Microsoft® .
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Using Multiple Views Creating a Visual Report

C_Ilck the Window menu and click Spllt. Now you can choose whatever 1.  Click the Reports menu.
view you want for each half of the window.
2. Click Visual Reports.
Windo 3. Choose a category.
Mew Window, .. 4.  Click a report.
Arrange Al 5.  Click Edit Template.
Hide
uI'II'IIdE e Select Template
) Show repart templates created in:
Split : ] . . T . B
X Microsoft Office Excel 'f_"l [ Microsaft Office isio
W 1 PracticeExercisel . 2. mpp Task Summary Resource Summary Assignment Surmary
- Al Task Usage Resource Usage ‘ Assignment Usage
2 Project1 f6sseine Cos Report_|
- &l Baseline Work Repart
H : =l Budget Work Repart
Using AutoFilter [ tonage Tomplate.. ]
—————— Sample
You will find this command on the Standard toolbar. It adds a drop-down
menu to the top of each column. You can then click the menu and click
an option. Then, only the rows that match this value will be shown. ]
o Tazk Mame s Cruratior v Start r;‘ Finizh v ‘ ‘ W }
0 -E| Commercial Construction 344 ¢* | Thu 4/24/08 | | |
1 P (Custorm...) =
[=] Three-story Office Building 3 Tod Thu 424/08
2 [=| General Conditions 17 neay Tue 12307
Tomarrow
10 = Long Lead Procuremen T0 This wesk Thu #12/07 .
18 [l Mobilize on Site 10 5 Wed 14707 TaS k L N k Ty p es
24 [ Site Grading and Utilitie: 35 This manth Wed 37707
32 [=l Foundations E T — Mon 42307 L .
47 5 Steel Erection 4 { o 1/1/07 Mon 625007 Finish to Start (FS) When the predecessor task finishes, the
a4 [=l Form and Pour Concret 85\ Thu 1/4/07 “ Mon 9307 successor task will start.
7 [= Carpentry Work 15 days Tue 9/407 Mon 92407 inish inish ..
= I Masonry Work 110 days Tue 655707 | Mon 11507 Finish to Finish (FF) When the predkec%sf;o_r thask finishes, the
ar [=] Roofing ¥ days Tue 10/3007 | Tue 121107 successor task will finish.
93 =1 Wind Wall and Store | 60 d Tue 10/30007T  Mon 12108
= i '_:df’w F_a_ :" re o dm ;'e a0t M“" 2408 Start to Start (SS) When the predecessor task starts, the
Hicing Hinishes s ue on successor task will start.
110 [=] Elevators 40 days Tue T/3/07 Mon 827007
i &l Plumbing 90 days Tue 11617 | Mon 31018 Start to Finish (SF) When the predecessor task starts, the
1149 [=I Electrical 139 days Wed 84507  Mon 2/25/08 successor task will finish.
126 [= Heating and Ventilating 180 days Tue 7/3/07T Mon 31008
132 [=l Final Clean-up and Occu 60 days Tue 1/8/08 Mon 3/3108
137 [=] Complete Final Inspecti 6 days Mon 3/31/08 |  Mon 4708 Summary Task Information
General Predecessors Resources } Advanced } MNotes } Custom Fields I
. . mame:  [Edit rough draft Duration: [7d Hr
Scheduling Overtime
2l -1mo ~

i) Task Mame Type ag 3
7.....iHave CEQ prepare lstter iFinish-to-start (F5)  Hlimo| =3

1. Switch to Gantt Chart view. Hide Form Viewe .
2. Click the Window menu. Resources & Predecessors
3 Click Spht Resources & Successors
i X Predecessors & Successors
4. Right-click the task form. o
5. Click Resource Work. Resaurce Work.
6. Select the task. Resaurce gast
. Motes General Predecessors l Resources ] Advanced I MNotes ] Custom Fields I
7. Enter the overtime work. Chjects Mame: | Integration testing ‘ Duration; |3‘5d? ¢| [#] Estimated
Predecessors;
2l 2d A
Note that although scheduling overtime will decrease the duration of the D ___ [IcEH TiE? tag

task, it will increase the cost as more work is required.

SN U Finish-to-tart (F5) fed J=]
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Using Templates Using Change Highlighting

1. Click the File menu and click New. This is a new feature in Project 2007. When you make a
2. In the New Project task pane, click On Computer. change to a task, other tasks that change as a result will be
3. Choose your template. highlighted in blue.
! You can enable or disable this feature from the View menu.
Templates fgl
General | Project Templates | Wigws | Insert Format Tools Pt
@; @Q @J @; ~ |E| = Calendar
— . " ' ' Preview | Gantt Chart

Enginesring  Home Move  Infrastructure

Deployment Metwork Diagram

@ @ @ Task Usage

Microsoft Micrasoft Microsoft Micrasoft Tracking Gantt
Active Direc... Exchang...  Office 20... Office Proj...
Preview not available,

Resource Graph

i 4 i i Resource Sheet
Microsaft: Microsoft Microsoft Microsoft
SharePaoin... ‘Windows ...  Windows..,  Windows ... Resource Usage

el eEl EEl @
[ Templates on Cffice Online ] Table: Entry *

£

Mare Views. .,

Toolbars 3
Views Bar
To enable the preview option, open the template and check Save template preview in File &% Show Change Highlighting
Properties. i I
Contour Indicators Task Indicators
Flat This is the default contour. Work is spread out No indicator This task has a note attached to it.

evenly over the task duration.

&
Back Loaded Work peaks at the end of the task duration. all This task has a hyperlink attached to it.
Front Loaded Work peaks at the beginning of the task O Project has estimated that this task will finish later
duration. than its deadline date.
Double Peak Work peaks twice during the task. ik [E]  Thistask has an inflexible constraint.
Early Peak Work peaks early in the task. A B This task has a flexible constraint.
Late Peak Work peaks late in the task. m E ;Il-r'::z ]E?::]g-as not been completed in the constraint
Bell :’/;lr?]rlgsrzrgxﬁ.up, goes to full-time, and then th O Indicates a recurring task.
Turtle Work ramps down slightly at the beginning il o Indicates a completed task.
and end of the task.

it

This task is an inserted project.

23 E [=] Revize documentation 12 hrs

ik Tech Writer 12 hys 2 [&5_|® Weeting with Programers 5A3days | Fri1M108 | Fri 326008

The Project Equation Using Task Drivers

Project’s scheduling tools revolve around this equation:

Task drivers are a new feature in TaskDrivers 2
. . Project 2007. To see what is driving || The falloning factorts) are
Task Duration = Total Work / Resource Units a task, select a task, click the Project || o, 1 - unit resting
menu, and click Task Drivers. You S TR S1400
If you modify a task’s duration, Project will ask you if it is because the total work or the will then see the Task Drivers task Sl B
resource units have changed. Likewise, if you assign more or less resources, the task pane. This pane will list the factors
duration and total work will change accordingly. Remember that Project now features that are affecting the start date of the  fj|comperens o stor
Change Highlighting, which makes it easy to see how a particular change affects other selected task, including predecessor Froject: Standard
tasks. tasks and the task calendar.
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