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TOUR OF
MS PROJECT
INTERFACE

MS Project Ribboh
Tabs & Commands

Quick Access Bar

Project General Options
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MAIN TABS: THE FILE TAB

MS Project Interface features the popular Microsoft Ribbon
displaying a set of key tabs and groups of commands.

Let’s start with the first tab

on the left hand side, the @ H s be
“File” Tab. When you TASK  RESOURCE
activate the File tab, you il
will access to most oot | Pusie W
commonly used function Chart- -
. . View Clipboard F
for managing files and T
settings options. O vose + o
' - 4 Planr
- M
Click on File, the interface layout changes. You I:> S
are in what is known as the Backstage View.
Options
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MAIN TABS: FILE

Ready to create
a (lneWII
project?
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MAIN TABS: FILE

From within the backstage

view, there are two ways to -

create a new project: C

* Leverage available — —
templates: no need to L
reinvent the wheel. E

e Start with a Blank Project

whenever a custom plan rq"- Get O
| |

makes more sense. LN || started E==
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MAIN TABS: THE TASK TAB

Managing tasks is at tF
core of your project
plan.

MS Project commands
are grouped under the
“task” tab.
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MAIN TABS: THE TASK TAB

You will be using commands from the “task” tab quite

frequently. There are many commands, they are grouped
logically for convenience of use.

v bathroom.mpp - Project Professional GANTT CHART TOOLS ? - 0O X
TASK RESOURCE REPORT PROJECT VIEW FORMAT Sign in 5 X

D 4
o X - - s s
o y T Callibri -t - ---- - c~9 # - [_?. = Y - = ||
| R - » | |
ntt  Paste B ru H. . B 3 e an S M Iy  Auto Task Informatson Editing
art ~ ¥ i - ke S Schedule SRRRIR 7 ‘-
lew Clipboard Font . Schedule Tasks Propertie -~
1 I:l-: # Planning Phase 0 edays 3.5days on03-03-14 hu 06-03-14 —
- Measure up Bathr Oedays 0.5days on03-03-14 on03-03-14 3 1]
- Design new Suite | 0 edays 1 day on 03-03-14 ye 04-03-14 4 ‘J,
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MAIN TABS: THE RESOURCE TAB

Assigning resources to
task is what makes
your project move
forward to completion.

MS Project has many
useful commands to
manage your project
team assignments in
an efficient manner.

|
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MAIN TABS: THE RESOURCE TAB

The “resource” tab is where you will find a variety of functions you
may need to assign resources to your project tasks.

More advanced and powerful features are found here as well, such
as the leveling options.

bathroom.mpp - Project Professional GANTT CHAFR OLS ? - 0O X
RESOURCE REPORT PROJECT VIEW FORMAT 9 & X
. —— -
o e® i @ = [ | Leveling Options
P s : e - .
; X* Clear Leveling
Team Assign  Resource ! ! t Details Level Level _
Planner~ Resources Pool* Resource All sl Next Overaliocation
View Assignments nsert Properties Level ~
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MAIN TABS: THE REPORT TAB

Get the word across
of how your project is
doing.

Obtain stakeholders’

engagement with the
right reporting tools.
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MAIN TABS: THE REPORT TAB

* |n MS Project 2013 and beyond, the reporting tools have
been made more prominent and are more readily

available.

* Reporting is a critical component of project management
and many types of report from the simplest project status
to the more complex, including sophisticated dashboard
can be developed with MS Project.

Ysual
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MAIN TABS: THE PROJECT TAB

Keep your Zen
knowing that MS
Project options
are set right from
the get go.
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MAIN TABS: THE PROJECT TAB

A set of commands are grouped together to manage high
level parameters for your project enabling you to:

— Managing project’s top information
— Creating subprojects
— Managing projects links

+ i < 3 oo e =% ™ Status Date [2 NA ABC
: l o Store o D o = .- V
S A 8 = | Update Project
Subproject a My Apps ijert Custom Links Between WES ‘ Change Calculate Set Move Spelling
Information Fields Projects v Working Time Progect Baseline ~ Progect
Properties hedule Statu Proofing ~
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MAIN TABS: THE VIEW TAB

Let’s take some height
and get to know more
about how MS Project
can allow you to use the
most appropriate view
of your project data.
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MAIN TABS: THE VIEW TAB

 MS Project allows you to “see” your project data from different
perspective. Sophisticated tools for filtering and sorting data will
display custom views.

 The Gantt Chart is an essential view, several formatting options are
readily available to create the right chart for your project.

g

. bathroom.mpp - Project Professional ANTT CHA Ol (4 0 X
RESOURCE REPORT PROJECT VIEW FORMAT Mgn n ~ X
—m LY 74 Sort+ [No Highlight] « | Timescale - Timeline | 2 e
5 . = - ;
“ s % Outline = 'Y |[No Filter) *| [[3) Days - | (% Details —_ &
Team - R New Mac
Plannar~ 18 ° A Tables = &7/ [No Group) . o Window
I f i A A
4 Planning Phase 0 edays 3.5days on03-03-14 hu 06-03-14
Measure up Bathr 0edays 0.5days on03-03-14 on 03-03-14 3 i
- Design new Sulte 0 edays 1 day on 03-03-14 ue 04-03-14 4 iL
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THE TIMELINE VIEW

* Introducing the “Timeline” View
— Key tasks can be highlighted

— The “Callout” feature allows you to provide more
details to the viewers

B‘ H © TIMELINE TOOLS -
T FORMAT Segn in &8 X
- [ ——m] _‘ Timeline Timeline ] B ==
- =e — )
- - — e — —_—
iy ~ted ol % [ | — -
Task - New . Macr
Usa = ) Windo
Sa0 4 I
z
E M 7 Mar
=
-
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CUSTOMIZING THE TIMELINE VIEW

Customize your timeline view to share summaries with stakeholders and show the important tasks and
few details that matter to your audience.

How to add tasks to the timeline? The process is called “populating the timeline”.

There are several ways to achieve this: (this will be reviewed in detail in the exercise section)

— There is a convenient dialog box “Add Tasks to timeline”. This pop-up can be is accessed via the contextual
format tab, go to “insert” and select “existing tasks”.

— Another way is to right click on an existing task, and use the command “Add to timeline”
 Atask can be highlighted as a simple bar or a callout: this can be set as part of the formatting

X1 Fom s SNOW/HIOE B g | \ " Y $iine A
Sac 001 for it oIy
Remove old Bathroom
Suite
Thu 06-03-14 - Man 10-03-14
—_—
- 03 Mar'1 Mar ‘1 17
z 3 Mar'14 1? ar ‘14 | M
by Tile Walls
<
= and Floor
—
Tha
Planning Complete
Thu 06-03-14
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MAIN TABS: THE FORMAT TAB

Communication is key
to project success.
Learning to formatting
things to appeal to a
variety of stakeholder
and make your work
easier is well worth it.
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MAIN TABS: THE FORMAT TAB

The “Format” Tab

* The formatting options are context sensitive and will vary depending on
the active view.

* The context of the format tab is shown above the tab label.

* For example, special formatting tools are available for the Gantt Chart

View. You will see specific options such as showing the critical tasks and
late tasks.

athroom PF {AF OLS ? ™
) REPORT FORMAT Segn in o
il o» Wy v Critical Tasks e - - Outline Number
- -
# Column Settings + v Slack ®» = = Project Summary Task
Insert Format Task Baseline Slippage Gantt Chart Drawing
Column = Custom Fields v Late Tasks Path = v . Style * /| Summary Tasks
131 imn Bar Styte Show/Hide Drawings
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QUICK ACCESS TOOLBAR

Let’s get things
done faster with
the help of a
custom Quick
Access toolbar!
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QUICK ACCESS TOOLBAR

Let’s look briefly at the “Quick Access” Toolbar. It is
located in the top left corner by default:

* This toolbar provides direct and convenient access to most
frequently used commands.

* |t can easily be customized with the commands you are using the

most, simply click on the arrow head pointing downward to add or
remove commands.

a‘ H - bathroom.mpp - Project Professional
TA RESOURLCE REPORT PROJECT VIE'W FORMAT
R [— —3 L Sort - (No Highhght] = | Timescale
- - . i -
) il Y = Outline* Y [No Filter] * | |[3) Days - |[®
Gantt T ask = am g
Chart ™ Usage - =3 e, i Tables - [No Group| . : 4
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QUICK ACCESS TOOLBAR

By default the quick access toolbar
contains pre-defined set of
commands. What if you are not using
these commands often? Let’s explore
ways to set different commands in
this convenient location.

The “Customize Quick Access
toolbar” provides a comprehensive
list of commands that can be added
or removed using checkboxes.

For example, you can add the “Open”
command to the quick access toolbar.

11',.

RE Customize Quick Access Toolbar

Open

Gantt Paste o
i ~
Chart ~

LI OF BV BF IF OF ¥ 1P AN~
8 ¥
o £

—

RT

E B

—— w“ x
= L
-

Anal =110

RESL IR B REPLR
EASURLE P UK

PROJECT VIEW
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At the bottom of the “Customize Quick Access toolbar”

MORE ABOUT THE QUICK ACCESS TOOLBAR

to use:

What if the command you would like to add is not shown in the dialog box’s list, select “More
commands”. You can choose using the filter box. Although finding your way with so many

commands can be a try and error process sometimes! One way to go is to use the “popular
commands”, you will most likely find what you need, such as the “Format painter” command as

shown on the examples below.

Another convenient feature is the ability to move the Quick Access Bar and show it below the
Ribbon

bathroom_plan.mpp - Project Professional

ASK  RESOURCE  REPORT  PROJECT

Customize Quick Access Toolbar

For all documents (default) v \ Anal ~ |10 - - ’

\tnrﬁ Paste " B I U "»-A. — 5 "=
H Save lh_,n v
C’ Redn > Clipboard Font - Sct
i - ‘
;‘\’ Format Painter H
=23 Undo ]

B
o iode « Ta 3

4+ Bathroom Modernisation

4 Planning Phase
Measure up Bathroom

MNacian nowr Coita | swmad

1834
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CUSTOMIZING THE RIBBON

__PMCAMPUS.COM _

The ribbon can
easily be
customized to fit
your needs and
enhance your
productivity.
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CUSTOMIZING THE RIBBON

It is easy to add new tabs, add or remove commands from groups and re-arrange the entire Ribbon to
make it even more convenient and practical for you. How to access the customization mode:

— Go to Project options
— Orright click the Ribbon
e  To start customizing the Ribbon, open the Project Options Dialog box.

* To Add and rename a custom tab, click the “New Tab” button and further on the “rename”. You
can also select an icon of your choice.

* Inyour new custom tab, add commands that will be grouped under in your custom tab. See below,
we just started by adding font commands.

T LU = Properties

L Ermail = # Editing

%~ Entire Project = ) Guy's Command (Custom)

-_1' Main Options (Custom)

A  Font Color > Add »> Font (Custom) —
_ Font Size 1 Tracking (Custom) =
% Format Painter << Bemove | | o [v] Resource

-3 Indent 4 |¥| Report

| Information... 1 -

UV Insert Column - :" Project

T Level Al # (] View

G0 Link Tacke # W] Add-1ns
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CUSTOMIZING THE RIBBON (CONT’D)

. We added several tracking commands,
making it super convenient to access pre-
defined views such as showing all the tasks
with a specific completion status.

*  This new custom tab and the commands it
contains will give you a boost in productivity
each time you are interested to see and
analyze data through these these specific
commands.

. Do not forget to “Save” your custom Ribbon
as a new “user Interface” file identified with
the extension Ul.

~

Z] Guy's Command (Custom)

& Main Options (Custom)
X Cut
‘B Copy
'y Paste
Copy Picture
Print Preview
= Font (Custom)
Font
A Font Color
Font Size
= Trochnq (Custom)
ﬁ 0% Complete
25% Complete
50% Complete
75% Complete
100% Complete
More Views

dEFFEFI

e

baths

an2.mpp - Project Professional

GANTT CHART TOOLS

TASK Guy's Command

B Dw &

Copy Paste Copy Print
Picture Preview
Main Options

Complete Complete Complete

REPORT

Ll
5%
2%

L=}
%

0% 50%

Tracking

PROJECT

E 75% Complete
- 100% Complete

'-c More Views

VIEW FORMAT

Arial

Color ~
Fomt

-ew-v
F

File name: = Project Customizations.exportedUl
we as type:  Exported Office Ul file (*.exportedUl)

*olders

Toa‘ '
s
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HIDING THE RIBBON

The ribbon displays a large set of commands. They are grouped buy default in
logical way under each tab making more convenient and easier to retrieve

when needed.

Improve your productivity by customizing the Ribbon to your specific needs.
To save space in your working window, you can also minimize or hide the

ribbon:

Click anywhere in the work area, the Ribbon disappears
— Double click on any of the tabs, the Ribbon is back in its original position

0 . ]

0 [:" # Bathroom Modemisation 33 days Mon 03.03.14
- 4 Planning Phase 8 days Mon 03-03-14
- Measure up Bathroom 1 day Mon 03-03-14
- Design new Suite Layout 1wk Tue 04-03-14
- Obtain Quotations 2 days Tue 11-03-14
- Planning Complete 0 days Wed 12-03-14
- # Preparation Phase 513 days Thu13-03-14
- Hire skip 1hr Thu 13-03-14
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Q H ©- : NTT CHART TO bathroom_plan.mpp - Project Professions
TASK RESOURCE REPORT PROJECT VIEW FORMAT

Wed 16.04.14

Wed 12-03-14
Mon 03-03-14
Mon 10-03-14
Wed 12-03-14
Wed 12-03-14
Thu 20-03-14

Thu 13-03-14 5
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GENERAL PROJECT OPTIONS

Set Project
Options to match
your project
parameters
behind the scene.
Get the options
the right way for
your project and
let it rock.
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GENERAL PROJECT OPTIONS

The general
appearance of
your interface can
also be easily
customized. The
visual elements are
part of the Project
Colour Scheme.
There are several
Default theme:

 White,
* Light Gray,
e Dark Gray

Select the theme
that works best for
you.

__PMCAMPUS.COM _

General

Dusplay

Schedule

Proofing

Save

Language

Advanced

Custormnize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

© 2013-2018 Mokanova Inc., PMCAMPUS.com, and Licensors. All Rights reserved

:‘0' General options for working with Project.

User Interface options

ScreenTip style: | Show feature descriptions in ScreenTips EI

Project view
Default yiew: Gantt with Timeline T]
Date format:  Wed 28-01-09 v

Personalize your copy of Microsoft Office

User name: Ashish

|nitials: a

L] Always use these values regardless of sign in to Office.
Office Theme: White
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GENERAL PROJECT OPTIONS (CONT’D)

Screen Tip Style: by default MS project displays the name and
description of a selected command when you “mouse over” this

command.

Although this option can be convenient as you start learning Project, it
can become a visual annoyance once you have a good grasp of what

each command is doing.

 How to enable or disable these tips, is pretty straightforward:

Project view

o ® General options for working with Project
L '

User Interface options

ScpeenTip style:  Show festure descriptions in ScreenTips v

L Show feature descrptions in ScreenTips

Don't show feature descriptions in ScreenTips

Default view: Gi....

Uon't show Screentips
bltedbetdduiiielitmodmns -y

Date format: | Wed 28-01-09 v |

Parcrnmallen wnaae

PMCAMPUS.COM
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GENERAL PROJECT OPTIONS (CONT’D)

Let’s see another few ways to customize your Project default settings and fast track access to the settings that work
best for your and your projects:

How to customize Project Default Views?

See below how to select the “Gantt with Timeline” as default view instead of having only the Gantt Chart. This new
setting will provide step less for you to see your timeline!

User Interface options

ScreenTip style:  Don't show feature descriptions in ScreenTips v |

_l ‘9® General options for working with Project.
- &
Schedule
Proofing
Save
Language

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

__PMCAMPUS.COM _




GENERAL PROJECT OPTIONS (CONT’D)

Let’s see a couple more that are often useful.
How to customize Project Date format
How to Personalize your software copy

Wed 28-01-09 m e @Gemrdopbomforwhnqmm
28-01-0912:33 Schedule User Interface options
‘ :M?H:M Proofing ScreenTip style:  Don't show feature descriptions in ScreenTips v |
i 28 January 2009 12:33 ::'wm Praject viow
Initials: 28 January 2009 ¥kl Default yiew:  Gantt with Timeline I
[ Always use| 28 Jan 12:33 |sign in to Office. Date format:  Wed 28-01-09 [v]
Customaze Ribbon
Quick Access Toolbar PSSR S Gapy 0% Mcusui e
Add-Ins Usernome:  Trainer |
Trust Center Intinks: D

[[] Always use these values regardless of sign in to Office.
Office Theme:  Dark Gray v |

__PMCAMPUS.COM _




CONCLUSION

 MS Project provides a smart user interface
known as the Ribbon. It provides a logical
grouping of commands under a set of
convenient and easy to access tabs.

* Not exactly what you need? MS Project
interface is highly customizable and can
be set in ways to improve your
productivity.

* |tis easy to customize the Ribbon, create
new tabs and new groups of commands.

* Several default options can be modified
to fit better your needs, such as the
default color theme and the default view.

aaan
| i
~ &9/

2

Next, we will invite you to practice through a mix of exercise, hot spots and quizzes. We will revisit the
elements introduced in this presentation and provide practical ways to practice these various features.
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