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A

activity, defined, 333

actual, defined, 333

actual cost (AC), 243

actual cost of work performed (ACWP), 333
adaptive approach, 9

Add Tasks to Timeline dialog box, 331, 332
agile approach, 9

Agile Manifesto, 8-9

Agile project management, 8-9, 333

Agile Project Management For Dummies
(Layton), 299

ALAP (as late as possible), 333
Alt+End, 95

Alt+Home, 95

Alt+left arrow, 95

Alt+Page Down, 95

Alt+Page Up, 95

Alt+right arrow, 95

Alt+Shift+-, to hide subtasks, 48
Alt+Shift+*, to show subtasks, 48
Alt+Shift+hyphen, to hide subtask, 330
Alt+Shift+plus sign, to show subtasks, 330

Always Toll Up Gantt Bars, as option in
Gantt Chart view, 199

analogous estimating, 73, 333

as late as possible (ALAP), 333

As Late As Possible constraint, 77
as soon as possible (ASAP), 333
As Soon As Possible constraint, 77

Assign Resources dialog box, 141, 142,
144-145, 328

Assignment Summary, as category of
visual reports, 270

Assignment Usage, as category of visual
reports, 270

AutoFilter
putting it to work, 163-166
using check boxes with, 164

automatic scheduling, versus manual
scheduling, 34-37

auto-scheduled tasks
defined, 333

specifying remaining durations for,
226-227

availability (of resources)
estimating and setting of, 113-114
management of, 113-116
time periods and units of, 115-116

B
BAC (budget at completion), 243, 333

Backlog, as filter specific to Sprints
Projects, 300

backlog, defined, 293, 333

Backlog Board (Sprints Project), 293, 294
Backlog sheet (Sprints Project), 293, 294
Backlog table, 300

Backstage Print view, 279

Backstage view, 17, 333

Bar Height, as option in Gantt Chart
view, 199

Bar Styles dialog box, 192

base calendars, as one of four types of
calendars, 122
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baseline
versus actual progress, 236
all about, 208-212
as benchmark, 207
clearing and resetting of, 211-212

copy settings from saved one to interim
plan, 214

defined, 208, 333
as eventually becoming obsolete, 213
key data in, 208
multiple ones, 210-211
printing of, 250-251
role of, 250
saving more than one, 210
saving of, 208-210
setting of, 209
viewing multiple ones, 250
baseline cost, 166, 213, 241, 243, 333

Baseline for Earned Value Calculation
drop-down list, 245

baseline plan, 150

BCWP (budgeted cost of work
performed), 334

BCWS (budgeted cost of work
scheduled), 334

Boards - Task Status report, 303, 305
Boards - Work Status report, 304, 305
booking type, 186, 334

bottom line, everything as filtering to,
161-167

Box Layout, as option in Network Diagram
view, 199

Box Styles dialog box, 99
budget at completion (BAC), 243, 333

budgeted cost of work performed
(BCWP), 334

budgeted cost of work scheduled
(BCWS), 334
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Buffer task, 109

Burndown, as standard dashboard report,
267,268,334

C

Calculate Multiple Critical Paths check box,
246, 247

Calculate Options for This Project, 247
Calculate Project After Each Edit, 246
calculations, behind the scenes, 246-247
Calendar drop-down list, 128
calendar options

scheduling with, 124-128

setting of, 125-126
Calendar view, 18, 91-92
calendars

copying of to other projects, 135

creating custom calendar template,
132-134

creating new one, 133

defined, 334

how one relates to another, 123-124
how they work, 123

modifying default one, 128

scheduling options and working times,
124-128

setting base calendar for project, 122

sharing copies of, 134-135

as task drivers, 172

types of, 122-123
Calendars Available In drop-down list, 134
card

customized ones, 295

defined, 290, 334

change, as variable in project
management, 10

change highlighting, defined, 334
Change Working Time dialog box, 127, 133



chart. See also Gantt Chart
defined, 16
pane view of, 86
Chart Elements button, 272
charter
common elements of, 24
defined, 24, 334
Cheat Sheet, 3
child tasks, creating of, 42-45
circular dependency, defined, 334
Clear Baseline dialog box, 215
Clear Baseline Plan drop-down list, 212
Clipboard group, 18
collapse, 45, 47, 60, 100, 167, 234, 320, 334
color
applying of from Report Design
contextual tab, 304, 305
changing of on fill and outline, 272
changing of on gridlines, 199
changing of on lines, 239
changing of on taskbar, 191
choosing of, 100, 273
as controlled by Diagram Options, 199
editing of on legend, 277
formatting of on progress bar, 191
on Gantt chart, 194
modifying of, 192
printing in, 190
themes as including, 273
Color drop-down list, 99-100, 200
Color options, 192
columns
adding of, 251
displaying different ones, 96-97
hiding of, 97
inserting of, 96

Combination view, 334
command options, 329-330
communication
fine-tuning of, 309-310
guidelines for, 321

keeping team in the loop,
323-324

company policies, 321

Compare Project Versions
dialog box, 311

Compare Projects tab, 311
constraints

controlling timing with, 76-79

defined, 334

establishing of, 76-77

how they work, 76

list of, 77

negotiating of, 175-188

setting of, 77-78

as task drivers, 172
contextual menus, 329-330
contingency, adding of in schedule, 177
contingency reserve

applying of, 176-177

defined, 176, 334

use of, 321
Contingency Reserve task, 109
Copy drop-down list, 213
Cost Accrual drop-down list, 151
cost accrual options, 152
Cost Overbudget, as task filter, 254

Cost Overview, as standard dashboard
report, 267

cost resources, 141, 149
cost table, 154, 240, 241
cost variance (CV), 243, 334
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costs
adding them up, 150-151
as category of standard reports, 266
cumulative cost, 335
defined, 334
determining of, 149-158

entering hourly, overtime, and cost-
per-use rates, 154-157

as essential piece of projects, 11
fixed costs. See fixed costs
getting what you want for less, 180-181
how settings affect, 158
how they accrue, 150-152
modifying resource cost, 262
resource costs, 156
specifying cost information, 152-158
trading time for, 180
as type of resource, 107
types of, 152
as variable in project management, 10
when will they hit the bottom line? 151-152
crashing, defined, 180
Critical, as task filter, 254
critical path(s)
abundance of, 246-247
defined, 98, 242, 334
displaying of, 194
examining of, 254-255
formatting of, 324
Gantt Chart view filtered for, 255

knowing the length of time to
complete, 176

Network Diagram view of, 255
selecting multiple ones, 247
use of filters for tasks on, 162
critical tasks
customizing of in Text Styles dialog box, 195
defined, 98, 335

344

Microsoft Project For Dummies

Critical Tasks check box, 194
crosstab, 335

Ctrl+/ (slash), to show smaller, more
detailed timescale units, 331

Ctrl+Alt keys, to navigate around the
timescale, 331

Ctrl+Alt+left arrow, to move left (backward
in time), 331

Ctrl+Alt+right arrow, to move to the right
(forward in time), 331

Ctrl+C, to copy, 46
Ctrl+click, to select discrete tasks, 33
Ctrl+D, to fill down, 331

Ctrl+End, to move to the end of the
project, 331

Ctrl+F2, to “keystroke” a link between
tasks, 62

Ctrl+Home, to move to the beginning of
the project, 331

Ctrl+P, to print, 266

Ctrl+Shift+*, to show incrementally larger
timescale units, 331

Ctrl+Shift+F2, to unlink between tasks, 62

Ctrl+Shift+F5, to scroll the chart pane of
the view, 87

Ctrl+Spacebar, to select whole column, 330
Ctrl+V, to paste, 46

Ctrl+X, to cut, 46

Ctrl+Z, to restore the deleted task, 51
cumulative cost, 335

cumulative work, 335

current date line, 335

Current Spring Remaining Tasks, as filter
specific to Sprints Projects, 300

Current Sprint, as filter specific to Sprints
Projects, 300

Current Sprint Board, 293, 294

Current Sprint Sheet, 293, 294

Current Sprint tables, 300

Current Sprint - Task Status report, 304



Current Sprint - Work Status report,
304, 305

custom fields
adding of, 139-140
types of, 203
Custom Fields dialog box, 203
custom groups, 169-170
custom reports, 268-271
custom text field, creating of, 202-205
customer, projects as having, 24

Customize Task Board Cards dialog box,
294, 295

customizing
of cards, 295

of critical tasks in Text Styles dialog
box, 194

of Quick Access toolbar, 20, 21
with shapes and text boxes, 273
Task Board, 292-292

of Timeline, 283

of views, 92-102

what you want on Sprint Planning sheet
and Sprint Planning Board, 290

Cut and Paste tools, 234

cut-and-paste method, moving tasks
with, 46

cutting corners, finding ways to, 262-263
CV (cost variance), 243, 334

D

Dashboards, as category of standard
reports, 266, 267

data
use of tables to arrange, 300-302

viewing Sprints Project data,
299-303

Data Template drop-down list, 99

Date Format, as option in Gantt Chart
view, 199

deadline date, 335
deadlines, setting of, 78-79
decomposition, 26

Default Task Earned Value Method,
244-245

Define Group Interval dialog box, 170, 171
delegation, importance of, 322-323
deliverable(s)

defined, 9, 335

organizing work by, 27
demoting, 32-33
dependencies

checking of, 178

defined, 55, 178, 335

deleting of, 64-65

finish-to-finish dependency/relationship,
58, 59, 336

finish-to-start dependency/relationship,
58, 60, 336

illustration of, 57

lag and lead time with, 59-60
modifying task dependencies, 260
setting dependency connection, 60-63
shifting of, 259

start-to-finish dependency/relationship,
58, 59, 339

start-to-start dependency/relationship,
58, 59, 339

types of, 57-59
dependency links, 56, 57, 58, 60-63

dependency relationships, as task
drivers, 172

Desert Rose (example project)
defined, 24
high-level WBS, 27
legend for, 278
Level 2 outline, 48
Security project charter, 25
Security WBS, 32
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Details dialog box, 131

Diagram Options, as option in Network
Diagram view, 199

Display Progress Lines check box, 237
documentation, importance of, 323

drag-and-drop method, moving tasks with,
45-46

dragging, in fine-tuning of reports, 272
drawing
moving objects you've drawn, 201
of object over an element, 201
resizing objects you've drawn, 201
of text box, 201
drawing tools
with basic shapes, 202
use of, 201
drop-down list

Baseline for Earned Value Calculation
drop-down list, 245

Calendar drop-down list, 128

Calendars Available In drop-down
list, 134

Clear Baseline Plan drop-down list, 212
Color drop-down list, 99-100, 200
Copy drop-down list, 213

Cost Accrual drop-down list, 151

Data Template drop-down list, 99

Into drop-down list, 214

Earned Value Calculation drop-down
list, 245

Effects drop-down list, 273

Filter drop-down list, 163, 165, 269, 300
Fiscal Year Starts in drop-down list, 125
Fonts drop-down list, 273

Format drop-down list, 239

Group By drop-down list, 269

Group drop-down list, 168, 170

Insert drop-down list, 38
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Leveling Order drop-down list, 185
Line Type drop-down lists, 239
Move drop-down list, 260

Order drop-down list, 186

Outline Level drop-down list, 269
Pattern drop-down list, 100
Resource Table drop-down list, 311
Save As Type drop-down list, 313
Select Category drop-down list, 268

setting dependency relationships with, 63

Shape drop-down list, 99

Show drop-down list, 95

Show For Tasks drop-down list, 185

Task Name drop-down list, 62

Task Table drop-down list, 311

Then By drop-down list, 252

Type drop-down list, 200

Week Starts On drop-down list, 125

Width drop-down list, 100
dropping, in fine-tuning of reports, 272
duration

defined, 72, 335

expected duration, 73, 74, 336

Fixed Duration, as task type, 68

fixed duration, defined, 336
duration variance, 335

E

EAC (estimate at completion), 243, 335

Earned Value Calculation drop-down
list, 245

earned value (EV), 243, 245, 335
earned value management (EVM)
defined, 335
tracking progress using, 242-246

Earned Value Options for This Project,
244,245

Earned Value table, 244



Edit Lookup Table dialog box, 203
effects, choosing of, 273
Effects drop-down list, 273
effort

defined, 72, 335

estimating of, 72-75
Effort Driven check box, 108
effort-driven tasks, 71-72, 226, 335
enterprise custom fields, 335

enterprise resources, as requiring Project
Professional, Project Server, and
Microsoft Office Project Web App, 117

environment, as variable in project
management, 10

estimate at completion (EAC), 243, 335
Estimated check box, 75
estimating
duration of tasks, 68, 72-75
requirements for resources, 109
and setting of availability, 113-114
techniques of
analogous estimating, 73, 333
parametric estimating, 73, 337
three-point estimating, 73-74, 340
EV (earned value), 243, 245, 335
EVM (earned value management)
defined, 335
tracking progress using, 242-246

Excel, exporting Project information
to, 253

Excel Data Analysis For Dummies
(McFedries), 253, 270

Excel For Dummies (Harvey), 253, 270
exception, defined, 335

expand, 30, 42, 45, 47-48, 167, 320,
330, 336

expectations
management expectations, 321
reality check of basic expectations, 320

expected duration, 73, 74, 336
external task, 336

F
fast tracking, 59, 178
fields
adding custom fields, 139-140
creating custom text field, 202-205
setting values for, 204
File Ribbon tab, 17
File tab, 336
files, linking of, 39
fill down, keyboard shortcuts in, 331
Filter Definition dialog box, 166
Filter drop-down list, 163, 165, 269, 300
filtering, role of, 253
filters
accessing of, 163
creating do-it-yourself ones, 165
entering parameters for, 163

highlighting items that your criteria
for, 165

predefined filters, 163-166
putting AutoFilter to work, 163-166
resource filters, 254
setting predesigned ones, 162-163
task filters, 254
that isolate problems, 254
use of
for overallocated resources, 162
for tasks on a critical path, 162
use of to focus, 300
Find feature, 138, 139
finish date, defined, 336
Finish No Earlier Than constraint, 77
Finish No Later Than constraint, 77, 185
finish-to-finish dependency/relationship,
58, 59, 336
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finish-to-start dependency/relationship,
58, 60, 336

Fiscal Year Starts in drop-down list, 125
Fit Timescale to End of Page, 279
fixed costs

approach of, 107

defined, 227

entering of, 154

entering of updates, 227

need for doing homework to find
out, 152

as not avoidable, 153
recalculating of, 181
saving template with, 313
Fixed Duration, as task type, 68
fixed duration, defined, 336
Fixed Units, as task type, 68
Fixed Work, as task type, 69
fixed-cost updates, entering of, 227-228
fixed-unit, 108, 336
fixed-work, 108, 336

flexibility, maintaining flexible
strategy, 324

float, 162, 336

folders, creating of, 39

font, choosing of, 273

Font group, 18

font size, choosing of, 273

Fonts drop-down list, 273

footer, inserting graphics file in, 275-276
Format Bar dialog box, 194

Format Box dialog box, 196

Format button, 272

Format Drawing dialog box, 201
Format drop-down list, 239

Format Ribbon tab, 20

Format tab, 18

functions, frequently used ones, 329
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G

Gantt Chart
formatting of, 190-194
restyling of, 194-195
with Tracking table, 227

Gantt Chart Format contextual tab, 194,
195, 201

Gantt Chart Tools, 18

Gantt Chart view
as default view, 18
defined, 336
entering tasks in, 34
filtered for critical path, 255
as home base, 88-89
layout options for, 199

generic consolidated
resource, 112

generic resource, 336

glossary, 333-340

Go To dialog box, 87

Go To feature, 87

graphics, inserting of, 274

gridlines, modifying of,
199-200

Gridlines dialog box, 200

Group By drop-down list, 269

Group Definition dialog box,
170,171

Group drop-down list, 168, 170
Group feature, 167-171
grouping, defined, 336
groups
applying predefined groups, 169
defined, 16
devising your own, 169-170

gathering information in,
167-171

tasks grouped by priority, 302



H

hanger tasks, 63

hard logic, 55

header, inserting graphics file in, 275-276
Help Ribbon tab, 19-20, 22

homework, before creating the
project, 320

hyperlinks, inserting of, 38-39

icons, explained, 3
ID number, defined, 336

ID Only, as option on Leveling Order drop-
down list, 185

lgnore Problems for This Task, as warning/
suggestion, 174

In Progress, as category of standard
reports, 266

inactive task, 51-52, 336
Incomplete Tasks, as task filter, 254
indent, defined, 337

indenting (promoting), 32-33
indicator icons, 240

Insert drop-down list, 38

Insert Project dialog box, 233

Inserted Projects Are Calculated Like
Summary Tasks check box, 247

Inspect button (Task group), 174
interim plan
introduction to, 212-213
clearing and resetting of, 214-215
defined, 207
printing of, 250-251
role of, 250
saving of, 213-214
setting of, 209
Into drop-down list, 214

issues
defined, 250
documenting of, 250

K
Kanban board, 291
keyboard shortcuts
Alt+End, 95
Alt+Home, 95
Alt+left arrow, 95
Alt+Page Down, 95
Alt+Page Up, 95
Alt+right arrow, 95
Alt+Shift+-, to hide subtasks, 48
Alt+Shift+*, to show subtasks, 48
Alt+Shift+hyphen, to hide subtask, 330
Alt+Shift+plus sign, to show subtasks, 330

Ctrl+/ (slash), to show smaller, more
detailed timescale units, 331

Ctrl+Alt keys, to navigate around the
timescale, 331

Ctrl+Alt+left arrow, to move left
(backward in time), 331

Ctrl+Alt+right arrow, to move to the right
(forward in time), 331

Ctrl+C, to copy, 46
Ctrl+click, to select discrete tasks, 33
Ctrl+D, to fill down, 331

Ctrl+End, to move to the end of the
project, 331

Ctrl+F2, to “keystroke” a link between
tasks, 62

Ctrl+Home, to move to the beginning of
the project, 331

Ctrl+P, to print, 266

Ctrl+Shift+*, to show incrementally larger
timescale units, 331

Ctrl+Shift+F2, to unlink between tasks, 62
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keyboard shortcuts (continued)

Ctrl+Shift+F5, to scroll the chart pane of

the view, 87

Ctrl+Spacebar, to select whole
column, 330

Ctrl+V, to paste, 46
Ctrl+X, to cut, 46
Ctrl+Z, to restore the deleted task, 51

Shift+click, to select contiguous tasks, 33

L

lag, defined, 337

lag time, 59-60
Late Tasks, as task filter, 254
layout

adjusting of, 197-199
options for, 199
Layout dialog box
in Gantt Chart view, 197
in Network Diagram view, 198
opening of, 100

Layout Mode, as option in Network
Diagram view, 199

lead time, 59-60

leadership, as essential piece of
projects, 11

legend
defined, 277
printing of, 190
working with, 277-278
Level All Button, 186

Level Manually Scheduled Tasks check
box, 186

Level Only within Available Slack check
box, 186

Level Resources dialog box, 187

Level Resources with the Proposed
Booking Type check box, 186
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leveling
defined, 337
to do or not do, 187

Leveling Can Adjust Individual
Assignments on a Task check box, 186

Leveling Can Create Splits in Remaining
Work check box, 186

leveling delay, as task drivers, 172
Leveling Order drop-down list, 185
leveling resources, 185-187

Line Type drop-down lists, 239

Link Style, as option in Network Diagram
view, 199

Link to Project check box, 233

linked tasks, 34

linking, defined, 337

Links, as option in Gantt Chart view, 199
list, drop-down

Baseline for Earned Value Calculation
drop-down list, 245

Calendar drop-down list, 128

Calendars Available In drop-down
list, 134

Clear Baseline Plan drop-down list, 212
Color drop-down list, 99-100, 200
Copy drop-down list, 213

Cost Accrual drop-down list, 151

Data Template drop-down list, 99

Into drop-down list, 214

Earned Value Calculation drop-down
list, 245

Effects drop-down list, 273

Filter drop-down list, 163, 165, 269, 300
Fiscal Year Starts in drop-down list, 125
Fonts drop-down list, 273

Format drop-down list, 239

Group By drop-down list, 269

Group drop-down list, 168, 170



Insert drop-down list, 38
Leveling Order drop-down list, 185
Line Type drop-down lists, 239
Move drop-down list, 260
Order drop-down list, 186
Outline Level drop-down list, 269
Pattern drop-down list, 100
Resource Table drop-down list, 311
Save As Type drop-down list, 313
Select Category drop-down list, 268
setting dependency relationships with, 63
Shape drop-down list, 99
Show drop-down list, 95
Show For Tasks drop-down list, 185
Task Name drop-down list, 62
Task Table drop-down list, 311
Then By drop-down list, 252
Type drop-down list, 200
Week Starts On drop-down list, 125
Width drop-down list, 100

lookup table, use of, 202, 203

M

Manage Sprints dialog box, 288,
289, 290

mandatory dependency, 55

manual scheduling, versus automatic
scheduling, 34-37

manual start or end dates or assignments,
as task drivers, 172

manually scheduled, 337
Mark on Track button, 222, 223
material resource, 141, 337
materials

tracking of, 232-233

as type of resource, 107

Microsoft Project. See also Project
introduction to, 13
major elements in, 15-16
milestones
defined, 50, 337

formatting of in Network Diagram
boxes, 195

inserting of, 51

placing of, 324

setting of, 50-51

tasks grouped by, 169

on Timeline, 281
mini-toolbar, 337
mistakes, learning from, 308-309, 324
modifications

calculating consequences of schedule
modifications, 258-259

making of, 257

of task timing, 259
More Filters dialog box, 165, 166
More Filters option, 253
More Groups dialog box, 167, 168, 170
Move Deadlines check box, 188
Move dialog box, 229
Move drop-down list, 260
Move Project dialog box, 188
Move Task tool, 228-229
multiple baseline, 210-211
Multiple Baselines Gantt view, 250
Must Finish On constraint, 77
Must Start On constraint, 77

N

navigation, keyboard shortcuts in, 331
Navigation pane, Backstage view with, 17
network diagram, defined, 337
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Network Diagram task boxes, formatting
of, 195-197

Network Diagram view
beautifying diagram boxes, 99-100
Box Styles dialog box, 99
of critical path, 255
defined, 337
layout options for, 199
modifying Network Diagram layout, 100
modifying of, 98-100
organization of information in, 91
as view choice, 18
New Folder button, 39
night shift base calendar, 122
node, defined, 91, 337
noncritical tasks, 98
nonworking designation of certain date, 124
nonworking time, defined, 337

Notes box, inserting existing graphics into,
274-275

o
Order drop-down list, 186
Organizer

mastering of, 314-316

role of, 134
Organizer dialog box, 316
outdent, defined, 337
outdenting (demoting), 32-33
Outline Level drop-down list, 269
Outline options, 48
Outlook, importing resources from, 119

Overallocated Resources, as resource
filter, 254

overallocated resources, as task drivers, 172
overallocation
beating of with quick-and-dirty
rescheduling, 184
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defined, 113, 138, 147, 337

flagging of resources as
overallocated, 182

Over-Budget Work, 162
overtime
assigning of, 226
defined, 337
entering of, 225
reducing of, 181
Overtime Work field, 225

P

Page Setup, working with, 277-279
parametric estimating, 73, 337
parent tasks, creating of, 41-45
Pattern drop-down list, 100
Pattern options, 192

% Complete, 244, 337

PERT (Program Evaluation and Review
Technique) chart, 91, 337

physical % complete, 245
pivot tables, 253, 270
plan
find-tuning yours, 161-174
interim plan
introduction to, 212-213
clearing and resetting of, 214-215
defined, 207
printing of, 250-251
role of, 250
saving of, 213-214
setting of, 209

project plan, as containing project
schedule, 14

plan-driven project, inserting of Sprints
Project into, 296-297

planned value (PV), 243
Planning Wizard box, 81



PMP (Project Management Professional), 10
policies, company, 321

precedence concept, how it works, 124
predecessor tasks, 56, 63, 338
predefined filters, 163-166

predefined groups, 169

Print All Sheet Columns, 278

Print Blank Pages, 278

Print Column Totals, 279

Print First # Columns on All Pages, 278
Print Notes, 278

Print Row Totals for Values within Print
Date Range, 279

printing

in color, 190

finalizing options for, 280

getting preview in, 279-280

of legend, 190

of Project view, 190

of reports, 276-281

settings for, 280

working with Page Setup, 277-279
priority, defined, 338

Priority, Standard, as option on Leveling
Order drop-down list, 186

product owner, role of, 12

Program Evaluation and Review Technique
(PERT) chart, 91, 337

progress
baseline versus actual progress, 236
calculating of behind the scenes, 246-247
delving into detail, 240-242

tracking of using earned value
management (EVM), 242-246

progress bar, 191
progress lines
defined, 338
displaying of, 237-238

formatting of, 238-240

hiding of, 238

role of, 236-237

styles of, 239
Progress Lines dialog box, 238
project calendars

defined, 338

as one of four types of calendars, 123
project charter

common elements of, 24

defined, 24
Project file, elements in, 83-84
Project Information dialog box, 30-31
project management

defined, 10, 338

evolution of, 8-9

maxim of, 45

ten golden rules of, 319-325

waterfall approach to, 8
Project Management Institute, 10

Project Management Professional
(PMP), 10

project managers
introduction to, 10
role of, 11
Project Options dialog box, 20, 245, 246

Project Overview, as standard dashboard
report, 267

project performance, tracking of, 220

project plan, as containing project
schedule, 14

Project Ribbon tab, 19
project schedule
as contained in project plan, 14
reaching a specific spot in, 87-88
Project Server, 338
project sponsor, defined, 24
project summary task, 43-44
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project variables, 10
Project view, printing of, 190
project work
defined, 26
organization of, 27-28
project-initiating document, 24
projects
blank project, 16
building on success in, 312-316
comparing versions of, 310-312
defined, 338
delegation in, 322-323
documentation of, 323
entering project information, 29
entering tasks, 33-35
essential pieces of, 11
examples of goals, 324
expect the unexpected, 321-322
figuring out what's driving one, 171-174
homework before creating of, 320

how adding people or time affects them,
257-261

indenting and outdenting, 32-33
inserting hyperlinks, 38-39

inserting of one into another, 37-38, 297
keeping team in the loop, 323-324
learning from mistakes, 308-309, 324
maintaining flexible strategy, 324
making them look good, 189-205
measuring success of, 324
plan-driven projects, 296-297

as rarely proceeding as planned, 249
rescheduling of, 188

reviewing of, 308-310

setting up Sprints Project, 287-297
shortcuts in, 327-332

starting a new one, 14

starting of, 28-39
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staying current with, 322

weighing manual scheduling versus
automatic scheduling, 34-37

what to do when you're behind, 249-262
promoting, 32-33
PV (planned value), 243

Q

quality, as essential piece of projects, 11
Quick Access toolbar

customizing of, 20, 21

defined, 338

as onscreen at all times, in all views, 15
quick-and-dirty rescheduling, 184

R

Recurring Task Information dialog box, 50
recurring tasks, 48-50, 338
redundant predecessor, 57
Report Design contextual tab, 271, 305
Report Ribbon tab, 19
Report tab, 266-267
reports
Boards - Task Status, 303, 305
Boards - Work Status, 304, 305
categories of, 266
changing layout and format of, 272
creating new ones, 268-271
creating Sprints reports, 303-305
Current Sprint - Task Status, 304
Current Sprint - Work Status, 304, 305
custom reports, 268-271
dragging, dropping, and sizing of, 272
fine-tuning of, 271-273
generating standard ones, 266-268
making them look good, 273
printing of, 276-281



role of, 265
spiffing things up, 274-276
Sprint Status report, 304
Task Status report, 304
visual reports
categories of, 270
creating of, 270-271

Reschedule to Available Date, as warning/
suggestion, 173

Reschedule Uncompleted Work to Start
After, 230

resource calendars
changing working time on, 132
making change to, 130-132
as one of four types of calendars, 123
working with, 129-130

Resource column, selecting resources
from, 142

resource filters, 254
Resource Form view, 18
Resource Graph view, 18, 182

Resource Information dialog box, 110, 111,
152,157, 328, 329

resource leveling
defined, 64, 338
instead of dependencies, 57
Project as calculating, 185-187
use of, 251, 255-256

Resource Leveling dialog box, 186,
255, 256

Resource Names column, 141, 142
resource pool
defined, 116, 117, 338
drowningin, 118
skimming from, 116-118
Resource Ribbon tab, 18
resource sharing, 117, 118, 338
Resource Sheet view, 18, 89-90

Resource Summary, as category of visual
reports, 270

Resource Table drop-down list, 311

Resource Usage, as category of visual
reports, 270

Resource Usage view, 18, 146, 181-182,
224-225

resource-driven, defined, 338
resources
assigning of
introduction to, 137-140

benefitting from helpful planner,
147-148

changing of, 258
deleting or modifying of, 183

determining material and cost-resource
units, 140-141

finding the right one, 137-140

main ways of, 141-145

making useful assignation of, 140-148
material resources, 156

resolving problems with resource
assignments, 181

shaping contour that's right for you,
145-146

as category of standard reports, 266
checking availability of, 181
consolidated resources, 113

cost resource, 141

creation of, one at a time, 110-112
defined, 105-106, 106, 338

as essential piece of projects, 11
estimating requirements for, 109
finding free ones, 184

generic consolidated resource, 112
generic resource, 336

how they affect task timing, 108-109

identifying of before you know their
names, 112-113
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resources (continued)
importing of from Outlook, 119
information about, 320
managing availability of, 113-116, 179
material resource, 141, 337
modifying cost of, 262
recourses with, 181-188
Resource list, 143
selecting of from Resource column, 142
sharing of, 116-119

skimming from resource pools,
116-118

throwing of at the problem, 258-259
types of, 107

typical project resources, 106
understanding of, 106-107

using less expensive ones, 181

as variable in project management, 10

Respect Links, as warning/suggestion, 173

retrospective, defined, 308, 338
Ribbon
defined, 338
hiding of, 20
navigating of, 17
role of, 16
Ribbon tabs
navigating of, 17
role of, 15
risk
all projects as having, 178
defined, 339
how to work with, 178
as variable in project management, 10
roll up, defined, 339

rolling wave planning, 43, 208-209,
319-320, 339

roll-up functionality, 42
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Round Bars to Whole Days, as option in
Gantt Chart view, 199

rows, moving of, 330

S

Save As Template dialog box, 314
Save As Type drop-down list, 313
schedule

determining how it looks, 190

as essential piece of projects, 11

the look of as making the project, 189
Schedule group, 18
schedule model, defined, 14
schedule variance (SV), 243, 339
scheduling

auto-scheduled tasks, 226

options for, 34-37

rolling wave planning, 43

setting up of, 43
scope

defined, 339

as essential piece of projects, 11

as variable in project management, 10
scrolling, 86-87
Scrum master

defined, 10, 339

role of, 12
Security sample project, 24, 25
Select Category drop-down list, 268

Select Sprint, as filter specific to Sprints
Projects, 300

Set Baseline dialog box, 208, 210, 214
Shape drop-down list, 99

Shape options, 192

shapes, customizing with, 273

sharer files, 117



sheet. See also specific sheets
pane view of, 86
role of, 16
Shift+click, to select contiguous tasks, 33
shortcut menu, 339
shortcuts, keyboard
Alt+End, 95
Alt+Home, 95
Alt+left arrow, 95
Alt+Page Down, 95
Alt+Page Up, 95
Alt+right arrow, 95
Alt+Shift+-, to hide subtasks, 48
Alt+Shift+*, to show subtasks, 48
Alt+Shift+hyphen, to hide subtask, 330
Alt+Shift+plus sign, to show subtasks, 330

Ctrl+/ (slash), to show smaller, more
detailed timescale units, 331

Ctrl+Alt keys, to navigate around the
timescale, 331

Ctrl+Alt+left arrow, to move left
(backward in time), 331

Ctrl+Alt+right arrow, to move to the right
(forward in time), 331

Ctrl+C, to copy, 46
Ctrl+click, to select discrete tasks, 33
Ctrl+D, to fill down, 331

Ctrl+End, to move to the end of the
project, 331

Ctrl+F2, to “keystroke” a link between
tasks, 62

Ctrl+Home, to move to the beginning of
the project, 331

Ctrl+P, to print, 266

Ctrl+Shift+*, to show incrementally larger
timescale units, 331

Ctrl+Shift+F2, to unlink between tasks, 62

Ctrl+Shift+F5, to scroll the chart pane of
the view, 87

Ctrl+Spacebar, to select whole
column, 330

Ctrl+V, to paste, 46

Ctrl+X, to cut, 46

Ctrl+Z, to restore the deleted task, 51

Shift+click, to select contiguous tasks, 33
Should Start By, as task filter, 254

Show Bar Splits, as option in Gantt Chart
view, 199

Show Date for Each Progress Line check
box, 239

Show Drawings, as option in Gantt Chart
view, 199

Show drop-down list, 95
Show For Tasks drop-down list, 193

Show Warnings, Show Suggestions, and
Show Ignored Problems, 174

sizing, in fine-tuning of reports, 272

slack, 162, 180, 185-186, 187, 247, 257,
325,339

Slipped/Late Progress, as task filter, 254

Slipping Assignments, as resource
filter, 254

Slipping Tasks, 162
sorting
choosing criteria for, 253
of tasks, 252-253
split tasks, 82, 186, 339
Split View group, 20
Spring Planning tables, 300
sprint, defined, 287, 339

Sprint Planning Board, 290,
292-293, 294

Sprint Planning sheet, 290, 292-293, 294
Sprint Status report, 304
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Sprints Project
adding information to tasks, 294-295

as compared to plan-driven or Waterfall
Project, 288

creating new ones, 288
creating of, 287-290
creating reports in, 303-305

inserting of into plan-driven project,
296-297

as offering retrospective at end of each
sprint, 308

prioritizing tasks, 296
setting up of, 287-297
sorting of tasks in, 302-303
tasks grouped by priority, 302
tracking of, 299-305
views of, 290-294

Sprints tab, 288, 291

stakeholder engagement, as essential
piece of projects, 11

stakeholders
defined, 339
as variable in project management, 10

Standard, as option on Leveling Order
drop-down list, 185

standard base calendar, 122

start date, defined, 339

Start No Earlier Than constraint, 77
Start No Later Than constraint, 77

start-to-finish dependency/relationship,
58, 59, 339

start-to-start dependency/relationship, 58,
59, 339

statement of work, 24
status

tracking of with Resource Usage view,
224-225

tracking of with Task sheet, 221
tracking of with Task Usage view, 224
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status bar, role of, 16, 21
status date, setting of, 220
subprojects, 37, 339
subtasks
creating of, 41-45
defined, 339

formatting of in Network Diagram task
boxes in, 195

hiding of, 330

keyboard shortcuts in, 330

showing of, 330
success

building on, 312-316

measuring of, 324
successor tasks, 56, 63, 339
summary task duration, 44
summary tasks

creating of, 41-45

defined, 339

formatting of in Network Diagram task
boxes in, 195

as task drivers, 172
on Timeline, 281
SV (schedule variance), 243, 339

Switch to Auto Scheduled, as warning/
suggestion, 173

T
tab, defined, 339
tables
Backlog table, 300
Cost table, 240, 241
Current Sprint tables, 300
defined, 154
displaying of, 241
Earned Value table, 244
lookup table, 202, 203
pivot tables, 253, 270



Spring Planning tables, 300
Task Board Tasks table, 300
Tracking table, 221
use of to arrange data, 300-302
Variance table, 240, 242, 308, 309
tabs, navigating of, 84
Task Board Format contextual tab, 295

Task Board sheet (Sprints Project),
292,294

Task Board (Sprints Project), 291-292,
294, 340

Task Board Tasks table, 300

Task Board view, 18

task calendars
as one of four types of calendars, 123
working with, 128-129

task drivers, 172

task filters, 254

Task Form view, 18

Task ID number, 51

Task Information dialog box, 34, 141,
144-145, 153, 296, 327, 328

Task Inspector feature, 256, 324

Task Inspector pane, 171, 172,173, 257
Task Name drop-down list, 62

task notes, making of, 52-53

task outline, collapsing and
expanding of, 47-48

Task Ribbon tab, 18
Task sheet, 221

Task Sheet view, 18
Task Status report, 304

Task Summary, as category of visual
reports, 270

Task Summary Name, 300
Task Table drop-down list, 311

task type
example of, 70
identifying of, 68-69
setting of, 69

Task Usage, as category of visual
reports, 270

Task Usage view, 18, 224

task warnings and suggestions
handling of, 173
role of, 171

taskbars
adding text to, 193
changing characteristics about, 191
defined, 190, 340
formatting of, 190-194
indicating activity status, 236
subtask taskbars, 194

for viewing difference between baseline
estimate and actual progress, 236

tasks
adding information to, 294-295
adding of to Timeline, 281-282, 332
auto-scheduled tasks, 226-227, 333
changing task mode, 36-37
codependent nature of, 55-64
completing of in less time, 177-178, 181

creating summary tasks and subtasks,
41-45

critical tasks, 98, 195, 335
cut-and-paste method for moving, 46
defined, 340

deleting of, 51, 179-180

determining which factors are driving
timing of, 256-257

drag-and-drop method for moving, 45-46
effort-driven tasks, 71-72, 226, 335
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tasks (continued)
entering of, 33-35
entering start date of, 80
estimating duration of, 68, 72-75
external task, 336
finding of, 87-88
grouped by priority, 302
hanger tasks, 63
how resources affect timing of, 108-109
how they become dependent, 56-60
with icons (problems), 174
identifying task types, 68-69
inactive task, 51-52, 336
inserting of, 34
inspecting of, 172
limiting behaviors of, 72
linked tasks, 34
linking and unlinking of, 60-61
moving of, 45-46, 228-230
naming of, 34
noncritical tasks, 98
numbers of levels of, 43
predecessor tasks, 56, 63, 338
prioritizing of, 296
recurring tasks, 48-50, 338
reducing duration of, 258
rejoining a split task, 82
seeing where they stand, 236-239
setting end date of, 80
setting of, 74-75
setting task type, 69
Slipping Tasks, 162
sorting of, 252
sorting of in Sprints Projects, 302-303
splitting of, 81-82
starting and pausing of, 79-80
subtasks. See subtasks
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successor tasks, 56, 63
summary tasks. See summary tasks

Tasks Are Critical If Slack Is Less Than or
Equal to (x) Days, 247

Tasks group, 18

Team Planner view, 18, 57, 89-90,
147-148, 340

Tell Me What You Want to Do feature, 22
templates

creating custom calendar template,
132-134

creating of, 312-314

defined, 13, 340

examples of, 14-15

saving file as, 314

saving of schedule as, 68
text, formatting of, 273
text boxes, customizing with, 273
Text Styles dialog box, 195
Then By drop-down list, 252
three-point estimating, 73-74, 340
time

saving of, 259-260

saving of in Project, 257

taking the time you need, 261

as variable in project management, 10
Timeline

adding tasks to, 281-282

copying of, 283

customizing of, 283

hiding of, 20

illustration of, 21

role of, 16, 20, 281

shortcuts in, 331-332

as view choice, 18
Timeline Format contextual tab, 281
Timeline view, 90, 340
time-phased data, defined, 270



timescale
changing of, 93-94, 254
defined, 94, 340
keyboard shortcuts in setting of, 331
role of, 87

Timescale dialog box, 94

timing
applying contingency reserve, 176-177
checking dependencies, 178-179
controlling of with constraints, 76-79

deleting tasks to cut to the chase,
179-180

determining which factors are driving
timing of a task, 256-257

how resources affect task timing,
108-109

managing availability of resources, 179
of projects, 68
resource-dependent timing, 179
shifting of task timing, 259
trading time for costs, 180
working with risk, 178
tracking. See also tracking views
defined, 340
doing of as often as you can, 322
of materials, 232-233
more than one project, 233-234
of Sprints Projects, 299-305
Tracking Gantt view, 18, 240
Tracking tab, 232
Tracking table, 221, 227
tracking views
determining percent complete, 223
setting status date, 220
tracking buttons, 222-223

tracking status with Resource Usage
view, 224-225

tracking status with Task Usage view, 224
tracking status with the Task sheet, 221
using Tracking table, 221-222

24 hours base calendar, 122

Type drop-down list, 200

Type options, 192

U

uncertainty, as essential piece of
projects, 11

undo, keyboard shortcut in, 332

the unexpected, expecting of,
321-322

Units setting, 114
unknown factors, how to account for, 178

Upcoming Tasks, as standard dashboard
report, 267

Update Project

settings for, 230

use of, 231
Update Work As Complete Through, 230
user-controlled scheduling, 34-37

\'/
Value list, 205
values
earned value (EV), 243, 245, 335
planned value (PV), 243
variable rate, defined, 340
variance at completion (VAC), 243
Variance table, 240, 242, 308, 309
variances
calculating of, 211
cost variance (CV), 243, 334
duration variance, 335
schedule variance (SV), 243, 339
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View group, 18
view panes
displaying different columns, 96
illustration of, 86
resizing of, 93
working with, 93-97
zooming in and out of, 96
View Ribbon tab, 19
View tab (of Page Setup dialog box), 278
views
available ones in Project, 86
Calendar view, 91-92
choices of, 85
customizing of, 92-102
defined, 83
Gantt Chart view, 88-89
modifying layouts of, 197-199
modifying Network Diagram view, 98-100
more details about, 88-92
navigating of, 84
Network Diagram view, 91
resetting of, 100-101
Resource Sheet view, 89-90
role of, 83
of Sprints Projects, 290-294
Team Planner view, 89-90
Timeline view, 90
visual reports
categories of, 270
creating of, 270-271
Visual Reports dialog box, 271

W

waterfall approach, 8, 10

Waterfall Project, Sprints Project as
compared to, 288
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Week Starts On drop-down list, 125
what-if scenarios, 251-257
Width drop-down list, 100
work
statement of, 24
as type of resource, 107
work breakdown structure (WBS)
decomposition in, 26
defined, 26, 340
entering of, 31-32
introduction to, 26
work contour
defined, 145
use of, 324
Work Contour options, 146
Work Overbudget, as resource filter, 254

Work Overview, as standard dashboard
report, 267

work resources, defined, 340
workday, defined, 123
working faster, options for, 257
working time
changing of on resource calendar, 132
default working times, 127
defining typical work times, 125
scheduling with, 124-128
setting exceptions to, 126
workload, defined, 340

Z

Zoom group, 96
Zoom Selected Tasks button, 96



