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Chapter 1 – Introduction 

Video: Introduction to Project 2016 Advanced Course 

Toby: Hello and welcome to our course on Project 2016 Advanced. My name is Toby and I’m 

your instructor on this course. I am a Microsoft certified professional with a specialism in 

Microsoft Project. And I’ve been using Microsoft Project for a very long time. In fact I would 

say it’s probably getting on for about 20 years now. And I’ve used many, many different 

versions of Microsoft Project over that time. 

I’ve used Microsoft Project to manage projects from a value of a few thousand pounds or dollars 

or Euros to multi-billion pound projects and programs for both government organizations, public 

sector organizations, national and local government, and internationally for private companies, 

including projects and programs that have operated throughout Europe. 

So over that time I’ve found out quite a bit about the use of Microsoft Project and I’m hoping to 

impart quite a lot of that knowledge to you during this course.  

In this introductory section I want to cover some very important points before we get started. So 

please bear with me for a few minutes while I talk about first of all the assumptions I’m making 

on this course. 

Now first of all I’m going to assume that your basic knowledge of Microsoft Project extends to 

cover just about everything that’s covered on our basic Microsoft Project 2016 training course. 

And if you look at our course on the SimonSezIT.com site you will see the list of topics that’s 

covered and I’m going to assume that you pretty much know all of that. Now if there are topics 

on that list that you’re not familiar with I suggest that you cover those. I’ll also assume that to 

some extent you’ve got a reasonable amount of experience in applying those topics, applying the 

knowledge that you will have gained and that it isn’t all theoretical because really you need to 

have used a lot of those topics to have a good grounding before you cover this advanced course. 

Now you may well have used an earlier version of Microsoft Project and maybe you’re 

wondering whether a good solid knowledge in that earlier version is good enough. Now if your 

knowledge is in Project 2013 or Project 2010 and particularly if you’ve got a good, sound 

practical experience of applying that knowledge you’ll probably find that it is good enough 

because in many fundamental topics Microsoft Project 2010, 2013, 2016 are pretty equivalent 

really. There have been some changes but they have been confined to specific areas and you can 

probably pick up what you need in terms of those changes as we go along. For example, one of 

the largest areas of change has been in reporting and I’m going to spend quite a bit of time on 

this advanced course talking about reporting. So hopefully with a little bit of help maybe from 

our basic course you should be able to fill in any gaps in your knowledge. 
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If you’re experience is of an earlier version of Project, so 2007, 2003, 2002, Project 98, etcetera, 

then it may well be that the changes since then and in particular the change to the ribbon mean 

that your knowledge really needs a good boost before you start this advanced course. And our 

basic Microsoft Project 2016 course should do what you need to give you that boost. 

The next question is that every time you look at Microsoft Project on Microsoft.com there seem 

to be more Project related pieces of software. Which piece of software is this course about? Well 

I’m going to be using what is in effect Project Professional 2016. And you may either have 

Project Professional 2016 or you may have Project Pro for Office 365. Let me just go back here 

and the desktop client that corresponds to Project Pro for Office 365 is effectively the same as 

Project Professional. 

Now there are a number of other products with Project in the title. One of them is Project Lite 

which is not what we’re covering on this course. And we also have Project Online and Project 

Server. Again, we’re not covering those on this course. There is a product called Project 

Standard and if you’ve used an earlier version of Project you’ll know that for a long time there’s 

been Project Professional and Project Standard. 

Now Project Standard is a cut down version of Project Professional and as you can see from this 

comparison chart here there are some things that you can do in Project Professional that you 

cannot do in Project Standard.  

Now if you look at the differences in this comparison chart there seem to be quite a few of them. 

And in fact one or two of those differences are quite significant. But in terms of this advanced 

course most of the topics on the advanced course you will be able to cover even if you only have 

access to a copy of Project 2016 Standard. However, if you can get access to a copy of a Project 

Professional 2016 or a Project for Office 365 you’re going to be much better off in that you’re 

going to be able to cover all of the topics on this course. 

The next thing I want to point out is that throughout this course I’m going to be using keyboard 

and mouse, mouse mode, rather than touch mode. If you are going to try to work through this 

course using touch mode then you’re going to be able to do what we cover in the course. I 

personally find touch mode quite awkward for Microsoft Project. But the PC that I’m recording 

this course on is actually a touch device and I do sometimes use touch. Make sure if you are 

going to use touch that you have selected Touch Mode. So up to the Quick Access Toolbar, click 

on the button, switch to Touch Mode, and you will find the ribbon, etcetera easier to use in touch 

mode. But as I say, on this course I’m basically going to be using mouse and keyboard 

throughout. 

The final point I’d like to make is that although I’m based in the UK throughout this course my 

default locale will be the U.S. and my default currency will be the U.S. dollar. Now you may be 

tempted to follow suit wherever you are in the world but I think it’s really worth trying to use 

your own locale and your own currency. Now I am providing some course files and I am setting 
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some exercises and the majority of those will be based on, for example, U.S. currency. So if you 

want to stick with U.S. that’s fine as well.  

So that’s it in this section. In the next section I’m going to talk a little bit about the structure of 

the course and the material that is supplied with the course. And then after that we’ll be able to 

get started with Project 2016 Advanced. That’s the end of this section. Please join me in the next 

one. 
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Video: Course Structure 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section I’d like to talk to you briefly about the structure of the course. I’ve arranged the 

course in a particular sequence. The sequence comprises a number of chapters and each chapter 

comprises one or more sections. And a section basically contains one video. The sections are 

generally 15 minutes or so or less in length. And ideally you cover the course in the sequence in 

which I present it. Having said that, a number of the sections are pretty much independent of 

everything else. So if for example the first thing you want to do is to find out about customizing 

the ribbon, which is actually towards the end of the course, you could go straight to that now and 

it’s independent of everything else. However, beware. Don’t try and leap too far ahead unless 

you have a good reason to because quite often the material that I cover will be dependent on 

earlier material in the course. 

Now there are a couple of things to be aware of and one of them is that the Project files are 

included with the material on this course. And you should have a copy of the Project files 

downloaded. The list of files will look something like this. It won’t necessarily be exactly the 

same but you need to know where these files are. I suggest you keep a backup copy of them in 

case you work on them and maybe break something or accidently delete something. These are 

most of the files that I will be using during the course. So if you want to work along with me or 

perhaps use some of these files to experiment yourself then feel free to do so. But as I say, make 

sure you’ve got a backup copy and that you can restore these files if you need to to the state they 

were when you first downloaded them. 

There is also a folder containing the exercise files on the course. During the course I’ll be setting 

you various exercises to do and you should make sure, again, that you know where these files 

are. They contain my sample answers, generally speaking, plus one or two other things including 

starting points in one or two cases. And again you may want to open my files, perhaps check 

what I’ve done, maybe even try changing what I’ve done. But make sure you’ve always got a 

backup copy so that you can refer back to that if necessary. 

Now another point I’d like to make here is one that I make at various points during the course 

and that is that I have used a specific locale, language, currency, and indeed specific dates. And 

when you’re working through the course you may want to change any of these things, including 

the dates. So for instance, you may want to time shift a project some time in the future to 

correspond with the time that you’re following this course. As far as Project 2016 is concerned 

of course an alternative to that is that you can tell Project 2016 that the current date is something 

that it isn’t and therefore you could use these files with the dates that are assigned to them when 

I’ve been using them. And then of course the dates would correspond more closely with the dates 

that I’m using when I’m working through the course material and when I’ve done the exercises 

myself. 
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Now of course it won’t necessarily be the same because in your installation of Project 2016 you 

may have a different working week, you may have different public holidays set up and so on. So 

it wouldn’t really be possible for me to say that specifically any date or range of dates on your 

system will be exactly the same as mine or indeed that any dates will work out exactly the same 

in terms of say an elapsed amount of work from a starting point. So bear in mind that particularly 

when you’re working on the exercises differences between your locale, between your calendar, 

between your working time, between your holidays may mean that there are differences in some 

of the answers to the exercises when compared with mine. Having said that, I’ve tried to make 

sure that both the course material that I cover and the exercises that I’ve set suffer from this kind 

of issue as little as possible. 

And now another very important point. When you open certain of the Project files that are 

provided with the course you may see a Microsoft Project Security Notice. Any of the Project 

files that have embedded macros will almost certainly generate this notice. Although to some 

extent whether it’s generated does depend on the options you have set on your system. As far as 

the Project files that you download from Simon Sez IT in relation to this course are concerned 

then there is no danger in clicking on the Enable Macros option. If you don’t know about 

Microsoft Project Security, you don’t understand Enable Macros, Disable Macros, etcetera there 

is a section very near the end of this course that explains macro security. And even if you don’t 

really know what macros are and you don’t really know about macros, if you’re uncertain about 

the security aspects of running Microsoft Project I suggest you jump right forward and have a 

look at that very late section because it will explain to you some of the settings that are important 

in relation to the security of your system. But as I say, from the point of view of the Project files 

that you download as part of this course, they’re all safe to open. So you’re perfectly safe to click 

on Enable Macros. It certainly won’t happen with all of those MPP files but there are a few 

where it will. And if you are concerned you’re quite safe to click on Enable Macros. But as I say, 

if you don’t know anything about this it might be a good idea to have a quick read up on it first 

or to look at that section late in the course now. 

But that’s it on the course structure. I’ll see you in the next section. 
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Chapter 2 – Consolidation and Resource Sharing 

Video: Introduction to Consolidation and Resource Sharing 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this and the next few sections we’re going to look at a couple of related topics in Project 2016. 

And we’re going to look at these two topics together because you very often need to use them 

perhaps for the first time on one large program of work or one very large project. Now what 

quite often happens when you’re working on a large project is that the project gets larger and 

larger and maybe becomes a set of projects or perhaps you’re working on a program that needs 

to be split into a set of projects. And not only do you need to split the work up but different 

people are going to manage different parts of that body of work. And what often happens is that 

the different projects although they need to be managed separately share resources. So what 

we’re going to look at in the ne 

xt few sections are combining multiple projects into one, or if you like splitting a large project 

into several projects, and sharing resources between projects. So it’s project consolidation and 

resource sharing that we’re covering here. 

Now in order to demonstrate these two techniques I’m going to use an example of a charity 

event. And the idea is that we’re going to run a charity event and it’s going to comprise actually 

three events within one. There will be a gala dinner, there will be a fashion show and buffet 

lunch and there will be a sports day and barbeque. So the gala dinner will be a fundraising dinner 

where we’ll charge the participants a pretty heavy admission price but for that they’ll get a good 

dinner, there’ll probably be a prize draw, some entertainment and so on, probably some dancing. 

And then the fashion show and buffet lunch we’ll invite local fashion houses to put on a show. 

And as part of that we’ll provide a good buffet lunch. And again we’ll charge a suitable 

admission charge for all of the people that want to see the fashion show and enjoy the buffet 

lunch. And we’re also going to run a sports day, pretty much a family focused event and that will 

include a barbeque. 

Now I need to point out to you that as we’re dealing with an event where the planning and 

execution could become very complex indeed and with very large numbers of participants 

involved and where in reality it will probably cover a very considerable period of time I’ve 

actually compressed the detail and compressed the timescales here in order to cover this in a 

reasonable amount of time on the course. Having said that, all of the key features that you need 

to be aware of are covered in what I’m going to do here.  

As far as this stage in the course is concerned assume that we’ve done some of the early 

planning. I’ve put in place a provisional schedule for the major aspects of the event. And in the 

Gantt Chart here, let me just expand that planning section, you can see I’ve got maybe 20 tasks 
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in the planning section. And I’m assuming that at this point we realize that this really is going to 

be quite a big undertaking and we need to split the charity event into separate parts. And we’ve 

now got to the point that we realize we’re going to need people to manage each aspect of the 

event. So we’re going to have one person managing the overall plan. We’re going to have 

another person managing the gala dinner, another person managing the fashion show and buffet 

lunch and then finally a sports day project manager. 

Now the key point here is that although the individual projects are not really very complicated at 

this stage, maybe about a dozen tasks in each, we need each of the project managers to be able to 

manage their project independently and separately.  

So why do we need to be able to do this? Well as you’ll know from your current knowledge of 

Microsoft Project when you’re dealing with editing a single MPP file if our four project 

managers each want to work on it at the same time that becomes very, very complicated, 

particularly if say they all want to work on it at home, they don’t have some kind of shared 

access, and they’re going to need to be phoning each other up and saying, “If I send you the plan 

I want to change that bit. You want to change this bit. Have you changed that? I need to change 

the link from my task to your task” and so on. So what the project managers need to be able to do 

here is to manage each of their projects separately. And effectively the way that we do this is to 

split this project into four separate project files. So that’s part of what we need to do to to create 

four separate files. 

Now that in itself is a pretty straightforward thing to do. But the problem then is how do we 

share the resources? Some of the people, for instance, the group of volunteers that we’re going to 

take on to do a lot of the work here, people dealing with, for example, publicity, people dealing 

with the legal side, getting insurances, licenses and so on. There are many people involved in an 

event like this who will be shared between the four projects. How do we make sure that those 

people are not over allocated? And the way that we do this is to set up our four separate projects 

so that they share resources. And this is a typical scenario, i.e., one where we need to share 

resources between a number of projects. 

Now the added complication here, and again this is typical, is that the four projects although we 

want to separate them out from a file management, an MPP file management point of view, they 

are not independent. These projects have various links between them and we need to make sure 

that these links set up correctly, understood and respected by all of the projects. 

Now let me point out a couple of things about this before we start. First of all, if you are going to 

split a program of work into a number of separate projects it’s a good idea to make that decision 

as early on as possible because if you’ve already set the program up as a single MPP file there 

will be quite a bit of work to do in splitting it up again. I’m going to show you one or two 

options for splitting as we go through the next few sections. And as you’ll see there’s very often 

quite a bit of work to do. Usually a very good proportion of that work relates to the relationships 
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between the tasks in, in this case the initial program before we split it up and maintaining those 

links when we split the program of work up.  

At the moment with my four summary tasks I’ve only got the fourth one open, Sports Day and 

Barbeque. And although you can see links within that task because the other three summary tasks 

are currently collapsed you can’t see links to tasks within those from Sports Day and Barbeque. 

But if for instance I were to expand the planning summary tasks, look carefully at Sports Day 

and Barbeque tasks now. Now you can see that there are in fact several links to the planning 

summary task or should I say the tasks within the planning summary task. When one of the 

summary tasks is collapsed you don’t see those links. They’re still there but you can’t see them. 

If you expand the planning task you can see the links again. And of course the same is true of the 

other summary tasks that are currently collapsed. And it’s the setting up and maintenance of 

those links that very often creates the most work. 

Now before I get started on splitting this program of work into four separate projects what I’m 

going to do is to take a quick look at the Resource Sheet. 

Now I’ve got here eight resources at the moment, although note the last one, Volunteer, we’re 

counting on getting ten or possibly even more volunteers to help on this charity event. Note that 

also that we’re not looking at costs here. I’ve left the standard rates at zero. And for the purposes 

of this first few sections of the course I’m really going to ignore cost. We’re going to come to 

cost in relation to other projects a little bit later on. 

So we’ve got eight resources in the Resource Sheet. Let’s go back to the Gantt Chart itself. And 

what I’m going to do first is to separate Sports Day and Barbeque to make it a separate project. 

Now I’m going to set up Sports Day and Barbeque as a separate project in a particular way. And 

this way is not necessarily the best way of doing this. The best way will always depend on the 

particular circumstances that you’re in. But some of the tools and techniques that you’ll see here 

will be useful to you. And then as we go through the next few sections hopefully you’ll see some 

improvements that you can make to the way that you do this. But as I said earlier on in the 

section, one of the key things here is that the earlier in the process you can do this the better. 

You’re more likely to save yourself time and effort if you split a program into separate projects 

as early on as possible.  

So first of all let me create an empty, blank project using the keyboard shortcut Control-N. There 

is my project. Now let me switch back to my original project. And what I’m going to do is to 

expand out Sports Day and Barbeque and I’m going to select all of those tasks, copy them to the 

clipboard, switch back to my empty project, and I’m going to paste those tasks into that project. 

Now having pasted those in note that within what was a summary task in the original project, the 

dependencies still exist. Of course there are no dependencies to the other tasks in the other 

summary tasks in the original project. So all of that has effectively been lost. 
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Now what I’m going to do is to save this particular project as a separate MPP file. 

So I’ve saved it in the Project course files folder and I’ve called it 

CharityEvent_Sports_Day.mpp. 

Now there are a couple of important points to make here. One of them is that when I copied that 

block of tasks I copied the summary tasks, Sports Day and Barbeque itself as well. And I want to 

return to that point a little bit later on. But in addition if I look at the Resource Sheet for my 

newly created project you may be surprised to see that there are only two resources on it. We 

have Volunteer, and note that the max number is one, and we have Sports Day PM. So our new 

project has sort of had a Resource Sheet created for it but it doesn’t get the same Resource Sheet 

as the total project that we started with. And what happens when you do what we’ve just done is 

that Project 2016 creates a Resource Sheet based on the resources that are already specified in 

the copied and pasted tasks. And so you can see, for example, here one consequence of that is 

that the volunteer resource already seems to be over allocated because when it creates the 

Resource Sheet it defaults to creating a max of one resource. And if we looked at the resources 

already allocated in the original project we would see that within the Sports Day and Barbeque 

summary task we already have more than one volunteer assigned to tasks. 

But in fact there’s an even bigger problem here with the resources because although I now have 

two projects and they each have, for instance, a sports day PM resource these sports day PM 

resources are completely different resources. Each of the projects is using its own resources. And 

even though each of them has a resource called Sports Day PM, obviously that resource name is 

the same on both resource sheets. As far as Project 2016 is concerned those are completely 

different resources. Those two resources are unrelated to each other because these two projects 

do not share resources. So before we go any farther with splitting our program of work into four 

separate projects what I really want to do is to show you how to share resources. And that’s what 

we’re going to cover in the next section. I’ll see you then. 
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Video: Resource Sharing 

Toby: Welcome back to our course on Project 2016 Advanced. 

In the previous section I discussed some of the key points around project consolidation, the 

reasons that you might want to split projects up and the reasons why you might want to join 

projects together. And one of the key aspects that comes out of that is the importance of deciding 

on how to deal with resources. And in relation to our charity event we came across the first key 

issue, which is that if we start to split the event into separate projects we somehow need to make 

sure that those projects are using the same resources. And so what I’m going to cover in this 

section is how to set up a resource pool and how to share the resource pool between a number of 

projects.  

My starting point for this section is the ending point for the preceding section. So I still have my 

complete list of tasks here, Charity Event All, and I also have also open at the moment the 

individual Sports Day project that I created in the preceding section. Note that the tasks involved 

in the Sports Day project are also still in the All project, the one you’re looking at at the moment. 

And clearly at some stage I need to remove those as they are now in a separate project. But I’m 

going to set up the resource pool first. 

Now one of the key aspects of a resource pool is that generally speaking we set it up as a project 

with resources but no tasks. And quite often you’ll want to set up a resource pool right at the 

outset when you’re working on a project or a group of projects that are going to share that 

resource pool. 

So on many occasions you’ll start off with a completely empty MPP. Go to the Resource Sheet, 

start entering your resources, make up your resource pool, and then save that project but with no 

tasks. Now on this occasion we already have a good starting point for our resource pool because 

if I look at the Resource Sheet for the All project I’ve already got all of my resources. And I’m 

going to basically save a copy of the All project, remove all of the tasks in that project and that 

will become my resource pool. 

So what I’m going to do is click on File, Save As and then I’m going to browse to my normal 

course files folder and save the Charity Event All project. And the saved project is going to be 

CharityEvent_Resources.mpp. There it is. Click on Save. And having saved 

CharityEvent_Resources.mpp what I’m going to do is to select all of the tasks and I’m going to 

hit the Delete key. I now have a project with no tasks. But if I click to the Resource Sheet of 

course I still have all of my resources. And this is now my resource pool. 

Now let me switch back into the individual project, the Sports Day project. And what I’m going 

to do here is to specify that this project uses that resource pool. So I go to the Resource Sheet and 

on the Resource Sheet in the Assignments group there is a Resource Pool button. Click on the 

bottom of that, click on Share Resources and I’m given a choice. Do I want to use my own 
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resources? That’s what’s happening at the moment. Or do I want to use Resources requires at 

least one open resource pool? When you want a project to use a resource pool in order to set up 

that situation initially the resource pool. That you want it to use must be open. So I’m going to 

click on Use Resources requires at least one open resource pool. And then I click on the potential 

open resource pool. So of course there is only one at the moment. It’s 

SimonSezIT_CharityEvent_Resources.mpp. 

Now the meaning of the lower pair of radio buttons will become more apparent a little bit later 

on, but let’s just quickly deal with it now. 

On conflict with calendar or resource information the pool takes precedence or the sharer takes 

precedence. Now what can sometimes happen is that when you are looking at resource 

information for shared resources there may be a conflict between the resource pool and any 

calendars applying to resources in the resource pool and, for example, a calendar in the sharing 

project, the sharer project. What you need to do is to specify here which takes precedence, the 

pool or the sharer. Now I’m going to leave this set at the pool, the default value at the moment, 

click on OK. When I do this, just look carefully at task ID 10. It’s got a little red over allocation 

mark. Watch what happens now when I click on OK. Now you should recall from the preceding 

section that the reason it showed over allocation here was that when this project was created by 

copying and pasting part of the All project new resources were created and although I require 

more than one volunteer on that particular task 10 the resource that was created in the Resource 

Sheet for the specific Sports Day project only had one volunteer resource, the default value. And 

therefore we have an over allocation issue. If I now look at the Resource Sheet for the Sports 

Day project, bearing in mind that I’ve just set it up to share the resource pool, if I click on 

Resource Sheet you’ll see that it is now using the resource pool. There are ten volunteers 

available and therefore there is no longer any over allocation.  

So what I have now open is a resource pool and an individual Sports Day project that uses that 

resource pool. The other thing that I need to do is to get the All project to use the resource pool. 

So let me open the All project again. There it is. That is still of course using its own resources. 

So I’m going to click on Resource Pool, Share Resources, Use Resources, and then make sure 

that I select Resources.mpp, stick with the default Pool takes precedence option, click on OK, 

and now I have two projects sharing that resource pool. 

Now one of the next things that I need to do is to separate fully the Charity Event All project into 

in fact four separate projects. In fact I think I might even make it five. And each of those needs to 

share our resource pool. And I’m going to make a start on that in the next section. But before I 

do I want to talk a little more about resource sharing and one or two aspects of resource sharing 

that it’s important to be aware of. 

Now in order to do this what I’m going to do is to go to the Resource Sheet, so this is our 

resource pool. Notice that we do have some over allocated resources. And the reason we have 
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over allocated resources now is of course that I still have the Sports Day activities in the All 

project. I’m going to sort that out in the next section. But what I want to do is to change the view 

here from Resource Sheet to Resource Usage. And in addition I’m going to add a new column to 

this Resource Usage View. The column I’m going to add is Project. Now let me just adjust these 

column widths. And what you can see now is a very important aspect of a resource pool because 

the resource pool knows where the resources are being used. And as you can see it’s got a list of 

the unassigned tasks, or that’s tasks for which there are no assigned resources. But where we 

have specific resources and let’s go down to one of the over allocated ones, Sports Day PM, for 

example. We can see that Sports Day PM has allocations in both the Sports Day project and the 

All project. Now some of these as we know are duplicates, some of them aren’t. And as I said, 

we’ll be dealing with that in the next section. But when you’re dealing with a shared resource 

pool and consolidated projects it can be very useful to include the Project column in the table or 

tables that you’re using while you’re working on those projects because it very often just 

clarifies which project a resource is being used in and that’s very often a good clue to resolving 

over allocations where you’re dealing with multiple projects and possibly multiple project 

managers assigning resources in those projects. 

So in the next section we’re going to turn our attention to splitting up the charity event into its 

constituent projects. But for the balance of this section I just want to point out a couple of very 

important things about resource pools. 

As I mentioned earlier on it is not necessarily the case that all of the projects that share a 

resource pool are always consolidated into one project. Even in a situation like this one where 

the charity event project will be split into four or five parts and each of those parts will use this 

resource pool there may well be a completely unrelated project, nothing to do with the charity 

event that’s also using this resource pool and therefore will be drawing on the resources in it. 

And this is a very important point to be aware of. When you are working with a resource pool it 

may have a whole mixture of projects that are using its resources. The other point to make here is 

that if you’re using Microsoft Project Server then consolidation and the use of shared resources, 

what’s often referred to as Enterprise Resource Planning or ERP is handled very well and in 

quite a different way. It’s done on sort of a larger scale way if you like. In Microsoft Project as 

we’re using it here we are sharing resources but it is in a much more straightforward, a much 

more basic way than it is in say Project Server. So if you are going to move on to use Project 

Server you’ll need to find out about its specific ways of sharing resources. 

And the other thing to bear in mind in relation to that is that the sharing features of Project 

Server currently require Project Professional and not just Project Standard. So that’s something 

else to be aware of. But back at our course, what we’re going to do next in the next section is to 

split the charity event into its constituent projects. I’ll see you then. 
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Video: Project Consolidation 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section we’re going to set up a master project for the charity event and we’re going to 

start with our original project, the one that’s called CharityEvent_All and the Sports Day Project 

that we’ve already created.  

Remember that those two projects are now both sharing a resource pool called 

CharityEvent_Resources. And really when it comes to splitting a large project or program into a 

number of constituent projects or subprojects the key area where there is usually the most effort 

is in restoring any links that existed in the original program or project. And this goes right back 

to a point that I made a couple of times already on the course. It’s a good idea to decide whether 

you’re going to split a program or project into a number of separate files as early on in the 

process as you can or you do finish up with quite a bit of work to do.  

Now what I’m going to do here is to demonstrate how to deal with that one project and then what 

I’m going to do is to set you Exercise 01 on the course where you’re going to split off the other 

projects that make up all of the charity event. 

Now the first thing I’m going to do is to open CharityEvent_All. You need to look carefully at 

what happens when I do this. Now it says, This file shares resources from a resource pool. What 

do you want to do? You can open the resource pool to see the assignments across all sharer files 

or do not open other files. Now if I open this project on its own although I’ll be able to see the 

list of resources that it uses I won’t be looking at the resource pool and all of the sharer projects. 

So I won’t get an accurate picture of resource usage. So what I’m going to do here is to select the 

first option.  

Now it’s very interesting, if you go to the View tab here on look at Switch Windows because 

what you’ll see is that we have the Charity Event All project open normally, we have the 

resource pool open read only, we don’t have the Sports Day project open. Now let me just move 

this across here. Now although I don’t have the Sports Day project open the resource pool is 

aware of the resource assignments in that project and I can see them here on the Resource Sheet 

in Resource Usage View. So that’s a very important point. I can see how the resources are being 

used even though I don’t have all of the projects open. I do however need to have the resource 

pool open. 

So having pointed that out let me now go back to the Gantt Chart for the All project. Note that I 

have the Planning summary task expanded here. The Gala Dinner and Fashion Show and Buffet 

Lunch summary tasks are both collapsed, and the Sports Day and Barbeque summary task is 

expanded as well. Now as you can see from this there are links, dependencies, between the 

Sports Day and Barbeque summary task tasks and the Planning summary task tasks. And what I 
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need to do is to replace the Sports Day summary task with my separate project and then 

reestablish these links.  

Now I need to explain a couple of things as we go through this, but the first thing I need to do is 

to insert the Sports Day project into the All project. 

I select an empty row and I go to the Project tab. And on the left I have an Insert group with the 

option Subproject. Insert Subproject, Insert a related project as a subproject. Click on that, 

browse to the course files folder and select Sports Day, click on Insert. Now you can 

immediately see that this is an inserted subproject because you see the icon there in the I column. 

But note that as usual when you insert something into a table it assumes the indentation of the 

task above. So this particular project although we’ve inserted it as a separate project is currently 

within the Sports Day and Barbeque summary task 46. So one of the first things I need to do, if I 

go to the Task tab, is to out dent it so that it isn’t part of that summary task. 

Now let me expand the subproject and return to a point that I made earlier on in the course. 

When I selected the tasks to make this I selected the summary task Sports Day and Barbeque. 

And that has been included within the subproject. It may well be that when you do that, you want 

to do that, it may well be that you don’t actually select the summary task when you create a 

subproject in the way that I did earlier.  

Now if I hadn’t selected the summary task when I did that copy then I would have only had the 

tasks here two to eleven in the subproject. And in fact I could lose the Sports Day and Barbeque 

summary task within the subproject now if I wanted to. Having selected two to eleven if I out 

dent them all and then get rid of that one. I’ve still got everything I need within my subproject.  

I’ve got everything within it that I need but of course the scheduling is very wrong. And the 

reason it’s very wrong is that I don’t have the correct dependencies. Within the subproject I have 

internal dependencies but I don’t have the dependencies relating to the Planning summary task in 

the All project. 

The other thing to notice here is that if you look at the All project note the ID numbers. They go 

down, right down to 56. And in fact task 58 is the inserted subproject. But within the inserted 

subproject it has its own ID numbering. So you have tasks 1, 2, 3, 4, and so on. So when you 

look at the dependencies within the subproject, for instance, the dependency here, task 2, Obtain 

Insurance. Its predecessor is task 1, Perform Risk Assessment. Whereas in the All project task 

48, Obtain Insurance, its predecessor is 47, Perform Risk Assessment. So although we need to 

establish all of the correct dependencies bear in mind that the numbering system within the 

subproject is different. Having said that, all of those internal dependencies are there so that’s 

fine. So it’s only the dependencies to the All project that I need to establish. 

Now the great thing about leaving the original Sports Day and Barbeque summary task in there 

for the moment is that I can use the dependencies there in order to build the dependencies to the 
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subproject. So for instance, let’s start at the beginning, task 47, Perform Risk Assessment, has a 

predecessor of task 10. If I go up to task 10 it’s actually Book Venue. So I’ve selected Book 

Venue. Now I’m going to go down to my subproject and I’m going to select Perform Risk 

Assessment there and I’m going to create that equivalent link. Click on the Link and now I can 

see some of the tasks in my subproject are correctly scheduled. But interestingly if I look at the 

predecessor, the predecessor is expressed in a different way to the other predecessors that we 

have because it doesn’t as with here, task 47 has a predecessor of 10. Because the predecessor 

for task 1 in the subproject is in a different project the predecessor is now expressed in a more 

complex way. So where we’re dealing with dependencies between projects, we have the Project 

Path, the Project File Name and the Task ID within the project as part of the dependency.  

Now I can up follow exactly the same principle now. For example, if I go to the next task down, 

Prepare Draft Sports Day Program of Events. That relates to task 4 which is Meeting 1. Select 

Meeting 1, come down here, select the equivalent task within the subproject and click on Link. 

That task is also now scheduled correctly. 

Now there are a couple of more of those. I’ll do those and join me again. 

So basically now I have specified hopefully correctly all of the predecessors for the tasks within 

the subproject. But as you’ll see from the Gantt Chart, the bars and lines, there’s also some 

dependencies in the other direction. So for instance, if we look at the final task in the Sports Day 

summary task up here, 61. It has at least one successor. So I also need to make sure that any 

successors are set up correctly as well. So for example, we have Sports Day and Barbeque, 61 

has as a successor Task 15 which is Vacate Venue. I need to set up that as a successor to task 14 

in the subproject. Now Sports Day and Barbeque, select it first to make sure that it is the 

predecessor, then go to task 15, select that second, Vacate Venue, click on Link, and just go back 

and check that the successor is set up correctly. And then what I need to do is to go through and 

set up any other successors that are needed for the tasks in the subproject. So again join me again 

when I’ve done that. 

So having made sure that I’ve set up all of my predecessors and successors correctly the next 

thing that I’m going to do is to delete the Sports Day and Barbeque summary task as it is now 

completely replaced by the subproject. So I’m going to select the summary task, hit Delete. 

Sports Day and Barbeque is a summary task. Deleting it will delete all its subtasks as well. 

That’s okay. And it is now deleted. And it has in effect been replaced by the subproject.  

Now one of the things that you’ve probably noticed by now, particularly if you look at the IDs 

within the Sports Day subproject is that the numbering has got gaps. It goes 2, 3, 4, 6, 8, 9, 10, 

11, 12. You may also have noticed as we’ve been going through doing the work in this section 

that the numbering of tasks in the All project has changed as well. There are some numbers 

missing. All of the tasks are still there but the numbering goes 1, 2, 3, 4, 5, 6, 8, 9, 10 and there 

are various gaps. Now don’t worry about the gaps because I’m going to talk about those a little 
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bit later on in the course. For the moment I’ve replaced the summary task by the subproject and 

the scheduling of the Sports Day is correct and as it was. 

However the other thing you may have spotted there is that even though we have dependencies 

between the subproject and the rest of the project you can’t see any lines representing those 

dependencies. And in fact there should be lines there. Now at the time of recording the course 

this is a known issue with Project 2016 and although it was reported some time ago we don’t 

have any date for a fix to this particular issue. Now it doesn’t stop the dependencies actually 

being effective. And of course you can still see the dependencies by looking at predecessors and 

successors in various places. You just can’t see the lines that we normally see representing 

dependencies. Now hopefully Microsoft will come out with a fix for that very soon. In the 

meantime you can always check that the dependencies are there but you won’t be able to see 

those clear lines that we normally see when dependencies exist. 

So the last thing I’m going to do in this section is to close down Microsoft Project. So I’m going 

to click on Close. Do you want to save your changes to All? Yes, I do. Do you want to save your 

changes to Sports Day? Yes, I do. Do I want to update the resource pool to reflect the changes 

for all the open sharer projects? That’s important that you read this particular message carefully 

because it explains what to do in situations where you only want to save some of the changes in 

the sharer projects. But for the moment we’re going to save everything so I’m going to click on 

OK. And that is finished.  

That’s the end of this section. I’ll see you in the next one. 
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Video: Exercise 01 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

It’s now time for Exercise 01. And although this is only the first exercise on the course it’s the 

one that will probably involve you in the most effort I’m afraid because there’s quite a bit to do 

in this exercise. 

You’ve seen how I separated out one part of the original charity event project into a separate 

subproject. Well in the exercises folder there is an MPP file called Exercise_01.mpp. It uses its 

own resources and it has all four parts of the charity event project. Now at the moment all four of 

them are in that same single project and I want you to separate it out into a master project, which 

will have no tasks of its own and four subprojects. One for the Planning, one for the Gala Dinner, 

one for the Sports Day, one for the Fashion Show. And all of those five projects, that’s the 

master project and the four subprojects, should all share the same resource pool. 

So what you’ll see in the exercise files folder apart from the Exercise 01 MPP which is 

effectively the input to this exercise, you will see six files. There’s All, Fashion Show, Gala 

Dinner, Planning and Sports Day, and then there’s the resource pool as well. Now you certainly 

don’t have to name your six files exactly the same as mine but I do suggest that you keep all six 

in the same folder as each other. Although technically you can separate out a master project and 

its subprojects and a resource pool it does introduce complications that can cause trouble. So 

either keep them in a folder all of their own or perhaps keep them in your own version of this 

exercise files folder but keep the six files together. 

And just to repeat myself from earlier on, don’t worry too much about getting exactly the same 

dates and exactly the same result as me because your calendar may be different, your public 

holidays may be different, you may have different option settings that mean that things in your 

projects aren’t quite going to work out exactly the same as mine. But you should finish up with 

something that looks very similar to the All that’s in the exercises folder which represents my 

sample answer. 

Now I’ve still got quite a few more things to tell you about in relation to consolidation and 

resource sharing but we’re going to cover those after Exercise 01. So good luck with that and I’ll 

see you in the next section. 
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Video: Practical Sharing and Consolidation – Part 1 

Toby: Welcome back to our course on Project 2016 Advanced. 

Having looked at some of the basic aspects of resource sharing and consolidation what I’d like to 

look at in this section are some of the more practical aspects of how this can all be made to work.  

Now before I proceed I’d like to give you a word of warning. In my experience consolidation 

and resource sharing in Microsoft Project works fine if you follow a very clearly defined set of 

rules and if you like protocols. And in order for this to be the case your requirements really must 

be pretty straightforward. And the situation you’re trying to achieve will probably be pretty 

similar to the situation I’m going to describe in this section. If in fact your requirements are more 

complex, so for instance if you have a number of pools or resources and sometimes you need to 

get resources from one place and sometimes from another, maybe lots of different projects and 

programs and consolidations and so on then Microsoft Project itself isn’t really going to cope 

with it without you being extremely careful and even then you’d be working in an environment 

where a relatively small slip or deviation from the rules might cause a disaster. If your 

requirements are even a little bit more complicated then you really need to go for Microsoft 

Project Server where you can use what’s called ERP, Enterprise Resource Planning. And the 

ability to deal with shared resources, resources from multiple sources, etcetera is supported in a 

much more comprehensive, flexible and resilient way. So that’s just a word of warning. If you’re 

looking at this section and thinking, “Well my situation is a lot more complex than that” then you 

really need to consider whether Project itself is going to be up to the job. 

And I just talked about a word of warning. I perhaps should have mentioned that there are two 

words of warning, although the second one is very closely associated with the first one.  

If you have a situation such as the one I’m going to describe in this section where you have say 

four project managers sharing a consolidated project and a resource pool it’s very important that 

they all know what they’re doing because if even one of them doesn’t understand how to do this, 

one person can cause chaos for everybody else. Not only is it important that they all know what 

they’re doing but it’s probably worth making sure that you have some sort of written rules and 

protocols to cover the situation. 

Now having said that let’s take what I consider to be a fairly typical situation and I’ve taken the 

charity event, the six MPP files. There’s the All master project, the Resources resource pool and 

the four individual projects. And I’ve put them in a network location. And from this network 

location other people within my company can access this set of files. Now in very, very general 

terms of course if a lot of people are accessing the same files you do get potential problems, you 

do get potential conflicts, people opening files, keeping files locked open and so on. Well to 

some extent the same things are true when you’re using Microsoft Project files. But on the one 

hand Microsoft Project is geared up to dealing with those situations but on the other hand it also 
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adds some additional complications as well. So let’s start with the situation where I know that 

the project is there and all I want to do is to take a look at the whole thing. So what I’m going to 

do is to open CharityEvent_All and let’s just see what happens. 

Well first of all Project 2016 realizes that CharityEvent_All uses a resource pool and we’re given 

two choices. We can either open the resource pool to see the assignments across all sharer files, 

that is all files that share the resource pool, or we can say do not open the other files. Now the 

reason we might choose the second option would be for example if we weren’t really interested 

in resource usage at that stage and only perhaps wanted to look at some projects, maybe some 

schedule dates and times, maybe to just run off a report related to tasks with no particular interest 

in the current state of resourcing. Well in that case the second option would be fine because we’d 

see all of the tasks but we wouldn’t be able to get information about resource assignments and 

resource usage. On the other hand if you do want to look at resource usage and assignments and 

possibly even make some changes to these then it’s necessary to choose the first option. So on 

this occasion I’m going to choose the first option.  

So now I have access to CharityEvent_All. And within CharityEvent_All I have the four 

constituent subprojects that are included within the master project. 

Now one very important aspect of this is that all five projects, that is the master and the four 

subprojects and the resource pool are all in the same location. So that’s the situation in which I 

can do this. 

So let’s take that as an ideal situation. I’m working in a shared office looking at these projects in 

a shared location. Supposing that I was the Gala Dinner project manager and any particular time 

I only needed to see the Gala Dinner project. Let me close this, now I’m going to open just the 

Gala Dinner project from the same location. Now once I again I get the message about opening 

the resource pool to see assignments across all sharer files or of not opening the other files. Note 

that I also have some what are in effect dummy or ghost tasks and these are temporary dummy 

versions of the tasks to which the tasks in the Gala Dinner project have dependencies, either 

predecessors or successors. Now they are not real tasks but they represent tasks in other 

subprojects of All and they are there just to give me information about what are to this project 

external dependencies.  

Now on this occasion I’m going to say open the resource pool to see the assignments across all 

sharer files, click on OK. Now there is my project. I can work on the Gala Dinner project if I 

want to. And if I go to the resource pool I will see the actual shared resource pool and I can use 

those resources in my project. Now if in fact I wanted to change the view of the resources, say I 

wanted to go over to Resource Usage view I could see how those resources are used or I should 

say where they’re used. And in Resource Usage view one thing I could do is to insert a column 

to show Project. And even though I only have the Gala Dinner project open I can still see where 

the resources are used in relation to the other projects. So I can still see what other things people 
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are working on and that’s a very important aspect of working in this situation where although I 

don’t have all of those other projects open the resource pool is aware of where the resources are 

being used. And that means if I do need to change resourcing on the Gala Dinner project I’ve got 

a detailed view of how resources are being used at the moment. So once again let me close that 

down. 

Now we have a very different situation. The Gala Dinner project manager has decided to work 

on the project at home and from home doesn’t have access to the shared location. Wanting to 

work on the project and not being able to take all of the projects home because other project 

managers want to work on their projects. Would the Gala Dinner project manager take the 

resource pool home? Well in theory that is possible and provided everything were managed 

extremely carefully it could even be made to work. But in my general experience that is a bit of a 

recipe for disaster because once the Gala Dinner project manager has made whatever changes 

they were to make, including potentially changes to the resource pool, if they bring the resource 

pool back to the shared location on the following day and the other project managers have done 

the same how do you manage to reconcile all of their changes with each other?  

Now of course you may be able to set things up so that they can still access the shared location 

from home or wherever else they’re working. But I’m going to assume on this occasion that 

that’s not possible. What is a much better idea is to let the person work on the project at home 

but to understand the implications of any changes that are made and to be able to incorporate 

those changes into the shared set of projects. 

So what we have here is the Gala Dinner project in a location where the resource pool, the shared 

resource pool is not visible. Let’s see what happens when we open the Gala Dinner project. 

Now of course Project 2016 knows that this project shares a resource pool and has actually tried 

to find that resource pool, although won’t have been able to do so. So we don’t say Open 

resource pool to see assignments across all sharer files. We just say Do not open other files. So 

we say don’t use the resource pool. Don’t try to use it. That doesn’t mean that this project has 

fundamentally stopped sharing resources. It just means we’re not going to look at them at the 

moment.  

And we also get warnings about links that can’t be made because this project is no longer in the 

shared location. So what I’m going to do at the moment is just close and go to the Resource sheet 

and take a look at that. 

On the Resource sheet you now just have two resources. And the two resources are the two 

specific resources that are used in the Gala Dinner project, Volunteer and Gala Dinner PM. And 

what happens in this situation is that Project 2016 creates a sort of temporary working resource 

sheet and only includes the resources that it knows about, which of course are the resources that 

are used in this project. It’s unaware of the other resources because it can’t see the resource pool. 
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Now as far as Project 2016 is concerned these are at the moment anyway local resources in a 

local resource sheet. So I could change assignments. Let’s look, for instance, at Prepare dinner 

venue. Let’s look at the resources. Let’s change that from three units to say two units change that 

assignment. Notice the warning there. Check to see how the current assignments are adjusted to 

accommodate the change of units. Okay. Let’s say change the amount of work but keep the 

duration the same. That’s fine.  

And then the other thing we might say is could I actually assign an additional resource here? 

Let’s suppose that what I wanted to do was to assign the volunteer that I’ve just freed up to Make 

bar arrangements. Let’s do that. Okay we’ve assigned one volunteer to that. But what about 

assigning a resource that we can’t currently see? Supposing we’re going to assign somebody to 

help with Training the gala dinner volunteers. Let me go to the Resource sheet and I’m going to 

add a resource and this resource is going to be Caterer and I’m going to assign that person. So 

there are the changes that I’m going to make to the Gala Dinner project. So having finished work 

for the evening I’m going to close this down and I’m going to bring it back to the shared location 

and replace the Gala Dinner project in the shared location. Let’s see what the consequences of 

that are. 

So it’s the next day and I’ve replaced the Gala Dinner project in the shared location. Let me open 

up All. As usual I’m going to open the resource pool. Let me scroll down to Gala Dinner and 

let’s look at our changes. First of all, Prepare dinner venue, we now have just two volunteers 

assigned to that task. And we have one volunteer assigned to Make bar arrangements. We also 

have a caterer assigned to Train gala dinner volunteers but the important point is this. If you look 

now at the Resource sheet and of course now we’re looking at the shared resource pool, we have 

a ninth resource and this resource was added to the local resource sheet for the Gala Dinner 

project. Now there’s absolutely no problem with this person now being added to our resource 

pool but it’s important to understand that if in fact the assignment we wanted to make was one of 

the existing resources we may have to do a resource replacement. On this occasion we didn’t 

already have Caterer set up but Caterer is now part of our resource pool. So you can see that all 

of those changes that we made to the Gala Dinner project without the shared resource pool being 

available on this occasion have worked out absolutely fine. 

That’s it from this section. We’re going to look at resource sharing and consolidating some more 

in the next one. I’ll see you then. 
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Video: Practical Sharing and Consolidation – Part 2 

Toby: Welcome back to our course on Project 2016 Advanced. 

In the preceding section we looked at some of the practical aspects of sharing and consolidation 

and in particular at how a project manager can work separately on a project which is actually part 

of a consolidated project. In this section we’re going to start by looking at another important 

basic question and that is how do you maintain a resource pool? So what I’m going to do on this 

occasion, from the shared location, is to just open the resource pool. Now when I try to open the 

resource pool I’m shown three options. 

Now with these three options it’s important to bear in mind that when we talk about updates to 

the resource pool we’re really talking about two different things. One type of update is where is 

actually change the information in the pool, like a pay rate as the example there says, or perhaps 

somebody’s initials or a group or a calendar. The other type of change isn’t really a change to the 

resource pool at all. It’s a change to an assignment. And in this case it’s the sort of running total 

that the resource pool keeps of assignments for each of its resources.  

Now if you open the pool using the first option, Open resource pool read only allowing others to 

work on projects connected to the pool you can look at the properties of the resources. You can’t 

make changes to them but you can certainly look at the pool and maybe run off reports. So let’s 

open the resource pool in this case read only. And a very important point to make here is that 

when you do this you’re basically taking a snapshot of the resource pool at a moment in time. 

And of course other project managers may well be working on their projects, either individually 

or maybe somebody’s got the All project open and it’s quite likely that they’ll be making 

changes that affect the resource pool. 

Now if at any time you want to refresh the information you have in the copy of the resource pool 

that you’re looking at, if you go to the Resource tab and Resource Pool one of the options there 

is Refresh Resource Pool. And that will update the information that is available to you. 

Conversely if you have the resource pool open via having one or more project files open and 

you’re making changes such as resource assignments and so on, if at any stage you want to 

update the resource pool with the changes that you’re making then you click the option below 

Refresh Resource Pool which is Update Resource Pool. Now that’s grayed out at the moment 

because I’m not in a situation that I could possibly need to make any updates. 

And just while we’re looking at this just one other thing. I showed you this earlier on. I’d just 

like to emphasize this as a bit of a useful technique. 

Let’s suppose that I don’t have Resource Sheet view here but I have say Resource Usage view. It 

is very often very useful to insert Project in here. And whichever view you have provided it’s 

suitable for this it can be very useful to be able to look at the project against, for example, 

assignments as we have here so that you can see exactly where resources are being used. 
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And one other thing to be aware of, let me go back to the Resource tab again, is if you look at 

resource pool and click on Share Resources, the Share Resources dialog here for the resource 

pool itself shows you a list of the files, the projects, that are using this particular resource pool. 

And again that can be very useful information. 

Now let’s look at the second option, Open resource pool read-write so that you can make 

changes to resource information like pay rates, etcetera, although this will lock others out of 

updating the pool with new information. If what you need to do is to do something like change 

pay rates or any other fundamental change to the information about one or more resources then 

you’re going to need to open the Resource Pool read-write. Now when you do that you don’t 

stop other users opening projects that share the resource pool from opening their projects. But 

they won’t be able to make changes to the resource information. It doesn’t stop them, for 

instance, changing assignments but they can’t change any information that involves actually 

changing resource information itself. So if you need to do maintenance on the information in the 

resource pool this is the option to use. 

Now the third option is in a way a variation on the second option. Open resource pool read-write. 

That’s the same thing. And all other sharer files into a new master project file. You can access thi 

new master project file from the View tab, Switch Windows command.  

Now so far when we’ve been talking about project consolidation the implication of what I’ve 

done is that there is an element of permanence to this All project in this case, this All if you like 

framework that contains the four subprojects. And I’ve really done that on the basis that this 

would be something that would continue throughout the life of the overall project. But in some 

cases either you don’t need that or in fact that creates its own problems such as the fact that it 

restricts how users manage their projects. And it may actually be better for the users to keep their 

projects completely separate on a day to day basis. They can still share the resource pool but the 

projects are not permanently consolidated into a master project. However it may be that once a 

week, for example, you need to run a report. And in order to run that report you need all of the 

projects together in a master project file.  

So that’s the third option and I’ll leave you to experiment with that one. 

And that just leaves me with a couple of other things I’d like to cover in this section. And one of 

them is that I’ve shown you how to share resources but what about stopping sharing resources?  

The most important thing to remember if you want to stop sharing is that you need to the pool 

and the file open. So I’m going to open the resource pool in this case read-write. And then I’m 

also going to open the Gala Dinner file. Now one way of doing that, if I go to the Resource Pool 

Share Resources. If I go to the Gala Dinner file here and click on Open and now I’ve got the 

Gala Dinner file open. And as we know the Gala Dinner file shares resources. So let’s go to 

Resource Pool, Share Resources. At the moment it says Use resources from the Resources file. 

Let’s change it back to Use own resources. Now if I close the Gala Dinner file saving the 
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changes and if I look at the resource pool and list the files that use it as you see Gala Dinner is no 

longer one of those four files. So let me now close the resource pool. Now I’m going to open the 

Gala Dinner file again and of course if I now look at its Resource Sheet I just have the three 

resources that we saw earlier on and of course under Resource Pool Share Resources it says Use 

own resources. 

Finally in this section I’d like to look at one other thing. I just stopped the Gala Dinner from 

sharing resources. I’ve opened CharityEvent_All again. Let’s just look at the Resource Sheet. 

Note that the Resource Sheet has now still got the nine resources from the shared pool but it 

recognizes now that because one of the subprojects doesn’t share resources with the others its 

resources are shown on the sheet as well. So this makes a point first of all about the fact the 

resources are now coming from two different places but also that within a consolidated project 

you don’t have to have only projects that share the same resource pool. They can share a 

resource pool, they can have their own resources, etcetera. 

And the very last thing, if I just go back to the Gantt view again, if I wanted to stop say the Gala 

Dinner from being an inserted project, instead of being a subproject I just want its tasks to be in 

the All project it’s pretty straightforward to do. All I need to do is to select the subproject entry 

in All, right click, click on Information. That brings up the Insert Project Information dialog. If I 

go to Advanced the thing that specifies that this is an inserted project and that the information 

here is linked to the separate project file at that location is this checkbox, currently checked 

Linked Project. If I uncheck it and click on OK and on this occasion I am going to save the 

changes to the Gala_Dinner.mpp. Now there’s a suspicion of a circular reference there. I’m not 

going to worry about that too much at the moment. Click on OK. But the important thing here 

now is that the Gala Dinner is no longer an inserted subproject. It’s actually a set of tasks within 

the All project.  

Now notice this has an effect particularly towards the beginning here because some of the tasks 

that are part of the Gala Dinner project are now being referenced from in this case the planning 

subproject. And what we would need to do here is to make sure that where the dependencies 

originally existed between two subprojects and now exist between a subproject of the All project 

and tasks within the All project you’d need to go through these dependencies and make sure 

they’re set up correctly. And in doing that you should resolve that circular reference that we were 

warned about just now.  

And one thing to bear in mind here is that when you convert an inserted subproject back to being 

separate tasks again that is not a reversible process. So make sure you’ve got backup copies of 

where you started from. 

That’s the end of this section. I’ll see you in the next one. 
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Chapter 3 – Recurring Tasks 

Video: Setting Up Recurring Tasks 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section we’re going to look at recurring tasks.  

Now the use of recurring tasks may not be something that you have come across before and if 

you are going to use the technique of recurring tasks you need to be a little bit careful about one 

or two of the limitations that apply. You also need to understand quite clearly how to set 

recurring tasks up correctly. 

Now let me start by giving you an example of where you might use a recurring task and I’m 

going to create a little project here comprising just of recurring tasks. But of course you can 

create recurring tasks within any kind of project. And the example that I’m going to use is an 

example of a progress meeting and it’s going to be in our case on a certain day of the month. It’s 

going to be on the 29th of the month each month and it’s going to be a three hour meeting on the 

afternoon of the 29th. So it’s going to run from 1400 to 1700. Now given that sort of pattern if 

you were managing a project that say lasted about the year you’d be looking at about a dozen 

progress meetings.  

Now this is the first very important point to bear in mind. If you’re going to set those up as a 

recurring task you need to be in a situation where you will not often vary from that pattern. In 

fact you’re in a situation where you pretty much stick to that pattern all of the time.  

Now there are some natural variations. So for instance, the 29th of the month isn’t always on a 

working day. Project 2016 can cope with that sort of natural variation. So that’s fine. But if what 

in fact happens is that every month you decide what time of day you’re going to have the 

meeting or more often than not the boss decides that it’s not going to be on the 29th, it’s going to 

be on the 24th or some other apparently fairly random change each time then recurring tasks are 

definitely not the way to go. You need something that really is pretty consistent, although as I 

say, Project 2016 can deal with some of the more obvious, natural variations. 

Now before we do this I just want to demonstrate one other thing and that is something that a 

surprisingly large number of people don’t generally get to do with Project. And that is to use 

times as well as dates in start and finish. Quite often you don’t need to do it. People tend to 

schedule in terms of whole days. But let me just adjust these column widths and then I’m going 

to go into the Options and on the General page I’m going to reset the date format to include the 

time. Okay. Now what I’m going to do is to create my recurring task. 

So on the Task tab in the Insert group on the Task dropdown one of the options is Recurring 

Task. That brings up the Recurring Task Information dialog. I’m going to give my recurring task 
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a name. Now the duration of the task in this case is just three hours. Of course I could have any 

standard duration that I like there, number of days, but in this case it’s just three hours. And the 

recurrence pattern is what I define next. 

This is going to occur monthly. When I select Monthly I can either say the day of the month, so 

for instance the 14th as it says here and then the frequency, every one month, two months, three 

months, etcetera, or I can say I want, for example, the second Tuesday of every fourth month or 

something like that. So you can set up some pretty sophisticated recurrence patterns. On this 

occasion it’s going to be the 29th of each month.  

Now I specify the range of recurrence. Now although the start date here is actually today’s date 

which is not one of the days for a project meeting that doesn’t matter. But I do need to put the 

correct time in here. So I’m going to say. Now I can either specify how many occurrences I 

want. So I can check here and say six occurrences. Or I could just choose an end date and time. 

Now I’m going to use the end date and time on this occasion. In fact I’m just going to go for the 

end of the calendar year. Let’s assume my project is going to finish by December the 31st. As I 

say Project 2016 will work out the actual dates for me between that range of dates. Do I need to 

use a particular calendar for this task? Well I’m just going to use the standard calendar. Then I 

click on OK. 

Now what happens is that Project 2016 tries to schedule these project meetings for me. And if it 

runs into problems on any of them it will tell me here and give me options of what I want to do. 

Now in this case what has happened is that one of the 29th’s between now and the end of the year 

is not a working day. And it really gives me three options. The first option, to reschedule the one 

task occurrence, so that’s the one occurrence of the 29th not being a working day. I can choose 

the first option, click Yes and it will reschedule it for the next available working time. Now in 

this case that may well be at the beginning of a Monday morning. If the problem here is it’s 

hitting a weekend day then the meeting will finish up scheduled for early Monday morning. Now 

we’ll address that in just a moment. 

If on the other hand I decide that all that happens that month is we won’t have a meeting then I 

click No and then that particular task occurrence will not be created.  

The third option, to stop the operation, so basically I’ve seen this problem and I thought, “Oh I 

don’t know what I’m going to do about that. I better not proceed creating these tasks” then I just 

select Cancel.  

Now on this occasion I’m quite happy for it to create the Project Meeting Task on the next 

working day so I’m going to click Yes. And what you can see now is that I have my seven in this 

case meetings scheduled. You see that each of them is three hours in duration and you’ll see that 

one of them, the one in October, has actually been scheduled for October the 31st. Now 

unfortunately for the one that’s scheduled on October the 31st it actually makes it from 8 to 11 in 

http://www.simonsezit.com/


Learn Project 2016 Advanced Course 

© Copyright 2008-2017 Simon Sez IT, LLC. All Rights Reserved. 
 

the morning. But I can in fact go in and edit an individual task. So that, that is now an exception 

but it is correctly scheduled. 

Now that in itself would probably save me quite a bit of time. That’s certainly better than 

creating seven different meetings. But going back to something that I said earlier on, if each of 

those meetings did have a very specific difference from the others, so each of them had some 

particular features, then it might well turn out better in the long run to schedule them 

individually. 

And another aspect of that is that if, for example, we change their minds and decided that it was 

going to be a two hour meeting from three till five on the 29th, if I select that recurring task itself 

which effectively works as a sort summary task, right click and click on Information and then 

changed the time from 3 p.m. to 5 p.m. and the duration to two hours, click on OK, it would 

delete and recreate all of those individual tasks again. So what will happen is that my exception, 

the one that I just demonstrated, that Monday, October the 31st one I would need to put in place 

that exception again. So it can’t take into account, if you like, any changes you made to 

individual tasks if you make changes to the recurring task itself. So that’s another one of the 

limitations of this approach. 

So I’ve covered there the main points in relation to recurring tasks but there are a couple of other 

things to add. One of them is that when you’re creating a recurring task and specifying how 

many times it’s going to recur or when it’s going to stop recurring there is no limitation based on 

the end date of the project. So you can easily schedule this recurring task way beyond the end of 

the project. If that happens you will actually then extend the project up to the end of these 

recurring tasks. So you need to be careful that you’re not actually scheduling too far off into the 

future. 

And another useful thing to note is how to collapse and expand. If you double click in this case 

on the recurring task itself, one, then it’s collapsed. Note the little icon there. This task occurs 

seven times is the screen tip. Double click again and you see that all of the individual tasks, in 

this case the individual project meetings.  

Note also of course that in the task names what Project has done here is to add a number to the 

end of the task name for each of the project meetings so they do have different names. And of 

course you can mark individual project meetings as complete. 

And perhaps the final thing to point out here is I haven’t assigned resources here but supposing I 

were to select the recurring task itself and say Assign Resources, choose one of the resources, 

maybe two of the resources from my resource pool. I’m going to assign team member one, team 

member three. Note that they are then assigned to each of the tasks. By adding them to the 

recurring task itself they get assigned to each of the individual tasks.  
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And just perhaps one other thing, going back to when we actually created this task. One of the 

options towards the bottom, Calendar for scheduling this task. Scheduling ignores resource 

calendars. Let’s suppose that you actually assigned the resources to this task and one of the 

resources was on holiday on a particular day. They were having some annual leave, perhaps off 

sick or something like that. If all of the resource calendars were taken into account then Project 

2016 wouldn’t be able to schedule that meeting for that day. If you want to follow the principle, 

which will often be the case in things like project meetings, that basically you’re going to 

schedule the meeting and anybody who happens to be on holiday isn’t going to be there then you 

can check this box, Scheduling ignores resource calendars. But obviously whether or not you do 

that will depend very much on individual circumstances. 

So that’s it on recurring tasks. I’ll see you in the next section. 
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Chapter 4 – Custom Fields 

Video: Creating a Custom Field 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section we’re going to start to look at custom fields.  

Now it’s probably the case that in your use of Microsoft Project so far you’ve seen and used 

many of the fields associated with tasks and resources. So for example, if we’re dealing with 

tasks there are many fields associated with a task, such as its duration, its start date, its actual 

start date. And although in some cases you’ll specify values for these yourself sometimes 

Microsoft Project does the job for you. So for instance, if you set up a task starting on a 

particular date, then create another task with a dependency on the first, say it’s going to start 20 

days after the first task starts, Microsoft Project will calculate the start date for you. It also 

calculates things like the amount of work involved in a task based on the duration, the number of 

resources assigned and so on.  

Although the number of fields available to both tasks and resources in Microsoft Project is very 

large in any particular situation it may be that there is other information that you want to store. 

And the way that we approach keeping other information is to use what are called Custom 

Fields. Now the things that you can do with these custom fields are many and various, as we 

shall see. But Project goes part of the way there to enabling custom fields for you by providing a 

set of dummy fields. And you can use these as the basis for custom fields. 

Now what I’m going to do in this section is to demonstrate a very simple example of a custom 

field and that will both show you how we’ll use those dummy fields and also the sort of things 

that you can do with custom fields. 

Now the example I’m going to use is one which most project managers will be familiar with, 

although this is a relatively recent innovation. It’s been around for a few years now and many 

project managers keep information about the tasks in a project that’s called RAG status. Now 

RAG, R-A-G stands for Red, Amber, Green and it’s a very simple indicator of how a task in a 

project is going. 

Now basically the way this works is that for each task in a project, although to be fair it could be 

for each resource in a project as well, it’s given a RAG status. So something that’s going well, on 

schedule, no particular problems is given a RAG status of G for green. Something where there 

are some kind of issues, some problems, some sort of threat to the overall performance of the 

project may get a status of A, amber. And a task in our case where things have gone horribly 

wrong and we really need to give it some attention, get the project back on track or at least to 

make the best job that we can getting the project back on track may well have the status of R for 

red.  
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People assign these statuses in different ways. Some project managers assign status manually. 

Several look at the situation and say, “I’m going to make that a red task” or “I’m going to make 

that an amber task.” But in other cases these values will be calculated based on the current 

performance of the project. So for instance, the RAG status may be based on time performance, 

how late is this task, or maybe based on cost, how over cost is this task.  

Now in this section I’m going to demonstrate setting up RAG status for use manually. So we’re 

going to set up this new RAG status custom field and then I’m going to assign values for the 

project here based on purely my own subjective assessment of the state of each task. 

The project I’m using to demonstrate this is a project for a new website for the company 

National Farm Foods. The details of the project at this stage don’t matter but what does matter is 

that I am going to assign RAG status to the tasks in the project. The project is a very simple 

representation of the creation of a website, but again that doesn’t really matter. 

So what I’m going to do, I click on the Project tab and one of the options in the Properties group 

is Custom Fields. And as things stand at the moment I have no defined custom fields.  

Now first of all when we’re working in a non-enterprise environment we basically have two 

choices as far as custom fields are concerned. First of all we can have a custom field that applies 

to tasks or we can have a custom field that applies to resources. Now on this occasion we’re 

going to set up a custom field that applies to tasks. 

Now one of the things you need to decide early on is what sort of field it is, the type of field. And 

you choose from the dropdown on the right. You can have a text field, cost, date, duration, 

finish, etcetera. Now on this occasion what we’re going to use is a text field. It will only contain 

one character, R, A or G but it’s a text field. And with Text selected here you are shown the 

existing dummy text fields. Now the significance of these dummy text fields is that Microsoft 

Project is aware of these and looks after them for you. It doesn’t put values in them for you. Not 

at this stage anyway. But it will make sure that they are kept, if you like, safe. And if you put a 

value in one of these then it will keep it safely there for you until you do something with the 

value.  

Now generally speaking there’s no real preference over which of the available dummy text fields 

to use. You get a total of 30. So hopefully that will be enough. And we only need one, so let’s 

use the first one. What we normally do is to rename the custom field in order to make it easy to 

remember what the purpose of that custom field is. So on this occasion I’m going to rename it to 

be RAG. That will just remind me of what it means. Now when I click on OK look how it 

appears now in that list. It is referred to as RAG but in brackets afterwards it says Text 1. That’s 

partly there to remind me that this is a custom field and which of the available dummy text fields 

it’s using. You’ll see that appear at various points from now on later in the course. 
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So now let’s work through some of these other options. First of all, Custom Attributes. No 

Custom Attributes, Lookup or Formula. Now we can say No Custom Attributes in which case 

the user can type into our new RAG text field pretty much anything they want to. Or we can say 

look up the available values from a list or we can say apply a formula, maybe do a calculation to 

determine which value this custom field takes in any particular case. 

Now on this occasion we’re going to use a lookup table. So click on Lookup and now we have an 

Edit Lookup Table for RAG dialog box. What we’re going to put in here is the available values 

for RAG status. Now if you’ve got a long list of options to put in here it’s probably useful to put 

the most used ones at the beginning or you may choose to say well with a long list it may be best 

to put them in alphabetical order and then people can find them easily. On this occasion we only 

have three values. So let’s start with the one we want to see the most time which is G and that’s 

the green value. And the description of that I’m going to put as Progress Good. Now I’m going 

to put in my second value, A. Description there is Warning. And then thirdly, R, red, there’s 

some sort of issue or exception.  

Now as you’re putting these in you have a number of options. You can, for instance, change the 

order by selecting one and using the buttons to move on the right. You can also do things like 

insert values between values. So insert a row. You can do copy and paste. You can delete a row. 

You also have the options down here. Use a value from the table as the default entry for the field. 

Now I’m going to make the default entry G. So I’m going to select it, select the option to use that 

value and having already selected G I’m going to say Set default. That makes G the default 

value. Note how the color has changed to indicate that it’s the default value. I don’t have options 

for the display order for the lookup table so I can say do it just by these row numbers. So in the 

order I’ve got there one, two, three. Or sort ascending or sort descending. I’ll stick with the by 

row number option. And then I have another option here, Data entry options. Allow additional 

items to be entered into the fields. Now I really want to restrict this to just those three values, R, 

A, G so I’m not going to check this option.  

I also have the option here to import a lookup table. So for instance, if I’ve been keeping my 

lookup values in an Excel spreadsheet or a text file I can import them using this facility. 

However, I’m happy with the list that I’ve set up there so I’m going to click on Close. 

So having set up my list of available values the next set of options I have relate to calculation for 

task and group summary rows. Let’s suppose that I look at this particular summary task here, 

Development, in my project. It has three subtasks, three tasks within the summary task. And let’s 

suppose that I gave all three of them a RAG status value of G. Do I calculate a RAG status value 

for the summary task on the basis of that? Or if one had a G, one had an A, one had an R would 

that make the summary task have a RAG status value of A, for example? Do I average it out in 

some way?  
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Now if you are going to do some sort of calculation or averaging for summary tasks you can 

specify it here. But if you don’t do that, if summary task RAG status is not calculated in some 

way from the RAG status of the individual tasks you’ll leave this set at None, which is what I’m 

going to do for the moment. 

The next option is how would we do calculation for assignment rows. Well on this occasion 

we’re not going to calculate values for assignment rows. So again we’re going to leave that set at 

None.  

The final set of options here, Values to display, gives us a choice between displaying the values 

R, A or G or using some sort of graphical indicators. If you click on Graphical Indicators it 

brings up a Graphical Indicators dialog. Now using this dialog you can specify which graphical 

indicator is shown for any value or combination of values for non-summary rows, summary rows 

and for the project summary task itself. And with the last two of those you can see whether the 

summary rows or the project summary inherit criteria from the non-summary rows or summary 

rows that they own. Now on this occasion I’m going to stick with Data and then click on OK. 

And my first custom field is set up. 

So let’s take this custom field for a test drive. First of all I’m going to Insert column here. R, 

there it is. RAG Text 1. And then I’m going to go to the first task, click on the dropdown and say 

Tendering process contract, well that’s actually finished so the progress on that is definitely 

good. Whereas Requirements definition is not so good. You can see the Today vertical line there 

and the Requirements definition should be completed by now but it’s only about sort of 75% 

complete, something like that. So I’m going to flag that as a warning. And Requirement signoff 

there I’m going to do that as an amber warning as well. Now in that way I can go through the 

other tasks on the project. So for instance, Analysis and design it’s behind schedule. Maybe I’m 

not too worried about it at the moment. Design signoff isn’t quite due yet anyway. And again 

with this one that’s okay. And as you can see, most of the tasks I’ve given a RAG status of G to. 

And of course typically you can use this field in almost all of the ways that you use fields 

generally. So for instance, I could filter on this field either by going to the View tab and setting 

up a filter or even doing some in place filtering. So for instance, if I only wanted to see the tasks 

whose RAG status was amber, click on OK and they’re the only ones that I can see now with the 

filter applied.  

So that’s the basics of setting up and to some extent using a custom field. In the next section 

we’ll look at custom fields in a little bit more detail. Please join me for that. 

  

http://www.simonsezit.com/


Learn Project 2016 Advanced Course 

© Copyright 2008-2017 Simon Sez IT, LLC. All Rights Reserved. 
 

Video: Calculated Custom Field – Part 1 

Toby: Hello again and welcome back to our course on Project 2016 Advanced.  

In the preceding section I showed you how to add a custom field, in our case a RAG status field, 

and how to manually enter values into that field for the tasks in this particular project, the 

Northern Farm Foods website project. Now when it comes to using custom fields there may well 

be situations where you set up a custom field where values are entered manually. But as I pointed 

out earlier quite often you may want to automate the calculation of values for a custom field.  

So what we’re going to do in this section is to introduce a second custom field. I’m going to stick 

with the idea of a RAG status field but this time the values in that field are going to be 

calculated. Now as I pointed out in the preceding section there are many ways that people 

calculate RAG status. It can be based on time performance, cost performance, etcetera. The way 

I’m going to do it in this section is to calculate RAG status purely on the basis of cost.  

So what I have done is to move the whole project forward a little bit. The projects not been going 

particularly well. Everything was behind schedule in the version that you saw in the preceding 

section. That’s the version here. But I’m now going to move it on to a later stage where we’ve 

reflected the fact that things aren’t going too well by extending some of the durations of the tasks 

to make them more realistic, in line with what’s actually happening. And in the version of the 

project that you’re going to see now quite a few of the tasks have had their durations extended. 

So this is version two. Note that you can see the custom RAG status column there to the right of 

task name in the table. Now as I said just now I’m going to base the calculation of RAG status, 

the new RAG status on cost. So what I’m going to do here is to apply the cost table. And in 

applying the cost table you’ll note in particular if you look at the Variance column that quite a 

few of the tasks now have a positive variance, i.e., they’re currently running over budget, which I 

think in every case in the update that I’ve done is because the task has had to be extended and 

therefore the cost of the resources on that task has increased. 

Now if you look at task five you’ll see that the variance is just over $2,000 for that task. Task ten 

the variance is just under $1,000 and there are a couple of other variances as well. So for 

instance, task fourteen has a small variance of plus-$90. 

Now what we’re going to do is to calculate RAG status automatically based on cost variance. 

And the rule I’m going to apply, which I’ve chosen arbitrarily to be honest with you, is that 

anything that has a cost variance of zero or less, i.e., the currently planned cost doesn’t exceed 

the baseline cost, any of those tasks the RAG status will be G or green. For any task whose cost 

variance is positive but doesn’t exceed $1,000 the status is going to be A, amber. And for all 

other tasks, i.e., all tasks where the cost variance exceeds $1,000 the RAG status will be R, red. 

So let’s see how this set up, this automatically calculated custom fields values. 
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So let’s set up this second custom field. Project tab. I’m going to use Text 2 and I’m going to call 

the new custom field RAG Auto just to distinguish it from the existing RAG custom field. Now 

on this occasion I am not going to use a lookup. I’m going to use a formula. Not the warning. 

Any existing data in the RAG auto field will be discarded as all values will now be calculated by 

the formula. Now this is an important point. If you already had values in that field, as soon as 

you started to look at them, maybe try to enter values for your new field you’d see them there 

and you’d be aware that there was maybe a conflict. But with a custom field whose value is 

calculated using a formula you can easily overwrite existing values in the field, in this case the 

Text 2 field without realizing that that’s what you’re doing. So this is a warning. If there’s 

anything in Text 2 already it’s going to be overwritten by the values generated by the use of the 

formula. Now I don’t have anything I need in Text 2 so I click on OK. And now I click on 

Formula and that takes me to a little dialog where I can create and if necessary edit the formula 

for the value of RAG Auto.  

So this dialog works in pretty much the same way that Microsoft Expression Builders and 

Formula Builders generally work. You have a set of buttons that let you do things like 

mathematical functions. You can also do text functions and you have various kinds of brackets, 

inequalities, logical operators and so on. You also have access to all of the fields that are 

available for a given task in this case and then you have a load of functions.  

Now I’m going to do this job in a couple of stages. And the first stage I’m going to do is to say 

let me identify the G’s. What would identify a status of G? Well a status of G would be identified 

by a cost variance which is zero or negative. So I need to do an element of testing something, 

comparing something. So having clicked on the Function button here and seen the categories of 

function, the sort of function I need to begin with comes in the category General and it is an If 

function. Now the way this If works is I specify an expression. If the expression is true I do 

whatever it says in the true part. If it’s false I do whatever it says in the false part. Now the 

expression I need is a comparison between the cost variance and zero. So what I need to do is if 

the cost variance is less than or equal to zero I want the value of RAG Auto to be green, G. 

Otherwise I want it to be either A or R. Now I’m going to deal with the either A or R part in the 

second stage of building up this formula. I’m going to deal with the G part first. 

So I need my expression. My expression is If, now what’s the cost variance called? Well if I go 

to the Field dropdown, in the Cost category one of the fields is Cost Variance. And what I need 

to do is to say if cost variance, note the cost variance there is in square brackets. So that indicates 

that it’s a field. So if the cost variance is great than zero it’s going to be either A or R. Now for 

the moment in order to just remind myself that I’ve still got that bit to do I’m just going to say 

make the RAG Auto X. But if it’s not greater than zero then I want the RAG Auto to be G. And 

that’s it. That’s not a particularly complicated formula. If the cost variance is greater than zero 

make RAG Auto X. If it’s not greater than zero make it G. 
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Now when I click on OK the formula is checked for correct syntax and the syntax must be 

correct. You will often get another warning there reminding you that anything that’s currently in 

the Text 2 field will be overwritten once you implement this formula.  

Now let me look down at the other options in the Custom Fields dialog. Do I want to worry 

about task and group summary rows at the moment? No. Assignment rows? No. Values to 

display data or graphical indicators? Let’s stick with data and let’s click on OK.  

Now of course in my table I’m not currently showing RAG Auto status. So let’s insert the 

column in there. There it is. RAG Auto. And as you’ll see for any of the fields where the cost 

variance is positive we’re getting an X. They’re the ones we really need now to sort out. But for 

the others where the cost variance is zero or negative we’re getting a G. So the first version of 

the formula is working. Now what we need to do is to implement the second part of the formula.  

So I’m going back into custom fields. Make sure RAG Auto is selected, click again on Formula 

and I can edit the existing formula.  

The existing formula is based on that If statement where we compare cost variance with zero. 

And if it’s true “X” says literally the value of RAG Auto is going to be the letter X. If it’s false 

the value of RAG Auto is going to be literally G. But we can make either the true part or the 

false part something else altogether. So for instance, instead of making that literally X we can 

make it yet another If statement. So in there I can put in an If statement. And the If statement I’m 

going to put in in the true case is If, now again I’m going to do a comparison based on cost 

variance. So I need that cost variance field again. Of course I could always type in the name of 

the field in square brackets but let’s use that. And now our comparison is if it’s greater than 

1,000 the true part will be R. So that’s the R, red case. That’s it. If it’s over 1,000 we want the 

RAG status to be R. Whereas if it isn’t we want it to be A. Now of course the whole of that 

second If statement, if you like the inner If statement, is only executed if the cost variance is 

greater than zero to begin with. So in effect something will only be A if it’s greater than zero but 

less than or equal to 1,000.  

So that’s our new updated formula. It should be complete now for calculating RAG status. Click 

on OK. Syntax is accepted. Click on OK and now of course you can see that for Requirements 

Definition, for example, where the cost variance is over $2,000 the RAG Auto status is R. 

Whereas for Analysis and Design where the cost variance is $990 the RAG Auto status is A. the 

RAG Auto status is also A for task fourteen, Graphical Resources and Branding. 

So in this section I’ve showed you how to create a calculated custom field. I’ve got a couple of 

other things to tell you about these calculations and we’re going to take a quick look at graphical 

indicators in the next section and then I’m going to set you another exercise. So please join me 

for that. 
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Video: Calculated Custom Field – Part 2 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In the preceding section we set up a RAG Auto custom field and the value of that custom field 

for each of the tasks in our website project was calculated using a formula. As I pointed out in 

that section the formulae that you can create can be pretty sophisticated and there are many 

facilities there to help you to calculate values for custom fields in very sophisticated ways.  

Now in setting up the formula to calculate RAG Auto values we used If statements and there is a 

very good alternative to that which can make things a lot simpler and which can deal with 

situations where you have more than three alternative values. I’m going to show you how to do 

that in this section. But I should point out this is just one of many available functions and it really 

is a good idea to get as much practice as you can at creating and using formulae for calculated 

fields. 

So let’s once again go into the Custom Fields dialog, choose RAG Auto and click on the 

Formula button. There’s our formula with the nested Ifs. Now what I’m going to do is to replace 

that with a Switch statement. Now the Switch statement can have as many options as you like. 

So first of all you’d type Switch or select the function of course. Then you specify the first 

condition. Now the first condition in this case will be based on one of the cost fields. It’s based 

on cost variance still. And the first condition is cost variance less than or equal to zero. Then we 

type a comma and then we put the value to assign to RAG Auto if that first condition is satisfied. 

Now with a cost variance of less than or equal to zero we’re talking about a G. So “G”. Then it’s 

another comma. Now the next condition, again based on cost variance, is that cost variance is 

less than or equal to 1,000. And in that case the value assigned to RAG Auto is A for amber. 

Now another comma and the third condition, cost variance greater than 1,000 and the value to 

assign is R. That’s the last option. We have three options and we could of course have less or 

more than three options, setting them up in the pairs as I have done just there. So click on OK, 

click on OK again, check the RAG Auto values in the RAG Auto column to make sure that they 

stayed the same as they were before. And of course they are the same as they were before. 

Now when it comes to the various available functions that you can use in these formulae there’s 

a very helpful page on the Project Pro 2016 Help which lists all of the functions by category. 

There are a couple of examples at the beginning there. One showing you how to return a 

numerical value that indicates the number of days between the current date and the finish date of 

the tasks in your schedule. And the second example shows a different use of the Switch function. 

So in terms of determining what each of these function does and in some cases with an example 

that is a very useful page. 
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The other thing I’d like to show you now is how to use Graphical Indicators in association with 

custom fields. And what we’re going to do is to replace the R, A and G letters there by some 

more sort of striking graphical indicators.  

So let’s go back into Custom Fields again, find RAG Auto and in the Values to Display section 

of the Custom Fields dialog towards the bottom I’m going to switch from Data to Graphical 

Indicators.  

Now in order to set up the graphical indicators it’s important to understand exactly what this 

dialog does. This dialog does not replicate what is done in the Custom Fields dialog and its 

formula. You’re not looking at, for example, the value of a cost variance. What you’re looking at 

here is the value in the RAG Auto field. So when we’re setting up a graphical indicator as we 

will say for example the RAG Auto field, the value equals R. So what if we’ve already done the 

calculation of RAG Auto and found that the value is R, that’s red, what image would we like to 

show? Let me click in this Image column. You get a dropdown there and you can choose one of 

these preset images. Now what I’m going to do here is to use a very straightforward set, just 

those sort of rounded rectangles ones there, and one of those is a sort of rounded red rectangle. 

Now in the second row I’m going to say equals again and this is going to cover a situation where 

the value of the RAG Auto field is A, so that’s amber. You can probably guess which graphical 

indicator I’m going to use there. And then the third one, well hopefully you’ve worked that out 

for yourself.  

Now before I click on OK and show you what that looks like just look at the top half of this 

dialog. I’m setting up here the graphical indicators for non-summary rows. I can also have either 

the same or different graphical indicators for summary rows and for the project summary. Note 

also the option towards the bottom of whether I want to show the data values in tool tips.  

So I’m going to stick with the images that I’ve set up, click on OK, click on OK again, and now 

my graphical indicators are in force.  

The last thing I mentioned when we had the dialog open up there was the tool tips. Let me hover 

over the graphical indicators. G, A, R. That’s what that enables. So again it can be a useful 

feature. 

So that’s it. I’ve shown you the very basics of graphical indicators. It’s time now for you to do 

another exercise and I’m going to cover that in the next section. I’ll see you then. 

  

http://www.simonsezit.com/


Learn Project 2016 Advanced Course 

© Copyright 2008-2017 Simon Sez IT, LLC. All Rights Reserved. 
 

Video: Exercise 02 

Toby: Welcome back to our course on Project 2016 Advanced. 

It’s time now for Exercise 02. And in Exercise 02 I want you to create a custom field for a 

project that you haven’t seen before. This here is a straightforward building project. In fact the 

schedule is not even quite finished and we haven’t even assigned any resources to it yet either. 

But in the process of planning this project we’ve got almost to the end of the overall planning 

and we’ve saved a baseline a little while ago but we’ve had to change some estimates. And 

having changed some estimates we’ve now got a finish variance for some of the tasks in the 

project. 

Now you can see the project and the finish variances in Exercise_02.mpp in the exercises folder. 

This is effectively your starting point for Exercise 02.  

Now many of the tasks don’t have a variance. Some of them have a variance of just two or three 

days. We particularly want to flag the tasks that have a variance, a finish variance of five days or 

more at the moment so that we can address that before we go on to the next stage of planning. 

The way I’d like you to do this is to create a custom field, but a custom field of type Flag.  

Now if you check what each of the types of custom field is in Help. You’ll see that a Flag field is 

a data type Yes/No. And you need to make sure that the value of Yes is set for any task where 

the finish variance is five days or more. I’d also like you to set that in the appropriate summary 

task as well. So if a summary task has a finish variance of five days or more I’d like that to have 

the value Yes in this new custom field of type Flag. 

Now having done that what I’d then like you to do is to indicate graphically each of the tasks and 

summary tasks with a finish variance of five days or more in the Gantt Chart using an 

appropriate icon. Now I’ll show you my answer to this in just a moment. But before that I just 

need to explain something that’s very important to you and that you may not be aware of. 

In Project 2016 durations are stored in minutes. And if you want to, for example, check the value 

of finish variance you need to do that in terms of minutes. Now when I say five days by default 

that’s five working days not five elapsed days. So in a project where the defaults are still in force 

five days is 40 hours which is 2,400 minutes. So when you’re dealing with anything related to 

duration you need to be very aware of the fact that durations are stored in minutes. And for 

example, if you’re working in elapsed days you would need to proceed accordingly because of 

course an elapsed day is 24 hours. So we’re talking here about a finish variance of five days or 

more. 

And here is my answer to Exercise 02. There are no tasks in the top half of the project where 

either the task or the summary task a finish variance of five days or more but down at the bottom 
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there are quite a few. And as you can see the tasks and the summary task are flagged with that 

red diamond icon.  

That’s Exercise 02. I’ll see you in the next section. 
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Chapter 5 – Outline Codes and WBS Codes 

Video: What are Outline Numbering and WBS Codes 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section we’re going to start to look at Outline Numbering and WBS Codes. You may not 

have come across these before so I’m going to start by explaining Outline Numbering. 

For this section and the next one I’m going to use this house build project. There’s not a lot of 

detail in it at the moment but there’s enough for our purposes in terms of outline numbering. 

Now something like building a house is a pretty structured kind of project and will very often 

have a very similar structure to other house build projects.  

Now behind the scenes Project 2016 maintains a set of outline numbers for you. What I want to 

do first of all is to show you the outline numbers for this particular project. So I’m going to insert 

here to the left of the Start column in the table the Outline Number column. So there it is, Outline 

Number. And the outline numbers that are assigned to the tasks follow the structure of the tasks 

themselves. So for instance, here we have summary tasks Site, Base, Lockup and their outline 

numbers are one, two, three. And within each of those summary tasks the next level of task has a 

dot and then the second part of the outline number. So Clear site is 1.1, Set out is 1.2 and so on. 

If I introduce subtasks within Clear site, for example, so let me put a task in there, then that task 

gets an outline number of 1.1.1 and so on. 

Now the good news about all this is that Project 2016 does all the work on maintaining those 

numbers for you. So what’s the point of these outline numbers? Well they’re used to be able to 

uniquely identify a task within a schedule. And the kind of purpose you may put that to is, for 

example, if you wanted to relate materials to a particular task. So if you were say ordering some 

steel to use for the structural steel frame here task ID 21 which has an outline number of 4.3. 

When you ordered the steel in order to make sure that people knew which particular project and 

task the steel was for then you might provide the name of the project and the outline number of 

the specific task that that steel was to be used for. So it’s a way not only of identifying tasks 

within a project but also to adding some structure to that identification. 

Now on the face of it that sounds like quite a good idea. But in practice the use of these outline 

numbers is a little bit fraught with problems. If you have a very, very fixed structure in your 

projects and possibly you’re reusing the same structure over and over again and there is rarely, if 

ever, a need to vary that structure then this approach can work. But if in fact what you need is to 

have something that can deal with variations with the addition of new tasks then it doesn’t. Let 

me quickly show you the sort of problem you get with this approach. 
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When I started here Site had outline number 1, Clear site had outline number 1.1, Set out had 

outline number 1.2. They still have those outline numbers. When I introduced Trim it was a 

subtask of Clear site and became 1.1.1. Supposing that Trim had to go in but it wasn’t a subtask 

of Clear site. It was a subtask of Site. So in other words it wasn’t indented to that third level. Let 

me out dent it again. And what happens is that the outline number for Set out has changed. It 

started out with an outline number of 1.2. It now has an outline number of 1.3. So you can see 

that as you change the structure, particularly if you insert or delete tasks, then outline numbers 

potentially can change.  

If I inserted a new summary task between Base which has outline number 2 and Lockup which 

has outline number 3 that summary task would get outline number 3 and everything from 

Lockup onwards would have its outline number change. So Lockup will become 4 and so on.  

So although outline numbers work and as I say Project 2016 looks after them for you, they are 

very prone to change if you either introduce tasks into a project, remove tasks from a project or 

indeed if you just move the tasks around. 

Now as we’re going to see later on there is a way of getting round this problem by using Outline 

Codes. But before we look at that I’d like to look at another feature that is in effect built into 

Project 2016 and that is the use of WBS Codes. WBS stands for Work Breakdown Structure. 

Now the default set of WBS Codes like the Outline Numbers are maintained by Project 2016. So 

let me just make a little space here, insert another column. The column I’m going to insert is 

WBS. And as you can see the WBS Codes are the same as the Outline Numbers by default. One 

of the major differences though is that you can customize the WBS Codes. 

Now in order to explain at least in part why you might want to customize the WBS Codes let me 

explain a little about where WBS Codes came from. 

WBS Codes originated in government work. In fact I believe they originate in the U.S. military, 

possibly specifically the U.S. Navy. And the idea was not only to be able to identify the task 

activities in a project using a coding system that was understood by everybody involved but also 

to do things like relate WBS Codes in one project to WBS Codes in another project. And what 

generally happened back then was that when you’re dealing with some kind of government 

project, military project, and this system soon spread pretty much around the world, you would 

be given WBS Codes to use and you would need to set up in your project schedule WBS Codes 

so that your project conformed not only to government requirements but often to international 

standards in terms of identifying the elements within a project.  

Now WBS Codes are still used today. They are still very commonly used in government public 

sector type programs and projects. And in fact I’ve used them relatively recently on some of the 

government projects that I’ve worked on. But one of the key aspects of WBS Codes is that they 

don’t often look as simple as this. The coding system is normally a lot more complex and a lot 
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more specific to the type of project or situation that you’re working in. So if you were given a set 

of WBS Codes to use in a project you would need to know how to customize these standard 

WBS Codes and that’s what I’m going to show you now. 

The example I’m going to use is a fictitious example. These aren’t any real WBS Codes from 

anywhere. But once you’ve seen how to do this in a relatively straightforward case you should be 

able to do it more generally. 

So let’s see how to set up some custom WBS Codes. Go to the Project tab and then within the 

Properties group WBS and Define Code. That brings up the WBS Code Definition dialog. Now 

first of all we choose a project code prefix. Bear in mind of course what I said just now. You’ll 

normally be given all of this but let’s put our own values in here. Our project code prefix will be 

HB01, perhaps standing for House Build 01. We might use the same coding system when 

building a whole set of houses. And then we decide how many levels of code we need. Now I’m 

going to have three levels of code. The first level is going to be a numbering level. So click in 

Sequence here, click on dropdown and I’m going to use Ordered Numbers. The length of the 

numbers, well I’m going to say the numbers are three digits long. And then I’m going to have a 

separator of a slash character. You’ll see what all this means in just a moment. The next one I’m 

going to use is going to be uppercase letters, ordered, just maybe one character there. And then 

for a separator there I’m going to use a full stop, a dot. And then for the third level I’m going to 

go back to ordered numbers again. I’m going to say a length of two digits and the separator there, 

leave that at dot.  

Now I then have two checkboxes towards the bottom of the dialog. Generate WBS Codes for 

new tasks. So that means when I insert new tasks into my schedule does Project 2016 generate 

the code for me? I’m going to say yes. If I uncheck that box I would have to put my own codes 

in there. And then the second checkbox, Verify uniqueness of new WBS Codes. Do I want 

Project 2016 to make sure that when I put a WBS Code in it’s unique, it’s not already been used? 

I’m going to say OK. Now those last two choices are actually very important and particularly if 

you think about the first one. Do you want Project to generate WBS Codes for you or are you 

going to enter your own? If you’ve been given all of these WBS Codes and they may not follow 

a very specific sequence then it’s important that you uncheck that because you’re going to need 

to put your own WBS Codes in. But as you can see I’ve got both of those boxes checked, click 

on OK, watch what happens.  

Now all of the tasks in my project have now been given WBS Codes. Let me bring up that dialog 

again and just look at those three levels that I set up and let’s look at this task here, Trim. 

First of all, HB01, project code prefix. Note I didn’t put any separator after HB01. It runs straight 

into the code itself. And the code itself is three numbers in sequence. So 001 is the first. The 

separator is a slash. Then it’s a single uppercase letter, in this case A, then a full stop, and then an 

ordered number 01. So that’s two numeric digits or numbers length two. Now although I 
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specified a separator at the third level because there was no fourth level component for this 

particular WBS Code because it’s only going down to the third level then I’m not getting that 

separator at the end. Project 2016 knows whether it needs to put a separator in or not.  

The next task in the plan, of course project prefix the same, HB01. The first outline level is the 

same. So I get 001 again, slash again, but the second level is different. So the letter is B. There is 

no third level for this particular task so its WBS Code is empty. So it finishes with the B. If you 

look at this Lockup task here notice how the numbering goes to HB001, 003, /A, /B, /C, and so 

on. 

So you can see how that numbering system works. If I wanted to separator between the project 

code and the specific task all I’d need to do would be to put it in here. Perhaps I’d put a hyphen 

in there, for example. Click on OK and all my codes have now got hyphens in them. 

So that’s an example of how to set up WBS Codes. And in the Sequence column there in the 

dropdown we’ve used a couple of the options, numbers ordered and uppercase letters ordered. 

You can also specify lowercase letters ordered or characters unordered if you want things to be 

in a more sort of random or manually determined sequence. And then with whichever option you 

choose in the sequence column you can say how many of that particular type of thing you have. 

So in the case of our first level numbers ordered, we’ve said the length of the numbers is three. 

So for example, you have 001, 002, 003, and so on. In the case of uppercase letters or indeed 

lowercase letters if you specify a length of one as we did here you’ll only be able to go up to in 

the case of uppercase letters, uppercase Z. So if you need more than that you may need to go for 

two or more uppercase letters. 

So that’s how you set up your WBS Codes. And in the next section we’re going to start by 

looking at how well WBS Codes work in terms of giving you a consistent and reliable way of 

identifying the tasks in a project. But that’s the next section. I’ll see you then. 
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Video: Problems in Outline Numbering and WBS Codes 

Toby: Welcome back to our course on Project 2016 Advanced.  

In the preceding section we took a look at Outline Numbering and WBS Codes. And I pointed 

out some of the problems with outline numbering in terms of producing a consistent and reliable 

way of identifying the tasks in a project and the structure of those tasks. We then created custom 

WBS Codes and I said the first thing we’re going to do in this section is to take a look at whether 

the problems we encounter with outline numbers are the same with WBS Codes. Well what 

you’re going to discover is that you still have problems but they’re at least in part different 

problems.  

Now in just a moment I’m going to demonstrate the sort of thing that happens but before I do an 

important point to bear in mind. There is a fundamental difference between a situation where you 

are given codes to use and they need to be assigned to the tasks in a project in such a way that 

those codes never change and the procedure whereby the tasks in a project are outline numbered 

in some way and that numbering is updated as you update the structure and contents of the 

project. So at different times you may want either of those behaviors. Do you want your codes to 

be absolutely fixed once they’re applied or do you want your codes to be flexible and adaptable 

as the content and structure of a project changes?  

Well in order to demonstrate some of the differences between the two systems that we’ve looked 

at so far take a look at task 11 which is Lockup and task 18 which is Frame. Lockup has an 

outline number of 3 and a WBS Code N003. Frame has an outline number of 4 and a WBS Code 

that ends 004. What I’m going to do is to change the sequence of those summary tasks. So I’m 

going to drag Frame above Lockup. Now notice now that Frame is no longer outline number 4. 

It’s outline number 3. Its subtasks are accordingly renumbered and of course Lockup has the 

corresponding switch the other way. The outline numbering in my project has stayed consistent. 

So at the first level 1, 2, 3, 4, etcetera. But if you look at the WBS Codes, the WBS Codes have 

in effect done the opposite. It appears that they WBS Codes have traveled with the moving 

summary task. So as far as WBS is concerned Frame is still 004 and Lockup is 003. Now that’s 

actually seems to be quite encouraging but there are certain things to be wary of because 

supposing I now make the move the other way. Let me select Frame and drag it back to where it 

was before. Now when I drag it back to where it was before the first problem is that by default of 

course when I in this case cut and paste but if I insert a task into an existing schedule the task 

assumes the indentation level of the task above it. So the Frame task is now indented. What I 

need to do is to out dent it again to get it back to the top level. Let me do that. And of course the 

outline numbering fully recovers. I’m back to 1, 2, 3, 4. Everything is fine as far as the outline 

numbering is concerned. 

But if you look at the WBS Codes what happened there is something really quite strange because 

Frame hasn’t become HB01-004. It’s treated as though it’s an insert into the whole project and 
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the numbers are assigned are the next available range. And if you look down at Sign off at the 

bottom of the project that was HB01-012. So when Frame has been cut and pasted it’s been 

assigned WBS Code HB01-013. So it’s treated as though it’s a new summary task with of course 

new subtasks. So although the WBS Code behavior seemed at first to be better there are some 

inherent problems with this as well. 

One key aspect of this is that when we’re dealing with either outline numbers or WBS Codes and 

in our case we’re actually dealing with custom WBS Codes Project 2016 does do the 

maintenance on those codes. It does make changes to them. It uses its own internal intelligence 

to decide when they need to be changed and in what way they need to be changed. And 

sometimes what it does may not be what you want it to do. 

Now that’s not to say that you’re not going to use these codes because for most of the problems 

that occur there are ways of resolving them provided you keep an eye on what’s going on. So 

let’s take it for example that last change that I made where I moved Frame back to its summary 

task situation and the WBS Codes assumed a value that I didn’t want.  

If I right click on the Frame task and go into Information, you can see Summary Task 

Information. If I click on Custom Fields you’ll see that one of the custom fields there is WBS. 

Now I can manually change that to the value that I want it to have. So I can change it to HB01-

004, click on OK. Watch what happens to that summary task and its subtasks. They get corrected 

back to the values that I actually want. 

So in a situation where basically my WBS Codes are okay but I may have the odd change to 

make, the odd addition to make and so on I can normally make WBS Codes and specifically 

custom WBS Codes work. So it’s not a case that they can’t work. It’s a case that a) you need to 

make sure that you’ve done as much preparation as possible before you apply and customize 

them and b) you may need to make some changes to those codes as you make changes to your 

plan in order to compensate for anything that Project 2016 does that you don’t actually want it to 

do. 

I showed you there how to make a change to correct what might loosely be called an error in the 

WBS Coding system. But there are other options as well. If for example your WBS Codes are 

not in force by somebody else, you want to use them and you like the structure that you’ve set 

up, you’re not particularly worried about the actual values as long as you know what they are and 

contract other things against them, perhaps other projects, materials or whatever then let me just 

undo that last change. If you’ve got to a situation where you’d got a number here that you didn’t 

want like 013 and you thought, “Oh I don’t want 013 there. I want it all to be in sequence.” One 

of the options if you go to the Project tab in WBS is Renumber. And if you click on Renumber 

WBS Codes either for the entire project or selected tasks, if you have selected tasks you can 

renumber those WBS. So I’m going to stick with the entire project. Watch what happens. Get a 

warning, click on Yes and it goes back to what is in effect the renumbering according to the 
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custom codes that I’ve set up. So I pretty much finish up where I was in the first place. But if you 

have that option then the renumber either of the whole project or of selected tasks can often give 

you a usable set of WBS Codes again as well. 

However, going back to the point I’ve made a couple of times already now. Sometimes you just 

need codes that are fixed. And in this case you need to use codes that Project 2016 doesn’t set. 

You need to use codes that you set and that Project 2016 leaves alone. And for that we need to 

use Outline Codes and that’s what I’m going to cover in the next section. I’ll see you then. 
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Video: Outline Codes 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section we’re going to look at Outline Codes. 

Now so far when we’ve been talking about structure of a project I’ve generally been talking 

about the structure of the tasks in the project. So for instance, summary tasks, subtasks and so on. 

And we’ve looked at Outline Numbering and WBS Codes that reflect and identify that structure 

and the elements of the structure. But apart from the fact that these intrinsically have some 

problems that we’ve been looking at in the last couple of sections in some situations there are 

many other ways that you may want to add structure to your project.  

Now in this section we’re going to look at an alternative way of setting up structure for a project 

and we’re also going to be looking at a different sort of structure. Now in order to do this I’m 

going to go back to the Northern Farm Foods Website project. A very simple project with a few 

resources. And instead of showing you an alternative way of setting up the structure that you can 

see there in the table on the left what I’m going to do is to reflect the requirements of an 

accountant. And what the accountant wants to do is to be able to identify cost centers and cost 

center structures for these resources. And we need to set up a structure which reflects how we 

charge for the use of these resources. So in this case we’re not looking at a task structure. We’re 

going to look at a resource structure. 

So let’s take a look at the Resource Sheet and I’ll explain to you more fully what we need to do 

in this case.  

What the project accountant has told us is that we need to identify internal resources against 

external resources and then we need to identify which of the internal resources are chargeable 

and not chargeable and we need to do the same for the external resources.  

So we’re going to set up a very simple structure and we’re going to use this structure in order to 

clarify the charging within the project. Now I appreciate that in reality you may well often have a 

much more complex situation than this but this one will serve to demonstrate the use of outline 

codes pretty well. 

So there are my resources. In the case of Northern Farm Foods the first resource, the client. If we 

look at the sort of things that they’re doing on the project, let’s click on Resource Usage here for 

the view. Northern Farm Foods are assisting with the requirements definition of course. As the 

client they would be. They are contributing on the analysis and design and they’re doing some 

testing. Now as the client we don’t have to pay them for what they’re doing. Their contribution is 

overall part of the commercial arrangement we have with the client.  
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Now Mark Ravenswood is a member of staff and he is paid by salary. And for salaried staff 

working in their normal areas of activity the department for which that person works would not 

charge for their time. Basically Mark, as with several other members of staff, will be allocated to 

work on a project. And although we’d obviously need to keep track of his work, know what his 

work commitments were and so on, his time isn’t actually charged to the project. 

Sally Danvers who works on Analysis and Design is in exactly the same situation. However 

Lorraine Reese is a member of staff who works for a quality team and she’s actually helping to 

write some test scripts. And within our quality team the time that they work on projects is 

chargeable. So although Lorraine Reese is an internal resource her time is chargeable. Now that 

gives you some idea of the sort of situation we’re dealing with and I’ll go through all of these 

when we come to allocate the outline codes. But first of all we need to set up the outline code 

structure. 

So on this occasion we are going to be setting up a custom field for a resource. So we’re going to 

the Project tab, Custom Fields. It’s Resource is the option this time and we want a Resource 

Outline Code. Now we’re going to choose Outline Code 1 and I’m going to rename it. So the 

new name is going to be ChargeCode. Click on OK and the Resource Outline Code 1 is now 

called ChargeCode.  

Now notice that in this case most of the options in the Custom Fields dialog are grayed out. The 

most notable exception is the one we’re going to use which is the Lookup option. You cannot use 

a formula for an outline code but you can use a lookup. So we’re going to click on Lookup and 

that allows us to specify the values that are available for the new custom field ChargeCode.  

Now first of all we have the option of adding a code mask. And in the case of these ChargeCodes 

it’s a very simple code mask. So we start with Code mask, Edit Mask and there are two levels to 

the ChargeCode. The first level comprises three characters and then we have a dot separator and 

the second level also uses characters and that comprises three characters as well. So click on OK. 

So there we have our mask in place, ***.***. So put in the first value. This is going to be Int for 

internal resources. Then at the next level we have Chg. That is our abbreviation for chargeable. 

Next level we have Ncg. That’s not chargeable. Then we have Ext. Now notice that Project 2016 

is warning me at this point because I am potentially duplicating a value. Now of course I’m not 

because what I’m really going to do now is to indent that value and that value and that value and 

that value. So display indenting in the lookup table? Yes. Use a value from the table as the 

default entry for the field? Well we’re not going to put a default entry in there. Display order for 

the lookup table? We’re going to stick with by row number. That’s the order in which they’re 

displayed there. And for data entry options, allow additional items to be entered. Certainly not. 

And allow only codes that have no subordinate values. So that means basically that you have to 

choose something from the lower level. You can’t choose just Int. It has to be a full code such as 

Int.Chg. So click on Close, click on OK. My new field is defined.  
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Now what I’m going to do next is to insert that column. There it is, ChargeCode. And I’m going 

to go to Northern Farm Foods. And the value I’m going to choose for them is that they’re 

external and non-chargeable. Mark Ravenswood, internal non-chargeable. Sally Danvers, 

internal non-chargeable. Whereas Lorraine Reese is internal chargeable.  

Now I’ll just enter the rest of these. Bakersfield Associates who are providing support services 

here, all of the work that they’re doing is going to be chargeable. Toby Arnott who is going to be 

contributing to various areas of the project is an internal resource but not chargeable. And there 

we are. Each of my resources now has a ChargeCode assigned. 

Now of course one of the issues you may spot there is that you may well have a resource where 

some of their time is chargeable and some of it isn’t. And what you may want to do in that case 

is to assign a code not to the resource but to the resource assignment. But for the purposes of this 

exercise let’s stick with assigning them to the resources themselves. 

So let’s now see how this new outline code, the ChargeCode, is going to enable the accountant to 

analyze the resource costs on this project very quickly and easily.  

Let’s go to the View tab. And on the View tab in the Data group I’m going to apply Group by 

and I’m going to say a New Group By. And the Group By field I’m going to use is ChargeCode. 

So there it is, ChargeCode, Outline Code 1. Click on Apply. And what you can see is we have at 

the top level external resource and internal resource. At the next level we have chargeable and 

not chargeable. Note with the not chargeable’s that of course we’ve got the hourly rates included 

so there appear to be costs there. But because they are going to be not chargeable we know that 

that cost is not actually incurred. We’ve just got a cost calculated at the resources normal rate. It 

may be more appropriate to go back into the Resource Sheet and define the cost for the non-

chargeable resources to be zero. But in this case the accountant to can look at the non-chargeable 

elements and realize that they overall cost within each of those parts of the structure is zero. 

So there we have it. We’ve set up a custom resource field of type Outline Code and used it in a 

specific example as a way of breaking down the charging structure for resources on a project. 

In the next section I’m going to set you Exercise 03. And Exercise 03 will involve you in setting 

up an alternative outline code custom field on this project. But that’s it for this section. I’ll see 

then. 
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Video: Exercise 03 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section I’m going to set you Exercise 03. And Exercise 03 is going to be based on the web 

development project that we’ve been looking at. I’ve updated it and the starting point for 

Exercise 03 is in the exercises folder and it’s called Exercise_03.mpp.  

Now apart from a very minor change to the structure of the project if you look at the custom 

fields you’ll see that the custom field for resources that we created in the preceding section is 

still there. And of course that custom field was put in at the request of our accountancy team to 

give some structure to the cost charging for resources on the project.  

In Exercise 03 we’re returning to custom fields for tasks and what I’d like you to do in Exercise 

03 is to use a custom field of type Outline Code to reflect the structure of the project. So we’re 

more or less going back to what we were doing with Outline Numbers and WBS Codes before. 

The big difference of course when we’re using outline codes is that Project 2016 doesn’t 

maintain the values for us. So we have to actually enter the values into that custom field. But the 

good news, the good consequence is that it also won’t change them unexpectedly or renumber 

them when you don’t want it to. Basically you assign a value to a task in the project and the task 

keeps that value. And that means that you can put in a structure that very much is fixed and 

under your control. This is a particularly useful situation of course if you’ve been told what cods 

to use for the tasks in your project. 

Now I’m just going to show you my answer and then I’m going to explain one or two of the 

specific requirements of this exercise. 

Now here’s my answer. And the column shown there is my custom field, WebDevProjCode. 

And basically in the organization that this web project is being run for they have a way of coding 

all web development projects and it’s quite a simple method. Basically they divide projects into 

these categories of Tendering, Requirements, Design and Development, Testing, and 

Implementation. So if you like they have five main headings and the third heading only, Design 

and Development, is split into Design & Development.001. That cover Analysis and Design. 

And Design & Development.002. That covers the actual programming, database, set up, coding 

the HTML pages, etcetera. 

Now even if you go down to a lower level than say here task ID 9, Analysis and Design, which 

has a WebDevProjCode of Design & Development.001, every task at a lower level has the same 

WebDevProjCode. So the codes stop with the codes that you can see here. If I click on any one 

of those tasks in that column, click on the dropdown, you’ll see the full coding structure there. So 

there’s only those five top level values, Tendering, Requirements, Design and Development, 

Testing, Implementation, and then the third one is divided into two parts. That is all that we 

require when we’re structuring our project. And if in the case of Testing, for example, you had 
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dozens and dozens of subtasks under the testing summary task each of them would still only get 

that WebDevProjCode of Testing. Now again this is not a particularly unusual situation. You’ll 

quite often see coding systems that only go down a relatively short way into the structure of in 

this case tasks, possibly in the case of resources as well. You might have quite a sort of light 

structure for those as well. 

So that’s Exercise 03. My answer is Exercise_03_Answer. It’s in the usual place. That’s it for 

this section. I’ll see you in the next one. 
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Chapter 6 – Costs 

Video: Fixed Task Costs 

Toby: Welcome back to our course on Project 2016 Advanced. 

In this and the next few sections I’m going to look in some detail at Costs. 

Once again I’m going to assume that you have good, basic knowledge of using Cost in Project 

2016 and I’m going to look at some aspects that you either may not have come across so far or 

perhaps where you need to know a little bit more about the detail of when and why you would 

use these tools and techniques and how to get the best out of them. 

Now in this first section on Costs I’m going to look at Fixed Task Costs. It’s probably the case 

that with many of the projects that you manage a very large proportion of the costs are associated 

with the use of resources. And of course this could be the cost of work resources, the amount that 

you pay people to do various tasks, and it can be the cost of the materials that are used. But 

sometimes you have costs which are fixed costs for specific tasks. And I’m going to demonstrate 

this one with a particular example in the building project that we looked at earlier on. 

Now in that building project under the summary task Services there was a task Connect to 

services. And very often with this kind of task or perhaps with a task associated with a legal cost 

or a regulatory cost there is a fixed part to the cost. So for example in the case of a house build 

there may be costs associated with connecting the houses supplies to the services that are 

provided locally. So for instance, connecting to the water supply or connecting to the electricity 

supply.  

Now in this particular case I’m going to assume that in this locale the fixed cost of connecting to 

services is 295 U.S. dollars. This isn’t a cost for resources. This isn’t a cost for people working 

on it and it isn’t a cost for a material. It’s a cost associated with the specific task of connecting to 

services.  

Now the way that you would enter a cost like this is via the Cost table. So what I’m going to do 

now is to switch from the Entry table to the Cost table and let’s start by having a look at what’s 

in the Cost table. 

By default the Cost table contains a Fixed Cost column, a Fixed Cost Accrual column, they’re 

the ones we’re going to use now, and then you have Total Cost, Baseline Cost, Variance, Actual, 

and Remaining. And I’m going to talk about some of these other costs as we go through the next 

section. But in this particular case this fixed cost for connecting to services we’ll just put it in 

here. It’s going to be $295.  
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Now we also have the question of how this cost is accrued and I’m actually going to look at Cost 

Accrual in the next section, but for the moment I’m going to record this cost as being accrued at 

the start. I’ll explain accrual more fully in the next section. 

Now notice that this task now has a total cost of $295 and the baseline cost as we haven’t save a 

baseline here is $0. So at the moment we have a variance of $295. And the remaining cost to 

incur is $295.  

Now if you have assigned a fixed cost to a task you still assign other costs. So if, for example, a 

member of my team had to spend time here or a few hours getting involved in Connected to 

services that can still be added to the cost of this task. So this is a fixed cost often paid to an 

external party and often as I say associated with things like standard charges, legal costs, 

regulatory costs, and so on. 

Now I switched to the website project here and you’ll see that one of the tasks in the website 

project has a fixed cost, $2,000. It is only possible to record one fixed cost against a task. But if 

you actually have more than one fixed cost to apply what you would normally do is to add those 

costs together to give a total and put that total in the Fixed Cost column there. And then it’s 

always a good idea to put in a note explaining the fixed cost. So if I go into this particular one 

here and go to the Notes tab in Task Information there’s an explanation there of the $2,000 fixed 

cost. It’s being provided by Trevor in the Contracts Department and covers preparation of ITTs, 

distribution and initial processing of responses, as well as all associated discussions and costs. So 

if you had more than one fixed cost you could list them there and explain what each cost was and 

where you got the figure from. 

Now while fixed task costs there’s one other special case that can sometimes occur. Let’s 

suppose that you are getting external consultancy on something from an expert. And let’s 

suppose, for example, in the case of this Tendering process contract task we also need to appoint 

a consultant to help us with that. And the consultant doesn’t charge on an hourly basis but 

charges a fixed cost for their services. Now what you can do in this situation is to set the work 

resource up for the consultant on the basis that their standard rate is zero but there is a cost per 

use.  

So let me go into the Resource Sheet. I’m going to add a new resource. So their standard rate is 

$0 per hour but the cost per use is say $400. So that is the consultants fixed cost for providing 

consultancy on a contract. 

Now in this case I’m going to say that this is accrued at the end of the task to which it’s applied. 

Let’s now go back to the Gantt Chart and let’s assign that resource. And now if I open up Task 2 

and look at the detail of the resources and you can see I now have two resources assigned. Toby 

Arnott was assigned before. The unit 0.05. So that’s just 5% for Toby’s time over the life of the 

project. And the cost overall is $800. But I have a contract consultant and the contract 
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consultants cost $400 is a cost per use cost. So it’s not prorated and in fact it’s not accrued until 

the task is complete. 

And in addition for this particular task I have a fixed task cost of $2,000. So that’s a full 

explanation of the breakdown of the cost for this task. 

That’s it for this section. In the next section we’re going to look at accruals. I will see you then. 
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Video: Cost Accrual 

Toby: Welcome back to our course on Project 2016 Advanced. 

In this section I’m going to take a look at Cost Accrual. This may well be something that you’re 

very familiar with if you’ve been using Project for a while, but for some people who perhaps 

aren’t very familiar with accounting practices Cost Accrual can seem a little bit of a mystery. 

So what I’ve done for this section is to create a sort of dummy project. It’s just got five tasks in it 

and I’ve also created a few resources as well. The resources have different accrual methods. So 

resources 1 to 3 are prorated, resource 4 accrues at the start, resource 5 accrues at the end.  

Now when a cost accrues that’s basically the point in time at which the accounting function 

associated with a project recognizes that the cost has been incurred. And although generally 

speaking people recognize how cost accrual works, for example in terms of labor costs. So you 

would normally prorate labor costs over the course of the task in which the labor is employed. 

There are exceptions. And with some of the less usual costs associated with a project it’s 

important to recognize exactly when the accrual will occur, particularly as some of the costs 

might be quite large figures. 

So it’s not possible for me or indeed anybody else to say costs are always accrued in this way or 

that way. But what it is important to understand is how cost accrual actually works with Project 

2016. So when you enter a task or a resource or you set up a resource assignment it’s important 

to understand the consequences of the accrual method that applies in that case. 

Now at the moment as you can see I have no costs incurred at all on this project. In fact there are 

no costs associated with the project. I haven’t assigned any fixed costs or resources to it. So the 

first thing I’m going to do is to assign a fixed cost for Task A. And the fixed cost for Task A is 

going to be $100. And the accrual method for that is going to be at the start. Now notice that the 

actual is still zero. Now for Task B I’m also going to have a fixed cost. That’s also going to $100 

and that is going to be prorated. Now what I’m going to do is to go to the Project tab and set the 

status date on this project to today. So that’s Monday, July 4th. And I’m going to click on Update 

Project and update the project to say that the work is complete up to today according to schedule 

for the entire project and then I’m going to click on OK.  

Now what you’ll see is that Task A is now in effect 20% complete. So one-fifth of the work is 

done. But the actual cost there of course is the full amount of the fixed cost, which is accrued at 

the start of Task A. So the actual cost for Task A is currently $100. The remaining cost is $0. 

And basically what happens with a cost that is accrued at the start is that as soon as the task has 

an actual start date, so as soon as you record any progress which causes an actual start date to be 

recorded then that cost is accrued, all of that cost is accrued. 
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For Task B, however, where the fixed cost is prorated we’ve done one-tenth of the task, one-

tenth of the duration of the task is complete and so we have incurred one-tenth of the fixed cost. 

So the actual is $10 and the remaining is $90. 

So now what I’m going to do is to go through each of the five tasks and assign one of the 

resources to each of the tasks. So Resource 1 to Task A, Resource 2 to Task B and so on. So just 

join me again when I’ve done that. 

So having made those assignments you can see the effects on the cost. For Task A, for example, 

of course we’ve incurred the whole of the fixed cost for Task A which was accrued at the start. 

But now we also have eight hours work at $50 an hour for Resource 1 whose cost is accrued 

prorate throughout the project. For Task B we’ve accrued just one-tenth of the fixed cost. So 

that’s $10. But we’ve had eighty hours work from Resource 2 and Resource 2’s eighty hours at 

$60 an hour, that’s $4,800, etcetera. Task D we have an actual cost of $100. Bear in mind that 

the Resource 4 that’s assigned there doesn’t have an hourly rate. Only has a cost per use and that 

is accrued at the start, whereas for Task E, Resource 5 also doesn’t have an hourly rate. It has a 

cost per use. But this is accrued at the end. So there is no actual cost so far.  

So it’s important to understand how this accrual works. I’ll just make one other change. I have 

one other point to make here if you like. If I go back to the Resource Sheet again and change 

Resource 2 so that the cost is accrued at the start, to the sheet, and you will see the cost that’s 

already accrued for Task B is a pretty large amount. So we’re talking about 80 hours at $60 an 

hour. That’s $4,800. And then we have $10, which is one-tenth of the fixed task cost. The fixed 

task cost of course accrued prorate. So basically that’s how accrual works. 

But let me just finish this section by referring you to Project Options, the Schedule page. Right at 

the bottom there there is an option, the Default Fixed Cost Accrual method. The default Default 

is prorated. You can of course change it to one of those others. And just above that another 

setting that you may not be familiar with, actual costs are always calculated by project. Some 

people prefer to do all of the work on actual costs themselves. So they uncheck this box and then 

they calculate actual costs rather than let Project use the sort of methods you’ve seen in this 

section to calculate actual costs as you go along. So that’s an option. I cannot ever remember 

unchecking myself but it may suit you in some situations to do so. 

That’s it on accrual. In the next section we’re going to look at Budget Costs. So please join me 

for that. 
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Video: Budget Costs 

Toby: Welcome back to our course on Project 2016 Advanced. 

In this section we’re going to look at Budget Costs. I’m going to explain to you why people use 

Budget Cost, why you may want to use Budget Cost and how you can compare progress on a 

project with a project budget, with specific reference to costs. Now I should point out that you 

can pretty much do the same thing with Budget Work. And the approach with Budget Work is 

actually very similar but we’re going to concentrate here on Budget Costs. 

So I’m back here at the house build project. This is version 03. If I go to the Resource Sheet 

you’ll see that currently the Resource Sheet is empty. And in fact there are no costs or resources 

assigned at all on this project yet. So one thing that I might do very early on in a project like this 

is prepare a budget. Now this wouldn’t necessarily relate to any very accurate estimate of cost 

but I might say, for example, well I think that the labor costs are going to be $40,000 and the 

material costs are going to be $30,000 and the legal costs are going to be $10,000 and so on. So I 

might come up with some budget figures. And then during the course of the project I’m going to 

want to see how the project is progressing against my budget.  

Now rather than do all of those all I’m going to do is take one element and show you how you 

might deal with one element and then the other elements would be dealt with in an equivalent 

way. 

Now one thing that I must make very clear at this point is that you shouldn’t confuse budget 

costs with baseline cost. A baseline is a copy, a saved copy of a detailed schedule at a point in 

time. In fact it can be a detailed or perhaps not very detailed schedule, but it’s a copy of the 

schedule which will include details of start dates, end date, costs, etcetera, whatever has been 

added at that point. Budget costs are assigned at the project level. And although we can compare 

the budget cost with our actual costs in whatever categories we’ve set up it’s not the same as 

comparing progress, actuals that is, with a baseline. 

So let’s use as our example a budget cost for services. And by services we mean things like 

connecting the house to main services and getting an inspection by a local building inspector.  

So first of all let’s go to the Resource Sheet and we’re going to set up a resource called Service 

Costs. The type is Cost and I’m also going to create a group. I’ll explain the use of the group in 

just a moment.  

Now I’m going to open up that resource and I’m going to check the Budget checkbox on the 

General tab to make it into a budget cost. And now what I’m going to do is to assign it to the 

whole project. In order to do that I need to assign it to the Project summary task. So if I go back 

into my Gantt Chart view. I don’t currently see the Project summary task. Show Project 

summary task. Now what I’m going to do is to assign the resource to the task.  
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Now when I assign a budget cost it must be assigned to the Project summary task. You can only 

assign it to the whole project and you do that by assigning it to the Project summary task. You 

can’t the specify the units. You can’t specify the cost. You can only assign it. However once you 

have assigned it you can then specify the cost in one of a number of ways. One way of doing it is 

we’ve currently got the Gantt Chart view. Let’s go to the Task Usage view here. You can see 

Service Costs there and what I’m going to do is to put in my estimate of the service cost there, 

$500. Now bear in mind that I may have a number of budget items there. Each of them can have 

its own individual budget value and the zero summary task, in this case Greendale House A, has 

the total budget cost for the project. 

Now in order to specify that budget cost you’re already quite restricted in how and where you do 

it. In this case I selected the cost table, inserted the column Budget Cost, and then against a 

specific resource item I can specify the budget cost. If I were dealing with the same situation 

with budget work, as I say the approach is very similar, I would show the Budget Work column. 

And of course I would specify it against the particular budget work resource that I had already 

assigned to the project summary task and then I would give it the budget work amount in 

whatever units I wanted to. The default there of course is hours. 

So there’s my budget for Service Costs. What I’m now going to do is to create a couple of 

resources that are going to basically be in the same category as that budget cost.  

Now when I say in the same category I actually have a number of ways of doing that. What I’ve 

done on this occasion is to create a group and I will specify what you might loosely call this 

category by putting those other resources in the same group. I have alternative ways of doing 

this. I could use code or I could of course use a custom field. Now you’ve already seen how to 

use custom fields earlier in the course. So if you prefer to do it that way that would be fine as 

well. You’ll see why each of those methods is possible in just a little while. 

Now let me set up these other two cost resources. These are cost resources but of course they’re 

not budget cost resources. So there we are. I’ve set up the local inspector who is going to inspect 

the build and hopefully give it approval. And I’ve set up the service company who will be 

connecting the services to this new build.  

So let me go back into the Gantt Chart and I’m going to find first of all Connect to services and 

assign one of the resources to that. So that’s Service Company. And I’ve discovered that the cost 

of using the service company to do the connection is $295. Notice how the cost is updated in the 

Cost table against that task. And then under the Completion summary task, Final Inspection. 

Well one of the resources on the final inspection will be the Local inspector and the cost charged 

by the local inspector is $265. 

So against my original budget of $500 I’ve now got two specific costs. Now don’t forget you 

could do this for many categories of cost and work and I’m only demonstrating it with one. But 

let’s now see how we could report on this in a very convenient way. 
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So we’re talking about budget cost here and the category we’ve been dealing with is a resource 

category. So let’s go back to the Resource Sheet. There it is just with our three resources on it. 

And what we’re going to show instead of the Resource Sheet is Resource Usage view. And we 

are going to apply a group. So we use Group By. We’re going to create a new Group By. And 

we’re going to use the Group field. Now this comes back to the point that I made a little while 

ago in that we could choose any of a number of suitable fields here. So we might use the code 

field, we might use a custom field that we’d created for this purpose. On this occasion I’m just 

using the group field, click on Apply and what you can now see here for the group Service Cost 

group the budget cost $500 and then we have the actuals. We have the Final inspection $265, 

Connect to service $295. And apart from seeing that budget cost $500 you can see the two 

planned costs. Final inspection $265, Connect to services $295. And you can see that at present 

our planned spend in Service Cost group exceeds the budget by $60. 

So that gives us a very convenient way of comparing the budget for one or more categories with 

the planned and ultimately actual values in those categories as well. And as I’ve mentioned two 

or three times already we can apply the same principle to work. 

Just one other thing to show you here which is also pretty important and that is you may be 

interested in the time phase aspects of this. Let me show cost as a detail. So I’m going to switch 

on Cost. Let’s just get the project in view. You can see over on the right there those two costs 

being incurred. The Connect to services cost and the Final inspection cost. You may want to see 

how the planned cost compares to the budget cost over a period of time. In this case you only 

have two items in that group but you may have many. If I right click again on Details and go into 

Detail Styles, if I go down the list of available fields one of them is Budget Cost. Let me show 

Budget Cost. And what Project 2016 does is to actually time phase that budget cost for you over 

the period of the project. And of course it just divides up that budget cost into those convenient 

slices for you. You may want at the outset if you realize that you are only going to be spending 

from this budget cost amount towards the end of the project you may want to change this 

distribution of budget cost to reflect the fact that you’re going to be spending the money later on. 

Otherwise you’ll appear to be doing better on cost earlier on in the project than perhaps you 

should be because you won’t be spending any of your service costs until right near the end of the 

project. 

So if for example when you set up the budget cost in the first place you knew that the 

distribution of spending that money would be that it would be towards the end of the project you 

may do something like change the budget cost distribution. Note the total being changed in the 

table on the left there. You might have guessed in the early stages that the budget would be more 

like that. Note that I’m back to my $500 total. But I’ve sort of back loaded it. I put in a profile 

for that budget cost. And that will avoid the situation where I appear to be under spending on 

service costs because I know as I said just now that I won’t be incurring those costs until later on 

in the project. 

http://www.simonsezit.com/


Learn Project 2016 Advanced Course 

© Copyright 2008-2017 Simon Sez IT, LLC. All Rights Reserved. 
 

So that’s budget costs. That’s the end of this section. Please join me in the next one. 
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Video: Cost Rates and Rate 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section we’re returning to a version of the website project and we’re going to look at cost 

rates and changes in cost rates. 

I’m sure you’re familiar with assigning resources to tasks and we’ve already looked at 

calculations involving cost of resources working on tasks. But sometimes when you assign a 

resource to a task there may be the added complication that the rates that you pay for that 

resource will depend on the particular tasks that the resource is being assigned to. 

So this is the Resource Sheet for version 05 of the website project. And if you look at the 

standard rate, overtime rate and cost per use columns for the resources you can see, for example, 

that for the generic resource Northern Farm Foods we have a standard rate of $35 per hour and 

overtime rate of $35 per hour. I should point out that in this section we’re working on the 

principle that everything is chargeable. So we’re working out a full cost for this version of the 

project. Even though money won’t necessarily change hands in all cases we need to know the 

cost of producing this website. So even time attributed to the Northern Farm Foods team, the 

customer, will still be charged at least on paper.  

And then back to the Resource Sheet. So for each of the resources there we have generally 

speaking a standard rate and then overtime rate. One case in particular we don’t have an 

overtime rate is the contract consultant at the bottom there but that’s because their contract 

consultant works on a cost per use basis.  

Now when you set up these resources those rates that you enter in columns like standard rate, 

overtime rate are treated as what are called the A rates. So they’re the default rates for those 

resources. So if I looked at Mark Ravenswood, for example, select him in the list, right click, 

click on Information, and then click on the Cost tab you’ll see that that is Mark’s A or default 

rate for the work that he does. Standard rate $35 per hour, overtime rate $50 per hour, per use 

cost zero. In addition to that A rate Mark can have a B rate and a C rate and a D rate and an E 

rate. And if I just go back to the A rate again, in addition we can schedule changes to any of 

those rates. Now I’m going to come back to rate changes a little bit later in this section. So let’s 

stick with the A default for Mark at the moment. I’ve not made any changes so I’ll cancel that. 

And I’m going to switch now from Resource Sheet view to Resource Usage view. 

Now Mark is really only assigned to the HTML etcetera task on this project. But if I go down to 

say Bakersfield Associates, one of the companies that works for us on these projects, you can see 

that Bakersfield Associates are assigned to quite a range of different tasks. They’ve got analysis 

and design, graphical resources and branding, test scripts and testing. Now the default rate for 

Bakersfield Associates is $60 per hour with an overtime rate of $100 per hour. And that is the 

rate that they would normally charge for IT related work. But when it comes to graphical work 
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such as graphical resources and branding there they generally charge a higher rate. They’re much 

more specialized skills. So they would charge for that type of work, their B rate. Now if I click 

on B you’ll see that their B rate is $100 per hour standard rate, $150 per hour overtime rate. Now 

what I need to make sure of is that I have the correct rate assigned for each of the tasks that 

Bakersfield Associates is working on. Now one way that I can do that is if I insert a column here, 

select Cost Rate table. You’ll see that at the moment everybody, in fact but Bakersfield 

Associates in particular have been assigned according to their A rate. Now what I need to do is to 

change that to their B rate. And that particular task, that 60 hour task, will now be assigned at the 

higher rate. Now that’s 60 hours at $100 an hour. Let’s put another column in here. And there we 

are. That’s $6,000. Whereas the 102 hours on the A rate working on analysis and design the cost 

is $6,120. And if you work that out that correctly comes out at $60 per hour. 

So one thing to bear in mind is that when you are setting up and maintaining resource 

information if a resource does have different cost rates you need to maintain the values in those 

tables. When it comes to assigning resources to tasks, let me just go back to the Gantt Chart here. 

When it comes to assigning resources there is no option here to specify the cost rate table to use. 

So what you would normally do is to assign the resource anyway and the resource will be 

assigned with the default A rate. And then if you change the view, in this case from Gantt to 

Task Usage, let’s take an example here say where we have Adrian Hasgill assigned to the 

database implementation task. If I double click on that I open up Assignment Information. And 

in this dialog you can set the cost rate table. So in this case for Adrian Hasgill the task is a much 

more highly specialized technical task and his time is charged on this at his higher B rate. So 

having already made the assignment you open the Assignment Information dialog that you can 

access from Task Usage view, change the rate to B, click on OK, and Adrian’s time on that task 

is now being charged at his B rate. 

Something else that I mentioned earlier on is what we’re going to look at next and that is that 

over the life of a project and in particular if you use a particular resource pool on a succession of 

projects you may well need to change rates, normally increase rates perhaps with increases to 

rates charged by clients or in fact your own internal charging rates may change.  

Let’s look at Bakersfield Associates again. The A rate there, $60 per hour standard rate and then 

the B rate $100 per hour. Let’s assume that Bakersfield Associates have notified us that from 

Monday, July 18th all of their rates are going up and in fact the standard rates are going up by $5 

per hour, overtime rates by $10 per hour. So on the B here select a date. So that’s going to be 

Monday, July 18th. Standard rate is going to be $105, overtime rate $160, per use cost is going to 

remain at zero, and then back to the A. July 18th, $65, $110, cost rate per use cost stays the same. 

Now each of those five rate tables you can schedule rate changes for and you can schedule up to 

25 rate changes. So you can set this up for some way into the future. So let’s click on OK and of 

course the changes you’ll see reflected in all of the costs there associated with the task that 

Bakersfield Associates are working on. 
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And let’s take a look at another option for changing rates. We’ve also been notified that from 

August 1st internal costs will increase by 5%. So this is not a dollar increase. This is a percentage 

increase. Let’s look at Adrian Hasgill’s rates. So from August 1st. Now what’s going to happen 

here is the standard rate is going to increase by 5%. So all you need to type in the standard rate 

column here is +5%. Now note the current rate is $50 per hour. So a 5% increase. Project 2016 

works it out for you to be $52.50 per hour. Same again. And then I’m going to do the same for 

the B rate and again those will be reflected in the additional costs for any tasks that go beyond 

August 1st for Adrian Hasgill. 

So that’s a couple of ways of dealing with cost rate changes. 

I’ve mentioned a few times over the sections here overtime rates and what we’re going to look at 

in the next section is how to deal with overtime. But that’s it for this section. Please join me in 

the next one. 
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Video: Overtime 

Toby: Welcome back to our course on Project 2016 Advanced. 

In this section we’re going to take a look at the use of overtime. Have a particular problem here 

with version 06 of the website schedule in that the current end date is right about the middle of 

November and we’re really hoping to have all this wrapped up by the end of October. So what 

we’re looking at is some way of getting back some of the time that we seem to have lost here. 

Things are running a little behind schedule. But in any case the schedule was always very tight to 

finish by the end of October anyway.  

Now what we’ve identified is that potentially we could save some time on the testing task. The 

testing begins in late August and runs right through to the end of October. It’s a task that 

involves 400 hours of work. That’s 50 working days at 8 hours a day. And we have three 

different resources working on it. None of the resources are working on it full time but they do 

have other commitments on other projects and so on. So what we’re looking at here as one 

option for winning back some time is to get those resources to do overtime work on this task. 

Now that’s not the only option for clawed back some time but it’s the one that we’re going to 

look at in this section. 

Now one thing that I’d like to cover first of all before we actually apply overtime here is to look 

at the cost of the testing because one of the unfortunate consequences of overtime is usually that 

it involves an increase in cost. So let’s just show cost here. And against the testing task, 50 days, 

400 hours and it’s $20,500. Okay let’s take a look then at how we might use overtime here.  

I’m going to display details and then in details I’m actually displayed work. Now note this 400 

hours of work is divided very conveniently between three resources. 100 hours for Northern 

Farm Foods, 100 hours for Toby, 200 hours for Bakersfield Associates. Units 0.25, 0.25, 0.5. 

Now this is not quite the same as the baseline work that was originally established here but I’m 

going to ignore baseline work at the moment and we’re just going to deal with overtime. 

Now the very simplest way to do this is give everybody a proportionate amount of overtime 

work. And one very important point to bear in mind when you allocate overtime work is that it 

isn’t shown in some special way on the schedule. You don’t even have to adjust any calendars to 

accommodate overtime work. The way that it works is that there is agreement that overtime will 

be done and then the resource or resources that need to do the overtime do it. They do it within 

the duration of the task. So without delaying in this case the revised duration of the task. When 

they do it, how they do it, what arrangements they make for it are up to them. Although of course 

if they do have a specific overtime rate we will notice the difference in the cost for the task.  

So what I’m going to do here just as a first try is say well let’s give everybody a quarter of their 

work as overtime. So I’m going to give Northern Farm Foods 25 hours. Now it’s important to 

realize that the overtime work figure is included in the work figure to its left. So the 100 hours 
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work on Northern Farm Foods is still 100 hours work for Northern Farm Foods but it includes 25 

hours being done as overtime. The same for Toby and then Bakersfield associates are going to 

have 50 hours. That’s it. Now look at the schedule, look at the cost when I click on OK. Now 

you notice that we have clawed back quite a bit of time and in fact the project now finishes 

before the end of October which was our intent. But the cost has gone up from $20,500 to 

$23,125. So the use of overtime has achieved the schedule objective but at of course an actual 

monetary financial cost. 

Now note a couple of other options there. One option we might have had would have been for 

example if one of the participants in the testing had said, “Well I don’t have the capacity to do 

any overtime.” We might have redistributed the amount of work. I’ve kept the work at 400 

hours. The idea wasn’t to cut down how much work we did on testing, just to get part of it done 

as overtime. If I redistributed it, so for example if Toby said, “I can do overtime” and Bakersfield 

Associates said, “No, that’s all the capacity we’ve got.” We could maybe move 100 hours of 

Bakersfield’s to Toby and let Toby do more on overtime. If you can shorten one resources time 

working on the project in terms of elapsed time but not the others then the task is still going to 

run on as we had just now well into November. In order to shorten it you need to shorten it on all 

fronts if you like. So if Bakersfield can’t do 200 hours more quickly maybe they can do 150 or 

100 hours more quickly and that’s why we would distribute it to one or other of the other 

resources. 

So with a combination of possible redistribution and the allocation of overtime according to the 

capacity that resources have got to do overtime you have one option for reducing the duration of 

a task. 

Now although we’re primarily here looking at issues related to cost and in this case how the use 

of overtime has increased cost in order to shorten a task, another way you might deal with this 

specific problem might for example be to give the testing task a task calendar. So for instance, a 

calendar that would allow work to be done at the weekend or late into the evening. And then 

provided resource calendars allow them to work at the weekend or late into the evening then 

their work on the task could be scheduled. Note however that if we rescheduled the work 

according to, for example, an extended calendar, exceptions to the calendar and the resources 

then worked on that task but on an extended schedule they would not be charging their time at 

the overtime rate. They’d still only be using their standard rate. So you would need to deal with 

that situation as well. 

But for the moment we’ve achieved our objective of shortening the project timescale even 

though we’ve had to spend a bit more money to do it.  

That’s it for this section. I’ll see you in the next one. 
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Video: Variable Material Costs 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section we’re going to look at Variable Material Costs. 

Now so far in this sequence of sections on cost we’ve primarily been looking at work resources 

and associated costs. But there are some special situations that arise with costs associated with 

materials. And one of them is a situation where you assign a material to a task or a set of tasks 

and the amount of the material that’s required depends on some possibly varying property of the 

task. The example we’re going to use here is another building example. I’m just going to take a 

small fragment of a building project and show you how we deal with a situation where the 

amount of a material that’s used is dependent upon the duration of the task. 

Now I’m going to create version 04 of our house build but this will only have one task and a few 

resources. And it’s a grossly oversimplified case of putting in what are sometimes called the 

footings or foundations of a house. And basically we’re going to pour concrete into a hole in the 

ground. And whilst this is going on we need to run a pump to pump out any water that is within 

the space that’s having the concrete put into it. So the materials we’re using are basically the 

concrete, the pump that is being used to pump the water out and the fuel to operate the pump. 

So first of all let me create the task and the project. So there is my Variable Material Cost Demo 

project with a single task, Footings, that’s currently scheduled to take three days. Now again I 

don’t suggest that the figures I’m using here are particularly realistic, but for the purposes of 

demonstrating variable material cost we should be fine. 

Now let me go to the Resource Sheet and set up the three resources that I need.  

Now the first resource is going to be the concrete. Now for material I’m going to specify the 

units and the units I’m going to specify are cubic yards. $80 per cubic yard. Okay so that’s my 

first resource. 

My second resource is the pump. Now in fact I could consider the pump to be a work resource. 

It’s almost like having a person working on this particular task but I’m going to set it up as a 

material. And the material is day use because we paid for the use of the pump by the day. And 

the standard rate for a day of use is $10. And there is a cost per use which is basically a delivery 

and collection charge of $40 to have the pump delivered and collected after we’ve finished with 

it.  

And my third material is the fuel for the pump. Now the units here will be liters. So we buy the 

fuel for this pump in liters and it costs just $1 a liter.  

So there we are. There are my three resources. What I now need to do is to assign them to the 

task. 

http://www.simonsezit.com/


Learn Project 2016 Advanced Course 

© Copyright 2008-2017 Simon Sez IT, LLC. All Rights Reserved. 
 

So the first resource that I’m going to assign to the task is the concrete. And I need 20 cubic 

yards. So 20 goes in there, click on Assign and the cost of the concrete comes out at $1,600. 

That’s 20 cubic yards at $80 per cubic yard. 

The next resource I’m going to assign is the pump. Now with the pump when it comes to 

specifying the units I need to specify the units in terms of the duration of the task because 

basically we are going to use one pump day each day. So in the Units I put in 1/D which means 

one per day. So I’m going to use one of my pump units, that’s a day of use, each day. Assign that 

and of course for three days of use it costs $70. That’s three tens for the three days of use and 

$40 for the delivery and collection charge. 

Now for the fuel the amount of fuel I use is one liter per hour. So the units are 1/H, one per hour. 

Now it’s a three day task, eight hours a day, 24 hours of use. That’ll cost $24.  

So the cost of this task is $1694. 

So that’s basically how we assign variable material costs. And what I’m going to do now is show 

you what happens if things change. Let’s suppose we decide that it really isn’t going to take three 

days to this task. It’s only going to take two days. So click on three days here, change it to two 

days. Let’s see what happens to our cost. Well the fuel now because it’s only two days, eight 

hours a day, 16 hours, the fuel only cost $16 because the amount depends on the duration of the 

task. For the pump it’s two lots of $10 for the two days of use and $40 for the delivery and 

collection charge so that’s $60. The concrete is not dependent on the duration. It’s the same cost. 

20 cubic yards of concrete will still cost $1,600.  

So that’s it. That’s variable material costs. I’ll see you in the next section. 
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Video: Exercise 04 

Toby: Welcome back to our course on Project 2016 Advanced. 

It is now time to set you Exercise 04. And the starting point for Exercise 04 is a version of the 

website project. It’s called Exercise_04. It’s in the exercises folder.  

And in this version I’ve got the schedule at the state where there is 1,634 hours of work 

scheduled. Now let’s switch to the Resource Sheet. Hopefully there are no surprises there but I 

have removed the schedule resource cost increases that I spoke about a few sections ago. Having 

said that this particular exercise isn’t really about costs. It’s going to be about work. I know 

we’ve been talking about costs in the last few sections but this exercise is about work. And it’s 

about budget work because as I’ve mentioned a few times already if you’re setting up a work 

budget it works in a very similar way to the way that cost budgets work. And what I want you to 

do is to work on the principle that when you started off on this project there was a work budget 

of 800 hours for internal resources and 800 hours for external resources. Now at the moment 

we’ve got 1,634 hours of work in the plan. And I don’t know how that’s distributed. I don’t 

know how much of that is being done by internal resources and how much is being done by 

external resources. So I want to see a split of internal and external work. Now let me switch to 

my answer which is Exercise_04_Answer. 

Now the first thing to point out here is that if I showed budget work here I’ve got 1,600 hours 

against the current running total of 1,634 hours. Let me switch into my Resource Sheet and 

you’ll see there that I’ve actually grouped the Resource Sheet by external and internal resources. 

Now the way that I’ve done the grouping is on the Code field. Now I chose to use the Code field 

as one of the ones that you can use but you can only use it once really. And you may well prefer 

to use a custom field and use a coding system similar to the one that we used for ChargeCode 

earlier on in the course. So you could have a simpler custom field that just specifies a value of 

external or internal. 

Now I leave it up to you which of those options you want to follow but let me just show you 

Resource Usage for my answer.  

Now in my answer for external resources against a budget of 800 hours we’re actually using 894 

hours. And for internal resources the budget was 800 hours and we’ve only got 740 hours of 

work scheduled.  

Now it’s not necessarily to do anything with the time phased aspects of the budget. And what 

you can see there is really just for your information and possibly assistance. 

So that’s it on Exercise 04. I’ll see you in the next section. 
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Chapter 7 – Custom Tables 

Video: Customization of Tables 

Toby: Hello again and welcome back to our course on Project 2016 Advanced.  

In this and the next few sections we’re going to look at customization. And in this first section 

we’re going to take a look at customization of tables. 

We’ve used tables extensively throughout the course so far and I hope you’re familiar with some 

of the basic operations that we’ve performed on tables, such as selecting the table to show at any 

point in time and then inserting and hiding columns.  

So let’s start by looking at the process of selecting a table. If I click on View and go to the Tables 

option in the Data group, click on the down arrow you’ll see a list there that includes Custom 

Tables. Now at the moment my custom table is the Entry table. That means that I have actually 

changed the standard entry table. Come back to that in just a moment. I then have a list of the 

built in tables and this isn’t all of the built in tables. It’s some of the built in tables. And these are 

the ones that you’re most likely to use in different situations. So for instance if you were 

updating progress you may well use the Tracking table.  

Now at any time for the selected table you have an option here to reset to default. I’ll come back 

to that in just a moment. And you also have an option here to save the currently selected set of 

fields as a new table. Again, I’ll come back to that in just a moment.  

But right at the bottom you have More Tables and this gives you a list of all of the available 

tables. And the tables are in two lists effectively. A task tables list and a resource tables list. Now 

you may or may not be familiar with the contents of all of these tables for tasks and resources, 

but some of them here, for instance the top three, are custom tables. These are ones that I’ve 

made in relation to projects that I’ve worked on and there are others such as TA Weekly Update 

which is the custom table that I use on some projects to update progress on those projects.  

Now at any time if I want to apply a table other than the one that’s currently applied I can select 

it in the list here, such as TA Weekly Update and click on Apply and that table is now applied. 

And it has the very specific set of columns that I have specified for that custom table. That table 

actually has six columns in it, including the ID column on the left. And what I want to do now is 

to look at the definition of this table. 

So I’m going to go back into the dropdown. Note that TA Weekly Update isn’t included on the 

menu there. But if I go down to More Tables again there’s TA Weekly Update. This time I’m 

going to click on Edit. And now I can see the Table Definition of this table. The heading on this 

dialog box is very important, Table Definition in this project. Now the name of the table is TA 

Weekly Update. I could change that if I wanted to. And notice on the right here there is a 
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checkbox, Show in menu. At the moment that is not checked. I’m going to check it now, click on 

OK, click on Close, go back to the Tables menu and there it is, TA Weekly Update. 

Now one thing you may have noticed there apart from the fact that Weekly is spelt wrongly is 

that the other table names there have one character underlined and this is effectively the 

keyboard shortcut to apply that table. So in the case of Usage it’s G, Tracking it’s T, Schedule 

it’s S, and so on. If I go back into the definition of TA Weekly Update I can set a unique letter 

there as its keyboard shortcut. So I don’t think Y is used anywhere else so let’s make Y the 

keyboard shortcut to apply this table. Let’s go back into the definition, correct that spelling. And 

then to make Y into the keyboard shortcut we put an ampersand character in front of it in the 

name. So click on OK. What I’m going to do now is to close that dialog. Now bring up the menu. 

S will bring up the Schedule table. So let me press the S key. That’s the schedule table. Y will 

bring up the TA Weekly Update table, press the Y and there we are back at the TA Weekly 

Update table. 

So let’s now take a look at the TA Weekly Update table in detail. 

So having selected it in the list I click on Edit and there is its table definition again. Now note 

apart from the name and the showing menu options at the top there we have some important 

options at the bottom. One of them is Lock first column. Now the Lock first column checkbox 

here which is currently checked means that the first column, in this case the ID column, is not 

scrolled if you scroll left to right in the table. This makes it possible to keep track of the ID of the 

particular task that you’re looking at. So you will probably very often want to lock that first 

column. Note also that the first column doesn’t have a header on it when it is locked.  

The very last checkbox there, Show add new column interface, determines whether or not you 

see that add new column column to the right hand end of the columns in the table. Some people 

like that there, some of them don’t. Of course you can always do an Insert column and change 

the sequence of the columns if you don’t want to show that Add new column interface. 

The middle option there, the one that’s not checked in this case, Auto adjust header row heights. 

Depending on the lengths of the text in the header you may or may not need the row height in the 

headers to be taller or shorter. That can be auto adjusted for you if you check this option. 

Now in the main body of this dialog you have effectively a sort of spreadsheet in this case with 

the six fields in it. And for each field you specify the field name. So this is the name of the field 

in the definition in this case of a task. How you want the data aligned. Note all of those are left 

aligned. The width of the column in the table. So for instance the ID column is ten units wide, 

the name column is 36 units wide and so on. The one thing I can immediately see here is that the 

ID column there is a bit too wide. So let’s change that from ten. Let’s try say six. Of course we’ll 

see the effect of that when we click on OK and apply the updated table definition. 
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Now if you look at the next column, Title, if it’s blank the title becomes the same as the field 

name. But if there’s an entry there the title that you’ve got in that column, in this case for 

example task name, replaces the Field Name name. Now since the Field Name name is used in a 

couple of different situations it’s often a good idea when you’re putting a title on a column to be 

specific about whether this is task name or resource name. And this title is specifically there for 

that purpose. 

You then have a column align title that determines how the contents of the title are aligned in the 

table. Note they’re all center aligned. And then notice to the right of the align title column you 

have header wrapping and text wrapping. And then you can see for each of those whether header 

wrapping is set to Yes or text wrapping is set to Yes.  

Just below that sort of spreadsheet of fields in the table definition there’s two other things. You 

have date format. Do you want any dates displayed in a particular format? Well this is set to 

default. In fact this particular table doesn’t have any dates in it. But bear in mind that one might 

add a column that’s a date column to this table as a sort of temporary customization. So it’s 

worth being clear there whether you want to use the default date format or one of the other date 

formats. 

And then row height defaults to one unit. You can change the row height. Let me just show you 

what happens here if I change the row height to two. And bear in mind the other change I just 

made to the width of the ID column. And let’s apply that now. And you can see that all of the 

rows are now two units high and the ID column has of course gotten narrower. 

So you’ve seen there how to make changes to the table definition using the Table Definition 

dialog. But almost all of those changes can be made without using the dialog if you’d prefer. Let 

me show you a couple of examples. 

Let’s suppose that I wanted to move the Actual Work column here before the Work column. So 

I’m going to move it by selecting it and dragging it left and positioning it before the Work 

column. Now let me suppose also that I’m going to hide the RAG column. So right click on the 

column header and say Hide Column. If I wanted to insert a new column, so let’s suppose I click 

on Work there, Insert Column and choose Baseline Work. Let’s see what those changes look like 

in the Table Definition dialog. 

So as you can see what’s happened here is that the RAG column has gone, the Actual Work 

column was moved to the left of the Work column. So that’s moved up the spreadsheet in the 

central part of the Table Definition dialog and Baseline Work has been introduced. If I wanted to 

pretty much do the opposite to that all I need to do, for example, is to click on Baseline Work 

and delete the row. And then I could, for example, cut the row Actual Work and put it back at the 

end. And then in front of Percent Complete I could insert a row, RAG. I’m going to leave my 

default row height set at two, click on OK, click on Apply, and I’m to all intents and purposes 

back where I was, although the RAG column is a little bit wider than it was before. 
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So just a couple of other things to point out here. You don’t have to go back into the Table 

Definition dialog to change the properties of the individual columns in the chart here or rows in 

the table definition. If you right click on the header say of Percent Complete one of the options is 

Field Settings and that gives you access to the field settings for that particular field. So you’ve 

got the field name, the title, at the moment that’s blank so we just see the field name there, 

Percent Complete, and then we have title alignment currently center, data alignment currently 

left, width ten, and we’ve got a checkbox there to indicate whether header text is wrapped or not. 

And you have an additional feature here in this little Field Settings dialog. If you click on Best 

Fit it will work out the best fit for that particular field. So if I click on Best Fit, okay. 

And perhaps the last thing to point out here, when you use the Table Definition dialog to define 

the row height that row height is the default for all of the rows in the table. But you can change 

the individual row heights if you want to. So for instance, if I wanted to change this particular 

row height I can do it just by dragging it up there and changing it. You have a sort of manual 

intervention option. 

So I’ve shown you most of the key features about table definition in this section but I want to 

talk to you about managing these table definitions, how you create them, how you move them 

around, how you delete them, and so on. Generally speaking the management of custom table 

definitions. And that’s what I’m going to cover in the next section so please join me for that. 

  

http://www.simonsezit.com/


Learn Project 2016 Advanced Course 

© Copyright 2008-2017 Simon Sez IT, LLC. All Rights Reserved. 
 

Video: Management of Custom Table Definitions 

Toby: Welcome back to our course on Project 2016 Advanced.  

In this section we’re going to continue looking at custom tables and we’re going to concentrate 

in this section on the administration, the management of custom table definitions.  

Now this time round I’m looking at a Resource Sheet. And as I mentioned in the preceding 

section you can have custom table definitions for resource related tables as well. Let me click on 

the Tables dropdown there as before, click on More Tables. Note that Resource is selected by 

default. Let me select Task and let me go down to my Custom Table Weekly Update. Now 

notice I can’t apply that. In fact I can’t apply any of the custom table definitions for tasks when 

I’m looking at resources. So although the two sets of custom table definitions work in the same 

way they are not compatible with each other. So you can’t create a custom resource table 

definition and then apply it to tasks. So that’s an important point to remember. 

Let’s go back to the table definition we created in the preceding section though and talk about 

some management aspects of that. 

So this is my custom table, TA Weekly Update, as it was at the end of the preceding section. And 

you may remember that during the preceding section I corrected a naming problem in an earlier 

version of this custom table. I no longer need that earlier version so how do you delete a custom 

table definition? Well in order to answer that question it’s important to understand how these 

table definitions are held. So let me go back into More Tables. There is the current TA Weekly 

Update. There’s the old one TA Weeky Update. If I go into the Organizer and I’m going to 

assume that you’ve used the Organizer before. You can see that I have access to the global 

template which is a function of my installation of Microsoft Project. But I also have access to 

certain entities that are within the current project, in this case it’s Web_Site_07. 

Now note that within Web_Site_07 I have TA Weekly Update. And if I have an entity such as a 

table definition here and I, for instance, wanted to use the same definition in a different project 

the normal procedure is to copy it into my global template, my Global.MPT, and then it will be 

available to other MPP files, other projects that I might want to use that definition in. Now note 

that in my Global.MPT here I’ve got that old table definition, the one that’s spelt wrongly. If I 

want to delete that all I’d need to do is select in the Global Template list, click on Delete, yes I 

do want to delete it. And if I want to copy the new version into the global template so that I can 

use it elsewhere select it in the list on the right. Note the copy with the left facing chevrons, 

arrows there, copy and it gets copied into the global template and it’s available there for me to 

copy into another project file. So if I open a different project now, open the Organizer, select 

from the global template my new custom table definition TA Weekly Update I can copy that into 

the individual project and then that will be usable within that project. And for instance, I might 
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even send that project to somebody else, let them have access to my new table definition and 

they maybe will copy it into their global template and so on. 

So in terms of generally moving these definitions around I use the Organizer. And to delete a 

table definition either from the global template or from the current project I also use the 

Organizer. 

So let me close the Organizer and look at some other aspects of the management of custom table 

definitions. And let’s start by looking at some ways of creating new custom table definitions. 

On the Tables menu here one of the options is Save Fields as a New Table. And what this will 

do, whatever fields you’ve got currently displayed even if it’s an existing custom table when you 

click on this option you’re given the option of saving whatever you have now as a new table. So 

if you want to do that you type in a table name there, click on OK and you have a new table 

definition. Alternatively if you’ve made some changes and you effectively want to overwrite the 

old version you have an option there, Update current table. So that’s one way of creating a new 

table. 

Another way is to go back into the More Tables dialog, take an existing table. Let’s suppose you 

want to start with the Entry table, click on Copy and that opens the Table Definition dialog. You 

have effectively a copy of the definition of the Entry table and you can enter a new table name 

up here, say TA Entry, and that’s given you the current Entry table as a starting point for your 

own custom Entry table. So that’s another way of doing it. 

Yet another way of doing it is to click on New. That opens the Table Definition dialog again and 

this time you’ve basically got almost literally a blank sheet of paper to start with. So you type in 

a name, you decide whether you want to show it in the menu and then you start adding the fields 

to the table. And it’s a pretty quick process. If I wanted to start here say with Name, select Name, 

put in a title if I want one, maybe adjust the width. I can do it visually later on, etcetera. And then 

to add additional fields to the table definition, that is columns to the table you click, you select, 

you can include custom fields in that of course and you keep going until you’ve populated your 

new table. When you’re done click on OK to save it. So that is yet another way of creating a new 

custom table definition. 

And finally just one more thing. If I go back to that Table menu once again note that Entry is 

currently in the custom section. That’s because I have customized the Entry table. Let me apply 

the Entry table. There is my custom version of the Entry table. If I’ve customized a table and I 

want to set it back to the default then all I need to do is say Reset to Default in this case, Revert 

the current table back to the default table. All columns and formatting are removed if they are not 

in the global version, but the project data is not affected. That’s important. Project data isn’t 

affected. It only goes back to the columns that are shown in the table and of course the 

corresponding widths and other settings. So click on Reset to Default and the Entry table is now 

back to default settings. 
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Now here’s one final very important point. When I say that this table definition is back at its 

default I don’t mean the default as when Project 2016 was installed. I mean the default as in my 

global template which I have actually changed. And as a general rule it’s a much better idea 

when you’re dealing with custom tables and in fact when you’re dealing with custom views that 

we’re going to look at next to always make sure that you don’t change the built in default tables. 

If I really wanted to customize the Entry table I would make a copy of it as I showed you earlier 

on, call it something like TA Entry and customize that. By far the best practice in my experience 

with all of the standard tables, including the built in ones that are listed here, is to leave those 

unmodified. Always work on a custom version of the standard tables because there isn’t an 

option that takes you back to, for example, the Entry table as in when Project 2016 was installed. 

It will only take you back to the Entry table as in your global template. So a word of warning 

there. Don’t change those standard built in table definitions. Always work on a copy if one of 

those is your starting point. 

That’s it for this section. I’ll see you in the next one. 
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Chapter 8 – Custom Views 

Video: Use of Custom Views 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In the preceding couple of sections we looked at custom tables. And in this section we’re going 

to look at custom views. 

Now the reasons for using custom views are pretty equivalent to the reasons for using custom 

tables. There may well be a combination of information that is very helpful to you to see on the 

screen all at once. And the custom view enables you to put together just the right information 

you need to either perform a specific task or perhaps to get a specific set of information from a 

project that you’re working on.  

Now in order to demonstrate the principle behind custom views I’m going to start by just 

creating a custom view. And the first example is going to be a very straightforward one. 

This is version eight of the website project. It’s in the course files folder. And if I go to the View 

tab and click on Other Views in the Task Views group, I click on More Views, you can see the 

currently selected view is Gantt Chart view. Now I’m going to give you the same advice here as 

I gave you with tables and that is that it’s not a good idea to just start changing Gantt Chart view. 

What I’m going to do here is make a copy of Gantt Chart view and I’m going to call it TA Gantt 

Chart.  

Now having renamed it what I’m now going to do is to look at the other fields in this View 

Definition dialog. As you can see it’s a lot simpler than a Table Definition dialog. First of all the 

screen it says there is Gantt Chart. You can’t change that and a custom view will always be 

based on one of the standard screens. I’ll come back to that in just a moment.  

So our view is going to be based on a Gantt Chart which means that we’re going to have a table 

included. The table we’re getting here is Entry. Let’s stick with Entry for the moment. We can 

then specify how we want the data grouped. At the moment it says No group. What filter we 

want applied. At the moment we have the All tasks filter. And then below filter we have two 

checkboxes. One that says Highlight filter. I’ll show you that in just a moment. And one that says 

Show in menu. If that’s checked then this will be shown in the Views menu. It’s checked so it 

will be. Let’s stick with what we’ve got there, click on OK, click on Apply. Hopefully there’ll be 

no difference at all because we haven’t changed anything. And we now have the TA Gantt Chart 

view applied. And if I click on the bottom of the Gantt Chart button in the Task Views group as 

you can see TA Gantt Chart is on the menu of available views. 

Having created a custom view it’s a very straightforward job to change it. So if I go up to Other 

Views, More Views, select the view, in this case TA Gantt Chart, click on Edit. Now first of all 
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as far as the names concerned I have the same situation with the name in terms of a hot key, 

keyboard shortcut. I can mark one of the characters in the name there preceded with an 

ampersand symbol to give me a hot key to use to apply that view. And then I really have a choice 

of Table, Group and Filter.  

Well let me change the table to say the Cost table for no other reason than to show that it’s very 

straightforward to do. Grouping I’m going to address in an example in just a moment. And then 

for Filter, notice that’s All tasks is the filter that’s applied at the moment. I’m going to apply the 

Milestones filter. Click on OK and watch what happens when I apply that filter. All I see are the 

milestones in the project.  

Now let me go back again into the definition of the view and this time I’m going to check the 

box that says Highlight filter. Now what this does is it uses the same filter but instead of only 

showing the milestones, which is my selected filter, it will show all tasks but it will highlight the 

milestones. Click on OK, click on Apply. So you now see all of the tasks but the milestones are 

highlighted. And the highlighting is done using a blue font on the text in the table on the left. 

Let’s now take a look at creating a custom view for resources. This is the Resource Sheet for 

version eight of the website project. And what I’m going to do is to customize the Resource 

Usage view to group the resources according to resource group. And of course the groups in this 

case are external and internal.  

So what I’m going to do on this occasion is go up to Resource Views Other Views, go to More 

Views. I’m going to make a copy of Resource Usage. So select it, click on Copy. I’m going to 

call this TA Resource Usage but I’m going to make A be hot key for this particular resource 

view. The table will still be the usage table but for the group I’m going to use resource group. 

Note the filter here is on work resources. So effectively in this case this is just the people that are 

working on the project. Click on OK, click on Apply. And note of course that some tasks are 

unassigned. So we do have a resource unassigned where the resource group has no value. But 

apart from that we have group external, group internal and we have our Resource Usage view 

grouped according to resource group.  

And of course if I look at the available views Resource Usage view has a shortcut of U. So if I 

type U I go back to my normal Resource Usage view. Whilst the TA Resource Usage view has a 

hot key of A.  

Now you probably noticed this by now but if I go back into More Views you’ll notice the 

Organizer button there and you probably won’t be surprised to learn that Views are also 

managed using the Organizer. So you have the views that are contained within the global 

template on the left there and then you have the views that are specific to this project. And of 

course some of those are custom views like TA Resource Usage and TA Gantt Chart that we’ve 

created in this section. I could delete those. I could copy them over to the global template, 
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perhaps if I wanted to use them in a different project. But the management of views is pretty 

much the same as it is with any of the resources that are managed using the Organizer. 

Let’s look now at a couple of other ways of creating custom views. We’ve already seen how to 

take an existing view, edit it and create a new one. If, for instance, I go to the Task Views group 

on the View tab, click on the Other Views dropdown, one of the options is Save View. So if I’ve 

been working on a view for some time, I’ve got it just the way that I like and I have decided 

perhaps later on that I’d like to save it as a custom view I can do it that way. Similarly if I started 

with a view, made some changes, decided to save those changes but just to update the current 

view there’s an option for that there as well.  

And then the other option here is go to More Views and click on New. Now the first thing you’re 

asked when you say New is do you want a single view or a combination view? Combination 

views are essentially ones where we have two different panes within the same view. We’ll look 

at an example of a combination view shortly. 

If you select single view you’re given a View Definition dialog. On this occasion when you’re 

working with a new view you can select the screen. So give the view a name, click on the 

dropdown for Screen. There are in fact 16 options. When you create a view, if you like from 

scratch, you have to base it on one of the existing 16 standard views. So if I wanted to base a 

view on say network diagram it’s at this point that I choose Network Diagram. Let me give it a 

name.  

Now depending on your choice of screen, your choice of starting view one or more of the other 

options may be disabled. So in the case of a network diagram you’re not given the option of 

choosing a table because of course the network diagram is not a diagram that’s based on showing 

data from a specific table. But you can still group it. So I could group it according to complete 

and incomplete tasks. And I could still apply a filter. Now on this occasion I think I’m going to 

put all tasks. Click on OK, click on Apply and there is my TA Network Diagram. 

And you note that it’s grouped. I have the 0% complete, the 1-99% complete and the 100% 

complete. Of course currently in this project there is only one complete task. So that’s my 

custom network diagram. 

Let’s go back now to the question of the combination view. If I want to create a custom 

combination view click on Other Views, go to More Views and select New. And on this occasion 

select Combination View, click on OK. Now if you’re creating a combination view you give it a 

name using this View Definition dialog and you select a primary view and a details pane. Now a 

very important point here is that the primary view and the details pane must already exist. So if, 

for example, you wanted to use custom views in both of those available views you would need to 

make sure that they both exist before you create the combination view.  
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So in this case, for example, let me give this a suitable name. If I want to use a custom primary 

view. So let me use TA Gantt Chart. And I’ve already prepared a custom tasks form. It’s called 

not surprisingly TA Task Form. Click on OK. So this will be my new combination view. Apply 

that and as you can see my combination view has custom content in both panes. 

So that’s it on custom views. I’ll see you in the next section. 
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Chapter 9 – Sorting, Filtering, and Grouping 

Video: Sorting 

Toby: Welcome back to our course on Project 2016 Advanced. 

In this section and the next couple of sections we’re going to look at Sorting, Filtering and 

Grouping. Now I’m going to assume that you have some basic knowledge and experience on 

each of those but I’m going to concentrate on filling in perhaps a couple of details that you may 

not be aware of. And I’m going to start by looking at Sorting. 

Now sorting applies to tasks or resources and you’ve basically got a couple of ways of doing it. 

Now I’m currently looking at Gantt Chart view here for website version nine. And when you sort 

you’re basically sorting the tasks in this case. By default the tasks are sorted into ID sequence. 

So as you can see in the ID numbers on the left there, 0, 1, 2, 3, etcetera.  

Now if I wanted to sort by something else, let’s suppose I wanted to sort by the Total Cost 

column there. There’s a little arrow to the right there, Total Cost. If I click on that it gives me the 

option to sort smallest to largest or largest to smallest. If you don’t see the little dropdown arrows 

on the right there, for instance of the heading for total cost. If you go to the View tab in the Data 

group, Filter, just make sure that you have Display Auto Filter enabled otherwise you won’t see 

those. I’ve just disabled it. Let me enable it again just so you can see those dropdowns. 

Now let me go back to smallest to largest. Strictly speaking this is not really smallest to largest, 

well not quite anyway because although the very first entry there, note that zero will stay at the 

top anyway. The first entry is task 24, Go live with a total cost of zero. There are two or three 

other zeros there but they don’t appear near the top. And the reason that they don’t is that this 

type of sort preserves the structure of the project. So if you take, for example, the task with ID 6, 

Requirement signoff which has a total cost of zero the reason that doesn’t move up nearer to the 

beginning of the list is because it’s part of the summary task Requirements. And this type of sort 

does not split summary tasks up. The same goes for a couple of other occurrences of zero. So 

when we’re talking about sorting this into ascending order it’s ascending order but it’s respecting 

the structure of the project as well. I’ll come back to that point in just a moment. 

Now another point to bear in mind is that once you’ve sorted then that sort will remain even if 

you change the table that’s in view. If you ever have any doubts about which table you’ve 

actually got at the moment you know you can go up to the dropdown on Tables and see. But if 

you hover over the Select All area at the top left corner there you can see that I’ve currently got 

the Cost table and a view of TA Gantt Chart. If I wanted to change that table, so if I right click 

there and just say go for the Entry table then the sort order still stays the same. Even though you 

can no longer see the Total Cost column it’s still sorted in that sequence.  
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So that shows how to sort using one of the columns currently displayed in whichever table 

you’ve got displayed. There is also a Sort dialog. So back to the Data group on the View tab, 

click on this button down here under Sort. And apart from the facility here to sort by start date, 

finish date, priority, cost, ID, click on the bottom brings up the Sort dialog. And one of the 

options in the Sort dialog is Reset and that will reset the sort order back to the default sort by ID. 

And then click on Sort and we’re back to the original sort order. 

What I’m going to do now is to once again sort this particular project by cost. So I’m going to 

use the dialog this time, type in C for cost. That’s the one. But this time I’m going to uncheck the 

box at the bottom that says, Keep outline structure. This is the point I was referring to just now. 

Now click on Sort. Now the project really is sorted by cost. Even the project summary task is 

sorted by task. And if I insert column here you’ll see exactly what’s happened. Each individual 

item is sorted by cost. So for summary tasks their cost is the cost of all of their constituent tasks. 

But of course the tasks and the summary task have effectively got split apart from each other. 

You can no longer see the structure as such within the project. 

So if you really do need to sort independently of the project structure you can do it using the Sort 

dialog. However on this occasion I’m going to undo the insert of the column and put everything 

back the way that it was.  

Now I’ve got a couple of other things about sorting to demonstrate but I’m going to demonstrate 

those using the Resource Sheet for this project. 

Sometimes when you’re working on the development of a schedule you may add resources as 

you become aware of the need for them or they’re availability. And you may finish up with all of 

your resources a bit sort of higgly-piggly on the resource sheet. And one approach to this is that 

as you get towards the latter stages of preparing the schedule you may decide to make your 

resource sheet a little bit better organized. So in this case we might say well we think that’s all 

the resources. Why don’t we now put them into say alphabetical order? But not only that, why 

don’t we put the externals together and the internals together? Now that’s something you can do 

with sorting. And if I go to the Sort dialog again here, note the options on the menu for sorting 

the resource sheet. There are three, Cost, Name and ID. But you also have access to the Sort 

dialog. And on this occasion I’m going to do two levels of sorting. So first of all I’m going to 

sort by group, then I’m going to sort by name. And on this occasion what I’m also going to do is 

I am going to permanently renumber the resources. Now what this means is that although I’ve 

got numbers there, one for Northern Farm Foods, two for Mark Ravenswood, etcetera in the 

longer term it may make more sense if they were numbered in a sequence which, for instance, 

gives lower ID numbers to the external resources. So rather than stick with the numbers that 

were allocated when I entered the resources let’s have a little bit more organization in the 

number scheme. So let’s renumber the resources as we go. So bear in mind at the moment 

Northern Farm Foods is one, Mark Ravenswood is two, etcetera. Let’s do a sort now sorted by 

group and then name. And you can see now that we have the external resources first, Bakersfield 
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Associates, Contract, Consultant, etcetera. And then we have the internal resources and of course 

everybody has been renumbered within their category of group according to their alphabetical 

sequence. 

So you’ve seen there with sorting tasks and with sorting resources that although the general 

pattern is the same you do get some differences which are specific to the view. It’s also the case 

that with some views of a project you can’t sort at all. So for instance, if I go to Network 

Diagram view it wouldn’t really make any sense to be able to sort that. So in fact the Sort button 

as you see there is grayed out.  

That’s it on sorting. Please join me in the next section when we’ll look at filtering. 
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Video: Filtering 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In the preceding section we looked at sorting. And in this section we’re going to take a more 

detailed look at filtering. 

Now as I’m sure you realize when you’re sorting, filtering or grouping you’re not making any 

changes to data. You’re only changing what can be seen. There are no actual changes to the 

underlying data. 

So let’s start with a very straightforward example of filtering. Let’s suppose that I wanted to 

filter this particular view of version nine of the website project on duration. Now I have a 

Duration column. I have the little dropdown on the right there, the Auto Filter option will enable 

that. Click on the little dropdown and you’ll see apart from the Sort options that you can see 

there and the Group By option that we’re going to look at in the next section we have filters. 

Now basically the filters are really in two groups. Immediately below the word Filters there is a 

set of checkboxes and you can enable or disable which values you want to see specifically and 

individually. So if I wanted to filter on, for example, only the tasks with duration 30 or 37.5 days 

I could uncheck Select All, check 30 and 37.5, click on OK, and now the view is filtered on 

those tasks. Note as you can see the corresponding summary tasks are shown. I’ll come back to 

that in just a moment. 

Once you’ve applied a filter you get that little familiar filter symbol, a bit like the old filters you 

used in chemistry at school. And if you want to clear the filter just click on that again. One of the 

options is Clear Filter from Duration. So that’s the option of using that set of checkboxes. But 

out to the right you have another set of filters and exactly what you see here will depend on the 

data type for the column. Now in this particular case the type of data is a duration. So we see a 

set of filters that are appropriate for a duration. So for instance we have one day or less, between 

a day and a week, a week or longer, etcetera. But then we also get a whole range of filters which 

cover a very adaptable range. So for instance, we could say greater than. If I click on Greater 

than I get this Custom Auto Filter dialog.  

Now this with this I can specify a single condition or two conditions. So I could say is greater 

than let’s say ten days and inequality is less than 40 days. Now of course you can build up this 

custom auto filter with one or two of those specific conditions and you can see in the dropdown 

there what the options are, .Equals, Does not equal, Greater than, Greater than or equal to, 

etcetera. 

Note that in some cases these operators are more appropriate say for text. So for instance, the last 

one, Contains exactly. You might use that if you were looking at whether a particular text term 

included a specific phrase, for example. 
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So I’ve created my custom auto filter. Note the option here to save that as a filter definition. I’ll 

come back to that in a moment. So click on OK and now I can see the tasks with durations in that 

range. And again I can clear the filter quite simply, Clear Filter from Duration. 

Now just to illustrate the point that I made earlier. If I move on to the Start column and click on 

the Filter dropdown there I have a set of checkboxes for filtering, although these are arranged 

according to the calendar as this is basically a date data type column. But if I look at the filters 

on the right I get a set of filters that are appropriate for a date. So specifically today, tomorrow, 

yesterday. More generally next week, this week, etcetera. Right down to equals, before, after, 

etcetera at the bottom. And then once again I get a custom option at the bottom and again I have 

two conditions that I can specify. I can use one or two of those and combine them with an And or 

an Or. 

When you come to use this Custom Auto Filter dialog as I mentioned just now one of the options 

once you’ve put together a filter that you want to keep click on Save and you can save it with a 

name. And you also have the option to make the Filter Definition more complex as I’ll show you 

in just a moment. Note that when you use this option you have a checkbox here to show related 

summary rows or not. Note also that you can decide whether you want to show this saved filter 

in the menu with the checkbox up there. And in fact we’ll be looking at this Filter Definition 

dialog a little bit on in this section in a bit more detail as well. 

Now bear in mind that you can apply filters to more than one column at a time. So for instance, if 

I wanted to apply a filter to Duration of say greater than 20 days and then also say that I want it 

to start this month then I’ve got filters on two columns at the same time.  

So that’s the approach to applying filters using the columns in the table. 

Now there are some situations in which you can filter a view where the view itself doesn’t have a 

table So for instance with a Network Diagram you can apply filters but you obviously can’t use 

columns in a table because there isn’t a table. In all situations where you can apply a filter 

though you can use the other option and the one that I’m going to demonstrate next which is to 

use the Filter option in the Data group on the View tab. 

Now using that Filter option you have some built in filters such as active tasks, completed tasks 

and so on. You can have your own custom filters of course. And then if I click down here on 

More Filters I have a range of tasks and resource filters and I can choose one of those to apply. 

Note that many of these also include parameters. So for example in the case of this cost greater 

than filter we’ve got the ellipsis at the end, dot, dot, dot, which means that if you use this filter 

the user will be required to specify a cost value that the filter will use to select tasks whose cost 

is greater than that specified value.  

With each of these filters if you click on Edit you can see the definition of the filter. Now in the 

case of this particular one, Cost greater than, the filter is based on cost, is greater than. But rather 
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than specifying a fixed value the value is shown in a definition here. And the definition is in the 

form of a prompt between double quotes. And then a question mark afterwards indicate this is 

actually going to be a question that the user is asked. And the users answer to that question will 

be the value, the parameter value for cost which the filter will use as the cost to be greater than 

for the filter tasks.  

Now as I mentioned just now within this Filter Definition dialog you have the show in menu 

checkbox towards the top right there and the show related summary rows checkbox towards the 

bottom left.  

So that’s what a typical filter definition looks like. One of the options of course is to create a 

filter of your own. And as you probably have worked out by now there are two or three ways of 

doing that. One of them is to click on New which will give you a brand new Filter Definition 

dialog box to start with. You can also of course copy an existing filter and use that as a starting 

point for a new one. I should point out here, of course, that it’s not a good idea to amend the 

standard filters. If you are going to base a filter on an existing filter once again I would always 

recommend that you copy the existing filter and then edit that or that you at the very least save a 

copy of the filter before you changed it. 

So let’s take a look at a filter definition for a custom filter. In progress and behind schedule is 

custom filter. So I’m going to go down to More Filters, select that one, click on Edit. As you can 

tell from the name In progress and Behind schedule, there are in effect two elements to this 

particular filter.  

First of all In progress. Well we can check whether a task is in progress using a pair of 

conditions. Actual start does not equal NA. So that means that we have recorded a start date, 

which normally means we’ve done some tracking on that task. So it has started. And actual finish 

equals NA. That’s the opposite for actual finish. The fact that it’s still set to NA means that it has 

no value and therefore the task has not finished. So we’re going to interpret that here as the task 

being in progress. 

Behind schedule, there are a number of ways of measuring this but the one that is applied here is 

to calculate the SV value, the Schedule Variance value. Now I’m assuming you know enough 

about earned value analysis to understand SV. If you’re not so sure about earned value analysis I 

am going to cover it in some detail later on in the course. But for the moment think of it this way. 

If SV is negative the task is behind schedule. What I’m going to do is make a change to this 

custom filter. I’m going to actually change this one. I’m not going to save the original. I’ll 

actually make a change here. And the change I’m going to make is this. The project generally is 

not going too well but I’m a little bit behind with updates as well. So what I’m going to look for 

is not SV less than zero but I’m going to look for SV being more negative than I’d like it to be. 

So I’m going to make it an option for the user to specify what that value which is currently zero 

here is. I might say well for any task I’m only worried if it’s schedule variance is say less than 
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minus-$1,000 or minus-$2,000 or something like that. So where it currently says 0.00 I’m going 

to put double quote. I’m going to say Enter SV limit. And now when I apply this filter the user 

will be asked for this limiting value. So click on Save, Close. I’m not going to apply it at the 

moment.  

Let’s click on Close. So there is the full website project version nine. Let’s go up to Filter now 

and apply In progress and Behind schedule. Now let me enter the original value. Let me put zero 

in here for the SV limit. Click on OK and you’ll see there are actually two tasks really allowing 

for the summary task being shown. One of them shows an SV value of minus-$2,566.03. The 

other one shows an SV of minus-$621.84. Let me go back up here again, apply that filter again, 

get asked the question again but this time I’m going to put as my SV limit minus-$1,000. And 

now you see I only get that one task. So there we’ve specified a parameter within the filter 

definition. 

Now let me just point out a couple of things about filters. Let me remove the filter that I just 

applied. So click on the dropdown there and click on No Filter. And of course I have a highlight 

facility here immediately above Filter. If I click on Highlight there is In progress and Behind 

schedule and as hopefully you’ll be expecting now when I apply that it becomes a highlight 

filter. And the single task that satisfies the filter criteria there is highlighted. That’s task ID 5, 

Requirements definition. 

And then I just have two other things to quickly mention about filters. One of them is that in a 

Combination view you cannot filter the lower pane. That is of course already filtered by the 

selection you’ve made in the upper pane of the combination view.  

And the second thing to mention is that if you go to Project Options, the advanced page, and the 

Display section one of the options there is Automatically add new views, tables, filters, and 

groups to the global. That means the global template, the little I there explains that to you. 

Automatically add items to the global Project template so they’re available to use in all of your 

projects. I currently have that checked which means that when I do create new filters, tables, 

views, etcetera they are automatically added to the global template. That’s one you might want to 

consider as well. 

That’s it for this section. In the next section we’ll take a look at grouping. I’ll see you then. 
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Video: Grouping 

Toby: Welcome back to our course on Project 2016 Advanced. 

In the last couple of sections we’ve looked at sorting and filtering. And in this section we’re 

going to look in detail at grouping.  

Now once again I’m going to assume that you’ve done some grouping before but let me just 

recap one or two basic features.  

First of all with the Auto Filter facility enabled you can perform grouping using grouping options 

that are available from the dropdown in each column header in a view where you have a table. 

So for instance on the Duration column here Group By. I can group by duration, group by weeks. 

If I say group by duration you can see that the grouping is by the actual value in the duration 

field. But the durations here go zero days. So here are the four tasks with zero days duration, ten 

days and so on. Now in this sense grouping is a special kind of sorting because although you still 

finish up with things sorted into sequence you also finish up with totals, rolled up values that are 

determined by the particular sort of grouping that you’ve performed. Let me explain that. 

If you take this group, duration 25 days. We have two tasks with a duration of 25 days. Task 15, 

Database implementation and task 19, Test script. They are grouped together because they have 

the same duration. But the duration for the group is 35 days because that is the duration which 

covers both of the tasks that are in that particular group. If you look over at the bars on the right 

you can see that there is a little sort of summary task bar there corresponding to that group and it 

shows a duration of 35 days covering task 15 and 19. 

So that’s one way of looking at it. Grouping is a special kind of sorting. 

Now the actual groups that are available once again depend on the data type. So if I go back to 

Duration again and say Group by weeks instead of durations you can see that I’ve got one week, 

three weeks, six weeks. Note that where a particular number of weeks has no tasks in it that 

particular group is skipped altogether. If I undo the grouping on the Duration field and look say 

at Start. Again Group By. I can group by the actual date, the months, the weeks, the quarters, 

etcetera. So if I group by month I’ve got the ones that are starting in February, April, May, June, 

July, August. Note again that if a particular month doesn’t have any tasks in it then the group 

doesn’t appear. 

So that’s using the grouping settings on the column headings. Let’s remove the grouping there 

and let’s look instead at the grouping options in the Data group on the View tab. 

Let’s start with one of these standard groups, Complete and Incomplete Tasks. That divides the 

tasks in the schedule into three groups, Complete 0% which means no progress reported at all so 

far, Complete 1% to 99% basically means in progress, we have at least 1% of progress recorded, 
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and then Complete 100%, that means the task is now complete. Note once again that we don’t 

see any summary tasks there. And there is an option at the bottom of the menu there, Maintain 

hierarchy in current group. And now you can see for each of the tasks in each of the groups the 

hierarchy that surrounds that task. So for instance, if you take something like this task 10, 

Analysis and Design, you can see which part of the hierarchy it’s in. And of course Design 

signoff for much higher up in the Gantt Chart at the moment is in the same hierarchy. But the 

hierarchy there is repeated as necessary to show you where each of the tasks appears in in the 

actual ungrouped schedule. 

So let’s take a look at this particular grouping. More Groups, Complete and Incomplete. Now 

I’m sure you don’t need me to tell you that you can create your own groups for tasks or 

resources. And once again I suggest that you don’t change the standard ones. That you at least 

keep a backup copy if you do. And that you can create a new group either from scratch using the 

New button or by copying an existing group and using that as a starting point. We are going to 

create a new group in a moment but I’m going to create a group on resources. But let’s just take 

a look at this Complete and Incomplete Task group because as you can see it’s grouped by a 

particular field which is the percent complete field. The field type is task and the order is 

ascending. Note in the middle here the formatting of how the summary information appears. We 

specify a font. That’s default on my installation is Arial 8.0, a cell background color and a 

pattern. We’ll use this when we create our new group for resources in just a moment.  

One other very interesting point here is this, Define group intervals. Now with this particular 

group, this standard group, the group intervals are defined as zero, 1-99 and 100. And where 

you’re dealing with any kind of numerical field and in this case of course percent complete is a 

numerical field it involves a value between zero and 100 you can set up these group intervals in 

whatever way you like. Again I’ll demonstrate that to you in just a moment. So the grouping here 

on percent complete is in three categories, zero, 1-99 and 100. 

Let’s return this particular Gantt Chart to No Group. Let’s go to the Resource Sheet and let’s do 

some grouping on the resource sheet. 

Now the grouping that I’m going to create here is actually going to be at two levels. At the first 

level I’m going to group by external and internal resources. And then within each of those 

groups I’m going to group by standard rate. Now I appreciate that to some extent standard rate 

won’t quite be right here because the contract consultant doesn’t charge a standard rate. The 

contract consultant here has a cost per use. But let’s do the grouping anyway. 

So I’m going say Group, More Groups. I’m going to say New. And the first field I’m going to 

group by is Group. Field type is resource. Note that when you are creating a group for resources 

that you can only use resource field types. Now to some extent there is a sort of way round this 

or should I say that there is a way that you can look at tasks using resource fields and vice versa 

but that’s not strictly true. I’ll explain that to you in more detail in just a moment.  
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So at the first level we are grouping by the group field and then we are going to group by 

standard rate. Now for standard rate we are going to define group intervals. And when you define 

group intervals the options that you’re offered depend on the data type of the field that you’re 

using for that grouping level. Now in the case of standard rate the options we’re given are each 

value. So we could type in a succession of values to use for the groups or we can divide the 

available range up into intervals. So I’m going to divide the available range up into intervals 

starting at zero and going up in group intervals of 25. Now they are the two levels of grouping 

that I’m going to use but just to illustrate this point about grouping let me put a third level in 

here. I’m going to get rid of it again in a moment.  

Supposing I put in there now percent complete. In percent work complete will do. If I then say 

Define group intervals in the case of define interval for percent work complete my options are 

each value, interval or these default intervals for any percent type value. So that’s how in the 

example that you saw earlier in the section we got those intervals of zero, 1-99 and 100. So 

exactly what you see will depend totally on the field and field type. Let me remove that third 

level, stick with the two that we’ve got.  

And I’m also in the grouping level I’m going to change this. I’m going to change the heading for 

the group level. I’m going to go for a different font. Well I’m going to go for that Imprint MT 

Shadow font, 10 point. And for the cell background I’m going to change the color to say that 

color and the pattern, just a sort of stripy pattern and that would look pretty horrible. So there we 

are. So having made that one what am I going to call this? I’m going to call this grouping. I 

usually put my initials at the beginning of any of these custom objects to make it easier for me to 

spot the custom ones that I’ve created. Okay save that. And then making sure that that’s selected 

in More Groups I’m going to apply that. And there we are. You can see my very attractive 

formatting of the top level groupings. And then within that you have standard rate in the bands, 

0-25, 25-50, 50-75, 75-100. That’s the highest range that we need for the externals. And for the 

internals we only need two subgroups, 25-50 and 50-75.  

So that’s a custom grouping. 

And just while we’re looking at this I should point out that where it is appropriate to come up 

with some kind of aggregation in other columns it will be done when you apply this grouping. So 

for instance, in the Max Units column it’s totaled the max units for group external and for group 

internal. And then not only are they totaled for the outer level of groups but for the inner level as 

well. And so, for instance, for group internal how many of the resources have their standard rate 

in a range 25-50? Well it’s four.  

Now let’s return to something that I said I would come back to and that is I am just going to 

remove this group for the moment. We’re now looking at the Resource Sheet without any 

grouping or filtering applied. And I’m going to go back into the group that I just created. I’m 

going to edit the definition again and I’m going to check this box, Group assignments not 
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resources. Now what this will do is instead of grouping the resources on the Resource Sheet it 

will group their assignments. And what this means in effect is that I will see which tasks have 

these resources assigned to them. So I’ll see the tasks, for instance, which have external 

resources assigned and with standard rates for those resources in each of the categories. So I’m 

going to check that box, Group assignments not resources, and save my change definition. I’m 

not going to apply it at the moment. What I’m going to do now is to switch from Resource Sheet 

to Resource Usage. And now I’m going to apply the group TA Group then Standard Rate. And 

this time instead of seeing the resources you’re going to see the assignments to tasks grouped in 

that way. So for instance, group external, the lowest external rate we have is $0-$25. That’s 

actually for the consultant who charges a cost per use. But the task to which that consultant is 

assigned is Tendering process conflict. We then have three tasks that have external resources 

assigned whose rates are in the range $25-$50 per hour. And that’s those three requirements, 

Definition, Analysis and Design and Testing and so on. So in that sense you’ve sort of filtered 

tasks according to a resource grouping. But it’s only in a sense shall we say. 

Having said that it can actually prove very useful to be able to use a grouping and apply it to 

assignments, either to the assignments within resource usage view or if you’re working on tasks 

and grouping tasks you can use this same approach in Task Usage view and group the 

assignments in Task Usage according to a task grouping definition. 

That’s it on grouping. I’ll see you in the next section. 
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Video: Exercise 05 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section I’m going to set you Exercise 05. And Exercise 05 is based on our building 

project, although you really won’t need to look into the detail of the building project at all in 

order to successfully complete this exercise. 

So the starting point is the Exercise 05 file in the exercises folder. I’ve removed any resources. 

You won’t need to deal with resources for this one. And the sample answer is 

Exercise_05_Answer. 

Here is my solution to Exercise 05. It’s a view that I’ve created. It’s called TA Exercise 05. Let 

me just go to the menu at the bottom of the Gantt Chart button there. There it is, TA Exercise 05. 

It’s a combination view with the task details form in the lower pane. Now in the upper pane the 

custom view has got a few features. One of the features is that the tasks are grouped by duration 

in weeks. So the first group is zero weeks to one week. So this is things like one days, two days, 

and so on. The second group is from one week to two weeks. So that’s six days, etcetera, 

etcetera. And so it goes on down to the longest duration tasks. The longest task is a 26 day task.  

I’m also highlighting the critical tasks. So the yellow highlighting there is for critical tasks. And 

I’ve applied a custom table. Now the custom table is a very simple customization of the standard 

default entry table but I’ve just included the Cost column between Duration and Start. Although 

at the moment the entries in the Cost column are empty.  

So I’ve basically got a highlight filter for critical tasks and I’ve got grouping. And note that the 

summary tasks generally are not shown there and the structure generally is not shown there. 

And if you’d really like to go to town on trying to match what I’ve done in the Grouping 

headings there, so for instance where it says Duration zero weeks to one week, the font I’ve used 

is Arial Rounded MT 12 point and the background color is orange lighter 60%. Obviously 

exactly how that will come out will depend on whether you have that font and it’ll depend on the 

particular theme that you’re using and any styles that you’ve applied, etcetera. But it’s a good 

extra exercise to get some practice in formatting every element of a view like this.  

You might also, for instance, like to try changing the highlighting for the critical tasks. For that 

you’re going to need to look at the Gantt Chart Tools Format tab and maybe take a look at Text 

Styles. 

Now just one little clue, the upper pane there is itself a custom view. So effectively I’ve made 

two custom views for Exercise 05. 

That’s it for Exercise 05. I’ll see you in the next section. 

http://www.simonsezit.com/


Learn Project 2016 Advanced Course 

© Copyright 2008-2017 Simon Sez IT, LLC. All Rights Reserved. 
 

Chapter 10 – Reports 

Video: Reporting Overview 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this and the next few sections we’re going to be looking at reporting. And as you’re probably 

aware reporting in Microsoft Project changed very dramatically in Project 2013. So if you have 

experience of an earlier version of Microsoft Project, even Project 2010 whereby you’re now 

pretty familiar with, for example, using the ribbon, the reporting in Project 2016 may come as a 

bit of a shock to you because it is so different from what was in the earlier versions, that is before 

Project 2013.  

So the first thing I’m going to do in this section is to give you an overview of the main features 

of reporting in Project 2016. I’m not going to cover it at length because I’m going to assume that 

you have used basic reporting before. But I am going to hopefully explain enough to make it 

straightforward for you to follow what comes in the next couple of sections where I’m going to 

be looking at customizing reports and creating your own reports using these new facilities. I’ll 

then move on in a subsequent section to looking at how to target reports, at specific reporting 

requirements. And later still we’ll look at visual reporting. 

So first of all let’s have an overview of reporting in 2016, the basics if you like. 

Now for the purposes of this section we’re going to use version 11 of the website project. And 

the reporting facilities are available from the Report tab.  

Now at the extreme left of the Report tab you have the Compare Projects facility. I’m going to 

look at that a little bit later on but I want you to ignore that for the moment. And at the right hand 

end we have Visual Reports. And I’m going to spend a section on visual reports later as well. 

The main bulk of the reports are in this central section. And in fact I want to start by looking at 

Dashboards because if I click on the dropdown under Dashboards you can see there are five 

dashboards, Burndown, Cost Overview, Project Overview, etcetera. Now I don’t want you to 

worry too much at this stage what each of those are for. Hopefully you’ve used them before and 

you’ve got some familiarity with them. But I’m going to talk about most of them in a later 

section.  

The main thing to be aware of here apart from the fact that you have that menu of reports is if 

you click on the bottom where it says More Reports from there you can get access to all of the 

available reports. So if you look at the categories here, Custom, Dashboard, Resources, etcetera 

they correspond to the categories up here. So that’s a common feature. So if I cancel that, click 

on Resources, More Reports, again I get that same Reports dialog. 
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Now let’s go to the left most command there, New Report. From that I can as I’m sure you know 

create a new report. I can start with a blank report, a chart, a table, or a comparison. More on 

creating new reports later. 

At the extreme right I have Recent which lists the recently accessed reports. Custom gives me 

access to any custom reports that I’ve already made. And then Getting Started gives me access to 

getting started information. And one of the getting started’s, the Best Practice Analyzer, is in fact 

the first report that we’re going to look at. 

So select the Report tab and clicking on Getting Started and Best Practice Analyzer I can see the 

Best Practices Analyzer for this project. Now when I’ve done that you’ll see that I have a 

contextual tab appearing on the ribbon. And it’s the Report Tools Design tab. And this tab lets 

me change the overall design of this report.  

Let me just go back one step and tell you how this report came about, if you like. If you imagine 

a sort of blank sheet of paper what the best practices analyzer contains by default is five objects 

on that sheet of paper. There’s a heading that says Best Practices Analyzer. Immediately 

underneath that there are two charts. They may not look like charts at the moment but they are 

actually charts. And below those two charts there are a couple of tables. If I wanted to change the 

overall design of this report there are a number of ways that I can do it. And in a couple of 

sections from now we’re going to start to look in detail at how we can change a design or in fact 

start from scratch and create a whole new report. But let’s just look at some of the main features 

of the Report Tools Design Tab. 

First of all I wanted to change the overall theme here, click on the dropdown for Themes. Let’s 

choose a different theme. Let’s try Organic. Now that’s changed the theme which of course 

includes color scheme, fonts, text sizes, etcetera. And apart from changing the theme I can look 

individually at colors, fonts and effects. I could also very easily insert an additional chart, an 

additional table or an additional textbox. I’ll tell you more about those as we go along. I can also 

insert images, photographic images for example. I could also insert geometric shapes. There’s a 

whole gallery of shapes that I could use there to add to my report. 

I then have a group on the report itself which includes Manage. So I could rename this report and 

I can also hop into the Organizer and of course reports are one of the types of elements that you 

can manage with the Organizer. I also have the opportunity to copy a report. And that gives me 

the option of pasting it into another document. And then I have a page setup group where I can 

do things like change the size of the report. By default for me it’s A4 but I could change it to a 

different size. Change the orientation. It’s currently landscape. Change the margins. I currently 

have custom margins set. And also if I select Page Breaks here it will show me the page breaks 

on the page. In this case you can see that the report fits onto my single page of A4 landscape. 

Now in this case I’m going to do quite a bit to this best practices analyzer. So the first thing that 

I’m going to do is to rename this version and then I can get rid of it later on without upsetting the 
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original. So I click on Rename Report and I’m going to call it TA Best Practice Analyzer. And of 

course if I now go to the Report tab and look on the Custom dropdown I can see my custom 

report there, TA Best Practice Analyzer. And just incidentally I have restored the original back to 

its default setting. So if I now select Best Practice Analyzer that it’s set back to its default and 

I’m only going to work on my custom version. Now having said that I think that the fonts there 

probably a little bit too small for you to see at all so let me change the theme again. Let’s go for 

Office. Yeah Facet. I think that’s a little bit easier to see. 

So having looked at some general aspects of the design of this report and in doing that we’ve 

reviewed which elements are included. Let’s look at some of those individual elements now 

starting with the header. 

If I click inside the text Best Practices Analyzer. I’ve actually got here a textbox. And if you look 

up at the ribbon you’ll see that I now have a Drawing Tools Format tab. And if I click on that I 

can format this textbox with the words Best Practices Analyzer in it. So for instance, I could 

change the shape fill. Now at the moment the selected shape fill is a theme color. It’s that one, 

Red Accent 5 Lighter 40%. If I went for, for example, no fill then you can see that that textbox 

now has no fill. If I wanted a completely different fill I could choose from theme colors or 

standard colors. Let’s choose that theme color. And I’ve got a completely different colored fill. 

Whereas for the text itself if I select the text and look at Text Fill I could choose a different fill 

color for the text fill. So what about that theme color, Red Accent 5 Lighter 40%? And that gives 

me a completely different fill color on the text itself.  

And don’t forget of course that I have a contextual menu available here. So if I right click one of 

the options is Paragraph and I could set the alignment to the paragraph to centered, click on Ok 

and now the text is centered within the heading.  

So just bear all that in mind. If you need to put a textbox onto a report to explain something you 

can go to the Report Tools Design tab, do Insert Textbox. Having drawn the textbox you can 

then format it in any of those ways.  

So that’s textboxes. Let’s look at a couple of the other elements on this report. We’re going to be 

looking at these in a lot more detail over the coming sections but let’s say look at this element 

here which is actually a chart. And when I select it I get Chart Tools contextual tabs. There’s 

Design and Format. And I also get on the right a panel, a field list panel. And that field list panel 

not only lets me choose the fields that are shown in this chart but it also lets me apply things like 

filters, groups, outline levels, and sorts. Now Sort, Filter, Group, and Outline are all concepts that 

you should be pretty familiar with. And so basically what you can do is to select the data that you 

want to show in this chart. Note that the field list lets you choose between task data and resource 

data. And having chosen the task or resource fields that you want using this tree structure here 

and having applied any filters, any grouping, any sorting and selected the outline level that you 

require you then go to the Design tab in the Chart Tools and the Format tab in the Chart Tools to 
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actually display that information in whatever way you want to using whichever chart tool you’ve 

selected to use. Now in this case if I go back to Design this is actually done as a column chart. 

But I have familiar tools such as Add Chart Element, Quick Layout and Change Colors whereby 

I can highly format my selected chart type or indeed change the chart type from a column chart 

which is what it’s set to at the moment to one of the other suitable and available chart types. 

Now at the moment there’s no chart shown if I have tasks selected. But if I plot this against 

resources you can see columns for a number of the resources in this project. 

Now the other chart there on the right, the Unassigned Work Chart, exactly the same sort of 

principles apply. So you can select the data, you can work on the design and the formatting of the 

chart as well.  

Now in the lower part of this report we actually have a couple of tables. And if I click in one of 

the tables instead of Chart Tools I get Table Tools. There’s a Design tab and a Layout tab. And 

again on the right I have a field list where I can choose task fields or resource fields. And then I 

also have filtering, grouping, outlining, and sorting facilities as well. So I really can highly 

customize this report. 

So in the next couple of sections we’re going to do some work on creating and customizing 

reports using all of these facilities. And you should get to the point where you can produce 

highly customized and appropriate reports that will cover any of the requirements you have in 

Project 2016.  

But that’s it for this section. I’ll see you in the next one. 
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Video: Creating and Customizing Reports – Part 1 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section we’re going to look in more detail at customizing reports. And in order to do this 

I’m going to customize one of the most commonly used reports in Project 2016.  

Now if you’ve used an earlier version of Project you may be very familiar with the Project 

Overview. And in versions before Project 2013 the Project Overview looks very different to the 

way that it looks now. The one big advantage of the modern approach to a Project Overview is 

that it can be highly customized to suit your specific requirements.  

Now we’re using version 11 of the website project here and I’m going to go to the Report tab, go 

to the Dashboards and click on Project Overview. Now depending on themes, styling, etcetera 

your Project Overview may not look quite the same as mine but don’t worry about that because 

that won’t significantly change what we’re covering in this section for you. 

Now one thing you’ll note here is that I have got page breaks switched on. And I usually work 

with page breaks switched on. It’s not a completely foolproof way of judging how big a report is 

going to be because whereas some things, for example the width of that textbox are going to be 

of a fixed size other things such as the height of a table may vary depending on how many rows 

are in the table at any particular point that you create a version of a report. But I do tend to keep 

the page break markers on myself and that usually helps me at least with the width of a report. 

So let’s look now at the elements of this particular report. In the previous section I discussed the 

heading and once again here if I click within Project Overview you can see that it’s a textbox 

with the word Project Overview in it. You can also see that because of the way this Project 

Overview is made it’s actually rather carelessly put together because the textbox containing the 

word Project Overview is actually overlapping the text above the column chart on the right there. 

Now of course you don’t really see this because the textbox doesn’t have a border and the 

textbox itself is transparent. But sometimes when you do this kind of thing and particularly if for 

example the text in that textbox might be variable you could run into trouble. So I do tend to try 

to make sure that there isn’t really any possibility of the elements in my report running over each 

other.  

Now we’re looking here at the Project Overview. The first thing I’m going to do is to save this as 

my copy of a Project Overview. So I go to Manage, click on Rename Report, call it TA Project 

Overview. And in doing that I’ve now actually got two versions of the Project Overview. I’ve 

got the original version, Project Overview, and TA Project Overview is the one that I’m going to 

be working on. 

So the first change that I’m going to make to the Project Overview is to change the width of that 

textbox. Now it’s only ever going to say Project Overview so I don’t need to worry about any 
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variability in the size of the text. Obviously if I made the font bigger at some later point in time I 

may need to change this but for the moment that’s going to do the job for me. I’m also going to 

click in there, right click, click on Paragraph and center the text in the textbox. Now at the 

moment I’m not going to do any other stylistic changes to that heading. So click on OK and 

that’s my first change made. 

Now the next item in the report says Monday, Feb 1, ‘16, Thursday Oct 27, ‘16. And these 

currently are the start and finish dates of this project. Now although that looks straightforward 

enough if you think about how those dates managed to get there you may wonder just how you 

find for a report the start and finish dates of the project. You may also be wondering how they 

are presented in the way that they are in this report.  

Now if I click say in the finish date somewhere, and this is usually the way to find out how 

something is working, you will see how that particular element of the report is implemented 

because it’s implemented as a table. And the way that you can tell that is by looking up at the 

ribbon and seeing that when I clicked in there the Table Tools were actually enabled. So in terms 

of how that finish date is actually presented it’s in a table. If I click in the start date that’s in a 

table as well. They’re not actually in the same table. And in fact if you click you can see that 

they overlap with each other. But one important feature of how they’re done here is that by 

putting them in a table you have access to field values. And the particular task that enables you 

to find the start and finish date of a project is the Project Summary Task. So if you look over at 

Field List on the right, let me just make this a little bit wider, and look down at Outline Level the 

level we’re looking at in the Table Element on the right there, the one that currently contains 

Thursday, October the 27th 2016. The outline level is Project Summary Level. And for the 

Project Summary Task which is the only task at the Project Summary Level the field that is 

selected is the finish date. So basically we have a table with a single field value for a single task. 

The single task is the Project Summary Task and the single field value is the finish date. And 

basically that explains also where Monday, February the 1st 2016 comes from because again 

we’ll be using the Project Summary Task but this time that will use the start date. 

So these two little tables are not very well set up because apart from the fact that they crash into 

each other the one on the left with the start date seems to have the text left justified, the one on 

the right with the finish date also seems to have the text left justified which doesn’t really make 

any sense because you really want the first one left justified and the right one right justified. And 

in fact it’d be nice to have like a little dash between them or something like that. 

So first of all I’m going to move the right hand table right. Make sure it’s selected, continuous 

border around it and then use the right arrow on the keyboard to move it over. Now at this stage 

I’m definitely not going to worry about making all of this align very exactly. I’m just trying to 

get the overall content and the overall layout correct. There’s no point in going for absolute 

accuracy until I’m sure that I’ve got all of the basic elements of the report in place. 
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So let me change the alignment on that right hand table, the one with the finish date in it, to be 

right aligned. So that’s straightforward enough. Go into the Table Tools Layout Tab, click on 

Right Alignment and that’s now right aligned. I also don’t actually need that to be quite as wide 

as that. I need to allow for, for instance a wider day, Wed, W-E-D, is going to take up more 

space than Thur. And then let’s go to the start date. No maybe that’s about right. And now what 

I’m going to do is to insert a dash between them. 

So Report Tools Design and I’m just going to insert a textbox. Draw it in here for the moment. 

And I’m just going to put a dash in there and I’m going to center align it in that box. And again I 

won’t worry about too much else about that in terms of more exactly aligning it for the moment. 

Maybe come back to that later. 

Something else you will notice here is that the start and finish dates for the project to the left and 

right of our new textbox have a gray font, the text is a lighter color than say in Project Overview 

above. If I just click into one of those tables now and click the Design tab and click on the 

launcher at the bottom right hand corner of WordArt Styles it brings up a Format Shape panel on 

the right. And at the moment text options are selected. And here I can format the text. Click here 

on the Text fill and outline and look at text fill. Bear in mind that text fill is the color of the text 

itself rather than any outline that may be visible on the text. You’ll see it’s solid fill and the 

color, if I click on the dropdown on the right here is that sort of middle gray on the left there. It’s 

White, background one, darker 25%. That is why that text is that color. If I clicked inside the 

Project Overview textbox, looked in the same place I would see that the color there is that one 

which is Black, text one, lighter 35%. Very much darker gray. So let’s change the color of that 

dash. If I click within the textbox with the dash in it, hold the Shift key down and move the 

cursor right to make sure I have the dash selected, go over to the Format Shape panel, make sure 

I’ve still got text fill solid fill. Now click on the Color dropdown and choose White, background 

one, darker 25%. Although it will be very difficult for you to see at the moment the color of the 

dash is now the same color as the text either side. Now of course I might decide to make the text 

a lot bigger and make it a bit more obvious later on and then it would be easier to see that color. 

But you can see there how to change the formatting of text in a textbox. 

So let’s move onto the next element of this report and not all tables have a single cell, a single 

row and a single column. And the next element is indeed also a table but this table has two rows 

and one of the rows, the top row, is in effect a heading. It says Percent Complete. And the second 

row is not a heading. This one has percent complete for the whole project and therefore as you 

probably work out by now the outline level selected is Project Summary Level. There is only one 

task at that level, the Project Summary Task, and the particular field we’re displaying here is the 

Percent Complete field. 

So first of all with that table selected let’s go into the Design tab in the Table Tools and you can 

see how we achieve a header row because in the group on the left, Table Style Options, the 

Header Row checkbox is checked. Whereas if I go to one of the tables that we looked at earlier 
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on such as the one there with the finish date in for example header row is not checked. Note also 

on that Design tab how you can choose a table style. So here if I click back in the Percent 

Complete table I could choose a different style very easily from those that are available.  

Now the other particular thing I want to do there is to make the table a little bit more compatible 

with the widths of the other objects around it. I’m slightly tempted to center the heading and the 

percentage but I’ll leave those for the moment. 

Now as we carry on moving down that first column of the report hopefully you’ll start to 

recognize things now. So for instance if I click in the table down there you can certainly see that 

it’s a table. You can certainly see, I hope, that it must have the Header Row checkbox checked 

there. You can see the table style. I want to make it a bit more of the style of the one further up. 

A little bit more of that sort of orangey color. And you can also see that this time I’m not looking 

at the Project Summary Task. I’m looking at a very specific selection of tasks. Now for each of 

those tasks what I have displayed is the name, note the checkbox there, and the finish date, note 

the checkbox there. And of course name and finish are my headings. Above the table what I’ve 

got here is another textbox and it’s another textbox that’s a little bit wider than it needs to be so 

let’s just change that now. 

So the question here is what is selecting these specific tasks? Well if you look at the text above 

it, Milestones Due, Milestones that are coming soon. There is some sort of filter in force that is 

causing those tasks to be selected. And the filter that is in force is this one, the upcoming 

milestones filter. So the question is what does the upcoming milestones filter actually do? And 

that’s a question I’m going to leave you with. This not an exercise. It’s the end of this section. I 

want you to find out what the upcoming milestones filter does in Project 2016 in your 

installation, bearing in mind of course that somebody may have changed it. 

And that’s the point at which we’re going to continue at the next section. I’ll see you then. 
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Video: Creating and Customizing Reports – Part 2 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

We’re currently looking at reporting in Project 2016 and in the previous section we started to 

customize the Project Overview Report or rather a copy of the Project Overview Report. And I 

left you with something to check at the end of the preceding section and that was what the filter 

upcoming milestones actually does because that’s the filter that drives the table on the lower left 

there, the Milestones Due table. 

Now you can’t actually see directly from here what a filter does but if you go back to Gantt 

Chart view, for example, and go to the View tab, go to Filters, More Filters, and go down to 

Upcoming Milestones, click on Edit, you can see that filter. And the filter is made up of two 

conditions. First of all Milestone equals Yes and secondly Percent Work Complete isn’t 100%. 

So we're looking for incomplete milestones. 

Now when it says Upcoming that doesn’t mean within a certain period of time. That just means 

any incomplete milestone. So we see all non-completed milestones in this particular report.  

Now during the balance of the course we’re going to be looking at a number of different reports 

and it’s sometimes useful just to be able to go back like this and check, for example, what a 

particular filter does or maybe how a particular custom grouping works. 

Let’s now turn our attention to the other table, the Late Tasks table. As soon as I click into that 

table you see the Field List appear. Note that if at any time you don’t see the field list and 

perhaps you’ve accidently or intentionally closed it you can show it again, for instance, from the 

Table Tools Design tab. You just click on Table Data. It’s currently selected which means that 

the field list is shown. I can un-show it and show it like that. Having said that you’ll not only be 

able to show it and use it when it can be used. So when you are say working on the data in a table 

or a chart. If you just had, for example, the cursor in the header here which is a textbox there are 

no fields there and therefore you cannot select fields for that particular element in the chart. 

Now in the case of the table on the right we have six fields instead of just two as we have in 

Milestones Due. And underneath the tree view where we select the fields for a table or indeed for 

a chart as we’ll see in a little while you can see that list of fields. As you select and deselect 

fields they appear within this list. You can also use this list to change the sequence. So for 

instance, if in that table I wanted Duration immediately after Name I could click on Duration 

there and drag it up to be just after Name and that would change the sequence of columns in the 

table. Similarly if I didn’t want to see Duration anymore if I right click on it on that list one of 

the options is Remove Field. And Project 2016 removes that field from the table and of course 

adjust the column widths in the table to use the now available space. If I wanted to switch 

Duration back on again I can scroll down to find it in the list of fields, select Duration and it’s 
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back again. It appears there in the final column. So if I wanted to put it back in its earlier position 

I can just drag it back to there. 

So working on that principle if I went back to the table that contains the percent complete and 

decided that what I really want to show in my Project Overview is not just percent complete but 

also the percentage of work that’s complete because percent complete refers to the amount of 

time that’s complete. If I go to the Field List, check Percent Work Complete as well I have a 

second column in that table. It makes my Project Overview just that little bit more informative.  

Now the fact that I’ve used 56% of the time to do 43% of the work doesn’t necessarily mean that 

I’m behind schedule because the work may not be evenly distributed over the time. But those 

two figures together can often give a quite important message. 

Now in this particular table we concentrated on looking at the data in the table. Of course there 

are design elements to this table as well. We probably want to change its style to look like the 

other tables to some extent. But apart from the styling which we’re really going to concentrate on 

in the next section, if when you’re working on a table you go to the Layout tab in Table Tools 

there are a number of things that you can do there. For instance, if I select the Late Tasks table, 

in the Table Size group there’s an option to set the width of the table. So if I wanted to adjust this 

using actual measurements rather than dragging the edges of the table to visually resize the table 

I can set the actual measurements using the rollers there for width and height. I can also go in 

and set the widths of individual columns. So looking at this particular example I definitely could 

do with a little bit more space for resource names. So why don’t I make one or two of the other 

columns a little bit narrower? Say Percent Complete could go a little bit narrower. If I click in 

the Percent Complete header there is a Cell Size group. And within that I can set the width and 

height of individual cells, whichever is the currently selected cell. I also have a couple of buttons 

here to distribute the widths and heights of columns, distribute columns, distribute rows evenly. 

So let’s reduce the width of that a little bit. You notice that the heading text starts to turn at that 

point, which is not so good. You can in fact change text direction if you start to get that sort of 

problem. So with that Percent Complete header still selected I could turn it. So rotate all text 

270o. That would turn the text in the header. And if I then made the header row taller I could 

adjust it so that you could read Percent Complete fully there. So once again let me make sure I’m 

clicked back in that column and let me make the width a little bit less still. And then I could go 

back to the Resource Names column, reset the width of the Resource Names column, allow a bit 

more space for that and the whole table could be made just a little bit wider to use up some of the 

space that I’ve saved. 

So you can use the Layout tab and a judicious amount of dragging on row heights and column 

widths to achieve a better layout for any table as well. 

So we’ve looked at how to choose what data is shown in a table and how to change the layout of 

a table and we’re going to concentrate on design elements in a bit more detail in the next section. 
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For the balance of this section I’m going to turn our attention to charts because much of what 

you’ve learned about tables will apply to charts as well but there are a couple of added features 

that I need to explain as well.  

So let’s take a look at the Percent Complete chart up here. And the first thing to note when I 

click on it is that by now you should be able to look at the field list on the right and just assess 

how the contents of this chart are put together. 

So the first thing to look at at the bottom of the field list pane is the filter. This is showing active 

tasks. There’s no grouping but we’re showing Outline Level 1. So these are in effect the top level 

tasks. Often they’re summary tasks but not necessarily. Just whatever is at the level below 

Project Summary. Also note that there’s no sorting applied here. So normally they would just be 

sorted by default, by ID. And looking at the field list pane again as you can see we are showing 

just Percent Complete. 

Now with the particular type of chart that we have here it really is only appropriate to have a 

single field because with this column chart the value in that field determines the height of the 

column. You can of course have different types of column chart and we’ll be looking at those 

later on where there may be more than one column for each value on the horizontal axis. But 

we’ll come to that a little bit later on. 

The other aspect of this chart though is what is happening on the horizontal axis.  

Now the variable that’s represented on the horizontal axis is normally referred to as the category 

variable in Project 2016 charting. And above the field list you have something that you don’t get 

when you’re looking at selecting data for a table and that is you get a dropdown to select 

category. Now what categories are available will very much depend on the type of chart. But at 

the moment if I click on the dropdown one of the options available to me is Name. That’s Task 

Name and of course that’s the one that’s selected at the moment. If instead I selected ID you 

would see the same information but on the horizontal axis you can see the IDs of those level one 

tasks that are shown in this chart. So let me go back to Name.  

And regarding the chart itself, you can see now basically what data is shown and we’re going to 

talk about the type of chart in a little bit more detail in a moment. But within the chart there are a 

number of selections that you can make. The chart itself is actually made up of a number of 

elements and we’ll talk about formatting and design in relation to those again a little bit later. But 

for example, what we have here is the vertical axis and the labeling on the vertical axis. What we 

have here is the horizontal axis. Each of these is an individual bar and we can format individual 

bars.  

But what I want to concentrate on first here are these three buttons on the right here because 

these are some of the quickest and easiest tools that enable you to change certain elements of the 
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chart as to whether they’re shown or not. You can change some styling of the chart, although we 

are going to concentrate on that in the next section. And you can also apply filters to the chart. 

So let’s start with that first button, this one whose screen tip is Chart Elements. 

With this you can determine what’s shown as part of the chart. Now this is a great one for you to 

experiment with yourself. You don’t need me to go through all of this. Just try it out yourself. 

For instance, if I wanted to show a data table. If I check Data Table watch what happens. I now 

have a little table of data underneath. And it actually gives me the numerical values that each of 

the column heights represents. To remove the data table again I just uncheck it. Maybe I’d like a 

legend. And the legend appears on the right. Now in this case we only have a single bar so the 

legend is very simple and that is that the color of the bar represents percent complete.  

Try each of those out yourself and just get used to what each of those chart elements is. 

Now the next option, the one that’s like a little brush gives me access to the Style and Color 

options. I am going to concentrate on style in the next section as I mentioned earlier. I’m just 

going to bring this up now. I should warn you that there seems to be some problem either in 

Project 2016 or in the driver on the PC I’m recording this on that this does flash a little. So I’m 

only going to bring this up very, very briefly and then close it down again. 

If I click on that button, note that the screen tip is Chart Styles, you see a list of the styles and I 

could choose an alternative style if I wanted to such as that one. And then I also have access to 

changing the color scheme. So if I wanted to employ a different color scheme I could maybe 

choose that. Note that it’s pretty straightforward as well of course to resize a chart. If I select this 

chart I can actually pull it over say to be a similar width to the width of the table beneath it. 

And the third option there is the Filter option. That lets me filter either series, so basically the 

series are the vertical values. Now in this case I’m only showing a single series, that’s Percent 

Complete. In a chart where I maybe was showing two, three, four, or more vertical values, so 

some sort of clustered column chart for example, I could select which of the vertical values I 

wanted to show at any time. And similarly with the categories, so this is the horizontal 

categories, at the moment I’ve got them all selected. Let me deselect all. Let’s suppose I only 

wanted to show Requirements and Testing. I could check those two, click on Apply and then I 

would only see those two in my chart. Let me go back to selecting all again. Click on Apply and 

I’m back to showing all of them. 

So we’ve covered most aspects of how to get the data that you need into a report. We’ve looked 

at quite a few aspects of formatting. We’ve looked at design a little as well. In the next section 

we’re going to fill in a few gaps in relation to design and formatting and look at some additional 

general points in relation to reporting. 

But that’s it for this section. I’ll see you in the next one. 
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Video: Creating and Customizing Reports – Part 3 

Toby: Hello again and welcome back to our course on Project 2016 Advanced.  

In the last few sections we’ve been looking at reporting and we’ve covered a lot of material on 

how to get the data you need into a report, quite a bit about formatting and laying out reports, but 

I’ve only briefly mentioned two or three aspects of design and styling. But in this section I’d like 

to cover a couple of things in quite a bit more detail. And in the first instance what I’d like to do 

is to make this custom project overview a little bit more consistent and a little bit more 

impressive looking as well. 

Now earlier on in the course I mentioned Themes. And the use of themes has become pretty 

consistent across all of the components of Microsoft Office. This means that if you’re working 

say on a project and you’re using Microsoft Project for your project scheduling, etcetera you may 

also be using Microsoft Word to produce documents, maybe you’re summarizing or keeping 

your project accounts using Microsoft Excel. Well you can put together whole sets of documents 

using those components of the Office Suite using the same thing and this in turn will give you 

the same colors, the same fonts and so on. Or I should say that it can give you those. You could 

always sort of make exceptions to the themes and styles that you’re using in any of those Office 

components. 

So the first thing I’m going to do is to adopt a theme for my Project Overview. And in order to 

do that on the Report Tools Design tab I’m going to go to Themes. When you select a theme then 

by default you get colors, fonts and effects that go with that theme. If you want to change a 

theme so that perhaps you start with a standard theme but then decide you want to use different 

fonts you can actually create your own theme and save it as a theme for future use. I have a 

theme here that I’ve created some time ago. It’s called TA Theme and I use TA Theme for quite 

a few of my projects. Now you won’t have TA Theme or at least you probably won’t have TA 

Theme but if I apply TA Theme then what happens is that that theme is applied to this report. 

Let’s try a different theme. Let’s try Facet. Now when I apply the Facet theme the colors are 

different, the fonts are different, most things are different. Not everything but most things are 

different. And you may wonder why the objects are now say colored in the way that they are or 

why the text in particular locations is using particular fonts. Well bearing in mind that we’ve 

applied the Facet theme and if I click there you can see that Facet is highlighted, if I go to the 

Colors dropdown and go down to the bottom where it says Customize Colors the default colors 

that are used with the Facet theme are shown here. Now you have four text background colors. 

You have six colors, Accent 1, Accent 2, Accent 3, etcetera. You have a color for hyperlinks and 

a color for followed hyperlinks. Now everything in this report will normally be using one of 

those theme colors. So bearing in mind those twelve colors let me just cancel that and go to this 

table, the Late Tasks table, and having clicked in the Resource Names header cell I’m going to 

right click and up here on the mini toolbar one of the options is Shape Fill. Now if I go to Shape 
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Fill and look at the theme colors you’ll see the one that’s currently applied is this one and it’s 

Gold Accent 3. So that means that the element that I’ve currently got selected, that is this cell in 

the table, is using as its background color, its fill color, Accent 3. If I move to the one on its left, 

the one on its left you won’t be surprised to learn is Accent 2. And in fact it goes Accent 1 and 

then through the text and background colors. Let me go back to that one, Accent 2. If I select 

Accent 2 then for only that header cell I’ve applied the color Accent 2. And you should see that 

that color is the same color that’s used in the table towards the top left.  

Now we come to a very important point. If when you are putting together a report, customizing a 

report, and you’re choosing colors and fonts and so on or when you’re working with one of the 

standard reports such as the Project Overview all the time that the theme colors and theme fonts 

and theme effects are being used if you change theme then all of the elements that use the theme 

colors, theme fonts and theme effects will be changed as well. Let me now click on the Name 

header in the same table. I’m going to right click, go up to the Shape Fill and this time I’m going 

to use a standard color. I’m going to use that red color. Now that is not a theme color. Watch 

what happens now if I change the theme. Let’s suppose I change it to Badge. Now notice that 

everything that uses theme colors, in fact everything that uses theme fonts, I could do the same 

demonstration using fonts, everything’s changed except the one thing that doesn’t use a theme 

color. And the use of that non-theme color there means that that won’t change if I change theme. 

So that’s possibly the most essential thing to remember about the use of themes, styles, colors, 

fonts, etcetera. I generally stick to using a theme. I may customize a theme, save my own as I did 

with TA Theme, but generally speaking once I’ve done that I stick to using theme colors, 

etcetera. 

Now what I’m going to do is to put that back to using the Facet theme and what I’m going to do 

now is to change the Facet theme. And what I’m going to do is to change the colors. Now if I 

bring up this Customize Colors dialog again, the one that you saw just now, let me just explain a 

little bit more about this. You can see there the twelve theme colors. And how they’re used is 

shown in the samples on the right. And what these samples show you are previews of how these 

particular theme colors look together. So as an example you see you’ve got a little histogram 

there with six of the colors used in it. You’ve got another histogram here. In one case you’ve got 

a white outline on the bars of the histogram. In the other case you’ve got a dark outline on the 

bars of the histogram. So this is basically your preview facility.  

Now let’s suppose that I decide that I’m going to change Accent 2. And I’m going to change 

Accent 2 to be that red color. Now this will look completely out of place, I know, but Accent 2 is 

now that red color. And what I’ve done here is effectively to create a custom set of colors. And I 

can either give that custom set my own name down there, note the default is Custom 3. I’m going 

to call it TA Custom 1, I think. And I can save that as my current color scheme. Watch what 

happens. Everything that was formatted to use Accent 2 is still using Accent 2 but Accent 2 is 

now that red color. However, it’s still the case that only that one cell heading, the one for Name 
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in the Late Tasks table is using a standard color. Now what do you think would happen now if I 

changed theme? What if I changed to the Badge theme now? Now basically I’m still using theme 

colors and therefore when I change back to the Badge theme although I’ve created that custom 

color set when I switch to the new theme, i.e., the Badge theme, I still maintained the consistency 

of coloring throughout the document but with that one exception. 

So let me now go back to Facet and of course I’ve now applied the Facet theme which doesn’t 

currently have that new color scheme in it. If on the other hand I click on Colors, find my custom 

color set here. That’s TA Custom 1. If I wanted to save the current theme, that is the Facet theme 

but with TA Colors 1 applied all I would need to do now is click on Themes, Save current theme 

and then give that theme a name. Note that the one theme I have so far is TA Theme. There it is. 

Themes are stored in a THMX file. So I would create a new name, say TA Theme 1 and save my 

theme with that name and that would basically be the Facet theme but with a different color set 

in use. Now on this occasion I’m not going to save a custom theme. And in fact I’m going to 

revert back to the default Facet theme. I’m even going to change that color there back to using 

the theme color. 

Now exactly the same principle applies to fonts. If you go to the Fonts dropdown here, go to 

Customize Fonts. You can see the fonts that are used with the Facet theme for heading and body 

fonts with samples on the right. And if you would like to use different fonts, you can select 

different fonts. And if you want to save this font set as a custom font set and then possibly save 

the whole theme with your new custom font set you can do that as well. So in that way you can 

customize the themes, the colors, the fonts, etcetera. 

Now I’m not actually going to do anymore of that at the moment. But I think it’s important that 

you understand that because as you start to produce your own reports in particular you should 

certainly take a look at which themes you want to use and you may well decide that you need to 

create a custom theme. Hopefully you’ve now got enough information there to set about creating 

a custom theme if you need one. 

So I’m back to Facet but what I want to do now is to just align the styling of some these elements 

to make it all quite a bit more consistent. So for instance, if I go down to the Late Tasks table 

which quite frankly now is a bit of a mess, what I’m going to do first of all is to change the style 

of the table. So I’m going to go to the Table Tools Design tab, click on the Styles dropdown and 

I’m going to choose a style from the Best Match For Document range up here. Here’s one, 

Theme Style 2, Accent 2. So that uses quite a bit of Accent 2. That makes that particular table 

much more consistent with the table at the top left there.  

Notice that in the table in the top left I have a mixture of black and white font. I’m going to 

change that 56% there, font being white. So right click on the selection, go to Font, change the 

color. Theme colors are there of course. I’ve got that gray 25% background 2 or I’ve got White 

background 1 for the font for this theme. So I’m going to go with that option. That looks better.  
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And what about aligning the Project Overview heading itself? If I click in the textbox and go to 

Drawing Tools Format. If I go to Shape Styles I should be able to find a style which has got that 

same range of green backgrounds with white text. So something like that one, Dark Green 

Accent 2. And again at some point I formatted the font to be black. So I’m going to click in 

within there, select the font, right click, click on Font, make that white as well.  

And then one other thing about the text within the textbox is the vertical alignment is somewhat 

off. If I click outside you can see that it’s somewhat pushed towards the bottom. And to fix that 

all I need to do is to right click in the textbox, click on Format Shape. That brings up that Format 

Shape panel. Go to Text Options because it’s the text we need to do something to not the shape. 

Then go to the textbox control here, that little icon with the paragraph with the A in it. And one 

of the options there is vertical alignment. It’s currently set to top even though it probably doesn’t 

look that way. But if we middle align it that should sort things out. And there we are. That’s 

much better as well. 

So there we are. There may be plenty more that I’d want to do to this report but at least now it 

has a high level of consistency. I’ve got a mixture of black and white text but it’s mixed in a 

consistent way or a relatively consistent way anyway. Perhaps the only other thing that I might 

do is to change this other table to that style as well. And then I think I’d leave my custom Project 

Overview at that point. 

That’s the end of this section. Please join me in the next one. 
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Video: Creating and Customizing Reports – Part 4 

Toby: Welcome back to our course on Project 2016 Advanced. 

In the last few sections we’ve been looking at customizing reports in Project 2016. In the 

preceding section we spent quite a bit of time looking at the use of themes and colors and fonts 

and how to customize those and very necessary save custom versions of themes and colors and 

fonts. 

One thing that I didn’t cover was the use of effects and I’ve saved that just for a quick 

demonstration at the beginning of this section because in this section we are going to continue to 

look at the design elements of Project 2016 Reports but we’re particularly going to look at 

creating new reports and adding the kind of elements to reports that we haven’t really added so 

far. So first of all let’s look at effects. 

Now I have here the custom version of the Project Overview. And if I go to the Themes group on 

the Report Tool Design tab and look at the Effects dropdown one of the available effects is Top 

Shadow. Let’s apply Top Shadow effect here. Now what you should have noticed, it’s not that 

easy to notice but you should be able to is that for each of the tables and for the heading textbox 

a shadow appeared on the left and at the top to give that effect of the element standing out from 

the page. A bit of a 3-D effects to the report. It’s quite a common way of making a report look 

more attractive and have a little bit more of an impact. 

Now there are quite a few effects that you can apply. So for instance another one I like is Grunge 

which makes it look as though it’s all been perhaps etched out on a bit of a dirty green board or 

something like that. But when you apply effects as with applying colors and fonts they are not 

saved with the currently used theme. So if you wanted to make an effect part of the theme that 

you’re using perhaps in other reports or in other projects you’d need to save a custom theme with 

this effect already applied. So you’d apply the effect, go to the Themes group, click on the 

dropdown at the bottom of Themes. Let’s do that now. Let’s save the current theme. And let’s 

save it as TA and that’s my theme saved. Now let me change this report completely. Let’s go to 

the Effects. Let’s remove the Grunge theme altogether. Let’s go back to Top Shadow and let’s 

apply a different theme. Let’s go to, let’s go to Badge again. So that’s Badge, Glossy. There we 

are. So that’s Badge with Glossy. But if I now go up to Themes and choose TA Facet Grunge I 

get the Facet and the Grunge. 

So the next thing to do is to look at how to create your own report.  

Now we did briefly look at this earlier on. If you go to the Report tab one of the options there is 

New Report. And as a starting point you can choose a blank report, a chart or a table. You also 

have the option of a comparison that we’re going to look at later on. 
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Now really unless you definitely know that the first thing you’re going to do is add a chart or a 

table there really isn’t any difference between the other options because if you say start with a 

blank report you then just insert the charts and tables and textboxes and so on that you want. The 

only advantage say of starting with chart is that the first element for your report is already there. 

So let’s do that on this occasion. Let’s say I’m going to create TA Test Report 1 and that will be 

created with a single chart in it. Now by default it’s given a textbox title, TA Test Report 1 with 

the name of the report in it and a chart is drawn. Now of course I can delete that chart, I can add 

tables, I can add textboxes, I can move everything around. I can do anything I want to that and of 

course there’s no need really for me to worry too much about explaining what to do with this 

chart because I’ve explained most of it already.  

You may be a little bit surprised to see some column charts there with three different colored 

columns but we’re going to look at some of these variance of charts in the next section when we 

start looking at targeted reports. For the moment the important thing to say is that if you go up to 

the Chart Tools Design tab and click on Change Chart Type you’ll find that the particular type of 

column we’ve got here is a clustered column. And the Change Chart Type dialog gives us the 

chart types in this list on the left. Having selected one here, column, you can then look at various 

other options. Stacked column, 100% stacked column, 3-D clustered column, and so on. And as 

you select each of those a little preview appears in this box below. But as I say I’m not too 

worried about the chart types at the moment. The main thing is you know how to get one in 

there. 

You also know how to attach the data because you’ve got, as you expect, Filter, Group By, 

Outline, Level, Sort By, and then you’ve got the facility here to select the fields to include in 

your chart. So that’s absolutely straightforward. You might also want to change the textbox here 

which holds the title of this report. But let’s look at one or two of the things that we haven’t 

added to a report so far.  

And one of the first things that I want to look at is adding an image to the report. 

On the Report Tools Design tab go to the Insert group and select Insert Images. Here I browse to 

the folder containing the image I want. This image is a PNG format image. Note that Project 

2016 will accept images in a number of formats. You can see the list of formats there. One of 

them is PNG. Click on Insert and the image is inserted. Now once the image is inserted if I select 

it and right click one of the options is Format Picture. And there is a specific panel for formatting 

a picture.  

Now we select the particular options for formatting that we want using one of these icons. So this 

one is Fill and Line. This one is Shadow, Reflection, Glow, other effects. We’ve got one for Size 

and Position. And then we’ve got one to actually do picture corrections. If you, for instance, are 

inserting a photographic image you could use the options here to do corrections to the picture 

such as sharpening, softening, brightness, contrast, etcetera. You can adapt the picture color. So 
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you can do things like change the saturation of the color. You can also crop the picture if you 

need to. So there are quite a few options here.  

Now you may think, “Well why would I want to include a picture in a Project 2016 report?” It 

could be as simple as a logo or some sort of company heading that goes onto all of the reports 

that you produce as part of your work. But you could also be perhaps showing a picture of work 

in progress. Perhaps if you’re working on building a house you may want to include a 

photograph of where you’ve got to at the moment and then your report can actually give details 

on the progress in a more precise and sort of scientific way. All I’ve got here is the Simon Sez IT 

logo so I’m going to move it up there.  

I can change the size using the Size options here of course. But as you can tell from the handles I 

can also do that by resizing.  

Now in the reports that we looked at earlier on generally speaking all of the elements were 

separate. But you may find sometimes, particularly if you are producing reports that are a little 

bit more sort of presentational in style that you may have elements overlapping such as here 

where the Simon Sez IT logo is overlapping that chart. Now if I move Simon just out of the way 

so that you can see all the numbers on that vertical scale it’s very important that you can control 

the third dimension when you are dealing with a report with multiple elements. What I mean by 

that is at the moment the logo is in front of the chart. But if with the logo selected I go up to the 

Arrange group on the Picture Tools Format tab one of the options I’ve got is to send the selected 

element back one step. Watch what happens if I do that. There’s no visible sign but actually all 

that’s happened is that it has gone behind the heading. Let me send it backwards one more time. 

Now it’s behind the chart which as you can see definitely doesn’t look right.  

If you look at the bottom of the Send Backward button there I’ve got Send Backward which 

sends it back one step and Sent to Back which sends it back right back to the back of all of the 

elements on the page. There’s a Bring Forward button and the bottom of the Bring Forward is 

Bring Forward and Bring to Front. If what I really want is for the logo to be up front I click on 

Bring to Front.  

Something else that I might want to insert in a report is a shape. And again there could be a 

number of reasons for this. Let’s choose an arrow shape. Let me find a suitable arrow. Let me 

draw that arrow. Having selected the arrow I want I get a cross cursor and I can draw the arrow 

on the page. I can use the mouse to stretch it to whatever size I want. I get a Format Shape panel 

again. That’s appropriate to the shape that I’ve drawn. One of the options is a fill. And I can fill 

with a theme color. So why don’t I fill with Accent 2 and for this new report why don’t I apply a 

theme of my Facet theme. The normal Facet will do but let’s try my Facet theme and see what 

happens. And there you can see those familiar Facet colors. 
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Note again that you may well want to adjust the position of the arrow in terms of how far 

forwards or backwards it is. And of course when I click away from the arrow I don’t see the 

border there. 

So hopefully you’ve started to get some ideas of the other types of element that we might include 

in a report but I’ve got a couple of other things just to mention here to finish off this section. One 

of them is that when you are working on a report from scratch you don’t have the advantage that 

you can assume that to some extent it’s already sensible. So if I click on Page Breaks here, for 

example, you may well find that the page breaks are in totally unsuitable positions. So as you can 

see here this particular report, this vertical dashed line here which is a page break you can see it 

will totally unnecessarily span two pages. So I might choose to select all of the objects that are 

currently in the report and then press the left arrow to move them over to fit them into a page. 

And then if, for example, if I wanted to insert a table in here as well, let me click on Table. I get 

a default table. It has default design. Four fields for each of the tasks. Name, Start, Finish, and 

Percent Complete. And of course you know now how to go in and change the data that’s shown, 

the formatting, etcetera. 

Now I’m sure you won’t be surprised to learn that there are many other aspects of customization 

of reports available. Let me just give you one example, one of many, many examples that I could 

show you. 

Let’s go to the chart here and select one of the columns. Now this column corresponds to one of 

the series within the chart. This is a chart with three different series shown on it, hence the three 

different colored bars for each of the categories. For that series I could use the Format Data 

Series panel on the right to change many, many things about the style of those bars, the gaps 

between the bars, the colors, the actual shapes around the bars, and there are a huge number of 

ways that you can change the formatting of every element of a chart and every element of a 

table. But we should have covered enough now that you can produce pretty smart reports 

including exactly what you want to include. And what I’m going to do in the next section is to go 

through quite a few of the standard reports and just explain what they show and show some of 

the features that are included in them that you should now be able to achieve yourself and you 

should be able to produce reports to show just about anything you need to show with Project 

2016. 

Following that I’m going to set you another exercise and this will be quite a tricky exercise on 

producing your own custom report from scratch. But for now that’s the end of this section. I’ll 

see you in the next one. 
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Video: Targeted Reporting – Part 1 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

I’m spending this section and the next one looking at targeted reporting. And what I mean by that 

is that usually when you are preparing reports you have a specific target in mind. And the target 

is very often a specific audience or in project management terms a specific set of stakeholders. 

Depending on who these stakeholders are they might want to know things like what have we 

achieved on the project so far? Where have we got to? Or in some cases what have we achieved 

recently? What’s happened this week, for example? And they might also ask how do the 

numbers look? How much have we spent so far? How are we doing in terms of how much work 

we’ve done compared to where we should be at the moment? So this is very much a case of 

looking at what’s happened so far and assessing it either in a conceptual kind of way such as 

we’re going pretty well or we’re doing really badly or in a much more detailed way. So for 

instance looking at things like how many tasks that should be finished are not finished and so on. 

Now very often for some stakeholders they’re also interested in what’s going to happen in the 

future. So for instance what’s going to happen next? What are we going to be doing next week? 

How are the numbers looking into the future? How much are we likely to have overspent or 

underspent on the project budget at the end of the project? If we’re going to be a late how late are 

we likely to be?  

Now in addition to these various ways of looking at and reporting on a project we have both the 

task aspect and the resource aspect to look at as well. Now this is one of the reasons why there 

are so many different standard reports in Project 2016. Each of them has a purpose and very 

often when you’re reporting progress you may need to use more than just one report to cover all 

aspects of the reporting that you need to cover. 

What I’m going to do in this section is to introduce you to some of the main reports that are used 

to report some main aspects of project performance and then in doing that I’m also going to look 

at, for example, different types of chart, charts that we haven’t looked at so far and how you put 

those together. 

Now in order to do this I’m using version 14 of the website project. Let’s just take a quick look 

at the project statistics. It’s a project that’s not going particularly well in terms of the fact that, 

I’ll just move that out of the way. You can see that I’ve got tasks such as 10, Analysis and 

Design that should be complete now and isn’t. And I’ve got some other tasks that are run there 

under development that all seem to be running a good few days behind. 

Now having said that, at least in terms of the baseline things are not going that badly. Let me 

click on Statistics here. Project statistics. The current start date is Monday, February 1st 2016, 

finish Thursday, October 27th. In fact the baseline finish date was Monday, October the 31st. So 
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we’re actually ahead of schedule and the variance there as you can see is minus-2.38 days. But of 

course it would be dangerous just to look at the variance figure for the finish date as a good sign. 

It’s important to look at all of the other aspects as well. So for instance the current costs are 

higher than the baseline costs.  

For most of the reports that we’re going to look at but not all of them there is an assumption that 

you have saved a baseline because most of the reports that we’re going to look at involve 

comparing the current schedule with the baseline. 

So let’s start with the types of report that are used for reporting general progress. So go to the 

Report tab, Dashboards and we have Burndown, Cost Overview, Project Overview that we’ve 

already looked at, Upcoming Tasks, and Work Overview. Now in order to illustrate some of the 

main options here let’s look at the Cost Overview Report. 

Now quite a few bits of this you should be absolutely fine to work out for yourself. So for 

instance, what we have here is a table and you should know where the $83,805 figure comes 

from. And you should be able to figure out exactly how to build the table at the bottom on the 

left there, although note that all of the columns in that table relate to cost. So this is a case where 

we have a part of a cost overview report which is purely giving information about cost. 

But what I want to look at are the two charts on the right because both of those have some new 

features and a couple of things that I need to explain. Let’s start with the top one, Progress versus 

Cost. 

Now the first thing to notice about it is that there are two lines in that chart. There is a 

Cumulative Percent Complete line where the values will be in percent. And the one on the right, 

Cumulative Cost, the red line, the values are in dollars. So we actually have two vertical axes. 

Percent Complete on the left, Cumulative Cost on the right. I’ll show you how we achieve that in 

just a moment. 

Note also that on the horizontal axis we have dates. We’ve got a date axis. And notice that the 

dates generated for that axis are a little bit difficult to cope with really. I’m sure they’re right but 

they’re a strange combination of dates.  

So let’s see how we put this particular chart together. 

Well first of all let’s go to the Chart Tools Design tab and see what sort of chart it is. Change 

Chart Type. The type of chart here is a custom combination. And with a custom combination you 

can put two or more charts together on in this case the same set of axes. And the way you do this 

is by having two series. Now one series is cumulative percent complete, the blue one, and one is 

cumulative cost, the red one. And the way that we give the second series its own axis, a 

secondary axis, is by checking that box on the right there. So that’s a custom combination. I 

could if I wanted to have one of them not as a line but as something else. I could, for instance, do 
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it as a column chart. Click on OK and the chart would look like that. You can see the similarity 

now between that and the chart below it. I’ll just change that back to being a line. 

Now when we’re plotting two different measurable variables on the same chart we refer to them 

as series. So this particular chart has two series. And if you click on the Filter button there you 

can control which of the series are shown. So for instance you can say I only want to see the first 

series, the cumulative percent complete series. I could uncheck that one for the moment, Apply 

and I’ll only see that first series. Check it again, Apply, I can see both. 

Another important point here is that if I wanted to remove one of the series I would just deselect 

it from the list of fields on the right. If I wanted to add a third series all I’d need to do is to check 

the field and then although that doesn’t look very impressive you just need to be careful that the 

series you’ve added is referencing the correct axis. Now I’ve included there percent complete. 

That should be using the left hand primary vertical axis as its reference, not the right hand one. If 

I go into Change Chart Type note that it’s currently using the secondary axis. If I change it back 

to use the primary axis then the numbers make sense. Although they only make sense in a certain 

way because of course the other two figures that we’ve got there, the first two series are 

cumulative, and this one, percent complete, is not cumulative. So it doesn’t really help to 

compare that with the other two. All I need to do to remove that third series is to uncheck it 

again. 

Something else that you may need or want to do is to format the axes on one of the charts. Let 

me select the horizontal axis on this chart. If I right click one of the options is Format Axis and 

that lets me format the axis in a number of ways. I’ll just give you a demonstration of one or two 

key points. I should point out this Format Axis panel there’s an Axis Options dropdown there 

and that lets you access a number of elements of the current chart. So the chart area, the 

horizontal axis, the legend, the plot area, that’s the part that actually has the chart itself in, 

secondary axis, vertical axis, and then the individual series. In this case of course there are two 

series.  

So let’s go to the horizontal axis. Usually Project 2016 will set these for you automatically but if 

you want to change them you can. But before you start doing any specific work on the horizontal 

axis in this case bear in mind that you’re looking at the category for this chart. If you go up to the 

Select Category dropdown here if you click the Edit button to its right it will let you change the 

timescale. Now changing the timescale is very different from changing the formatting of the axis. 

And normally you need to make sure that you choose your timescale first. Now at the moment 

the way that this timescale is arranged is it’s in units of weeks but not single weeks. It’s arranged 

in periods of two weeks. Now one very important point to make here is that although the 

timescale says that this particular axis is going to be graduated in periods of two weeks Project 

2016 has decided that that’s going to make things a bit too crowded. So when it’s come to format 

it it’s only showing alternate values. So you actually find that the intervals on that horizontal axis 

are periods of four weeks not two weeks. 
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Supposing I wanted to change this from weeks to months and I wanted to change the date format 

to just show the month like that Jan 09. And let’s suppose I’m going to try showing one month at 

a time. Click on OK. What do I get? Now in many ways that’s an easier format to understand 

and you might prefer to stick with a format like that. Having done that you may still of course go 

into Format Axis and do all the things you can do to format the axis such as coloring the text, 

changing the gap between the chart and the labels and so on. But let me just go back to the 

original timescale because that’s the one that you’ll probably see on your version of the Cost 

Overview. 

So let me just take a look at one or two of the things I might do to format this axis in line with 

what I just described. If in the Format Axis panel I click on Number note that category is 

recognized here only as being general. Let me say specifically that it’s date. And if I go up to 

Labels notice the interval between the labels. It’s currently set to automatic. If I specify the 

interval units as one I will now see that the dates on the horizontal axis will be at units of one. 

And of course this one unit refers to one period of two weeks because that’s the unit we defined 

on this horizontal time axis. So if you now look at the horizontal axis it goes February 1st, 

February 15th, February 29th and that is it’s agreeing exactly what we specified for this category. 

If I now want to go back into that and say change the labels not to be at intervals of one time unit 

but say intervals of four time units, again click back in there. Again I’ll get much less crowded 

labeling on the horizontal axis. 

Let’s now look at the other chart in the Cost Overview Report. This one is also a combination 

chart but this time it has three series. Two of them are done as stacked columns, one of them is 

done as a line with markers. And they all use the same axis because they’re all basically cost 

variables. 

One of the types of report that you can see in Project 2016 is a Burndown Report. And nowadays 

many project managers are very keen on these burndown reports because what they show you 

usually in a pretty straightforward snapshot is some aspect comparing what is happening with 

what should be happening.  

Now this is a standard burndown report from Project 2016. Sometimes the text that accompanies 

these reports is shall I say it politely a little bit confusing but let me just explain one of these 

burndown reports. Look at the right hand one. This is the remaining tasks burndown. The blue 

line which you can just about make out a bit of, mostly it’s behind the red line, is a simple 

sequence of straight lines showing how many tasks remain at any point in time. And obviously 

the number of remaining tasks diminishes as you go through the project. The red line is what has 

actually been happening. So up until sometime in June the red line and the blue line were exactly 

together but now the red line is above the blue line which is a bad thing in this case because it 

means there are more remaining tasks than there should be. And in order to complete on 

schedule we’re going to need the red line to diminish more quickly.  
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Now according to the current plans you can see it’s going to rejoin the blue line at some point in 

the future. But that doesn’t mean that it is actually going to happen. It’s only just what’s forecast. 

The third line, the one that becomes horizontal is the remaining actuals. Now because the point at 

which the red line and the horizontal line part company is now the horizontal line is horizontal 

because we don’t actually know the actuals for the future. That horizontal line is looking at the 

future. So at the moment we have ten actual tasks remaining to be completed. And of course 

until we move on in time through the project the remaining actuals won’t change. 

So the red is a forecast for how they’re going to drop, that’s using the current plan. The blue is 

the baseline for how they’re going to drop and of course we need to make sure that the red and 

the blue stay in step as closely as possible. Generally speaking you don’t want the red to be 

above the blue in this case. 

Now that’s a typical kind of burndown report. And once you get used to using them they’re a 

very simple way of looking at how things have happened so far and seeing what is likely to 

happen in the future in those reasonably simple terms. 

So we’ve looked in this section at some aspects of what I’d call targeted reporting. In the next 

section we’ve got a few more to look at. So please join me for that. 
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Video: Targeted Reporting – Part 2 

Toby: Welcome back to our course on Project 2016 Advanced. 

In the preceding section we started looking at targeted reporting and I took you through some of 

the features of a few of the main reports that are available in the Dashboards category in Reports 

in Project 2016. So having already looked at the Project Overview in some detail earlier in the 

course we looked at Cost Overview and we looked at Burndown. 

Two other Dashboard Reports that are of interest, one of them is the Upcoming Tasks Report 

which is probably the simplest of the ones that we’re going to look at. I’m not going to dwell on 

this. And if you read the headings above the table and the chart there, Status of remaining tasks 

that are due this week and Status of tasks starting in the next week. You can see basically once 

you’ve selected the correct data this report uses a pretty straightforward table there on a chart. 

And it’s a good way of looking at what you’re about to start or continue with in the coming 

week. 

Another report however which you might think would be pretty much the same as the Cost 

Overview is the Work Overview. And in many ways although it fulfills the same function in 

giving a snapshot of how things have gone so far and also some aspects of how things are likely 

to continue in the future there are a couple of specific features here that I’d like to look at. 

There is a Work Burndown Report. I explained burndown reports in the preceding section. Note 

that if I select that chart at the top there it’s not a combination chart. It’s actually just a line graph 

but it has three series, Remaining Cumulative Work, Remaining Cumulative Actual Work, and 

Baseline Remaining Cumulative Work. We then move down to Work Stats which is similar to a 

chart that we saw earlier. There we do have a custom combination showing actual work, 

remaining work and baseline work and that’s a combination of a stacked column chart and a line 

with markers. Below that we have a bar chart. Works on pretty much the same principle as a 

column chart but the bars are horizontal. Sometimes I believe it’s advantageous to use bar charts 

rather than column charts because column charts have a tendency to imply progression over 

time. I know that’s not the case. If you look at the one immediately above there the categories are 

definitely not time related. But sometimes it’s clearer that you’re not dealing with something 

veering over time if you use a bar chart rather than a column chart. 

But to the right of that you have remaining availability. Now remaining availability only 

involves one field, the remaining of availability field. And you look at that and you look at the 

filter, the filter is resources work, and you may think, “Why are there only three lines there?” 

there’s nothing there saying, for example, that I’m only looking at external resources. So why 

can I see only three resources in the legend? And the reason is quite straightforward and that is 

the legend doesn’t fit in the space that’s available. And in fact one of the problems you will 

sometimes get when Project 2016 creates a report for you, particularly one of the reports of a 
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standard type like this is that if, for example, you have a lot of resources and you do include a 

legend the legend may be bigger than the chart itself. And this one does actually have all of the 

resources in it but you can’t actually see them all because there just isn’t room to show them all 

in there. So that’s another point to beware of. 

If I click the filter on this chart note there are actually nine different lines in there. Each of them 

corresponding to one of the resources and all of those names are in the legend, you just can’t see 

them all. So that’s another point to be wary of. If I were producing a chart like this I would make 

sure that there was plenty of room for the legend to be big enough to show all of the values. 

So having looked at the dashboards let’s move on now to the next category and these are the 

reports related to resources. We have a report here which is Over Allocated Resources. 

Unfortunately on this project we don’t have any over allocated resources. If we did then we have 

two charts here. We have a Work Status Chart for over allocated resources and an Over 

allocation Chart, surplus work assigned to over allocated resources. This helps you to identify the 

work that needs to be reallocated to different resources. And even though these charts are empty 

for this project if you click on each chart you can still look at the filter that’s applied, grouping, 

outline levels, fields that are selected and so on. So you can still work out how that particular 

report is put together. 

Let’s go to the next one which is Resource Overview. Now I don’t think there are any particular 

surprises in this one. You’ve got a straightforward combination chart here. Note that in this 

particular combination the blue series is actual work, the red series is remaining work and the 

clustered column plots those two together. And baseline work is plotted as a line. 

So moving on from resources let’s now look at costs. And the first cost report I want to look at 

that we haven’t looked at so far is Cash Flow. Now Cash Flow again doesn’t really have any 

particular surprises in it. If you click on the chart here one important point, the category for the 

chart here is time and on this occasion the way that time is sliced up is in quarters. If I click on 

Edit there the units of time are quarters. The date format, well all we’re doing is numbering the 

quarters 1, 2, 3, 4, etcetera. Count, the chart is plotted one quarter at a time. It starts on February 

1st and ends October 27th. So it very neatly fits into this calendar year. If I wanted to change the 

date format, for instance I might put this in, click on OK. You can see there now it says Q1 ’16, 

Q2 ’16 and so on. And that would be particularly useful if you had a project that spans a number 

of years.  

The next report on the costs is Cost Overruns. Now again there are no particular surprises here 

other than to illustrate a little bit of a problem you can get with some styles of report. When 

you’re dealing with overruns the problem usually arises if you have some underruns. Let me 

explain what I mean by that. If you look at Task Cost Variance, the chart on the left, if 

everything had gone over, so if every task had cost more than you’d expected every point plotted 

on that chart would be above $0. But because one task, that is Testing which is itself a summary 
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task of course, is under cost baseline, so it’s almost $4,000 under baseline we get a negative 

plotted point. And that sort of upsets the whole thing really because you finish up with the labels 

on the horizontal axis there diagonal as they are reading across there all looks pretty messy 

really. And that’s actually quite a difficult one to overcome. Even using the column approach on 

the right for Resource Cost Variance you get something of the same problems. Trying to plot the 

axis there on the zero line. And so this is quite a difficult one when you’ve got a mixture of 

positive and negative variance in either or both of task cost or resource cost. 

So continuing to look at cost reports, Earned Value Report is the next one. I’m going to skip that 

now because I’m going to cover earned value reporting later in the course. Resource Cost 

Overview hopefully has no surprises because of course we’ve looked at it before. However if we 

go to Task Cost Overview we see a new little feature here and the Task Cost Overview feature is 

a pie chart. I’m sure you’re very familiar with using pie charts. The key thing to remember with 

pie charts is that they only really make sense when you’re dealing with something that adds up to 

a whole. So where in this case the four categories within that chart actually together add up to the 

total of something. 

Now in fact in this case this is the division of the tasks within this project according to their 

status. And the status will be starting at the top there and going clockwise. A task is either 

complete, it’s on schedule, it’s running late, or it’s in the future, it’s not started yet. And what 

this pie chart is is a division of the cost value of those tasks in those four categories. Now there is 

a task field status and if I click within the chart if you look over here what we are effectively 

doing here is we are filtering active tasks, that’s as opposed to inactive tasks and we’re grouping 

them by status at outline level one. So basically if you look at the Gantt Chart for the project, 

show status and maybe even group everything by status you would see that tasks fall into one of 

those four categories and the corresponding cost totals are shown in the pie chart.  

Now of course a pie chart is very different from most of the other types of chart we’ve seen and 

in that for example it doesn’t have axes. But there are still many things that you can do. For 

example let’s suppose that I decided I don’t need a legend. I can still switch off the legend. And 

if I right click within the chart and click on Format Data Series I can do things like adjust the 

angle of the first slice. So if I wanted the first slice to say start at 90o instead of zero I could also 

explode the pie a little. So what about making that a 10% explosion. And then all I’d need to do 

is to click somewhere in the report and there we have my customized pie. I don’t particularly like 

that by the way. But there are many other things you can do such as change the color of the 

slices, change the font used for the various items of text, etcetera. 

Now the final category of reports that I want to look at are the in progress reports. And generally 

speaking these point out problems or in the case of the first one just the critical tasks which are 

the tasks which currently are the critical ones. Some stakeholders may want to just review the 

status of these critical tasks and find out how we’re doing with them and what measures we’ve 

taken to deal with any dangers to their costs, deadlines, etcetera. 
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That’s a pretty straightforward table and as you’d expect if I click within the table the filter there 

is for critical tasks.  

Next one to look at, Late Tasks. So these are tasks that are running late. And Milestone Report. 

Note that what we have here, these six items, are not all the same. The top three are in effect 

headings, so they’re textboxes. The three below them are tables. And then we have an 

appropriate chart over on the right. 

And finally Slipping Tasks. So these are any tasks where their current scheduled finish date is 

past their baseline finish date. And again these are ones that we might want to focus on to see if 

there’s something we can do to avoid them slipping or reduce the slippage. 

So there we are. We spent a lot of time looking at reports on this course and you’ve still got a 

nice chunky exercise to do. Apart from the reason that I explained for going through all of the 

standard reports, the targeting aspects, what are these used for, etcetera, the other important thing 

to bear in mind with all of these reports is that they usually contain good ideas on how to do 

things. So if you want to find out how to achieve a particular effect in a chart or a table or even 

in a heading you can find the nearest you can in one of the standard reports and you should know 

enough now to be able to sort of take it to pieces and have a look to see how it works. 

So that’s it on the standard reports and creating and customizing reports for now other than 

Exercise 06 which we’re going to cover in the next section. I’ll see you then. 
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Video: Exercise 06 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

It’s time now for Exercise 06. 

The starting point for Exercise 06 is the Exercise_06.mpp file in the exercises folder and the 

sample answer is Exercise_06_Answer which you’re looking at at the moment.  

Now as usual if you want to change the dates, if you are applying a calendar with public holidays 

that differ from mine then you may well have hopefully only minor differences in dates, 

durations, etcetera. But this is not about an exact reproduction of the numbers in this case. This is 

about trying to make a report that looks something like this.  

Now on this particular report although I’ve only included two main elements, a chart and a table, 

each of them is occupying a page. I’ve specified landscape format on A4 paper. Again, it’s up to 

you if you use a different size. And I’ve specified narrow margins as well. Now with this report 

apart from the heading at the top there, TA Weekly Report which is very important, the graph 

has a couple of headings above it, Resource work stats Sorted by Remaining Work. I would like 

you to do something like that. Use the particular theme and styles within that theme to make 

things look consistent. The theme that I’ve used here is Mesh. 

Let’s start with the chart them. The chart shows the remaining work for external resources. So 

there are only four resources in there, Contract Consultant, People4People, Northern Farm Food, 

Bakersfield Associates. The chart has a legend and the chart is sorted by remaining work in 

ascending order. And one thing I’d like you to be particularly careful about here is that in the 

field list the field list goes Work, Actual Work, Remaining Work and I’d like you to make sure 

that they’re in the same sequence that I’ve got them. Now the type of chart that’s in use there is a 

clustered bar. 

The other element in this weekly report is a table. It’s a table showing tasks. And for each task it 

shows name, Start, Finish, Remaining work, and Percent complete. Again I’d like you to make 

sure the columns are in that sequence.  

The table must have a heading above it as well as a header row. So you can see that the heading 

above my table is Task Remaining Work and % Complete but there is also the header row 

showing the field names. And in this case the entries in the table are sorted by critical in 

ascending order, then finish date in ascending order. So that is a custom sort that you should be 

able to set up just by using the Sort By option at the very bottom of the field list pane. 

Now this particular table the contents should go down to level two and you should show the 

hierarchy as well. So we can see the structure level one task, level two task, etcetera. 

So that’s it. That’s Exercise 06. I’ll see you in the next section. 
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Video: Comparing Projects 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

One of the features of the reporting facilities in Project 2016 is the facility to compare two 

versions of a project. Now although this comes under the heading of the reporting facilities it’s 

not generally something that you would probably present to stakeholders. But it can be a really 

useful feature. And in my experience quite a lot of project managers could make good use of this 

but don’t, possibly because they’re either not aware of it or they’ve never really looked into how 

to use it. So what I’m going to do in this section is to give you a very quick demonstration of the 

project comparison feature and a very quick explanation of what it does and how it can help you. 

So this is the situation for me at the moment. I have version 15 of the website project open and I 

need to compare this version with the first version that I ever made, Website 01. Now in fact I 

can compare it with any other version of this website project. So if, for example, I’ve been 

working on this for two or three weeks and I want to compare it with how it was two or three 

weeks ago, maybe version 12 or something like that then that’s absolutely fine. But what I need 

to do is to have both versions open and to have the later one or certainly the one that I consider to 

be the later one, the current one normally, I need to have that selected. So this is version 15. In 

fact I’ve just added a task to version 15. You won’t have seen this in earlier versions, a User 

testing task here. Task with ID 21. But I can switch windows to that old version, Website 01 that 

you saw right near the beginning of the course. Very similar apart from that task, although of 

course things have changed since that version. 

So make sure that version 15 is the one that’s currently selected. And then on the Report tab right 

over on the left Compare Projects. First of all it says Compare the current project. That’s why it’s 

important to make sure that you have selected the project you’re working on, in this case the 

latest version for me, version 15, to this previous version. Now I might have several previous 

versions open. At the moment I’ve only got one but if I’ve got more than one I would select the 

one that I wanted. I’m going to compare it to version 01. Note if you don’t actually have the 

older version open you have got a browse button here to find it.  

Now what I need to do is to select the fields for comparison. What this facility doesn’t do is to 

compare absolutely everything about these two projects. It doesn’t give you a full blown report 

on every possible difference. It will compare some values. So basically what you do is to specify 

the task table. I’m going to use the default entry and the resource table. Again I’m going to use 

the default entry. Now it’s limited in terms of how many it can process. So you’ll quite often be 

told that it’s only been able to do a comparison between a limited number of the columns. Now if 

that’s the case you can always circumvent this by creating a custom table. 

So when I’ve selected my table, click on OK, you’ll quite often then get this message. There are 

too many columns of a certain type in the currently selected task or resource table. For each 
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column in the table you selected the report includes three custom fields to show the values in the 

current project, the previous version and the differences between the two. So what it actually 

does is to create a sort of dummy temporary project that includes custom fields. And the custom 

fields are used to show you the current value, the original value and the differences between 

them. If in fact in doing this because it’s limited on the number of those custom fields that it can 

work on then you can do what it says in the third sentence there. Tables can be modified by 

going to the View tab Tables menu and selecting more tables. And as I said just now if you have 

specific fields that you want to compare you could, for example, create a custom table with just 

those fields in.  

So if you’re happy to carry on as we are, which I’m going to, click OK to continue with less 

columns and click Cancel to return to the previous dialog. I’m just going to click on OK.  

So when it’s finished you will see something like this. You’ll see first of all that on the ribbon 

there is a new tab, Compare Projects. And if you look at the View group the left of that tab you 

have a choice between Task Comparison and Resource Comparison. Now although we’re doing 

two comparisons when I set this up I’ll use the Entry table for both. I could of course have used 

different tables. But when you’ve done this basically the pattern is the same for both. The display 

below is in three parts. The bottom right hand corner includes the old project. So I’m looking at a 

resource comparison. That’s Website 01 down there, the original Resource Sheet. Bottom left 

hand corner I have the Website 15 Resource Sheet. And above it I have the Comparison Report. 

To the left of the Comparison Report there is a legend. And the legend indicates some of the 

straightforward markup that you’ll see in the Comparison Report. For instance, where there’s a 

plus it indicates something that’s only in the current project. So this is normally something that’s 

been added. Where you see a minus there’s something that’s only in the previous project. So this 

is normally something that’s been deleted. So you can see here that resources have been added 

and subtracted through the life of this particular project. 

Let’s go back to the Task Comparison and what you can see there is these fields in groups of 

three. So there’s Duration Current, Duration Previous, Duration Difference. And you can see any 

where the duration is different. Start Current, Start Previous, Start Different. Well you can see 

that one of the differences here is that Requirement signoff the start date has actually slipped. It’s 

gone back 25 days. So if you go through the comparison project you can see those differences 

and somewhere down there you can see the tasks that I added, the User testing task.  

Now as I said before there is a limit to how many columns Project 2016 can compare. So you 

may need to tailor your requirements normally by creating a custom table. But very often what 

you need to find out you can find using the standard tables. 

Now I’ll just give you one word of warning here because it’s something that I’ve come across a 

couple of times and it is a bit of an annoyance and I’m not sure that you can totally get round it. 

It’s probably just something to be aware of.  
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When Project 2016 is making its comparison report it’s basically using custom fields. Now in 

theory if you’ve used these custom fields in your actual project you might think that there’s 

going to be a problem. Well in theory there isn’t because the Project 2016 comparison project is 

using its own versions of these fields. It’s actually a project in itself so it’s got its own fields. The 

problem I’ve discovered that can happen in some instances is that if you have a calculated 

custom field the calculated custom field may apply within the comparison project as well. Now 

this doesn’t necessarily cause a problem and in my experience the comparison still works but it is 

something that I’ve noticed and it can be a bit baffling when it happens. 

So when you finish looking at this comparison you can close that tab, you can still see the 

Comparison Report which is itself a project, File, Close. Assuming I don’t want to keep my 

comparison project click on No there. And in this case I’m back to my previous project and 

hopefully my use of that comparison has answered any questions I had about the changes 

between the two versions of the project. 

That’s it for this section. I’ll see you in the next one. 
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Chapter 11 – Visual Reports 

Video: Visual Reporting using Excel 

Toby: Welcome back to our course on Project 2016 Advanced.  

Now we’ve already spent quite a bit of time looking at reporting on the course and you may find 

your heart sinking a little to find that we’re going to do some more reporting now. But the sort of 

reporting we’re doing here is very different from the reporting that we’ve done so far on the 

course. And it’s very different in a number of ways. The first way in which it’s different is that it 

uses two other pieces of software. It uses Microsoft Excel. It uses Microsoft Visio. And you may 

not have both or either of those pieces of software. Now with that in mind you may think that 

you can skip this section and move on to something else but I think it’s very important that you 

follow this anyway because visual reporting is what we’re going to look at here is a very 

important aspect of Project 2016.  

I mentioned earlier on in the course that up to a couple of versions ago the standard reporting in 

Project was very poor and the improvements that were made in Project 2013 dramatically 

improved what was available. Visual reporting was also a real revolution when it was introduced. 

Not only because it greatly increased the scope of reports in Project 2016 but because it made it 

very straightforward to use the power of two other very substantial pieces of software, Microsoft 

Excel and Microsoft Visio, to give you even more flexible and powerful reporting options.  

Having said that and having said that I’d like you to follow this section even if you don’t have 

Excel or Visio it’s very important to understand that you won’t really be able to do much with 

visual reporting unless you do have one or both of those products. 

So what I’m going to do here is take version 15 of the website project and just show you what 

happens when you create a visual report. So I’m going to go to the Report tab, click on Visual 

Reports and that brings up the Visual Reports Create Report dialog. And the first thing to note is 

at the top you’ve got two checkboxes, Microsoft Excel, Microsoft Visio. You would normally 

check whichever of those products you have. So if you have only Excel and not Visio uncheck. 

The full set of reports, the All that’s available to you are here. There are actually nine reports 

there available in Excel. If you have Visio as well you have a much longer list. If you only have 

Visio that’s the list. If you have neither I’m afraid you’re out of luck.  

Now I have on the machine that I’m recording this on both of those products and I’m going to 

start by doing an Excel report. 

Now let me tell you a couple of things before I do it. First of all each of the individual tabs here 

contain some of the reports that are listed under All. And three tabs, Task Usage, Resource 

Usage and Assignment Usage are what are called time phased reports. Now time phasing is 

important because for the time phased reports you need to specify what units of time you want 
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the data from the project sliced into. There’s a little control here under the gallery of reports, 

Select level of usage data. By default data is divided into week. If you wanted it in months this is 

where you would change that. I’m going to stick with weeks. For the other three categories, Task 

Summary, Resource Summary and Assignment Summary, they’re not time phased. So selecting 

the time units for the data is not relevant to those. 

Another point to make here is that for each of those reports they use a special type of report 

template. And you can actually get report templates from other sources. If you’re going to use a 

template from another source you check this box here, Include Report templates from. You can 

actually browse to a report template that you got from somewhere else, perhaps a colleague has 

made a suitable template and you can use that to create a visual report. 

Now I’m just going to use standard ones here for the moment and I’ll talk about how to change 

those later. But I’m going to start with a Task Usage Report that’s available in Excel. I’m going 

to look at the Cash Flow Report. So click on View and you’ll notice Gathering reporting data, 

Building local OLAP cubes, Opening Excel. And what it’s actually done is to create my Cash 

Flow Report and as part of doing that it opened Microsoft Excel.  

Now I’ll talk about this Cash Flow Report in just a moment but if I wanted to do some work on 

this Cash Flow Report I would have to work on it in Excel. The idea now is that having created 

this report if I want to customize it in some way then that’s work that I’ll do in Excel. So at the 

risk of repeating myself a few too many times if you haven’t got Excel and in fact you need a 

relatively recent version of Excel, then you’re not going to be able to do this. The same will 

apply to Visio. I’ll show you a Visio example a little bit later on. 

So let’s just see what we’ve actually got here in Excel.  

I’m going to have to assume that you’re familiar with Excel to understand this explanation. If 

you don’t know Excel, if you’ve never used it you may be a bit lost in this. However, I would 

like you to continue to watch because I’m going to try to explain it in reasonably straightforward 

terms and I think you need to get the concept of what’s going on even if you haven’t used Excel 

or used Excel to this level before. 

Now with Excel we have worksheets. And the workbook that’s created for me by the Project 

2016 Visual Reporting function has created a workbook with two worksheets in it. We’re 

looking at a worksheet called Chart1 and this has my Cash Flow Report on it. But there is 

another worksheet there and it’s called Task Usage. And this is the sheet that contains the data 

that was exported from Microsoft Project, the time phased data, and this was exported into Excel 

for me.  

Now one of the things that may have slightly mystified you so far is that you may be wondering 

why when we said that we wanted data in weeks why have we got data in quarters? Well what 

you’re looking at here is a Pivot table. And a Pivot table lets you to use a colloquial term, slice 
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and dice data any way that you like. So having passed data over if you look up towards the top 

left here the data itself is in a structured form and the data included here is primarily cost data 

and cumulative cost data. So you can see how it’s accumulating over the four quarters that cover 

this project. If I took Q2 and click on that plus sign there you would see that the Q2 data is 

actually made up of data which is in individual weeks. So that’s the significance of my choice of 

weeks there. Obviously to do the same say on Q3. 

So although the report has been created on the basis of quarters its starting point was data that’s 

available in weeks. And having expanded those quarters out into weeks let me go back to the 

chart again. Look at the chart now. The chart is now more or less shown in terms of weeks, but 

note something. Q1 is still just a quarter. I expanded Q2 and Q3 into weeks and you can now see 

the data for the individual weeks. Q4 I didn’t expand so that’s still there as a Q4 figure.  

Now I’m not going to dwell too much on this. You can see obvious problems there like the 

formatting of the horizontal axis. But as you can see there’s a lot of flexibility there in how you 

slice the data in the time direction. Now if I go back to the pivot table itself you can also choose 

how you plot cost, how you plot cumulative cost. If you wanted additional field values you could 

specify those before you create the report. And I’m going to come back to that in the next 

section. 

But one of the big advantages of the use of pivot tables and the associated pivot charts is that 

once you’ve got your starting data and in this case the data is in units of a week you can really 

customize the way that it’s presented in a huge number of ways.  

So one very simple way here given cost and cumulative cost are the field values that I’ve got. 

We go back into the chart, click on Cost, choose the pivot chart fields that I want to show. Let’s 

say I decide I don’t want to show cost at the moment. I’ve just now got cumulative cost. So again 

it’s a very flexible system.  

Now you’re going to need to know quite a bit about Excel charting in order to make the most of 

this, although very many elements of Excel charting now strongly correspond to those in Project 

2016 as you’ll probably realize just by looking at the user interface here and the panel on the 

right and so on. But there’s still quite a lot to learn and pivot tables and pivot charts are a whole 

additional area to learn about in Excel as well. 

But hopefully even just on a basis of that straightforward demonstration you get some idea of the 

additional flexibility and power that are available using visual reports in Project 2016.  

I’m going to start the next section by demonstrating a visual report in Visio and then I’m going 

to talk about customization of visual reports and indeed how to create your own. But that’s it for 

this section. I’ll see you then. 
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Video: Visual Reporting using Visio 

Toby: Welcome back to our course on Project 2016 Advanced. 

In the preceding section I looked at visual reporting and we looked at an example where we 

created a visual report which became a pivot table and pivot chart in Microsoft Excel. Now 

because this is not a course in Microsoft Excel that’s as far as I’m going to take an example in 

Excel. If you can use Excel and in particular if you have skills in pivot tables and pivot charts in 

Excel then now is a good time to generate those OLAP cubes, get them into Excel and then 

practice developing pivot tables and pivot charts in Excel to enhance your Project 2016 

reporting. 

Now the term I used just there, OLAP cubes, basically what happens whether you are generating 

visual reports for Excel or for Visio is that in Project you are creating these OLAP cubes. OLAP, 

O-L-A-P stands for Online Analytical Processing. And OLAP cubes are the basis for 

multidimensional data analysis. And the element of commonality here is that you can use OLAP 

cubes in Excel and you can use OLAP cubes in Visio as well. How you use them and what you 

use them for differs but the principle is the same. In our case you start at Project 2016, you select 

some data, you pass it in the form of an OLAP cube to Excel or to Visio and then you use one or 

other of those tools to further analyze the data and present it in a way which that particular pieces 

of software has the most capability in. 

Now once again I’m going to show you now an example in Visio. I’m not going to assume that 

you’ve even seen Visio before. Many people haven’t. But some of you will use Visio, some of 

you are probably adept at it and you might find it very useful to be able to work in Visio on data 

from Project 2016 Projects. 

So let’s once again use this Website 15 project and then this time from Visual Reports I’m going 

to go to Task Summary and I’m going to generate a Critical Task Status Report. I’m going to 

keep everything at its default and click on View. Note we’ve generated in this case in Visio. It’s 

what called a Pivot Diagram in Visio. And this critical task status report, basically if you view 

this chart as a sort of flow chart you have total amount of work up here and remaining work. And 

they’re then a question, is it critical? For the no, the noncritical tasks follow here. Critical they 

follow here. It only goes down to level one but some level one tasks, for instance Testing, have 

some noncritical elements and some critical elements. But in some cases, such as Design and 

Development, there are no critical tasks at present.  

Now once again I’m not going to go into the niceties of using Visio here. But just as a small 

example of the sort of thing that you can do, if I were to say click on Live Implementation, one 

of these shapes, right click and go to data. One of the options is Shape Data. And that gives me a 

list of all the data associated with that shape. So it’s got things like cost, remaining cost and so 
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on. And I can actually not only see what data relates to that shape but I could change which data 

is shown with that shape.  

Now this particular type of report, Critical Task Status Report, is one that a lot of people like 

because it separates out the critical from the noncritical and gives you some nice summary 

information about the critical tasks and you can look at them from yet another angle. 

So that’s an example of drawing a Visio pivot diagram from Project 2016. What I want to do 

now is to go back to Project 2016 and look at how you would edit a visual report or how you 

might actually create your own. 

I’m back now at the Visual Reports Create Reports dialog and with the Cash Flow Report 

selected, that’s the first one that we did in the preceding section using Excel. If I click on Edit 

Template there’s a pair of lists at the top. And the left hand list shows me all of the available 

fields to include within the data provided to Excel. And the list on the right is a list of all the 

fields that are selected.  

Now the list of selected fields, so these are the fields that are actually sent to Excel already is a 

pretty long list. But it’s not nearly as long as the list that I might send. So if I wanted to do 

something different, something more in this particular visual report and to do that I needed some 

fields in the left list that aren’t in the right list I can select them here, click on Add and that will 

make sure that that data is available to me in Excel. Similarly if there are fields on the right in the 

selected fields that I don’t actually need I could remove them and that would make things a little 

bit quicker and the Excel workbooks that I created might be a little bit smaller as well. 

Note that if you want to include custom fields in visual reports then the list of available custom 

fields is down there on the left. At present with this particular template there are no custom fields 

being copied over to Excel. So you’d have to specifically select them on the left, click on Add to 

have them added in as well. 

Now when it comes to actually editing the template itself, the template being used to draw the 

report. You have to do that in Excel. So if you click on Edit Template here it’s going to take you 

into Excel and you’re going to need to work on it there. 

And finally let’s suppose that I want to create a new visual report. So I’m going to create an 

Excel-based visual report. So I click on New Template here. First of all choose Excel or Visio. 

It’s going to be Excel. And I then select the type of data that I want for the report. Now the 

choice here is Task Usage, Resource Usage, Assignment Usage. So basically it follows the data 

selections corresponding to the six categories of existing visual report. Let’s suppose that I’m 

going to stick with the Task Usage option. Now select the fields that I want in my report. Now 

by default I get the same values that you saw in the Excel example that we looked at before. 

Obviously I can change that to whatever extent I want to. But again I’m going to stick with the 

defaults for now. And now I click on OK. Now the important thing here again is that the creation 

http://www.simonsezit.com/


Learn Project 2016 Advanced Course 

© Copyright 2008-2017 Simon Sez IT, LLC. All Rights Reserved. 
 

of this report will happen in Excel, not in Project. So if you don’t use Excel, maybe don’t even 

have Excel then you’re not going to be able to do this. But I still think it’s worth you watching 

what happens. 

Now what I finish up with is a pivot table which is basically empty. You notice the table up there 

on the left. And what I’m going to do is to start to drop items into that table. And these items will 

form the basis of the chart that I’m going to ultimately produce. Now you don’t need to worry 

about this being right or wrong because basically these are very easy things to change. So if at 

any stage you want to change anything that you’ve put in here it’s virtually always possible 

either to change it or of course to start again. 

So let’s just see how I could put together a simple pivot table and pivot chart here from the data 

that’s available to me.  

Let’s suppose that I’m going to plot actual cost and actual work. So that’s two sets of field values 

to plot. If I check actual cost in the field list up here, don’t forget this field list is driven by what 

I’ve specified in the field picker. You can see that actual cost is now one of the entries in this 

values quadrant down here. And the other one I’m going to include is actual work. So they’re the 

values that appear in the body of my table. 25605, 708.5. That’s actual work, actual cost totals. 

Now in the rows I’ve got those I’ve got those corresponding sigma values, those total values.  

If I wanted to see the individual tasks, if I select Tasks here by default that is also added to my 

rows. So now with an actual cost total there of 25605, note up here in the cell C2 25605 as well. 

If I look at Northern Farm Foods Web Site 15, this is the whole project, click on the plus, you’ll 

see how that 25605 is split up between the level one tasks within that project.  

Now at the moment there is still no concept of a time distribution. These are only totals. So if 

what I also want is a time distribution then what I would do is to go to the time entry here, check 

that and now I have time in the columns. Note the quadrant down here, columns, weekly 

calendar. And note for the year 2016 which is the year that covers the whole of this project I 

click on the plus, I can get a breakdown by quarters and then go progressively down to the week 

level of time breakdown of all of these figures. 

So that’s my pivot table now. Let’s say that’s my pivot table complete for now. That’s enough 

just to demonstrate basically how this works. 

If I now want a pivot chart, I’m going to click on Insert, Pivot Chart, choose the type. Let’s just 

have a straightforward column, clustered column, the default. Click on OK and there it is. It’s in 

two parts. It’s got an actual cost part. It’s got an actual work part. Now clearly I would probably 

want to do an awful lot more to format that and the sort of thing I may do is, for example, to put 

the chart onto a separate sheet in the workbook. But again I’m aware of the fact here that many 

of you don’t know Excel may already be somewhat mystified by this. But I only want you to get 
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the general idea. But from that data exported from Project 2016 as an OLAP cube it goes into 

Excel. You can slice it and dice it in Excel and you can produce not only a very detailed table but 

often a very useful chart that can portray quite a detailed but also flexible and powerful message 

about the data from your project. 

I’ve just got two closing points to make on visual reports. First of all, although I’ve shown you 

visual reports in these two sections and introduced you to the very powerful and flexible visual 

reporting facilities in Project 2016 there is another way of going about this which I’m going to 

come back to a little bit later on in the course. And that is that you can just export the data into 

Excel and not automate the connection between Project and Excel. You can achieve the same 

effect with a different approach, but I’ll be talking about that a little bit later on. 

And the second thing to mention is that because I don’t know which of you have Excel and Visio 

and whether your skills extend to pivot tables, pivot diagrams and so on I’m not going to set an 

exercise on visual reporting. But we are going to move next onto Earned Value Analysis and I’ll 

make up for it by giving you a tricky exercise at the end of Earned Value Analysis. 

But that’s it for now. I’ll see you in the next section. 
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Chapter 12 –Earned Value Analysis 

Video: Earned Value Analysis Basic Terminology 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section we’re going to start to look at Earned Value Analysis. I am going to assume that 

you have come across Earned Value Analysis before but even so I’m going to start in this section 

by clarifying the terminology and just explaining some of the ways in which Project 2016 does 

Earned Value calculations for us. And then in the next section I’ll take a look at one or two 

examples of Earned Value Analysis using our website project. And we’re starting off with 

version 16 of the website project here. 

Now let’s start with some very basics of terminology. What I’ve got here is a four day task and 

let’s say that the value of this task is $100. It doesn’t really matter what I mean by the value as 

such. Let’s just say that as far as my project is concerned the value of this task to the project is 

$100. If I assess the situation at the end of the second day, so this is at the end of Tuesday, and I 

decide that although I’m halfway through the duration of the task I’ve actually achieved ¾ of the 

outcome, so I’m ¾ of the way through deducing the result that is clearly a good situation to be in 

or at least it appears to be because I seem to have done more work than I was scheduled to do. 

But supposing that in order to do that I had used twice as many resources. So although I’ve 

achieved three days worth of value I’ve used four days worth of effort. So two people for two 

days. 

Now this simple example explains what Earned Value Analysis is all about. It’s not enough to 

say I am a certain proportion of the way through a task there fore this is the situation. You also 

need to know how much of the value of the task you’ve achieved. If you’re halfway through that 

doesn’t necessarily mean you’ve achieved half of the value. And you also need to know the cost 

of what you’ve done. Again you may be halfway through the duration of the task. That doesn’t 

necessarily mean that you used half of the amount of cost that you’d allowed for. You may have 

used a lot more than half of the cost. As I say, you may have had two people working on it 

instead of one. You may have used less than that amount of cost. Maybe somebody only had to 

work on it half time and yet they’ve still got half of the value of the task done but with less than 

half of the cost. 

So a key aspect of Earned Value Analysis is the ability to look at both cost and value. It’s no 

good looking at one or the other. You have to compare the two. You have to look at both. Not 

only what have I achieved but how much effort went into what I have achieved?  

And then there is a second aspect as well to Earned Value Analysis and that’s this. We don’t 

look at it as an absolute set of metrics. The way that we look at Earned Value is by comparing 

cost and value with what we budgeted for. What did we originally think we were going to do? Or 
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to be more specific with the baseline that we’re comparing progress against what was our 

baseline cost and our baseline value? And what is now our actual cost and our actual value? And 

are the actuals better or worse than the baselines? And that’s really the second element of Earned 

Value Analysis. 

Now fortunately for us the way that Earned Value Analysis works is that it represents this set of 

calculations as a set of statistics, some values that I’m going to talk to you about next. And these 

are really the values of Earned Value Analysis. These are not specific or particular to Project 

2016. When you talk about Earned Value Analysis it’s not associated with any particular 

planning or scheduling product or methodology. But what Project 2016 does for you is that it 

calculates these values. So you measure progress in your projects as well as you can. You set 

everything up. You make sure you’ve got a good baseline, etcetera and Project 2016 does the 

rest. It calculates these important values, these important statistics that tell you how well you are 

doing in terms of cost, in terms of value, in terms of your schedule. 

So let’s look now at what these statistics are. And in order to do this I’m going to review what’s 

in the Project 2016 Help. 

Now there’s actually a pretty good Help topic on Earned Value Analysis and I suggest that if 

you’ve got any doubts about the theory, you’re not familiar with Earned Value Analysis or even 

if you’ve got a reasonable grasp but you’d just like to make that you understand it as accurately 

as you need to then I do suggest you work through this Help topic. I’m not going to go through 

the whole thing but the example here is a pretty good example and will give you a specific case 

of what I’ve just been describing. But what I want to do with the content here is to actually move 

down to the sections that describe the key statistics. 

So the first three key statistics are PV, AC and EV. And when you’re working on Earned Value 

Analysis and reporting Earned Value you’ll see these three terms quite a lot.  

PV is Planned Value. Now all of these are basically measured at your status date. So at the point 

where you are recording status on a project what was the planned value? Now there is an 

alternative term for PV and that’s BCWS. And in some ways BCWS is a more helpful term. It’s 

the Budgeted Cost of the Work Schedule. So given where we’ve got to what was the budgeted 

cost? How much did we think that we would spend to get here? So that’s PV. 

The second term is AC and that’s Actual Cost. And the alternative term for this is ACWP. This is 

the Actual Cost of the Work Performed. So given where we’ve got to what has our cost actually 

been? 

And the third term is EV, Earned Value. And the alternative here is BCWP. And this is what is 

the budgeted cost of the work performed? So the difference between the first one and the third 

one which are both budgeted cost is the first one says what was the budgeted cost of the work we 

were scheduled to perform and the third one, BCWP, what was the budgeted cost of the work 
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we’ve actually performed? And the middle one is the actual cost of the work we’ve actually 

performed. 

Now as I mentioned just now Project 2016 calculates these for you but it’s important to 

understand what those three terms mean. And I think what might loosely be called the old 

fashioned terms for those, BCWS, ACWP, BCWP, particularly if you’re new to Earned Value 

Analysis really are probably easier terms to understand but you’ll find that PV, AC and EV are 

probably more commonly used nowadays. 

And now in that same Help topic there’s a little graphic just further down from the definitions 

you just saw. It’s a really helpful little graphic. If you look at the top one there there’s a planned 

budget for a project, nice diagonal line there. And then below that we’ve got a project that’s 

going badly. You can still see the diagonal line, if you like the scheduled. But the project is not 

performing and it’s costing more to do everything that we’re doing. So the actual cost of the 

work performed is high and we’re actually earning less than we should be. So the earned value is 

low. The budgeted cost of the work performed is low. So EV is low, AC is high, things are not 

going well. 

So having looked at that basic terminology the next thing to do is to switch back into our website 

project and look at some of the earned value calculations as performed by Project 2016. 

This is version 16 of the website project and what I’m going to do is to look at the Earned Value 

Tables. There are actually three Earned Value Tables. So More Tables and there are three, 

Earned Value, Earned Value Cost Indicators and Earned Value Schedule Indicators. Now let’s 

start with the Earned Value table. 

Now bearing in mind that your tables may have already been customized compared to the 

standard what you will normally see in the Earned Value table, first of all is a set of three 

columns corresponding to PV, EV and AC. Note that with each of those there is the equivalent 

acronym PV is BCWS, etcetera. And if you hover over the header of each of those there’s a brief 

description of what that particular statistic represents in earned value terms.  

Now these are the three statistics that I’ve referred to already so I won’t dwell on those. The one 

point I will make here and try not to keep repeating myself. Remember that Project 2016 

calculates these for you. So what you really need to be able to do is to understand what each of 

these means and where to use them rather than necessarily just how to calculate. 

Now to the right of these three we have two more very important statistics. We have SV and CV. 

Schedule Variance and Cost Variance. In the case of Schedule Variance you can see the formula 

there. SV is BCWP-BCWS. And above that there is a very good description of what SV means. 

It’s the difference in cost terms between the current progress and the baseline plan of a task. Now 

in this column at the moment you can see that most of the entries have a $0 which means for any 

task that in cost terms it is going to schedule. Where you have a negative cost that means that in 
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cost terms the task is behind schedule. In particular if you look at the task zero, which is the 

project summary task, the fact that there is a negative SV value means that overall the project is 

behind schedule. 

Now the next column is CV or Cost Variance. And CV is calculated as BCWP-ACWP. And it is 

the difference between how much it should have cost and how much it does actually cost to 

achieve the current level of completion. Now once again if everything was going to plan that 

would be a column of zeros. But the negative values indicate that we are spending more than the 

earned value deserves, or if you like we’re spending more to do the work than we should be 

spending. So a negative cost variance is also bad news. 

Now the final three columns here all anticipate what will happen at the end of the project. So we 

have EAC which is Estimate at Completion. There is a formula there shows you how EAC is 

calculated. And it’s the expected total cost of a task based on performance up to the status date. 

Now one of the values in that formula is CPI and I’m going to talk to you about CPI in just a 

moment. So that’s the EAC. 

The BAC is the Baseline Cost. So that’s the cost as in our saved baseline. And finally the VAC 

column is simply BAC-EAC. So again if everything was zero everything would be perfect. 

Positive is good news, negative is generally bad news. And it’s mostly negative in this project at 

the moment. 

Now let’s take a look at one of the other earned value tables. Let’s look at Earned Value Cost 

Indicators. 

So in this table by default the first two columns are PV and EV, then we have CV and then we 

have CV%. And CV% contains the ratio of cost variance to budgeted cost of work performed 

expressed as a percentage. Now this is a very useful statistic because whereas with a figure such 

as CV= -$400, for instance for task 2, it’s useful to be able to put it into some kind of 

perspective. What does that minus-$400 represent as a percentage of the value of the task? Now 

in this case it’s 14% of the value. So that’s quite a significant amount. If your CV percents are 

10% and 8% and 11 and 13 they’re all fairly significant amounts by which cost is running over 

budget. Whereas if they are -1%, -½% and so on then that’s much less of a concern. 

The column to the right of that is CPI that I mentioned just now. And CPI is Cost Performance 

Index. And CPI together with SPI that we’re going to look at in just a moment are two very 

important indicators. For tasks that are in progress or completed we would expect the value of 

CPI to be one if everything has gone exactly according to baseline. In the case here for the tasks 

that are completed or in progress generally speaking the value is below one, which is not good 

and indicates a project that is running over budget, over cost. 

The final column there is TCPI and TCPI stands for To Complete Performance Index. And the 

values here are intended to indicate what needs to be done to keep the project on cost. Now I 
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don’t think this particular column has been implemented quite correctly yet because you do get 

some rather strange values. For instance this huge number here against task 2. Well task 2 is 

complete so there is nothing to do to complete it and I think it’s rather misleading having that 

number here. And also with TCPI there isn’t just one formula for calculating it. The formula for 

calculating TCPI is dependent on the status of a task. So values like this one, -0.02, can be 

somewhat misleading. So I’m not going to look at TCPI. We don’t need it at the moment. 

Let’s turn our attention to the third Earned Value table. That’s the Schedule Indicators table and 

the two columns there to point out are SV%. So that’s the schedule equivalent of CV%. And 

again it gives you a good idea of the significance of the amount that you are behind of or ahead 

of schedule. Here you can see we’ve got -25% which is really quite a bit. And then we have SPI 

which is the Schedule Performance Index. Again the same rule applies as with CPI. You’re 

looking for values of one for tasks that have started or indeed have completed. 

So there are all of the key indicators. In the next section we’re going to look at an example of 

Earned Value Analysis and Reporting. So I’ll see you then. 
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Video: Example of Earned Value Analysis 

Toby: Welcome back to our course on Project 2016 Advanced. 

In this section I’m going to concentrate on an example of Earned Value Analysis and reporting. 

But first of all I need to cover some general points about Earned Value Analysis, very important 

points in fact, and then I need to look at the key Project options that are relevant to Earned Value 

Analysis. 

The first important point is that Earned Value Analysis is done on the basis of comparing 

progress with a baseline. It therefore makes it absolutely essential that you have saved a baseline. 

Also the fact that you are comparing progress means that you must have recorded some progress. 

So you may be in the very early stages of a project, maybe you only have one task in progress 

but until you have recorded some progress information then Earned Value Analysis won’t tell 

you anything at all.  

The second important point which is closely related to that one is that you should have pretty 

much all of your tasks, resources, assignments, etcetera in place before you save the baseline 

which you are going to use for Earned Value Analysis. There is little point in say putting half a 

dozen tasks, saving the baseline and then putting in another 20 tasks and expecting Earned Value 

Analysis to tell you anything useful. Now that’s not to say that you won’t have change during the 

life of a project. Let’s take the Farm_Foods_Web_Site_16 as an example. 

Earlier on in the course we added a task here, task 21 User Testing, and because it wasn’t in the 

baseline that we saved earlier on if we now run Earned Value Analysis and the figures for User 

Testing will be included we will get a slightly misleading set of results in relation to User 

Testing, Testing and in fact the whole project due to the fact that in the comparison between the 

project as it is now and the baseline that was saved earlier on there is a difference of one task. 

You may well accept discrepancies like this one on the grounds that they are relatively small 

percentage of figures overall. But if you really did discover that you’d missed a whole chunk of a 

project or perhaps part of a project is de-scoped, a whole set of tasks are to be taken out, it would 

be much more useful to save a new baseline or at least adapt the original baseline to take those 

tasks out of the original baseline. 

Now as I’ll show you in a little while by default Earned Value Analysis uses the progress to the 

status date against baseline, that is the default saved baseline. If you do need to save a different 

newer baseline because of a major change to the project such as realizing you missed something 

or a de-scoping or whatever other main reason may cause that to happen then it’s a 

straightforward job to tell Project to do Earned Value Analysis against an alternative baseline. 

So let’s deal with this User Testing task. Now one option I have is to save a new baseline but in 

this case that’s not really the right thing to do. I’ve already recorded progress on this project, 

some of those dates, for instance for Tendering process and Requirements may well have 
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changed since the original baseline. And what I really want to do is to just add a task to the 

original baseline and not save a completely new one. So all I need to do is to select User Testing 

and then update the existing default baseline. So that’s the baseline that I want, the one that’s just 

called Baseline and it’s selected tasks and I want to roll up the changes in the totals there. So the 

amount of work, cost, etcetera will all be rolled up into summary tasks. So click on OK. Project 

2016 asks me to confirm that I’m updating a baseline. Yes. And there we are. Our baseline now 

includes the baseline figures for that User Testing task. 

The next general point I need to look at relates to percent complete. I’m looking here at task 21, 

User Testing. It’s a 15 day task and by default if at some point in that task I say it is a certain 

percentage of the way through its duration, let’s suppose that we are five days of duration 

through the task, then by default for resources that are assigned to that task the assumption will 

be that one-third of the work has been done, five days out of 15. Or if you like one-third of the 

cost has been incurred or one-third of the value has been earned. If for a particular task or even if 

for every task in a project that’s not how it works then you may need to change the Earned Value 

method. And I’ll talk about the two alternatives in just a moment.  

Before I do that I should however warn you that we’re talking here basically about resources that 

are accrued pro rata throughout the life of a task. For resources where the costs are accrued at the 

start of a task or for resources where costs are accrued at the end or indeed for costs assigned to a 

task that are accrued at the start or at the end then this is not the case. They will be accrued at the 

start or the end. But where they’re prorated you have two choices. Let’s open up this User 

Testing task. On the Advance tab there is an Earned Value method box and the two options are 

Percent Complete in which case if you have that selected for a task then Project 2016 does the 

calculations for you based on the percentage of the way you are through a task. So if you’re a 

third of the way through the duration it will assume that for appropriate costs and resources you 

have incurred a third of the cost and earned one-third of the value. Whereas if you specify 

physical percent complete you would need to enter this each time you do a status update. So for 

example, it may be that after a week of working on a task 30% of the duration of the task has 

passed but the task is only 20% complete. You would enter physical percent complete as 20% 

and this effectively overrides the percent complete value for a task whose Earned Value method 

is physical percent complete. 

Next let’s look at two very important Project options related to Earned Value. They’re on the 

Advanced page in the section Earned Value Options for this project. The first of them is the 

default Task Earned Value method. For most of my projects I have this set at Percent Complete 

because for the sort of work that I do it’s almost always the case that percent complete is 

calculated by project. Now there are occasions where for specific tasks or perhaps groups of 

tasks I need to change the Earned Value method to Physical Percent Complete. Very 

occasionally I get a project where I reset this default to Physical Percent Complete. But 

obviously exactly what you need to have that set to will very much depend on the sort of projects 

that you manage. 
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The second very important option here is which baseline to use for Earned Value Calculation. 

Now if for some reason you need to save a completely new baseline then you’ll need to change 

this from the default of Baseline to whichever baseline you currently need to use for Earned 

Value Calculations. So clearly those two options are very important for Earned Value Analysis 

and reporting. 

Let’s now take a look at an Earned Value Report for the current situation with the website 

project version 16.  

In the Cost section Earned Value Report. And there are actually three charts there. There’s an 

Earned Value Over Time chart, a Variance Over Time chart and an Indices Over Time Chart. 

Now at the moment because the level of if you like discrepancy from the baseline is not great, 

you have a situation where, for instance, with the first chart there are actually three lines. You 

may only be able to see two because one of them is behind another one. But let’s just quickly go 

over what these three charts show. 

The first chart should show ACWP, ECWP, BCWS over time and the text to the right there tells 

you how to interpret this chart. If actual cost, ACWP, that’s the blue line, is higher than earned 

value, that’s the red line, then the project is over budget. If planned value, BCWS, that’s the third 

line, is higher than earned value that again is the red line, then the project is behind schedule. 

Now both of those are above the red line. They almost exactly coincide with each other at the 

moment but you can see that both of them are doing rather badly. 

Now we see the variance over time. So this is CV and SV. And as I mentioned earlier on 

negative values are not good. One point to note here is that the text on the right there is actually 

wrong. It’s actually wrong in the previous version of Microsoft Project. I’m rather disappointed 

that Microsoft haven’t fixed this. But the last sentence there, If SV if positive then the project is 

behind schedule. That should say if SV is negative then the project is behind schedule.  

And then at the bottom there we have Indices Over Time, so this is the SPI and the CPI. And 

again as I mentioned in the course you really want those to be at one. But here as you can see 

they were pretty poor early on and they’ve sort of slightly improved which is maybe a good sign. 

But this chart also illustrates something you need to be very careful about with these charts and 

that is that the horizontal line in each case is the future. And because Project doesn’t know 

what’s going to happen in the future you just get a horizontal line there which is particularly 

unhelpful and can be somewhat baffling when you first look at these charts. These charts really 

only have relevance up to the status date. And so in the case of this third chart it’s up to that 

point there. Beyond that the chart just bombs down to zero and then means nothing. The other 

thing that is also quite unhelpful here is the horizontal scale definitely needs some attention 

because all you can see is two digits for the year, but you know how to do that. You could 

actually customize this earned value report yourself and perhaps show weeks or every alternate 

week on the horizontal scale to make it a little bit easier to see what the dates actually are. 
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So that’s the current situation. 

So what I’m going to do now is to demonstrate a very straightforward update to this project and 

the effect it has on earned value. And in the next section I’m going to set you Exercise 07 which 

will involve a much more complex update to the schedule. And it will be a bit of a challenge for 

you if only on the grounds that there are quite a few instructions. But let’s do a straightforward 

update this time.  

Let’s go to the Project tab and let’s suppose that for one reason or another we’re moving the 

status date two weeks forward. So from July the 8th to July the 22nd. And in that time nothing has 

happened. The project has ground to a halt. Nobody has made any progress on anything. What 

do you think that will do earned value? Well let’s look at the Earned Value Report now. 

And what you’ll see is the effect is quite sharp even though nothing has happened. Let’s deal 

with that first chart. Now that gray colored line, the third line, relates to schedule. And because 

BCWS has now gone way above BCWP you can see that the project is more behind schedule 

than it was. Look at the second chart. Variance over time, SV, the red line has taken quite a dive 

downwards. So given that the explanation on the right there is wrong, it should say If SV is 

negative then the project is behind schedule. It’s even more behind schedule now. And then 

rather confusingly the colors switch in the third chart and now schedule is blue and cost is red. 

That’s not me. That’s Microsoft. You can see again that at a point in time the CPI has kept going. 

So there’s no indication things are going to cost more, although it’s leveled out. But the blue, the 

SPI, has taken quite a dive downwards and currently round about the 0.65-ish mark. So you can 

see what effect that lack of activity for a couple of weeks has had on earned value. 

So that’s it for this section. I’ll see you in the next one. 
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Video: Exercise 07 

Toby: Hello again and welcome back to our course Project 2016 Advanced. 

In this section I’m going to set you Exercise 07 which involves quite a long set of instructions. 

Your starting point is Exercise 07 and I suggest that you work through these instructions part of 

the time starting from Exercise 07 rather than trying to memorize the instructions because there 

are quite a lot of them.  

Now first of all Exercise 07 is based on version 16 of the website project but there have been 

some underlying changes. I’ve made one or two small changes in the Resource Sheet and one or 

two changes to a few of the tasks. So you really need to start from Exercise 07. If you want to 

reset dates to suit your dates, if you need to make any other changes that’s fine but start from 

Exercise 07 to make sure that other features are maintained. 

Now basically what we’re going to do in Exercise 07 is to do an update to this project but it’s an 

update which is sort of good news in a way. And overall the approach is this. The current status 

date is back to being July the 8th and you need to set the new status date to being July the 22nd. 

So this is two weeks after the previous status update. And you may find it helpful to show the 

status date on the Gantt Chart if you want to. Now if you’re not sure how to do that you need to 

go into the Format tab, go to Gridlines, go down to find Status Date, and then say how you’d like 

to show the status date. So if you want say a continuous line, say a red line, set that up, click on 

OK, and you’ve got a red line shown against the status date. And if as I said just now I were now 

to change that to being July 22nd you will of course see the status date move across. 

Now most of these instructions relate to the tasks in the area under Design and Development and 

Testing. And generally speaking the changes you’re going to make are to the lowest level tasks. 

So that’s 10 and 11, 14, 15 and 16, 19, 20, 21 and 22. So they’re the key ones to bear in mind. 

And the first thing you’re going to do throughout is to double the units of all assignments. So for 

instance, if I go into Analysis and Design, look at the resources. I’ve got three resources 

assigned. I’m going to change 0.25 to 0.5 for all three of those. So I’m doubling the units.  

Now of course having done that and given that this is a fixed duration task but which is effort 

driven I’ll be given the option of changing the amount of work that keeping the duration the 

same or changing the duration but keeping the amount of work the same. Now in each case I 

want you to choose the option Change the duration but keep the amount of work the same. Now 

note that in the case of 11 which is a milestone and 22 which is a milestone there are no 

resources assignments so you won’t need to do anything to those two in this case. 

The next step in this update is to go through every individual task in the range 10 to 22, look at 

every dependency where there is a predecessor and if there is a non-zero lag reduce the lag by 

five days. So for instance, starting at ten there’s a dependency going in. It’s got a 20 day lag. I’m 

reducing it to 15 days, dpendency into 14, 20 days reduce it to 15, and so on. 
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And the final part of the update is for tasks 10 and 11 and for 14, 15 and 16 to mark them as 

100% complete. And for task 19 also mark that as 100% complete. 

Now if all of that has gone to plan you should finish up with a project that looks something like 

this and the key thing here is that if we looked at the Earned Value Report what you’ll see is like 

this. Now what has happened here is that the schedule is now better than the baseline. So if you 

look at the Earned Value Over Time gray line up there is below the red line. So the schedule is 

better than the baseline. And if you look at Variance Over Time again you can see that SV is 

positive. So that’s good. SV being positive means the project is ahead of schedule. Now of 

course note we still get a horizontal line on the right because we haven’t got to the end yet and 

the future is unknown. But if you look down at the Indices Over Time the blue index, the 

schedule index, is now above one, the red index, the cost index, has dipped down again. The 

reason it’s dipped down again is because we’ve used twice as many resources. So we’ve spent 

more money and that’s been the cost of getting the schedule ahead of the baseline. 

If in doing all those updates your answer looks something like that then you’ve done a pretty 

good job. 

And maybe if you’d like a little bit of an extra task why don’t you do what I’ve done here and 

that is to switch SPI and CPI round to using red for schedule and blue for cost like the chart 

immediately above and label that horizontal axis a little bit more sensibly as well.  

My answer to Exercise 07 is Exercise_07_Answer. That’s the end of this section. I’ll see you in 

the next one. 
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Chapter 13 – Import and Export 

Video: Importing Data to Project 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In this section I’m going to look at importing data into Project and in the next section I’m going 

to look at exporting data from Project. 

So there are various ways in which data can be presented to you for import to Project 2016. One 

very common way is in the form of an Excel workbook. In this case I have a workbook with a 

single sheet and it’s just got four columns on it, Task Name, Start Date, Finish Date, and 

Scheduled Work. Note that the first row contains the four headings.  

Now if I want to create a project on the basis of this one of the most straightforward ways is from 

Project to open this workbook. So let me just switch into Project. So File, Open. Now I’m going 

to browse to the course files folder. By default Open gives me access to MPP files. But if I look 

at the dropdown here where MPP is the default the other options are Project Templates, three 

options for Excel workbooks. That’s the current Excel workbook format, the Excel binary 

workbook format and the older Excel workbook format. It’s the first one I’m going to use in just 

a moment. The other three options here are Text files, CSV files, XML files.  

Now if I select the first one it’s going to take me into the Import Wizard. Click on Open. There’s 

the Import Wizard. Now one of the important things here is to just bear in mind am I going to 

need to do this import again? Am I going to, for example, get a workbook every week with an 

update to the project? If I’m going to have to do this import again then it’s a good idea to save a 

map or I should say the map of what this import involves. So when I click on Next one of the 

options is Do you want to create a new map here or do you want to use an existing map? If 

you’ve done an equivalent import before you can save yourself some time by using an existing 

map. Now as you’ll see in just a moment if you do decide to save the map that gets created 

anyway you will be able to use it again quite easily and you manage maps using the Organizer. 

So click on Next. 

Now how do you want to import this file? Do you want to create a new project? Do you want to 

append the data to the active project? Or do you want to merge the data into the active project? If 

it’s a brand new project, which is what I’m going to do in this case, straightforward enough. If 

you want to append the data to the active project literally whatever I import will be added at the 

end and then if I need to any more to incorporate it that’s up to me. If I want to merge it into the 

active project then I will need to have decided on and defined one field to be the merge key. And 

the merge will be done on the basis of the value in the merge key. So the merge key must be one 

of the fields that’s present in the existing project and that’s exists in the data you’re importing. 

And of course it must be in the import map as well. 
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Now on this occasion, as I say, I’m going to do this as a new project so click on Next. We looked 

at the Excel workbook just now and the information in there only relates to tasks. But I also 

pointed out that our input data does include headers. So it’s important to make sure that box is 

checked so that Microsoft Project doesn’t try to process the first row on the worksheet as though 

it was data. It will realize that’s a header row now and ignore the first row. Next again. And now 

what I’m looking at is a representation of the map. 

So now we need to set up this task mapping.  

First of all if there is more than one worksheet in the workbook you select the sheet from the 

dropdown list at the top here. Now our particular workbook only has one worksheet so that’s 

straightforward enough. And then what has happened is that Project 2016 has looked at the sheet, 

looked at the names of the Excel fields and tried to work out which fields they correspond to in 

Microsoft Project. Now of course it wasn’t that difficult but it still managed to make a pretty 

good job of it. So it’s decided that the field that’s called Name in Excel is probably Name in 

Microsoft Project. Start Date is probably Start, Finish Date is probably Finish, Scheduled Work 

is probably Work. And in fact on this occasion that’s correct.  

If I had had data in the Excel workbook that I didn’t want to import and maybe Project still tried 

to map a column to a project field, maybe come up with an answer that was wrong or maybe 

come up with an answer that was right but if for any reason I don’t want to deal with a particular 

field if I select it, click on Delete Row it won’t be imported. So the mapping will not deal with 

that particular column and field.  

Now of course I need to check the mapping is correct. And if say it’s taken the scheduled work 

field in Excel and it isn’t really the work field in Project, it’s something else I can actually just 

click the dropdown here and say what it should be. So that’s pretty easy to change any that are 

wrong. 

But once you’re happy with them all click on Next and I now have the opportunity to save this 

map. If I click on Save Map and give it a suitable name, click on Save, that will be saved in the 

Organizer and I can use it again. Click on Finish. You will very often get a warning about Project 

start dates. In this case the data I’ve imported is actually quite old data and it’s an old project 

which I am going to use again starting from a date round about now.  

Now as you know when Project 2016 creates a new project it will normally create it with today’s 

date as the start date. This is quite old data so there’s a conflict there. But if I click on OK I’ll fix 

the conflict in just a moment. 

So there is my imported data. I haven’t been through every row obviously but that looks about 

right to me so that’s pretty good.  
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Let me deal with that Project start date question. Let’s go into Project Information. It has set 

today as the start date. Let me put it back to roughly where it should be and then I can move the 

whole project later. Let’s start it from 1st of April. That gets rid of that conflict. And there you 

are. You’ve got a pretty good view of the whole project now as well.  

Now you may realize that, for instance, in the case of tasks 2 down to 14 we’re actually dealing 

with a summary task and subtasks. So I may want to put a bit of structure back into that. But 

that’s a bit of a detail really. There is my import successfully done. 

Note also that Project has used the name of the workbook as the first part of the name of this 

project. So I’m going to save this project now. That’s now in the course files folder. Now let me 

close that one and let’s suppose I was going to do this import again from a new version of that 

workbook. When I get to the relevant point in the Import Wizard, Use existing map. It gives me 

a list of the maps that are currently being managed by the Organizer. I can select that one and 

then pretty much the rest of the jobs done for me really. 

Let’s now look at another alternative for importing data. In this case I’ve just created a table in 

Word. It has just a list of tasks, three alternative plans for doing some work for a customer. Plan 

A, Plan B, Plan C. It’s more or less just a set of notes really with some time estimates and the 

basic tasks involved in each of these three alternative plans. 

It’s usually possible to import data into Project just by Copy and Paste. So once again normally 

you have to be careful about header rows and so on but let’s suppose I’m going to take 

everything except the top row of this table, copy it to the clipboard. Now I’ll switch back into 

Project, select the Project Table. Now note again the important thing here is that the two columns 

that the table begins with, this is a default entry table, task name and duration are the two that 

I’m copying and pasting. If they weren’t as in the previous example I’d need to rearrange the 

table.  

So I do the paste and although some of the things like start and finish date won’t really mean 

much at the moment the basic information is there. So I’ve got Plan A with it’s for constituent 

tasks. I could, for example, select those, indent them, give them a bit of structure, and now I just 

clear up what should be the empty rows in between and then of course I can set about whatever 

needs to be done next which may be to look at resources, assignments, work, cost, etcetera. 

So we’ve looked at importing by opening a file and potentially using the Import Wizard. We’ve 

looked at copy and paste. I want to look at one other special case here and that is the case which 

actually quite a few people use where they want to import the contents of an Outlook Task List. 

Sometimes people might be using Outlook, make a list of things that need to be done, start to sort 

it into some kind of order and then they say what I really need to do now is to put this list into 

Microsoft Project.  
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I’m looking here at Outlook 2016 and you can see a short list of tasks there. Clearly a list with 

four tasks in it would almost be as quick to type them into Project but the same would apply no 

matter how many tasks are in the list. And when you look at that list you’ve got a start date and a 

due date and as you may know if you use Outlook there are quite a few other fields available as 

well. Some of those fields potentially correspond to fields in Project. Now in fact although this 

does work the number of fields, the amount of information you can actually transfer is quite 

limited. The four tasks I’ve got here are in chronological order. And if I double click on the first 

one it opens up this dialog where you can add or modify the information about a task in Outlook. 

And you have things like Percent Complete. I have Percent Complete here set at 50%. Well 

although that sounds like an ideal candidate for Microsoft Project in fact that 50% wouldn’t be 

imported. Not even the start date and date get imported. The things that get imported are the 

subject, in this case Prepare Proposal which becomes the task name and this note will be 

imported as well.  

And just one other thing really and that is if you go to the Details option in the Show group on 

the Task tab within this Task Maintenance dialog. The total work, in this case it’s set to one 

week, will be interpreted as the duration of the task. So that really is a very limited amount of 

information that will be taken in. Having said that if somebody is effectively jotting down notes, 

list of tasks, maybe writing some important notes about each of those tasks it can be a useful way 

of getting that information into Project. So let’s switch into Project now and import that list. 

So I have a new empty project here and on the Task tab in the Insert group the bottom of the 

Task button one of the options is Import Outlook Tasks. Now when I click on that I see a list of 

tasks. Now in the Outlook you’ve just looked at there are only those four tasks. If there were 

more this is actually a structured list. So for instance, at the very outside we have access to the 

Outlook Folder Tasks. So if I checked that box I would get all of the tasks within Outlook for 

this user. Now if the tasks had categories and I was looking at them grouped by category here, if 

I wanted just a particular category I could check that and just get that category. On the other 

hand if I just wanted an individual task I could select an individual task. Now on this occasion 

since I have no categories I really want everything in the folder, the simplest thing is to just 

check the whole folder there and click on OK. And there are my four tasks. Now notice they all 

get start date of the project start date which is today. The total work values have been interpreted 

as duration. So the finish dates have been set accordingly. And the other interesting point is that 

the tasks are imported in alphabetical order of task name which isn’t necessarily very helpful. 

And then if I hover over one of the notes you can see the notes that I added in Outlook. I can 

then of course save this project as a normal project and then start to do what I need to do with it. 

Put in dependencies, get things into order and so on. Note that although it interpreted total work 

as duration when it did the import the work in each case is set to zero hours.  

So as I say I do know some people that use this but it does have some fairly clear limitations as 

you can see.  
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That’s the end of this section. I’ll see you in the next one. 
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Video: Exporting Data from Project 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In the preceding section we looked at importing data into Project and in this section we’re going 

to do the opposite. We’re going to export data from Project. I’m primarily concerned here with 

exporting data so that it can be used as data in another application. But I will briefly touch on a 

couple of cases where we are exporting data in a form where it can’t be manipulated, such as in 

the form of an image. Let’s start with what is probably the most utilitarian of all the ways and 

that is copy and paste. 

Now the extent to which copy and paste is effective depends on what you are pasting the data 

into. Let’s start with Microsoft Word and what I’m going to do is to copy a part of a plan into a 

Word document. 

So I’m using version 17 of the website project. I’ve made a selection within the table there and 

I’m just going to copy that to the clipboard using the Copy command on the ribbon. Now I’m 

going to switch back into Word and do a Paste. And you can see the pasted detail from the plan.  

Now in doing this what Word has done is to do a reasonably good job of representing not only 

the style of this part of the table but also things like the indentation of the text to reflect the 

structure of the project, the formatting of the individual lines, bold text, etcetera, and the 

alignment of the text within the columns Duration, Start, Finish, etcetera. So because Word is 

pretty good at that sort of thing it makes a pretty good job of it. 

Now let me do the same thing into Notepad.  

So I’m starting a new Notepad document. I’m going to do a Paste here as well. Now when I 

paste into Notepad I still get the data but I’ve lost a lot of the structure. I’ve lost things like the 

bolding of the text and of course I’ve lost the alignment as well. Now it may be that I’m using 

Notepad to create a text file in order to interchange this data with another system. Text files, 

CSV files, etcetera often use for interchange. But it’s important to understand that when you do 

that you do lose a certain amount of the information from the source and in particular you will 

almost always lose things like styling information and every often alignment, etcetera. However 

in this particular case the presence of the tab characters that you can’t currently see does mean 

that it should be possible to successfully import this data into another application. So let me close 

Notepad for the moment and I’m going to undo the Paste into Word and I’m going to do the 

Paste into Word differently. 

So on this occasion I’m going up to the Paste button there and I’m going to preview each of 

these three options. First of all Keep source formatting. That’s the equivalent of the paste that we 

did before where the formatting of the pasted data is the same as in the source, in this case 

Microsoft Project. The second one is Merge Formatting. In this case what Project is doing is to 
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use the style in the target document, the Word document, and the table of data is being formatted 

using that. And the third option is to Keep the text only. That’s quite similar really to pasting into 

Notepad. So just bear that final version in mind. I’m now going to move down to Paste Special. 

And with the Paste Special dialog not only do we have alternative ways of pasting this data but 

we can also do a Paste Link. And with a Paste Link this creates a shortcut to the source file and 

changes in the source file will be reflected in the document.  

So let’s suppose that I set up a paste link, unformatted text, click on OK. There’s that data again 

in a pretty similar style to the style in Notepad. And just look at that first couple of lines, 

Requirement, 65 days, April 11th. Requirements Definition, 65 days, April 11th. Let me now go 

back into Project and let me change that 65 days to say 75 days and now let me switch back into 

Word and you’ll see it’s been updated in Word as well. So I’ve actually set up a dynamic link 

from Project into Word and that can be very useful as well if you want to make sure that the 

document say in Word is dynamically being updated with the correct equivalent data from a 

project. 

Now so far the examples of exporting data that we’ve covered have produced editable data in the 

target application. So having exported the data we can do more work on it in the target 

application. But sometimes what you need is information which you can’t really export in an 

editable form but which you do need to be able to export to use elsewhere. One of the sort of 

classic examples of this is one where you want a section of a plan, say a middle section of this 

plan where you want to include the Gantt Chart part as well. Now of course there are very few 

software applications that can edit Gantt Charts like this that have been produced by Project, 

other than Project itself, and even then when you export it you’re not really editing the Gantt 

Chart. The Gantt Chart is a representation of what’s in the table. But you can produce a static 

graphic image which does represent the content of all or part of a plan. And I want to quickly 

cover that here. 

Let me once again select that middle section of this plan and this time on the Copy button in the 

Clipboard group I’m going to say Copy Picture. Now I get a choice. Do I want to copy it for the 

screen, for the printer or to a GIF image file? Let’s suppose I’m going to save it in a GIF image 

file. Let me browse to a location where I’m going to save that and give the file a name. Now I 

choose do I want all of the rows on the screen or the selected rows? I’m going to say the selected 

rows. And do I want the timescale as shown on the screen or only over a particular range of 

dates? And the dates I’m offered there are from January the 18th to November the 14th. Now in 

fact this particular print is going to start at the beginning of the Requirement section which 

doesn’t begin until April so let me change that start date. And I’m going to change it to be April 

1st. Click on OK. My GIF file has been created. Let me switch into Word and insert that GIF file 

into a Word document. 

http://www.simonsezit.com/


Learn Project 2016 Advanced Course 

© Copyright 2008-2017 Simon Sez IT, LLC. All Rights Reserved. 
 

There it is in the course files folder and there is the representation of the project over that period 

from the beginning of April to roughly the middle of November. Now that is a regular GIF image 

inserted into a Word document so I can format it in all sorts of ways, change the size, add effects, 

etcetera. So that is a sort of export. 

So we’ve covered the Copy and Paste style of options for exporting. Let’s look now at the Save 

As options. 

When it comes to saving an MPP file the options you have are first of all for Microsoft Project 

format. So that’s the current one and the previous one, including the template variance. Then we 

have PDF and XPS, both of which produce what are in effect non-editable sets of data. Now 

technically with both of those there are options for the being able to edit them but they’re really 

intended to be non-editable read only versions of an extract of data from a plan. Then we have 

the Excel formats which you should be familiar with by now. I’ll come back to Excel again in 

just a moment. Then we have the options for Text, CSV and XML. All three of these formats are 

primarily used for data interchange, although with all three of them they are in some instances 

used for other purposes. Let’s just demonstrate one of these. Let’s demonstrate CSV. 

Let’s suppose I’m going to exchange this project data with another system and the other system 

requires the data for input to it to be in CSV format. So I’m going to click on CSV format. I’m 

going to use that default file name, SimonSezIT_NFF_Web_Site_17.csv, and click on Save. 

Now depending on your Trust Center settings you may or may not be allowed to save in this file 

format. If you aren’t you’ll need to change the Trust Center setting. And if you are allowed you 

may or may not get a warning first. Mine is set to allow me to save in CSV format but I always 

get this sort of warning. So I’m going to click on Yes and now I’m using the Export Wizard. 

Click on Next. You know about maps. I’m going to use a new map and I’m not going to save it 

later on either. This is a bit of a one off exercise for me. And I’m only going to export task 

information. Note I can choose my text delimiter. Although we usually refer to CSV as Comma 

Separated Values some systems required other than commas and sometimes the choice of 

delimiter can be influenced by what’s in the data itself. That’s the default choice of delimiters, 

tab, space, and comma. I’m going to stick with comma. And now I set up a mapping.  

I can really map any field in the task data for this project to any field in the CSV file. So let me 

just choose one or two straightforward options. What about name? That’s usually a good one to 

start with. And then what about Start Date, Start? And then maybe we’ll have Finish as well. 

Now onto Next. I’m not going to save the map. Click on Finish and that’s done. Now let me 

open that CSV file in Notepad. 

And there it is. You can see my header row, Name, Start Date, Finish Date, and then I have 

Northern Farm Foods Website, comma, then the Start Date, comma, then the Finish Date. Note 

these double commas here. These correspond to the empty rows in the MPP file. I’d need to be a 

bit wary of that but basically you wouldn’t normally expect them to do any harm on import 
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because you’d hope that the import facility would be able to deal with those. But other than that 

the data looks absolutely fine. 

So that is another export option. 

I’m just going to do one more export now and this is a pretty straightforward Excel example. 

This time I’m going to File and instead of Save As I’m going to go to Export. You have two 

main options in Export. One is Create a PDF or XPS document. The other one is Save Project as 

File. And as you can see you’ve got those four project formats and you’ve also got XML format 

and Microsoft Excel workbook format. So let’s choose Excel workbook format, click on Save 

As. I’m going to use the default name here, Web_Site_17.xlsx, click on Save. That brings up the 

Export Wizard, all straightforward so far. Selected data but I’m going to use one of the existing 

maps.  

Now I did mention these maps briefly before and they are standard maps. And for each of them it 

takes a cut of the data in your project and prepares it for use in Excel. And this is very often used 

as an alternative way of doing visual reporting.  

Now all I’m going to do here is to say let’s have the earned value information from version 17 of 

the website project, click on Next. As before I can have tasks, resources or assignments. Let’s 

just stick with tasks for the moment, click on Next and there is the mapping. And it’s basically a 

mapping if you look down the Microsoft Project fields on the left, of earned value fields to Excel 

fields. So if I just go with defaults. I don’t want to save the map because it’s already there. Click 

on Finish. Now let’s take a look at that Excel workbook in Excel.  

And there it is. I’ve done an AutoFit on column width. You can see that some of the numbers 

come out to be fairly horrendously long numbers but you can see you’ve got BCWS, BCWP, 

etcetera and that could be used in Excel for further analysis and reporting. So that’s an export to 

Excel using one of the standard maps. 

Now one thing that I haven’t covered on this course is import from and export to SharePoint. 

SharePoint is really out of scope here. But people that use Project are increasingly using 

SharePoint as well. So it’s certainly an area to look at in terms of import and export.  

But that’s it for the main options that we’re looking at here and that just leaves us with an 

exercise which I’m going to set you in the next section. I’ll see you then. 
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Video: Exercise 08 

Toby: Welcome back to our course on Project 2016 Advanced. 

It’s now time for Exercise 08. I’ve prepared a version of the website project called Exercise_08 

and I would like you to export that project to a text file. So that’s a tab delimited text file using 

the standard map, Resource Export Table map.  

Now that means in this particular case that you are going to produce a text file with resource 

information in it but I have some very specific requirements. First of all, I don’t want to see 

headers in the text file. And secondly the map maps an awful lot of fields and I want you to 

remove some of the fields from the map when you come to do the export. I want you to remove 

the ID field and the code field, the five text fields and the email address field and also I don’t 

want you to show any resource assignment. So it will be purely summary information for each of 

the resources that are used in this project. 

Now what you should then see is the list of resources as here. Note the unique IDs from the 

Resource Sheet there. And then for each resource you’ll see fields such as Initials, Maximum 

Units, Rates and so on and they will be followed by current running totals for costs, etcetera.  

Now of course when you look at this in a tab delimited text file it all looks a bit sort of higgly-

piggly because of the difference in lengths of the contents of some of the fields. But if you were 

importing this into another application and the application was able to cope with tab delimited 

text files it wouldn’t cause a problem because it would be looking for the tab characters to 

separate the fields. And the fact that when you actually look at it in an application such as this, 

such as Notepad, that it does all look a bit out of alignment doesn’t matter because the 

application that can deal with tab delimited text wouldn’t have trouble with it at all.  

So that’s it, Exercise 08. My answer is Exercise_08_Answer.txt. I’ll see you in the next section. 
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Chapter 14 – Macros 

Video: Recording a Macro 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

The work of a project manager, the task of project management combines very different 

activities. Some activities are really quite creative and original. So structuring a project, 

identifying dependencies and constraints, working out how to resource projects and making sure 

that the financial side of a project is well under control. Some other aspects are really rather 

repetitive and quite often quite boring. And if, for example, every week you have to run off ten 

reports it can get quite tedious after you’ve actually got them set up near the beginning of a 

project if the project goes on for a long period of time and every week you have to run through 

the same set of reports. It really can become rather tedious.  

Now a lot of what we’ve done so far has been about that more creative side of project 

management and consequently hopefully you’ve learned a lot of new things about creative ways 

of using Microsoft Project. But sometimes what you really need is a set of tools that can make 

the repetitive work, the predictable work a lot more productive, take up less of your time and it 

would be really nice if not only could you make it less tedious but you could make it more 

reliable. Quite often tedium leads to errors.  

Now the way that you automate repetitive tasks in Microsoft Project is to create Macros. 

Now there are two ways that you can create macros. You can create macros by recording them, 

which is what I’m going to show you in this section. You can also create macros by actually 

typing the code in, by being a bit of a programmer. Now in both cases the macros are written in 

Visual Basic for Applications, VBA. This is in effect a programing language and it’s used 

throughout Microsoft Office. Now although it is used in other components such as Excel and 

Word and PowerPoint and Access there are some subtle differences and in some cases some 

more than subtle differences. So although we refer to VBA in a generic kind of way there are 

differences between the components. Not only in the commands that you can use but also in 

exactly how it’s implemented. If you’ve used VBA in one of those other products though you 

should find it really straightforward to pick up in Project, at least in principle. The key thing that 

you have to learn is the commands that are relevant to Project mode and we’re going to look at 

one or two of those in this section and the next section. 

Now what I’m going to cover in this course in the next couple of sections is a really basic 

introduction to macros just to give you the general idea. If you want to develop your knowledge 

of macros then you need to develop your knowledge of VBA coding and there are other courses 

on SimonSezIT.com that cover VBA.  
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As your knowledge of VBA increases you’ll find that you can develop macros that can do 

increasingly powerful things to achieve complex and sophisticated effects. And although we are 

primarily looking at repetitive tasks some repetitive tasks can be quite complex. So a good 

knowledge of VBA and the ability to use it can not only save you a huge amount of time but it 

can probably save your projects a lot of money as well. 

So let’s set about recording a macro.  

The macro we’re going to record will be one that will perform a sequence of steps. But really 

what I’m going to show you here is a very straightforward macro doing a few pretty 

straightforward things to begin with.  

When you record a macro it’s actually an object in its own right. The Organizer is involved in 

the management of macros and by default when you record a macro it’s saved in your global 

template which means that when you created a macro you can use it in any other project where 

it’s suitable. 

Now one or two pieces of housekeeping first. If you look at the status bar, I’m just going to right 

click on the status bar, one of the indicators on the status bar indicates whether macro recording 

is running or not. In fact on my status bar it’s the only option I haven’t got checked. So I’m 

going to check it now and you’ll see this little icon down in the bottom left hand corner which 

indicates that I am not recording a macro at the moment. What I am going to do now though is to 

start recording one. 

So on the View tab going up to the Macros group, click at the bottom of the Macros button, one 

of the options is Record Macro. Note that that icon is the same as the little icon that you see on 

the status bar. So I click on Record Macro and now I have this dialog to complete. 

The first thing I need to do is to give my macro a name. The name must begin with a letter and 

can’t contain any spaces. If you’re going to use several words in the name you can separate them 

with underscores. I tend to use what’s called Camel Case so that the name looks like the back of 

a camel. 

I’ve called this macro PrintCurrentStatus. You can assign a shortcut key to the macro. There are 

a couple of ways of running macros once they’re available. One of them is from that Macros 

button that we’ve already used a couple of times or using a shortcut key. You need to choose a 

sequence that’s not in use for anything else. I’m going to use Control-L. And as I mentioned 

before by default macros are stored in the global template, what’s referred to there as the global 

file.  

Now when a macro is created Project 2016 adds a description to the macro itself and you’ll see it 

in a macro in the next section. It’s usually useful to put a description in here not only as you can 

see there one that says when it was recorded and who it was recorded by but what it does. I’m 
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not going to do that at this moment. I’m going to add that description later on, partly to show you 

how to do that. So having done that I click on OK.  

Now the recording has started. And if you look at the left hand end of the status bar you can see 

that that little icon has changed to a white square which is in effect the stop recording button. 

And also the Macros button now has a different option, Stop Recording that has replaced Start 

Recording. So that’s two ways of stopping recording of the current macro. 

You may at this point be thinking, “Well he had better get a move on if he’s recording.” This is 

not time dependent. You don’t have to sort of rush and do this as quickly as you. What Project 

2016 is doing in effect is recording certain keystrokes, certain clicks of the mouse, etcetera. Not 

absolutely everything you click and do but until you’re familiar with macros it’s safest not to do 

anything that you don’t want recorded. So it’s actually best not to do anything else in Project 

while you’re recording the macro.  

Now my macro is going to perform a simple but useful task and it’s going to perform it in such a 

way that I just have to use that keyboard shortcut each week. It’s going to take the plan here, 

show it in Gantt Chart view, well it’s showed in Gantt Chart view already, but I want to show the 

work table and I’d like to collapse it down to level one and then take a picture of the current 

schedule for the entire duration of the project and save it as a GIF file. 

So the first thing I’m going to do is to set Gantt Chart view. Well you may say, “Well you’ve 

already Gantt Chart view.” The point is that when I run this macro I may not currently have 

Gantt Chart view set. So just to be on the safe side I’m going to always start by selecting Gantt 

Chart view. Then I’m going to select the work table. Then I am going to collapse down to the 

level one outline level. I’m going to make sure that in Gantt Chart view I’ve got the entire 

project shown and then all I need to do is to copy that as a picture and make my GIF file. So I go 

up to the Task tab, Copy Picture. Now I have this dialog to complete. I’m going to save this 

picture as a GIF image file. So select that option and I’m going to browse to the project files 

folder and enter a suitable file name there. There we are TAWeeklySchedulePrint. Click on OK 

for the file name. Now the rows I’m going to copy are not selected rows. I really want all of the 

rows on the screen so keep that first option selected. And for the timescale I don’t want a 

particular range of dates. What I want is the timescale as shown on the screen. So it’s the tasks 

on the screen, the timescale on the screen copied to that GIF file. Click on OK. Now in theory 

that should have created my GIF file. So the next step is to take a look at it and actually see what 

it looks like. 

So I’ve opened it up in Microsoft Pain and that’s what the GIF file looks like and that’s going to 

be absolutely ideal to include say in a Word document or a PowerPoint presentation just showing 

on a weekly basis what the current status is using the level one tasks in the house build. So 

basically I’m looking at a set of summary tasks. 
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Now having recorded a macro one of the things that I normally do straightaway is to just try 

running it again to make sure that it works in at least one other scenario. So what I’ve done now 

is to go to a completely different view, Network Diagram view, changed everything else. I’m just 

going to run the macro. I’m going to use the keyboard shortcut approach for running it now. So 

I’m going to try it with Control and L to see if it still works.  

Now the only issue is this one. I get a warning about overwriting the existing file. I’m going to 

be saving this GIF file with the same name each time so I will get this overwrite message. Now 

one option of course would be to continue in this vein because it would perhaps just remind me 

each week when I run this macro that I’m going to overwrite last weeks. But if this is going to 

get rather annoying and I just want to automatically overwrite this I’m going to show you how to 

deal with that issue in the next section. But for the moment I’m going to manually select 

Overwrite and let’s take a look at the GIF file this time around. 

And sure enough we get the same result this time around as well, which is good news. 

So having created and tested this macro what I want to deal with in the next section is to look a 

little bit more closely at what is in the macro and how you can make changes to it. I want to look 

at dealing with this issue of the overwrite message and I also want to point out that even with a 

macro that looks as though it’s going to work fine there can sometimes be little hidden dangers 

and hidden things to be aware of that may cause you problems later down the line. But that’s in 

the next section. Please join me for that. 
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Video: Writing a Macro 

Toby: Welcome back to our course on Project 2016 Advanced. 

In the preceding section we created a macro by recording. It was a useful little macro to print at 

level one the current schedule for a project. Note we recorded using version 05 of the house build 

project but it should in fact work in any other project as well. It might be a good idea for you to 

give it a try at some stage and see if it works in one of the other projects, maybe even in one of 

your own projects. 

Now I’m aware of one little issue with it which I will show you how to overcome and there’s 

another issue which is not quite so obvious but is typical of the sort of thing that comes to light 

when you’ve been using macros for a while and certainly something that’s seen to be doing the 

right job, seems to be doing the wrong job and I’ll come back to that later on. 

The first thing I want to look at though is at the macro that we created.  

Now on the View tab back to that Macros button, click View Macros. The one we created was 

TAPrintCurrentStatus and with that selected in the list here I’m going to click on Edit. And what 

you can see now is called the Microsoft Visual Basic for Applications or the VBA window. And 

when we’re working on VBA it’s sort of an environment within Project. The way that it works is 

quite different because we’re back into an older style application where instead of a ribbon we 

are back to having an old menu system and so on. So it does take a little bit of getting used to if 

you’re primarily used to using ribbon-type applications now. But this is the VBA window. I’m 

going to take you on a very quick tour of the window and then we’re going to talk about the 

macro that we created in the preceding section. 

Now the biggest window here we normally call the Code window. And within the Code window 

we have our macro. It begins Sub. So it begins Sub TAPrintCurrentStatus, then it’s got a couple 

of round brackets. And that macro goes on to End Sub and I’m going to talk about the Sub in a 

minute.  

Now Subs, these subroutines are actually held in what are called VBA Modules. And a module 

can contain no subs, one sub or in fact any number of subs.  

Now let’s take a tour around the rest of this VBA window. This is normally referred to as the 

VBA Editor. Now it’s mainly four windows and the top left one is referred to as the Project 

Explorer. If I just collapse it down a little first I have the global template and I have a list of open 

projects. At the moment my only open project is House_Build_05. Within each of those I can 

look at the structure of the content. So within the project House_Build_05 we have Microsoft 

Project Objects including the project itself.  
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Within the global template we have much more. We have Microsoft Project Objects. We also 

have forms. There is one form there which I created for one of my projects. You can actually 

create your own forms so that, for instance, you could provide people with a form to enter time 

sheet information or to update their own project progress and then you can write VBA code to 

process what people enter on the forms. The code itself of course is contained in all these 

modules. And most of the modules here are empty but I know for a fact that one of the things in 

module 11 is that subroutine that we just created. So that’s the Project Explorer. 

Sometimes you would want to look at the properties of something and the window below the 

Project Explorer is called the Properties Window. The bottom right has the Immediate Window 

is used in particular for debugging. You can actually step through a piece of code, look at the 

values of the variables that are involved in the code, try to identify where a problem occurs by if 

you like slowing the whole thing down and looking at exactly what’s going on. 

Now we’re not going to pursue any of those further on this course. I really just want to introduce 

you to the general concepts. What we’re really looking at here is just this first macro and we’re 

going to turn our attention now to this code and I’m going to explain to you step by step what it 

does and how it works. 

Now I’ve already explained Sub and End Sub. Immediately after Sub there are two lines that 

begin with a single apostrophe, a single quote. That indicator marks a line which is a comment. 

And the two lines of comment there are in fact the description that Project 2016 created for us 

and put into the sub. And I mentioned to you when we started recording this that we could 

perhaps adapt the description later on. That’s what I’m going to do now.  

So I click into that window where I want to type and just start typing. Now I want to add a 

couple of further lines of comment. So first of all an apostrophe and leave the rest of that line 

blank. Then another apostrophe and I’m going to say. So there you are. You can see what I’ve 

put as my description, Macro to show an entire project at outline level one in Gantt Chart view 

and save the view as a GIF file with a fixed file name. So that’s going to be useful for anybody 

else looking at this macro and wondering what it does. 

Now the important point here is that those comment lines are not processed in any way by VBA. 

It’s not expecting to have to do anything. It pretty much ignores those. They’re in the code but 

they’re there purely for the help of humans, if you like, to read about a particular piece of code 

and understand what it’s doing. And also to do things such as here to record when it was 

recorded and who it was recorded by.  

The next lines though are all executable VBA code. And one or two of those lines of code are 

actually going to be pretty easy to understand. For instance the second line there TableApply 

Name:=”&Work”. Now I think even if you haven’t looked at program code before you’ll have a 

pretty good idea what that does because what we’re doing is applying the work table. And if I 
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asked you to apply the cost table instead in VBA code you could probably even work out what 

the command to do that would look like.  

But the commands are executed in sequence so let’s start with the first on. You might make a 

pretty good guess at this as well. ViewApplyEx Name:=”Gantt Chart”, ApplyTo:=0. Now there’s 

one or two funny things in there like ApplyTo:=0 and with some of these commands although 

some of it may be quite intuitive some of it is a bit head scratchy really. You look and you 

wonder, “Well I wonder what that does?” And this is where VBA Help comes in. It’s a separate 

Help system from the Project 2016 Help system and it is a huge Help system. It has thousands 

and thousands of pieces of information in it. And when you first start writing VBA code you’ll 

probably refer to it a lot. But after you’ve been using it a while you get to learn things, you get to 

understand things and perhaps most of all once you’ve got code that works somewhere you tend 

to do a lot of copy and paste of bits of code. But let’s start with that command ViewApplyEx, E-

X, and see what that actually means. 

So we’re going to click on the Help button up here and I’m going to select Microsoft Visual 

Basic for Applications Help. Now it’s all online help. So I’m going to click on Search. There’s 

the cursor. Let’s see what we can find out about ViewApplyEx. Click on Search. And there we 

are. We’ve got quite a lot of results there but let’s take the first one, ViewApplyEx method 

Project. Project there refers to Microsoft Project. 

So it knows about a command called ViewApplyEx and this will explain to us what those 

options are. And the one that was a bit of a mystery was ApplyTo. ApplyTo is here. Is it a 

required or optional parameter? Do I have to have it? No, it’s optional. What sort of data is it? 

It’s got be an integer. So we would put a number in there. Specifies where the view is applied. 

The value can be one of the following, zero. The primary pane of a split view which is usually 

the top. Now we don’t actually have a split view here so the primary pane would be the only 

pane. So the value of zero means that ApplyTo:=0 which is what we have means apply Gantt 

Chart view to the only pane. Now if we had a split view at this time and we wanted to apply 

Gantt Chart view to the lower pane, the bottom pane, we would have put ApplyTo:=1. So that 

explains what ApplyTo:=0 does. I’m going to minimize this Help rather than close it because 

I’ve got a feeling I’m likely to need it again. But now you can see what that first command does. 

It says apply Gantt Chart view to the primary pane. And since at the moment our view is not split 

it will be applied to the only pane. 

Now we’ve already talked about the second command where we apply the work table and in fact 

the third command is pretty straightforward as well, although if you’d really like to check what 

OutlineShowTasks does and what the various parameters are you can look at the VBA Help for 

that. OutlineShowTasks OutlineNumber:= and there’s pjTaskOutlineShowLevel1. And of course 

that is showing the outline to level one.  

http://www.simonsezit.com/


Learn Project 2016 Advanced Course 

© Copyright 2008-2017 Simon Sez IT, LLC. All Rights Reserved. 
 

Let’s suppose just for the sake of the exercise that I wanted to show it to level two. I don’t have 

to rerecord the macro. I could actually edit here and change that to ShowLevel2 provided of 

course I was sure that pjTaskOutlineShowLevel2 is a valid value for OutlineNumber. You could 

check that yourself but it is. 

The next command is also pretty straightforward, ZoomTimescale Entire:=True. So that’s when 

we’re zooming to show the entire project. 

Now this fifth line has the distinction of being a very, very, very long line and it’s actually quite 

difficult to talk about lines that are as long as that and discuss the content so what I’m going to 

do is to use a convention here whereby even though we’re dealing with one command we can 

spread it over several lines by ending a line with an underscore character. Now I normally do 

this, for instance, EditCopyPicture Object:=False comma and then generally after that I would 

put the underscore character, hit the Enter key on the keyboard, put a tab character in there and in 

this way because of that underscore character at the end of each line Project 2016 knows that this 

is all part of the same command. But when I finish doing this the whole thing is going to be a lot 

more readable. 

And what we have here is a whole set of parameters that go with the EditCopyPicture command. 

And it is pretty much doing what we want it to do. For instance if you look at the third 

parameter, SelectedRows:=0, what that means, and you can check this in the Help, is that we’re 

not dealing with the selected rows on the screen which means we’ll be dealing with all of the 

rows on the screen. Think back to that dialog box when we decided not to go for selected rows. 

However, hidden in here is a future problem because when Project recorded the macro for us it 

used the FromDate and the ToDate that were in force at that time and unfortunately they’re now 

part of this command. So in the future when we run this, say I ran this in a couple of months’ 

time, this FromDate and ToDate are sort of embedded into my macro code here. Now that’s not a 

problem because if you look at EditCopyPicture in the Help you will find that the FromDate and 

the ToDate are actually optional.  

So here is the EditCopyPicture method as it’s called. And if you look down at the list of 

parameters there’s FromDate and ToDate. In the case of FromDate, note the last sentence. The 

default value is the earliest timescale date visible in the active view. So it will use that if we 

leave the FromDate out. Same applies to the ToDate. It’ll be the latest timescale date visible. 

So all I’m going to do here is to delete both of those parameters, From and To. Just remove them 

altogether. And that just leaves me one more thing to do to this macro before we try it again.  

I want to stop getting that warning message about overwriting the GIF file. So what I’m going to 

do right at the beginning is to put in this standard command for Project VBA which suppresses 

alerts. Now of course this isn’t fussy. It will suppress other alerts as well. So only do this if 

you’re really certain that you want to and if you’re pretty confident that you shouldn’t be getting 

any other alerts either. 

http://www.simonsezit.com/


Learn Project 2016 Advanced Course 

© Copyright 2008-2017 Simon Sez IT, LLC. All Rights Reserved. 
 

So that’s it. I’ve changed it to show level two. I’ve got rid of that potential problem over the 

dates. I’ve suppressed the alerts. Let’s close the VBA Editor and let’s try running that macro 

again. 

So once again I’ve completely changed the view. This time I’m going to run the macro from the 

dialog there, make sure it’s selected, click on Run. Note there was no message at all about 

overwriting the GIF file. Let’s have a look at our new GIF file. And there is our new GIF file. 

Entire project and all at level two. 

That’s the end of this section. Please join me in the next one. 
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Video: Macro Security 

Toby: Hello again and welcome back to our course on Project 2016 Advanced. 

In the last couple of sections I’ve introduced you to the development of macro code and 

hopefully you’ve got enough now to get you started and hopefully to inspire you to save yourself 

a lot of time in the future on some of those more repetitive tasks associated with using Microsoft 

Project. But I’d like to finish this sort of startup course on macros with a word of warning 

because as you may be aware and as I mentioned right at the beginning of the course it is 

possible for people to get harmful code, malicious code into your system within VBA macros in 

a Microsoft Project file. So when you open a Microsoft Project file from another source if it 

contains macros you need to be suitably wary of it or let’s just say you might have to be suitably 

wary of it. 

Now in order to establish the approach you’re going to take when you find macro code in a 

Project file that you’ve received from somebody else we need to look at the Trust Center. So if I 

click on Options here and go into the Trust Center, go into Trust Center Settings and it’s the 

Macro Settings that we’re particularly interested in here.  

Now in general terms you really have four options here for your macro settings but one or two of 

them are really very specific and may only be practical in certain circumstances. 

The recommended default setting is the one that I have here, Disable all macros with 

notification. What this means is that for macros that I get from outside from general sources 

basically they won’t run. I will be notified that the macros are there and I’m given the option to 

allow them to be run. And in the absence of any other specific situation I suggest that is the best 

setting to have. But let me review the other three settings. 

The first one, Disable all macros without notification. Basically that setting says don’t let any 

macros run and don’t tell me even if a Project file has got macros in it. Just disable macros 

completely. Nobody else’s macros can run. Now on the face of it that’s quite an extreme setting 

but if you’re in a situation where there is absolutely no need ever for macros from outside to be 

run on your installation of Microsoft Project then it’s certainly a very safe option. In my situation 

I do get Project files from other people and occasionally they do contain macro code and I would 

want to consider whether the macro code is safe enough for me to run. That is whether I trust the 

person who’s provided it enough. 

The bottom option, Enable all macros. Now as it says there this is not a recommended option. If 

you’re in a situation however where any macros you get will definitely be safe and there is 

absolutely no way that somebody could get a harmful macro through to you then I guess you 

could select this option. I’ve never yet come across somebody who’s in a position that this is a 

safe option to run though. 
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The penultimate option there, Disable all macros except digitally signed macros. If you regularly 

get Project files from somebody else, maybe a company that you trust and they’re really the only 

ones that you ever get that you would be prepared to run you can ask the provider to digitally 

sign those macros. And in that way what you’ll be saying to Project is generally speaking I don’t 

want you to run any macros unless they have this digital signature. Then Project will check for 

the digital signature or digital signatures that you allow and it will allow a macro with one of 

those digital signatures that you accept to run. 

Now I’m in what is probably the most common situation as I mentioned just now in that I’ll 

consider running a macro provided I know who it’s from so I tend to go for that second option. 

Now in order to demonstrate actually what happens with the setting that I’ve got there in the 

course files folder I have a Project file which has a macro in it. This was not a Project file that 

was created by me on this device.  

There’s the file. It’s TrustCenterTest.mpp. Click on Open and this is the message that I get. Note 

the first sentence there. Macros have been disabled. So there’s the normal warning about viruses, 

security hazards. And if I was absolutely certain, as I am, that this is a safe file to open and that 

the macros aren’t harmful I click on Enable Macros. If I click on Disable Macros the file will 

still open but no macros will run.  

So if I click on Enable Macros I can see that little test file and everything is fine. 

So that’s it on macro security and it’s time for Exercise 09 which I’ll introduce you to in the next 

section. Please join me for that. 
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Video: Exercise 09 

Toby: Welcome back to our course on Project 2016 Advanced. 

In this section I’m going to set you Exercise 09 which is the final exercise on the course. 

Exercise 09 when I describe it to you will probably sound pretty straightforward but there are 

one or two things in it that you need to be just a little bit wary of and you may finish up 

scratching your head a little bit about one or two bits of this. So what I’m going to do is to give 

you quite a big clue to begin with. 

Let’s suppose that I’m going to write a macro and the macro I’m going to write is really simple 

and that is all it’s going to do is to remove any filter that I currently have on a project.  

Now in order to start this macro recording I’m going to click on the status bar button. I’m going 

to give the macro a dummy name. Why don’t I just call it Macro1? I’m not going to give it a 

shortcut key because this is a temporary macro. I’m going to store it in the global file so that’s all 

fine. Click on OK and I can start recording.  

Well all I really want to do is to clear any filter that’s currently applied. So what I’m going to do 

is to just click, well just select No Filter. That’s fine. I’ll stop recording and my macro is now 

ready to run. 

Now in order to test it I’m going to go into Resource Sheet view. I’m going to go to the Macros 

button, View Macros. There it is, Macro1. I’ll run it. And I get an error. Now you might be 

surprised that I get an error because if you look up at the View Tab, Filter, No Filter. Why have I 

got an error? Well I mentioned to you a little while ago about this Microsoft Visual Basic dialog. 

Let me just talk to you about this dialog first.  

I mentioned there that you have the option to say End which basically stops the macro running, 

takes you back into Project and you can do whatever you need to do. The alternative when you 

get a problem is to click on Debug. Now when you click on Debug it takes you into the VBA 

Editor and highlights the command that’s failed. And as you can see in this case the command 

that’s failed is FilterApply Name:=”All Tasks”. Now if you look at that and think about what we 

just did you think, “That’s not what I did. I didn’t say select all tasks for my filter. I said no 

filter.” And actually there are a variety of situations where you do something when you’re 

recording a macro and what Project 2016 records can sometimes be subtly different. And of 

course in this case when you’re looking at the Resource Sheet and you select a filter on the 

Resource Sheet there isn’t a filter called All Tasks because you’re looking at resources. Now 

there’s no good changing this to say All Resources because then it wouldn’t work if you were on 

the Task Sheet. So there is another alternative to making sure that no filter is being applied and 

it’s one that I mentioned much earlier on in the course and if you look at the filters dropdown 

hopefully you’ll see it. And doing that instead of selecting the filter No Filter will work.  
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So you need to a little bit of investigation and a little bit of head scratching to work out what 

would be a better way of making sure that no filter is applied. 

Now using this as an example, having click on Debug and looked at the macro itself, the Sub 

Macro1, looked at that command, hopefully figured out what’s wrong. When you’ve finished 

investigating all you need to do is to close the VBA Editor. And when you do that you get that 

standard message, This command will stop the debugger. And what that tells you is that at this 

point you’re now doing the same as if you’d clicked End and you’re basically saying I’ve 

finished looking at this macro. I want to make a change to it or I’m going to do whatever I’m 

going to do to it and then try it again. 

So here if you click on OK that takes you back to where you were and you can now try to fix 

your macro, make the changes, whatever you need to do. 

So having given you a little bit more information there and a bit of a clue about one of the 

problems you might well come across let me now actually set Exercise 09. 

First of all there is an Exercise 09 project file to start from. So in Exercise 09 you need to create 

a macro which first of all clears any filters on the current view, clears any groups and then 

applies Gantt Chart view followed by the filter for incomplete tasks. And then I want you to 

group by critical but with the hierarchy maintained. And somewhere within that is another little 

challenge for you, make sure the timeline is shown. So clear any filters, clear any groups, apply 

Gantt Chart view, filter on incomplete tasks, group by critical but with the hierarchy maintained 

and somewhere in there make sure that the timeline is shown. 

And having recorded and edited as necessary your macro just make sure that it runs from two or 

three different starting points, say from the Resource Sheet and maybe from the Network 

Diagram view, that kind of thing. 

Maybe I just show you my version of Exercise_09_Answer running. There you are. I’m starting 

from Network Diagram view. There’s my macro. Click on Run and there’s my answer.  

That’s it on Exercise 09. I’ll see you in the next section. 
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Chapter 15 – Conclusion 

Video: Closing 

Toby: Welcome to this closing section in our course on Project 2016 Advanced.  

I’m sorry to say this is the last section and it’s time for me to say goodbye. I do hope that you’ve 

enjoyed this course as much as I’ve enjoyed preparing it for you and delivering it to you. And 

that as you learn more about Project 2016 not only do you get more out of it but you actually 

enjoy using it more as well. 

But name is Toby. That’s it from me and I hope to see you again online soon. Bye for now. 
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