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1 Getting Started with Microsoft Project 2013

11 Introduction

Microsoft Project is the tool used by project managers to manage project schedules—it is
not the process of project management.

A project schedule is a model of a real project—what you want to happen or what you
think will happen throughout the project.

The schedule contains all of the tasks, resources, time frames, and costs that might be
associated with such a project. You can modify this schedule (or any other project
template) to fit your specific project needs. Later in this lesson you will learn how to
create a project schedule from a blank template.

A template is a predefined file that can be blank with the default characteristics set, or it
could already contain project task and resource information. Knowing how to navigate in
Microsoft Project and how Microsoft Project handles data will increase your efficiency in
locating needed information.

1.2  Start Microsoft Project

When you launch Project, the Start screen appears. In this exercise, you learn how to start
Microsoft Project and open a template.

1. On the Windows taskbar, click the Start button. The Start screen appears.
On the Start menu, point to All Programs, point to Microsoft Office 2013, and then click
Microsoft Project 2013. Microsoft Project opens.

3. Your screen should look similar to the following figure. This is the start screen. From
this screen you can choose to open a blank project, import information from Microsoft
Excel or a SharePoint task list, open an existing project file, or open a template.

= | = @ =
== & | Get
I! 9 ! N Started

titgg el
0
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1.3  Open a Template

1. On the Start screen, click the Search for online templates box located at the top of the
screen.
Type annual report preparation, then press Enter.

3. The template is displayed and a preview of it is on the left of the screen as in the
following figure:

New

Y Home | annual report preparation 0

Annual Report Preparation

Account

Options

4. Double-click the Annual Report Preparation template graphic. The template is
downloaded to your system, opens a new project based on the template in the Gantt
Chart view, and closes the New Project screen. Your screen should look similar to the
following figure.

e = Tok - Dumken - S o B o Smdncn
. = + Annual Repart 425 dwys? Man Wed
 Preparstion A ann | | |
- Mon Mo 11113 —
Plarning 1z
- Dosge AnnedlRop B AMT  Tue 1315 Tee 115008 —
= Ocfloe SEChk ddwst  wed 6l afim n
o

Toe M3/} —

1.4 Project 2013 Interface

Before you begin using Microsoft Project 2013, you will need to become familiar with the
user interface. The most widely used view is the Gantt Chart view as shown in the following

¥ Page 2 (3
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figure. This view displays various task data as well as a graphical display of how the project

is currently scheduled.

Quick Access Toolbar Ribbon Tabs Title Bar
P

nihhun-[E Dan. e wweses o aE@EEwo e maz 2k

Timeline -[ \/ . :
L ]

T
Command Groups Chart Timescale

Table Area Chart Area

X

Status Bar View Shortcuts  Zoom Slider

1.5 The Ribbon

Project’s ribbon herding related features onto tabs to make them easier to find. As you plan
and manage a project, you shift your focus from tasks to the resources who work on them
to the big picture of the entire project, so the Task tab, Resource tab, and Project tab make
perfect sense. You’ll also turn to a few other tabs as you work with your Project files and
look at your projects in different ways. This section steps through the seven tabs that
appear when you launch Project 2013 for the first time and explains how to use and

customize the Quick Access toolbar.

Click File to get to Backstage wiew

When you click a tab, the commands
for that tab appear on the nbbon

The Report tab is The Forrnat tab changes based
new in Project 2013 on the view that's displayed
m H H m MTT CHAR Cyeling Event Fu
ASH RESOIURCE REPORT  PROJECT VIEW FOIRBAAT
"'"'_- i, * Arial 'l || T B Mark on Trac -
ot Pact Iy - 9B Respact Links .
Gantt  Paste gl r u M- - B3 &% och u
Chart - : ~ - = = Inactivate Zehies
lew mb-oard Forit Chee- Lol
B | hooe - Tosk name . ion
o I:'.. # Cycling Event Fundralser 275.55 days?
:-v: - # 1 Initial planning meeting 3 days
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2 Creating a New Project

2.1 Open a New Blank Project

1. On the Start screen, click New.
On the screen, double-click the Blank Project option. A new blank project schedule
appears and you are notified that new tasks will be created in the new Manually
Scheduled Mode. Your screen will look like the following figure.

2.2  Specify a Start Date

1. Click the Project tab. In the Properties group click the Project Information button. The
Project Information dialog box appears.

2. Single-click the drop-down arrow next to the Start Date text box once. For this exercise,
you will change the project start date to January 4, 2016

3. Click the calendar’s Left or Right Arrow key until January 2016 is displayed, as shown in
the figure at right.

4. In the January calendar, click January 4th.

Project Information for ‘Project1’ =

Start date: Mcn 1/4/16 v Current date: Mon1/14/13 -
e € January, 2016 >
Su Mo Tu We Th Fr Sa
Schedule from:  Prc 1 2 | Calendar Standard -
3.4 56 7 8 9 =

Alltasks & 10 11 12 13 14 15 16 Priority: 500 =
Enterprise Custom Fi 17 18 19 20 21 22 B
24 25 26 27 28 9 30
31 3

Einish date: Status date: NA -

Department:

Custom Field Nam I i;@‘

Help [ statystics... oK Cancel |

¥ Page 4 3



PC3107 Project Management Using Microsoft Project

2.3  Save the Project Schedule

vk wnwe

On the ribbon, click the File tab and then click the Save option. Because you have not
previously saved the project schedule, the Save-As section is activated.

In the Save As section, click Computer then select Browse.

Locate and select the solutions folder for this lesson as directed by your instructor.

In the File Name box, type Don Funk Music Video 1.

Click Save. The Save As dialog box closes and the project schedule is saved as Don Funk
Music Video 1.

2.4 Define the Project Calendar

On the ribbon, in the Properties command group, select the Change Working Time
button. The Change Working Time dialog box is displayed.

Click the For Calendar drop-down arrow. In the dropdown menu, select Standard, if it
is not already selected.

Using the scroll control at the right of the calendar, navigate until the calendar displays
January, 2016. Click the date box for January 18.

In the Exceptions tab, click in the first Name field and type Martin Luther King Jr. Day
and press Enter. Your screen should look similar to the following figure.

Change Working Time &
For calendar;  Standard (Project Calendar) - Create New Calendar ... ‘
———
[ Calendar 'Standard’ is a base calendar.
Legend: Click on a day to see its working times:  January 18, 2016 is nonworking,
G January 2016
Worki
L e s[M[T[w][Th[F[s
Nonwaorking 1]2

: 3(4(5(6|7 8|89 Based on:

1 5 .
DR Edited working hours 10 (11 |12 [13 [14 |15 |16 Exception M‘amn Lutr‘ev Kin...
Onth erdar on calendar ‘Standard'.

T e 17 [FEW 10 (20 [21 |22 [23
31
=& [ Exceptigryday | |24 25|26 {27 |28 |20 |30

31 Nondefault work week 31 s

EieiibiG L e
p tab —pP—Exceptions | Work Weeks
Name | Start Finish -

1 | Martin Luther King Jr, Day 1/18/2016 1/18/2016
Help [ Options... ‘ ‘ OK [ l Cancel |
\ J

Single-click the name of the exception you just entered. Then click the Details button.
The Details dialog box appears. Under Recurrence Pattern, click Yearly.

Click the The: button, and use the arrows next to each selection box to select Third,
Monday, and January.
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7. In the Range of Recurrence section, select the option for End after: then type 3, then
press Enter.
8. Note the new finish date of the exception is now 1/15/2018.
9. Scroll until calendar in the Change Working Time dialog box displays May, 2016. Click
once on May 30, 2016.
10. In the next blank exception name cell, type Memorial Day and press Enter.
11. Single-click the name of the exception you just entered. Then click the Details button.
The Details dialog box reappears. Under Recurrence Pattern, click Yearly.
12. Click the The: button, and use the arrows next to each selection box to select Last,
Monday, and May.
13. In the Range of Recurrence section, select the option for End after: then type 3.
14. Note the new finish date of the exception is now 5/28/2018.
15. Click OK to close the Details dialog box, and then click OK to close the Change Working
Time dialog box.
16. SAVE the project schedule.
2.5 Enter Tasks
1. Click the first blank cell directly below the Task Name column heading.
2. Type Review screenplay and press Enter. Your screen should look similar to the
following figure.
% oy B AT CHART TGOS Don Funk M deo 1 - Proj
O | picde - Taskname ountion - st o |Fen | Prteckser - Newes |
l u
3. Enter the following task names below the Review screenplay task name. Press Enter
after each task name.
o Develop scene blocking and schedule
e Develop production layouts
e |dentify and reserve locations
e Book musicians
e Book dancers
e Reserve audio recording equipment
e Reserve video recording equipment
4. Asvyou enter new tasks, you will note that each cell automatically wraps the text.
5. SAVE the project schedule.
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2.6 Enter Task Durations

1. Click the first cell in the Duration column next to the task 1, Review screenplay. The
Duration field for task 1 is selected.
Type 3w and then press Enter. The value 3 wks appears in the Duration field.

3. Enter the following durations for the remaining tasks.
SAVE the project schedule.

t_‘ 8 = a B R e Y

2.7  Switch from Manual to Automatic Scheduling

Select the Task Name for task 1, Review screenplay.

Click the Task tab. Then, in the Tasks command group, click the Auto Schedule button.
Notice the change in the Gantt Chart bar for task 1. Your screen should look similar to
the following figure.

Automatic Scheduling Bar

Manual Scheduling Bar

3. Select the duration cell of task 3, Develop production layouts. Type 1mo and press
Enter. This sets the duration for that task.

4. Note the duration of task 8 is currently “3-5 days”. Single-click task name column
heading to select all tasks. On the ribbon, select the Auto Schedule button. Note the
duration of task 8 now displays 1 day with a question mark behind it.

5. Select the duration cell of task 8, Reserve audio recording equipment. Key 5d and press
Enter. Your screen should look similar to the following figure.

6. Click the File tab then select Options.
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7.

In the Project Options dialog box, in the navigation bar on the left side of the dialog box,
click Schedule.

Look in the Scheduling options for this project: section. Change the first option, New
tasks created: from Manually Scheduled to Auto Scheduled. Note that you have only
changed the options for this file, not the behavior of the software.

Click OK to close the options dialog box. Notice that at the bottom of the screen, on the
status bar, that all new tasks are auto scheduled.

10. SAVE the project schedule.

2.8 Create a Milestone

1.

In the Task Name column, click the empty cell below the name of task 8, Reserve Video
Recording Equipment.

On the Task ribbon, in the Insert command group, click the Milestone button. Notice
that a duration of zero days has already been entered.

In the Name cell of the newly created milestone, type Pre-Production complete and
press Enter.

In the Task Name column, click the name of task 1, Review screenplay.

Onthe Task ribbon, in the Insert command group, click the Milestone button. Microsoft
Project inserts and numbers the new milestone as ID 1. Notice that the other tasks after
this new task insertion point have been renumbered.

Type Pre-Production begins and press Enter. Your screen should look similar to the
following figure.

xm

I

Milestones are zero duration By default, milestones are
displayed as a black diamond

7. SAVE the project schedule.
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2.9 Create Summary Tasks

10.

11.

Select tasks 1 through 10.

On the Task ribbon, in the Insert command group, click the Summary button. A new
summary task row is inserted above the selected tasks, all selected tasks are shifted
down and renumbered, and they are all now part of this new summary task.

In the Task Name field for the new summary task, type Pre-Production and press Enter.
Type the following task names below task 11, Pre-Production complete. Press Enter
after each task name.

e Production

e Post-Production

Note that each of these became part of the previous section. You want each of these
to become a summary task.

Select tasks 12 and 13. On the ribbon, in the Schedule command group, select the
Outdent button.

Click the name of task 13, Post-Production, and press Insert twice. Two blank tasks are
inserted above the Post-Production task.

Type the following task names and durations below task 12, Production.

Task Name Duration

e Production begins od
e Production complete 0d
Type the following tasks names and durations below task 15, Post-Production.

Task Name Duration

e Post-Production begins od

e Post-Production complete 0d

Select tasks 13 and 14. On the Task ribbon, in the Schedule group, click the Indent
button. Tasks 13 and 14 are indented and task 12 becomes a summary task.

Select tasks 16 and 17. Hold down Alt+Shift+Right Arrow. Tasks 16 and 17 are indented
and task 15 becomes a summary task. Your screen should look similar to the following
figure.
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Summary task Gantt bar

Summary __|
Task

Expand/
Collapse =
button

5 5% 555 %

12. SAVE the project schedule.

2.10 Link Two Tasks

1. Select tasks 2 and 3.

2. Onthe Task ribbon, under the Schedule group, click the Link the Selected Tasks button.

3. Tasks 2 and 3 are now linked with a finish-to-start relationship.

4. Select the name cells of tasks 3 and 4.

5. Press Ctrl+F2. Microsoft Project changed the start date of task 4 to the next working
day following the completion of task 3. Note that because January 18 was a nonworking
day (the Martin Luther King holiday you set up), task 3 does not finish until January 25
and task 4 does not start until January 26. If necessary, scroll the Gantt Chart to January
24 so that the link you just created is visible.

6. SAVE the project schedule.

Twis Task MEeans Looks Like This N~ ExampLE

RELATIONSHIP THE GANTT CHART

Finish-to-start (FS) ~ The finish date A music track must be
of the predecessor l recorded before it can
task determines the be edited.
start date of
the successor task.

Start-to-start (S5) The start date of the Booking musicians and
predecessor task E Booking dancers are
determines the start related tasks and can
date of the successor task. occur simultaneously.

Finish-to-finish (FF)  The finish date of Tasks that require
the predecessor task 3 the use of specific
determines the finish equipment must end
date of the successor task. when the equipment

rental ends.

Start-to-finish (SF) ~ The start date of the The time when the

(This relationship predecessor task 5 production sound studio

type is rarely used.)  determines the finish becomes available

date of the successor task.

determines when
rehearsals must end.
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2.11 Link Several Tasks at Once

1.

Select the names of tasks 4 through 11. Note the new feature in Project 2013 where
the row height indicators extend out into the Gantt Chart area. This makes locating the
task’s Gantt bar much easier.

On the Task ribbon, under the Schedule group, click the Link the Selected Tasks button.
Tasks 4 through 11 are now linked with a finish-to-start relationship.

Select the View tab. In the Zoom group, click the Entire Project button. Your screen
should look similar to the following figure.

When you select a task, the new row height feature
extends the row lines into the Gantt Chart area

Finish-to-Start task relationships

4. SAVE the project schedule.

2.12 Link the Milestone Tasks

1.

6.

Select the name of task 11, Pre-Production complete, and, while holding down the Ctrl
key, select the name of task 13, Production begins. This is how you select nonadjacent
tasks in a table in Microsoft Project.

Click the Task tab. In the Schedule group click the Link the Selected Tasks button. Tasks
11 and 13 are linked with a finish-to-start relationship.

Select the predecessor cell of task 16, Production complete. Type 14 and press Enter.
Tasks 14 and 16 are linked with a finish-to-start relationship. Your screen should look
similar to the following figure.

Link milestones between phases rather than summary tasks

SAVE the project schedule.
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2.13 Enter a Task Note

1. Select task 7, Book musicians, by clicking on the task number (7).

2. On the Task ribbon, in the Properties group, click the Task Notes icon. The Task
Information dialog box appears with the Notes tab displayed.

3. Inthe Notes box, type Call Andy Teal for the mandolin and click OK. A note icon appears
in the Indicators column for task 7. The Indicators column is the first column to the right
of the task ID column.

4. Point to the note icon. The note appears in a ScreenTip. For longer notes, or to see
other task information, you can double-click the note icon and the Task Information
box will display the full text of the note. The note icon and ScreenTip shown in the
following figure.

Task note icon

/
prouucaunT ZJZITI0
6 -3 Identify and 5 wks Tue 3/1/16 Mon4/4/16 5
reserve locations
7 [ ———m Tue4/5/16 Mon4/18/1€ 6
& Notes: 'Call Andy Teal for the
R 2wks Tue4/19/16 Mon 5/2/16 7
9 -y Reserve audio 1wk Tue5/3/16 Mon5/9/16 8
recording
equipment
E 10 - Reserve video 5days Tue 5/10/16 Mon 9
< recording 5/16/16
] equipment
E 1 - Pre-Production  0days Mon Mon 10
S complete 5/16/16 5/16/16

Note displayed as a ScreenTip

5. SAVE the project schedule.

2.14 Check the Project’s Duration

1. Click the Project tab, and then click Project Inform- ation in the Pro- perties group. The
Project Information dialog box appears, as shown in the following figure.

e N
Project Information for "Don Funk Music Video 1' g
Start date: Mon 1/4/16 v | Current date: Mon 1/14/13 -
Finish date: Mon 5/16/16 ~ | Status date: NA -
Schedule from:  Project Start Date v Calendar Standard v
All tasks begin as soon as possible, Priority: 500 =)
Enterprise Custom Fields
Department: v

Custom Field Name Value -

Statistics button
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2. Click the Statistics button. The Project Statistics dialog box appears and displays
information such as the project start and finish dates and duration. The statistics dialog
box is shown in the following figure.

r By
Project Statistics for 'Don Funk Music Video 1' %
Start Finish
Current Mon 1/4/16 Mon 5/16/16
Baseline NA NA
Actual NA NA
Variance od od
Duration Work Cost

Current 95d Oh $0.00
Baseline od Oh $0.00
Actual od Oh $0.00
Remaining 95d oh $0.00
Percent complete:
Duration: 0% Work: 0% Close ]

\ A

3. Note that, as on the current information entered, this project is slated for 95 days of
duration, starting on January 4 and ending on May 16, 2016. Click the Close button to
close the Project Statistics dialog box.

4. SAVE and CLOSE the Don Funk Music Video 1 file.
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3 Establishing Resources

You have several views available when working in Microsoft Project. One view you will use
in this lesson is the Resource Sheet view, as shown below.

Resource Resource Resource Sheet Resource Properties
Tab Name Tools Tab Command Group Std. Rate Column

£ 37

1 R
= Pac
assignments

E
Men 10116

@ rescorce Nome it :

& JamieReding 1
5

. f s ot

5 B S0.00 Prorated
& B
E] R
C 3
I [
2 5
12 L
14 v
15 M
B
Zhourdisc D
1
F

Resource Type Max. Units: the maximum
(cost, work, material) capacity of a resource

3.1 Establish Individual People Resources

1. Open Don Funk Music Video 2M.
Click the View tab, then in the Resource Views group, select Resource Sheet to open
the Resource Sheet view.

3. In the Resource Sheet view, click the empty cell directly below the Resource Name
column heading.

4. Type Jamie Reding and press Enter. Project adds Jamie Reding as a work resource and
automatically enters additional, default information. Your screen should look similar to
the following figure.

Ed e = RESOURCE SHEET TODLS Don Funk Music Videa 20 - Preject Professianal
TASK  RESOURCE  REPORT  PROJECT FORMAT
_. lagram = .:; Usage =
o
-

-y AL £1 o Highlight [Me Highlsght] = Temescale z 7 Timehne Timeline

L Z 5 Y Fitter [He Filter] - I Dretails
G Sert Tables E
Cha - ' Groupoy [No Group] -

Tk Viey Resourcs vie 1 spit
[ February Mard Apnl
E st ! ! p— o
= Man L6 Acd tasks & tmeling
g
© fomucetems = Tee - M50 < ek - Gouw - M < Smiec Ot - Comlme Acowe - e - Code - [AMIGSGRENT
! Jamie Reding Work 1 100%  S000/hr 50,00/ hr S0.00 Prorated Standard

5. Enter the remaining resource names into the Simple Resource Sheet. Enter the first
column of names (Scott Seely, Jeff Pike, etc.), then the second column.
e Scott Seely  Brad Sutton
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o Jeff Pike Annette Hill
e Judy lLew Ryan lhrig
e BrendaDiaz Yan Li

N £, 2% Highlight |[No Highlightl ole eline [Timeline
g Y Fine: [No Filter] Deta

MELINE
v

§85585855.

<3 > ®-"

6. SAVE the file as Don Funk Music Video 2.

3.2  Establish a Resource That Represents Multiple People

1. Click the blank Resource Name field below the last resource, type Sound Technician

and then press Tab.

2. Inthe Type field, make sure that Work is selected. Press Tab four times to move to the
Max. Units field.

3. In the Max. Units field for the sound technician, type or select 300%, to indicate that
you will have three sound technicians devoting 100% of their working time to this
project, and then press Enter.

4. Click the Max. Units field for Annette Hill, type or select 50% and then press Enter. This
represents that she is only available part time on this project. Your screen should look

similar to the following figure.

Group Resource
set to 300%

/

Annette Hill Max.
Units set to 50%

5. SAVE the project schedule.

3.3  Establish Equipment Resources

In the Resource Sheet, click the next empty cell in the Resource Name column.
Click the Resource tab and then click the Information button in the Properties group;

the Resource Information dialog box appears.
3. If it is not already displayed, click the General tab in the Resource Information dialog

box.
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In the Resource Name field, type Digital Truck-Mounted Video Camera.

In the Type field, select Work from the drop-down menu. Your screen should look

similar to the figure at right. Notice that the Resource Information dialog box contains

many of the same fields as the Resource Sheet.

Resource Information

Emai
Hasmn ‘ (ogon Account
name field —_

Booking type:

Resource
type field

—

Available From

General | Costs | Notes | Custom Fields

Resource name: Jigital Truck-Mounted Video Camera  Initials:

Group:
Code:

v Type:

Available To Units

=

Details..,

OK

[

‘ ‘ Cancel

6. Click OK. The Resource Information dialog box closes and the resource has been added.
Notice that Microsoft Project has automatically wrapped the text in the Resource Name
field. Note that the Max. Units field is set to the default of 100%.

7. In the Max. Units field for the Digital Truck-Mounted Video Camera, type 200 or press
the arrows until the value shown is 200%, and then press Enter. This indicates that you

will have two truck cameras available every workday.

8. Add the following additional equipment resources to the project schedule. You can use

the Resource Information dialog box to enter your information, but entering it directly

in Resource Sheet view is faster. Make sure that Work is selected in the Type field for

each resource.
Resource Name

e Sound Editing Studio
e Light Banks

e Video Editing Studio
e Microphone Bundles
e Dolly

Max. Units
0,
100%
0,
400%
0,
100%
0,
500%
200%
DojA MO i} SO0 20°00\KL  20°DONML 20700 BAOLIJED 2IUGELY
= gnugjsz
a3 wiiciobpous AOLE W 00 000\ 20°DOAML 2000 bADLIEG 2IIUGSLY
4 2nq10
il pgeoEqE oy A T00#  P0O\EL  20°00NKL 20°00 biolagen Zraugeg
R riBps pavge Mo r WOE  F000WL 2000\ 2000 bOLIIEY 2A3UgELg
m
2ngio
2 T00@ 2000V 20°00\HL 20°00 bAOLIfEq 2faUqeLy

20NUG EQUIVE oLy

9. SAVE the project schedule.
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3.4 Establish Material Resources

5.

In the Resource Sheet, click the next empty cell in the Resource Name column.

Type DVD and press Tab.

In the Type field, click the arrow and select Material, then press Tab. Notice that some
of the fields (columns), such as Max. Units, Ovt. Rate and Calendar, are not available
when you change to a material type resource.

In the Material Label field, type 2-hour disc and press Enter. This means you will use 2-
hour discs as the unit of measure to track consumption during the project. Your screen
should look similar to the following figure.

FH S - RESOURCE SHEET TOOLS
TASK ~ RESOURCE | REPORT  PROJECT  VIEW FORMAT
|Eal o [a= = :._ - F5l Leveling Options
el - - %= Cleer Leveling
Team d Details Level Level
Plannes Resource  All
vi Prapert
w February
4 Ghart 1
5 Star
s Man 14716
Material vt
@ RecuceMame - Typs - | Label - | Initiale = Group = Units =~ Std Rate~ Rate =
Jamie Reding  Work | 100%  §0.00/hr  $0.00/hr
Scott Seely Work L4 100%  $0.00/hr  $0.00/hr
Jeff Pike Work J 100%  $0.00/hr  $0.00/hr
Judy Lew work 1 100% S0.00/hr  %0.00/hr
Brenda Diaz Work B 100% S0.00/hr  $0.00/hr
Brad Sutton Work B 100%  $0.00/hr  $0.00/hr
Annete Hill Work A 50%  50.00/hr  50.00/hr
Ryan Ihrig Work R 100%  $0.00/hr  $0.00/hr
Yan Li Work Y 100%  50.00/hr  $0.00/hr
10 Sound Work 5 300%  50.00/hr  $0.00/hr
Technician
1 Digital Work D 200%  $0.00/hr  $0.00/hr
Truck-Mounted
Video Cameara
Sound Editing  Work s 100% $0.00/hr  $0.00/hr Mate_ rial label
y Studio field is the unit
e} = —_—
e Light Banks Work L 400%  $0.00/hr  $0.00 of measure for the
Vi Video Editing  Work 0.00/hr material resource
g Studio
:‘ Microphone Work 50.00/hr  $0.00/hr
& Bundles
Dally Work % 50.00/hr  $0.00/hr
17 DVD Waterial 2-hourdisc D $0.00

SAVE the project schedule.

3.5 Establish Cost Resources

1.

In the Resource Sheet, click the next empty cell in the Resource Name column.

Type Travel and then press Tab.

In the Type field, click the arrow and select Cost. The travel resource has now been
established as a cost resource. Just as with a material resource, some fields are not
available with a cost resource.

In the blank Resource Name field below Travel, type Food and press Tab.

In the Type field, select Cost and press Enter. Your screen should look like the following
figure.
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PROJECT VIEW FORMAT

O reoucetume |1 | Label
ype

sa ing  Work ) 100%  $0.00/hr  $0.00/hr $0.00 Prorated Standard
Scott Seely Work s 100% S0.00/hr  $0.00/hr $0.00 Prorated Standard
Jeff Pike Work J 100% $0.00/hr $0.00/hr $0.00 Prorated Standard
Judy Lew Work ] 100%  $0.00/hr  $0.00/hr $0.00 Prorated Standard
Brenda Diaz Work B 100% S0.00/hr  $0.00/hr $0.00 Prorated Standard
8rad Sutton Work 8 100%  $0.00/hr  $0.00/hr $0.00 Prorated Standard
Annete Hill Work A 50% $0.00/hr  $0.00/hr $0.00 Prorated Standard
Ryan Ihrig Work R 100% $0.00/br $0.00/hr $0.00 Prorated Standard
Yan Ui work v 100%  $0.00/hr  $0.00/hr $0.00 Prorated Standard
Sound Work S 300% S0.00/hr  $0.00/hr $0.00 Prorated Standard
Technician

Digital work b} 200%  $0.00/hr  $0.00/hr $0.00 Prorated Standard

Truck-Mounted
Video Camera

Sound Editing Work s 100% S$0.00/hr  $0.00/hr $0.00 Prorated Standerd
- Studio
E Light Banks Work L 400% $0.00/hr  $0.00/hr $0.00 Prorated Standard
w Video Editing  Work v 100%  $0.00/hr  $0.00/hr $0.00 Prorated Standard
& studio
> Microphone  Wark M 500% $0.00/hr  $0.00/nr $0.00 Prorated Standard
& Bundles
Cost Resources 16 Dolly Work ) 200% $0.00/hr $0.00/hr  $0.00 Prorated Standard
4 ovo Material 2-hourdisc D $0.00 $0.00 Prorated
added to sﬂ Travel Cost T Prorated
Resource Sheet 1 food cost ; Prorated

6. SAVE the project schedule.

3.6 Enter Resource Cost Information

1. Inthe Resource Sheet, click the Std. (Standard) Rate field for resource 1, Jamie Reding.
Type 1000/w and press Enter. Jamie’s standard weekly rate of $1,000 per week appears
in the Std. rate column.

3. Inthe Std. Rate column for resource 2, Scott Seely, type 19.50/h and press Enter. Scott’s
standard hourly rate of $19.50 appears in the Std. Rate column.

4. Widen the Std. Rate column by moving the mouse pointer to the vertical divider line
between the Std. Rate column and Ovt. Rate column. Double-click the divider line. This
is called “auto-fitting.” Your screen should look similar to the following figure.

m B - - RESOURCE SHEET TOOLS
TASK RESOURCE REPORT PROJECT VIEW FORMAT

r— ° == = = [ ] mm [ Leveling Options
= % & B v Sm
G [ =3 afy e ‘ ===l = 5= Clear Leveling

Team sign  Resource Add Information Notes Details Leve Level  Level
Planner~  Resources Poolv | Resources~ Selection Resource  All
View Assignments Insert Properties Level
% {Februaly ‘Marth
5 Start
s Mon 1/4/16
E
Material Max. Owt.
O |ReourceName v |Type v |Labéh v |Initisls v/ Group v |Units v [SHIRMEESS Rate: | Costilise:v
Jamie Reding Work J 100% $1,000.00/wk  $0.00/hr $0.00
Scott Seely Work S 100% $19.50/hr  $0.00/hr $0.00
3 Joff Pike Work ) 100% $0.00/hr| $0.00/hr $0.00
4 Judy Lew Work il 100% $0.00/hr  $0.00/hr $0.00
5 Brenda Diaz Work B 100% $0.00/hr _ $0.00/hr $0.00

5. Enter the following standard pay rates for the remaining resources:
Resource Name Standard Rate

e Jeff Pike 750/w
e JudyLew 19.50/h
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e Brenda Diaz 12.75/h
e Brad Sutton 16.50/h
e Annette Hill 20.00/h
e Ryan lhrig 12.00/h
e YanlLi 18.50/h
e Sound Technician 16.50/h
e Digital Truck-Mounted VidCam 1000/w
e Sound Editing Studio 250/d
e Light Banks 0/h

e Video Editing Studio 250/d

e Microphone Bundles 0/h
e Dolly 25/d
e DVD 10

6. Your screen should look similar to following figure.

B H S : RESOURCE S|
TASK RESOURCE = REPORT  PROJECT  VIEW FORMAT
== P ® RE R B3 [ ] mm  [)) Leveling Options
I5S ‘Yo af = “= 5= Clear Leveling
Team Resource Add Information Notes Detai Level  Level
Planner - Pool~  Resources~ Resource  All
I P
w Februan March
5 Start — ==
s Mon 1/4/16
Li] e Nar v Typ v Label nit - + Std.Rate  ~ Rat -
Jamie Reding Work J 100% $1,000.00/wk $0.00/hr
Scott Seely Work s 100% $19.50/hr  $0.00/hr
Jeff pike Work ) 100%  $750.00/wk  $0.00/hr
Judy Lew Work J 100% $19.50/hr  $0.00/hr
Brenda Diaz Work B 100% $12.75/hr  $0.00/hr
Brad Sutton Work B 100% $16.50/hr  $0.00/hr
Annete Hill Work A 50% $20.00/hr  $0.00/hr
Ryan Ihrig Work R 100% $12.00/hr  $0.00/hr
Yan Li Work Y 100% $18.50/hr  $0.00/hr
Sound Work s 300% $16.50/hr  $0.00/hr
Technician
Digital Work D 200% $1,000.00/wk  $0.00/hr
Truck-Mounted
Video Camera
Sound Editing  Work H 100%  $250.00/day  $0.00/hr
- Studio
£ Light Banks Work L 400% $0.00/hr  $0.00/hr
o video Editing  Work v 100% $250.00/day  $0.00/hr
£ Studio
Qe Microphone Work M 500% 50.00/hr  $0.00/hr
& Bundles
16 Dolly Work D 200% _,$25.00/day $0.00/hr
1 DVD Material  2-hour D $10.00
19 Food Cost F

Material resource cost
will be the per unit cost listed
inthe material label field

7. SAVE the project schedule.

3.7  Establish Nonworking Times for an Individual Work Resource

1. Click the Project tab, then click Change Working Time. The Change Working Time dialog
box appears.

2. Inthe For Calendar box, select Jamie Reding. Jamie Reding’s resource calendar appears
in the Change Working Time dialog box.

3. Slide the button next to the calendar until the calendar is on January, 2016.

¥ Page 19 &3



PC3107 Project Management Using Microsoft Project

Select the dates January 28 and 29.

In the first Name field under the Exceptions tab, type Vacation Days.

Press Enter. The Start field displays 1/28/2016 and the Finish field displays 1/29/2016.
Microsoft Project will not schedule Jamie Reding to work on these two days. Your
screen should look similar to the following figure.

Click OK to close the Change Working Time dialog box.

SAVE the project schedule.

lick on a day to see its work 28, 2016 is nonw
January 2016
SIM|T|W|Th[F|S

Exception dates
highlight when
name is selected

TR

I~ Exception dates

©

Ogtions. oK Cancel

Exception Name

3.8  Establish a Specific Work Schedule for a Resource

12.

Click the Project ribbon and then click Change Working Time to open the Change
Working Time dialog box.

In the For Calendar box, select Scott Seely. Scott works a scheduled commonly called
4-10’s, which means he works 4 days a week, 10 hours per day.

Click the Work Weeks tab, and then click the Details button. The Details dialog box
appears.

In the Select day(s) box, click and drag to select Monday through Thursday.

Select the radio button next to Set day(s) to these specific working times.

On line 1 of the Working Times box, click the 8:00 AM box and type 7:00 AM.

On line 2 of the Working Times box, click the 5:00 PM box and type 6:00 PM.

Press Enter to set your changes. Your screen should look similar to thefigure at right.
In the Select day(s) box, click Friday.

. Select the radio button next to Select Set days to nonworking time.
. Click OK to close the Details dialog box. Microsoft Project can now schedule Scott Seely

to work as early as 7:00 AM and as late as 6:00 PM on Monday through Thursday, but
it will not schedule him to work on Friday.

Click any Friday in the Change Working Time dialog box. Note that these days are set
to nonworking time.

¥ Page 20 &3



PC3107 Project Management Using Microsoft Project

13. Click any one day of the week, Monday-Thursday. Note the working times for these
days. Your screen should look similar to the following figure.
14. Click OK to close the Change Working Time dialog box.

15. SAVE the project schedule.

Change Working Time

For calendar: ~ Scott Seely

Base calendar:  Standard

Create New Calendar ...

3.9
1.

Attach a Note To a Resource

Legend Click on a day to see its working times:  Working times for January 14, 2016
[ January 2016 Modified working
Working +7:00 AM to 12:00 PM
S|M|T|W|Th/F| S +1:00 PM to 6:00 PM ~———— hours for Monday
Nonworking 112 through Friday
s 3[als|e[7 8|9 Based on
[31] edited working hours 011123 ﬂi 6 Default work week on calendar
On this calendar = oL Seely
| 17 (1819 |20 |21 [22 |23
Fridays are grayed
1131 Exception day 2 |25 26 |27 |22 [29 |30 ays are gray|
| out
31| Nondefault work week 31 i nonworking time
Exceptions | Work Weeks
‘ Name ] Start I Finish Details...
1 |[Default) [NA NA
Help ogtions.. | ok | [ cancel

In the Resource Name column, select the name of the resource 1, Jamie Reding.

2. On the ribbon, click the Resource tab, then click the Resource Notes button in the

Properties command group on the ribbon. The Resource Information dialog box is

displayed with the Notes tab visible.

In the Notes box, type Jamie on vacation Jan 28 and 29; available for consult at home

if necessary and click OK. A note icon appears in the indicator column.

Point to the note icon in the Resource sheet. The note appears in a ScreenTip (double-

click the icon to display the full text of longer notes). Your screen should look similar to

the following figure.

@A oS- —
TASK RESOURCE REPORT PROJECT VIEW FORMAT
i ! — = —— ®
= ® © . : -
= I~ S8l E S= om
Team Resource Add Information Notes Details Level Level
Planner ~ Pool ~ Resources ~ Resource All
gnment Insert Propertie
w |February
= Start
s Mon 1/4/16
O |ResourceName ¥ v|n " - -
= J 100%
an 28
St at S 100%
J 100%

5. SAVE the project schedule.

6. CLOSE the Don Funk Music Video 2 file
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4 Resource and Task Assignments

In Microsoft Project, when you assign resources to a task, you can use the Assign Resources
dialog box. You activate the Assign Resources dialog box via the Assign Resources button
located in the Assignments group on the Resource ribbon. Your Assign Resources dialog

box should look similar to the figures below, depending upon whether the Resource List
options are collapsed or expanded.

RequesDemand field  Units field for resource  Cost field displays cost
used by Project Server assignmentunits  of resource assigned

/

Options allow

Yyou to use a
fiiter or check <
for availability

Graph
Close

Help

4.1 Make Individual Resource Assignments

1. Click the Resource tab and then click the Assign Resources button in the Assignments
group. The Assign Resources dialog box appears.
2. If the Assign Resources dialog box is covering the task name column, drag the dialog

box into the middle of the screen. Your screen should look similar to the following
figure.

—

Ada 2

2

282883 &

Assign Resources dialog Box

3. In the Task Name column of the Gantt Chart view, click the name of task 3, Review
screenplay.

4. Inthe Resource Name column of the Assign Resources dialog box, scroll down and click
Scott Seely and then click the Assign button. In the Assign Resource dialog box, a check
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5.
6.

7.

appears next to Scott Seely’s name, indicating that you have assigned him to the task
of reviewing the screenplay. Your screen should look similar to the following figure.

Scom Senty

Checkmark indicates resources assigned to this task

In the Task Name column, click the name of task 5, Develop production layouts.

In the Assign Resources dialog box, click Jeff Pike and then click the Assign button. A
check appears next to Jeff’s name to show that you have assigned him to task 5.

SAVE the project schedule.

4.2  Assign Multiple Resources Simultaneously

1.

8.
0.

In the Task Name column, click the name of task 4, Develop scene blocking and
schedule.

In the Assign Resources dialog box, scroll down and click the name cell for Scott Seely.
Scroll up or down in the list until the name Judy Lew is visible. Hold down Ctrl, then click
the name cell for Judy Lew.

Release the Ctrl key and then click the Assign button. Check marks appear next to the
names of Scott Seely and Judy Lew, indicating you have assigned them both to task 4.
Close the Assign Resources dialog box.

Move the center divider to the right to allow the Resource Names column to be visible.
Click once on the Resource Name cell for task 6, Identify and reserve locations. Then
click the sub-menu arrow at the right of the cell.

In the drop-down list, select the checkboxes for Jeff Pike and Yan Li. Your screen should
look similar to the following figure.

°

Ana 2

232888 2

Checkmarks indicate the resources assigned to this task

Press Enter.
SAVE the project schedule.
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4.3 Add Work Resources to a Task

1. Click the View tab. In the Split View group on the ribbon, select the Details checkbox.
The Task Form view appears in the bottom part of your screen.

2. Click the name of task 3, Review screenplay. In the Task Form pane at the bottom of
your screen, note the Work value of this task—120 hours.

3. Inthe Task Form view single-click the first cell below Scott Seely’s name. Click the sub-
menu arrow at the right of this cell, then select Jeff Pike.

4. Atthe top of the Task Form portion of the screen, click the OK button. Microsoft Project
assigns Jeff Pike to task 3. Your screen should look similar to the following figure.

@ H*

()
Duration
increases due

to Jeff Pike's
work schedule

v
l Scott Seely Jeff Pike

Alls 32

. Scott Seely.Jul

2338 3

Work information
is displayed
in the Task Form

5. SAVE the project schedule.

4.4 Add Work Resources to an Effort-Driven Task

1. Click the name of task 5, Develop production layouts. Jeff Pike is the only resource
currently assigned to this task, work is calculated at 160 hours and the duration is 1
month. You’d like to assign an additional resource and reduce the task’s duration.

In the Task Form screen click the check box for Effort driven.

3. Click once in the blank cell below Jeff Pike. From the drop-down menu, select Brenda
Diaz. Then click the OK button at the upper portion of the Task Form screen. Your
screen should look similar to the following figure.
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4,

5.

ssdays  Mon1/a/16  MonS/2/16 T
0Odays Mon 1/4/16  Mon 1/4/16 4111‘

3.6wks Mon 1/4/16  Tue 1/26/16 . Scott Seely Jeff Pike

Effort driven Ay MmN Heayais dm Scott Seely.Jy
tasks reduce
duration when -
resources |3
are added

0.5mons  Tue2/2/16  Mon 2/15/16

Tue2/16/16  Mon 3/21/16
Tue3/22/16  Mon4/a/16

Tued/5/16  Mon4/18/16
Tue4/19/16  Mon 4/25/16

Tued/26/16  Mon 5/2/16

Effort driven
checkbox

Notice that the duration has been changed to .5 months and the total work (160 hours)
has now been evenly distributed between Jeff Pike and Brenda Diaz. In this instance
you applied effort-driven scheduling, which tells Microsoft Project to hold the work
value constant and change the duration when resources are added or removed.

SAVE the project schedule.

4.5 Use the Actions Tag to Change Project’s Scheduling Behavior

1.

6.

In the Gantt Chart portion of the view, click on the name of task 5, Develop production
layouts. You’d like to assign an additional resource and reduce the task’s duration.
Click the Resource tab and then click the Assign Resources button in the Assign- ments
group. The Assign Resources dialog box appears.

In the Resource Name column of the Assign Resources dialog box, locate and click
Annete Hill. Hold down Ctrl then locate and click Brad Sutton. Release the Ctrl key.
Click the Assign button. These two resources are added to the task. In addition, an
Actions tag appears to the left of the task name column.

Click the Actions tag button. A list of options regarding how you want to handle this
additional resource is displayed. Your screen should look similar to the following figure.

e

s & Y & T

Actions tag
button ™~

The highlighted
optioninthe _~
Actions list

is the default

Select Increase the amount of work but keep the same duration.
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10.

11.

12.

Click the name of task 6, Identify and reserve locations. Notice in the Task Form screen
that the Effort driven check box is NOT checked for this task. Take note of the work
data in the Task Form pane (400 hours total).

In the Resource Name column of the Assign Resources dialog box, click Annete Hill.
Scroll down until Ryan lhrig’s name is visible. Hold down Ctrl, click Ryan lhrig. Release
the Ctrl key then click the Assign button.

Click the Actions tag button. Select: Reduce the hours resources work per day (units),
but keep the same duration and work. Your screen should look similar to the following
figure. Microsoft Project calculates the work values for each resource, keeps the task’s
duration at 5 weeks and adjusts the units for each resource.

Click the Close button in the Assign Resources dialog box.

N
V

Units and Work information recalculated after
selecting the Actions option to reduce hours per day

SAVE the project schedule.

4.6  Assign a Material Resource to a Task

1.

In the Task Name column, click the name of task 6, Identify and reserve locations.
Click the Resource tab and then click the Assign Resources button in the Assignments
group. The Assign Resources dialog box appears.

In the Assign Resources dialog box, click once in the Units field for the DVD resource.
Type 8, and then click the Assign button.

If the Assign Resources dialog box is covering the scroll bars for the Gantt bar portion
of your screen, drag the dialog box into the middle of the screen.

Scroll the Gantt bar portion of your screen so that the right end of the bar for task 6 is
visible. You will use eight DVDs while identifying locations for this video. Remember
that a DVD is a material resource and cannot do work, so assigning it to a task does not
affect the task’s duration. Your screen should look similar to the following figure.
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6.
7.

a

& Jeff Pike Bronda Dinz Annate Hill[50%.8r3d Sutton

ot Pike[S7%].Yan Li[§7%1 Anncte Hill(29%) Ryan Ihrig[§T%1.0VD(8 2 hour disc]

......

v Toige MeaIAG =
- o
e 2 s (o
E x
EN a2
8 2n0ur n"

Material doesnot ~ Material added Material label and amount (units)
have a work value  in Gantt Chart displayed in the Units column

In the Assign Resources dialog box, click Close.
SAVE the project schedule.

4.7  Assign a Cost Resource to a Task

1.

8.
9.

Click the Assign Resources button in the Assignments group. The Assign Resources
dialog box appears.

Scroll up or down in the Gantt view and in the Task Name column, click the name of
task 17, Scene 1 rehearsal.

In the Resource Name column of the Assign Resources dialog box, click Food and then
click the Assign button.

In the Cost column for the Food resource, type 500 and press Enter. During the Scene
1 rehearsal, $500 of food will be used to feed the crew and performers working on this
task.

Click on the name of task 25, Scene 2 rehearsal.

In the Resource Name column of the Assign Resources dialog box, click Food and then
click the Assign button.

In the Cost column for the Food resource, type 500 and press Enter. Your screen should
look similar to the following figure.

[Es~
—

o

2823 & 8 8 8 AxxAR

Cost Resource Cost resources
has no Units added to Gantt Chart

In the Assign Resources dialog box, click Close.
SAVE and then CLOSE the Don Funk Music Video 3 file.
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5 Refining Your Project Schedule

In Microsoft Project 2013, there may be times when you want specific tasks to occur at
times that are outside the project calendar’s working time. To do this, you need to create
a new base calendar, a feature that is accessed through the Change Working Time dialog
box.

Create New Calendar button

Change Working Time 2
Calendar
i ———rorzrmsrPstandard (Project Calendar) - Creat] New Calendar o |
Calendar ‘Standard’ is a base calendar.
Legend: Click on a day to see its working times:  February 2, 2013 is nonworking,
February 2013
Based on:

Nonworking

ORI S[M[T[W[Th[F[S
1

9 Default work week on calendar

2105 |6 8
B 415167 Standard

31! Edited working hours
10 |11 |12 |13 |14 (15 |16

On this calendar:

Exceptions and 31] exception day
Work Weeks tabs §

17 |18 (19 (20 |21 |22 |23

24 |25 (26 |27 (28
\7 Nondefault work week yil
Exceptions | Work Weeks

[ name [ start [ Finish [= | [ pstaitsu ]

1 |Martin Luther King Jr, Day J118/2016 1/15/2018 | A ‘
2 |Memorial Day 5/30/2016 5/28/2018 et
— { Create New Base Calendar [
New Base .
A - T
— 4 | Nanf€ | Copyof Standard
Name box
Create pew base calendar
. i © Make a copy of  Standard v calendar
Option for
creating a new _« A oK Cancel e
or copying an
existing calendar
| pep | Options... oK [ cpneet |
Create new base calendar dialog box Details button

5.1 Apply a Task Calendar to an Individual Task

1. OPEN Don Funk Music Video 4M. SAVE the file as Don Funk Music Video 4.
Click the Project tab then click Change Working Time. The Change Working Time dialog
box is activated.

3. In the Change Working Time dialog box, click the Create New Calendar button. The
Create new base calendar dialog box appears as shown in figure on slide 4.

4. Inthe Name box, type Overnight Beach Filming. One of the scenes for the video will be
shot during the overnight hours on a public beach.

5. Ifitis not already selected, click the Make a copy of button. In the drop-down list box,
select Standard, and then click OK.

6. Click Work Weeks tab in the Change Working Time dialog box, and then click the Details
button. The Details dialog box appears.

7. Inthe Select days box, drag your pointer to select Tuesday through Friday. Click the Set
day(s) to these specific working times button.

8. Click the cell in row 1 of the From column and type 12:00 AM. Click the cell in row 1 of
the To column and type 3:00 AM. Click the cell in row 2 of the From column and type
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9:00 PM. Click the cell in row 2 of the To column and type 12:00 AM. Press Enter. Your
screen should look similar to the following figure.

Change Working Time X

Custom base

calendar for For calendary Overnight Beach Filming v Create New Calendar ...
Ovefnlght Calendar ‘Overnight Beach F...' is a
Beach Filming |
Legend Click on a day to see its working times February 2, 2013 is nonworking.
i February 2013
: Worki
e S[M[T[w[Th][F[S
S 3
£ | Nonworking Based on
» & S Default work week on calendar
Graaite 3|14|5|6)|7|8]|9 5
31/ Edited working hours p- VEHROI oAty b
E 10 (11 |12 |13 |14 |15 |16
e e cade 17 (18 [19 |20 |21 |22 |23
31
= Rrrtondy 24 |25 |26 |27 |28
31| Nondefault work week -
| it

1| etails for T 1 2
[ Exceptions | Wq Details for '[Defauit]
| Naine | | Setworking time for this work week Details... }
| 1 |[Default] Select day(s) Use Project default times for these days. |
 — 1 Sunday Set days to nonworking time,
Work days and ] { © Set dayl(s) to these specific working times:
Times for ] |
i = | F T

Overnight Beach - 1:3:\‘”‘ : 80 o

Fiming celootiar — | [t Satuxciay [72 |9:00 PM  |12:00 AM
‘ Heip oK | | Cancel

Help — Close

9. In the Select days box, select Monday. Click the Set day(s) to these specific working
times button. Click the cell in row 1 of the From column and type 9:00 PM. Click the
cell in row 1 of the To column and type 12:00 AM. Click the cell in row 2 of the From
column and press Delete.

10. Select Saturday. Click the Set day(s) to these specific working times button. Click the
cell in row 1 of the From column and type 12:00 AM. Click the cell in row 1 of the To
column and type 3:00 AM. Press Enter.

11. Click OK to close the Details dialog box, then click OK to close the Change Working Time
dialog box. You have now created and set the working times for this calendar from 9:00
PM to 3:00 AM from Monday night through Friday night (Saturday morning). Now you
must assign the calendar to a task.

12. Select the name of task 35, Scene 3 video shoot. If the Gantt bar of this task is not
visible, click the Scroll To Task button on the Task ribbon.

13. Click the Task tab then click the Information button in the Properties group. The Task
Information dialog box appears.

14. Click the Advanced tab of the Task Information dialog box.

15. In the Calendar box, select Overnight Beach Filming from the drop-down list box. Click
the Scheduling ignores resource calendars check box. Your screen should look like the
following figure.
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Scheduling ignores resource

Advanced tab calendars option check box
Task Information ' / =
General | Predecessors | Resources Advanced ] Notes | Custom Fields|
Name: | Scene 3 video shoot Duration: | 2 days : W: Estimated
Constrain task
Deadline: NA -
Constraint type: As Soon As Possible v Constfaint date: NA -
Task type: Fixed Units v [C\fort driven
Calendar Calendar: . Overnight Beach Filming v [¥]Scheduling ignores resource calendars
selection box WBS A
Earned value method: % Complete -
[7] Mark task as milestone
[ Help ‘ oK ] Cancel J

16. Click OK to close the Task Information dialog box. Microsoft Project applies the
Overnight Beach Filming calendar to task 35, and a calendar icon appears in the
Indicators column. Because you chose to ignore resource calendars, the resources for
this task will be scheduled at times that would usually be nonworking times for them.

17. SAVE the project schedule.

5.2  Change Values of the Work Formula

1. Click the View tab. Click the Task Usage button in the Task Views group on the ribbon.
The Task Usage View replaces the Gantt Chart view.

2. Press the F5 key. In the ID box, type 4, and then click OK. Microsoft Project shifts the
project schedule so that task 4, Develop scene blocking and schedule, and its
assignments are visible.

3. Auto fit the Task Name column and move the center divider to the right until you can
see the Start column. To auto fit a column, place the pointer on the right side dividing
line of the column name and double-click. Your screen should look similar to the
following figure.

A83348342

4. Right-click the Start column heading. Select Insert column.

¥ Page 30 3



PC3107 Project Management Using Microsoft Project

5.

8.

In the Duration field for task 4, select or type 2w, and press Enter. Microsoft Project
changes the duration of task 4 to two weeks and increases the work for each resource.
You want to increase the duration but keep the work the same.

Point to the Duration field for task 4, and then click on the Actions button. Your screen
should look similar to the following figure.

- 4 Develop scene blocking and schedule
Scott Seely
Judy Lew
5 |mm # Develop production layouts
leff Pike
Brenda Diaz
Brod Sutton

Annete Hill

/

Actions button  Actions button
options list

Select Decrease the hours resources work per day (units) but keep the same amount
of work in the Actions list. The total work on the task is still 80 hours, but the
assignment units value of each resource decreases. Another way to think of this is that
the resources will put in the same total effort over a longer period of time. The following
figure shows the adjusted scheduling formula values for task 4.

Adjusted values for assignment units

SAVE the project schedule.

5.3 Change a Task Type Using the Task Information Dialog Box

1.

Switch back to the Gantt Chart view by clicking on the Gantt Chart button in the View
ribbon.

Press the F5 key. In the ID box, type 6, and then click OK.

Double-click Task 6. The Task Information dialog box appears.

Click the Advanced tab if it is not already selected. Note that in the Task type box the
task has a Fixed Units task type. You need to adjust this task’s resources, but leave its
duration fixed at 5 weeks.

Select Fixed Duration from the drop-down list box in the Task type box.

Click the Resources tab on the Task Information dialog box.

In the Units column, set the units value for Jeff Pike to 50% and for Ryan lhrig to 75%.
Your screen should look similar to the following figure.
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Adjusted resource units

Task Information tihj\

General | Predecessors )‘R:Sva':"’(.i.5,| Advan(ed] I Custom Fields
Name: | Identify and reserve locations Duration: | 5 wks = Estimated
Resources:

Resource Name | Assignment Units Cost

Jeff Pike i 50% §2,142.36

Yan Li 57% §2,114.29

Annete Hill 29% §1,142.86

Ryan Ihrig i 75% $1,371.43

DVD 8 2-hour disc $80.00

Help OK Cancel

8. Click OK to close the Task Information dialog box. Note that the duration of the task did

not change.
9. SAVE the project schedule.

54  SplitaTask

Select the name of task 5, Develop production layouts.

Press Ctrl+Shift+F5. Microsoft Project brings the Gantt bar of task 5 into view.

Click on the View tab. In the Zoom command group, in the selection box below
Timescale, select Days. Your screen should look similar to the following figure. You have
just been told that work on this task will be interrupted from February 9 to February 11

(no work will occur on these days).

Timescale Zoom Box Two-tiered time scale Gantt bar for Task 5

4. Right-click the Gantt bar for task 5. From the shortcut menu that appears, click the Split
Task button from the upper shortcut menu. A ScreenTip appears and the mouse pointer
changes to a double vertical line with an arrow to the right.

5. Move the mouse pointer over the Gantt bar of task 5. Watch the ScreenTip box as you
move the pointer—the date changes. The ScreenTip box reflects the date on which you
will begin to split the task. Your screen should look similar to the following figure.
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6.

8.

Split Task ScreenTip box.
This information changes as you move the mouse

- Dsation  + Stant - | Pk v
14188 days Mon 1/8/16  Thu 7/21/16
8338dws  Menl/a/16  Fris/e/i6 Spit Task

SCott Seely|58%]Judy Lew(60%]
.

PR T 16 wed615/16
6 Fay

Ddey: ;!
67sdays  FS/6f16  Tues/urj1e

Move (but don’t click) the mouse pointer over the Gantt bar until the Start date of
Tuesday, 2/9/16, appears in the ScreenTip box.

Click and hold, then drag the mouse pointer to the right until the Start date of Friday,
2/12/16, appears in the ScreenTip, and then release the mouse button. Microsoft
Project inserts a task split between the two parts of the task. The split, or interruption
in work, is represented by a dotted line in the Gantt Chart, as shown in the following
figure.

Dotted line indicates a splitin the task

Scott Seely[S8%]. Ju’mlml
-

SAVE the project schedule.

5.5 Set Up a Recurring Task

1.

Select the name of task 11, Pre-Production complete. You want to insert the recurring
tasks as the last items in the Pre-Production phase.

On the Task ribbon, in the Insert group, click the down-arrow under the Task button.
Select Recurring Task. The Recurring Task Information dialog box appears.

In the Task Name box, type Status Meeting.

In the Duration box, type 1h.

Under Recurrence Pattern, make sure that Weekly is selected, and then select the
Monday check box.

In the Start box, type or select 1/4/16. The first occurrence of your weekly meeting will
be on January 4, 2016.

Under Range of recurrence, click End after, and then type or select 15 occurrences.
Your screen should look like the following figure.
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10.

11.

r o
Recurring Task Information l\ﬂ

i Task Name: | Status Meeting Duration: | 1h

| Recurrence pattern
|

Daily Recur every | 1 = week(s) on:

9 Weekly
Monthly Sunday v| Monday Tuesday Wednesday
Yearly || Thursday Friday Saturday

Range of recurrence

Start: Mon 1/4/16 v (@ End afterr |15 = occurrences
End by Mon 4/11/16

Calendar for scheduling this task

Calendar: None v Scheduling ignores resource calendars
|
[ Help OK ‘ | Cancel

\ /

Click OK to create the recurring task. A Microsoft Project dialog box appears to notify
you that one of the instances of the recurring task will occur during nonworking times
(the holiday on January 18).

Review the options presented in the dialog box. You want to reschedule the status
meeting for this particular week. Click Yes to reschedule this occurrence of the task.
Microsoft Project inserts the recurring tasks within the Pre-Production phase. A
recurring task icon appears in the Indicators column, as shown below.

Recurring task icon Each recurrence rolls up to the recurring task summary individually

4
: X

Click the name of task 11, Status Meeting, and then click the Scroll to Task button in
the Editing group on the Task ribbon. The Gantt Chart displays the first occurrences of
the recurring meeting’s Gantt bars. Notice that the Gantt bar at the recurring task level
(task 11) task shows only the individual occurrences of the tasks. This is because a
recurring task is not a true summary task.

SAVE the project schedule.

5.6  Assign Resources to a Recurring Task

1.

If it is not already selected, click the name of task 11, Status Meeting.

Click the Resource tab. In the Assignments group on the ribbon, click Assign Resources.
In the Assign Resources dialog box, click Brad Sutton. Then hold down Ctrl while clicking
Chris Preston, Eva Corets, Jamie Reding, Jane Clayton, and Judy Lew.

Click Assign, and then click Close. Microsoft Project assigns the selected resources to
the recurring task.

& Page 34 &3



PC3107 Project Management Using Microsoft Project

5.

6.

7.

If the recurring task is not already expanded, click the Expand button next to task 11’s
title to show the subtasks. Your screen should look similar to the following figure.

Recurring tasks are sequentially numbered Resource assignments for each recurrence

¥

P N S —
e i ot B Gl g G b o
e AL
e e

Click the Collapse button next to task 11’s task title to collapse the subtasks under the
recurring task.
SAVE the project schedule.

5.7 Apply a Start No Earlier Than Constraint to a Task

1.

Press the F5 key. In the ID box, type 39 and press Enter. This scene will be shot at a
location that is not available until May 25, 2016.

Double-click on Task 39. The Task Information dialog box appears.

Click on the Advanced tab. In the Constrain task section, next to Constraint type, select
Start No Earlier Than from the drop-down list box.

In the Constraint date box, type 5/25/16. Your screen should look similar to the
following figure.

Constraint type box Constraint date box
Task Information &J\

General' Predecessors | Resqurces Advanced { Notes ] Custom Fields
Name: | Scene 2 begin Durgtion: | 0 days = Estimated
Constrain task

Deadline: NA v

Constraint type: Start No Earlier Than v Constraint date:  5/25/16 -

Task type: Fixed Units v Effort driven

Calendar: None - Scheduling ignores resource calenda

WBS code: 231

Earned value method: % Complete -
[V]iMark task as milestonel

1 |

[ Hep | [ ok ][ cancer ]

\

5. Click OK. Note the highlighted cells showing the effect of this change. Widen the table

as necessary to view additional data columns. The constraint is applied and a constraint
icon appears in the Indicators column. When you point to the icon, constraint details
will be shown in a ScreenTip. The task is rescheduled to start on May 25, and all other
tasks that depend on task 38 are also rescheduled.

6. SAVE the project schedule.

¥ Page 35 &3



PC3107 Project Management Using Microsoft Project

5.8 Review the Project’s Critical Path

1. Click the Task tab, and then click the down-arrow under the Gantt Chart button; the
view list appears. Select More Views.

2. Inthe More Views dialog box, select Detail Gantt, and then click the Apply button. The
project schedule is displayed in the Detail Gantt view.

3. Press the F5 key. The Go To dialog box appears. In the ID box, type 50, and then click
OK. The view shifts so that the Gantt bar for task 50 is visible. Scroll down so that most
of the tasks after task 50 are visible, and you can see more of the critical path. Your
screen should look similar to the following figure. Almost all of the tasks that fall after
task 50, Scene 3 vocal recording, are on the critical path, which is shown in red.
Noncritical tasks are displayed in blue and also show free slack. (Total slack is shown as
the thin bar that extends to the right of the task bar.)

Non-critical tasks are in blue and have slack (float)

AAA3AANADN

Critical tasks are in red

i
:
[
7 |1

Line represents slack (float)

AASAMAASANAANNANAAAND

aa

4. SAVE the project schedule.

5.9 Explore Resource Allocations

1. On the Task ribbon, in the View group, click the down-arrow under the Gantt Chart
button. Select More Views.

2. In the More Views dialog box, locate and select the Resource Allocation view. Click
Apply. A split view appears: the Resource Usage view is on the top and the Leveling
Gantt Chart view is at the bottom.

3. Click the Resource Name column heading to highlight all cells in that field. Your screen
should look similar to the following figure.
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6.

l Unassigned Ohrs
1 | |4 jamieReding Shrs
| status Meets 1he
Status Meeth 1he
Status Meeti| 1he
Status Meets 1he
Stotus Meeth 1he
Status Meeti
Status Meeti
Status Meeth) 1hr
Status Meet
Status Meets|
Status Meet 1
Status Meet| 1hr
Status Meeth 1he
Status Meeth| 1hr
Status Meeth 1he

Rougheditvi|  <0hrs
Intemalrevie|  6hrs

= -}
AAX233333333340

o eetin

3w status Meetings

READY "% NEW TASKS : AUTO SCHEDULED.

Click on the View tab. In the Data group, click the Outline button, and then select Hide
Subtasks. Microsoft Project collapses the Resource Usage view.

Press Ctrl+Shift+F5. The resources’ total work values over the project timescale appear
in the grid on the right. In the Resource Name column, click the task name cell
Unassigned. Your screen should look similar to the following figure. To the left of the
Resource Usage view is the Usage Table, which shows the assignments grouped by
resource, the total work assigned to each resource, and the work for each assignment.
The outline format can be expanded and collapsed. The right side of the view contains
assignment details (default setting is work) displayed on a timescale.

FE > v

Unassigned
resources =
row selected

This list shows
all tasks that _|
are currently

unassigned

eus

Auto fit the Resource Name and Work columns. Then, in the Resource Name column,
click on the name of resource 3, Jeff Pike. Note at the bottom of the screen, the Leveling
Gantt view shows the actual tasks to which Jeff is assigned.
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7. Click the View tab. In the Zoom group, click the down-arrow below to the Timescale
units box and select Months. The time-scaled grid now shows work values per month.
Your screen should look similar to the following figure.

Timescale changed
Timescale Zoom Box  to show monthly values

8. SAVE the project schedule. CLOSE the project schedule.
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6 Fine-Tuning Tasks

The General tab of the Task Information dialog box provides general information about the
selected task and allows you to make changes and updates to the task. On the General tab,
you can edit the task name, update the duration and the percent complete, change the
priority, and modify the start and finish dates.

Schedule Percent Scheduling  Inactivate task Task Task

Complete Mode checkbox  Priority  Duration
Task Information I \ / l-&J
General I predecessof | Resources | Advanced || Notes | Custom Fields |
Task Name ﬂa*. Identify anifserve locations Qurahon"s wks = i Estimated
Percent complete; | 0% = riority: | 1000 |-
Schedule Mode: (©) Manually Scheduled [T nactive
© Auto Scheduled
Dates
< Start:  Fri 2/19/16 v FEinish: Thu3/24/16 v
Displays Task = &
on the Timeline \*
‘ "] Display on Timeline
¢ | Hide Bar
Hides the baron A1 [7] roiup
the Gantt Chart
Neither Leveling nor Prevent Overallocations mode will move this task because priority is set to 1000.
I Help I Olf I L Cancel

6.1 Explore the Effects of Constraints and Relationships on Task
Scheduling

1. OPEN the Don Funk Music Video 5M project schedule. SAVE the file as Don Funk Music
Video 5.

2. In the Gantt Chart view, review the finish-to-start relationship between tasks 3 and 4.
Your screen should look similar to the following figure. Assume you have just been told
that task 4, Develop scene blocking and schedule, must begin no later than Wednesday,
January 20, 2016.

Finish-to-Start relationship between tasks 3 and 4

Scott Sealy{58%) udy Low(00%]

3. In the Task Name column, select the name of task 4, Develop scene blocking and
schedule.

4. On the Task ribbon, in the Properties group, click the Information button. The Task
Information dialog box appears.

5. Click the Advanced tab.
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6. Inthe Constraint Type box, select Start No Later Than. In the Constraint Date box, type
or select 1/20/16.

7. Click OK to close the dialog box. The Planning Wizard appears, notifying you of a
scheduling conflict between the constraint you just applied to task 4, and the existing
task relationship between tasks 3 and 4. Your screen should look similar to the following

figure.

- B
Planning Wizard [&J

You set a Start No Later Than constraint on the task '‘Develop scene
blocking and schedule’. This could result in a scheduling conflict either
now or later because this task has at least one other task linked to it.

You can:

@ Cancel. No constraint will be set on ‘Develop scene
blocking and schedule’,

~) Continue, but avoid the conflict by using a Start No Earlier
Than constraint instead.

) Continue, A Start No Later Than constraint will be set.

OK |[ Cancel ‘| Help

| Don't tell me about this again.

\ v

8. Inthe You Can selection list, click Continue. A Start No Later Than constraint will be set.

9. Click OK.

10. A second alert appears. Click Continue. Allow the scheduling conflict, and then click
OK. Microsoft Project applies the SNLT constraint to task 4 and reschedules it to start
on Wednesday, as shown in the following figure. Microsoft Project would reschedule
task 4 to avoid the negative slack between tasks 3 and 4, but this SNLT constraint
prevents Microsoft Project from doing so.

Task rescheduled to start 1/20/16

Y p—
1) Scott Seely[S8%) Judy Lew{60%]
L

11. Click the File tab and then click Options.
12. Select the Schedule options then navigate to the Scheduling options for this project:
section. Your screen should look similar to the following figure.
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13.

14.

15.

16.

17.

Project Options |

Schedule
! Show scheduling messages
Schedule Show assignment units as a: | Pescentage| =]
Schedufing options for this project: 83 Don Funk Music Video 5|

New tasks created: Auto Scheduled  [»

Auto scheduled tasks scheduled on: | Project Start Date[ |

Duation is entered in: Days [=]

Work is entered in Hours [+]

Default task type Foed Units =]
New tasks are effort driven Tasks will always honor their constraint dates
Autolink inserted or moved tasks Y] Show that scheduled tasks have estimated durations

7] Split in-progress tasks 7] New scheduled tasks have estimated durations

U] Update Manually Scheduled tasks when Keep task on earest working day when changing to
editing links A Automatically Scheduled mode

Schedule Alerts Options: @5 Don Funk Music Vifeo 5[ v |

U] Show task schedule wamings

Show task schedule suggestions

Calculate project after each edit:
@ On
Off

Calculation options for this project: @5 Don Fur Music Video 5| v

V] Updating Task status updates resource status

oK [ concel

Clear this check box

Clear the Tasks will always honor their constraint dates check box, and then click OK.
A calendar alert icon appears in the indicators column for task 4.

Rest the mouse pointer on the calendar alert icon in the indicators column. A Screen-
Tip appears. Now Microsoft Project honors the task relationship over the constraint.
Microsoft Project preserves the constraint information, but does not honor the
constraint. If the scheduling conflict is removed (by a change in task duration, for
example), Microsoft Project would then honor the constraint. Your screen should look
similar to the following figure.

CIER) 0 b
. t  ReoR o .
B e o i - S e £ m o
': . BI U A I sk M + .‘—"
;
: ; e -
147.75days Mon 1/4/16  Fri 7/29/16
aL38days  Mon1/a/10
Mon 1/4/16
Mo Scott Seely Jeff Pike
i *
1 Wed 2/24/16
Wed 3/30/16
& Wed4/13/16
Wed 4/27/16
1w Wed 5/4/16
5 d Wed 5/4/16 Wed 5/11/16
Calendar Alert icon with screen tip notifies you that Task is reset to its original start date

Project will honor relationships over the constraint

Click the File tab again and then click Options. Select the Schedule options then
navigate to the Scheduling options for this project: section.

Click the Tasks will always honor their constraint dates check box on the Schedule tab,
and then click OK. This restores the default behavior to Microsoft Project, and task 4 is
rescheduled to honor its constraint date.

SAVE the project schedule.
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6.2 Set a Deadline Date for a Task

Press the F5 key; the Go To dialog box appears.

In the ID box, type 27 and then click OK. Microsoft Project displays task 27. You want to
make sure that the pre-production tasks conclude by May 11, 2016, so you will enter a
deadline date for this milestone.

Double-click the task name of task 27, Pre-Production Complete. The Task Information
dialog box appears.

Click the Advanced tab if it is not already selected.

In the date box next to Deadline, type or select 5/11/16, then click OK. Microsoft
Project inserts a deadline marker in the chart portion of the Gantt Chart view. Your
screen should look similar to the following figure. To remove a deadline from a task,
clear the Deadline field on the Advanced tab of the Task Information dialog box.

® 55

[
Dl

Deadline symbol in the Gantt
Chart assigned to task 27

Double-click the name of task 28, Production. The Task Information dialog box appears.
Click the Advanced tab if it is not already selected.

In the dropdown date box next to Deadline, type or select 6/28/16, then click OK.
Microsoft Project inserts a deadline date marker for the summary task. Scroll the chart
portion of the Gantt Chart view to the right to view the marker.

SAVE the project schedule.

6.3 Establish Task Priorities

In the Task Name column, select the name of task 6, Identify and reserve locations.
On the Task ribbon, click the Information button, located in the Properties group. The
Task Information dialog box appears.

Click the General tab if it is not already selected.

In the Priority box, type or select 1000. Your screen should look similar to the following
figure. A message at the bottom of the Task Information dialog box states the task will
not be moved through either Resource Leveling or the Prevent Over allocations mode.
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2
Task Information &J
General | predecessors | Resources ] Advan(edl Notes | Custom Fields |
Name: | Identify and reserve locations Duration: | 5wks |~ [] Estimated
Percent complete: | 0% = Priority: | 1000 =
Schedule Mode: () Manually Scheduled [T nactive \
© Auto Scheduled iori
e ~~_ Task priority
set to 1000
Start:  Fri 2/19/16 v FEinish: Thu3/24/16 :

|| Display on Timeline
[T Hide Bar
| Rollup

Neither Leveling nor Prevent Overallocations mode will move this task because priority is set to 1000.

) ——

Click OK to close the dialog box. Microsoft Project adjusts the task’s priority. Note that
there is no visual indicator for the adjusted priority, and the effect of the new task’s
priority is only apparent after resource leveling.

SAVE the project schedule.

6.4  Establish a Manually Scheduled Task

1. Press the F5 key to produce the Go To dialog box. In the ID box, type 70 and click OK.
2. On the Task ribbon, in the Tasks group, click the Manually Schedule button. Note that

the Gantt bar has changed to the default formatting of a manually scheduled task. Your
screen should look similar to the following figure

Button highlighted when task is set to manually scheduled mode

Bjom Remtig|S%) Fronan Vess, Jamis Reding Ians Ciayten, S (1

Sound Ediing Studio, Maria Hammond,Jim Kim
7 | Video Editing Studia, Shu 1ia Greg Gasik, David
- Vidue Editing Studio, Shu Tie.

T Scott Suely, Jamie Reding, )

Jar

&

]

15 s

Default formatting for a manually scheduled task

Click in the duration cell of task 68, Rough audio edit. You have just been informed that
this task will now take 2 weeks instead of one. Type 2w and press Enter. Notice that
task 70 did not move from its original start date. Your screen should look like the
following figure.
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Finish-to-Start relationship link is not honored

e Bt g
Schedule Schusil ~
‘.

Bjam Remig|S0%], Flarian

1

W6 Tua 716

anin Rading, jane Cayrsn, Shu ite

t Sound Editing Bt

1 Video Editing Studio Shu Ito, Greg Guzik David
- Videe Editing Studio,Shu Ito
T Scott Seely, Jamie Reding.)
I
+

N/

Formatting for the manually scheduled task changes to indicate a warning

4. Position the mouse pointer over the Gantt bar of the manually scheduled task. Notice
that it displays a warning at the top of the ScreenTip. Right-click the Gantt bar of the
manually scheduled task and select Fix in Task Inspector. Your screen should look like

the following figure.

L 10 Fine video edit

Thu 7/28(16
Fri 72016

» 1 Video Caiting Studio,Shu ho,
' Video Editiof
Tt Scott Sed

5. Review the various options and information in the Task Inspector pane. After reviewing

this information, you have decided that manually scheduling this task is not the best
option. In the Task Inspector pane, under the ACTIONS: section, click the Auto Schedule
button. Microsoft Project returns the task to the auto-scheduled mode. Your screen

should look like the following figure.

Sound Editing
"~ T, Video Editing

6. Single-click the duration cell for task 68, Rough audio edit. Type 1w and press Enter.

7. SAVE the project schedule, and then close the file.
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7 Fine-Tuning Resources

To accurately calculate the cost of a material resource, you also need to know its

consumption rate, or how quickly it is used up.

7.1  Enter a Variable Consumption Rate for a Material Resource

1.

OPEN the Don Funk Music Video 6M project. SAVE the file as Don Funk Music Video 6.
Press the F5 key. The Go To dialog box appears. Type 35 in the ID box, and then click
OK. Microsoft Project displays task 35, Scene 1 video shoot. This is the first of several
scenes that requires DVDs to be recorded. You have deter- mined that the initial
estimates for DVD consumption were incorrect. Because for each hour of work you will
only be recording for 30 minutes, you have determined that the correct consumption
rate for the DVD resource is 0.25 DVD/hour (the DVDs record 2 hours of filming).

Click the Resource tab and then click the Assign Resources button. The Assign
Resources dialog box appears.

In the Assign Resources dialog box, click the Units field for DVD. Type 0.25/h and then
press Enter. Microsoft Project changes the consumption rate of DVDs for this task to
0.25 per hour.

Double-click the column divider between the Units and Cost columns to expand the
Units column. The Assign Resources dialog box should look similar to the following

unk Music Video 6
[ro  [units Cost +
124 bottle case $5.00 |_
50% s112. Remove
|
100% $2,00¢ =
e
0.25 2-hour disc/h 4.0 i Variable rate
= for DVDs
100% 50.00 |
100% $264.C Close
Help
Rrad Gitan
Hold down Ctrl and click to select multiple resources

Click the Close button in the Assign Resources dialog box. You will now verify the cost
and work values of the DVD assignment to task 35.

On the ribbon, click the down-arrow under the Team Planner button. Click Task Usage.
Double-click the DVD resource assignment under task 35, Scene 1 video shoot. The
Assignment Information dialog box appears.

Select the General tab, if it is not already selected. Note the Work, Units, and Cost fields.
The Assignment Information box should look similar to the following figure.
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Assignment Information =)

General | Tracking| Notes

Resource: DVD
Work: 42-hou Units: 0.25 2-hour disch

Work contour:  Flat
Cost field
automatically
<€ and
cannot be edited
directly

Start: Tue 5/17/16

Finish: Thu 5/19/16

o «] «f «

Cost rate table: A

ok ] [ cancel

10. Click OK to close the Assignment Information dialog box.
11. SAVE the project schedule.

7.2 Enter a Cost Per Use for a Resource

1. Onthe Resource ribbon, click the down-arrow under Team Planner button, then select
the Resource Sheet.
On the Resource Sheet, select resource 11, Digital Truck-Mounted Video Camera.

3. On the ribbon, click the Information button, located in the Properties group. The
Resource Information dialog box appears.
Select the Costs tab.

5. Under Cost rate tables, select the A (Default) tab if it is not already selected. The Digital
Truck-Mounted Video Camera has a $100 maintenance fee for every time you use it.

6. Inthe first row under the Per Use Cost column, type 100, and then press Enter.

7. Select End from the Cost accrual dropdown box. Your screen should look similar to the
following figure.

Cost Rate Table A $100 fee for each use of the resource

Help Dgtails. ok | Cancel

8. Click OK to close the Resource Information dialog box.
9. SAVE the project schedule.

7.3  Assign Multiple Pay Rates for a Resource

1. Inthe Resource Sheet view, click the name of resource 9, Yan Li.
2. On the ribbon, click the Information button. The Resource Information dialog box
appears.
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7.

8.

Click the Costs tab, if it is not already selected. Each tab of the Cost Rate table
corresponds to one of the five pay rates a resource can have.

Under Cost rate tables, click the B tab.

Select the default entry of $0.00/h in the field directly below the Standard Rate column
heading, type 15/h, and then press Enter.

In the Overtime Rate field, type 22.50/h, and then press Enter. Your screen shouldlook
similar to the following figure.

Cost Rate Table B Overtime rate of 22.50/hr

Resource Informatio L&

General  Costs ] Notes | Custom Fields

Resource Name: | vhn (i

Cost rate tables

For rates, enter § value or a percentage increase or decrease from the previous
rate. For insta if a resource’s Per Use Cost is reddced by 20%, type -20%.

A (Default) | B FN— s —

Effective Date l Standard Rate Ovemm!Rate Per Use Cost

$15.00/h §22.50/n $0.00

[T L]

Cost agccruak  prorated v

[ Degtails... ‘ ! OK [ cancel |

Help )

Click OK to close the Resource Information dialog box. Note that on the Resource Sheet,
Yan Li’s standard pay rate is still $18.50 per hour. This was the value in Rate Table A,
which is the default rate table. This value will be used for all of Yan Li’s task assignments
unless you specify a different rate table.

SAVE the project schedule.

7.4  Apply a Different Cost Rate to an Assignment

1.

On the Resource ribbon, click the down-arrow under the Team Planner button, and
then click Task Usage.

Press the F5 key. Type 6 in the ID box, and then click OK.

Click the View tab. Verify the Cost table is selected by clicking the Tables button, located
in the Data group, and then select Cost.

Under task 6, click the row heading directly to the left of Yan Li so that Yan Li’s entire
assignment is selected.

Move the center divider in the table portion (on the left) of the Task Usage view to the
right until the Total Cost column is visible. You can see that the total cost of Yan’s
assignment to this task is $2114.29. Your screen should look similar to the following
figure.
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9.

Fixed Fixed Cost Total
Task Name v Cost v | Accrusl Cost

4 Don Funk Music Video $0.00 Prorated 60,029.64 Work
$0.00 Prorated $19,399.

50.00 Prorated

$1,800.00 W
$2,114.29 \\

‘\ssa.co w
$0.00 Prorated $0.00 | W
$0.00 Prorated $0.00 | Work

Resel uipment $0.00 prorated |  $0.00 | Work
Reserve v uipment $0.00 Procated | $0.00 Work

Yan Li's cost for task 6 is $2114.29 based on Cost Rate Table A

Double-click Yan Li’s name. The Assignment Information dialog box appears.

Click the General tab, if it is not already selected.

In the Cost rate table box, type or select B, and then click OK. Microsoft Project applies
Yan Li's Cost Rate Table B to the assignment. The new cost of the assignment,
$1,714.29, is reflected in the total cost column. Your screen should look similar to the
following figure.

Fixed Fixed Cost otal
Task Name v Cost v |Acc

ual viCost
# Don Funk Musie Video $0.00 Prorated 59,629.64
4 Pre-Production $0.00

Hit

Ryan thrig
Yon U

e audio recording equipment $0.00

1 Reserve video recording $0.00 Prorated $0.00  Work

Yan Li's cost for task 6 is $1714.29 based on Cost Rate Table B

SAVE the project schedule.

7.5 Specify a Resource’s Availability Over Time

1.

On the ribbon, click the Resource Sheet button.

In the Resource Name column, double-click click the name of resource 32, electrician.
The Resource Information dialog box appears.

Click the General tab, if it is not already selected. You originally planned that there
would be three electricians available for the entire video production, but you have just
determined that there will only be two electricians available from May 1-May 20, 2016.
Under Resource Availability, in the first row of the Available From column, leave NA
(Microsoft Project’s term for a null field, or a field that is blank).

In the Available To cell in the first row, key or select 4/30/16.

In the Available From cell in the second row, key or select 5/1/16.
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7. Inthe Available To cell in the second row, key or select 5/20/16.

8. Inthe Units cell in the second row, key or select 200%.

9. Inthe Available From cell in the third row, key or select 5/21/16.

10. Leave the Available To cell in the third row blank. Microsoft Project will fill this with NA.

11. In the Units cell in the third row, type or select 300%, and then press Enter. Your screen
should look similar to the following figure.

Resource Information =
GC""&'} Costs | Notes | Custom Fields
Resource name: electrician Initials: e
Email Group:
| Logon Account.,. | Code:
Booking type: Committed v  Type: Work -
_| Generic Budget
Resource Availability
Available From | Available To Units | = \ Change Working Time ... |
NA 4/30/2016 300%
5/1/2016 5/20/2016 200%
5/21/2016 NA 300%
Help l b&talls... ‘ (0] ¢ Cancel ‘
\

i

Only two electricians are available between 5/1 and 5/20

12. Click OK to close the Resource Information dialog box.
13. SAVE the project schedule.

7.6  Manually Resolve a Resource Over Allocation

1. On the View ribbon, click the down-arrow to the right of the Resource Sheet button,
click More Views, select Resource Allocation, and then click the Apply button.
Microsoft Project switches to the Resource Allocation view. This is a split view that
displays the Resource Usage view in the top pane and the Leveling Gantt view in the
bottom pane.

2. Ontheribbon, in the Zoom group, click the down-arrow in the Timescale box and select
days. Your screen should look similar to the following figure.

o

Expand button =——t—3p= '.A.
Resource 3
Usage view

Leveling __|
Gantt view
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3. In the Resource Usage view, scroll vertically through the Resource Name column so
that you can see the names. The names you see formatted in red are over allocated
resources.

4. Inthe Resource Name column, navigate (scroll) to and select the name of resource 26,
Greg Guzik.

5. Click the expand button next to Greg Guzik’s name to display his assignments. Scroll
down to see the assignments, if necessary.

6. Press the F5 key. Type 7/15/16 in the Date box, and then click OK. The Leveling Gantt
pane shows the task bars for two of Greg Guzik’s assignments. Your screen should look
similar to following figure.

Sound Editing Studio,Maria Hammond.Jim Kim,Grea Guzik
Video Editing Studis, Shu Ito, Greg Gusik,David Barber|50%]

Greg Guzik's assignments and associated Gantt bars

7. Inthe Resource Name column, double-click Greg’s first assignment, Fine video edit. The
Assignment Information dialog box appears.

8. Click the General tab, if it is not already selected.

9. In the Units box, select 50%, and then click OK to close the Assignment Information
dialog box.

10. Click the Actions button. Review the options in the list that appears. Your screen should
look similar to the following figure.

Maria Hammond 40hrs | Work

o Jim Kim 70 hrs
Bjorn Rettig 20 hrs

® Florian Voss 56 hrs

Jane Clayton 77hrs

$ 4 Greg Guzik 64 hrs

[F=T " Fine video edit 24 brs

@ You changed the hours resources work per day (units). Do you want to:

Select the second option in the Actions Tag list

11. Click Change theamount of work but keep the duration the same in the Actions option
list. Microsoft Project reduces Greg’s work assignments on the task and restores the
task to its original duration. Your screen should look similar to the following figure.
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B H O
TASK  RESOURCE  REPORT  PROJECT  VIEW
’f B network Diagram - === I7E Resource Usage = 5 Highlight: |[No Highlight] ~ | Timescale: q ’ﬂ
= *= = Calendar - [ Resource Sheet ~ [Mo Filter] Day e
Gantt  Task es Zoom  Entire
bt~ Usage « &3 Other Views - Planner » & Other Views - £ Group by: |[No Group] - ~ broject
a5k Vizws Resource views 1ata oom
@ | Resource Name Detais T T r
18 Traval Work
19 Food Work
X0 Shu lto 112 hrs || Work 2h 8h gh n
2 Maria Hammond 40 hrs || Work 2h gh sh 6h
Jim Kim 70 hrs || Work 2h gh sh 6h
Bjorn Rettig 20 hrs || Work
w A > Florian Voss 56 hrs || Work
2 Jane Clayton T7hrs | work
2 % |[@ |4 GregGuiik S2hrs | Work 3h 12h 12h 9h
2 | [ Finevideo edit 12hrs || work th ah h 3h
2 Scene 1 video shoct 16 hrs || Work
& Fine audio edit 24 hrs || work 2h el 8h oh
David Barber 28hrs || Work 1h 4t 4h 3h
e Don Funk 108 hus | Work
Patricia Doyle 40 hrs || wWork
0 Luis Bonifaz 22 hrs || Work
3 chris Preston T9hrs || work
32 electrician 32hrs || work
B & dancers 56 hrs || Work
T v

/

Task work hours have been reduced

12.

In the Resource Name column, double-click Greg’s second assignment, Fine audio edit.

The Assignment Information dialog box appears.

13.
14.

Information dialog box.
15.

Click the General tab if it is not already visible.
In the Units box, type or select 50%, and then click OK to close the Assignment

Click the Actions button. Click Change the amount of work but keep the duration the

same in the Actions option list. Greg’s assign-ments on Wednesday and Thursday are

reduced to eight hours each day.

You have manually changed Greg’s assignments to

reduce his work and resolve his over allocation. He is now fully allocated on Wednesday

through Friday. Your screen should look similar to the following figure.

FH S RESOURCE USAGE TDOLS Don Furk Mus
TasKk  RESOURCE  REPORT  PROJECT | VEW FORMAT
il ,? [E Network Diagram = ,ﬁ IFZ Resource Usage - Al [ D“g *) Highlight: |[No Highlight] - | Timescale: Q Hﬁ
= ™= @ calendar - &8 [ Resource Sheet ~ z =1 S Y Filter [MoFiter] -] Das - Q
»G.mll Tu'_'\-. [ —— T:ﬂll-l =N Sort Dutline Tebles g - Zoom [-r L_u:
hart+ Usage+ < Other Views Planner- T Other Views - - - roup by: |[Mo Group] Projert
ask Views Resource Views Dela Zoom
ul10, 16
@ | Resource Name Work v || peti s I T T P
18 Travel Work.
19 > Food Work
0 > Shu o 112 hrs | Work 2h ah 8h at
a > Maria Hammond 40 hrs| || Waork 2h ah 8h 6
2 (& primKim 70 his || Work 2h ah 8h o
3 > Bjorn Rettig 20hrs || Work
w  # |& & FlorlanVoss 56 his || Wark
§ = » Jane Clayton 77 hrs || Work
o ® 4 Greg Guzik a0 hrs || Work 2h ah 8 &k
; Fine video edit 12 hrs | Work 1h ah anh 3h
2 Seene 1 video shoot 16 hrs | Work
2 | T 1 Ameaudio ean 12hrs || Work 1h ah an n
@ > Dauid Barber 28 hrs || Work 1h 4h an ah
B |&  » DopFunk 108 hrs || Work
o Pafricia Doyle 4o hrs || Work
E] Luif Bonifaz 22 hrs | Work
k1 Chns Preston 79 hrs || Work
32 elefinician 32 hrs || Work
3 |& > danfers 56 hrs ||| Work
1 v

Greg Guzik is no longer over allocated

16. SAVE the project schedule.
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7.7 Use Resource Leveling to Resolve an Over Allocation

15.

On the ribbon, in the Split View group, deselect the Details checkbox.

On the ribbon, click Resource Sheet, located in the Resource Views group. The Resource
Sheet view appears. Take note of the resource names that appear in red and have the
over allocated icon in the Indicators column.

Click on the Resource tab. In the Level group, select Leveling Options. The Resource
Leveling dialog box appears.

In the Resource Leveling dialog box, under Leveling calculations, select Manual, if it is
not already selected.

In the Look for over allocationson a . .. .. basis box, select Day by Day.

Select the Clear leveling values before leveling box.

Under Leveling range for, select Level entire project.

Under Resolving over allocations, in the Leveling order box, select Standard.

Clear the Level only within available slack check box.

. Select the Leveling can adjust individual assignments on a task check box.

. Select the Leveling can create splits in remaining work check box.

. Clear the Level resources with the proposed booking type check box.

. Clear the Level manually scheduled tasks check box. Your screen should look similar to

the following figure.

. Click the Level All button.

Resource Leveling [—i-J
Leveling calculations
Automatic © Manual
Look for overallocations ona  Day by Day v basis

V| Clear leveling values before leveling

Leveling range for 'Don Funk Music Video 6

@) Level entire project
Level From: | Mon 1/4/16

To: | Fri7/29/16

Resolving overallocations

Leveling order: Standard v
Level only within available slack

V| Leveling can adjust individual assignments on a task

V| Leveling can create splits in remaining work
Level resources with the proposed booking type
Level manually scheduled tasks

Help | ear Leveling | tevetan | | ok || cancel |

J

Microsoft Project levels over-allocated resources. Notice that resource 6, Brad Sutton
and resource 22, Jim Kim no longer are over allocated. Some resources may still be
formatted in red, meaning they are still over allocated, probably due to being assigned
work during their normal non-working times. Your screen should look similar to the
following figure.
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FHS-
TASK

Team
Planner -

1

<|°

RESOURCE SHEET

RESOURCE

o
=3

REPORT

PROJECT

Pr

RESOURCE SHEET T00L
VIEW FORMAT
"—*‘ :‘_ - [2) Leveling Options
b 5 Clear Leveling
Level  Level

Resource Al

Name pe
amie Reding Work ] 100%
Scott Seely Work s 100%
Jeff Pike work J 100%
Judy Lew Work J 100%
Brenda Diaz Work B 100%
8rad Sutton—fe

Annete Hill Work A

Ryan lhrig Work R

¥an Li Work ¥

Sound Technician Work ] 300%
Digital Truck-Mounted Video Camera  Work D 200%
Sound Editing Studio Work 100%
Light Banks work L 200%
video Editing Studio Work v 100%
Microphone Bundles Work Y] 500%
Delly [ 200%
ovD aterial 2-hourdisc D

Travel Cost T

Food Cost F

shu lto Work s 100%
Maria Ham Work ™M 100%
Jim Kim work 1 100%
Bjorn Rettig Work B 100%
Florian Voss Waork F 100%
Jane Clayion work 100%
Greg Guaik Work G 100%
David Barber Work D

Don Funk work € T TOUR
Patricia Doyle Work P

Luis Bonifaz Work L

Chris Preston Work

electrician Work e

dancers Work d 100%
musician Work m 100%
Dry Ice Material 10lbblock D

Frank zhang work £ 100%
sottled Water Material 24 bottle cas 8

do Ben-Sachar Work 1 100%
Eva Corets Work E 100%

Jim Kim and
Brad Sutton
are no longer
over allocated

Resources
thatare still
over allocated

16. On the ribbon, click the down-arrow under the Team Planner button. Select More

Views, select Leveling Gantt, and then click Apply. Microsoft Project displays the

Leveling Gantt view.

17. Press the F5 key. Type 60 in the ID box. Your screen should look similar to the figure on

the next slide.

18. SAVE the project schedule, and then CLOSE the file.
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8 Project Information: Sorting, Grouping, and Filtering

In Microsoft Project, you can use the Sort dialog box to sort task or resource information in
the current view by a specified field or fields (see following figure).

Primary Sort Ascending & Descending sort options for each level
Sort X
Sort by Y Sort
D ~ @ Ascending —
Descending | Cancel |
Secondary Sort — 3= Then by [ Reset |

¥ @ Ascending —ET— |
: | Help |
Descending —_—

Tertiary Sort —9Then by
+ @ Ascending

Permanently Descending

renumber __|
resources
check box V| Keep outline structure

= Permanently renumber tasks

8.1 Sort Data in a Resource View

1. OPEN Don Funk Music Video 7M. SAVE the file as Don Funk Music Video 7.
Click the View tab, and then click Resource Sheet. The Resource Sheet view appears.
The default table in the Resource Sheet view is the Entry table. However, you want to
look at the cost per resource, which is not displayed in the Entry table.

3. Ontheribbon, click the Tables button in the Data group and then select Summary. The
Summary table appears in the Resource Sheet view.

4. Auto fit the columns so the data can be easily read. Your screen should look similar to
the following figure.

Cost per resource in the summary table
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5. On the ribbon, click the Sort button in the Data group and then click Sort By. The Sort
dialog box appears (as shown in the figure on slide 3).

6. In the Sort by section, select Cost from the dropdown menu. Next to that, click
Descending. Make sure that the Permanently renumber resources check box at the
bottom of the Sort dialog box is NOT checked.

7. Click the Sort button. The Summary table is sorted from the highest to lowest value in
the Cost column. This sort enables you to look at resource costs across the entire
project. Your screen should look similar to the following figure.

Sorted by cost in descending order

108 hrs
338 hrs
200 hrs
195 hrs
102 hrs

138.28 hrs

$¢o
Brad Su
Video Editing Studio 100%

Shu Ito 100%
Sound Editing Studio 100%

Sound Technician 300%
JmKim 100%

ounted Video Camera 200%

Microphone Bundles
Travel 0% $0.00

8. On the ribbon, click Sort, and then click Sort by. The Sort dialog box appears.

9. In the Sort by section, select Group from the dropdown menu. Next to that, click
Ascending.

10. In the Then by section, select Cost from the drop-down menu. Then click the radio
button next to Descending. Make sure the Permanently renumber resources box is not
checked. Your screen should look similar to the following figure.
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i

Sort

Sort by

Group v (@ Ascending
() Descending Cancel

Then by

Cost v+ () Ascending

@ Descending
Then by
v (@ Ascending
(") Descending
] Permanently renumber resources
V| Sort resources by project

\ A

11. Click the Sort button. The Resource Sheet view is sorted to display resources sorted first
| by Group (Equipment, Talent, etc.) and then by Cost within each group. Your screen
should look similar to the following figure.

Sorted by Group in ascending order first... ...and then sorted by costin descending order

|

i Funk Music Video 7 - Pro
(PORT  PROJECT FORMAT
: rceUspge = A | £} 7) righlight: [No Highlight] + | Tier
ResourceStfeet = ™ L =2 Y Fie [No Filter]
s Othes Viewf - o 3oup by: [No Group]
Food Cost 0% $1,250.00
Travel Cost % $0.00
Sound Technician Crew 300% 100% $16.50/hr  $0.00/hr  $1,188.00 72hrs
electrician Crew 300% 100% $30.00/hr  $0.00/hr $960.00 32hrs
Digital Truck-Mounted Video Camera  Equipment 200% 100%  $1,000.00/wk  $0.00/hr $500.00 16hrs
Dolly Equipment 200% 100% $25.00/day  $0.00/hr $100.00 32hrs
Light Banks £quipment 400% 100% $0.00/hr  $0.00/hr $0.00 16hrs
Microphone Bundles Equipment 500% 100% $0.00/hr  $0.00/hr $0.00 16hrs
Video Editing Studio b 100% 100%  $250.00/day $0.00/hr  $3,187.50 102 hrs
Sound Editing Studio Lab 100% 100%  $250.00/day S0.00/hr  $1,500.00 48hrs
ovD Materials 0 2-hour disc/hr $10.00 $150.00 15 2-hour disc
Dry ice Materials 010 I block/day $12.00 $24.00 2101b block
Bottled Water Materials 024 bottle case/day $5.00 $20.00 424 bottle case
Jeff Pike Production 100% 100% $750.00/wk  S0.00/hr  $6,337.50 338 hrs
Scott Seely Production 100% 100% $19.50/hr  $0.00/hr  $3,900.00 200 hrs
Brad Sutton Production 100% 100% $16.50/hr  $0.00/hr  $3,217.50 195hrs
Yanu Production 100% 100% $18.50/hr  $0.00/hr  $2,158.29 138.28 hrs
Jamie Reding Production 100% 100%  $1,000.00/wk  $0.00/hr  $2,125.00 85hrs
Annete Hill Production 50% 50% $20.00/hr  S0.00/hr  $1,942.86 97.15hrs
z Ryan Ihrig Production 100% 100% $12.00/hr  $0.00/hr  $1,872.00 156 hrs
& Shulto Production 100% 100% $16.00/hr  $0.00/hr  $1,792.00 12hrs
- Chris Preston Production 100% 100% $17.00/hr  $0.00/hr  $1,343.00 79hrs
Judy Lew Production 100% 160% $19.50/hr  $0.00/hr  $1,306.50 67 hrs
smKim Production 100% 200% $16.50/hr  $0.00/hr  $1,155.00 70hrs
Jane Clayton Production 100% 100% $15.00/hr  $0.00/hr  $1,155.00 77hrs
Brenda Diaz Production 100% 100% $12.75/hr  $0.00/hr  $1,096.50 86 hrs
Greg Guzik Production 100% 100% $18.50/hr  $0.00/hr $740.00 40hrs
Florian Voss Production 100% 100% $13.00/hr  $0.00/he $728.00 56 hes
Maria Hammond Production 100% 100% $18.00/hr  $0.00/hr  $720.00 40hrs
Patricia Doyle Production 100% 100% $17.50/hr  $0.00/hr  $700.00 a0hrs
1do Ben-Sachar Production 100% 100% $13.50/hr  $0.00/hr $432.00 32hrs
David Barber Production 100% 50% $14.00/hr  $0.00/hr $292.00 28hrs
Bjorn Rettig Production 100% 50% $18.00/hr  $0.00/hr $360.00 20hrs
Luis Bonifaz Production 100% 100% $14.00/hr  $0.00/hr  $308.00 2hrs
Eva Corets Production 100% 100% $13.50/hr  $0.00/hr $283.50 21hrs
Frank Zhang Production 100% 50% $16.50/hr  $0.00/hr $181.50 11hes
Don Funk Talent 100% 100% $1,000.00/day  $0.00/hr  $13,500.00 108 hes
musician Talent 100% 100% $20.00/hr  $0.00/hr  $1,440.00 72hrs
dancers Talent 100% 100% $20.00/hr  $0.00/hr  $1,120.00 56 hrs

12. Onthe Quick Access Toolbar, click the Undo button one time. The Undo button reverses
the last sort you performed, restoring the data to the original sort order (by Cost only).
13. Now click the Undo button again. The data is restored to the original order in the
Summary table of the Resource Sheet view (as displayed previously on slide 7). The
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Multiple Level Undo enables you to undo actions or sets of actions while you are
working on your project schedule.
14. SAVE the project schedule.

8.2  Group Data in a Resource View

1. On the View ribbon, click the down-arrow in the Group By box, (currently is has No
Group) and then click Resource Group. Microsoft Project reorganizes the data into
resource groups and presents it in an expanded outline form. It also adds summary
costs by group. Your screen should look similar to the figure on the next slide. The
summary data rows are set off with a colored background (yellow in this case).

2. On the View ribbon, click the down-arrow in the Group By box, (currently it has
Resource Group) and then click More Groups. The More Groups dialog box appears,
displaying all of the predefined groups for tasks and resources available to you. You will
create a new group that is similar to the Resource Group.

3. Select Resource Group (if it is not already selected), and then click the Copy button.

The Group Definition dialog box appears.

In the Names box, key Resource Groups by Cost.

In the Field Name column, click the first empty cell below Group.

Type or select Cost.

In the Order column for the Cost field, click Ascending to select it and then select

Descending from the dropdown menu. The resources will be sorted within their groups

No vk

by descending cost. The Group Definition dialog box should look similar to the following
figure.

Group Definition in 'Don Funk Music Video 7

Name: | Resource Groups by Cost V| Show in menu
Field Name Field Type Order = ‘
Group By Group |Resource Ascending
Then By Cost Resource Descending ‘
|

Then By : -

Group assignments, not resources
Group by setting for Cost

Font: Segoe UI 10 pt, Bold l Font... ‘
Cell background: v ‘
pattern: I

Define Group Intervals...

Help Save ‘ Cancel

8. In the Group Definition dialog box, click the Define Group Intervals button. The Define
Group Intervals dialog box appears.

9. Inthe Group on box, select Interval from the dropdown menu.

10. Type 500 in the Group interval box, and then click the OK button.
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11.

12.

13.

14.

15.

16.

Click the Save button in the Group Definition dialog box to close it. Resource Groups by
Cost appears as a new group in the More Groups dialog box.

Click the Apply button in the More Groups dialog box. Microsoft Project applies the
new group to the Resource Sheet view.

Right-click the Resource Name column heading then select Field Settings. The Field
Settings dialog box appears. You want to widen the Resource Name column.

Click the Best Fit button in the Field Settings dialog box. The Resource Name column is
widened. If needed, scroll to the top of the view. Your screen should look similar to the
following figure. The resources are grouped by Resource Group (the yellow shaded
cells) and within each group by cost values at $500 increments (the blue shaded cells).

[&E

Data grouped by resource * Group: Cost Cont " $1.250.00
__>'( $1.000.00 - <$1,500.00 Cont " $1.250.00
group and then by cost el . po
 Cost: $0.00 - <$500.00 Cost L] $0.00
+ Group: Crew Crew 200% $2,148.00 104 hes
# Cost: $1,000.00 - <$1,500.00 Crew 100% $1.18200 M2
# Cost: $500.00 - <$1,000.00 Crew 100% $960 00 2
$600 20 00 hrs.
100 $500 00 16 by

« Group: Equipment Equipment
“ Cost: $500.00 - <51,000.00 Equipment

csuyisyneg
§

# Cost: $0.00 - <§500.00 00% $100.00 64 s

ABcrephoaa Buniia

* Group: Lab [ 200% 200% $4,687.50 150 hes
# Cost: $3,000.00 - <$3,500.00 [ 100% 100% 3,107.50 102 hrs
100% 100%

$1,500.00 ke
Sound Editing Studio ab v $1.500.00 4 o
“ Group: Materials Materials $19400

# Cost: $0.00 - <§500.00 Materials 19400

$2000 424 bottle case
614 201043 b
$6,137.50 38 hes

“ Group: Production Proguction 2.250%
# Cost: $6,000.00 - <$6,500.00 Production 100%

200%

100%
‘“l; l;;ﬂw «$4.000 00 .;“mn l&l 100% !;WM 200 hrs.
« Cot 8300000 <53 5000 Production oo P fwse s

# Cost: $2,000.00 - <32,500.00 Production 200% 4029 mauws

Proc » 100 4 $0.00 $2,158.29 138.28 b
# Cost: $1,500.00 - <52,000.00 Production 250% 250% $5.606.86 365,15 hrs
Annete il Product 5 ¢ s 01 s1.3028

e $0.0¢

After you have reviewed the groupings you created, click the down-arrow in the Group
By box, (currently it has Resource Groups by Cost) in the Data group, and then click [No
Group]. Microsoft Project removes the groupings, restoring the original data.
Displaying or removing a group has no effect on the data in the project.

SAVE the project schedule.

8.3 Create and Apply a Filter in a View

1.

2.

On the View ribbon, click the Gantt Chart button in the Task Views group. The Gantt
Chart view appears.

The AutoFilter is on by default in the task and resource views. You can see small,
chevron-style arrows on the right side of each column heading. You can use these
arrows to select the AutoFilter option you want to use. Adjust the width of the Gantt
Chart so that the Task Name, Duration, and Start columns are visible. Your screen
should look like the following figure.
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AutoFilter arrows

B A S
TASK
e
- -
Gantt

Task o
Chart » Usage~ =3

0

O

RESOURCE

(2] Network Diagram =

REPORT

s

0 [:I‘ Don Funk Music Video
1 4 Pre-Production
Pre-Production begins

Review screenplay

Develop scene blocking and schedule

Develop production layouts

Identify and reserve locations

Book musicians

Book dancers

Reserve audio recording equipment
Reserve video recording equipment

Status Meeting

Pre-Production complete

4 Production

Production begins

4 Scene 1

Scene 1 begin

Scene 1 setup

Scene 1rehearsal
Scene 1 vocal recording
Scene 1video shoot
Scene 1 teardown
Scene 1 complete

FORMAT

line Tabl

151 days
91.75 days
0 days

3.6 wks

2 wks

0.53 mons
S wks

2 wks

2 wks
1wk

S days
69.13 days
0days

30 days

0 days
6.75 days
0 days
2days
6hrs
1day
2days
1day
0days

2 Y Filter

3" Group by

Mon 1/4/16
Mon 1/4/16
Mon 1/4/16
Mon 1/4/16
Tue 1/26/16
Fri 2/5/16
Wed 2/24/16
Wed 3/30/16
Wed 4/13/16
Wed 4/27/16
Wed 5/4/16
Mon 1/4/16
Wed 5/11/16
Wed 5/11/16
Wed 5/11/16
Wed 5/11/16
Wed 5/11/16
Wed 5/11/16
Fri5/13/16
Mon 5/16/16
Tue 5/17/16
Thu 5/19/16
Fri 5/20/16

N Highlight: [No Highlight] -

[No Filter]
[Ne Group)

3. Click the AutoFilter arrow in the Task Name column heading and point to Filters, then
click Custom. . .. The Custom AutoFilter dialog box appears. You want to see just the
tasks that contain the letter-string of shoot%l%, so you need to set up the Custom

AutoFilter this way.

In the Name section, select contains from the dropdown list in the first box if it is not

already visible. In the adjacent box, type shoot. The Custom AutoFilter dialog box

should look similar to the following figure.

7~

L

Custom AutofFilter

===

Show rows where:

Name
contains

@ And Or

Save...

0K

][ Cancel }

A

5. Click the OK button to apply the filter and close the Custom AutoFilter dialog box.
Microsoft Project filters the task list to show only the tasks that contain the word shoot,

as well as their summary tasks. Your screen should look similar to the following figure.

Note on the right side of the Task Name column there is a small “funne

that appears.

This is a visual indicator that an AutoFilter has been applied to this column in this view.
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Filtered column indicator

v

C # Don Funk Music Video 15idays  Monifif1e

T

Wdap Weds/I10 f 1
605 days Wed 51110 I 1

& 51716 Saurs Techniciin, Micophome Sunclis, 0o Furk,GYD0,25 £ hour ek nr] Jmve Earbes|507%| Grg Curk Bt Watr(L 4 satie ae
e st | 1
2cays Tue 3131110 Digiat Truck-Mowntel Video Camea, Dally Gon Funk GVDI 2 fur disc] dancers Butied Watsr|L 24 b
[ 1

Botded Water(L 24 bettls case], dancers OVO[1 £ hour
PP r 1
ron o/ 2016 Seurd Tacheisiar

On the ribbon, click the down-arrow in the Filter box in the Data group, (currently has
No Filter) and then select Clear Filter. The AutoFilter is cleared and all the tasks in the
project schedule are displayed.

SAVE the project schedule.

8.4 Create a Custom Filter

o v A wWwN

N

10.

On the View ribbon, click the down-arrow in the Filter box in the Data group, (currently
has No Filter), then select More Filters. The More Filters dialog box appears. This dialog
box shows you all of the predefined filters for tasks or resources that are available to
you.

Click the New button. The Filter Definition dialog box appears.

In the Name box, type Unfinished Shoots.

In the first row of the Field Name column, type or select Name.

In the first row of the Test column, type or select contains.

In the first row of the Value(s) column, type shoot. You have now finished entering the
first criterion for the filter. Next you will enter the second criterion.

In the second row of the And/Or column, select And.

In the second row of the Field Name column, type or select Actual Finish.

In the second row of the Actual finish column, type or select equals.

In the second row of the Value(s) column, type NA. “NA” is how Microsoft Project marks
fields that do not yet have a value. In other words, any shooting task that does not yet
have a value must be uncompleted. Your screen should look similar to the following
figure.

~
Filter Definition in 'Don Funk Music Video 7° &,‘

Name: | Unfinished Shoots v Show in menu
Filter:

Cut Row i Copy Row aste Ro ] Insert Row | | Delete Row

And/Or Field Name I Test Value(s)

Name contains shoot

m| »

AnciActual Finish i equals NA

=]

Show related summary rows

Help Save Cancel
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11. Click the Save button to close the Filter Definition dialog box.

12. Locate and select the Unfinished Shoots filter in the list, if necessary. Click the Apply
button. Microsoft Project applies the new filter to your project schedule in the Gantt
Chart view. Your screen should look similar to the following figure.

Souad Technician Micoprone Bundles,Don Funk,DVD([0.25 2 heur disc/hr), David Barber{S0%), Greg Guzik Bottled Water|1 24 battle case]
Digital Truck Mounted Video Camera Dolly. Don Funk,DVD[1 2-heur disd:
Bottled Water(124 bottle

Scens dvideo shoct 2days

13. On the View ribbon, click the down-arrow in the Filter box in the Data group, (currently
has Unfinished Shoots%I%) and then select [No Filter]. Microsoft Project removes the
filter.

14. SAVE the project schedule. CLOSE the project schedule.
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9 Project Schedule Formatting Fundamentals

In Microsoft Project, you can use the Bar Styles dialog box (see the following figure) to
customize the appearance of items on the Gantt Chart.

Appearance column displays the
current appearance of the item

Tasks for which a bar or
a shape will appear

The Name column [ cutrow | InsertR
displays the items — % [

you can re-format

1shm For ... Tasks Row | ‘ =
{Normal Active Not Manu

Aopearance

{Normal Rolled Up Not SummaryNot Ma
Normal Rofled Up,Spit.\
[Normal Rolled Up,Not §
Milestons Rolled Up. ot Sum

Utilize the Text tab to
format text around an ——Jpsex | Bar:

item on the Gantt Chart — -
Shape v shape
v e Tupe -
Use the Bar tab to format - I - ol - <o I -

the bar. You can apply
various shapes, colors,
bar styles and ends

9.1 Modify the Gantt Chart Using the Bar Styles Dialog Box

1. OPEN the Don Funk Music Video 8M project schedule. SAVE the file as Don Funk Music
Video 8.

Click the Format tab, then in the Bar Styles group click the down-arrow under the
Format button. Select Bar Styles from the dropdown list. The Bar Styles dialog box
appears.

In the Name column, select Milestone. You want to change the shape of the milestones
on the Gantt Chart.

In the bottom half of the dialog box under the Start label, locate the Shape box. Select
the star shape from the dropdown list in the Shape box. Note that the star shape now

appears in the Appearance column for Milestone. Your screen should look similar to
the following figure.

| cutrow Insert Row
Mame Appearance Fow From To
Task i Not Manually Scheduled | 1[Task Start {Task Finish
y q Split & Mot Manually Schedu Task Finish
Milestone 2 5 o Y 4.
N . e Milestone \ ot Group By Summary, |Task Finish
in name list Summary r & Mot Manually Scheduled  1|Task Start Task Finish
Project Summary | 1[Task Start Task Finish
“Group 8y Summary — 1 Group By Sum L ... Task Finish
*Rolled Up Task Normal Rolled Up, ot Summary Not Ma 1/Task Start Task Finish
“Rolled Up split Nor olled Up, Split. Not Summary 1iTask start Task Finish
“Rollzd Up Progress lled Up.Nat Summary 1iTesk Start CompleteThrough
“Rolled Up Milestone =<, Rolled Up,Not Summary 1iTesk Finish Task Finish
“Deliverable Start I Deliverable 1Delversble Start Deliverable Start
“Dialiverable Finish I 'Daliverable 1:Deliverabla Finish Deliverable Finish
Deliverable puration Deliverable Anelverzble stare Deliverable Firich
Text Bars
Star selected start Miaate Enat
N -
in shape box Shape = ~  Shape - Shae
Tpe:  Selid - Fattern - Type
celor N - coo: I - oo I -
[ gen o

5.

In the Name column at the top of the dialog box, select Task.

fi)
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6. In the bottom half of the dialog box, click the Text tab. You want to make a change to
display the resource groups assigned rather than full names next to the task bars.

7. In the Text tab, in the Right box, select Resource Names, click the down-arrow, and
then select Resource Group. Your screen should look similar to the following figure.

r e I
Ber Styles =)
Cut Row Insert Row
Name Appearance Show For ... Taske | Row From To | 2
Task o . 1TaskStart  iTaskFinish e
Spiit___. stssatriein N ctive Not Manually Schedu. s iTask Finish o
Milestone |® Milestone Active Not Group By Summary  1/Task Finish \Task Finish
Summary '} Su Active Not Manually Scheduled Task Finish
Project Summary | mmary |Task Finish
| “Group By Summary — p By Summary Task Finish
i’Rolled Up Task i NormalRolled Up,Not Summary Not Ma, \Task Finish
“Rolled Up Split Normal Rolled Up, Split Not Summary 1/Task Start Task Finish
|Rolled Up Progress | = Normal.Rolled Up.Not Summary o A|Task start |CompleteThrough
*Rolled Up Milestene < Milestone Rolled Up Not Summary 1|Task Finish Task Finish
|"Deliverable Start | Deliverable 1|Deliverable Start ble Start
“Deliverable Finish I peliverable 1)Deliverable Finish Deliverable Finish
*Deliverable Duration —— L L 1,Deliverable Start Deliverable Finish
Resource Group selected
to appear at the right Ted | Bars
of the Gantt bar I
Lot
Right [Resource Group v
Top
Bottom
Inside
Heip oK  cancel

8. Click OK to close the Bar Styles dialog box. Microsoft Project applies the formatting
changes you made to the Gantt Chart.

9. Select the name cell of Task 27, Pre-Production complete. Press Crtl+Shift+F5. This is
the keyboard shortcut for Scroll to Task. Microsoft Project scrolls the Gantt Chart bar
view to task 27, where you can see the reformatted milestones and resource groups.
Your screen should look similar to the following figure.

Reformatted milestone

w 7

l and resource groups
Mon 1/a/16

Wed5/11/16 © o

weas/n/is

i x
e rcion
% (Cost, Production, Talent
prbpseesine S
(Crew Equipment Talent Materials Productien
T Production
p vl
— :
a5
° Production Equipment Crew
7 Cost,Production, Talent
e
et Tt Prdecion
e
K61

10. SAVE the project schedule.

9.2 Modify the Gantt Chart Using Gantt Chart Styles

Click the Format tab, under Gantt Chart Tools, if necessary.

In the Show/Hide group, click the Project Summary Task box.

Press the F5 key. In the ID box, type 0 and click OK. Microsoft Project displays the
project summary task (task ID 0) at the top of the Gantt Chart view. Now you will make
a few adjustments to your screen so that all of the summary task information is visible.
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4. Drag the vertical divider bar between the table and chart to the right until at least the
Duration and Start columns are visible, if necessary.

5. Double-click the right edge of the Task Name column, in the column heading, to expand
the column so that you can see the entire value. Readjust the vertical divider bar, as
necessary. Your screen should look similar to the following figure. Before you make
further formatting changes, you will make a copy of the Gantt Chart view so that you
will not affect the original Gantt Chart.

6. Clickthe View tab. In the Task Views group, click the down-arrow under the Gantt Chart
button then select Save View. The Save View dialog box appears with View 1 as the
default name as in the following figure.

Save View

| Name | View1

—T— J

[ 0K Cancel

7. In the Name Field, type My Custom Gantt Chart, and then click OK. The Save View
dialog box closes. Note that the name of the new view is listed on the left edge of your
screen. Your screen should look similar to the following figure.

Name of view >
appears here

8. Click the Format tab. In the Gantt Chart Styles group, click the More button located at
the lower right of the bar graphics, as shown in the following figure.

& Page 64 3



PC3107 Project Management Using Microsoft Project

The More button

ri1r—_1r_ i1 r_1r_1r_1r—_1r—_ 11— 1§ 1§r—1"—1’@m—1’@§M—§—
1 = — - =]

| | — — o I

* * - o & L +* * -

9. The predefined Gantt Chart Style options appear as in the following figure. These are
divided into two style categories, one for scheduling and one for presentations. Select

the second style in the scheduling category.

Critical Tasks Check Box Scheduling Styles Presentation Styles

10. On the Format ribbon, in the Bar Styles group, click the check box for Critical Tasks.
11. Press the F5 key. In the ID box key 55 and press Enter. Notice that most tasks from 52-
78 are formatted to display in red. Your screen should look similar to the following

figure.

Produsion, Timnt

12. SAVE the project schedule.

9.3 Modify the Appearance of Text in a View

1. Click the Task tab, click the down-arrow under the Gantt Chart button and select More

Views. The More Views dialog box appears.
2. In the More Views box, select Task Sheet, and then click Apply. The Detail Gantt view

appears.
3. Press the F5 key. In the ID box, type 0 and then press Enter. This brings you to the top

of the Gantt Chart.
4. Click the Format tab under Text Sheet Tools. Then in the Format group click Text Styles.

The Text Styles dialog box appears.
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5. Inthe Items to Change: box, click the sub-menu arrow and select Summary Tasks from
the list

6. In the Font: box, leave the default font type as it is. In the Font Style: box, select Bold
Italic.

7. Inthe Size: box, select 12 as the font size.

8. Inthe Color: box, select White.

9. Inthe Background Color: box select dark blue (ScreenTip will show as Blue, Darker 50%).
Your Text Styles dialog box will look similar to the following figure.

s =
Text Styles [

Font: Font style: Size:
Calibri Bold Italic| 12

Regular PA 10 -
Ttalic 11 W
Bold =
v |14 ¥

[[lUnderline [ Strikethrough

Color: Sample
v
Background Color:
i AaBbYyZz
I -
Background Pattern:

I -

\ v,

10. Click OK. Microsoft Project changes the formatting of all summary tasks to the
attributes you specified. Your screen should look similar to the following figure.

Task Har ~ Dunt ~ Lo ar; L

° # Den Funk Music Video 147.75 days Mon 1/4/16  Fri 7/29/16

D T T e

2 Pre-Production complets 0 days Mon 1/4/16  Mon 1/4/16

3 Review screenpley 3.6wks Mon1/4/16  Tue1/26/16 2 Scott Seely,eff Pke

‘ Develop scane blocking and schedule 2wks Tuel/26/16  Fris16 3 Scott Seely(58%],Judy

s Develop production layouts 0.53mons  Fri2/5/16  Wed2/24/15 4 JeffPike,Brenda Diaz,.

6 erve Swks Wed 2/24/15  Wed3/30/15 S JeffPike[SO%].van L[*

1@ 2wks Wed3/20/1s  Weda/13/16 6

8 2wks Weda/13/16  weda/21/15 7

9 Reserve audio recording equipment 1wk Wed4/27/156 Wed5/a/16 8

10 Reserve video recording ecuipment 5 days Wed 5/a/16  Wed5/11/16 9

o I Y Y 7T e 7

a7 Pre-Production compiete 0 days W/ed 5/1/16 _ Wed5/11/15 10

SO i odos  weds/ujislmusayss |

» Production begins 0 days Vied 5/11/15  Wed $/11/15 27

o T I T R R

3t 0 days Wed5/11/15 Wed5/11/16 29

2 s 2days Wed5/11/16  Fis/13/16 31 Light Bans,Chris Prest

3 cene Shrs FiS/16 NonS/16/16 32 Frankz
E = 1day Mon5/16/16  Tues/17/16 33 Pik
% s 2cays Tues/17/16  Thus/i9/16 34 ‘Sound Technician, MICI
7 » Scene 1 teardown 1day Thus/19/16  Fi§/20/16 35 1d0 8en-Sachar, Patrici
o Scene 1 complete 0 days Fri$/20/16  Fris/20/16 36

N :  mdes wessspelee ]

» m scene 2 oegin 0days Weds/25/16  Weas[25/15 37

“ Scene 2setup 2days Wed5(25/15 Thus/26/16 39 &rac Sutton,Dolly,Chri

a Scene 2 rehearsal Shrs FiS/27/16  FiS/27/16 40 F00d[$500.00].Luis B0

a l 1day Fis/27/16  Tue5/31/16 41 Yan Ui, Sound T

il 20ays Tues/s1/16  Thuo/2/le a2 DIgHal Truck-

“ 1day 6216 FiE/316 43 1do Ben-Sacha

) ne 2 complete 2.day EiE/3/16  Fri6/al6 a4

11. SAVE the project schedule.

9.4  Modify the Appearance of a Single Piece of Text

1. On the ribbon, click the View tab. In the Data group click the Tables button and then
select Cost.
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5.
6.

Auto fit all the columns to see all the data. Select the Total Cost cell for task 38, Scene
2.

Select the Task tab and then, in the Font group, click the expand button at the lower-
right corner of that group. The Font dialog box appears.

Change the font color to Automatic and the background color to yellow. Your screen
should look similar to the following figure.

ed Cont + v |TowiCost +|Saseline + Verisnce ~ Actual ~ Remeining v AddNew

$0.00 Prorated $59,651.64 $0.00 $59,651.64 $0.00 $59,651.64
5000 Prorated] S1599564 000 51853964 000 $18335.4

$0.00 Prorated $0.00 $0.00 $0.00 & $0.0
3 Review screenplay $0.00 Prorated 54,590.00 S0.00  $4,590.00
ene blocking and schedule $0.00 Prorated $1,560.00 $0.00
$0.00 Prorated $4,640.00 $0.00
$0.00 Prorated  $6,612.14 $0.00

0 4 Don Funk Music Vi

- -

= Camb: -

$0.00 q

. . r h
Scene 1 begin S0 q|c Samgie

% Scene 1 setup $0.00 d as
- B cone s d | Beciground Cokr:
- scene 1 rahearsal $0.00 " AaBbYyze
C ] rdling 0. rated
: Scene 1 oot 0.4 rorated | . Patiem
2 P 0 od |
ene plete ) ror
|

» Scene 2 begin
4 Scene 2 setup $0.00 Prorated $1,066.00 S0.00  $1,066.00 $0.00  51,066.00

4 Scene 2 rehearsal $0.00 Prorated $824.00 $0.00 $320.00  $0.00 $324,00
2 Scene 2 vocal recording $0.00 Prorated $1,440.00 $0.00 $1,440.00 $0.00 $1,440.00
5 $0.00 Prorated  $3,445.00 $0.00  $344500  S0.00  $3,445.00
4 $0.00 Prorated 24800 $0.00 $248.00 $0.00 $248.00
'5 50.00 Prorated 50.00 $0.00 $0.00 $0.00 50.00

Click OK. Notice that only that cell has change font color and back-ground color.
SAVE the project schedule.

9.5 Create a Custom Text Field

NoukrwnpeE

Click the Format tab. Then click on Custom Fields.

Click once on the Text1 field and then click the Rename button.
In the Rename Field dialog box, type Cast and then press OK.
Click once on the Text2 field and then click the Rename button.
In the Rename Field dialog box, type Location and then press OK.
Click OK to close the Custom Fields dialog box.

SAVE and close the project schedule.

9.6 Create a Custom Table

OPEN the Don Funk Music Video 8MA project schedule. SAVE the file as Don Funk
Music Video 8A.

Click the View tab. Then click Tables and then click More Tables. The More Tables dialog
box appears and displays all of the predefined tables available to you, depending on the
type of view currently displayed (task or resource).

Confirm that the Task button is selected as the Tables option. Select Entry, and then
click the Copy button. The Table Definition dialog box appears.

In the Name box, key Music Video Schedule Table. Check the check box to the right of
the Name box labeled Show in menu. Now you will customize the table.
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10.
11.
12.
13.

14.

15.

16.

In the Field Name column, select the following field names and then click Delete Row
after selecting each field name.

In the Field Name column, click the down-arrow in the next empty cell below Start, and
then type or select Cast (Textl) from the dropdown list.

In the Align Data column in the same row, select Left. In the Width column, type or
select 50.

In the Field Name column in the next empty row below Cast, select Location(Text 2)
from the dropdown list.

In the Align Data column in the same row, select Left. In the Width column, type or
select 30.

In the Field Name column, select Start, and then click the Cut Row button.

In the Field Name column, select Name, and then click the Paste Row button.

In the Align Data column in the Start row, select Left. In the Width column, type or
select 30.

In the Align Data column in the Name row, select Left. In the Width column, type or
select 60.

In the Date Format box, select Wed 1/28/09 12:33 pm. Your screen should look similar
to the following figure.

Table Definition in "‘Don Funk Music Video 8A’ X
Name: | Music Video Schedule Table V| Show in menu
Table

Cut Row Copy Row J aste Ro \ Insert Row \ Delete Row '

Field Name |A|ign Data'\Vidth Title Align Titie | Header Wrapping| Text Wrapping #

D Center 6 Left Yes No
Start :Left 30 Left Yes :No
Name Left 60:Task Name Left IYes ives
Cast Left 50 Center iYes iNo
Location Left 30 Center iYes No
Date format: Wed 1/28/09 12:33 PM v Row height: | 1 >
V| Lock first column
V! Auto-adjust header row heights
V| Show 'Add New Column’ interface

Help oK | | Cancel

Click OK to close the Table Definition dialog box. The new table is highlighted in the
More Tables dialog box.

Click Apply. Microsoft Project applies the new table to the Task Sheet view. Your screen
should look similar to the following figure.
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0 Mon 1/4/16 8:00 AM « Don Funk Musle Vidao
i Pre-Production
2 Mon 1/3/16 8:00 AM Pre-Production complata
3 Mon 1/4/168:00 AM Review screenplay
4 Tue1/26/16£:00AM Davelop scene blocking and schadule
5 Fri2/5/16 1100 AM Develop production layouts
6 waed 2/24/16 3:00 M Identify and reserve locations
7 Wed 3/30/16 3:00 PM Book musicians
8 wed4/13/16 3:00 oM 8ook dancers
9 Wed 4/27/16 3:00 PM Reserve audio recording equipment
10 wed 5/4/16 3:00 PM Reserve video recording equipment
4 ) Status Mecting
21 wed 5/11/16 3:00 PM Pre-Production completa
»
2 wed 5/11/16 3:00 PM Production begins
»
31 wed 5/11/16 3:00 PM Scena 1 bagin
32 Wed 5/11/16 3:00 PM Scene 1 setup
B Fri5/13/16 3:00 P Scene 1 rehearsal
E: 3% Mon 5/16/16 1:00 PM Scene 1 vocal recording
G 35 Tues/17/161:00PM Scene Lvideo shoot Don Funk, ski extras, Kim, Mike Alpine Ski House
2 3 Thu5/19/161:00PM Scene 1 teardown
" 3 ensfn/1612:00 M Scena 1 completa
R cisos/iseo0am | Seenez |
3 wed 5/25/16 8:00 AM Scene 2bagin
%0 Wed 5/25/16 8:00 AM Scene 2 setup
41 fnis/27/16 200 AM Scene 2 rehearszl
42 Fri5/27/16 3:00 PM Scene 2vocal recording
43 Tue5/31/162:00PM Scene 2 video shoot Don Funk, party crowd, Kim, Lisa, Oscar Don Funk's Mansicn
4 Thu6/2/16 3:00 PM Scene 2teardown
45 Fri6f3/163:00PM Scene 2 complete
-
47 Frief3183:00PM Scene 3 begin
48 Fri6/3/16 3:00 PM Scene 3 setup
4 Tue 6/7/16 3:00 P\ Scene 3 rehearsal
50 Wed 6/8/16 1:00 PM Scene 3 vocal recording
51 Thu 6/9/16 9:00 PM Scene 3 video shoot Don Funk, women on beach, Kim, Matthew Southside Beach
52 Tue 6/14/16 £:00 AM Scene 3 teardown
53 Tue 6/14/16 5:00 PM Scene 3 complete

Tue 6/14/16 5:00 PM

55 Tue 6/14/16 5:00 PM Scene 4 begin

17. SAVE the project schedule.

9.7 Create a Custom View

On the View ribbon, click the down-arrow under the Gantt Chart button in the Task
Views group, then click More Views. The More Views dialog box appears, displaying all
of the predefined views available to you.

Click the New button. The Define New View dialog box appears. Most views use only a
single pane, but a view can consist of two separate panes.

Make sure Single View is selected, and then click OK. The View Definition dialog box
appears.

In the Name box, key Music Video Schedule View.

In the Screen box, select Task Sheet from the dropdown list.

In the Table box, select Music Video Schedule Table from the dropdown list. The
specific groups in the dropdown list depend on the type of view you selected in step 5
(task or resource).

In the Group box, select No Group from the dropdown list. The specific groups in the
dropdown list again depend on the type of view you selected in step 5.

In the Filter box, select Unfinished Shoots from the dropdown list. The specific groups
in the dropdown list depend on the type of view you selected in step 5. The View
Definition dialog box shows all the elements that can make up a view. Your screen
should look similar to the following figure.
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4 . ST
View Definition in 'Don Funk Music Video 8A’ @

Name: | Musci Video Schedule View
Screen: Task Sheet -
Table: Music Video Schedule Table -
Group: No Group -
Filter: Unfinished Shoots -
(| Highlight filter
Show in menu
ok ] [ cancel

\ A

9. Select the Show in Menu check box, and then click OK to close the View Defini- tion
dialog box. The new view appears and should be selected in the More Views dialog box.

10. Click Apply. Microsoft Project applies the new view. Your screen should look similar to
the following figure.

@FH 9 s TASK SHEETTOOLS
TasK RESOURCE REPORT PROJECT VIEW FORWAT

1% Network Diagram = . T2 Rescurce Usage - Al F R 2 Higniight: [N | Timescale: pu - Timeiine
T Calendar = - courcaShet - LY 1= ¥ rher  |Ur | Datails
H = Sort Oulline i X m m = Selec
Chart « Usaga = T2 Other Views = ;{ 2 5 Group by: |[Na Group) - | riject Task
Task Views Data Zoom Split View
Starl = | Tesk Mame - Cast - Locat -
35 |Tue 5/17/16 1.00 PM I scene 1 video shoot Don Funk, ski extras, Kim, Mike Alpine SkiHouse
43 Tue 5/31/16 3:00 PM Scene 2 video shoot Dan Funk, party crowd, Kim, Lisa, Oscar Don Funk's Mansion
51 Thu 6/9/16 2:00 M Scene 2 video shoot Don Funk, women on beach, Kim, Matthew Southsice Baach
3 Mon 6/20/16 3:00 PM Scene dvideo shoot Don Funk, Kim, bartender, man on street downtown

11. SAVE the project schedule. CLOSE the project schedule.
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10 Project Schedule Tracking Fundamentals

The Variance Table can be used to review baseline information in table format.

Columns for entering actual information

ot | [No Hightight] = | Tinfescale Timeline
[NoFilter] = Details
by [NoGroup) +
g - v BuseineStart ¥ | Baseline Finish > StentVer. ~ o~ _Add New Column ~
0 4 Don Funk Music Video Mon 1/4/16  Fri7/29/16 Mon1/8/16  Fri7/29/16  Odays 0days
1 & Pre-Production Mon 1/4/16 Wed 5/11/16 Mon 1/4/16 Wed 5/11/16  Odays 0days
2 Pre-Production complete Mon1/a/16  Mon1/4/16  Mon1/4/18  Mon1/4f16 0days 0days
Review screenplay Mon 1/4/1¢ Tue 1/26/16 Mon 1/a/16 Tue 1/26/16 0days Odays
Develop scene blocking and schedule Tue 1/26/16 F2/5/16  Tue1/26/16 Fri 2/5/ 0days 0days
Develop production layouts Fri2/s/i6  wed2/2a/16 Fri2/s/16  Wed2/24/16 0days 0days
6 Identify and reserve locations Wed2/24/16  Wed3/30/16  Wed2/24/16  Wed 3/30/16 0days 0days
7 BOOk musicians Wed3/30/16 Wed4/13/16  Wed 3/30/16  Wed4/13/16 0days 0days
8 Book dancers Wed4f13/16  wed4/27/16  Wed4/13/16  Wed4/27/16 0days 0days
3 Reserve audio recording equipment Wed 4/27/16 Wed 5/4/16 ‘Wed 4/27/16 Wed 5/4/16 0days Odays
1 Reserve video recording equipment Wed5/4/16  WedS/11/16  WedS/a/16  Wed 5/11/16 0days 0days
n Status Meeting Mon 1/4/16 Mon 4/11/16  Mon 1/4/16 Mon 4/11/16 0 days 0 days
i WeaS/I/16 ThaS/tsis WedS/iiAS Theefls  Odem  Oder
EELOS w— # Production e u u ays lays
Schedule Activities 2 Production begins Wed5/11/16  Wed5/11/16  Wed5/11/16  Wed5/11/16 0days 0days
3 “Scene 1 Wed 5/11/16  Fri5/20/16 Wed 5/11/16  Fri5/20/16  Odays 0 days
a Scene 1 begin Wed5/11/16  Wed5/11/16  Wed5/11/16  Wed5/11/16 0days 0days
3 Wed 5/11/16 Fri5/13/16  Wed$/11/16 Fri5/13/16 0days 0days
n FriS/13/16  Mon5/16/16 FiS/13/16  Mon5/16/16 0days 0days
u Mon5/16/16  Tues/17/16  Mon5/15/15 ue 5/17/16 0days odays
" 3% Scene 1video shoot Tue 5/17/16 Thu 5/19/16 Tue 5/17/16 Thu 5/19/16 0days 0days
5 3 Scene 1 teardown Thu 5/19/16 Fri5/20/16 Thu 5/19/16 Fri 5/20/16 0days 0days
"o Scene 1 complete Fri 5/20/16 Fri5/20/16 Fri 5/20/16 Fri5/20/16 0davs 0days

10.1 Establish a Project Baseline

OPEN the Don Funk Music Video 9M project schedule from the data files for this lesson.
SAVE the file as Don Funk Music Video 9 in the solutions folder for this lesson as
directed by your instructor.

3. Click the Project tab. In the Schedule group, click the Set Baseline button and then
select Set Baseline.

4. The Set Baseline dialog box appears. You will accept all of the default settings in this
dialog box by clicking OK. Microsoft Project saves the baseline, although there is no
indication in the Gantt Chart view that anything has changed. In the next few steps, you
will explore some of the changes caused by saving the baseline.

5. On the ribbon, click the View tab and then click the down-arrow under Gantt Chart.
Select More Views, and the More Views dialog box appears.

6. Inthe More Views box, select Task Sheet and click Apply. Using this view, there is more
room to see the fields in the table because the Gantt Chart is not shown. Now you will
switch to a different table in the Task Sheet view.

7. On the ribbon, click Tables, and then click Variance. The Variance table appears. This
table includes both the Scheduled and Baseline columns so that you can compare them
easily. Your screen should look similar to the following figure.
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Scheduled Start/Finish Baseline Start/Finish Start/Finish Variance
KN KN A"
v Start 7 = Fint - eStart” ~ BastlineFinish ~ StstVar.’ > FinkhVsr. ~ | Add New Column =
0 4 Don Funk Music Video Mon 1/4/16 Fri7/28/16 Mon 1/4/16 Fri7/29/16 0 days 0 days
1 + Pre-Production Mon 1/4/16 Wed 5/11/16  Mon 1/4/16 Wed 5/11/16 0 days 0 days
2 Pre-Production completa Won1/4/16 Mon 1/4/16 Mon 1/4/16 Mon 1/4/16 0days 0days
3 Review scraenplay Mon1/4/16 Tue 1/26/16 Mon 1/4/16 Tue 1/26/16 0 days 0 days
4 Develop scene blocking and schedule Tue 1/26/16 Fri2/s/16  Tue 1/26/16 Fri2/s/16 0 days 0 days
5 Develop production layouts Fri2/sf15 Wed 2/24/16 Fri 2/5/16 Wed 2/24/16 0 days 0 days
6 identify and reserve locations wed2/24f16  wed3/30/16  Wed 2/24/16  Wed 3/30/16 0 days D days
7 Book musicians Wed 3/30/16  Wed4/13/16  Wed 3/30/16  Wed 4/13/15 0 days 0 days
8 Book dancers Wed 4/13/16  Wed4/27/16  Wed 4/13/16  Wed4/27/16 0 days 0 days
9 Reserve audio recorcing equipment Wed 4/27/16 Wed 5/4/16  Wed 4/27/16 Wed 5/4/16 0 days 0 days
10 Reserve video recording equipment Weds/4/16  Wed5/11/16 Wed5/4/16  Wed 5/11/16 0 days D days
1 Status Meeting Men 1/4/16 Mon 4/11/16 Meon 1/4/16 Meon 4/11/16 0 days 0 days
7 Pre-Production complete Wed5/11/16  WedS5/11/16  Wed 5/11/16  Wed 5/11/15 0 days D days
& | 4 Production Wed 5/11/16  Thu €/23/16 Wed 5/11/16 Thu6/23/16 0 days 0 days
] Production begins wed5/11/16  wed5/11/16  Wed 5/11/16  Wed 5/11/16 Ddays D days

8. SAVE the project schedule.

10.2 Track a Project as Scheduled

On the ribbon, click Gantt Chart. The Gantt Chart view appears.
Move the vertical divider bar to a point just to the right of the Start column.

3. Click on the Project tab, and then click Update Project in the Status group. The Update
Project dialog box appears.

4. Make sure the Update work as complete through option is selected. In the adjacent
date box, type or select February 12, 2016, and then click OK. Microsoft Project records
the actual work for the projects that were scheduled to start before February 12. It also
draws progress bars in the Gantt bars for those tasks to show this progress visually.

5. Select the name of task 5, Develop production layouts. Click the Task tab, and then
click Scroll to Task in the Editing group. Your screen should look similar to the following
figure.

6. SAVE the project schedule.

Checkmarks indicate a completed task Progress bars indicate the portion of the task that has been completed

GANTT CHART TOO!

REPORT  PROJECT  VIEW FORMAT
# Don Funk Music Vides 147.75 days  Men 1/4f16
4 pre-Production o175 days wmon 1/1f16
e Pre-Production complate Odays Mon 1/4/16
~ Reviow screenplay 2.6 wks Mon 1/4/16 &= Seott Seely, leff Pike
Develop scene blocking and schedule 2wiks Tue 1/26/16 L Judy )
Develop production layouts 053mons  Fri2/s/16 -
Identifyand reserve locations 5 whks Wed 2/24/16
e 2wks Wed 3/30/16
2miks Wed 4/13/16
1wk Wed 4/27/16
rva video recording equipment Sdays wed 5/a/16
u o Status Meating 69.13days  Mon1faf1s = = -
Pre-Produciion completa odays wed /11115

10.3 Enter the Completion Percentage for a Task

1. Click the View tab, click the Tables button, and then select the Work table from the list.

2. Slide the vertical divider bar between the table and the Gantt bar chart so that more of
the table columns are visible. You may need to auto fit the columns to see all the data.
Notice the Work and % Work Complete columns. You will enter task completion
percentages in the % Work Complete column.
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3. Inthe % Work Complete column for Task 5, type or select 100, and then [press Enter].
Microsoft Project extends the progress bar through the length of the Gantt bar for task
5 and records the actual work for the task as scheduled.
4. Select Task 5 again. On the ribbon, click Selected Tasks in the Zoom group. Your screen
should look similar to the following figure.
Change Cell highlighting indicates cells that have
changed values as a result of the last action Task 5 is 100% complete
|
5. In the % Work Complete field for Task 6, type or select 50, and then [press Enter].
Microsoft Project records the actual work for the task as scheduled, calculates the
remaining work, and then updates the progress line through 50% of the Gantt bar.
6. Scroll the Gantt Chart to see the Gantt bar for Task 6.
7. SAVE the project schedule.
8. CLOSE the project schedule.
10.4 Identify Over Budget Tasks and Resources
1. OPEN the Don Funk Music Video 9MA project schedule.
SAVE the file as Don Funk Music Video 9A.
Onthe ribbon, click the Project tab, and then click Project Information in the Properties
group. The Project Information Dialog box appears.
4. Click the Statistics button. The Project Statistics dialog box appears. Your screen should
look similar to the following figure.
( Project Statistics for 'Don Funk Music Video 9A 28
Start | Finish
Current Mon 1/4/16 Fri 7/29/16
Baseline o MOOORIOFRO N e EVIIAEEE
Actual Mon 1/4/16 : NA
Variance od ! od
Duration Work Cost
Current LoAa175d . 300865h | ... 56773093
Baseline 147.75d 2,604.
Actual e 20283d 8 1B7665R 33097493
Remaining 4493d 1,132h $29,756.00
Percent complete:
Duration: 70% Vork: 62% | cClose |
5. Click the Close button. The Project Statistics dialog box closes.

On the ribbon, click View. Click the Tables button and then click Cost. The Cost table
appearsin the Task Sheet view. Move the vertical divider so you can see all the available
columns. Take a moment to review the columns in the Cost table. Note that although
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costs are not scheduled in the same sense that work is scheduled, costs (except fixed
costs) are derived from the scheduled work.

Click the Task Name column heading. Click the Outline button in the Data group, and
then select Level 1. Microsoft Project collapses the task list to display only the first level
of summary tasks (which in this case correspond to the major phases of the project).
Your screen should look similar to the following figure.

Production has the greatest variance

IR = BANTT CHART T0OLS
TASK  RESOURCE  REPORT  PROJECT  VIEW FORMAT
E E B Metwerk Diagram ~ [ [7¥ Resource Usage + Al [l 4‘1 “; Fighlight: [Ne Highlight] = \ Timescale: Q "'—‘ — Timeline
] = o & M2 B =1 iy SR C= e N
B Calender - I Resource Sheet =6 |[NoFilter] Detais
Gantl Tasc ) Team o . Soit Dutine Tebles Zoom Ertire Selected
Chart~ Usegs - 0 Othsr Visie = Planner - T Cther Viewe + . . © EGrous by |[NoGroup] - Project Tasks
Task Views Rezource Yiews Data Zoam Splt View
Foed Cost
Tack Nama - | Fieed Cott + Aol - TotalCost - Bassline « \Vaiance « Actual o Remairing ~ Actual Coct - s
0 |« Don Funk Music Video 50.00 Prorated $67,730.93 §59,651.64 \ $8,079.28 37,974.93 529,756.00 $37,974.93
1 Pre-production $0.00 Prorated  $22,223.48 $18,999.64 $3,223.84 $21,264.98 $958.50 $21,269.98 |
28 & Production | .00 Prorated  $28,354.04 $23.40050 O $4,.855.41 $16,70004  $11,645.00 $16,700.04
63 Post-Production $0.00 Prorated  $17,152.50 %17,152.50 $0.00 $0.00  $17,152.50 $0.00

Click the expand button next to Task 28, Production. Using the collapse button, hide
the subtasks for scenes 1 through 4. Your screen should look similar to the following
figure. Although Scenes 1 and 2 both had some variance, Scene 2 had the greater
variance, so you will focus on that scene.

Scene 2 has the greatest variance

@ H = GANTT CHART TOOLS Don Funk Music Vidzo 94 - Froject Professionel
TASK  RESOURCE  REPORT  PROJECT  VIEW FORMAT
o [F Hetwork Diagram ~ [P 5 - A [EL =S 7 Highlight |[No Highlight| ~ Timescale: = Timeline
=M= 5 Colendor - : 24 BN pne horte \- oms - QR m Detais
Gantt - o Sort Outime Tebles _ ) - Zeom Selected
Chart= Usage~ £ Other Views - ~ -~ E Group by | [Ne Greup] *  Project Tasks
Task Views Dats Split view
F 1 Cost
Task Name - | Fived Cost + Accrual v TotsiCost v Gaseline\ v Varance + Actusl ~ Remaining v Actual Cost -
© |4 Don Funk Music Video $0.00 Prorated $67,730.93 §59,651. $8,079.28 37,974.93 $29,756.00 $37,974.93
1 Pre-Production 50,00 Prorated  $22,223.48 $18,939. $3,223.84 $21,264.98 $958.50 $21,264.98
« Production $0.00 Prorated  $28,354.94 $23,499. $4,355.44 $15,700.94  $11,645.00 $15,709.94
Production begins $0.00 Prorated $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Scena 1 $0.00 Prorated  §7,62404  $6,081.50 \g $1,543.44 $6,874.04 §750.00 $5,974.64
Scene 2 $0.00 Prorated  $10,335.00  $7.023.00 $3,312.00 $9,835.00 £500.00 $9,835.00
46 Scene 3 $0.00 Prorated $4,952.00 $4,952.00 $0.00 $0.00 $4,052.00 $0.00
34 Scene 4 | 50.00 Prorated  $5,343.00  $5,433.00 $0.00 S0.00  $5,433.00 $0.00
62 praduction complets $0.00 prorated $0.00 50.00 $0.00 $0.00 $0.00 $0.00
Post-Production 50.00 Prorated  $17,152.50 $17,152.50 50.00 $0.00  $17,152.50 $0.00

Click the expand button next to summary Task 38, Scene 2. Microsoft Project expands
the Scene 2 summary task to show all of the subtasks. Your screen should look similar
to the following figure.

10. Click the Task Name column heading.

Scene 2 expanded to reveal all individual subtasks Task 42 has the greatest variance
/
FH S - GANTT CHART TO0LS Den Funk Music Video 94 - Project Prafessicnal
TASK  RESOURCE  RGPORT  PROIECT  VIEW FORMAT
“,_: m _; Network Dizgram = Resource Uszge ~ %\l H::Fl L—Tq,l Highlight: |(Ne ?—f\ghlluht] Timescale: q '—:'J\ 'C)\ Timeline
Gantt  Task B Catendar - PhesuneShed. sort Outling Ta‘nﬁ\:s Y fines fhio Fiker) oy ") zoom Entire Selected Prtaks
Chatt = Usage - T0 Other Views~ Other Views = = - . [ Group by [NoGroup] - -+ Projet Tasks
Res: Data Split View
Fised Cost
- d Co: v Accual v TctalCost » Baseline | » Variance w Actual v Remaining » Actusl Cost -
0 $0.00 Prorated $67,730.93 559,651.! $8,079.28 37,974.93 $29,756.00 $37,974.93
1 $0.00 Prorated  $22,223.48 $13,999. $3,223.84 §21,264.08 $958.50 $21,264.98
2% 50.00 Prorated  $28,354.54 $23,499. $4,855.44 516,709.93  $11,645.00 $16,709.94
$0.00 Prorated $0.00 $0. 50.00 50.00 $0.00 50,00
30 $0.00 Prorated  $7,624.54  $6,08L50)  $1,543.9 $6,874.94 $750.00 $6,874.94
el | $0.00 Prorated  $10,335.00 $7,023.00 |\ $3,312.00 $9,835.00 5500.00 4$9,835.00
4 Scene 2 begin $0.00 Prorated $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
0 Scene 2 setup $0.00 Prorated  $1,086.00 $1,066.00 $0.00 $1,066.00 $0.00 $1,066.00
L} Scene 2 rehearsal $0.00 Prorated $1,256.00  $824.00 543200  $756.00 5500.00 5756.00
42 scene 2 vocal recording $0.00 Prorated 54,320.00 $51,440.00 $2,880.00 $4,320.00 $0.00 $4,320.00
3 scene 2 video shoot $0.00 Prorated  $3,445.00 $3,445.00 5000 $3,445.00 $0.00 $3,445.00
44 Scene 2 teardowrn £0.00 Prorated 5248.00  5248.00 5000 5248.00 $0.00 $248.00
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11. Click the Outline button and then select Show Subtasks button on the Formatting
toolbar. Microsoft Project expands all of the summary tasks to show all of the tasks in
the project.

12. On the View ribbon, in the Data group, click the down-arrow next to the Filter: selection
box. Select More Filters from the list. The More Filters dialog box appears.

13. Select the Cost Overbudget filter and click Apply. Microsoft Project applies the filter to
the task list to show only those tasks that had actual and scheduled costs greater than
their baseline costs. Your screen should look similar to the following figure.

@E S = GANTT CHART TOOLS
TASK  RESOURCE  REPORT  PROJCT  VEW FORMAT
e [T B Network Diagram = sourcelszge = A | [FL, 5% 7 Highlight: [NeHighlight] - Timescale: Q= Timeline
= L= endar - "o escurceSheet - 2 i Filter: Cost Overbude - Days N EQ TR Detailz
entt Task o Tearr Sort Outline 1 . . 2 Zoom Entie Selected
Chart Usage = 23 Dther Views Blann ther Views * - Group by: | [Ne Group) « Project Tasks
Task Views Resourte Views Zoom Spiit viey
Task Name v Fixed Cost v | Acen - Tetel Cost » Baselne ~ Veriance - Acusl = Remaining ~ Actual Cost -
0 |4 pon Funk Music Video | $0.00 Prorated $67,750.93 $39,651.64  $8,075.28 37,974.93 $29,736.00 $37,974.33
1 # Pre Production $0.00 Prorated  $22,223.48 $18,999.64 $3,221.84 $21,264.98 $958.50 $21,264.98
4 Production $0.00 Prorated  $28,354.04 §23,100.50 $4,855.04 $16,700.01  $11,645.00 $15,700.04
& Scene 1 $0.00 Proratad 47,6240 $6,08150 41,542.44 $6,870.01 4750.00 §5,274.04
Scene Lvocal recarding 50.00 Prorated 51,§79.46  51,652.00 518746 51.629.46 5230.00 51.529.46
35 Scene 1video shoot 50,00 Proratad 54,072.98  $2,717.00 51,355.98 S4,072.98 50.00 $1,072.98
38 4 scene 2 $0.00 prorated  $10,335.00 $7,023.00 $3,312.00 $9,835.00 $500.00 $3,835.00
Scene 2 rehearsal 30.00 Prorated $1,256.00 $824.00 $432.00  $756.00 $500.00 $756.00
Scene 2voeal recording. $0.00 Prorated $4,320.00  $1,440.00 $2,880.00 $4,720.00 $0.00 $4,320.00

14. SAVE and CLOSE the project schedule.

10.5 Reschedule Uncompleted Work

1. OPEN the Don Funk Music Video 9MB project schedule from the data files for this
lesson.

2. SAVE the file as Don Funk Music Video 9B in the solutions folder for this lesson as
directed by your instructor.

3. [Pressthe F5 key]. Type 46 in the ID box, and then click OK. The Gantt Chart view scrolls
to display the Gantt bar for Task 46, Scene 3. At this point in the project, the first two
scheduled scenes have been completed. This task has one day of actual work completed
and one day of scheduled work remaining. Your screen should look similar to the
following figure.

Task 48 needs to be rescheduled

@ | "
TA REPOR PROJEC
w— e X e "
= Calibii 1 L 5 @ T P e
f IDetai
att Pa r ! t Mede  Task esto I 1
BIru H-A- i
hatt & Sche: % Addto
QO | TaskNome ~ | Duration v | Start +  Finish
4 Scene 3 2.25 days Fri 6/3/16 Tue 6/14/16 |i
7 scene 3 begin 0 days Fri 6/3/16 Fri 6/3/16 15/3
48 Scene 3 setup 2days Fri 6/3/16 Tue 6/7/16 Brad Sutton, Chris Preston
Scene 3 rehearsal 6hrs Tue 6/7/16 Wed 6/8/16 - dancers, Eva Corets,musician
Scene 3 vocal recording 1day waed 6/8/16 Thu 6/9/16 & musician,Sound Technician,
D=y | Scene 3 video shoot 2 days Thu 6/3/16 Tue 6/14/16 1
Scene 3 teardown 1day Tue 6/14/16 _ Tue 6/13/16

4. On the ribbon, click the Project tab, and then click Update Project. The Update Project
dialog box appears.

5. Select the Reschedule uncompleted work to start after: option, and in the date box
type or select 06/09/16.
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6. Click OK to close the Update Project dialog box. Microsoft Project splits Task 48 so that
the incomplete portion is delayed until Friday, June 10. Your screen should look similar
to the following figure. Note that although the duration of Task 48 remains at two days,
its finish and subsequent start dates for successor tasks have been pushed out.
Remember that duration is the number of work periods required to complete a task,

not elapsed time.

Rescheduling work causes any uncompleted work to split

. 1 \:;
wEs  cr speling
D Taskcrame - Durstion - Stant - Finish =
4 5eened 10.25days  F6/16  FGA7/16 |i 1
T Scene 3 begin 0 days Frigf3/16  Frisfaf1e .im 7
a8 | Scana 3 setup 2days Fri6/3/16 Fri 6/10/16 Brad Suttan,Chris Prestan
iz] 6hrs Mon 6/13/16  Mon £/13/16 ¥ dancers Eva Corets, musician
i 1day Won 6/13/16  Tuz6/14/18 L musician,Sound Tachni
=1 2days Tus6/14/16  FriGA7/16 )’ Bottler
1day Frig8/i2/18  Fris/17j16 T
0 days Fri6/17/16 Fri 6/17/16 i

7. SAVE the project schedule. CLOSE the project schedule.
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11 Project Reporting

The new Report Ribbon makes locating and selecting a report easier than ever before. With
predefined dashboard reports, the user can show an overview of the project, project burn-
down, cost overview, work overview and many more.

11.1 Select and Print a Dashboard Report

1. OPEN the Don Funk Music Video 10M project schedule.
SAVE the file as Don Funk Music Video 10.
On the ribbon, click the Project tab. In the Status group click the calendar icon in the
Status Date field. Microsoft Project displays the Status Date dialog box.

4. In the Select Date: field type or select 6/10/16. Your screen should look like the
following figure.

7 = o
Status Date &S

| Select Date:  6/10/16 v

oK | | Cancel

s

5. Click OK or press Enter to close the Status Date dialog box. You set the Status Date to
tell Microsoft Project you want information as of this date.

6. On the ribbon, click the Report tab and then select the Dashboards button. From the
dropdown menu that appears, select Project Overview. Your screen should look similar

to the following figure.
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7. On the ribbon, click the File tab and then select Print from the navigation bar on the
left side of the screen. Your screen should look similar to the figure at right. You may
notice that some of the report is cut | off at the right side of the print pre-view area.

PROJECT OVERVIEW

71%

........

Page Setup

Note this information is off the right side

8. At the lower right of the Settings section, click the Page Setup hyperlink. Microsoft
Project displays the Page Setup dialog box.

9. Onthe Page tab, in the Scaling section, click Fit to: and choose 1 against the pages wide
by and tall boxes. Your dialog box should look like the following figure.
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N
Page Setup - Project Overview 1 ? =

Page Setup Tabs Page IMarginsI Header| Footer | Legend| View |

Orientation

N

() Portrait @ Landscape

Scaling

) Adjustto: | 100 |-

9 Fitto: |1 > pageswideby 1 = tall
Sf:aling to Page _t—TGtner
height and width

Paper Size; Letter v

First page number: | Auto

Print Preview... [thions... ] [ Print.., ] [ oK J { Cancel ]

\ s

10. Now select the Margins tab. Set all margins to 0.5 inches. Click the OK to close the
dialog box. Your screen should now look like the following figure.

PROJECT OVERVIEW

11. SAVE the project schedule.

11.2 Create, Customize and Print a Report

Click the Report tab. On the ribbon, click the New Report button.
On the drop-down menu that appears, click Table.

3. In the Report Name box that appears, name the new report Remaining Work Report
and then click OK. Your screen should look like the following figure.
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v

w0 N o

11.
12.
13.

Remaining Work Report

Don Funk Mon 1/4/16  Thug/3/16 7%
Music Video

Field List appears when you select the table

At the top of the field list at the right of the screen, click Resources.

Using the scroll box at the right of the field list box, navigate down until the Work fields
are visible and then select the expand button next to Work.

Select the check box next to Remaining Work.

In the Filter box, select Resources: Work.

In the Sort by box, select Name.

Auto fit the name and Remaining Work columns (make them wider so all information
fits on one line) and then center the entire table on the screen under the report name.

. Click the File tab and then select Print. You will note that the report may not be

centered on the page. This is because the previous report was on Landscape
orientation.

In the settings section, change the orientation to Portrait.

Click the return arrow at the top.

Click the minus sign on the zoom slider at the lower right portion of the screen two or
three times. Manually move the table and the report name box to the center of the
page. You will note page breaks are indicated by the dashed lines.

~of— Dashed lines indicate page breaks
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14.

15.

Click the File tab and then select Print. You will note that the report is now centered on
the page.
SAVE the project schedule.

11.3 Report Project Variance with a “Stoplight” View

1.

10.

11.
12.
13.

Click the View tab, then in the Task views group, select Other Views then select More
Views. In the list select Task Sheet and then click Apply. Microsoft Project displays the
Task Sheet view.

Select the Tables button and then click Cost.

Click on the Project tab, and then click the Custom Fields button. The Custom Fields
dialog box appears.

Under the Field label at the top of the dialog box, make sure that Task is selected. In
the Type box, select Number from the dropdown list.

In the Field list, select Overbudget (Number3).

Under the Custom attributes label, click the Formula button. The Formula dialog box is
displayed. The formula shown in this dialog box has been pre-entered for accuracy and
to save time. Your screen should look similar to the following figure.

'd ™y
Formula for 'Overbudget’ @

Edit formula

Overbudget =

ilf([Cost]c. >0,If([Cost]<[Baseline Cost]*1.2 If([Cost]<[Baseline Cost]*
1.1,10,20),30),0)

(<)=)=)2) [&lmonl(n](] []ls] [=]i=>](<][>] [anp][or |(no1]
msert [ Feidw | [ Fundion~ _mport Formua.. |
Help | [ ok ] [ cance
< 4

Click Cancel to close the Formula dialog box.

In the Custom Fields dialog box, under the Values to display label, click the Graphical
Indicators button. The Graphical Indicators dialog box appears.

Click the first cell under the Image column heading, and then click the downarrow. Here
you can see the many graphical indicators you can associate with the values of fields.
Click Cancel twice to close the Graphical Indicators dialog box, and then click Cancel
again to close the Custom Fields dialog box.

Right-click the Fixed Cost column heading. Select Insert Column from the list.

From the keyboard, start typing the word “Over”.

SAVE the project schedule.
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11.4 Create a Visual Report

1. On the ribbon, click the Report tab, and then select the Visual Reports button. The
Visual Reports—Create Report dialog box appears. Your screen should look like the
following figure.

2. Click the Task Usage tab, and then click Cash Flow Report.
Vizval Reports - Create Report &
[ Select Template
Show report templates created in: |/ Microsoft Excel  J Microsoft Visio
Reporttype tabs ___* Task Summary | Resource Summary | Assignment Summary
Al Task Usage | Resource Usage | Assignment Usage
1 Baceline Cost Report £ Resource Cest Summ ‘ Newlevpiste
@ Baseline Report (Metric) B Resource Remaining \ ‘ Edit Template...
@' Baseline Report (US) [ Resource Status Repo
1 Baseline Work Report @' Resource Status Repo [ Manage Template...
@ |Budget Cost Report £" Resource Werk Availa sample
& |Budget Work Report £ Rescurce Work Sumn
@7 Cash Flow Report [ Task Status Report (I
@ Cash Flow Repert (Metric) 0 Task Status Report (U!
@ Cash Flow Report (US)
@° Critical Tasks Status Report (Metric)
@ Critical Tasks Status Report (US)
Preview area of @ Eamed Value Over Time Report ._ l
TR TRETTTCTTETTCY
repon selected " Rescurce Availability Report (US)
‘ i '
Select level of ysage datatoindude inthe report: ek -
Include report templates from:
Level of usage data —7]
| ‘ _ﬂ:p_ Save D-atnh. i :' View 7 -_Q_os: ]
. — = 4
3. Inthe Select level of usage data to include in the report: box, select Months.

Click the View button. The Visual Report engine gathers data from your project file and
builds an Online Analytical Processing (OLAP) cube. The application Microsoft Excel
opens and the report is presented in Chart form from a preformatted report template.
Your screen should look similar to the following figure.

T
@con

Cash Flow Report

Valoes.

t—Cost = Curmulative Cost

80000 80000
70000 + 70000
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Toske
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¥ Do et et e el
S 3 teomonek
2 ERAE T
¥ o 40000 5 B
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30000 30000
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10000 10000

5. Atthe bottom of the Excel window, select the Task Usage sheet tab.
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to the following figure.

6. Inthe PivotTable Field List box, navigate to the Time field. Place your cursor on Monthly
Calendar and drag it to the Rows box. Your screen should look similar to the following
figure.

Pivot table created
by the Visual = -
Reports feature
Field list to choose
fields displayed —|=
in the pivot table

7. In the PivotTable area, click the expand button next to the year 2016, to reveal all the

available time data. Your screen should look similar to the following figure.
[z] =9~ 5 adr8l [Compatibility Mode] - Microsoft Excel
m Home Insert Page Layout Formulas Data Review View
l;:j & Arial 10 AL =T =g O 5 Wrap Text
Paste } B Z U~ - O-A- EEE EE EMergeaCen
Clipboard Font Alignment
AS v f | 2016
A B C D E F
1 Tasks |All | |
2
3 Data
Collapse/Expand button 4 Year v |Month _ |Cost Cumulative Cost
used to display ~ 2016 tJanuary 5716.3634 5716.3634
more or less data 6 February | 6856.770957 12573.13436
7 March 572735  18300.48436
8 April 2453 20753.48436
g May 13585.06839  34338.55275
10 June 18525 875 52864 42775
11 July 134415  66305.92775
12 August 1425 67730.92775
13 2016 Total 6773092775 6773092775
14 Grand Total 67730.92775__ 6773092775
15
16
8. Click the Chartl sheet tab at the bottom of the screen. Your screen should look similar
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9. Save the Excel visual report as Don Funk Cash Flow in your My Documentsfolder.

10. CLOSE Microsoft Excel.

11. CLOSE the Visual Reports Dialog box.

12. SAVE the project schedule.

11.5 Customize and Print a Gantt Chart View

1. Click the View tab, then select the Gantt Chart button.

2. Click the File tab and then click Print. Microsoft Project displays print options on the
left side and the Gantt Chart view in the right side, which is the Print Preview window.
Your screen should look like the following figure.

different pages.

Page Right

A

Page Left Multiple Pages

On the Print Preview toolbar, click the Page Right and/or Page Down button to display

On the Print Preview toolbar, click the Multiple Pages button. Most of the pages of the

Gantt Chart appears in the Print Preview window. When the multiple pages Print
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10.

11.

12.

13.

Preview is active the printed output is displayed on separate sheets. You navigate using
the scroll control at the bottom of the Print Preview pane. The Page Right, Page Left,
Page Up, and Page Down buttons are inactive. The paper size displayed is determined
by your printer settings. Your screen should look similar to the following figure.

Print

Rows and Columns display

On the Print Preview toolbar, click the One Page button. The first page of the Gantt
Chart is displayed.

Click the Page Setup hyperlink. The Page Setup dialog box appears. This is the same
dialog box that would appear if you selected the Page Setup option on the File tab.
Click the Header tab. You want to add the company name to the header that prints on
each page.

There are three Alignment tabs in the center section of the Header tab box. Select
Center if it is not already selected. In the General box, click Company Name and then
click the Add button next to the General box. Microsoft Project places the following
code into the header: & Company]. The software also displays a preview in the Preview
window of the Page Setup dialog box.

Click the Legend tab. You want to change some of the content of the Gantt Chart view’s
legend.

There are three Alignment tabs in the center of the Legend tab box. Click the Left tab.
Currently, Microsoft Project is formatted to print the project title and current date on
the left side of the legend. You also want to print the start date and duration on the
right side of the legend.

Click the Right Alignment tab. Click the Right Alignment box, press Enter, and then type
Start: followed by a space.

In the General box, select Project Start Date from the dropdown list. Click the Add
button next to the General box. Microsoft Project adds the label and code for the
project start date to the legend.

Press Enter to add a second line to the legend and then type Duration: followed by a
space.
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14. In the Project Fields box, select Scheduled Duration from the dropdown list. Click the
Add button next to the Project Fields box. Microsoft Project adds the label and code for
project duration to the legend.

15. In the Width box, type or use the scroll buttons to enter 3. This increases the width of
the box that appears on the left side of the legend. Your screen should look similar to

the following figure.

Page Setup - Gantt Chart
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16. Click OK to close the Page Setup dialog box. Microsoft Project applies the custom
changes to the legend.

17. Move your mouse cursor to the lower left corner of the page preview (your cursor
appears as a magnifying glass). Click the lower left corner of the page. Microsoft Project
zooms in to show the legend. Your screen should look similar to the following figure.

F e NS AT
< <

3inch wide legend

18. Click the Task tab to return to the Gantt Chart view. Take note that although you did
not print, your changes to the header and the legend will be saved when you save the
project file.

19. SAVE the project schedule.
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