M P @ G Microsoft Project 2016: Desk Reference Guide

Set application default options

Before Starting Your First Project

Create a profile to connect to Project Server or
Project Online

1
2.

Open Microsoft Project 2016.
When the application has opened, press the
Esc key on your keyboard.

Click on the File tab in the upper left corner.

On the Info tab click the Manage Accounts
button.

Info
E Projet

Manage
Accounts

In the Project Web App Accounts dialog, click

the Add button. Give the account / connection

a name, and specify the URL for your Project
Server / PWA / Project Online instance. Also
check the Set as default account option and
click OK.

Account Properties X

Account Mame:
Local Vanilla Admin

Project Server URL:
http://ew-svrld: 100

Set as default account

Select the Choose an account option and click

OK.

Praject Web App Accounts X

Ayailable accounts:

Mame URL Default
Computer
Local Vanilla Admin http://ew-svr04:100 Yes

Add... Remove Properties... Set as Default

Current account:  Computer
To switch accounts, select Choose an account below, and then restart Project.

When starting
() Use my default account

(®) Choose an account

7. Close Microsoft Project 2016.

For more information about Microsoft Project, visit our website at mpug.com

1.

Open Microsoft Project 2016. Click OK on the
login dialog.

When the application has opened, press the
Esc key on your keyboard.

Click on File tab in the upper left corner.

Click Options to open the Project Options
dialog.

{
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Account

Options

In the General tab uncheck “Show the Start
screen when this application starts”.

Project Options ? x
-
o4, General options for working with Project.

Display o

Schedule User Interface options

Proofing ScreenTip style: | Show feature descriptions in ScreenTips -

Save

Project view
Language

. Default yiew: | Gantt with Timeline -
Advanced

Dateformat: | Wed 28/01/091233  ~
Customize Ribbon

Cuick Access Toolbar Personalize your copy of Microsoft Office

Add-ins User name Rob White
Trust Center Initials RW
‘Always use these values regardless of sign in to Office.
Office Background: | No Background  ~
Office Theme: White

Start up options

I Show the Start screen when this application starts I

0K Cancel

Select the Schedule tab.

General

Display
e
|| Proofing

Save

Select All New Projects from the Calendar
options for this project dropdown.

Project Options

General

Change options related to scheduling, calendars, and calculal
Display

Schedule Callendar options for this project: || 5] All New Projects +
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8. Set the calendar options for your organization.

Project Options ? X
General e =
ener Change options related to scheduling, calendars, and calculations
Display
Schedule Calendar options for this project: | §5) All New Projects ~
Proofing Week starts on Mondsy  +
Save Fiscal year sterts in: | January  +
Language
Advanced Default start time: | 09:00 = These times are assigned to tasks when you enter

2 start or finish date without specifying a time. If
you change this sefting, consider matching the
project calendar using the Change Warking Time
command on the Project tab in the ribbon.

Default end time:

Hours per day: 8

Customize Ribbon

Quick Access Toolbar
Hours perweek: | 40

Add-ins
Add-in: Days per menth 20

Trust Center

9. Select All New Projects from the Scheduling
options for this project dropdown.

X
Generel Schedule
Display
] Show scheduling messages G
Schedule

Show gssignment units asa: | Percentage

Proofing
Smve Scheduling options for this project: || @) All New Projects +

Language New tasks created: Manually Scheduled ~

10. Select Auto Scheduled from the New tasks
created dropdown.

X

General Schedule
Display

] Show scheduling messages
Schedule

Show assignment units as a: | Percentage
Proofing

Scheduling options for this project: | 5 All New Projects +

Save
Languzge New tasks created: AutoScheduled =
Advanced Auto scheduled tasks scheduled on: | Project Start Date ~

uirabinm ic snbarad in: [—

11. Select the Advanced tab.

General |—D

Display
Schedule Gener:
Proofing v se
Save Br
pr
Language o
Advanced
Project

Customize Ribbon

Quick Access Toolbar

Plannir

12. Select All New Projects from the Display
options for this project dropdown.

Project Options ?
e

General

Disable hardware graphics acceleration
Display
Sehedule Display options for this project: | @) All New Projects |+
Proofing Minutes: | min - Weeks: | wk -
Save Hours: | hr - Months: | mon -
Longusge Days day - Years  [yr -
S 7] Add space before label

Show project summary task
Customize Ribbon 7] Underline hyperlinks

13. Check the Show project summary task
option.

Project Options

¥ FUTUTIaC Ay U TSR VIS, AT, TS, and gruups e gt

General
Disable hardware graphics sccelerstion

Display
Schedule Display options for this project: | ] All New Projects ~
Proofing Minutes: | min - Weeks: | wk
Save Hours: | hr i Wonths: | mon
Language Days: day - Yearss | yr
Advanced | Add space before label

| Show project summary task
Customize Ribbon 7] Underline hyperlinks

14. Click OK.
15. Close Microsoft Project.

Starting Your First Project
Create a new project

1. Open Microsoft Project 2016.
2. Upon opening, Project will automatically set
you up with a blank project.

Open a project from an existing file

1. Open Microsoft Project 2016.
2. Click on File in the upper left corner.
3. Click on Open.

Ope

m

4. Select the appropriate folder and file and click
Open.

Open a Project from a template

1. Open Microsoft Project 2016.
Select the File tab.

3. Select the New menu item and click on the
template icon.

For more information about Microsoft Project, visit our website at mpug.com
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4. Select and download your template.
(C]
[ Nev
&3 [ 4
= |
Adjust the Calendar
1. The default Microsoft Project calendar is called

Subproject .‘ My Add-ins ~

Standard. To view and change this calendar
with Project, select the Project tab on the
ribbon under Properties. Click on the Change
Working Time button.

=] & = Gantt Chart Tc

Report View  Team Format

F e P2 =
P Store = D
a oF CE )

Project  Custom Links Between WBS Change
Information  Fields  Projects - | Werking Time
Properties

Insert Add-ins

Once the Change Working Time dialog box
opens, you will view the Standard Calendar.
To set a holiday as a non-working day, click on
the Holiday Date. Click in an Open Exception
line at the bottom. Enter the holiday name.
Click Enter. Recurring holidays may be entered
by clicking Details while selecting the holiday
entry.

To change daily working time, click on Work
Weeks at the bottom. Click on Details. Select
days of the week to be changed, Click the
third radio button on the right and change
the working times. Click Enter.

Click OK to close the box.

Change Warking Tma.

|[EPr—— oo coman .
s v e e 27, 0
cxsne
Onft e ko e S,
=

= P | [ =}

Set the Project Start Date and apply the

Project Calendar

1. Click the Project tab, then click Project
Information.

2. Enter the project Start Date.

3. Select the project Calendar and click OK.

Project Information for 'Project’ x

Start date: ~ ”@nent date: | Man 10/10/16 0%:00 - ‘

Finish date: Mon 10/10/16 09:00 Status date: | NA v‘

Schedule from: ‘ Project Start Date ~ |I Calendar: | Standard v‘
All tasks begin as soon as possible. Priority: 500 :

Create Tasks

1.

Ensure the Gantt Chart view is active by
selecting the Task tab on the ribbon and
clicking the Gantt Chart button.

=R

File Resource R
‘-D EEE:;; M (

Gantt Paste
Chart ~ -
View Clipboard

* Format Painter

Click in the Task Name cells of the first empty
task row and enter the name for the task /
summary task.

View Clipboard Font Sche

Start
Mon 10/10/16 09:00

TIMELINE

Task
O ode - [ TaskName

0 - 4 i 0 days Mon 10/1
Plan project activities|

~ | Duration ~ Start

Press the Tab key to move to the duration

column, and enter the duration in days.
.
=

Mon 10/10/16 02:00

Task
Q@ iode + TaskName
- 4 Projectl
1 I -

~ | Duration ~ Start

?  Mon 10/10/16 09:¢
12 < |Mon 10/10/16 03:01

Plan project activities

Create additional tasks and milestones as
required for your project. Milestones are
created by specifying zero days of duration.

100ct 16

Task
© | Mode v | Task Name ~ Duration - Start “llsim T w T

0 - 4 Projectl 15days? Mon 10/10/16 09:00
1 - Planproject activities  2days  Mon 10/10/1609:00
2 = 0t One Activit 1dav?  M0n10/10/1609:00
3 - Kick OFf 0days Mon 10/10/16 03:00 > 10/1|)
4 = Desig Sdays  Mon 10/10/16 08:00
= Build 15days  Mon 10/10/16 09:00
6 = Test 8days _ Mon 10/10/16 09:00
7 = Deploy. 5 days 10/10/16 09:00

0 days

8 5 [Sprint Complete

NG/ 16 09:00 & 10/10 ]

Tip: Keep your duration in the

same units (e.g. days)

For more information about Microsoft Project, visit our website at mpug.com
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Creating a WBS / Outline Structure
Make a task (or milestone) a child of the preceding

Inserting and Deleting Tasks

To insert a new task row into the middle of your
task by selecting it and clicking on the Indent Task
button on the Task ribbon tab. You can select multiple

project schedule, select a task and either:

tasks if there is more than one subtask. e  Press the Insert key on your keyboard, or;

Task Resource Report Project View Tearn Fe L ng ht C|ICk the row and Se|eCt Insert TaSk.
— sl Cut o
= 0 ;;’C” Calibri A -] - -—-——-—-—
Ry Copy ~ _ . .
ot Pt e BT U 2o [T @ A blank row will be inserted above the selected task.
at-|| -
View Clipboard Font ] Sc
10/16 00 . . .
u = To delete a task from your project schedule, right click
S
o
= Start
= o 101016 on the task and select Delete Task.
Task L
0 Made ~ | Task Name ~ Duration = Start L
0 -y i Task Calib -1 -5 3
] 4 Projectl 15 days Mon 10 [ ] Mot «  Task Name alibn €«
1 - Plan project activities 2 days Mon 10/ . —_————— B I D-A-mc3®.
5 . . 0 - 4 Projectl N o oo
2 - 4 Sprint One Activities 15 days Mon 10/ - — i -
1 | - Plan project activities 3 A Rann1ni10/16 09:
3 - Kick Off 0 days Mon 10/ N - — X CutCel y
- 2 L3 4 Sprint One Activities )/1609:
4 - Design 5 days Mon 10/ B
= 3 - Kick Off b2 Copy Cell )/16 09
5 - Build 15 days Mon 10/ - -
4 - Design & Paste )/16 09
6 - Test 3 days Maon 10/ B - Buid Yea
7 - Deploy 5 days Mon 10/ = = o Paste Special..
8 - Sprint Complete 0 days Mon 10/ ‘ = Test =y Scroll to Task /TR
B P P ¥ 7 - Deploy = 1/1609:
8 - Sprint Complete /16 09:

Create Task Dependency Relationships

Inactivate Task

A Manually Schedule

Creating relationships between tasks creates the
timeline of the project. Select a task; hold the Ctrl key Tip: Pressing the Del key will remove the contents of
and select a second task, then click the Link button on
the Task ribbon tab. The first task becomes a

predecessor of, and drives the start date of, the

the selected cell; it does not delete the task.

second. Working with Resources

H - B Gantt Chart Tools

Task | Resouce  Report  Project i

Build a team using enterprise resources

Format Q Tell me what you want to do

ew

,El .n.D 3 cut Colibri T = S Markon Track ~ » - . . . . .
ome e MGy mea- s TIPSyt 1. With Microsoft Project open, click on the View
Chart= = ‘ormat Painter - " = Inactivate Schedule Schedulf
s s - tab on the ribbon bar and select Resource
g s rod Sheet under Resource Views.
= on 10/10/16 09:00
10016 H - = Gantt Chart Taols
ﬂ r;:;gv Task Name % Duration - | Start - Fini| 5 L: T W T

0 = Reoj 5days  Mon 10/10/16 09:00 Mo

1 = I Plan project activities ! days  Mon10/10/1609:00  Wec

2 - 4 15days  Mon 10/10/16 09:00 Mol
- Kick Off 14 days Wed 12/10/1609:00  Wet & 1210
- — Desgn Sdays  Mon10/10/1609:00 Mol
= Build 15days  Mon10/10/1609:00 Mol

Multiple tasks and milestones can be linked by

Task  Resource  Report  Project | View | Team Format

== B = e ..
[ S (B[R Bty 4]

I calendar -
Gantt Task E i
Chart = Usage - 22 Other Views -

Task Views

Team  Resource™ = Sort Outli
Planner = Plan~ s Other Views - - -

Resource Views

selecting multiple rows (hold down the Shift and / or 2. Click on the Resource tab on the ribbon,
. select Add Resources under Insert, and

Ctrl keys) when selecting task rows.
— choose Build Team from Enterprise.

[=IR]
o g —
- = Gantt Chart Tc
st "o~ - TG et
Bru A cpect Mowe Mode  Tack Sum
Pt Mo Mok | T File Task | Resource = Report  Project  View  Team Format
o : ® ® [ ]
H ﬁﬂ EE:'; vy vy
§ - = e il w W s &y
= *-’-“‘I Team Assign  Resource Add Add Infarmation Notes Details L
T Planner~ Resources Pool~  Engagement Resources= Sel
O i - | TakName B Durstion » Star: - v N " |
R P : iew ssignments ns¢ . ]
Frofese] BodnnMon LUIIE 8500 Mo o's Build Team from Enterprise...
- Plan project actives  2days  Mon 10/10/1608:00  Wex Task -
- Sageys  wed12/10/160900  wor O oy~ |TaskName
3 - ick 0ff ooaks  wed1z/10/160m00  wa U EEE—
4 - Design Soats  Wed12/10/1608:00  Wes - 4 Projectl 09
s - Buid 15fys  wed13/10/1603:00  wel -
s - Test Boats  Wed03/11/1608:00 M 1 - Blan nraia -+ ar
d - Deploy sdafs  Mon21/11/160900 Mol
] - SpratComplte  Iodafs  Mon28/11/160800 Mo

Best Practice Tip: Do not link summary tasks.

For more information about Microsoft Project, visit our website at mpug.com
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3. In the Build Team dialog, select one or more
enterprise resources from the list on the left
side. Use the Shift and / or Ctrl keys to select
multiple.

4. Press the Add button to move the selected

ety

Busiatesm

Group ey

L@ | erterprie Resource 7 founcy

5. Select additional resources if required and
then click OK.

Assign resources to tasks

1. Click the Gantt Chart button on the Task
ribbon to return to the Gantt Chart view.

Ho o -
Task  Resource  Report  Project  View
% Cut Calibri B EIL
Pash B copy -
aste - -
> ¥ FomatPainter | & T U D- A
View Clipboard Font [F]
©  Resource Name ¥ | Type v Material
Adrian Balfour Waork

Gabrielle O'Donovan  Work

Jennifer Darichuk Work

Rob White Wark
| ! 1

B o

2. Click in the Resource Names cell of a task you

wish to assign and click the dropdown arrow.

Select the resource / resources you wish to
assign to the task.

For more information about Microsoft Project, visit our website at mpug.com

Resource jep 16
Task Name » Duration » Start ~ Names - T W
4 Projectl 35days Mon 10/10/16 09:00
Plan project activities 2 days Mon 10/10/16 09:00 ~
4 Sprint One Activities 33days Wed 12/10/16 09:00 -{~]Adrian Balfour

Kick OFff 0 days ‘Wed 12/10/16 09:00

Design Sdays  Wed 12/10/16 09:00 E;Z"h"m::“““k

Build 15days Wed 19/10/16 09:00

Test 8 days ‘Wed 09/11/16 09:00

Nanlauw S daue Ran 31111/ Nann

Alternatively, you can type resource names
directly into the Resource Names cell. If you
need to enter more than one, separate the
resources with commas.

Task Name w Duration v  Start ~ Resource Names - T
+ Projectl 35days Mon 10/10/16 03:00
Plan project activities 2days _ Mon 10/10/1609:00 |[Adrian Balfour,Gabrielle 0'Donovan |~ | I
4 Sprint One Activities 33 days Wed 12/10/16 08:00

Kick Off Odays  Wed 12/10/1609:00

View all Task and Resource assignments for a
Project

1. To view resource assignments for tasks, click
the Task Usage button on the View ribbon.

E o - B Task Usage Tools

Task  Resource  Report  Project | View = Team Format Q Tell me what you wa

2] Network Diagram - E‘ D [FE Resource Usage - %l E\E EI} ~} Highligh
= Calendar ~ - & [ Resource Sheet ~ Y Filter
Team Resource Sort  Cutline Tables
I Other Views - Planner~ Plan~ & Other Views = - - - ElGroupby
Task Views Resource Views Data
Task 10 0ct 16
0 Mode | Task Name v | Work + || Details 5 M T
- 4 Projectl 32 hrs | Work 16h 16h
1 - 4 Plan Project Activities 32 hrs|| Work 16h 16h
Adrian Balfour 16 hrs | Work 8h 8h
Gabrielle O'Donovan 16 hrs | Work sh 8h

- 4 Sprint One Activities 0 hrs | Work

2. To view task assignments for resources, click
the Resource Usage button on the View
ribbon.

H - = Resource Usage Tools

Task  Resource  Report  Project  View = Team Format Q Tell me wha
— IE) Network Diagram - = [7Z Resource Usage ~ | A| [+ £ 7 Highl
- = 3 2l B Bl 2

2% Resource Sheet =

ECalandar - YFlIter:
Gantt  Task =, Other v B Team Resource B, Other Vi . Sort  Qutline Tables g
Chart - Usage - <2 Other Views Planner- Plan~ & Other Views - - - roug
Task Views Resource Views Data
100ct 16
0 Resource Name ~ Work || Details 5 M T
E 4 Unassigned Ohrs|| Work
Kick Off O hrs | Work
Design O hrs | Work
Build Ohrs | Work
Test 0hrs | Work
Deploy 0 hrs | Work
Sprint Complete O hrs | Work
1 4 Adrian Balfour 16 hrs|| Work 8h 8h
Plan Project Activities 16 hrs|| Work 8h 8h
2 4 Gabrielle O'Donovan 16 hrs|| work 8h 8h
Plan Project Activities 16 hrs | Work 8h 8h
3 Jennifer Darichuk 0 hrs|| Work
4 Rob White 0 hrs | Work
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Assign a Calendar to a Task

Note: When a task needs to be performed outside of
the normal working hours of the Project Calendar, a
Task Calendar may be assigned to alter the timeframe
for an individual task.

1. To assign a Task Calendar, with Microsoft
Project open, select the Gantt Chart view.

2. Select the Task you wish to assign to the
calendar.

3. Double-click the task or click the Information
button on the Task ribbon tab.

Notes
@ e 0 =] L
[ petails
Task  Summary Milestone Information — .
. 5 Add to Timeline
Insert Properties

4. Select the Advanced tab and change the
Calendar in the Calendar dropdown menu.

| Genersi| Predecessors | Resourced Advanced |[notes | Custom Fields

HName: | Test Duration: | 8days |+ [ ]Estimated

Constrain task

Deadline: [na v
constrantype; [ s Saon s osae ] comtan st
Task type: Fixed Units | [Jetfort driven
| Calendar: | Hone ~[ ]| seheduling ignores resource calendars
WES code: 24

Eamned yalue methad: % Complete ~

[ Mark task as milestone

5. Click OK.

Working with Views
Select a View

1. With Microsoft Project open, select the View
ribbon.

2. Under the Task View and Resource View
sections, select the view you wish to use.

Task Resource Project View Format

ﬂ ElNetworkDiagram - “@ _=3 Resource Usage —
=) E==
& calendar ~ J.l& a Resource Sheet ~
| Gantt | Task . Team = .
Chart ~| Usage ~ j Other Views = Planner - 8 Other Views ~
Task Views Resource Views

Tip: Add Key Milestones to the Timeline View

The default view in Project 2016 is a combination of the Gantt
Chart view with the Timeline view layered above it. In the Gantt
Chart click the task or milestone you want to add to the
Timeline view. Right-click the milestone and click Add to
Timeline.

J

Change the Way the Data is Viewed

1. You can apply predefined filters and grouping
to the view by using the Filter and Group By
dropdowns in the Data section.

View Team Format C‘ Tell me what you want to do

| [FE Resource Usage ~ Al E!El |:<|‘q, ~} Highlight: |[No Highlight] - | Tir
¥ [T Resource Sheet - yA all < :
irce Sort  Outline Tables

- r|"5Otl'ver\/’|e\tv:' - - -

:source Views

2. You can also filter a view using the quick filter
for one or more columns. Click the down
arrow in the column header to show filter
options.

H - - Gantt Chat

Task  Resource  Report  Project | View = Team Form:
E NatwurkD\agram - ﬁ D ERazourcaU:aga - A
- - vy - z

Sc

[ calendar - [ Resource Sheet -
Gantt  Task = Team Resource [z

- Eiseied i Mon 21/11/16
[RE 0 doy:| Fri25/11/16 1

[J2 days  EE—
.[]5 days

Chart = Usage - 5 Other Views - Planner~ Plan~  T& Other Views -
Task Views Resourceic
Task
@ \iode - |TaskName « | Duration| -+ | frart
0 - 4 %] sortSmallestto Largest Mon 10/10/1
1 - %l Sort Largest to Smallest Mon 10/10/16
2 -
2 -3 Group by R Tue 11/10/16
3 - Tue 11/10/16
4 - Wed 12/10/16
5 - Wed 19/10/16
6 - Filters ¥ Wed 09/11/16
-
.

L8 days
L [15 days
- [33 days
. []35 days

3. To sort a view, select a sort order from the
Sort dropdown on the View ribbon tab.

Gantt Chart Tools

port Project | View | Team Format Q Tellme
= 2 Resource Usage - T A | [+ Y-
= B 2l o =B
- & [ Resource Sheet - A
Team  Resource Sort | Outline Tables
Planner~ Plan~ & Other Views~ - - B
Resource Views by Start Date
15 + Duration = Start by Einish Date |, | |
rrr—— by Briority
Guide Project 35days  Mon 10/1 v ey
Project Activities 2 days Mon 10/1 by Cost dija
1t One Activities 33days  Tue 11/10) by D T
 Off 0days Tue 11/10f 8| Sort By.. 111
asign 5 days Wed 12/10%a05:00 1 5#

For more information about Microsoft Project, visit our website at mpug.com Page 6
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4. Alternatively, sort using the column dropdown 5. When the view definition dialog box opens, name
menu. your new view, select the Screen (type of view) you
want displayed, and (when appropriate) the table
Gantt| Task _~ Team Resource = . .
Chart Usage - T4 Other Vs - Planner~ Plan~ T Other Views - to be displayed, then click OK.
Task Views Besoures YVis - -
o i -(Iaskuame v]Dulatim - -
‘Mame: | Project Baseline
= L‘MPL 8] SotAtez js day
o Screen: | Gantt Chart -
1 - PLZ] SetZtoA days
2 = e /33 day: Tsble: | Baseline -
: - : 0 davs Group: | -
Filter: | =

[ Highlight filter
Show in menu

Create a New View

Help

1. With Microsoft Project open, click on the View '

tab.
2. To create a new task view, click on the More

Views option in the Other Views dropdown in
Tip: The best view to see slippage between baseline

and actual work is the Detail Gantt view

the Task Views section. To create a new

resource view, click on the More Views option .
www.mpug.com/articles/ask-the-experts-15-

in the Other Views dropdown in the Resource microsoft-project-tips-for-new-users/

Views section.

H o o« Add a Timeline
Task  Resource  Report Gantt Chart
[FE Etewonkiagan - Prgject | View | Team Fermat 1. To view the timeline, check the Timeline
= = B Calendar - = [F Resource Usage = A . . o/
oo Rl:-, Breoesim - L option on the ribbon’s View tab.
1 Built-In lanner~  Plan - T Other Views = -
0 Task Form Resou  Built-In Timescale: F==3 -J Timeline | Timeline M
Task Sheet ; Resource Form Days - 9 Eﬂ ‘ |9
- oom Entire Selected
] Timeline b m Resource Grzph - Project Tasks v
D1 act Activities Zoom Split View
3 TE SaveView.. O e Activities Save View...
: ol 2. The timeline will then appear under the ribbon.
3. When the dialog box opens, click on the New = poa - - 2=
button. ' o =
Mare Views x I
WMiews:
Bar Rollup ~ -m
Deserate Hetiork Digrm — 3. To add a task or milestone to the timeline,
Detail Gantt =
Gt i Tmelne o right click it (in the Gantt Chart view) and
Misitone Rollan. e select Add to Timeline.
Networt: gtam v

Apply Cancel

.
O . . TeskMame Calibe o
- 4 MPUG Guide Project B I D-p-m@csm
- < Sprint One Activities X CutCel
H H 1 - Kick Off x

4. Select Single View and click on OK. = = <

- Build -
Define New View e - Test

- Deploy
- Sprint Complete

() Combination view
| () o

For more information about Microsoft Project, visit our website at mpug.com Page 7
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4. By default a timeline view has only one
timeline. You can add additional timelines by
clicking the Timeline Bar button on the
Format ribbon tab. Note the Format ribbon is
context-sensitive, so ensure the Timeline view
has the focus by clicking in it.

View Team Format \/ Tell mewhat you wantto ¢
§ Y OverlappedTasks [ B 112 gy & T
| Pan & Zoom —
iles Task Callout Mile

line Text Lines: |1 - Task

w/Hide Insert

5. If you have multiple timelines, ensure you
check the appropriate one before adding a
task or milestone. Tasks and milestones can be
moved between timelines simply by dragging
and dropping.

Tip: Check out the MPUG article on the new multiple
timeline feature at

www.mpug.com/articles/microsoft-project-2016-

preview-multiple-timelines/

e

‘ITOH‘E ‘ZAOE(‘HS
Start [ pan
Won 10/10/16 09:00 | pyon
Kick Off
Tue 11/10/16 17:00
- 17016 |24 0ct 16
‘
st Sprint One Activities
Wan 10/10/16 000 Tue 11/10/16 17:00 - Fri 25/11/16 17:00

Managing a Project
[Tip: There are 11 sets of baseline fields in the system,
Baseline and Baselines 1-10. The Baseline fields are

the default used when you first set a baseline. When a
baseline is updated, you may optionally select one of
the other 10 sets of Baseline fields or update the
current Baseline fields.

N y

Set a Baseline

1. With Microsoft Project open, select the Project
tab.

2. Under the Schedule section, click on Set Baseline.

Report Project View Team Format Q Tellmew o

o = Status Date: [
= =

e B BEE
Praject  Customn Links Between WBS Change Calculate Set Move

‘formation Fields  Projects =  Working Time  Project Baseline= Pigje

Properties Status

lame = | Duration - | Start

3. The Set Baseline dialog box will open. Select the
Baseline you wish to set.

4. Select whether the Baseline will be for the Entire
Project or just for Selected Tasks. Click OK.

©§etnas'e_;|_@
| Bassiine ~]

() Set interim plan
Scheduled Start/Finish
Start1/Finish1

For:

(®) Entire project

() selected tasks

Roll up baselines:
To gll summary tasks

Erom subtasks into selected summary task(s)

Set as Default

St Cancel

Enter Progress Using Percent Complete

1. With Microsoft Project open and in the
Tracking Gantt chart view, select the Task
Name column.

Click on a task you wish to update.

3. On the Task tab, click the appropriate update
percentage for the task in the Schedule
section.

- s . Mark on Track ~

Calibri -1 s % S0s 752 100%

|

I <
i

(]

£

"""} Respect Links
s e
A | &8 E3

B JZ U &H-A-

Font Schedule

4. Note the update values to the right of the
Gantt bars in the Tracking Gantt chart view.

Task Hame . o Y T Rug 2811 ENECTN] 1

= Commercial Construction 344 days.

~ General Conditions a4 days. L
Receivencticetopro  3days ]
Submitbondandins.  2days | =N T
Prepare and submit p 2days = o
Prepare andsubmits  2days B gy
Obtain building perm ddays | — 18
Submit preliminary st 2wks =
Submit monthly requ 1day = 100%

Tip: % Complete represents the percentage of task
duration that's complete. % Work Complete is the
percentage of task work hours that are complete. And
you probably know that time can pass without a
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corresponding amount of work getting done. When

the percent duration is updated, the percentage of

work completed is updated also.

See: www.mpug.com/articles/Certification-Insider-

Tracking-Project-Progress/

Reporting

Create a Project Report

With Microsoft Project open, select the Report tab.

1. Under the View Reports section, select one

of the canned reports from Dashboards,

Resources, Costs or In Progress.

HS o -

Task Resource Report

Praoject

View

Report Toc

Team Design

Project

2.

AEEERRCEERE

Mew |Dashboards Resources Costs In Progress |Getting Custom Recent
Report ~ v M M M tarted~  + v

View Reports

To create a new report, select the report
style from the New Report dropdown.

Ho o -

' Task Resource Report Project View l

e ~ ™
3 s [ [al =
wn () s fe )
Compare | | Mew | Dashboards Resources Costs In Progress Getting
| Projects | Repartr - - - « Sthited
| Project
on ~
g s
1 I ;
2 I I s
3 3
Blank Chart
4 3
5 s
6 3
2 [::::] I [
Table Comparison
\. v

Create a Visual Report

1.

Click on Visual Reports, under the Project tab.

Gantt Chart Tools

Report

Project  View

Team Format

RE R =6

: Resources Costs In Progress Getting Custom Recent
Started~ -+ -

View Reports

When the Create Report Dialog opens, select

the desired report from the tabs and Click

View.

Select Template

Show report templates created in: [/ Microseft Excel

Task Summary
Al Task Usage

! Baseline Cost Report

[:Baseline Report

0% Baseline Report

¢ Baseline Work Report

B%|Budget Cast Report

7 Budget Work Report

] Cash Flow Report.

04 Cash Flow Report.

H°|Cash Flow Report

@14 Critical Tasks Status Repert

¥ Critical Tasks Status Report

[’ |Eamed Velue Over Time Report

[0 Resource Availability Report

[ Resource Availability Report
<

Resource Summary
Resource Usage

Assignment Summary
Assignment Usage

B Resource Cost Summary
B Resource Remaining Wo
% Resource Status Report
% Resource Status Report
B Resource Work Availabil
£ Resource Work Summar.
0 Task Status Report

04 Task Status Report

>

Select level of usage data to include in the report:

[Jinciude report templates from:

Help Save Data

Microsoft Visio

New Template...
Edit Template...

Manage Template.

Sample
Maodify.
View Close

Your report will open in either Microsoft Excel

or Microsoft Visio depending on which report

you select.
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Microsoft Project Keyboard Shortcuts

Action Shortcut
Show field settings dialog box Alt + F3
Close Project help window Alt + F4
Move to end of project Alt + End
Create new project Ctrl + N
Open project Ctrl + O
Save project Ctrl + S
Insert new task Insert
Assign resources box Alt + F10
Close an active project window Ctrl + W
Switch to next project window Ctrl + F6
Maximize project window Ctrl + F10
Remove all tasks filters F3
Calculate project Fo
Move to beginning of project Alt + Home

Copy picture of selected window to Clipboard

Alt + Print Screen

Hide subtasks Alt + Shift + -

Show all tasks Alt + Shift + *

Show subtasks Alt + Shift + =

Outdent task Alt + Shift + Left Arrow
Indent task Alt + Shift + Right Arrow

Switch to previous window

Alt + Shift + Tab

Activate control menu

Alt + Spacebar | Alt +
Hyphen

Next window Alt + Tab
Move between tasks Arrow Keys
Move to end of text box Ctrl + End
Link selected tasks Ctrl + F2

Restore size of active window after maximizing it

Ctrl + F5| Ctrl + F10

For more information about Microsoft Project, visit our website at mpug.com
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Switch to next window in multiple open windows Ctrl + F6
Turn auto calculate on or off Ctrl + F9
Fill down Ctrl + D
Open “Find” dialog box Ctrl + F
Open "Go To" dialog box Ctrl + G
Insert hyperlink Ctrl + K
Paste Ctrl +V
Cut Ctrl + X
Undo Ctrl + Z
Add object to multi-section Ctrl + Click
Move to beginning of text box Ctrl + Home

Move one word to right

Ctrl + Right Arrow

Move one word to left

Ctrl + Left Arrow

Change task to "Auto Schedule"

Ctrl + Shift + A

Unlink selected tasks

Ctrl + Shift + F2

Switch to previous window

Ctrl + Shift + F6

Change task to "Manually Schedule"

Ctrl + Shift + M

Select current column

Ctrl + Spacebar

Jump to first row / last row

Ctrl + Up/Down Arrow

Close active project window

Ctrl + W or Ctrl + F4

Open project help window F1

Edit task F2
Remove column filters (when active) F3
Spellcheck F7

Extend selection mode F8

Save as F12

Jump to first / last cell in row Home / End
Insert new task Insert
Open task information dialog box Shift + F2
Activate split bar Shift + F6
Shortcut menu Shift + F10

For more information about Microsoft Project, visit our website at mpug.com
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NEW MPUG Learning Paths!

MPUG has created three new learning paths for project managers, developed with YOU in mind,

addressing your specific training needs!

Beginner

The Beginner Course Path Covers:

Getting Started with Project Management
What Is a Project?

What Is Project Management?

Who are Project Managers?

Getting Started with Microsoft® Project and
the Microsoft® Toolset

Defining the Project Plan

Creating a Project Plan

Creating Tasks and Dependencies
Controlling a Project Plan
Tracking your project

Managing Project Resources

Reporting on Projects

Intermediate

The Intermediate Course Path Covers:

Exploring the new features of Project

Best Practices for using MSP Professional
and Project Web App

PMI® Practice Standards for
Scheduling

WBS and

Resource Leveling, Baselining and Status
Input

Weekly Status Updates and Reporting

Deep Dive with MSP Features Expert Desktop
Essentials: Timeline View, Macros, SharePoint
with
Management and more!

Integration Project, Resource
Meijer Case Study: Planning, Implementing,

Tracking, and Lessons Learned.

Expert

The Expert Course Path Covers:

Identifying Practices  in
Schedules

Avoiding Recurrence of Bad Practices

Inappropriate

Enterprise Adoption Strategy for Project
Best Practices for Immediate Usage

Aligning Strategy to Portfolio Management
Processes and Value Proposition

Portfolio Planning

Governance

Risk Management

Resource Management

Sustaining and Embedding Strategy
Leading Project Migrations

See more at mpug.com/mpug-learning-paths-for-project-managers/
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