Professional santt Chart Tool Asrrarizan

Repart } View Help ¢ % Gantt Chart Farmat w el me what you de

1 [[Z Resouree Usage - 21 5ot~ 5 |IMe Highlight] = | | Timescale: Q ~ | ] Timeline |Timeline - - -

¥ [EResourceshest = | B Outine - 'V [[NoFiter] - || [Months -|= [ Details N: =]

' C —

¢~ T Other Views ~ cliTables - B!||No Group] - = Window L) =
Resource Views Data Zoam Split View Window

Click on Display on Timeline to appear the Planning Task

Sumenary Task Infarmation x
General | peesncessors | Resourens| Asvancea| Motes | Custom Firtas|

Hime:  [Plansing Dursticee | 70 days | 2 Ertimated
Bercent complate | 24% Prigrity | 500 5
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Create a custom report

Any combination of data that you desire can be included in custom reports. To
communicate information that isn t available anyplace else in Project, you can really
integrate tasks, resources, and other data into a single report.

Custom report to be consider for any of the following elements:
e Charts Create a report with bar, area, or other sorts of charts.
e Tables are used to present data in a row-and-column format.

e Add images to a report, such as JPEG or PNG format files.

¢ Insert and customize pre-made shapes like speech bubbles, circles,
and arrows. Shapes are a great way to draw attention to important
information in a report.

¢ Boxes for text Insert a Text Box anywhere on a report..

The "Insert group” in the "Report Tools Design" tab contains the buttons for adding
various components to a report.

Retaunce Report Wor
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To add elements to a report, use the buttons in the insert group of the
Report Tools Design tab.

Use these features in a Project report the same way you would in a PowerPoint
presentation or an Excel spreadsheet in Microsoft Office.

Charts and tables are distinct from the rest of the report s components. Charts
and tables use data from the project s open-task plan s and resource fields. As the

underlying data in the plan changes, the field values on a chart or table will be
immediately updated.
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Create A Bar chart for Progress report

Add Chart to a Report

1.0n the "Report Tools Design" tabe Insert group, > Chart to open

the "Insert Chart" dialog box.

2.0n the left side of the dialog box === choose chart types you want ===

select the specific chart layout you want.
3. Click OK.

to the report.

The project displays the Field List pane and adds the new chart

4. Drag the chart to position anywhere you want it on the report.
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The Chart Tools Design and Format tabs show up when you add or select a chart.
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Drag the chart to the desired location on the report.

features like data labels.

data series using the buttons on this tab.

The Design tab is where you can get creative. Using the buttons on this
page, you can alter the chart s format and appearance as well as add

The Format tab is located on the toolbar. Format chart elements such as




Change a chart's format and style

1.Click on the chart.

2.0n the "Chart Tools - Format" tab ==» choose the chart elements, and other
options you want.

3.0n the "Chart Tools - Design" tab == choose the layout, color, or style options
you want.

Add Table to a report

1.0n the "Report Tools - Design” tab==» Insert group —
click Table.
2.Drag the table to any place on the report

You can also add a table report and customize the table.
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Print a View or Report

A printed view of a project is more than just a pretty way to display project
information. It may occasionally be the best course of action. You can share views of

Project that exactly present the data you want to convey.

A view, report, or calendar can be printed in Project in a manner that is quite similar
to that of other Office applications:

e Choose File==» Print =» =
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Make a report ready for printing

e Format the report

To ensure that the report only contains the information you want to print, create it
and make any required edits.
You can change the colours and add visuals, as well as add charts, tables, and
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https://support.microsoft.com/en-gb/office/work-with-calendars-in-project-323ff403-a676-428c-be11-6942bfb7210c

View the Print Design
1. On the report, choose the "Report Tools - Design" tabé "Page Setup"” group
ﬁ Select following options : "Page Breaks", "Margins", "Orientation", or "Size".

2. The report will display recommendations that adapt to your decisions.

3. To set other print options,

o C(lick File tab == Print =3 select options under Settings.
Settings

e, Pk Enfire Propect .
“  Prind the peoject from start 8o fnab

Add a header or footer :

Pages | o - 1

1.Click the Filetab == Print =) Pagesetup . .. .. .. =
2.Click on the Header or Footer tab. W= 2
3.Use the Left, Center, or Right text boxes to enter your text.

4, To format the text or add items, use the buttons beneath the text box:
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Prepare a report for printing

Format the report
' See the print layout as you work on the report

Put a header or footer

Choose your preferred viewpoint.

To display only the information you want to share, change the view.

As an illustration:

a. To display just top-level tasks, hide subtasks.
b. To emphasize certain information, sort tasks or dates.

c. Temporarily hide columns on the printout

Practice 4

From the Project plan from Practice 3, format each as
follow:

1.Bar Styles
2.Timeline view
a.Show each phase involved
b.Format the timeline
c.Show each subtask in the timeline
3.Custom report as chart, tables or images included.




Keyboard Shorcuts

© General Shortcuts

Open an Existing project ( Ctrl +0)
Create a new project (Ctrl+N)
Save a project (Ctrl+S)

Print a project ( CtrlL+ P)

Closeafile (Ctrl+W) 2= Navigation and Views 3%
Close project (Alt . F4)
Help (F1) Up one Screen (Page Up)
Spell check ( F7) Down one Screen ( Page Down )
Zoomin (Ctrl+/) Show filtered tasks or resources (F3)
Zoom out (Ctrl + Shift +*) Display Field Settings (Alt+F3)
Show task or resource information
(Ctrl+F2)
Hide subtasks ( Alt + Shift +-)
+ Editing % Show all tasks ( ALt + Shift +*)

Cut (Ctrl+X)

Copy (Ctrl+C)

Paste (Ctrl+V) _

Undo (Ctrl+2)

Redo (Ctrl+Y)

Find (Ctrl+F)

Create a hyperlink ( Ctrl+K)
Add a new task (Insert)

2= Formatting 3%

Cancel and entry ( Esc)
Bold (Ctlrl+B)
Clear/reset field ( Ctrl+ Delete)

Italics (Ctlrl+1)
Filldown (Ctrl+D)

; i Underline (Ctlrl+U)
Link tasks (Ctrl +F2)

Unlink tasks ( Ctrl + Shift + F2)

Set task to manually schedule
( Ctrl + Shift+ M)

Set task to manually schedule
(Ctrl +Shift+A) )
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