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Chapter 1: Introduction

Easy yet Powerful Scheduling

Milestones Professional makes planning, organizing, communicating and tracking
your projects fast and easy. Designed for anyone who spends time scheduling or
managing projects, Milestones Professional makes fast work of your scheduling
efforts.

Click-and-drag to build schedules

If you know how to use a mouse, then you can use Milestones Professional 2008.
That's because Milestones Professional uses the same simple click-and-drag
technique you're already familiar with. You can click-and-drag your way through even
the most detailed projects in minutes!

Earned Value Report

Earned PRCNT

Project/ Actual
ESC Value CMPLT

Tasks Costs

Project ABC ERw | 7y 7 i Jsis $3,000.00 $2,975  $1,575.0 $1,888| () 63.46%

Task 1 A—oV $300 $350.0 $300| @)100.00%
$2,500.00

Task 2 A—V / $400,  $400.0 $400 @)100.00%
Earned Value]/,/“ $2,000.00

Task 3 A it $250,  §175.0 $146| () 58.54%
+ PV
é $1,500.00
Task 4 A S m— $725 $200.0 $430| () 59.26%
? i Ectual Cost
Task 5 A f———\/ $1,000.00 $400/  $100.0 $221|(J) 55.26%
Task 6 1 {—\/ $500.00 $350 $200.0 $223 Q 63.64%
Task 7 f e —Y $550 $150.0 $168|(®,30.56%
$0.00

#; Status W Incomplete Task Y/Completed Task A\ Started Task
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Organize your schedule with outlining

Milestones Professional offers an easy-to-use outlining capability. Organize projects
into tasks and sub-tasks. Use outline level shading to highlight various levels and text.
A click of the mouse is all that's needed to “roll-up” lower level tasks into a summary
bar. Display single summary bars based on lower level dates; display lower level
symbols and bars at the summary level; and select individual symbols to appear on
summary rows. See Chapter 4 for more information.

Outline Task 2005
Level Jan ‘Feb‘Mar‘Apr ‘May‘Jun

1 Project A (—)
2 Task A1 —
2 Task A2 f—
3 SubTask — >
3 SubTask —
1 Project B D O
2 Task B1 f—
3 SubTask E—
3 SubTask E——
2 Task B2 —

Work Breakdown Structure (WBS) and other task numbering

WBS numbering can be used in conjunction with outlining. With a WBS SmartColumn,
the WBS numbers appear automatically based on the outline levels. See Chapter 4
for more information.

1 1 1 Project A < O >
2 1.1 2 Phase A < —

3 111 3 Task A1 L—

4 1.1.2 3 Task A2 [

5 1.1.3 3 Task A3 e

6 1.2 2 Phase B < —>
7 121 3 Task B1 [r—

8 1.2.2 3 Task B2 [—
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Easily show progress

Fill bars and symbols to show activity progress. Choose a color for the progress up to
the status date, and a different color after the status date.

Individual tasks can be adjusted to reflect whether they are on schedule, behind
schedule, or ahead of schedule. See Chapter 2 for more information.

Ahead of Schedule

Web Site A J — /

Control the after-status fill colors

Database A E——

Behind Schedule

Upgrades A——)

Dependencies

Easily create dependency relationships (predecessor/  Setup € =)
successor) between tasks. In the following example,
Production cannot start until Setup is complete.

With dependency mode turned on, if the Setup end date o

is delayed, then the dependent task Production will shift Production € ==
by the same amount of time. See Chapter 5 for more

information.

SmartColumns

Any column on your schedule can be set to a SmartColumn. SmartColumns
automatically display information contained in your schedule or entered into the
column, as well as make calculations, display stoplights and more. See Chapter 15
for more information.
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Baseline scheduling

Baseline scheduling shows how the original schedule compares to the actual
schedule. Quickly choose baseline symbology using the Baseline Setup Wizard. Then
show, hide, highlight or lock-down the baseline information. See Chapter 4 for more
information.

Project/ 2005 Baseline | Actual
Task Jan ‘ Feb ‘ Mar | Apr ‘ May | Jun ‘ Jul Finish Finish
Project A ) 4 4/23 4/23
A,
Task A1 v v 2027 2/9
rF
Task A2 v v 3/30 3/17
rF___________ %
Task A3 v v 4/23 4/23
A
Project B ) 4 7/19 7/13
Task B1 v v 4/15 4/13
S—
Task B2 v v 6/2 6/11
r Y
Task B3

v Y Actual Dates s Baseline Dates

Symbol constraints

Any symbol can have a constraint which limits the symbol’s movement or triggers a
user-defined condition, such as displaying a reminder note or launching a hyperlink.
Click once on a symbol within the schedule area and choose Selection | Constraints.

When the symbol is moved such that it does not conform to a date constraint that you
have set, the symbol will be overlaid with a large exclamation point like the one shown

below:
JoA

Holidays

You can make any day a holiday with the Milestones Professional Holiday Calendar.
You also have the option to shade your company’s holidays to show non-working
days in a project. Holidays can be pulled from either a global holiday file or from a list
embedded in the schedule. Choose Format | Dates | Holidays to get started.
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Powerful Publishing, Presentation and Distribution

Distribute your schedule

Milestones Professional offers many ways for you to distribute and present your
schedules. See Chapter 13 for more information.

Print your schedule to a variety of devices.

Save to PDF.

Easily publish any schedule to the Internet or company Intranet.

Publish a complete hierarchy of
schedules for Internet/Intranet use.

Include your schedules in other
documents, such as PowerPoint, Word,
Excel, and other Windows documents.

Download the free Milestones
Professional Viewer.

CIBIX]
i8] Bl Edit View Insert Format Tools  SideShow RoboPDF  Window
i Hep  Adobe FOF B x

B2 Microsoft PowerPoint - [Presentation1]

T <ber == - Microsoft Inbernet Explores
|| Fle Edt Vew Fovortes Took Heb
Outline [
Level | TOSK
1 Task 1
1 Task 2
1 Task3
1 Task 4
1 Tasks
1 Task B
Ll | | Task 1 J
2 Task 1-1 W Task -1
2 Task 1-2 T Task 1.2
2 Task 1-3
2 Task 1-4
2 Task 1-5
-
| ) ;IJ

Presentation view

If you need to present a schedule or a set of schedules, you may want to try
Milestones Professional’s presentation view mode. If you have a list of schedules you
want to present, set them up in a master schedule list before presenting. Presentation
view supports both full screen viewing as well as a view with limited controls visible.
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Manage Multiple Projects with Ease
Master schedules

Merge two or more sub-schedules into a single master schedule to get a top-level
view of multiple projects. Simply update the master schedule to see the latest sub-
schedule information. See Chapter 8 for more information.

Project A
Project B et Proj Mngr/ 2005 Status
et Proj Mngr/ 2005 July [ August Date
k . I
Foreman June [ July [ August 1| 77
T T
s | imemn | ] = |
Task B1 Mitchell h:l 6i5 ] 77
Task B2 Gibs Project C 6/29 ‘ 1 nr
Task B3 Terf Task Proj N1nFr/ 2005 -
Foreman June July ‘ August -
Project C Jones | -
Task C1 Mcleod — [m—— ‘
Master Schedule -
Task C2 Elder :‘2 Division Headguarters
Task C3 Wagenman Project/ Proj Mngr/

Task Foreman

2005 Status
June [ July [ August Date

Task C4 Bailey
Project A Thompson 7/10
Task AL Boyd 3 6/21
Task A2 Ferguson wun
Task A3 Terry wun
Project B Thompson 6124
Task B1 Mitchell 6/5
Task B2 Ferguson 6129
Task B3 Terry 712
Project C Jones 716
Task C1 McLeod 6/11
Task C2 Elder 628
Task C3 Wagenman 626
Task C4 Boyd 6/11

Symbol links between and within schedules

Another way to manage multiple projects is through symbol linking. Symbol linking lets
you base the date of a symbol on a different symbol in another schedule or the same

hedule. h f inf ion.
schedule. See Chapter 9 for more information When the “target” symbols

Projects Status Overview move in the Detailed schedule,
“ H H $1} H
CzenrqcpTZtte Project . ‘ Febzo‘onar ‘ ot Cost Budget | Variance the OUthIng Ilnk Symb0|s In
the Overview schedule move to
@  65%| Project1 %’f‘ $55,000 $50,0000 @
the same date.
@  sa%| Projectz l:%\ s75000 s7s.000 RToject 1 Detailed Report
o o Tasks 5 2004 e Duration
46%)| Project 3 T $30,000| 0007~ anuary ebruary
L — \Gi\ m\ . 49d
. . ity Probe B
® OUthlng link ——— $8,000] $100,000 M 4d
[— S mbOIS Task 2 3d
@ y N $10,000  $48,000 Task 3 6d
L L L Task 4 7d
@ overBudget O onBudget @ under Budget < Task5 4d
=" Completed Task ——— To be completed — kG o
Task7 Target 4d
Task 8 Symbo|3 5d
Task 9 T 4d
¥ staws =1 Completed Task I 1o be completed
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Hyperlinks: Attach files and web pages to symbols and tasks

Any symbol or task row on your schedule can have hyperlinks to other schedules,
documents or Internet web pages. Once linked, you can activate the objects with a
click of your mouse. This lets you use a Milestones Professional schedule to manage
your entire project world! See Chapter 10 for more information.

Organize Task Rows

Sorting tasks

In the Tools menu, choose Sort Schedule to rearrange schedule task rows based on
column data or symbol dates on the schedule using these keys:

e The start date of each task

e The end date of each task

e Selected column (sort by text, numbers, currency, date, or WBS number)
e Multiple columns

e Selected task rows

Save multiple column or selected tasks sort settings for repetitive sort conditions.

Filtering tasks

With large schedules, you might want to see only a subset of the project steps. In the
Tools menu, choose Filter to “sift out” task rows by:

e Date range e  Column numbers less than
e Task number range e Column numbers greater than
e Outline level e Types of symbols and bars

Find and replace text

Use Edit | Find, Replace, Go to Page to quickly make detailed text changes to large
schedules. Apply Find and Replace to column text, freeform text, symbol notes, and
symbol text.

Bookmark task rows

Add a bookmark name to any task row and then jump to that task row by choosing the
bookmark name from a list of bookmarks. See Chapter 2 for more information.

The task row which is “jumped to” will be highlighted. Especially helpful in large
schedules, this feature allows you to quickly jump to specific schedule areas.

Bookmarked tasks can show ﬂ indicators for easy identification.
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Display Numbers and Project Status

Milestones Professional allows you to track and graph numbers, make calculations
between columns, and display status stoplights for at-a-glance reporting.

Calculation/Indicator SmartColumns —
A Calculation/Indicator SmartColumn can display calculation results; Variance

symbols, text or colors based on those results; symbols, text, or colors
based on another column’s values; or a combination of these choices,
as well as convert calculation results to percentages with matching
percent complete pies. See Chapter

Quick and Easy Earned Value Reporting

Produce reports showing Earned Value, Planned Value, Actual Costs,
CPI, SPI, EAC, and EVMS fields using user-entered values, calculated
values, imported values from MS Project, or a combination of these
options.

© 0 6 O O

Stoplight SmartColumns

The Stoplight SmartColumn offers two easy-to-use methods for displaying stoplight
symbols, text and colors based on user-entered numbers 1 to 4, or 1 to 10.

Standard Stoplights ‘ ‘ Custom Stoplights

Fill Color Symbol Custom Custom Description 2004
+ Letter + Letter 1to 10 1to 10 Jan ‘ Feb ‘ Mar ‘ Apr ‘ May ‘ Jun

® . Ag%ET A |Projecta < —
© TA%%ET v Activity 1A Ly=—y
Y ® o R | Activity 2A /iy
“ ® ACERT v Activity 3A h—4

Values SmartColumns

A Values SmartColumn contains user-entered values and can automatically total
values from lower task levels to upper, summary levels. A symbol can also be
displayed according to the value in each cell.

See Chapter 15 for more information on Smart Columns.
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Percent complete pies and Fill-to-status

Percent Complete SmartColumns display the percentage, an optional percent
complete pie, or just the percent complete pie, as measured by the status symbol
(here, the arrow symbol).

Page 1 of 1 1110105
= 2005 | 2006 Status | Ahead/ %
ask Dat Behind | C

May [Jun | Jul [ Aug | sep] Oct [Nov [ Dec | Jan [Feb | Mar [apr | Pat€ Sillg Sl
ALL PROJECTS 1505 o O
Project 1 —— 11117105 D c
Project 2 —— 10/30/05 ‘ O
Project 3 — ] 11/28/05 g O
Project 4 —— 11/9/05 ‘ @
Project 5 — 10/6/05 ‘ O
Project 6 — 11124105 g O
Project 7 ———— 1114105 ‘ G
Project 8 —— ] 11/26/05 g 0

DataGraphs and ValueSets

Project/ 2005 BAC Acm;: Eva;r:id z;{gg L .
. % |n addition to having powerful
Project ABC ytaﬂm&mz@?ﬂm ,000.0¢ $2075|  $1,575.0| $1,888| () 63.46%| A ! .
N oo SCheduling and tracking capabilities,
7 $2,500.00 . .
o o e Milestones Professional can also
Task 3 &?ﬂ o $250 $175.0| $146(() 58.54%) dlsplay graphs relatlng to the
{ schedule. See Chapter 14 for more
Task 4 — $725) $200.0) s430|(Qs0.26%| .
ZE: information.
Task 5 H—7 $1,000.00 $400 $100.0| 5221|(J)55.26%
Task 6 =— $500.00 $350) $200.0| $223|(J) 63.64%
Task 7 A———V s000 $550) $150.0) s168|(®)30.56%)
1 Status Y/incomplete Task /Completed Task A Started Task.

Resource allocation for effort-driven tasks

Control the effort of a resource assigned to a particular task by using a resource
allocation percentage. The resource allocation value can be entered in the Resource
Allocation Percent SmartColumn or in any cell on the appropriate task row.
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Create Presentation Schedules from MS Project Files

Create Milestones Professional presentation schedules by importing Microsoft Project
files when both Milestones Professional and MS Project are installed.Milestones
Professional offers a direct interface to Microsoft Project, which makes it easy to
generate chart formats beyond the standard formats offered by Project.

Select from built-in report formats or create your own presentation schedule format.
The import wizard does all the work! See Chapter 11 for more information.

Choose a Presentation Chart Type

|Stoplight =] ~|
Fage 10f1
- e [ ow | m | ma [0 Ewens —
I B T R ) T T Y B T B R Y X B Cont

PRCJECT MAHAG ENENT — $72,50 55| £
PLENNING T PLENNING F95,000 12| T2

= VSTEM ENGIN EERING | —] 163 450 LiAeE|@ FTme
RE2IREMENTS T PECIUIREMENTS F0,000 FLES B FET2
ANaLYEE FaNALTSES 36,200 w000 ki
INTEGRATICH TINTEGRATION B a0 Eid
MESKN O PERSTE NS F MESKI N OPERATIONS 335,000 sz | 162
SYSTEM TEST PLANNING TS TEN TEST PLAMNNG 35,000 el @
Sem Eaghes g GonpbE T Syekm Enginee g Compkt] $35,000 peao|l §E00

=PAZECRAFT ENGINEERING [ ] FES FEMs|@ FR00
COMMEN D AND CONTRO L T COMMEND AND CONTRO L FE00 prod|@  $R00
ATTITUDE COMTROL T ATTITUDECD NTRG 075 Fos2|0 ki
POVIER T POWER 8240 Ha20 |0 ki
THERMAL THERMAL ¥ $45,200 wE@0(0) Eid
CREIT AU LET PROPULSIN OREIT AU LET PROPULSIN f= k=5 ] ki
TENE T TRNE $0,73 E Aleresls] (0] kil
WALVES TYALES F6,080 $6E0|D Eid
THRUETER T THRIETER 8760 Ham0 |0 i

T 1 sunmary W i %7 mnlsh 0 SEI;B?;I; E‘S{;et g_"g;t
Z00M | Cancel| 1] | Mewt> | Finish |

MPX, CSV and TXT files

If Microsoft Project is not installed, then Milestones can open MPX, CSV, and TXT
files created from MS Project. Milestones Professional schedules can be exported
to the MPX, CSV and TXT formats and then opened in Microsoft Project and other
applications.
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Work with your other Applications

Beyond the direct interface to Microsoft Project, Milestones Professional interacts with
other applications such as MS Outlook and Excel.

For programmers, Milestones Professional supports a complete Automation interface
for using Visual Basic, C++ and other programming languages to interchange

data with Microsoft applications such as Access, Excel, Project, and more. The
programming that makes use of this automation feature is user-created.

Many file formats supported

In addition to built-in interfaces for Microsoft Project, Milestones Professional offers a
custom import capability. With the custom import feature, you can bring in information
from other sources such as CSV and TXT files.

Turn a spreadsheet into a Milestones schedule

Getting schedule information into Milestones Professional from just about any other
Windows software package is easy. Simply copy information from another application
to the Windows clipboard, and then paste into Milestones Professional.

For example, you might have a spreadsheet like the Microsoft Excel spreadsheet
shown here.

A | B | ¢ | D |
1 | Activity Start End Hierarchy
2 |PROJECT A 1
3 |Task A1 2
4 |Ta Projects 2003 Start End
5 TE Jan ‘ Feb ‘ Mar ‘ Apr ‘ May ‘ Jun ‘ Jul ‘ Aug ‘ Sep ‘ Oct ‘Nov ‘ Dec
5 IT PROJECT A < > 1/10 7123
B skl < > 1/10 7123
7 |Ta Task AL-1 1y 1/10 1/31
Task Al-2 [— 212 3/1
Task A1-3 [— 3/6 419
Task Al-4 — 4/30 7123

See Chapter 11 for more information.

OLE Automation

Using OLE Automation, a programmer within your company can build automated
systems that include scheduling. Sample programs which demonstrate the use of

this powerful capability are available on the www.kidasa.com web site. These sample
programs show how Milestones Professional can be linked to Microsoft Access, Visual
Basic, and C++ applications.
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For example, schedule data that is stored in a central repository (such as Access,
Artemis, Project, Oracle, SQL, Excel, Word, and more) can be extracted in order to
populate a Milestones Professional schedule for presentation purposes. Schedule
automation insures the integrity of the database and the accuracy of the presentation

schedule.

MS Outlook Import/Export

Milestones is now capable of importing both Tasks and Calendar Appointments from
MS Outlook. Choose the type of import and pick an Outlook folder, then Milestones
will generate a schedule. See Chapter 11 for more information.

ﬂ Completed Tasks Cnly
ﬁ Pending Tasks Only
Task Start | Due | po ﬂ Tasks on or after Date. ..
Subject Date | Date vy |

Study Opportunity 5/7/06 | 5/21/0 @) Vil ﬁ Calendar...
Preliminary feasibility 5/22/0 | 6/1/06 @)
Analyze Return on 6/2/06 | 6/10/0 | Q@ Set M5 Outlook Import Qptians. ..
Financial audit 6/5/06 | 6/14/0 @) A=\ o 75%
Determine if there is a 6/11/0 | 6/17/0 Q =N b 100%
Financial Risk 6/19/0 | 6/19/0 @) M N 0%
Safety audit 6/19/0 | 6/19/0 | Q@ Vi a 0%
Legal audit 6/20/0 | 6/2000 | Q v a 0%
Personnel audit 6/21/0 | 6/21/0 @) M = 0%
Supply audit 6/26/0 | 6/26/0 | Q v @ 0%
Environmental audit 6/27/0 | 6/27/0 @) M = 0%
Regulatory Risk 6/30/0 | 6/30/0 @) ¥ v 100%
Personnel Risk 6/30/0 | 6/30/0 @) M = 0%
Cultural Risk 7/1/06 | 7/1/06 @) M 3 0%
Customer audit 7/2/06 | 7/2/06 @) M @ 0%
Engineering & 7/2/06 | 7/2/06 @) M @ 0%
Marketing audit 77/06 | 7/7/06 | Q 5z @ 0%
High Level Plan 7/31/0 | 8/22/0 @) A @ 0%
Announce the deal 8/27/0 | 82710 | Q = 0%
Analyze Historical Data 9/1/06 | 9/13/0 @) @ 0%

VAY 7\ ¢ Tasks Planned Tasks @ Low Priority O Normal Priority O High Priority

A Not Started Hin Progress =) Deferred ¥ Waiting ¥ Complete
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Extensive Text Entry and Graphics Options

Symbol text

Enter up to three lines of symbol

text. This text moves with the symbol.
Position the text anywhere around the
symbol or center it on the bar.

Automatically display the column text as
text next to a symbol; or have the symbol
text automatically display as column text.

Symbol Text

A centered on bar v

Symbol notes

Enter up to 10,000 characters in

the symbol notes field. This text

is embedded in the symbol, and
appears when the cursor hovers over
the symbol. Optionally, a separate
notes page prints with the schedule.

onday 489001
Motes: Hower ta
zee Symbol Motes.

Freeform text

Type text anywhere on the schedule.
Format the appearance of the text box.
This text does not move with symbols or
rows.

Freeform
Text

Column text

Use up to 20 columns to enter text,
values, dates, and other schedule
information.

Percent
Complete

Funding
Status

Project

Contact .
Information

Aerospace Project

D =% O B.Jones | Phasel
Team A
D s O

Aerospace Project
R.Roberts Phase 2
Team B

Substitutable text strings

Enter “& commands” in the symbol text
field to show duration values, column
text, and more. Even include normal text
with the “& command,” as shown here...

Swyribal Test Line 1: I Duration iz &normaldur days.

...resulting in...

Duration is 16 days.

A ]

Link other text documents

Hyperlink Word documents, Excel
spreadsheets, web pages and more,
to symbols or tasks on the schedule.

Hover over the symbol to see the
hyperlinks, and right-click to launch.

e

Monday 8/20/08
Hyperlink: C:\Current Cost Figures.doc
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Flexible Symbology
Toolboxes

The Milestones Professional toolbox contains 3 tools, 32 symbols, 16 horizontal bars,
8 vertical links, and 3 drawing tools to quickly build any schedule using the click-drag-
and-drop method. There are two different formats for the toolbox. See Chapter 2 for

more details on toolboxes, the sidebar, symbol types, and horizontal bar types.

Sidebar

The optional sidebar is an extra toolbar anchored to the left or right side of the
Milestones window. The sidebar contains the toolbox (which is normally free-floating)
and a user-defined list of shortcut buttons for a variety of activities.

Symbol types

Any symbol in the Toolbox can be changed to any of four symbol types:

* Normal symbols track actual start dates, end dates, and independent
milestones.

« Baseline symbols track baseline start, end, and duration.

« Status symbols track percent complete, used duration, remaining duration,
status date, and amount ahead/behind schedule.

* Comment symbols are ignored for SmartColumn purposes.

Wide assortment of symbols

The flexibility and customizability of Milestones Professional symbology is second to
none, with over 95 symbol shapes filled with any color.

A v < > H ] t
o ® @ + = @
& N $ 0 v F +

(I

0
®
X
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User-defined symbols Symbol Maker |
Not enough symbol shapes? 5: Eile  Edi
Milestones Professional has a built-
in Symbol Maker that lets you design
simple or multi-part shapes.

1”4+

Multiple independent milestones

As many as 128 milestones can be added to any task row on your schedule. They can
be stand-alone milestones or can represent a series of start and end dates.

You can have many milestones on a bar...

Design  Prototype PDR CDR DEL
Y VAN AN
A A A A A
CDRL1 CDRL 2 CDRL3 CDRL4 CDRL5

...or have many bars represent several sub-tasks, plus their start and end dates, on
one row.

7/1 72 7/3 7/4 7/5 716 77

¥ ¥ A4 A4 ¥ \ 4 ¥

LTI

Variety of horizontal bar shapes

Like the symbols, the 40+ horizontal bar shapes and 15+ vertical link shapes are fully
customizable. The horizontal bars can be filled with any single color or two colors
faded together, as well as shadowed with any color.

Three-level symbol and bar positioning

Symbols can be positioned at an upper, middle, or lower level on one task row. The
bars automatically follow the positioning of the symbols.

In the example below, an otherwise dense and cluttered schedule is distinct and clear
with three symbol positions and a variety of symbol date and text positions.

Further customize bars with the “Always on top” setting which controls which bar
appears on the surface, as shown below:
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Flexible Formatting

You completely control the size and format of your schedules, including the physical
page size of the schedule, the number and width of the columns, the number and
height of the rows, the size of the optional legend, margin sizes and more. See
Chapter 6 for more information.

Physical sizing

It is possible to create schedules as small as a postage stamp...

Fours | o | O ——— = = m = T = = A 5 N R
a5 | wwr |encion I e—]

59 | wwr [encior P —

910 | mwe |Enc 1ol 900 et 1000

12 | wwe |encior 10—y 200

12 | wwre |encior 100 P 200

1230 | ™M [Engion 100 P 720

830 | ™ sz [ ——

34 | wwr [si0s00 300 Py 400

89 | mwr |cacsoz [ —

o130 | T |cacane 1000 — 1

3430 | ™ |cAcaos 300 p— 130

45 | wwe |catcaos 400 p—y 500

81030 | T |arcHiol 900 —————— 0%

a
[
[
a
[
A
c
1011 | wwr [soz0z 1000 —————y 1100 < 01
c
a
a
[
o
o
o

12 | wwe |arcrion 100 Py 200

—_— [r— — e [r—— ——— s [

—— ot — e — e — et — e — e 3

...or wall size!

Many time-scale options

Schedules can show standard time scales ranging from minutes to years, and custom,
user-defined periods. Choose minutely, hourly, or daily for symbol placement; top and/

or bottom of the schedule for date heading placement; and any period frequency.

2004
January [ February | March April |
Q1 Q2

1")"2IAI‘;IRI7IRIQI’IDI11I17I1’%I‘ i ﬁii a aﬂl aa ai ia a‘ ai aﬁiil

Introduction 1-16



Templates for instant formatting

Templates save time by preserving the customized toolbox, columns, column
headings, page layout, indicator symbol conditions, and more.

Templates retain the formatting (the “look” of a chart) while charts preserve schedule
details (task row entries, dates, column value entries, etc.). See Chapter 12 for more
information.

Project Status Report _
pagﬂjof‘? tatus Rep, Original schedule

TASK Status

Budget Template

Project Funding Budget Costs Remaining
Name Status EFINNIRRENEER Amount | to Date Funds

ect Status Report

Project A

J

Project B

Project C

_ Project Funding Budget Costs Remaining
Project D Name Amount toDate  Funds

Project A $12,000.00

$4,000.00

Project B 31 ==X 412 $11,000.00| $11,500.00

Project C $15,000.00|  $2,000.00

=¥ 6/12 $10,000.00,  $7,000.00

Project D

Finished schedule

Full international support

If English is not your language of choice, or if your preference is the metric
measurement system, Milestones Professional can support you. It provides the
capability to set up custom language templates for any language.

Milestones Professional also picks up your date format and measurement type
choices directly from the Windows Control Panel Regional Settings.

ISO week numbering

Milestones Professional supports the International Standards Organization’s
standards for week numbering. The ISO week number heading type is available in our
list of date headings.

Custom page numbering

Customize the page number of a Milestones schedule to match the pagination of your
report, and then insert the schedule as a part of the report.
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Gradient fill patterns

Gradient fills allow you to fade the background or fill color from one color to another.

These “special effects” can be
chosen for many parts of your FADE TO RIGHT
schedule, including bars, date

headings, column headings, task
individual cells, and more. I S

FADE TO CENTER (V)

See Chapter 12 for more
information.

Weekend and holiday shading

Saturdays, Sundays, and holidays can be shaded, each in its own color. Customize
the holiday calendar to match your company’s calendar or for a single schedule.

Curtains

Curtains provide vertical shading for a date range or for several date ranges.

Repeat curtains at specified intervals, use more than 25 fill patterns, hide curtains,
and more. Choose from many marbled color patterns.

Valley Commercial Construction
Smith Interior Remodel

February March April
6 | 2 1] e [ 5| 2

Soft Demo
Sawcut & Demo-Structural

HVAC-Rough
Wall Saw & Demo
Structural Concrete-Rebar
Skylights
Electrical-Rough/Finish |
Overhead Doors
Inspection-Structural Rebar
Structural Concrete-Pour
Service/Repair Elevator
Structural Steel-install
T-bar Grid Repair
Inspection-Walls
Inspection-Drywall Screw
Mud & Tape

ine Demo
Doors/Frame/Hardware
Spiveco Equip Move-In
7.C.O. from City.
Ceiling Tile
Inspection-Ceiling
Paint
Carpet
Inspection-Elec, Mech & Fire
Inspection-Building Final

O

R[] R

ARRRRRRRRRRRRRRRRRRRAFL

Ryl

=

RN

® | v

Critical Path Project Status Review Critical Milestone == Ciitical Task —— Normal Task
SR
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Color themes

Apply a color theme to a new or existing schedule for instant color formatting. Choose
from more than 40 color themes or create your own. See Chapter 12 for more

information.

Vai
PROJECT ENT $96,000) $95,368/ @
PLANNING ¥ PLANNING $96,000) 595,368 @
SYSTEM NG $230,744) $213648/@  $17,096)
REQUIREMENTS V REQUREMENTS $90,000) $74,288@  $15,712]
ANALYSIS V ANALYSIS $26,800) $26,8000 $0
INTEGRATION 'V INTEGRATION $28,944| $28,944/ O $0|
MISSION OPERATIONS V MISSION OPERATIONS $25,000) $19,832@ $5,168
SYSTEM TEST PLANNING V SYSTEM TEST PLANNING $35,000| $36,984/@ ($1,984),
System i W System Engineering Complete. $25,000| $26,800 @ ($1,800)
SPACECRAFT $526,888] $508,888/@  $18,000)
COMMAND AND ¥ COMMAND AND CONTROL $268,000 $250,000@  $18,000)
ATTITUDE CONTROL v ATITUDE CoNTROL $70,752] $70,7520 30|
POWER
THERMAL
ORBITADIUST | —eeemsees T —
TANK v TANK | Name T Cost Ve
VALVES V vALVES m .
THRUSTER Y TRSTER PLANNING  PLNING 96,000 95,368 5632
summat (SY ENGINEERINC L I
REQUIREMENTS 'V REQUIREMENTS $90,000] $74,288@ $15,712|
ANALYSIS V ANALYSIS $26,800| $26,8000) 30|
INTEGRATION 'V INTEGRATION $28,944] O
MISSION OPERATIONS 'V MISSION OPERATIONS $25,000
SYSTEM TEST PLANNING ¥ SYSTEM TEST PLANNING $35,000

System Engineering

V' System Engineering Complete.

$25,000]

==

COMMAND AND

'V COMMAND AND CONTROL

ATTITUDE CONTROL 'V ATTITUDE CONTROL (@]

48,240 48,2400 0

93,800 93,8000 0

$536] $536/0 0

Baseline $10,720 $10,7200 50|

$16,080) $16,0800 50|

PROJECT NAGEMENT $96,000| $95,368/@ $18,7600 $U‘

PLANNING ¥ PLANNNG $96,000) $95,368 @
SYSTEM INEERING $230,744 $213,648/@

REQUIREMENTS V REQUIREMENTS $90,000| $74,288 @ $15,712]
ANALYSIS V ANALYSIS $26,800) $26,8000 30|
INTEGRATION 'V INTEGRATION $28,944| $28,944 (@] $0|
MISSION OPERATIONS 'V MISSION OPERATIONS $25,000 $19,832@ $5,168|
SYSTEM TEST PLANNING V SYSTEM TEST PLANNING $35,000| $36,984/@ ($1,984)|
System i 'V System Engineering Complete. $25,000| $26,800 @ ($1,800)
SPACECRAFT $526,888) $508,888/ @ $18,000
COMMAND AND 'V COMMAND AND CONTROL $268,000| $250,000 @ $18,000|
ATTITUDE CONTROL 'V ATTITUDE CONTROL $70,752| $70,752/O 30|
POWER V POWER $48,240| $48,240|0 $0|
THERMAL THERMAL V $93,800| $93,8000 $0|
ORBIT ADJUST ORBIT ADJUST PROPULSION ¥ $536| $536|0 $0|
TANK v TANK $10,720| $10,7200 $0
VALVES V VALVES $16,080) $16,080 0 $0|
THRUSTER V THRUSTER $18,760) $18,7600 30|
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Change view formats

Milestones Professional offers many view modes in addition to the standard Gantt
chart view. See Chapter 2 for more information.

Expand or contract the time period viewed
Instantly switch the time period displayed in the date headings to a daily, weekly,

monthly, quarterly, or yearly view.

Original view

Switch to monthly view

ANALYEIS —
INTEGRATION —
MISS0N OPERATIONS i —
SYSTEM TEST PLANNNG
Sydem Engneering Complete e T
"""""" ANALYES = 400h
43
ATTITUDE CONTROL
- MSSION == 296 h
= SYSTEM TEST PLANNING — 552h
System Engineering Complete — 400h
TROL 40001
1056n |
Taan|
CANALYSIS 400 n|
| wssion 2065
Switch to weekKly | onissrsume -
Vi eW System Engineering Complete 400h
COMMAND 0L 4000 h
ATTITUDE CONTROL 1056 h
POWER 720h
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Gantt roll-up views

Switch between three different Gantt chart views, including the normal Gantt view, a
roll-up of single task bars, and a roll-up of lower level symbols and bars.

Gantt — Normal View displays the default Gantt chart view.

Gantt — Rolled-Up to Single Bar displays one summary bar for each outline level 1
summary task.

Gantt — Rolled-Up to Multiple Bars displays lower-level task bars and milestones as
rolled-up to outline level 1 summary tasks.

Duration View and Percent Complete View

The Duration View mode replaces the Gantt bars and milestones with bar graphs
indicating each task’s duration.

In the Duration View below, a bar’s length corresponds to a task’s duration value. The
gray fill indicates the completed portion.

The Percent Complete view mode replaces the Gantt bars and milestones with bar
graphs indicating each task’s percent complete.

Each task displays a red bar (by default—in this example, yellow is used) indicating
its percent complete. A bar’s length corresponds to a task’s percent complete value in
relation to the date heading length. That is, a task which is 50% complete will display
a red bar which traverses half of the date heading’s length.

Project A T 57%
Task A1 . — 100%
Task A2 o
% = 00 006
omp J A s o N ) J F [ A [ J
Task A3
O Project A ‘ 57%
Project B izt ‘
. Task A1 ‘ 100%
Task B1 @ ‘
0 Task A2 ‘77%
Task B2 _ ‘
@ Task A3 14%
Task B3 L —— }
@ Project B ‘ 10%
@ Task B1 29%
O Task B2 0%
O Task B3 0%
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Calendar view

A monthly calendar view of important events can be generated for any schedule. The
schedule title, symbols, and symbol text are displayed.

January 2008

Sun Mon Tue Wed Thu Fri Sat
30 31 1 2 3 find Location | 2
A< A ® aY
6 7 8 9 10 11 12
A< ve v A
13 14 15 Watus-part A 117 e )
oL o-rdlit A LIEPL IIICCI.IIIH PrO]eCt A ends
> A A \4 < A
20 21 22 23 24 25 26

Project B begin

Y 3% A A

27 28 29 30 31 1 2

Date heading scroll buttons

ol
Use toolbar scroll buttons #1&] to scroll through your schedule by any number of
days so that you have a “sliding” time window. For example, set the number of “days
to scroll by” to 30 to scroll a month at a time; or to 7 to scroll a week at a time.

View schedule thumbnails

Instead of the generic Milestones file icon, view thumbnail images of saved Milestones
schedules when viewing file lists in Windows Explorer’s Thumbnails View mode.

This features works with Windows 2000, XP and later. By default this save option is
on.
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Chapter 2: The Basics

The best way to learn to use Milestones Professional is to go through each of the
Tutorials available from the Help menu under Help | Help Files | Tutorials. These
tutorials are designed to get you up and running very quickly.

Before taking the tutorials, you may want to review this chapter, as it contains valuable
information concerning the basic layout of the screen, basic terminology, and some of
the basic operations of the program.

More extensive and interactive documentation on these topics can be found in the
Help menu under Help Files | Help Topics.

In this chapter you will learn about the following functions:

NN N N N N N N N N N N N N N N N N N N NN

The Milestones Professional Window Layout

Sidebar — contains the toolbox and extra shortcut buttons
Combo Toolbox — add symbols and bars in one step as well as separately
Standard Toolbox — add symbols and bars separately
Toolbox “tools”

Toolbar menu items

Add symbols, horizontal bars, and vertical links.

Change the date of a symbol (move a symbol)

Add text to the schedule — column text, symbol text and notes, freeform text.
Symbol text SmartColumn

Change a symbol’s type in the toolbox

Change a horizontal bar type in the toolbox

Change a vertical link type in the toolbox

Columns, column headings and task rows

Insert or edit a SmartColumn

Change or edit column properties

Schedule date range

Current date and status lines

Date headings

Bookmark task rows

Add graphics

Keyboard shortcuts

Right-click menus

Schedule Setup Wizard

View mode options
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The Milestones Professional Window

While using Milestones Professional, you will see a screen similar to the one below:

-

= Milestones Professional - [Professional Window.MLb] I:I|r5_(|
: File Connections Edit Dates Insert Layout Format View Tools Selection E@l Help
-8 %
5 =1=
) =5 = H ~ @ ~ S~ Ol G~ B Master Schedule..
Mew File MNew File  Closa Sawve Az Save Fila Froject Custorn  Outlook Legacy  XhL og pdate Master
B el owizag cument  POF et e B schedule, Linked
- Symbols
e v H - v
Fend  Qpen Send File Pasamord Save As... = .
Q T - - v i @ @v Iﬂ' @MS Froject Refrezh
wsad fije: |Frofessional Window. MLb hd ZmL Outlack Internet Legacy Graphics
- Files and Templates: Open and Save Options Export Options M aster’lUpdate
- A A
Grant Proposals and Project Trackinﬁ Title Toolbar ’_TOO"JO}I( [ T
+ |
Project Funding | Date Headings f Costz \ D O
_l Text Column ! March |—|—.\q:n'n—r‘ May | Jung to Date |+ || =
FromerT i B ' : B ' = $1.400.00 =
Design _ ° - - [ SmartColumn % _Z &
Construction 2 T Schedule Area | ; ; ~poror 1] e a
Project 2 o L ! H $1.700 .00 -
Design B — H : : g o000] =
Construction B ' [ —— FE00 00 il
Budget j \ i _‘: l
#wogooon 1----] DataGraph |--...._._. e
oststo date g i ) : - 2] Publish
SErttry PEEEEP TR PR doeeme e - ------ Sidebar Shortcuts --->
[ VvalueSet | — L—:.: Send
@ Nofunds remain®  Over Budget @ Under Budget Status Bar "\I‘_ll etafile
Legend w

o]
Ci\Documents and Settings)JasoniDesktop!Professional Window MLE - Fit

— —® Goto page

£ -
Dep. Mode: Of Al Lines Wisible

Enter text such as project activities, notes, and resource names in a Text Column.

SmartColumns automatically fill according to schedule data or entered data.

Choose from dozens of Date heading styles from years to minutes to custom entries.

The Schedule Area is where you can click-and-drag to add task bars, milestones,

vertical dependencies and more.

The Sidebar contains the toolbox and a user-defined list of Shortcut buttons for a

variety of common activities.

The Toolbox provides the tools you need to build your schedule.

The Status Bar provides useful feedback to you while you work with your schedule.

The Toolbar is used to access frequently used options.

The schedule Title can be used to provide your

project title

The Legend contains user-entered definitions for bars and symbols.

ValueSets are categories of values, such as budget, cost, or manhours. Those values

can be graphed in the DataGraph area.
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Sidebar

The optional sidebar is an extra toolbar anchored to the left or right side of the
Milestones window. The sidebar contains the toolbox and a user-defined list of
shortcut buttons for a variety of activities including moving from page to page, creating
web pages, filtering, applying a color theme, creating a master schedule, and much
more.

Sidebar options

Under the Tools menu in the Customize section, choose
Sidebar Options to make changes to the sidebar.
Changes to the Sidebar Options apply to all schedules.

O
O

I

Choose Show Sidebar on left, Show Sidebar on right, or
Do not show Sidebar (in which case the toolbox becomes
free-floating). You must close and restart Milestones for
these changes to take effect.

i

|

[

Choose to Remove shortcut buttons from the list of
Current Sidebar icons, and Add buttons from the list of
Available Sidebar icons.

1-\1|-\-i|-\1~\1+ / +

]

|

If you cannot see all sidebar shortcut icons that you have
selected, note that the number of visible sidebar icons is
determined by the toolbox size, screen resolution, and
Milestones window size. The fewer rows of symbols and ,
connectors in the toolbox, the more sidebar shortcut icons l] L|
are visible. A screen resolution of 1280x1024 will show &) Fubiin
more sidebar shortcut icons than a screen resolution of ser
800x600, for example. A maximized Milestones window u T
will display more sidebar shortcut icons than a minimized b 5o to page
window. & Fing

& FindiRep.

B Find Next
E Hext Page

E Prev. Page
= Chart Title
IE Insert T ask
Cur. Date

ﬁ Theme
W] Filter

g Bookmank

[0

Sl 5 0 R RS
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Toolboxes

Milestones Professional offers two types of customizable toolboxes. Both types
contain the same schedule building-blocks for creating Gantt bars, milestones, task
dependencies and more. Toolbox settings are unique to each schedule.

To display the toolbox within the sidebar, right-click the toolbox and choose Sidebar
Options. Choose to show the sidebar on the left or right side of the schedule;
otherwise, the toolbox will be free-floating or hidden.

Combo Toolbox

With the Combo Toolbox, it's easy to add task bars in one step—simply click a small
Plus, then click-and-drag in the schedule area to add a symbol, horizontal bar, and
symbol in one continuous mouse action. Or, add symbols and bars separately.

Plus, Arrow and
Text tools

R T
Hjje]

«—— Drawing tools

H
<=

e—
|
CTI
T —]

Symbols and
—horizontal bars

+
N
+
P
P
P
o) o
P
P
T 4
P

Vertical
*— Links
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About the Combo Toolbox:

* Double-click a symbol or bar in the
toolbox to change its shape, color,
and other properties.

Each of your schedules can have a
different toolbox, customized with
different symbols and bars.

A Combo Toolbox can have up

to 16 rows of symbol/bar/symbol
combinations (32 symbols and 16
bars), and 8 vertical links.

Right-click the toolbox and choose
Toolbox Properties to change its
size.

You can set-up a default toolbox
that will appear every time you
create a new schedule. Do this by
saving a “template” called Default.
mtp.

Hide the toolbox by removing the
check from the View | Optional
Items | Toolbox option. The
toolbox will only hide if it is free-
floating.



Standard Toolbox

The Standard Toolbox makes it easy to add symbols and bars in separate steps.

About the Standard Toolbox:

* Double-click a symbol or
bar in the toolbox to change
<—— Plus, Arrow and its shape, color, and other
Text tools properties.

<—— Drawing tools * Each of your schedules can
< have a different toolbox,
customized with different
— Symbols symbols and bars.

e A Standard Toolbox can
have up to 32 symbols, 16
horizontal bars, and 8 vertical
links.

4 |L|— <]

olal IalD
Slal v OH

it

*D—I}/.I_

* Right-click the toolbox and
choose Toolbox Properties
Horizontal to change its size.
[ Bars

* You can set up a default
toolbox that will appear
every time you create a new
schedule. Do this by saving a

Vertical “template” called Default.mtp.
Links

1000
A1

I
I

Hide the toolbox by removing
the check from the View |
Optional Items | Toolbox
option. The toolbox will only
hide if it is free-floating.
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Toolbox “tools”

On the first two lines of the toolbox, you will find six buttons or “tools.” These are
described in the following table:

Tool Use this tool to:

Plus Tool + Add symbols; connect symbols; add horizontal bars and
vertical links.

Arrow Tool .‘ Change the date of a symbol, move graphics or freeform

text, or select an object.

Text Tool 'r' Add or edit text.

Line Tool A% Draw lines and arrows on your chart. (Not recommended for
drawing connectors or dependencies between symbols.)

Box Tool Draw squares and rectangles on your chart.

0

Circle Tool O Draw circles and ellipses on your chart.

The + (Plus) tool, the ‘ (Arrow) tool, and the T (Text) tool are the three main
tools you will use for your scheduling activities.

The Plus tool is usually the tool needed to add items to your schedule.

The Arrow tool is used to move existing objects.

The Text tool is for adding text to any object or schedule area.
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Add Symbols and Bars using the Toolboxes

Horizontal bars show the time span of a task for an activity in your project. A symbol
must be on each end of the horizontal bar. Symbols can also be added individually,
independent of a bar.

Which toolbox should you use?

Using the Combo Toolbox, you can add a symbol+bar+symbol combination, in one
click-drag-and-drop movement of the mouse.

Using the Standard Toolbox, you must first add a symbol, and then add the bar and
another symbol to that first symbol.

Both toolboxes allow you to add single symbols, a symbol and bar to an existing
symbol, or a bar between two existing symbols.

Add a symbol/bar/symbol combination using the Combo Toolbox

1. In the toolbox, click once on the small plus next to the symbol/bar/symbol
combination you want to add. (All clicks are with the left mouse button.)

| —

When you click in the toolbox, notice that the selection is sunken and highlighted.

2. Move the cursor to a task row in the schedule area under the date heading.
Notice that the date is displayed next to the “crosshairs” cursor:

Manday 20201

3. Next, click and hold the mouse at the start date, drag to the right, and release
at the task’s end date. Here, the end date is displayed next to the cursor, as
well as the duration.

P
212

Thursd ay <501
524d
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Add a single symbol using the Combo or Standard Toolbox

1. Inthe toolbox, click once on the big ﬂ Plus tool, then once on the symbol
you want to add.

ombo +~ andar °<’iH3rL’I
Comb o%ﬂ—qr Standard ATV

When you click in the toolbox, notice that the selection is sunken and highlighted.

2. Move the cursor to a task row in the schedule area. Notice that the cursor is
a “crosshairs” cursor. _|_

3. Next, click and hold the mouse, drag to the right or left, then release at the
date you want. The date is displayed next to the cursor as you drag, looking
for the correct date.

Tuesday 252701

Add a horizontal bar and symbol to an existing symbol on the
schedule using the Combo or Standard Toolbox

Use this method when you already have a starting symbol on the schedule and want
to add an ending symbol with a bar between start and end.

1. Click once on the big +|Plus tool in the toolbox.

2. Inthe toolbox, click once on the bar that you want to add. + k T

When you click in the toolbox, notice that the selection is sunken and
highlighted. | S—

3. Inthe toolbox, click once on the symbol that you want to add.
4. On the schedule, position your cursor directly on top of the start symbol.

Click (and hold the mouse button) on the start symbol and drag to the right.
Release the mouse button on the end date.
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Add a horizontal bar between two existing symbols using the
Combo or Standard Toolbox

1.

2.

In the toolbox, click once on the big = Plus tool.
On the schedule, click once on the first (leftmost) symbol you want to connect.
In the toolbox, click once on the horizontal bar you want to add.

On the schedule, click once on the second symbol—the two symbols will then
be connected.

Vertical Links

Vertical links are used to show a relationship or predecessor/successor link between
schedule activities. The toolbox provides up to eight vertical links for use on the
schedule.

L‘

Change the shape, line pattern, color, and other properties by
\ 7 L double-clicking on a vertical link in the toolbox. Choose from
¢ more than 15 link shapes.

L‘ > 1‘ Up to five vertical links can originate from a single symbol on the
schedule.

To add a vertical link using the Combo or Standard Toolbox

1.

In the toolbox, click once on the big F Plus tool. All clicks are single, left
mouse clicks.

On the schedule, click once on the symbol where the vertical link will
originate.

In the toolbox, click once on the vertical link you want to add.

On the schedule, click once on the symbol (on a different task row) where the
vertical link will end. The two symbols will then be connected.
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To add multiple vertical links at once

Instead of adding vertical links one at a time, you can quickly add multiple vertical
links between selected task rows.

Choose from finish symbol to start symbol, start to finish, finish to finish, and start to
start links. The “finish symbol” will be the symbol with the latest date on a task row;
the “start symbol” will be the symbol with the earliest date. Thus, this method is not
recommended when task rows have multiple start-to-finish bars or symbols.

1. In the toolbox, click the M (Arrow) tool.
2. Inthe toolbox, click once on the vertical link to be used.

3. Select a range of task rows or non-contiguous task rows whose symbols will
connect vertically.

a. To select a range of task rows, click once on the first task rows of the
range (click in the column area—not the schedule area).

b. While holding the Shift key, click on the last task row in the range.
All selected task rows will be highlighted. (Hold the Control key while
selecting non-contiguous task rows.)

4. From the menu, choose Insert | Vertical Link(s) | Vertical Links between
selected task rows.

5. Choose to Link normal symbols or Link baseline symbols.
6. Choose Downward or Upward links.

7. Choose to link the symbols from Finish to Start, Start to Finish, Start to
Start, or Finish to Finish.

8. Choose OK, and the vertical links will appear.

Move an Existing Symbol on your Schedule

Once a symbol is placed on the schedule, several methods are available for moving
(changing the date of) the symbol.

Change a symbol’s date using the mouse

1. Inthe toolbox, select the arrow M tool.

2. Onthe schedule, click onthe . v
symbol and drag it to a new date. 1128 i YP—
Release the mouse button. a14 Y
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Add a symbol or change the symbol’s date with a date
SmartColumn

If your schedule has a date SmartColumn, manually type a date or use the date
selection calendar to enter a new date or change an existing date in the column cell.

A new date (where none existed before) results in a symbol appearing on the
schedule. Changing a date moves the existing start or end symbol. When using this
method, dependent symbols will not move.

Insert a date SmartColumn by selecting Insert | Rows, Columns
| New Column | Dates...and choose from Start Date, End Date,
Status Date, Baseline Start, and Baseline End.

Start

Display calendar icons in date SmartColumns by clicking any
column heading. This will activate the Selection menu. Choose
Current Object | Switch to Column. Then choose Date
SmartColumn Display Settings | Show calendar icons.

3305 B

Other methods to change a symbol’s date
1. Selectthe LY tool from the toolbox.

2. Click on the symbol you wish to change. This will activate the Selection
menu.

3. Choose Selection | Current Object: Symbol |
-or-
1. Click X
2. Single-click on the symbol.
3. Hold Shift while using the left and right arrow keys on the keyboard.

_0 r-

1. click X

2. Single-click on the symbol.
3. Choose Ctrl+E on the keyboard.

4. Key a new date in the dialog box that appears.
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Add Text to your Schedule

Include text in these areas of your Milestones schedule: symbol text, symbol notes,
column text, freeform text, and more.

Add text to a column

Create a column to display text by choosing Insert | Rows, Columns | New Column
| Text.

1. Select the T Text tool in the toolbox.
2. Click once in a column cell.

3. Once you see the flashing cursor, you can begin typing. Use the arrow keys
on the keyboard to move from column cell to cell.

Add text to a symbol
Symbol text is displayed adjacent to a symbol and moves with the symbol.

1. Selectthe M tool in the toolbox. On the schedule, click once on the symbol
that will contain the symbol text.

2. Select the Text tab in the toolbar and enter up to three lines of symbol text.
Press the Apply Text Changes button.

Add a note to a symbol

Enter up to 10,000 characters in the symbol notes field. This text is embedded in the
symbol, and appears when the cursor hovers over the symbol. Optionally, print symbol
notes with the schedule. View notes under Tools | Reports | Symbol [Symbol Notes.

1. Selectthe M tool in the toolbox. On the schedule, click once on the symbol
that will contain the notes.

2. Select the Notes tab in the toolbar and enter
onday 489101
the text. Press the Apply Text Changes RBtes: Hewer
button. For longer text in the ntoes field, make | zee Symial hotes.
sure Expanded Symbol Hover information
display is checked under Tools | Program Options | Help.

Add freeform text

Freeform text is text that is not associated with symbols, task rows, columns, or any
other specific area of the schedule. Therefore, it does not move when those areas
move.

1. Select the T Text tool in the toolbox.
2. Click once somewhere inside or outside of the schedule, but not on an object.
Once you see the flashing cursor, you can begin typing.
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Add a SmartColumn which displays symbol text or notes

The Symbol Text SmartColumn displays, within the column cell, either the symbol text
or symbol notes from a selected symbol type on all task rows.

1. Choose Insert | Rows, Columns | New Column | Symbol Text.

2. Under Choose symbol, select the

. > x|
symbol source as the first or last symbol ekl PIX
on a task row and the type of Sym bol Choose the symbol and the source of the text far the Symbal
. Test SmartColumnn
e The "first" symbol has the earliest Choose smbol:
date on the task row. @) First symbol in task row (any type]

() Lazt symbol in task row [any type)
° The "|aSt" Symbol haS the |ateSt date () First nomal symbol in task row

on the task row. () Last normal surmbol in task row

) First baseline symbal in task row
) Choose “(any Symbol)” type on the () Last bazeline symbal in task row
task row, or a specific symbol type. O First comment symbol in task row

() Last comment symbal in task row

3. Under Choose text source, select the
symbol field whose text should appear in

the column. Choose text source:

(%) Symbal Text
e Symbol Text: The text from all three © Symbol Mote

lines of symbol text will appear in the
Column. ak. ] [ Cancel

() First status symbol in task row

e Symbol Note: The text found in the
symbol notes field will display in the column.

4. Choose OK and make changes under the Column Heading and Column
Formatting tabs.

Phase Symbol 2007 2008
—Fext——|
Sep | Oct | Nov | Dec | Jan | Feb | Notes

In this example, the text [
attached to the start Phase 1 Research Lead: D.Elder
symbols automatically
displays in the “Symbol N
Text” Colum n. Phase 2 Test PM: S.Butler

The notes embedded
in the start symbols Phase 3 Test I
automatically display
in the “Symbol Notes” .

cO I umn. Phase 4 Manufacture On schedule

Review on 1/4

Deliver | 15 stat
" status
Phase 5 Deliver A meeting
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Customize a Symbol in the Toolbox

Any symbol in the toolbox can be changed to another shape, color, size and more.
Double-click a symbol in the toolbox to make changes.

When a symbol in the toolbox is changed, all occurrences of that symbol on the
schedule also change. Most overrides for symbols on the schedule will revert to these
new changes, unless you choose otherwise.

See Chapter 3 for more details about symbol formatting.

= m ;s

et +XXHH+O9®

11.
12,
13
14.
15.

16. 4
7.l =
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Choose from these symbol formatting options:

Symbol Shape |CDIUr,I'Pattern,l'Size,l'Shadow Text and Date Properties | Defaul Text

Standard Shapes: User Defined Shapes: Letter Marking

30 Laok [ClEmbed Above Symbal in File

Clipping Symbal Far printing:

(%) Normal Symbal

(") Comment Symbal {ignored For SmartColumn purposes)
(") Status Symbol {used for Percent Complete)

(") Baseline Symbal {used in Baselines)

Shape, letter marking on symbol, user-defined symbol
"3D Look" for highlights and shadows

Type: Normal, Comment, Status, Baseline

Fill color/pattern, outline color/pattern, symbol mark/color
After-status color for “incomplete” tasks

Override size

Shadow

Symbol text and date position and background

Symbol position: upper, middle, or lower part of the task
row

Default symbol text

Symbol Options

Teaxt
Sample Symbol: ;
1

| ] L]

C:h\Doc,. v Documents

[ Reset Clipping Svmboal ]

Ok l l Cancel




Customize a Horizontal Bar in the Toolbox

Any horizontal bar in the toolbox can be changed to another shape, color, pattern and
more. Double-click a horizontal bar in the toolbox to make changes.

When a bar in the toolbox is changed, all occurrences of that bar on the schedule also
change.

See Chapter 3 for more details about horizontal bar formatting.

Choose from these bar formatting options:

Bar type

Fill pattern and color

Line pattern and color

After-status color for “incomplete” tasks
After-status line pattern

Fading from a fill color to a target color
Arrow size, where applicable

Shadow

Sample Bar: Fill Pattern: Fill Color;
il
' | [
_] | Biliie
Ling Patkern:  Line Colar:
| —
Bar Type: Fill color and pattern after Status Fill Color:

used after "Status Date"
h.
|5. [C— v‘ when Fill Eo Status Date —1

option is ackive:

After Status Fill Pattern;
| |

Special Color Effects

Type of Effect:

|Mon= Bt | After Status Target Color: l:l
arrowhead Size (Arrow Bars Onlv)
) Small () Marmal (Large
Shadow Settings (Bars Only)
[ 5how Shadow Shadaw Size:

Shadow Color;

The Basics 2-15



Customize a Vertical Link in the Toolbox

Any vertical link in the toolbox can be changed to another shape, color, line pattern
and more. Double-click a vertical link in the toolbox to make changes.

When a link in the toolbox is changed, all occurrences of that link on the schedule also
change.

See Chapter 3 for more details about vertical link formatting.

.3
13 B Choose from these link formatting options:
e Shape
4+ |: e Color
e Line pattern
15. e Arrow size, where applicable
e Set size relative to symbol size
" ] 3 e Rounded corners
. W

Vertical Link Options

Options For Current Yertical Link

Color:

R (o)

Line Patkern:

[—————§

Shape:
1. \—‘ w

Options For All Vertical Links

Arrowhead Size
2 small () Marmal ) Large

[ adijust for chart symbal size

[JRounded Corners

[u]4 I l Cancel
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Columns, Column Headings and Task Rows

Display as many as ten columns on the left side of the schedule and ten columns on
the right side of the schedule. Columns can easily be inserted, deleted, moved or
resized.

The column heading contains many formatting controls, including the column and
column heading formats, SmartColumn settings, and more.

Display 2 to 300 task rows per schedule page. Row heights can be adjusted
individually.

See Chapters 6 and 12 for complete coverage of formatting columns and rows.

s 2005 %
fask fart s Jan |Feb| Mar| Apr| May|Jun| Jul | Aug|Sep| Oct [Nov| Dec [t
// A
Column
Heading
Column
Task Row < >

To enter text in atask row’s column cell

1. Select the T tool in the toolbox.

2. Click within one of the cells in the column area and begin typing.

Task Start End

Jan

Typing in a cell

To move between column cells

Press the arrow keys € = \ /N on your keyboard to move between columns and
cells.
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Change the column heading properties

Click once on the column heading section (the upper cell of the column). This will
activate the Selection menu in the toolbar.

1.

Under the Column Heading Text section, enter up to 2 lines for the column
name. Click Apply Text Changes.

Set the column heading text alignment and text highlights in the Column
Heading Text Display Settings section.

Choose a Background Color and optional Background Target Color.

Choose a Special Effects setting to fade from the column heading Color to
Target Color.

Select a font size for the column heading text.

¥ Apply Changes to all column headings to format all column headings
like this one.

Change the column properties

Column properties options control the column’s background color, text font size,
currency display, decimals, outlining indentation amount and more.

1.
2.

Click once on the column heading. This will activate the Selection menu.
Choose Current Object: Column Heading | Switch to Column.

- In the Column Type and Format section -

Choose column Text Style, Text Size, and Alignment.

If the column will contain numbers, choose to display the column numbers as
Currency and set the number of Decimals Places to display.

For outlining purposes, enter a value in inches to Indent per Outline Level
for the column text.

- In the Column Background section -
Change the Background Color for the column.

Choose Background Color Special Effects for the fade setting (fades from
Background Color to Background Target Color).

Choose a Background Target Color that the Background Color will fade
into.
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Add or edit a column or SmartColumn

Schedule columns are used to display text or specialized information (SmartColumn).

SmartColumns automatically fill according to schedule data or entered data. For
example, the Duration SmartColumn calculates the length of time between the first
symbol and last symbol for each task row.

A Text column displays user-entered text, such as project activities, notes, resource
names, and more.

To add a column, choose Insert | Rows, Columns | New Column and choose from
the following SmartColumns:

v Calculation/Indicator ~v* Duration: v' Resource Allocation
v' Dates- Used Duration Percent
Start Date Remaining Duration v' Stoplight
End Date Time Ahead/Behind v" Symbol Count
Status Baseline Duration v' Symbol Text
Baseline Start v' Earned Value... v' Task Number
Baseline End v" Microsoft Office Project v* Text
v" Date from Symbol Column v" WBS Number
Automation Tag v' Qutline Level v" Values
v' Percent Complete v" ValueSet

To change an existing column to another column type, click the column heading once,
choose Switch to Column from Current Object: Column Heading section, then
use the drop-down menu in the Column Type and Format section to change the
SmartColumn Definition.

To edit an existing SmartColumn’s properties, click the column heading once, choose
Switch to Column, then click Column Type and Format | Properties.

See Chapter 15 for more information about selected SmartColumns.

See Help | Help Files | Help Topics for more information about the MS Project
Column option. Index keyword: “MS Project Column.”
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Set the Project Start and End Dates

The project start and end dates control the visible date range that appears in the
Milestones window.

1. Choose Dates | Start and End Dates from the toolbar.

2. Under Displayed Start Date, enter a date. Press the apply button . =

[duie]
e Click the for a date selection calendar.

3. Under Displayed End Date, enter a date. Press the apply button =

You can still add symbols and bars outside of this range by scrolling forward and
backwards with the Shift+PgUp and Shift+PgDown keys or in Date | Date Range
Tools | Shift displayed range backward / Shift displayed range forward.

Change the amount of days by which the scroll buttons move through the calendar
by going to Dates | Start and End Dates | Full dialog | Yearly/Monthly | Calendar
Range Scrolling | Working days to scroll with Shift+PgUp/PgDn.

By clicking the Full Dialog box, you'll find other Schedule Details options, including a
place to change fiscal year formatting, shade weekends, and allow hourly Detail.

Schedule Details

Skarting Dake Ending Date
(MMJDDL EMMIDD Y

Entire Schedule: | IV | | 12312007 |

Current Page Override:l | | | [ Resetal |

Yearly Manthly |Weekly,|’Dain Houtly/Minuke | Schedule Tags

Fiscal Years

Fiscal Year Starting Month

[Jadd 1 to Computed Fiscal Year
[Jsubtract 1 From Computed Fiscal Year

Fixed Length Month Option

[IMaonths all same length Days in a Manth:
Calendar Range Scrolling
‘Wharking days ka scrall with Shife+Pgllp/PgDn
[ oK l [ Cancel
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The Date Headings

Display up to four date heading levels with formats ranging from minutes to years to
custom entries.

1. To change the date heading display, choose Dates | Date Headings | Date
Headings Full Dialog [, or click once on the date heading within the
schedule. This will activate the Selection menu.

Mo K » 3 @% BIU DAria\ 2 ﬂ}Resat None 2 DHJReset
Deselect ] ® Monkhly: January, February % @% BIU DAria\ v HJReSE‘ None v DHJReset
5:25::? {Nane) v @@ BIU D.ﬂ\ria\ v I:IHJR““ Nane v DHJReset
s;t Start and {tore) 4 @@ BIu DD I:I'.'JR“E‘ fang W D'!Reset
End Dates ¥|shomattop || Show st bottom || Align month start with week starting day =2 =2
_ Date Headings Target Color

2. For each level, choose from more than 35 Heading Types (yearly, monthly,
etc.).

3. Align each heading'’s text.
4. Choose a Start number for the heading.
5. Choose a Frequency for the heading.
e For example, in a yearly heading of a project whose start date is
1/1/2002, with a frequency of 2, the yearly heading would be 2002, 2004,
20086, ...

6. Under Background click once on the color box to choose a background
color.

7. Choose to display the date headings at the top and/or bottom of the
schedule.

8. Add a custom heading under Selection | Current Object: Date Heading |
Edit Custom Headings.

See Chapter 6 for a comprehensive treatment of date headings, including custom
headings.
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Status Line

Show at-a-glance ahead/behind status with the status line. The status line extends
vertically along the current date line. The status line bulges to the left or right
according to each task row’s status date. Thus, the status line is a visual indicator of
ahead/behind status.

Display and format the status line

1. Choose Dates | Current Date.
2. ¥ Display Status Line.

3. To access other Status Line properties, choose Set Current Date Dialog I,
Choose the line type, thickness, and color.

4. To make sure the status line displays bulges correctly, make sure the options
Symbols: Fill to Status Date and Bars: Fill to Status Date are checked
under Dates | Date Related Settings.

The height of the horizontal portion of the status line is equal to the symbol height.

M Three Times Symbol Height to increase the height of the status line by three
symbol sizes. This can result in the status line appearing in adjacent task rows, in
which case this option is not recommended. This feature is best used in schedules
with few task rows per page.

If the status date for every row is the same as the current date, then the status line
and current date line will appear along the same vertical line (on top of each other).

Current Date and Current Date Line

The current date, as set by your computer’s clock or an override date, can be
displayed above the upper right corner of the schedule (by default).

The current date line is drawn vertically across the schedule area at the appropriate
date heading location.

Display the current date and current date line
1. Choose Dates | Current Date from the toolbar.
¥ Display Date to show the current date.

2
3. ¥ Display Date Line to show the date line.
4

To access other Date Line properties, choose Set Current Date Dialog I,
Choose the line type, thickness, and color.

5. Optionally, choose the Extend into DataGraph option.
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Status line and current date line example

Each activity in the schedule below is either on, behind or ahead of schedule. The
current date line is the default status driver, while the status symbols (arrows symbols
in this schedule) override the current date as the status driver.

For “Project 2" the status line extends to the left of the current date line, indicating that
it is behind schedule.

For “Project 1" the status line extends to the right of the current date line, indicating
that it is ahead of schedule.

For “Project 4” the status line is in line with the current date line, indicating that it is on
schedule.

Percent Complete and Status
3/5/07

Projects Jan ‘ Feb 2(‘)07 Mar ‘ Apr Séaattlés SZﬁ?ndd/ Cc:f;lp.
ALL PROJECTS ¢ i 3/7 t D 52%
Project 1 — 325 | 4 @ 88%
Project 2 — 27 | & (W 32%
Project 3 ; : 3/29 t D 7%
Project 4 — [:. 3/6 * |8 35%
Project 5 = 2/24 § ™ 31%
L
Project 6 3/16 2 D 51%

This feature requires a check next to either Dates | Date Related Settings |
Symbols: Fill to Status Date or Bars Fill to Status Date.

The Symbols: Fill to Status Date and Bars: Fill to Status Date features cause
symbols and bars to be filled with a selected color up to the status date. Another
color appears as the fill color after the status date. The color settings are made in the

toolbox for each symbol and bar.
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Bookmark Task Rows

Add a bookmark name to any task row and then jump to that task row by choosing
the bookmark name from a list of bookmarks. The task row which is “jumped to” will
be highlighted. Especially helpful in large schedules, this feature allows the user to
quickly jump to specific schedule areas.

Bookmark a task row

1.
2.

In the toolbox, click the arrow tool M .

Right-click once on the task row to be bookmarked.

Choose g Bookmarks in the right-click menu.
Select Create a new Bookmark.

Key a Name: Enter a bookmark name or use the default entry. The text in
the column closest to the schedule area on the left will display as the default
bookmark text.

e The length of the bookmark name is limited to 29 characters.

e The Current Task Line number indicates the row location of the selected
task. Numbering is 1-based and begins with the top-most task row and
includes any hidden tasks.

Click Create a Bookmark Now to bookmark the task row and exit the dialog
box.

Jump to a bookmarked task row

Right-click any task row and choose g Bookmarks.
Select Jump to a Bookmark or Delete a Bookmark.
Under Select Bookmark, choose from the list of bookmark names.

e The Task line of Bookmark number indicates the row location of the
selected task. Numbering is 1-based and begins with the top-most task
row and includes any hidden tasks.

Click Jump to a Bookmark Now. The schedule jumps to the page containing
the bookmarked task row, and the bookmarked task will be highlighted.
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Delete one or more bookmarks

1. Right-click any task row and choose ﬂ Bookmarks.
2. Select Jump to a Bookmark or Delete a Bookmark.
3. Under Select Bookmark, choose a bookmark name to be deleted.

e The Task line of Bookmark number indicates the row location of the
selected task. Numbering is 1-based and begins with the top-most task
row and includes any hidden tasks.

4. Delete Selected Bookmark Now: The selected bookmark will be removed
from the list.

5. Delete all Bookmarks Now: All bookmarks will be removed from the list. If
you have five or more bookmarks a warning message appears reminding you
that this operation cannot be undone.

6. Choose OK / Leave to exit the dialog box.

Display Bookmark icons

Show Bookmark indicator to display an icon on bookmarked task rows N The
icon will be displayed in the column directly to the left of the schedule area.

| EARNED VALUE REPORT

I N < | |23l 1]2]3]a]1]2]z3]4]

PROJECT MANAGEMENT —
PLAMNNING m
SYSTEM ENGINEERING
< REQUIREMENTS ~ >
AHALTSIS H
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Add Graphics to the Schedule

You can paste graphics anywhere on your schedule.
1. Copy the image (e.g. by right-clicking on an image and choosing “copy”).

2. In Milestones, choose Edit | Paste | Picture.

The Paste Picture cursor appears: X

4. Move the cursor to the appropriate location, and then click to paste the image.
_Or_

1. Choose Insert | Picture, Legend | Picture from file.

2. Browse to the graphics file, select it, and choose Open.

3. The Paste Picture cursor appears: X

4. Move the cursor to the appropriate location, and then click to paste the image.

> S
by
g . 2 B
Maintenance Planning Forecast

2002 |
January  Febmuary March April May June July August  September October November December
C Check/Paint
G Check Rem#1 Ena sin 72908
K202TZ-BT37-205 e RIS (-l 10 [V vy 72510 e
CE&Q Check
HEORTZETIT 289 b T @IS s
= ccheck
K221MA-B7374D2 F=— (2}
324 418
K235MA-BTIT31Z = (229 772(@) #3 Eng ©12 ain 78748 [
419 &M3 Ememgency
#2 Eng sin 74869
- S
K204TZ-B727-34F 28 [ o ok o o P B(QEIA)
_— C Check AZ ® Engine Owerhadl
K212TZ-B727-34F —f (11D
Bi19 T
#2Eng C-5 o/n 79468 #2 Eng C-15
K325LP-BT3T3NT 122(@ Return thiottle box 7ﬁg(azs) 1025 B 5y Teaasn
C Check AZ
K345MA-B7374D2 (345
Bi1a 921
K213TZ-B727-34F 2128@ #IENQ C-126n 78745 I (13
31 1016
K203TZ-B737-2A5 5f24© #3 Eng C-10 sin 72756 = (203
1on7 110e

To resize the graphic, click once on it, hold down the Shift key, click-and-hold on a
corner of the graphic, and drag to make it larger or smaller. (The Shift key keeps it in
proportion.)
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Keyboard Shortcuts

Keyboard shortcuts are useful when editing a schedule. The following is an
abbreviated list of function and key combination shortcuts.

For complete shortcut documentation, consult the Help Topics available under Help |
Help Files | Help Topics. Index keyword: “shortcuts.”

Pressing this key... Causes this action...

Escape key Halts current activity when possible.

Tab (or Shift + Tab) Indents (or outdents) one outline level if the Use
Tab key for Outlining option is selected — See
Tools | Program Options | Edit menu.

F1 Starts Help. If in dialog box, displays context help
for selected control.

F8 Continuous View (toggle).

F9 Redraws the current schedule.

F11 Switches between Fit in Window view and
current Zoom setting.

F12 Toggles through the first six tools in the toolbox.

Alt+F12 Select horizontal bar in toolbox

Alt+Shift+Right Arrow Indents (promotes) a task by one outline level.

Alt+Shift+Left Arrow Outdents (demotes) a task by one outline level.

Ctrl+F12 Select next vertical link in toolbox

Ctrl+Spacebar Select next column

Ctrl+W Change vertical link coming from selected symbol
to type currently selected in toolbox

Alt+Spacebar Select next task row

Ctrl+Alt+Spacebar Select next column heading

Ctrl+Shift+Spacebar Select next Date heading

Alt+Shift+F7 Displays a screen which enables you to
selectively reset symbol settings for all symbols.

Shift+F10 Display right-click menu for selected item
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Pressing this key...

Causes this action...

Shift F12 Select next symbol in toolbox. If an entire row in
the Combo toolbox is highlighted, then Shift+F12
highlights the next row.

Shift+Right Arrow When a symbol is selected, changes date forward
by one minute, hour, day or week (depending
upon the setting in Tools | Program Options |
Dates menu.)

Shift+Left Arrow When a symbol is selected, changes date back by
one minute, hour, day or week (depending upon
the setting in Tools | Program Options | Dates
menu.)

Page Down Moves to the next page on your schedule

Page Up Moves to the previous page

Ctrl+Home Moves to the first page

Ctri+E Edits currently selected item

Ctrl+F View Full-screen toggle

Ctrl+End Moves to the last page

Ctrl+L Select next left cell (if a task row or cell is currently
selected). Selection will only move on one side of
the schedule.

Ctrl+M Change selected symbol to type currently selected
in toolbox

Ctrl+N Start new schedule

Ctrl+O Open file

Ctrl+R Select next right cell (if a task row or cell is
currently selected). Selection will only move on
one side of the schedule.

Ctrl+U Change selected horizontal bar to type currently
selected in toolbox

Ctrl+Alt+G Switch to Calendar View

CtrlI+Alt+S Start Symbol Maker Program

Ctrl+z Undo
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Right-Click “Context Sensitive” Menus

A right-click on any part of the .
. . Project Schedule
schedule will activate a shortcut  sage 1011 3804

menu with a list of options. : 2004

March

Right-click a column heading to
hide it, show all column, access
column properties and more.

127 $1,000.00

oo Ny * $1,500.00

Right-click the toolbox to change —— = $2,500.00
its properties, access the sidebar

options, and more.

e — = $850.00

3 $2248.97 $2,320.16

AN W

@ Under Budget O On Budget & Status

Below are the detailed options
for two right-click areas:

Right-click on a task row’s column cell to access these functions:

e Zoom e Date Offset/Status Date/%
e Turn Dependency Mode On/Off Complete
e Increase/Decrease Outline Level * Shift Dates
e Insert/Cut/Copy/Delete task row * Bookmarks
e Edit task’s ValueSets

e Cut/Copy/Paste cell text

Expand, collapse, hide tasks
Edit Font/Gridlines/Shading
Insert page break

e Clear symbols/bars/links

e Blank SmartColumn cells’ entries

e Edit task information

Right-click a symbol on the schedule to access these functions:

Select Task
e Turn Dependency Mode On/Off e Schedule Recurring Task

e Zoom

e Copy Symbol/Bar for Paste

Access symbol properties

e Delete e Select this symbol in the

e Clear Horizontal Bars toolbox

e Font e Highlight/Dehighlight
Dependent Symbols
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Schedule Setup Wizard

To launch the Milestones Professional Setup Wizard, choose File | Files and
Templates: Open and Save Options | New File (Wizard). This wizard will walk you
through the setup of your schedule either step-by-step or guide you through using

a pre-designed template. Follow the Wizard’s prompts to successfully complete the
desired layout for your new schedule.

Milestones Professional Setup Wizard

Howw would wou like bo starty

() Step-by-Step

() Select Predesigned Template

ZihStandardTemplatesiBasic

Choose the Select Predesigned Template option to select from a wide variety
of templates that are pre-formatted. Templates are organized by industry and by
common usage, for example baseline scheduling, earned value reports, stoplight
schedules and more.

Select a Template Category and then a specific template.

See Chapter 12 for more details.

Save a Schedule

Save Milestones schedules under the same name, a new name, or in the previous
version’s format. Choose File | Files and Templates: Open and Save Options |
Save File or Save As File | Chart.

For faster saving or opening across a network, choose Tools | Program Options
| Files and Automation and check Two Stage File Saves and Two Stage File
Reads.
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Viewing Options, Page View

In the View menu, the Viewing Options section enables you to select additional
views, including different chart types and page views.

Continuous view

Continuous view allows you to scroll through the list of tasks (vertically) and scroll the
timescale forwards and backwards (horizontally). In Continuous view, the columns
are locked-down, while scroll buttons allow for moving the timescale and task rows in
view.

Choose View | Viewing Options | Page View | Continuous or press F8 to toggle
Continuous view mode.

Use the PageUp and PageDown keys to scroll a specified number of task rows, from
1to 40, as set under Tools | Program Options | Edit. Enter a value next to Lines to
Scroll for PgUp/PgDn in Continuous View.

Full Screen view

Full Screen mode displays your schedule at the largest size possible for your monitor,
by eliminating the toolbar, status bar and menus. The sidebar and/or toolbox are
available if needed, but can be hidden.

Choose View | Viewing Options | Page View | Full Screen or press Ctrl+F to toggle
the Full Screen view.

To exit Full Screen view, press Ctrl+F or the Esc key.

Presentation view mode

Use the Presentation view mode to present one or a series of separate Milestones
schedules as a “slide show” with a full screen option and schedule manipulation
controls.

Before using Presentation Mode, change your File | Printing | Printing Options
setting to Scale to Fit Selected Paper Size. This ensures that the schedule pages
will be scaled to fit the screen.

Choose View | Viewing Options | Page View | Presentation Mode to display the
Presentation view.

Use the left and right mouse buttons to zoom in and zoom out, respectively. Use the
arrows keys to pan around the schedule.

Press the Esc key to exit Presentation view mode. See Chapter 13 for more details.
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Viewing Options, Chart Type

Gantt views

A Milestones schedule can be toggled between three Gantt chart view modes.

To switch from one Gantt view to another choose View | Viewing Options | Chart

Type.

1.
2.

Gantt - Normal View: This is the default Gantt display.

Gantt - Rolled-Up to Single Bar: The schedule is rolled-up (collapsed) to the
highest outline level and displays single summary bars.

Gantt - Rolled-Up to Multiple Bars: The schedule is rolled-up (collapsed) to
the highest outline level and displays all sub-tasks’ symbols and task bars.

Project A

<
719

Task A1

79 9/23

Gantt — Normal View displays

Task A2

the default Gantt chart view.

9/5 11/30

Task A3

[y
10/27

Project B

<
10113

Task B1

Project A

10113

Project B

10%

>
5/7

Project A

719 9/5 9/23  10/27  11/30 2111

Project B

Gantt — Rolled-Up to Single
Bar displays one summary bar

10113

218 1/11/29 3/23 5/7

for each outline level 1 summary
task.

Gantt — Rolled-Up to Multiple Bars displays
lower-level task bars and symbols as rolled-up to
outline level 1 summary tasks.

This changes the Summary
Bar Settings to “Always Draw”
summary bars.

This changes the Summary Bar Settings to | |
“Always Draw” summary bars and “Split Summary
Bars using Lower Level Symbols/Bars.”
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Gantt - Calendar View

You can show any schedule in Calendar View. Choose View | Viewing Options |
Chart Type | Gantt - Calendar View.

Milestones and symbol text in the schedule area are displayed in Calendar View.

If a single task row has been selected prior to entering Calendar View, then the bars
as well as the symbols on the row will be shown in the Calendar View.

If no rows are selected then all symbols will be shown (horizontal bars are not
displayed due to space limitations). Any free-form text entered in Gantt view will not
be shown. Any text entered in Calendar View will be shown just in Calendar View.

If two or more task rows are selected, only symbols from those task rows will be
displayed in Calendar View.

If some task rows are hidden, then only visible task rows’ symbols will be displayed.
Use the PageUp and PageDown keys to scroll from month to month.
The following schedule is being viewed in Calendar View:

Administrative Division
January 2009

Sun Mon Tue Wed Thu Fri Sat
28 29 30 31 1 2 B
Resource revie!
A
4 5 6 7 8 9 10
Staff meeting Dept meeting
\/ <
11 12 13 14 15 16 17
Staff meeting Design Review
\ >
18 19 20 21 22 23 24
Design Review Staff meeting | Design Review
> \ 4 >
25 26 27 28 29 30 31
Monthly report Dept meeting
[ <
1 2 3 4 5 6 7
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Gantt - Duration View

The Duration View mode replaces the Gantt bars and milestones with bar graphs
indicating each task’s duration.

A bar’s length corresponds to a task’s duration value. The gray fill indicates the
completed portion. The longest duration uses the full width of the schedule area.

The duration bars do not represent start and stop dates.

To display the Duration View, choose View | Viewing Options | Chart Type | Gantt
- Duration View.

The duration values and duration bars are based on the settings found in Layout |
Other | Duration Settings.

Project A < > 57%
719 2111
Task A1 L— 100%
719 9/23
Task A2 4 7%
9/5 11/30
Task A3 A 14%
10/27 2111

Project B

<
10113

>
57

10%

Task B1

10/13

119

Task B2

Task B3

Project A

Gantt View

Duration View

25 The default bar color

is red and can be
changed to another
color under Tools |
Program Options |
General.
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h
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Gantt - Percent Complete

The Percent Complete view mode replaces the Gantt bars and symbols with bar
graphs indicating each task’s percent complete.

Each task displays a bar indicating its percent complete. A bar’s length corresponds to
a task’s percent complete value in relation to the date heading length. That is, a task
which is 50% complete will display a bar which traverses half of the date heading’s
length.

The percent complete bars do not represent start and stop dates. The summary
percent complete bar ignores any overriding status symbol placed on the summary
row.

To display the Percent Complete view, choose View | Viewing Options | Chart Type |
Percent Complete.

Page 1 of 1 4/24/09

Jan | Feb | Mar | Apr | May | Jun Oct | Nov | Dec
62% Project A
100% Task A1 Moo
72% Task A2 2% ]
20% Task A3 [20% 1
19% Project B 9% ]
35% Task B1 [B5% ]
0% Task B2 0%
0% Task B3 0%

Percent Compete View
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Views by time period

Instantly switch the time period displayed in the date _ _

. . Switch to Daily View
headings to a daily, weekly, monthly, quarterly, or yearly
view. Switch to Weekly View
For example, expand the viewable schedule area to a
large time-frame (Yearly View) or contract to a small-time-  |[Switch to Quarterly View
frame (Daily View). Switch to Yearly View

Simply right-click the date heading and select a view,
including your original view.

The schedule’s start date remains the same when switching between views, while the
number of days, weeks, months, quarters or years displayed is based on font size and
the amount of horizontal space available to display the selected time periods.

If the schedule is saved and closed before choosing Switch back to Original View,
then the Original View time period cannot be recovered.

Original View

Tasks by

Resource

Switch to monthly view

gazke 2y | 2005 ] 2006 | 2007 ] 2008 ]

Work
Resource

JIFIM{AIM|J|J [AISIOIN[DLJ [FIM|AIMIJJAISIOINIDIJIFIMIAIMIJ|J [AISIOINIDLJ [FIMIAIMIJ L}

ANALYSIS

INTEGRATION —

MISSION OPERATIONS —_—

SYSTEM TEST PLANNING - ANALYSIS - — 400h
System Engineering Complete INTEGRATION . woon
COMMAND AND.CONTRCL MISSION OPERATIONS - hand 296 h
ATILEE CONTROL SYSTEM TEST PLANNING — 552h
SoWER System ing Complete. —_— 400 h
'COMMAND AND CONTROL = 4000 h
1056 h
| 0n)

ANALYSIS 400 h

INTEGRATION 432h

SWltCh to MISSION OPERATIONS 296h

Weekly VieW SYSTEM TEST PLANNING 552h

System Engineering Complete 400h

COMMAND AND CONTROL 4000h

ATTITUDE CONTROL 1056 h

POWER 720h
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The toolbox contains the building blocks of your schedule: symbols, horizontal bars,
and vertical links, as well as the tools used in building your schedule. Any of these
symbols and bars can be changed to a different shape, color, pattern, and more.

All of the toolbox settings are unique to the current schedule. Thus, if you make a
toolbox change in one schedule, it does not affect any of your other schedules.

If the sidebar option is selected, the toolbox automatically appears within the sidebar.

Sidebar

The optional sidebar is an extra toolbar
anchored to the left or right side of the
Milestones window. The sidebar contains
the toolbox and a user-defined list of
shortcut buttons for a variety of activities.

Changes made in the Sidebar Options
dialog box apply to all schedules.

To display the sidebar:

Sidebar Options.

The Sidebar is an exfra toalbar that pou can add to the left or right within the Milestones
window. The [hormally Floating) Toolbox is automatically placed within this sidebar. You can
alzo place several additional icons in it as well.

() Show Sidebar on left
(%) Show Sidebar on right
) Do nat show Sidebar

Available Sidebar icons: Current Sidebar icons:

5 Master Scheduls -~ Add 3> &) Intemet Publish ~
25 updste Master ‘¥ Color Theme

[ Copy Matsfile
[ copy Schedule
—s Goto psge 3

Filter
Bookmark —

@) Program Help
¢ Delete 3

Select an entry above and then
press <<Remove.

0K ] |

Select an entry above and then
press Addy .

Cancel

1. Choose Tools | Customize | Sidebar Options.

2. Select either Show Sidebar on left or Show Sidebar on right.

3. You must close and restart Milestones for this change to take effect.

To remove the sidebar

1. Choose Tools | Customize | Sidebar Options.

2. Select Do not show Sidebar. This will make the toolbox free-floating.

3. You must close and restart Milestones for these changes to take effect.

To add and remove selected sidebar icons:

1. Choose Tools | Customize | Sidebar Options.

2. Add sidebar icons: Select from the list of Available Sidebar icons and then

click Add>>.

3. Remove sidebar icons: Select from the list of Current Sidebar icons and

then click <<Remove.
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Combo and Standard Toolboxes

There are two versions of the toolbox. The Standard Toolbox groups the symbols and
bars separately, while the Combo Toolbox combines two symbols and one horizontal
bar on each row for symbol/bar/symbol combinations. The Plus, Arrow, and Text Tools;

vertical links, and drawing tool sections are the same:

Standard Combo
Toolbox Toolbox
1 : 1 N 1 : 1 N
+ ‘ +——— Add, move, and text tools. Click to select. ————» + ‘
~. O Ol <«——— Drawing Tools. Click to select. — x| O Ol
- Double-click to change default settings. _
AV <= ¥+ | =y
I I Combined symbols and - | = L
O (| A% | A horizontal bar rows. B —
1 e 0 O — gﬁ(r:T(btglgelect Click small plus to select - | ==
| | ||z Double-click to entire row to insert a bar. | O
el o) [ ][5 change. Click once on a symbol " | Y—
j:,‘ & j l or bar to select (like the | e
Standard Toolbox).
< ¥ 0] «— P e
| e | Double-click on any 5 I
symbol or bar to change
— ] itY 9 P @ (]
m= |kl - | e—a
— —— Horizontal bars oy d ‘
I o e | Click to select. | f—
Double-click to ch .
ouble-click to change P
0O o — B —
= (= | —=
1 l o 1
L‘ . |. LI Vertical links _ Ll . |. LI
' ] Click to select. > ' ]

Double-click to change.
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Set Toolbox Size and Type

Since the toolbox can take up a significant amount of screen space, you can
customize it to remove rows of tools, symbols, and bars that you do not need for the
schedule you are working on.

1. Right-click the toolbox and choose Toolbox Properties.

Customize Toolbox Size, Type, Highlight
(3 Use Skandard Toolbox (#) Use Combo Toolbox
Standard Toolboox View Settings Combo Toolbox View Settings
Rows Rows

Symbal, Bar, Svmbaol

Symbols: Comhbinations:

16 v|

Horizontal Bars: = [ open File with Arrow Tool Active

Cornrmon Setkings

[CIEzxtra Highlighting for Selection (Black Border)
Show Light Blue Background For Current Selection
[¥]show Line, Box, and Circle Tools

Wertical Link Rows:

[ Ok ] ’_ Cancel J

2. Choose Use Standard Toolbox or Use Combo Toolbox.

3. For the Standard Toolbox, select the number of symbols and horizontal bars
that should display. For the Combo Toolbox, select the number of symbol/bar/
symbol rows that should display.

4. The Combo Toolbox offers the option of activating the Arrow Tool when
this schedule is opened. This prevents accidentally adding symbols and
connectors.

5. Extra Highlighting provides a black outline for selected items in the toolbox.

6. Show Light Blue Background for Current Selection provides a blue
background for selected items in the toolbox.

7. Choose to show or hide the drawing tools.

8. Choose to display 0, 1, or 2 rows of Vertical Links.
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Toolbox: Free-floating or Anchored in the Sidebar

Choose to display the toolbox as free-floating or choose to display the sidebar, in
which case the toolbox is automatically displayed within the sidebar. You cannot
display the sidebar without the toolbox within it. You cannot display a free-floating
toolbox and a sidebar.

To display a free-floating toolbox:

1. Choose Tools | Customize | Sidebar Options.
2. Select Do not show Sidebar.

3. You must close and restart Milestones for these changes to take effect.

To display the toolbox within the sidebar:

1. Choose Tools | Customize | Sidebar Options.
2. Select either Show Sidebar on left or Show Sidebar on right.

3. You must close and restart Milestones for these changes to take effect.

Milestones Professional - [Schedule1]

Sidebar

Piopet  Cumem Outiosk Lagscy AL BI: ! .
e d 8 G Sw [EMzrciaraan

Dutiosk InAt Lagacy Guaphiss

Layoun

-8

et

utlook  Lagacy XML U , ul;:..- s
B 4 @ @- 9+ @v =

XML Qubiock Infemat Lagacy Suphia
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Set Drawing Tools Defaults

The default settings for lines, boxes, and circles that you add to a schedule are black
for color and lightweight for line type. You can alter these default values by double-
clicking on the Line, Box, or Circle tool in the toolbox.

<00

Box drawing tool

Change the Border Color, Border
Pattern, Background Color, Target Color,
and fading Special Effects. The Special
Effects setting will fade the Background
Color into the Target Color.

Line drawing tool

Change the Line Color, Line Pattern, and
Line Ends (to create an arrow).

Circle drawing tool

Change the Border Color, Border
Pattern, and Background Color.

To add any of these shapes, click once
on the tool, then click-and-drag in the
schedule area to draw.

Box Attributes |E‘ El

Border Color: Border Pattern: Background Colar:

[ [CErn f— [ [

Effects Target Color:

] (chemer)

Special Effects:

Biox Example

Line Color Ling Pattern Ling Ends

I:l Change... |

Line Example

¥ | |

Circle Attributes |E‘g|

Border Color: Border Patkern: Background Color;

[ (changs... v Change... | [_Hone

Circle Example

You can customize the attributes of any line, box, or circle that is already on your
schedule by double-clicking directly on the object. When you do, a similar dialog box
appears that lets you change the setting of just that object.
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Set Symbol Defaults

To change the attributes of a symbol in the toolbox, double-click on the symbol in

the toolbox. Any changes to the symbol in the toolbox will affect occurrences of

that symbol on the schedule. That is, when the new changes replace the old, all
occurrences of the old symbol type on the schedule are replaced by the new settings.

Choose symbol shape, type, letter mark and user-defined symbols

Symbol Options @3] To set a symbol’s defaults:

Text
Sample Symbal: k
1

Symbol Shape |Cn\nr;’PattErn;’SizEJShadnw Text and Date Properties | Default Text

Standard Shapes: User Defined Shapes:

|

C:\Doc, .y Documents
30 Look. [CJEmbed above Symbal in File

Clipping Symbal For printing:

Reset Clipping Symbol

(%) Marmal Symbol

() Comment Symbol (ignored for SmartColumn purposes)
() status Symbal (used for Percent Complets)

(O Baseline Symbol {used in Baselines)

Letter Marking

[]

[

) |

Cancel

]

1. Double-click a symbol in the
toolbox.

2. Click the Symbol Shape tab.

3. Click a drop-down arrow j to
view the options.

The Sample Symbol changes
to match your selections, as you
make them.

1112
axt

Choose from more than 95 Standard Shapes.

Apply “3D Look” attributes. 3D Look highlights a symbol with a simulated light
source and adds a shadow.

Letter Marking: Enter one letter or number to appear with the symbol. Select

Symbol Shape #28 or #33 to show just the letter marking as the symbol.

Choose from one of four symbol types:

o Normal: This is the default symbol type, used for most situations.
Used in start date, end date, duration, and other SmartColumns.

o0 Comment: This symbol type is ignored for SmartColumn purposes.
Use this symbol type for additional symbol text or symbol notes.

0 Status: This symbol type is used for controlling percent complete.

0 Baseline: This symbol type is used for baseline SmartColumn

calculations.

e |f you have created your own symbol, and that symbol is in the Symbols
folder, select it under User-Defined Shapes. Optionally, choose to embed it in

the schedule.
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Choose symbol color, pattern, marking, after status color, shadow

- 3] To set a symbol’s defaults:

Tet
i A 1. Double-click a symbol in
Symbol Shape | Color/Pattern)Size/Shadow |Taxt and Date Properties | Defaulk Text the tOOIbOX-
Line Pattern: Outine Colar: Shadows (Filled Symbols Onily) 2 . C“Ck the CO | (0] r/Pattern/
(- [1show shadow on 5ymbo Size/ Shadow tab.
Fill Pattern: Fill Calor: e O smal B
. © Medum 3. Click a drop-down menu
OLarge j . .
Marking: Mark Calar: Color: '[O view the OpthhS
— —

Overtide Size: After Status Color:

LT —( i i The Sample Symbol changes

:

Mo Size: This applies only when the "Fill to Status to match your Se|eCtI0nS as
Cwerride Date" option is active, ’
you make them.

1112

I oK l [ Cancel I

ext
Choose the Line Pattern and Outline Color that encompasses the symbol.
Choose a Fill Pattern and Fill Color that fills the inside of the symbol.

Choose a symbol Marking pattern and Mark Color, such as \ or \\ through the
symbol, a box or circle enclosing the symbol, and more.

The After Status Color is the fill color of the symbol after (to the right of) the
status date. The status
date is controlled by a
status symbol or current
date line. Web Site A————————

Ahead of Schedule

25 To activate the “fill to
status” feature, choose Dates
| Date Related Settings |
Symbols: Fill to Status Date. Database A

Control the after-status fill colors

Choose a Shadow color

. Behind Schedule
and size.

Upgrades

Set an Override Size
for this symbol only. This
override will apply to all
symbols of this type that already exist on the schedule (optionally) and all
future symbols of this type that are placed on the schedule. Note that bars
continue to be displayed at the size that is based upon the symbol size for the
entire schedule.
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Choose positioning for symbol text, date, marking letter, symbol

Set the position of the symbol date, symbol text, marking letter, and symbol itself, as
well as the symbol text background colors, and the text and date background degree
of transparency.

Symbol Options 7R To set a symbol’s defaults:
Sample symbol: Iy 1. Double-click a symbol in
— the toolbox.
Symbol Shape || ColarPattern)SizefShadow | Text and Date Properties | Default Text
[Drate Placement Text Flacement Text Background Box 2 . C“Ck the TeXt an d Date
Onbove  Oleft @tbove Ol CJFil area around text Properties tab.
O Middle () Center O Middle (&) Center [[]oraw barder
() Balow () Right (O Eelow () Right [oraw shadow
Okide OHde  Opar Fill Color:
Date Background Text Barkground The Sample Symbol changes
wDhacd RS MR R : to match your selections, as
O Transparent O Transparent U=l I:| k yth !
Marking Letter you make em.
O Upper @ middle O Lower Special Effects: 1112
Symbol Position ext
) Upper (@) Middle O Lawer
[1Draw text at angle
I Ok I [ Cancel

Set the Date Placement as Above, Middle, Below (vertical positioning); and
Left, Center, Right (horizontal positioning). Or, Hide the date.

Set the Text Placement as Above, Middle, Below (vertical positioning); and
Left, Center, Right, or Bar (horizontal positioning). Or, Hide the text.

To add a Text Background color, check Fill area around text and click
Change under Fill Color to choose a color.

0 Choose a Target Color and Special Effects for fading from the Fill
Color into the Target Color.

0 Choose Draw Border to frame the background.
0 Choose Draw Shadow for a gray text box shadow.
For Date Background and Text Background:

0 Opaque causes a solid background to appear under the text to keep
underlying lines from going through the text.

o Transparent causes the text to not obscure any underlying graphics.
o0 Default is usually the same as Opaque.

For Symbol Position, choose Upper, Middle, or Lower as the vertical
placement within a task line.
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e For Marking Letter, choose Upper, Middle, or Lower as the vertical
placement within the symbol.

e Check Draw text at angle to force symbol text to display at the angle set in
Tools | Program Options | Edit. This override will apply to all symbols of this
type that already exist on the schedule (optionally). To change the angle of
the angled text, choose Tools | Program Options | Edit | Angle for Angled
Symbol Text.

Symbol Positioning Example

This schedule has three task rows. Within each task line, the symbols are positioned
vertically as upper, lower, and middle.

The bars follow the positioning of the symbols to which they are attached.
Change a symbol’s position

1. Click once on the symbol on the schedule.

2. Hold the Shift key.

3. Pressthe up arrow key or down arrow key to shift the symbol position.

“Jan Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec

Task A < | AN
|
Task B { ? ¥ - A

A
A
Task C

425 If you change the settings for a symbol in the toolbox and that symbol already
exists on the schedule, all the affected symbols are checked to see if they have
individual settings that differ from the new default settings. If so, you are given the
opportunity to keep the individual override settings.
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Choose default symbol text

Assign up to three lines of text to each symbol in the toolbox. When a symbol with
Default Text is added to the schedule, both the symbol and text appear.

The text is based on user-entered text or text from a selected column.

Symbol Options To set a symbol’s defaults:

e - 1. Double-click a symbol in the

toolbox.

| Symbal Shape || ColorjPattern/Size/Shadow || Text and Date Properties | Default Text

Symbol Text 2. Click the Default Text tab.

Key any default symbol text for this symbol. Each time this symbol is placed on the scheduls,

the text below will be set as the symbol text. You can change it later by double-clicking on
the symbaol on the schedule and replacing the text. 3 CIICk a drop_down menu S
The text wou enter here will not replace the text of any of these symbal types once they .
hawe been placed on the schedule, The Clear Entries button only clears the lines below., It tO view CO|Umn names.
has no effect on symbols that have already been placed on the schedule.,
Line: Insert Text from Column below:
1: | ||10: Task. v| [ Insert ] Flruject ABC
2 | |10 Task | [nsert | Research Phase
3 | ||10: Task. v| [ Insert ] ‘
45 Enter up to 56 characters for
I Ok I [ Cancel ]

each default text line.

Text attached to any symbol already on the schedule will not be affected by changes
to the Default Text. That is, changes to the Default Text only affect symbols that
subsequently get added, not those already on the schedule.

e For user-entered text, under Line, enter the text to appear when this symbol
is added to the schedule.

e For a column's text to

Phase Name Apr | M. J Ji 207 Oct | N D¢ J; 28 v
| | Apr|May|Jun | Jul |Aug|Sep| Oct |Nov|Dec | Jan |Feb | Mar
appear as the default o St
text, under Insert Text Research
100%
from COIumn 'below, Research | WebSite | Awmmhy 100%
select an existing
column from the drop-
down list, then press Database
Design
Insert. 58%
o Design Database A "/ 58%
e Repeat by assigning
user-entered text and/
or column-based text Upgrades
. roduction
for up to three lines of 16%
symbol text Production | Upgrades A\ S—" 4 16%
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Override Settings of Symbols Placed on the Schedule

Symbol settings can be overridden on a symbol-by-symbol basis once a symbol is
placed on the schedule.

Override a symbol’s color, date/text placement, size and more

Override the symbol fill color, date and text placement, transparent or opaque
background setting, symbol size, symbol’s vertical position within the task row, and
symbol text color.

1. Click the & tool.

2. Click once on the symbol within the schedule. The Selection menu in the
toolbar is now activated.

3. Inthe Text tab, add or edit text, change the font, date and text placement, text
alignment, transparent or opaque background setting, and angled symbol text.

4. Inthe Size/Color tab, change the symbol fill color, bar color, symbol size, and
vertical symbol position within the task row.

5. Inthe Summary tab, change the summary bar settings.

Override symbol text color and styles, line-by-line

Each symbol can have three lines of symbol text. Each of those text lines can be
individually formatted, as an override to the default symbol text settings.

1. Click the & tool.

2. Click once on the symbol on the schedule. The Selection menu in the
toolbar is now activated.

In the Text tab, click the Text Overrides button for a symbol text Line.
4. Set color and text attributes, including bold, italic, and underline.

Repeat as needed for other symbol text entries. Click Apply Text Changes.

Hide all symbol date and text displays

To hide date and text display for all symbols on the schedule, choose View | Other |
Override Symbol Text and Symbol Date Display.

Under Dates, choose to Hide all symbol dates on the schedule.
Under Text, choose to Hide all symbol text on the schedule.

This setting overrides toolbox settings and individual settings for each symbol on
the schedule. Revert to the toolbox and individual symbol settings by selecting Use
Toolbox and individual symbol date/text settings.
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Symbol date prefix and suffix

Once a symbol has been placed on the schedule, you can enter any text to appear
before and/or after that symbol’s date display.

1. Click the M button in the toolbox.
2. Onthe schedule, click once on a symbol.

3. Inthe Text tab, next to Date Prefix, enter up to 10 characters (lower case) to
appear before the symbol date.

4. In the Text tab, next to Date Suffix, enter up to 10 characters (lower case) to
appear after the symbol date.

e Enter a backslash (\) after the entry of the prefix to hide the date display,
e.g. TBD\

e Add a blank space after the prefix text or before the suffix text to provide

ceanaratinn hatininAan tha tAavt Aand thA Aata Aicnlag

A v < >

Stage 1: 1/29 TBD SoftDate 3/24 4/27 or TBD

Set Horizontal Bar Defaults

To change the attributes of a horizontal bar in the toolbox, double-click on the bar in
the toolbox. Any changes to the bar in the toolbox will affect occurrences of that bar

on the schedule.
[ To set a bar’s defaults:

=t le Bar: Fill Pattern: Fill Calar: . .
= = — x| [memm|=w] | 1. Double-click a bar in the toolbox.
[— | |

Line Pattern: Line Colar:

[——— ~| (@) [ 2. Click a drop-down menu j to
view the options.

Bar Type: Fill color and pattern After Status Fill Color:
[ used after "Status Date"
Change...
‘5- [ — | v| when Fill to Status Date I:l
option is active: WHIEE
After Status Fill Pattern:

/s ~| | The Sample Bar changes to match

el e our selections, as you make them
Target Color: Change... y ! y )
Type of Effect: SLIERER I:l
|Mone M| Afeer Status Target Color: I:l
Arrowhead Size {Arrow Ears Only) SEIITIFIIE Bar:
) Small (=) Mormal ilarge
Shadow Settings (Bars Only) _]
[ show shadow Shadow Size: Smal
QK
Shadaow Color: Medium -
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Change bar shape, pattern, colors, fade effect, and shadow

Choose from more than 40 Bar Types.
Choose from more that 50 Fill Patterns.

o0 Marbled bar fill patterns are full-colored bitmaps which will ignore any
Fill Color settings. These horizontal bar fill patterns increase the size
of printer files and metafiles, especially on high-resolution printers.
Thus, printing time may be increased.

Choose a Fill Color that fills the inside of the bar.

Choose the Line Pattern and Line Color that encompasses the bar.
Choose an Arrowhead Size if the bar is a line with an arrow ending.
Choose a Shadow Settings color and size.

The After Status Fill Color and Fill Pattern controls the fill of the bar after (to
the right of) the status date.

&5 To activate the “fill to status” feature, choose Dates —i |

Date Related Settings | Bars: Fill to Status Date.

Choose a Type of Effect to fade from the Fill Color to the Target Color (to
the left of the status line) and from the After Status Fill Color to the After
Status Target Color (to the right of the status line).

Override a bar’s default fill color

The bar fill color can be overridden on a bar-by-bar basis once a bar is placed on the

schedule.
1. Click the M tool.
2. On the schedule, click once on the left-most symbol to which the bar is
attached. The Selection menu in the toolbar is now activated.
3. Under the Size/Color tab, find the Override Symbol and Bar Colors section.
4. For 1st Bar Color, click the box to the right to choose a color
5. For 2nd Bar Color, click the box to the right to choose a color

Below, the top bar is the 1st bar, since it was added first.

0 nu
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“Always on top” bars

This feature controls which bar appears “on top,” when two bars overlap.

Before @——=Fr—p

To change, for example, the longer, thinner bar to be “on top™:

1. Click the X to0l.

2. Onthe schedule, click once on the left-most symbol to which the bar is

attached.

3. Click the Size/Color tab.

4. Horizontal bars from this symbol are on top of other connectors.

After b

Set Vertical Link Defaults

To change the attributes of a vertical link in the toolbox, double-click on the link in the
toolbox. Any changes to the vertical link in the toolbox will affect occurrences of that

link on the schedule.

Vertical Link Options

Options For Current Yertical Link

Color:

- (G

Lire Pattern:

[—#

Shape:
1. \—‘ w

Options For All Vertical Links

Arrowhead Size
) smal (&) Mormal O Large

[ adjust for chart symbal size:

[Jrounded Corners
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To set a link’s defaults:

1. Double-click a vertical link in the
toolbox.

2. Click the drop-down menu j to
view the options.

The Sample Link changes to match
your selections, as you make them.




Choose a vertical link Color.

Choose from a variety of Line Patterns.

Choose from more than 15 vertical link Shapes.

Choose an Arrowhead Size if the link has an arrow ending.

0 Optionally, check Adjust (arrowhead size) for chart symbol size
to scale the arrowheads based on the chart’s symbol size setting.
Without this checked, arrowheads may look too large on charts where
the symbol size is less than one.

Rounded Corners is a global setting that affects all other vertical links in the
toolbox.
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I _ i " lined Schedul

Outlining is useful for organizing your schedule at different levels. Usually you want to
outline your schedule with enough levels so that each task level has a clear, definable
item of work that can be identified, budgeted, assigned, and tracked.

Enter task dates at the sub-task level and the summary bars will automatically appear.
Once your schedule is outlined, use the roll-up feature to present different levels of
schedule complexity to your various audiences.

Further, costs, budgets and other numerical values associated with lower-level tasks
can automatically roll-up (sum) to each upper outline level.

wps | Outline Task 2009
Level Jan ‘Feb‘ Mar‘ Apr ‘May‘ Jun‘ Jul ‘Aug‘Sep‘ Oct ‘Nov‘Dec
! 1 |project _—
1.1 2 Research ﬁ

111 3 Phase R1 e

1111 4 Activity R1a E—E
1112 4 Activity R2a

1.2 2 Development E
121 3 Phase D1
122 3 Phase D2
L= pctual 1 Baseline > ACU mmmm Baseline
Summary Summary

This example is outlined to four levels. The “Task” column uses the outline level
indent feature. The “Outline Level” and “WBS” columns are SmartColumns which
automatically fill according to the indented text in the task column.
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Outlining Tools and Formatting

To create an outlined schedule, at least one of your columns should display indented
text in order to see which tasks are outlined to which levels—as in the “Task” column
on the previous page.

Set the indentation amount for column text

1. Click once on the column heading with the arrow tool. This will activate the
Selection menu.

2. Under Current Object: Column Heading, choose Switch to Column.

3. Under Column Type and Format | Indenting per Outline Level, enter an
amount in inches, such as .25 or .30. Press the apply button =

25 This is the amount of space that each

- successive outline level will be indented for this
Indent per Qutline Lewel: column

0.30 Indant
J For example, outline level 2 will be indented .25

fram right
inches from the cell’s left margin, level 3 will be
indented .50 inches from the left, and so on.

Outlining tools

A. The Tab key on your keyboard can be used to indent tasks for outlining
purposes. This feature can be turned on and off as follows:

1. Choose Tools | Program Options | Edit.
2. ¥l Use TAB key for Outlining.

Now, by selecting a task row and then pressing Tab, the outline level
increases by 1 (e.g. from level 2 to 3). By pressing Shift+Tab, the outline level
decreases by one (e.g. from level 3 to 2).

B. By selecting a task row with the arrow tool, you can quickly indent task rows
using the €= (outdent) and &5 (indent) icons found in Selection | Task Row
Settings | Outline Level.

C. Yet another way to indent for outlining is using Alt+Shift+Left Arrow key for
outdenting and Alt+Shift+Right Arrow key for indenting.
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Outline your Tasks

You can outline existing tasks or outline tasks as you enter the task names.

Outline tasks as you enter them

Click the I tool in the toolbox.

Click once in the first cell below the column heading, and type an Outline
Level 1 task name.

Click the 4 key on your keyboard to go to the next cell in the column.

Press the Tab key (or click the (=2 icon), and type the Outline Level 2
task name.

Click the 4 key on your keyboard to go to the next cell in the column
(cursor is displayed).

Use Tab or @/ and enter the next task name.

Outline existing tasks

If the task names are already entered, you can outline those existing tasks.

1
2
3.
4

Click the M tool in the toolbox.
Hold the Ctrl key on your keyboard.
In the task column, click once on all tasks that should be indented (below left).

Click the = button. The selected tasks indent one outline level (below right).

Project ABC 1 Project ABC 1
Reszeanzh 2
Phaze A 1 Phaze A 1
Fetivity A i
Potivity A2 2
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Outline Level SmartColumn

This column is a great tool to keep track of each task row’s outline level, yet it is not
necessary in order to outline. As each task row is indented/outdented, the Outline
Level SmartColumn changes automatically.

To add an Outline Level SmartColumn:

1. Choose Insert | Rows, Column | New Column | Outline Level.

2. To edit the column’s properties (such as column title), click once on the new
column’s heading. This will activate the Selection menu.

As you indent/outdent your schedule tasks, the outline level value changes
automatically. Likewise, when you enter a value in the Outline Level SmartColumn,
the tasks indent/outdent accordingly.

WBS SmartColumn

Standard WBS outlining

Another type of SmartColumn that can display the current outline level of a task is the
WBS (Work Breakdown Structure) number. A WBS number combines the task number
and outline level in one number. Task 1 would have WBS number “1” and Sub-task 1
of Task 1 would have WBS number “1.1” and so on.

Here is the Project schedule again—with both Outline Level and WBS SmartColumns:

In this example, the WBS

wes | Outline Task 2009
scheme uses numbers Only, Level Jan [Feb| Mar | Apr [May[ un[ aul [Aug[sep] oct [Nov[Dec
although letters are optional. |t 1 |Project1 ]
11 2 Research =

Activities with outline level
number 1 correspond to the |*** 8 Phase R —

WBS numbers 1, 2, 3,... 1111 4 Activity R1a E—E
1112 4 Activity R2a

The tasks with Outline Level

X e
number 2 correspond to the |2 2 | CowEmmE
WBS numbers 1.1, 1.2, 1.3; 121 3 Phase D1 Eé
and 2.1,2.2,2.3 122 3 Phase D2
D= pctyal 1 Baseline <—p>Actual mmm Baseline ‘
Summary Summary
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Alphanumeric WBS outlining

Again, the WBS hierarchy can contain letters, as well as numbers. For example, a
task with a WBS of 1.1.1 can be formatted to read 1.a.1, or A.1.1, or a.a.A, among

other possibilities.

In the dialog that appears when you
define a WBS SmartColumn, check
any level that should use letters
instead of numbers.

In this example...
WBS level 1 will display a number.

WBS level 2 will display a capital
letter.

WBS level 3 will display a number.
WBS level 4 will display a letter.

Starting WBS Number

Key the starting WES number to be used on this chart. The default display
is numeric For all 20 levels. IF vou wish some or all of the levels to be
displayed using letters, then set the appropriate options in the Alphabetic
Display section below:

Starting WES Mumber;
Entet as numeric anly, |

[ suppress display of Firsk Level WES Number

Alphabetic Display
Level: 1 2 3 4 5 & 7 g 9 10
lse Letters: [ O [ T o | R [ R |

Upper Case:

Llewel: 11 12 13 14 15 16 17 18 19 20
Useletters: [ O O O O O O O O O

Upper Case!
The schedule below uses these
settings as applied to a schedule with
four levels of outlining:
WBS Outline Task 2009
Level Jan ‘Feb‘ Mar ‘ Apr ‘May‘ Jun ‘ Jul ‘Aug ‘Sep‘ Oct ‘Nov‘ Dec
1 1 |Project 1 -—
1.A 2 Research ﬁ
1.A1 3 Phase R1 =1
1.Ala 4 Activity R1a
1.A1lb 4 Activity R2a
1.B 2 Development ﬁ
1.B.1 3 Phase D1
1.B.2 8 Phase D2
A= \ctual C— Baseline <—pActual mmmm Baseline
Summary Summary

To access SmartColumn properties when a column is already placed on the schedule,
click once on the column heading. Go to Current Object: Column Heading | Switch
to Column. Choose Column Type and Format | Properties. If the column has no
other properties, this option is not available.
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Summary Row Display

Optionally, Summary Bars automatically appear on all upper task levels, as either a
single bar summarizing the lower-level tasks’ dates or as a roll-up of all lower level
bars and single symbols (milestones).

Summary rows also can summarize lower level column data such as hours worked,
duration, budget, costs, and more.

Symbols and bars on summary rows move automatically when symbols on lower level
task lines move. They are drawn automatically based on the dates in the lower level
tasks. Therefore, summary row symbols cannot be selected or moved.

Summary bar display options and default formatting

1. Choose Layout | Other | Summary Bar Settings.

2. Choose When to Draw the summary bars:

e Never show summary symbols and bars.

e Only When Rolled Up to display summary bars when lower-level tasks are

collapsed to the summary row.

e Always display the summary bars.

3. Under For Normal Summary Bar Symbols and Bars, select a start symbol,

end symbol, and bar for the default summary line display. The available
choices match those in your toolbox.

Baseline can be displayed separately from normal symbols on the summary row.

1. Choose Layout | Other | Baseline Settings.

2. Follow the Baseline Wizard to create baseline symbology for the sub-task

rows and summary
bars.

425 To hide the baseline
summary bars and symbols
(while displaying normal
summary bars), choose View
| Baseline | Hide Baseline
Summary Bars.
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Task A1

Project/
Task

2005 2006

s [afs|oln[of[yfrlmfalm[]

Baseline —Actual

Finish

7/14/05

Finish

12/15/05

Task A2

N
N re—
v

8/4/05

11/26/05

Task A3

Task B1

[
J

9/24/05

10/20/05

1/8/06

3/11/06

Task B2

11/14/05

5/23/06

Task B3

12/16/05

3/5/06

Task B4

11/18/05

5/9/06

Task BS

2/23/06

6/12/06




Override summary row symbols, bars and fill colors

Override the default summary bar formatting for both normal and baseline summary
display by outline level or for individual summary rows.

Outline level summary bars override

Customize the summary bar settings for any of the 20 outline levels. These settings
will override the schedule default settings.

Change the summary bar’s start symbol, horizontal connector and end symbol for
each outline level. Set for both normal symbology and baseline symbology.

1. Choose Format | Gridlines, Shading, Font Sizes by Outline Level.
2. Select the Outline Level for your summary bar settings.

3. Under the Summary Bars tab, choose a Start Symbol, Bar and End
Symbol for normal summary bars and baseline summary bars.

4. If Automatically Apply Outline level properties while editing schedule is
not checked, then the summary bar override will be ignored.

You may continue formatting with the task line background shading, column text,
and gridline settings for this outline level. See Chapter 12 for more information about
formatting task rows by outline level.

Override a selected summary task’s bar color

This setting overrides the summary bar’s fill color for the selected summary task row.
Set the normal and baseline connector colors separately.

1. Click once on any column cell on the summary line. This will activate the
Selection menu.

2. Under Selection | Summary Bar Color | Summary Bar Color Override,
select a color for the horizontal bar by clicking on the colored box.

3. Next to Baseline Summary Bar Color Override, select a color for the
horizontal bar.
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Example: Override summary bar symbols, horizontal bars and fill colors

This schedule (below, left) has default symbols and bars for baseline and normal
summary bars, as shown in the legend.

Project/ 2005 2006 Baseline —Actual BelOW, SUmmary Bar Overrides
Task "~ Finish  Finish -
o lals [l o [ lula v [ BELERELE  haye heen set for all outline level 1
activities.
Tkt “— "R L Eurther, the “Task A2” activity has a
Task A2 — s2405 | w003 | Summary bar fill color override.
Task A9 Y—

824 a0
Project/ 2005

Task B1

|| TaskA1

|

Task B2
| | TaskA2

Task BY Te—

Task A3

Task B4 Te—
Task BS Te—
Summary Bar Overrides / Task B2
Start Symbol Connector End Symbol Summary Bar Color
[} v [ — ] [} v Overtide: I

Task B3 Lt Elue
Task B4 Fe—
Task BS e—

. 2006  Baseline Actual

Task BINOCICDFIACIESTIE fish | Fish

7/14/05 | 12/15/05
9/24/05 1/8/06

9/24/05

1/8/06

10/20/05

3/11/06

11/14/05 | 5/23/06

6/05 | 3/5/06

11/18/05 | 5/9/06

2/23/06 6/12/06

Display column values on summary rows

Lower-level values in a Values SmartColumn, ValueSet SmartColumn and Calculation/
Indicator SmartColumn can be automatically summed and displayed on summary task

levels. Summary bars must be drawn for the values to appear.

1. Choose Layout | Other | Summary Bar Settings.

2. ¥ Compute Rolled-Up Values for Value/Calc
SmartColumns.

3. Choose either Only When Rolled Up or Always for
when to draw the summary lines.

As shown to the right, values from Outline Level 2 are summed
and displayed on Outline Level 1. Values SmartColumns have
the option of displaying an average of lower level values instead
of a sum, or any overriding, user-entered value.
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Display column duration values on summary rows

Duration can be displayed in calendar time or as a total of lower-level duration values.
The default duration is shown below, left, as a total of the lower-level durations.
Calendar duration is shown below, right, as the duration of the summary bar.

2007 2008 Total
Nov[ Dec Jan [ Feb [ Mar | Duration
< > 42d
a—v 11d
G 18d
(— 2007 2008 Total
Novl Dec Jan l Feb l Mar | Duration
—/
< > 54d
a—Y a—T 11d
> 22d
1. Choose Layout | = od
Other | Summary Bar — o
Settings.
&o— 13d
2. For a summary

duration value in

calendar time, ¥ Show Summary Duration in Calendar Time.

Display lower-level symbols / bars on summary rows

By default, the summary row displays a single start symbol, end symbol and horizontal
bar. Optionally, you can display “duplicates” of all sub-task’s symbols and bars, on the

summary row.

1. Choose Layout | Other | Summary Bar Settings.

2.

vl Split Summary Bars using Lower Level Symbols/Bars.

2007

2008 Total

Nov

425 In the Summary Bar

\

Dec

\

Jan Feb ‘ Mar | Duration

Settings dialog box, you can
“turn-off” the symbol date
display for summary row
symbols, by checking Hide
Dates on Roll-Up Symbols.

P@I:Il:l?@

 —

54d

11d

22d

9d

9d

Working with an Outlined Schedule 4-9



Display selected symbols on specified summary rows

Each symbol on the schedule can be individually rolled-up to any single upper
summary row or all summary rows. For example, a symbol on an outline level 4 task
row can be rolled-up to just the 1%t outline level — thereby skipping the 2™ and 3™

outline levels.

1. Click the X to0l in the toolbox.

2. Click once on the symbol to be rolled-up. This will activate the Selection

menu.

Click the Summary tab.

4. Choose to Include this symbol on all Summary Bar levels.

Or, choose Include this symbol on this Summary Bar level.

1

6. For step 5, select an upper outline level for the symbol to appear on I :|' .

PROJECTS 2007 2008 Total
Nov ‘ Dec Jan ‘ Feb ‘ Mar | Duration i
301 Sunspot < > 354 In thl_s example,
the triangle
Excavat oa—v 11d
xeavare symbol on the
Plumbing Cr——> 24d Masonry task
Pool Plumbing Y 1d row (level 4) is
Hook-up Water ——> |23 _roIIed up to a_II of
its upper outline
Masonry R levels
455 Tombstone < > 47d
Excavate aoa— 10d
Plumbing PROJECTS 2007 2008 Total
Nov‘ Dec Jan Feb ‘ Mar | Duration
Pool Plumbing 301 Sunspot < e 35d
Hook-up Water Excavate &9 114
Masonry
Plumbing < > 24d
Pool Plumbing Y 1d
Hook-up Water > 23d
In this example,
. Masonry oa—aAa v 23d
the triangle symbol
on the Masonry 455 Tombstone < > 47d
task row (level 4) is Excavate o—9 10d
rolled up to outline Plumbing [ g
level 1, only.
Pool Plumbing =A 10d
Hook-up Water = 11d
Masonry o— 16d
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Summary Row Roll-up

Another useful feature of outlining is the ability to “roll-up” lower level tasks to

the summary level—in effect, hiding lower-level task rows. Use Collapse/Expand
Indicators, right-click menus, and filters to collapse for a summary view or expand to a
detailed view.

Roll-up and down using Collapse/Expand Indicators

1. Choose View | Optional Items | Collapse/Expand Indicators. Icons ' ¥
will appear on the left side of the schedule.

e The expand indicator ( ¥) appears when there are hidden lower level
tasks which can be expanded (shown).

e The collapse indicator () appears when lower level tasks are visible
and can be collapsed (hidden).

e Task lines without lower level tasks will not display either indicator.
2. To collapse (roll-up/hide) lower level tasks, click .

3. To expand (roll-down) to show lower level tasks, click ¥ .

Outline | poccriotion 2004 Click on the collapse indicator “7...
Level Jan [ Feb [ mar [ apr [ may [oun | to roll-up (hide) the lower-level tasks,
1 [proiectr 7] a——— | as seen in the schedule below.
2 Activity 14 [y |
2 Activity 24 i |
2 Activity 3A fp—y |
1 |
1 ProjectB /7| < | -
2 Activity 1B e |
2 Activity 28 [y |
2 Activity 38 *
Click on the expand indicator ¥ OLU::ZF Description Jan | Feb | Mafnripr | May [ Jun
to roll-down (show) the lower-level 1 Projecta /| < e
tasks, as seen in the schedule > Activity 15| de——tp
above 2 Activity 24 Sty
2 Activity 3A Sy
p

&5 While task rows are rolled-up,

you are able to copy and paste all the
rolled-up tasks as if they were just one
line. This makes it easy to rearrange
an outlined schedule.

1 Project B v <}
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Roll-up and down using right-click menus

1. Right-click the task line whose sub-tasks you wish to roll-up (hide).
2. Choose to:

e Collapse Selected Task Row — only rolls-up (hides) that task’s
subtasks.

e Collapse All Tasks to Selected Level — rolls-up (hides) all tasks with
the same outline level.

3. Right-click the task line whose sub-tasks you wish to roll down (show).
4. Choose to:

e Expand Selected Task Row — only rolls down (shows) that task’s
subtasks.

e Show All Tasks Rows — rolls down (shows) all tasks.

Roll-up and down by filtering task rows

With the filter option, you can quickly set your entire schedule to hide all tasks beneath
a certain outline level.

1. Choose Tools | Filter | Filter Task Rows.
2. Select Outline Level as the type of filter.
3. Enter the outline level to which all sub-tasks should roll-up.

This schedule (below, left) has four outline levels. By entering 2 as the filter roll-up
level, the summary schedule (below, right) is produced.

PROJECTS 200 [ 2008 Total
Nov| Dec | Jam | Feb | Mar | Duration
301 Sunspot < o> 354
Excavate a9 11d
Plumbing Cr——— 24d
Pool Plumbing "y 1d
PROJECTS 2001 [ 2008 Total
Hook-up Water — 23d Nov] Dec | Jan Feb | Mar | Duration
Masonry —2—T 23d 301 Sunspot < v > 35d
455 Tombstone P 474 Excavate P 114
Excavate oa—7 10d Plumbing r—— 24d
Plumbing — 21d 455 Tombstone — 47d
Pool Plumbing == 10d Excavate av 10d
Hook-up Water = 11d Plumbing —> 21d
Masonry oa—v 16d Masonry [ 16d
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Summary bar status fill control

When “Bars - Fill to Status Date” is active (under Dates | Date Related Settings), the
summary bar is filled to match the percent complete of the sub-tasks.

As shown here, Project B’s fill-to-status goes beyond the current date line because the
bar’s fill is based on the percent compete, not the current date line.

Task 2006 Dur. S e
Jan Feb Mar Apr May Jun Dur. Comp.
Project A <[—— 92d 92d 100%
Activity A1 A__Y4 24d 24d 100%
Activity A2 A Y4 33d 33d 100%
Activity A3 A____ Y4 35d 35d 100%
Project B <r+> 214d 185d 86%
Activity B1 Leeeee—— ] 99d 99d 100%
Activity B2 L] 62d 62d 100%
Activity B3 jA\ _ Emm—mY 53d 24d 45%

The 86% complete value is calculated as the total completed duration of the activities
divided by the total overall duration of the activities for Project B.

Note that even if all sub-tasks are tracking exactly to the current date, the summary
bar may be filled to a point either before the current date or after the current date
since it is merely a gauge of the progress of all the sub-tasks, and not tied to the
current date.

To completely fill summary bar connectors, choose Layout | Other | Summary Bar
Settings and check Summary Bars Ignore Fill to Status Setting.

For more details, see the Milestones Professional Help Topics under the Help menu
Index keywords “fill a summary row bar.”
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I _ lenci | Vertical Linl

Milestones Professional’s dependency (predecessor/successor; parent/child)
capabilities enable you to link task dates so that when one date changes, the dates
that are dependent upon that date also change.

Within any one schedule, symbols on different task rows are linked using vertical links,
as shown in the example below. Any of 15+ vertical link shapes can be used. Any
symbol can have up to 5 vertical links extending from it.

\ Hardware Design Schedule

TASK

2006

February

March

April

Requirements
Analysis

Preliminary
Engineering Design

Computer Modeling

Starter Prototype

Analysis by
Software Team

Hardware Design
Review

—

=

=t
¢

Q)

Chapter 9 addresses symbol linking and symbol date dependencies between files.
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Dependency Mode and Display

Dependency Mode may be on or off. If Dependency Mode is on, then symbols that are
dependent upon other symbols (successors) will move when the parent (predecessor)

symbol moves. When Dependency Mode is off, then dependent symbols do not move.

The on/off status of Dependency Mode is shown in the Status Bar at the bottom of the
Milestones Professional screen, as circled below:

Fage 1 of 1 Cep. Mode: O ) All Lines Visible

Turn Dependency Mode on and off
Dependency Mode is either on or off for the whole schedule. It is a global setting.
1. Choose Dates | Date Related Settings | Dependency Mode.
e Acheck mark by Dependency Mode indicates that it is on.

-Or_

Click the & to0l in the toolbox.

A

Right-click any symbol.
3. Choose Turn On Dependency Mode or Turn Off Dependency Mode.

e Even though you only selected one symbol and turned the dependency
mode on or off, this setting applies to the whole schedule.

Show or hide the vertical links

The vertical links which establish dependencies may by visible or hidden.

1. Choose View | Optional Items | Task Links.

e Acheck mark next to the Task Links menu means that vertical links are
currently being displayed.

e |If there is no check mark, then click the menu once to make the check
mark appear.

e Even when the vertical links are hidden, the rules for the movement of
parent (predecessor) and dependent (successor) symbols still apply.

Dependencies 5-2



Symbol Dependencies and Movement

When Dependency Mode is on, a symbol is dependent (successor) if it comes after (to
the right of) the parent symbol (predecessor) on the same row, or if a vertical link runs
from the parent symbol to the dependent symbol on another task row. Vertical links
can go both up and down, so dependent symbols can actually be on task rows above
the parent symbol. In the example on the first page of this chapter (shown below, in
excerpt), a vertical link with a “from-to” arrowhead is used to easily see the direction of
the dependencies.

wm am 35 If the February 8" symbol is moved to the right,

& the triangle symbol will move an equal amount.
The 2/3 symbol will not move because it is to the
left of the 2/8 symbol. The vertically connected
21 dp== 2115 symbols are also dependent symbols.

Here, the 2/8 symbol is moved 10 days to the

“ mw‘@' right, as shown in the tooltip box that appears as
Monday 2802 the symbol is moved. All symbols connected to
104 the parent symbol and to the right of the parent
211 = 2116 symbol on the same task row are dependent and
should move an equal amount.
2 g s All dependent symbols have shifted 10 working
A days, matching the movement of the parent
symbol. The 2/3 symbol remained in place
because it is to the left of the parent symbol.
2071 e 2126

If Dependency Mode is on, then dependent symbols will always shift if the parent
symbol is moved with the mouse. If you double-click on a symbol and change the
date, you will be prompted to allow/not allow dependent symbols to shift.

If a symbol move would cause a locked baseline symbol to move or a symbol with

a “Lock to Date” constraint, then the symbol move is not allowed and a warning
message is displayed. However, if you check “Lock to Date constraints do not prevent
other symbols from moving...” all dependent symbols up to the locked symbol will
move.

Dependencies 5-3



Move dependent symbols based on duration

By default, when moving a symbol (predecessor), that symbol's dependent symbols
(successors) may be moved to a date outside the workday time period or to a non-
working day.

By checking Always move dependent symbols based upon duration as found
under Tools | Program Options | Dates, the dependent tasks will move the amount
of working time the parent symbol was moved. This prevents tasks from being
pushed into non-working times and ensures duration values remain constant for the
dependent tasks.

Note that if a parent symbol is shifted within a block of non-working time (e.g. from a
non-working Saturday to a non-working Sunday), then the dependent symbols will not
shift since the parent’s date change had a net zero effect on duration.

In summary, to force dependent symbols to move to the next workday time period and
thus maintain the integrity of the duration values, check Always move dependent
symbols based upon duration.

Example:

In this example, the task begins on Monday SISIMTWTIFISISIMIT
and ends on Friday. The weekends are

shaded and are non-working days.

1/5 1/9

With ®/ Always move dependent symbols
S|S|MTWTIF|S|SMT based upon duration, moving the start

date forward by one day would result in
_ the end date moving ahead one day, to the
next working day, as shown to the left. The

1/6 1/12 duration would remain as five days

with [ Always move dependent symbols
based upon duration, moving the start date sisimTWITIEISISIMIT
forward by one day would result in the end

date moving ahead one day, to the next day

regardless of working/non-working days, _
as shown to the right. The duration would
change to four days if weekends are non- 1/6 1/10

working days
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Add and Edit a Vertical Link

There are two methods for adding vertical links between symbols: (1) Add a vertical
link between two symbols (which should be on different task rows) using the mouse;
and (2) add vertical links between symbols on selected task rows using the Insert

menu.

Add a vertical link with the mouse

Follow the directions in the schedule below using your mouse:

\ Hardware Design Schedule |

2006

TASKS

February | 1. Click once on the Plus tool. ———»|

Requirements om0

Analysis

‘/l 2. Click once on parent symbol. \

\ 3. Click once on a vertical link. \

| 4. Click once on the dependent symbol. \

+
~.[5ATF

Preliminary /
Engineering QE)

Design

Modeling

Computer [ S

If this exact order is used, then the chosen
vertical link will appear between the two
symbols, as shown to the right:
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If you continue to add links after these four steps, then you can skip step 1 and begin
the next link procedure with step 2. If other actions are performed (e.g. moving a
symbol), then you should begin with step 1 when adding another vertical link.

If your vertical links are not displayed, make sure the option to display task links is
checked. Refer to page 5-2 for more information.

Add vertical links between symbols on multiple task rows

This method is best when each of your task rows contains one start symbol and/or
one end symbol. You can connect either baseline symbols or normal symbols.

1. In the toolbox, click once on M and once on the vertical link you wish to add.

2. Hold the Ctrl key on the keyboard, and then click on each of the task rows
whose symbols will be vertically linked (click in the column area of the task
row).

Hardware Desgin Schedule
The chosen task

rows (here, lines 2007
1, 2, 4, and 6) will January February

highlight in black, as
shown to the right:

Hold the Shift key if Computer Modeling
you need to select a

range of task rows.

Analysis
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3. Choose Insert | Vertical Link(s).

e Choose to Link Normal symbols or Link Baseline symbols.

Create Yertical Links/Dependencies

links.
Type of Symbaols ko Link
() Link normal symbols
Direction to Link

(%) Downward

Twpe of Link
(#){FS) - Finish ko Start
("J{FF) - Finish ko Finish

Click. 2K to link symbols vertically on the selecked task rows, Choose the
type of symbaols ko link and the type of link to create below,

The vertical link currently selected in wour Toolbox will be used to display the

() Link Baseline symbols

() Upward

(){55) - Stark to Start
() (SF) - Start to Finish

| ok

l l Cancel l

e Choose to make Upward or Downward links between symbols

e Choose the type of link:

Finish to Start

Start to Finish

Start to Start ﬁ%

Finizh ta Finish

=
!

Edit an existing vertical link

Chapter 3 discusses how to change the default settings for vertical links. Here is
how to change a single vertical link that is already on the schedule, from one type to

another.
1. In the toolbox, click the M tool.

2. Onthe schedule, click once on the symbol from which the link extends.

3. Inthe toolbox, click once on the new vertical link. The new vertical link

appears.
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Remove Vertical Links

Vertical links can be removed from their originating symbols. When multiple vertical
links are attached to a symbol, selected vertical links can be deleted in the Symbol
Properties dialog box.

Remove a single vertical link

1. In the toolbox, click the M tool.

2. On the schedule, right-click the parent symbol from which the link
extends.

3. Choose Clear Vertical Links.

Remove vertical links from all symbols on a single task row

1. Right-click the task row (in the column area) that contains parent
symbols whose vertical links you wish to remove.

2. Choose Clear Vertical Links.
Remove vertical links from all symbols, selected task rows

1. In the toolbox, click the M tool.

2. Hold the Ctrl key and click once on each task row (in the column
area) that contains parent symbols whose vertical links you wish to
remove. This will activate the Selection menu.

3. Choose Selection | Task Row Settings | More Task Row Options |
Clear Vertical Links.

Remove selected vertical links from a single symbol

1. In the toolbox, click the M tool.
2. Click once on the parent symbol from which the links extend.
3. Choose the Vertical Links tab.

e The vertical links are numbered under Link.

e Linked to Task Row indicates the task row number at which
the vertical link ends. Linked to Symbol indicates the symbol at
which the vertical link ends. The number is the symbol’'s position
counting from left to right with a base of 1.

4, Click the Break Link button for the appropriate vertical link.
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Milestones Professional offers the most complete and flexible layout of any project

management package available. You have complete control over page size, lines per
page, individual row height, and all other layout aspects of your schedule.

Layout

In the new Smart Toolbar, choose the Layout menu to access formatting choices such
as page size, legend size, and datagraph size.

Change the chart size and margins

Chart . Frinter

2 e [0 ] v (55 ] | |

Size o= = Orientation: Landscape .

eae Laft: Right: Ml ake your changes, press below:  Undo:

hiargins Top: El:lﬁl:lm: |E Apply Setting Changes | »
Fows per Page: Full Fage Layaut Dialeg: [

1. Choose Layout | Page Size.

2. Next to Chart Size, enter a horizontal and vertical value in inches.

3. Next to Page Margins, enter a value in inches for the Left, Right, Top
and Bottom margin areas.

4. Next to Printer Orientation, choose Landscape or Portrait.

5. Next to Rows per Page, enter the number of rows that should appear on
each page. Select the Apply Setting Changes button to see the
formatting changes you have made.

Scaling the chart size to the current paper size

To access the current paper size, click on the Full Page Layout dialog button found in
the bottom right of the Page Size section. [Full Fage Layout Dialog: .|

Create stamp-size to wall-size schedules. The maximum horizontal and vertical chart
size is approximately 300 inches, or 25 feet. When the schedule prints, Milestones
Professional will either scale each page of your schedule to fit within the Current
Paper Size, or it will allow each page to span as many sheets of paper as needed,
depending upon the printing options you select. To avoid the need for scaling, it is best
to make sure that your Chart Size exactly matches the Current Paper Size.

The measurements in the Page Layout dialog box are shown in U.S. inches. If your
regional settings are set to use metric, then the measurements will be shown in
centimeters.
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The yellow border surrounding the sample chart in the preview screen shows the
unusable area of the paper where the printer cannot print, as reported by your current
printer. You should keep the margins large enough so that no part of the sample goes
into the yellow area.

Change the number of columns and rows

Milestones Professional allows for up to 20 columns—210 on each side of the
schedule. Columns may contain text, dates, values, and symbols. Display 2 to 300
rows per page.

Page Layout BE 1 Choose Layout | Page

Size | Full Page Layout
Dialog. Click on the

Chart Size and Margins | Columns and Rows | Legend

9 10 2005 11213141516 7 8 1920 Columns and Rows tab.

Left Text Column *Widths Right Test Column Widths 2 Ur']der Left TeXt COIumn

5 % ©§ 8 m W E B Widths, enter a value in
000 (000|000 ooo 1.5& 000 (000 [ooo| |oon||ooo inches in order to create a
O o oan ’T‘cmn Nome Demipion | column on the left side of

1 2 3 4 5 Column Type: Normal Text-entry Column 20 the SChedu|e
0.00 | 000 000 000|000 0.00| 000 000 000|000 .

E B B B B E B B B B 4. Under Right Text Column
Check the boxes ta hide a colurmn Check the bowes to hide a colurnn WIdthS, enter a Value |n
Rows/Page Fiow Height Fieset inches in order to create a
g [2 to 300] ] Reset all rows to default height. Column on the r|ght Side Of

the schedule.

5. A ™ under a column
. . number means that
425 The number and size of columns directly affects column will be hidden.
the amount of space available in the schedule
area under the date headings. By increasing the
horizontal chart size, you gain more horizontal
space for columns and for the schedule area.

Rows per page and row height

If you override the height of one or more individual rows, then the actual number of
rows on that page may be more or less than the rows per page value under Page
Layout. That is, if a row height is decreased, then the rows per page may increase; if
the height is increased, the rows per page may decrease.

The default row height is based upon the available space for rows divided by the
number of rows per page. If you check Reset all rows to default height, then any
row heights that you modified will be reset to the default value. The number of rows
per page will also be restored.
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Column numbering

Columns are numbered from 1 to 10 on the left side of the schedule, and from 11 to
20 on the right side of the schedule, as shown in the column numbering graphic under
the Columns and Rows tab.

Column 10 is closest to the schedule area on the left side of the schedule; column 11
is closest to the schedule area on the right side of the schedule.

For example, if only one column is on the left side of the schedule, it would be column
number 10.

Hide and unhide columns

If you check the box to hide a column, then the width will be remembered and restored
if you later unhide the column. Columns of zero width are automatically not displayed;
however, zero width columns must always be on the outer edges. For example, if
column 10 is marked as 0.0 width and column 9 is marked as 1.0 width, after you
press OK, the 1.0 will be moved to column 10.

It is best to use the hide check boxes if you need to hide a column that has data in it,
instead of entering a 0.0 width value to essentially “hide” a column. Unhidden columns
marked as 0.0 width will eventually have their data blanked out.
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Create a legend

The legend is the area reserved for documenting the usages of the various symbols,
horizontal bars and vertical links on your schedule. The only meaning of a symbol or

bar is that which you give it.

Enter Legend Height:

llake your changes, press below:

=) Apply Legend Changes |

Full Legend Settings: | |

Legend Size

4. Under Entries Per Row
enter the number of legend
entries to display on each
row in the legend.

5. The legend symbols and
connectors use the default
symbol size setting. Enter
a value under Override
Legend Symbol Size to
override the default setting
for legend entries.

6. Frame Legend to draw
a border around the legend
area.

7. Floating Legend to be

1. Choose Layout | Legend Size. Next to Enter
Legend Height, enter a value in inches.

2. Choose the Apply Legend Changes button to

make changes.

3. Choose the Full Legend Settings button to
access more Legend options.

Page Layout

Chart Size and Margins | Columns and Hows| Legend |

Size and Frame
Cwverride Legend

Symbaol Size:

Leave a Gap between Chart and Legend

Legend Height: Entries Per Raw:

o | EN

Frarne Legend
[JFloating Legend {Use Mouse ta Mave and Size)

Background Color Override and Shadow

| (e ) (e

Target Color For Effects:

Background Colar Override:

Effects:

e
Draw Shadow Shadow Color:
Shadow Size: I:I

®smal OMed. Olarge

able to position the legend anywhere.

Legend background color and shadow

Click Change to choose a background color for the legend. To fade that color to a
target color, choose Change next to Target Color for Effects. Next, choose a fading
Effects for the two colors to fade together.

To display a shadow around the legend, check Draw Shadow and select a Shadow

Color.
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Legend entries

The Legend height should be large enough to hold the number of entries that you plan
to have. Legend entries are placed left to right, in the order in which they are created.

Add a legend entry

Line 1: | | Apply
=) Text
Line 2: | | Change
Owverride Text | _ISh-:nw _ISh-:nw Bar _‘Sh-:nw _‘Sh-:nw‘ufertical
Symboaol One Symbol Two Link
Cwerride Symb
Q v (]~ Q -ar- |_| R
Owerride Calar: Owerride Calar: Owerride Calor:

“_JR ezet “_JR ezet ﬂJReget

1. Choose Insert | Picture, Legend | New Legend Entry.
2. Under Line 1 and Line 2, enter the Legend Text.

3. Override Symbol Size will change the legend display size for this legend
entry only. The bar size is not affected.

4. Select any or all of the Show Symbol One, Show Bar, and Show Symbol
Two options; or select a Show Vertical Link to appear with the text.

5. Click a drop-down arrow to view and make selections.
6. Choose optional Color Overrides for symbols and horizontal connectors.

All symbols and bars in the drop-down boxes under Show Symbol One, Show Bar,
Show Symbol Two, and Show Vertical Link are those available in the toolbox. If the
symbol or bar is not available in the legend entry dialog box, then add it to the toolbox.

Move a legend entry
Once two or more legend entries are present, simply click-and-drag to move them.

1. Inthe toolbox, click the M tool.
2. Position the cursor over the legend entry to be moved.

3. Click and hold the left-mouse button, and then drag to a new location in the
legend. As you move the mouse, the cursor will look like this: [%3

4. Release the mouse button, and the legend entry will appear, shifting all other
entries to the right and down, if there is more than one row of entries.
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Move and resize a floating legend

Resize a floating legend by moving the cursor to the right or left edge or a corner, then
click-and-drag with the +— or " cursor. Move a floating legend by moving the cursor
to the bottom or top edge of the legend, then click-and-drag with the 4%» cursor.

Delete a legend entry

To delete a Legend entry, either right-click on the entry and select the Delete Legend
Entry option, or click once on it and select the Delete This Entry option from the
Selection menu (or press the Delete key on your keyboard).

Columns

You can use the Columns and Rows tab in the Full Page Layout Dialog box to
insert columns by simply changing a width from 0.0 to some other value, but the
easiest way to insert columns is to simply use the Insert menu.

Insert a column
To insert a column next to the schedule area (then you can move it):

» Choose Insert | Rows, Columns | New Column and select from the list of
column types. The column will appear closest to the schedule area, on the left
side. When the left side of the schedule contains 10 columns (maximum
number allowed), the new column will appear on the right side.

To insert a column between two existing columns:

1. Click the & to0l.

2. Select an existing column by clicking the Task
mouse at the bottom of the column heading
cell, as shown to the right.

3. Choose Insert | Column and select from Click hars to szlzct
. . entire column.
the list of column types. The new column will

appear to the left of the selected column.

Move a column

1. Click the M tool.

2. Move the cursor to the top edge of the column to be moved, until the cursor
becomes a 4-[|->

3. Click and hold the mouse button, and then drag to the new location. As you
drag, a faint outline of the column moves with the cursor.
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An insel’t pOint _*_ will — Milestones Professional - [TestSchedule1.MLA]

T File Edit Yiew Insert Format Tools iindow Help EIES

appear, showing you B 0oBEXADD WL SRADS & HEDNDE e £
where the column will B uBEE R% — N
appear when you release * 1 t [*j g)'
the mouse button. B
- | s—t
..... o —
When you move a column SR R, G i E=
. hokna — i . — - | —
to the far left or far right : (. ; =
edge, you may need to : _ T
grab the column near the — S Cammi
column’s left or right edge | — — a B Fr
to allow room for the ‘ o
column to clear the edge A B D s ™

of the chart.

Remember that the total width of all the columns together takes away from the area
reserved for the schedule. If your column widths must be so wide that there is no room
left over for the schedule, then you need to consider changing your chart width.

Delete a column

3.

_Or_

1.
2.

3.

Click the X 001

Select the column by left-clicking the mouse
at the bottom of the column heading cell, as
shown to the right.
Press the Delete key on your keyboard.
y onyourkey Task
Click the M tool.
Move the mouse to the bottom of the column =ntirs celumn.
heading cell, as shown to the right.
Right-click and choose Delete Column.

Right-click to edit column

When the cursor turns to an arrow + for selection of a column and you right-click, the
menu display offers many editing choices.

Choose Clear Column Text to delete text in the column cells without deleting the
column.
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Choose Reset Column Font and Font
Color to Default to revert to default column
text font, color and size settings in the
selected column.

Color themes do not override a column’s
cell-by-cell settings. To reset all individual
overrides made to column cell text color
and size back to the schedule defaults,
choose Reset all Row and Cell Font/Color
Overrides for all Columns.

Chart Title

22 zoom to 100%
¥ Delete Column

Insert Column
E Hide Column
E Clear Column Text
E Show Hidden Columns
|.|k_‘| Copy Column Text
:_‘| Paste Column Text

Reset Column Font and Font Colors to Default
Reset All Row and Cell Font/Color Overrides for all Columns

Enter up to three lines of text for the chart title. The title can have a background color,
frame, shadow, text highlights, and special effects shading.

1. To add a chart title,

5 pecify Title

choose Insert | Title |
|I’]S€l‘t/EdIt Chart T|t|e Title Texk (3 lines) Justification
‘ Stakus Repark | O Left
2. Under Title Text, click \ | @ Center
once and enter text. \ | Oriah
3. Under T|t|e Title Background Color Override Border, Title width, Shadow
- -Changa... -Resat [¥]Draw Border
Background Color width: O Title Text (& Schedule
Override, click Change Eiects DC'WShdIWII
and choose a color. ‘ o
Target Color for Special Effects Size: () Smal COmed. OlLarge
4. Choose a fade Effects (- it FgtTls
for fadng from the (®)Mone  (JEngrave { JEmboss () Shadow
i
baCkground COIOr to the [Jinsert Extra Space Under Chart: Title
target color.
5. Under Target Color for Special Effects, click Change and choose a color.
6. Choose a text Justification.
7. Under Border and Shadow, choose to draw a Border around the title.
8. Choose to add a Shadow and choose the Shadow Color and Size.
9. The background color, border, and shadow can extend the Width of Title

Text or Width of Schedule.

10. Choose to Engrave, Emboss, or Shadow the title text.

11. An Extra Space can be inserted between the title and the schedule.The
options above would result in the following chart title:

Status Report
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Date Headings

You can have up to 4 levels of Date Headings on your schedule, shown above the
schedule area, below the schedule area, or both. The Date Headings are used as a
reference point for the symbols and bars on your schedule.

You should select headings that are appropriate for the time span of your schedule
and the amount of horizontal space over your schedule area. For example, daily
headings would not be appropriate for an 8.5” by 11” schedule, since it would be
difficult to squeeze 365 daily divisions into the amount of space available.

Format the Date Headings

To bring up the menu for formatting the date headings:

1. On the schedule, click the once on the date heading. This should activate the
Selection menu. This menu can also be found under Dates | Date Headings |
Date Headings Full Dialog.

The following menu appears:

I|~.fear|~,.e: 7005, 2009, .. v | E|EE) BI U _”,:mc-d v+ ¥
|Mu:unth|y: January, Februars v| @ @ BIUO _".ﬁ.rial v”qu y|

i Mone) w %@n]u_l

{Maone) w %%IIUD

il Show at top __| Show at bottam _l:'l‘-.lign month start with we ek startting day

2. For any of the four available headings, click the drop-down arrow j and
choose a heading type. Choose from 35 standard date heading styles ranging
from years to minutes and 4 user-created custom headings.

3. Choose Align month start with week starting day in order to line up the
month headings with the week headings.

4. Under Background, click the I:IHJRESEt |r'-.||:|ne "l | |||5R.=_.get
the color box and choose a
background color. Choose :Iﬁﬂem Hone vl [ |PReset
an optional Target Color and I:I HJReset I:I “JREEet
Effects for fading from the MR eset MR eset
background color to target I:I ’ I:I .
color.

Badiground ffects Target Colar
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Date heading Start number

If the date heading type is a series of non-repeating numbers,

then you can choose a Start number.

For example, the heading Monthly 1, 2, 3,...12, 1 cycles from
1to 12, then begins again at 1. A Start number would be

[ [ ]
ignored with this heading type. |:| |:|
= =

The heading Monthly 1, 2, 3,...12, 13 begins with 1 and does
not start over; therefore, you can use a Start number. This is
the setting for such a date heading:

I|I‘~’Iu:unlzhl\,f:Januar*:.-'J February V| é],%@ BIU |_".°.rial V”l& V| | |
Monthly: 1,2, 3,..12,13 v~ E)E|E) B I U E".D.rial v v |3 |
{Mone) w QQQBIHE' I:l I:l
{Mone) “ @,%EJBIUD |:| |:|
= =

=

i' Shova at top _| Shova at bottom _IAIign maonth start vith week stating day

[rate Headings

This is the result of this date heading in a one-year schedule:

Jan |Feb|Mar|Apr|May|Jun|Jul |Aug|59p|@ct |NIII'-.-'|DEE
3 |4 s e |7 8| a |10 ]1z]13]1

For a countdown heading, enter a negative Start number, such as —12 instead of 3:

Jan |Feb|Mar|Apr|May|Jun|Jul |Aug|5&p|@ct |Nmf|Dec
12 |11 |a e |7 |6 ]|s]s|3]z]r

Date heading Frequency number

Any of the standard heading types can have the Frequency altered. For example, for
a schedule that covers fifty years, you might want to set the frequency to 10, so that
on a yearly heading, only every 10" year is displayed, such as 2000, 2010, 2020, etc.

Below is the result of a date heading format in which the Frequency has been
changed to 10. In this example, the schedule dates are from 1/1/2000 to 12/31/2059.
The 2000 heading spans from 1/1/2000 to 12/31/2009; the 2010 heading spans from
1/1/2010 to 12/31/2019; and so on.

2000 2010 2020 2030 2040 2050
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Custom date heading

There are also 4 custom heading settings, known as Custom Types. You set the date
and time of each date heading division, and the text for the division.

To edit the custom headings, click Selection | Current Object: Date Heading |
Edit Custom Headings.

Here is an example of a custom
heading with user-entered text

Create or Edit Custom Headings

Custom Type 1 |Custom Type 2 | Custorn Type 3| Custam Type 4 “Phase l," “Phase 2" and “Phase
Date Heading Text E:nlﬂi tg:t Time Perid 3 )
Phase 1 2415/2004 a Cancel An end date is entered to
Phase 2 743042005 .
T e designate the end of each date
division and the beginning of the
next division.

The schedule’s start date
determines when the first division
v begins.

| o~ [ o || = || e ff ol =

=

[ Ingert Entry ] [ Delete Entry ] [ Sort

In this example, the date heading
is set to show two standard
headings, plus this custom

(%) Custom Heading Data is Embedded in Schedule
() Custom Heading Data iz Stored in External File

heading.
The result is show below.
2003 2004 2005 2006
o1 | Q2 | Q3 | @4 |1 (@2 | Q3 | Q4 |1 | @2 | Q3 [ Q4 | Q1 | Q2
Phase 1 Phase 2 Phase 3

Choose Sort to arrange the custom heading entries in date order.
Click on a line entry number and choose Insert Entry to insert a blank entry line.
Click on a line entry number and choose Delete Entry to delete the text and date.

Recommended: Choose Custom Heading Data is Embedded in Schedule to allow
the custom heading to stay with the schedule in cases where you might send the
schedule to a colleague.
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Chapter 7: Printing

With Milestones Professional you can print stamp-size to wall-size schedules using a
variety of printing options.

Print Preview

Use the Print Preview feature to see a sample of how the schedule will print.

1. Choose File | Printing | Print Preview l‘ﬂ

Print Preview.

Paper: .50 tallx 11,00 wide  Chart: B.50tallx 11,53 wide

[ Print This Page | [Printing Options. .| [ Page Layout... | [ Zoom Reset |

XScale: 0,97 ¥ Scale: (1,00

Unprintable area
Margins

Zoom In; Left mouse button
Zoam Qut: Right mouse butten

PIX]

Task Name

JPreE: TRANsBEIENT

PLANNNG

foveen excmeerne

REIRENENTS

sNsLvaE

WTESRATEN

HESENOPERATE NS

HETE TEST PLARNNG

ik Brulnesiny Conplek

ACELRAFT ENGINEERING,

COMND AN CONTROL

ATTITUNE CoNTROL

Pomen

THERMAL

GREITADIUT PROPULIEN

7

O
sl @, s
sssen| @ r.mmi
nm) Qo
S ...9,,-W§
el @) o
| Q) )
posic| @), vormi
e P
s @) o]
s @) o]
psnlO

#ia2i0m|

)
[
O

153500

2. Click the Prev and Next buttons to move from schedule page to page.

3. Click Printing Options for output format selections (addressed in the next

section).

4. Click Page Layout to change the chart size, margins, and rows per page.

5. Point the cursor to a part of the schedule and zoom-in by clicking the left
mouse button; zoom-out with the right mouse button.

The light blue dashed line around the edges shows the margins that you have
selected. The yellow border identifies the unprintable portion of the schedule. If your

chart extends into this yellow area, it may be cut off when it is printed.
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Print Options

To format the printing output of your schedule, choose File | Printing | Printing
Options F).

Symbol notes, color, and output size

General tab printing options:

Print Options

General | Prirk || Exclude Columns | Default Printer

¢ Sy m b 0 | N 0tes an d . Symbol Motes and Collapse/Expand Indicators
CO | I ap S e/EX p an d | n d | C ato rs [Jinclude Symbol Nates Fage [“]onky Print Symbol Mates for Printed Symbals

[include Collapse Expand Indicators on Qutput

e Color

Calor
Print Colors in Shades of Gray Force Color Output

Background Colors {alsa Affects Column Background):
Include On Prinks and Metafiles Inkerior Areas Only

* Specify Output Size

Specify Output Size

Wlthln these OptIOHS, yOU can () Use Spedfied Size
Ch oose tO (YRl el Ry Horizonkal: “ertical:

() Use Custom Scaling Specified:

¥/ Include Symbol Notes
Page to print a separate page
containing the Symbol Notes
entries. These will be numbered
according to the numbered symbols on the schedule, so that you can match the
notes to the symbols.

e To print the symbol notes without printing the schedule, choose Tools
| Reports | Symbol | Symbol Notes. Press the Copy Report to
Clipboard button and then paste into another application for printing.

¥ Only Print Symbol Notes for Printed Symbols to print only notes within the
specified date range (as set under the Print by Date Range tab); thus ignoring
notes from symbols that are outside the date range being printed.

¥ Include Collapse/Expand Indicators on Output to print summary roll-up
indicators, if they are shown on the schedule.

¥/ Print Colors in Shades of Gray to cause the software to use shades of gray
on non-color printers. Generally, this should be selected.

¥ Force Color Output to ensure that color commands are sent to color printers.
It is ignored on non-color printers. Generally, this should be selected.

& Use Specified Size to retain the schedule’s horizontal and vertical size
settings as set under Page Layout. This setting allows the schedule page to span
across multiple sheets of paper. This option is also important to choose if you
have placed graphics or free-form text on your schedule.

& Scale to Fit Selected Paper Size to force the size of the schedule to scale
down or up to the size of the printing paper.
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& Use Custom Scaling Specified to increase or decrease the horizontal and
vertical scale of the schedule. For example, change the Horizontal factor to .5 to
reduce the schedule size horizontally by 50%. The default scaling factor of 1 is
for 100%. Note that if you use custom scaling, you cannot make a schedule page
span across multiple sheets of paper. Only the Use Specified Size option allows

that.

Preview Selected Lines Only is only visible if you call up the Print Options dialog
while in Print Preview. It has the same effect as the Selection option under File |

Print.

Print by date range

Choose to print the entire schedule date range (as set under Dates | Start and End
Dates) or only a specific date range portion of the schedule. Further, you can specify
a time period for each printed page as well as hide the columns after the first printed

page.

& Print Entire Date Range to print the schedule from start date to end date as
set under Dates | Start and End Dates.

& Print Date Range
Below Only to specify
the start and end date
range to be printed.
Enter a Start Date and
End Date, or click the
calendar icons to choose
each date.

& Print Using the Time
Periods Below to select
a time period to be
printed on each page.

Print Options

Ganelall Prirt |E><c\ude Colurnre | Default Printer

Date Range Adjustment For Printing
@ Prink Entire Date Range

(O Print Date Range Below Only

Start Date End Date

i)
7]

i)
7]

[CIPrint Using the Time Periods Below

[ &
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Exclude columns when printing

Under the Exclude Columns tab, check each column that should be hidden while
printing. Column heading text appears next to column numbers. In this example, all
but the “Project Activities” column is hidden for printing purposes:

Print Options

Gereral | Print | Ewclude Columns | Diefault Printer |

Excchude Left Side Columns {Check to Exchude)

[C11: Mo Mame Assigned.
[Jz: Mo Mame Assigned.
13 Mo Mame Assigned.
[J4: No Name Assigried.

[15: Mo Mame Assigned.

11: Cost

12: Budget

13: Variance

[]14: Mo Mame Assigned.

[]15: Mo Mame Assigned.

[CI&: Mo Mame Assigned.
[17: Mo Mame Assigned.
[a: Mo Mame Assigned.
2 % Comp.

[10: Project Ackivities

Excchude Right Side Columns (Check to Exclude)

[]16: Mo Mame Assigned.
[117: Mo Mame Assigned.

[]18: Mo Mame Assigned.
[119: Mo Mame Assigned.

[J20: Mo Mame Assigned.

Ok l [ Cancel

Default printer

The Default Printer tab is useful if you normally use a different printer for Milestones
than the printer you have set as the default on your computer. If you check Use this

printer as the default, then each time Milestones starts, it pre-selects this printer as
the current Milestones printer.

Print Options

| General || Print || Exclude Columins | Default Printer |

Current Prinker Mame:

B checking the box below, each kime
| il | wou skart Milestones, it will attermpt b
load this driver as the default printer,
This option is useful i wou normally Use a
different printer for Milestones than your
| other applications,

Current Prinker Pork:

| poT4 01

[CJUse this printer as the default Milestones prinker,

ak ] [ Cancel
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A Milestones Professional master schedule is a compilation of separate Milestones
schedules (sub-schedules). Usually, the sub-schedules are each maintained by

different people or departments, each responsible for one or more projects. Thus, the
master schedule gives a summary view of all projects or all parts of a single project.

Changes to data in the sub-schedules appear in the master schedule. Any changes to
the master schedule will not appear in the sub-schedules.

Master Schedule Example

Review this general master schedule scenario, and then continue to the more detailed
instructions for formatting, creating and updating a master schedule.

Assume that we have three sub-schedules, Project A, Project B and Project C; which
need to be reviewed and presented at a high level.

Status
Date

Project/ Proj Mngr/ 2007
Task Foreman

|
Project A Thompson I 0000000 7110
i
Task A1 Boyd . Project/ Proj Mngr/ 2007 Status
Task Foreman June ‘ July ‘ August Date
Task A2 Ferguson 1 1
_: 6/24
T T
Task A3 T | |
asl erry . ack B 1 I 6/5
Project/ Proj Mngr/ Status
Task Foreman Date 6/29
i i
Project C Jones I ] 712
Task C1 McLeod 1 711
Task C2 Elder [ - 6/28
Task C3 Wagenman .- 6/26
Task C4 Boyd 71
To combine these sub- Project/ Proj Mngr/ 2007 Status
. REETS Foreman June July August Date
schedules into a master
schedule, first create a

blank Milestones file with
the same formatting as
the sub-schedules. This blank
schedule (the master schedule)
will fill with the data from the
sub-schedules.

To create a master schedule
that has the same format as
the sub-schedules, choose File
| Files and Templates: Open
and Save Options | Save As File | Personal Template while in one of the sub-
schedules.
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Next, choose File | Files and Templates...| New File IJ on the toolbar, then choose
File | Open | Personal Template, and choose the template you just created. This file
will be the master schedule.

Add the sub-schedules to the list of source schedules which will populate the master
schedule.

After updating the master schedule by choosing File | Master/Update | Master
Schedule, the following schedule would result:

Master Schedule
Division Headquarters

Project/ Proj Mngr/ 2007 Status
Task Foreman June ‘ July ‘ August Date

Project A Thompson I | 7/10
Task A1 Boyd ) 6/21
Task A2 Ferguson [ 77
Task A3 Terry 3 | 77

Project B Thompson I | 6/24
Task B1 Mitchell m 6/5
Task B2 Ferguson [ ) | 6/29
Task B3 Terry D \ 712

Project C Jones I | 6/28
Task C1 McLeod ] 6/11
Task C2 Elder I | 6/28
Task C3 Wagenman [ 6/26
Task C4 Boyd ] 6/11

When a master schedule is updated, any graphics, titles, or free-form text originally

in the master schedule, will remain. Note also that only the task lines are read from
the sub-schedules, not titles, graphics, formatting information, or free-form text. In this
example, the shading for outline level 1 is set in the master schedule—the shading is
not “brought in” from the sub-schedules.

For more detailed information and guidance on creating master schedules, refer to
Help | Help Files | Help Topics, Index keywords “master schedule.”
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Format the Master Schedule and Sub-schedules

Before you merge sub-schedules into a master schedule, all sub-schedules and the
master schedule should have basically the same format.

e All columns should be the same type and in the same location. That is, if
the master schedule has one column with text on the left side of the schedule,
then all sub-schedules should also have such a column in the same position.

e The symbols and horizontal bars should be the same or similar, and in
the same positions in the toolbox. When the sub-schedules are merged
into the master schedule, the master schedule’s symbology is used.

e The date range should be the same, as set under Dates | Start and End
Dates. If the date range in the master schedule is Jan-Dec 2001 and a
sub-schedule’s date range is Jan-Dec 2002, then the information will still
be merged into the master schedule; yet you will have to scroll to see the
symbols and bars.

Project A Status Report

Project A and Project B...
Proj Mngr/ 2009 Status
Foreman May June July ‘ August s

|
Project A Jones (5112 Qs ’J 812 6/7

| t
Project B Status Report |
Task A1 McLeog Dallas Division | 67

T Proj Mngr/ 2009 Status
ask e Dat
e May June July August ap

Task A2 Elder
Project B Thomson 523 Q> P2 6/18
Task A3 Harrisor 610
Task B1 Boyd 5/23 Qo y=(D 6118 Mljﬂifi‘:i'eff:::z:: ers 6110
| Proj Mngr/ 2009 Status
Task A4 Bailey 623 | Task Foreman Date
| M: J Jul, Al t
Task B2 Ferguson 6/11 Qo . une Y ugus
6/26
Task B3 Terry 613 > (=
6/26
Task B4 Wagenman 6/17 Q===

...feed into the master schedule,
which looks like a “blank slate” until
populated by the sub-schedules.

The formatting in the master schedule (rows per page, symbol size, text size, chart
size, shading, etc.) is applied to all symbols and text that are merged into it.

How can you make formatting all of these schedules an easy task? Use a template
when creating your schedules; or create a template and apply it to all existing
schedules.

See Chapter 12 for more information about templates.
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Create a Master Schedule

The master schedule references one or dozens of sub-schedules which will merge
together into the master schedule.

1. Open the Milestones schedule that will be the master schedule.

2. Choose File | Master/Update | Master Schedule. The following dialog box
appears:

. £ Sub-schedules will fill the
Treat the Current Schedule as a Master Schedule, H

[[]insett Page Breaks Betwesn Sub-Schedules master ,SChed u Ie n the Order .
Insett Hyperlinks in each task row ko the source Sub-Schedule ShOWﬂ n the M aster SC h ed u l n g
Automatically Update when Master Schedule is Opened. Pro pe rties d ialog box.

Do nok select this option if vou are listing schedules to be used For Presentation Mode...

achedule Froperties

The source schedules that make up this master schedule are listed belaw, Mote that ary changes
rmade to a task in a Master Schedule are not made to the source schedule and will be eliminated
when an update is done.

25 When deleting a sub-schedule
from the list in the Master
Scheduling Properties dialog
box, the schedule itself is removed
only from the master schedule, not
deleted from the hard drive of the
computer.

[Add Schedule...] [Dalete Schedule] [ Mowve Up J [ Move Down J [ Change... J

3. Treat the Current Schedule as the Master Schedule.

4. Insert Page Breaks Between Sub-Schedules: Sub-schedules will be
separated by page breaks in the master schedule.

5. Insert Hyperlinks in each task line to the source Sub-Schedule: Every
task row will have a task row hyperlink shortcut to the source sub-schedule
from which that task originated.

6. Automatically Update when Master Schedule is Opened: Each time
this master schedule is opened, the latest sub-schedules automatically
populate the master schedule.

e Otherwise, the master schedule has to be updated through File |
Master/Update | Master Schedule.

e |t's important that all of the sub-schedules be available when this
update is done or they will be left out of the update.

7. Click the Add Schedule button to launch the Windows browser. Locate and
select sub-schedules to be added to the master schedule. Click Open to add
the schedule(s) to the master schedule list.

8. Use the Move Up and Move Down buttons to change the order of the
schedules.
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9. Use the Change button to replace a selected file from the sub-schedule list
with another Milestones schedule.

10. Use the Delete button to remove a selected file from the sub-schedule list.

11. Click OK when you are finished adding sub-schedules.

Update the Master Schedule

After adding the sub-schedules to the master schedule, the master schedule is not
automatically populated with the sub-schedules’ data. The master schedule is either
updated when opened, as described in the previous section, or the update is “forced”
by choosing File | Master/Update | Master Schedule.

The Master Schedule Update Results dialog box appears:

Master Schedule Update Results E]

The results of the Master Schedule update are shown below: g K ) ind that
eep in min at once

[Updated Successfully]: C:\\Projecta.mib a master SChedUIe is

[Update Failed]: C:\iProjects.mib i

[UEdZt:d gIuPEcessful\ya:nlg:c'l,\,PerjectC.mlb bu”t’ any Changes made

to tasks in the master

schedule are NOT

also made to the sub-

schedules.

4 | >

If an update Fails on any of the schedules it could be that the file no longer exists or is on a
computer that is not available.

All sub-schedules which were selected to merge into the master schedule are listed,
along with the path to each schedule.

e |f the master schedule found and merged the sub-schedule, then the
message is Updated Successfully.

e |f the master schedule did not merge the sub-schedule, then the message
is Update Failed.

Failed updates are usually the result of renamed, moved, or deleted sub-schedules.

Sub-schedules can be located on other computers and referred to by a UNC path,
such as \\server2\schedules\master1.ml8. If the “server2” machine was not available
when the update was done, then the update for “masterl.ml8” would fail and its task
rows would be left out of the master schedule.
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Tips and considerations regarding master schedules

General information

The typical use of a master schedule is to see the progress of selected projects in a
single Milestones Professional file. Generally, all sub-schedules should have the same
format, especially column types and locations. Create a template or blank chart to
meet this need.

If changes are made to a master schedule, those changes are not retained when it is
updated with the latest sub-schedule data.

All sub-schedules should follow an agreed-upon hierarchy when displaying various
levels of detail. Even agreeing on the names of the various project stages is a good
idea. For example, in all sub-schedules, level 1 could be the project name; level 2 as
the phase level (e.g. “Research,” “Development,” “Production,” “Testing,” “Delivery”);
level 3 as the task level (e.g. under “Testing” phase...”"Beta Product 1,” “Beta 2,” “Beta
3.

If the master schedule is to contain a single summary row for all merged projects, then
all sub-schedules need to begin at outline level 2. This allows for an outline level 1
roll-up summary of all projects in the master schedule.

Sub-schedules should be saved in a static location, such as a network folder, to
ensure the master schedule has access to the latest sub-schedules’ data. As always,
be sure to frequently back-up these files.

A shared format for the master schedule and sub-schedules

By creating a schedule template or blank chart, and using it for all sub-schedules
and the master schedule, the format is consistent and ensures that sub-schedules
will merge successfully into the master schedule. Distribute a copy of the template or
blank chart to each person entering project data into his sub-schedule.

Why is a common format so important? If one sub-schedule contains columns of
duration values, percents complete, and end dates; and another sub-schedule
contains columns of baseline dates and task names; then the master schedule will not
know which columns to display. Thus, all schedules should have columns of the same
format and placement.

After each person populates his sub-schedule, it's recommended that the schedule
is saved to a shared network folder and that the name of the sub-schedule is passed
along to the keeper of the master schedule.

More resources

For more detailed information, examples and guidance on creating master schedules,
refer to Help | Help Files | Help Topics, Index keywords “master schedule.”
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I _ bol Linki

With symbol linking, a symbol’'s date in one schedule can be based on a symbol’s
date in another schedule or the same schedule.

Symbol linking involves a few steps, including naming the target symbol, establishing
the link from the outgoing symbol to the target symbol, and updating the linked
symbols.

A target symbol controls the date of a symbol whose outgoing link points to the target
symbol. The symbol with the outgoing link will find the named target symbol, acquire
the date of the target symbol, and use that date to move the symbol to the same date.

Symbol Linking Example

In the example below, there are two schedules. The “Project Status Overview”
schedule is used by top-level management to track status, dollars, and percent
complete, across multiple projects. The “Project 1 Detailed Report” schedule is used
by mid-management to track the details of the project, including task assignments,
task flow, and task durations.

In the Project Status Overview schedule, the start date on the Project 1 task line is
linked to the first start date in the Project 1 Detailed Report schedule. Likewise, the
arrow status symbol in the Overview schedule is linked to the arrow status symbol in
the Detailed schedule. Finally, the end dates are linked, as shown below.

Project Status Overview

When the “target”

Percent A 2006 . )
Complete Project Jon ‘ Feb ‘ Viar ‘ Apr Cost |Budget|Varianc Symbols move in the
@ o] propatt sss00 $5000 E)etallgd sghe:ﬂule, the

BN 0 0 outgoing link” symbols
in the Overview
" . $75, OO $75,00
t 2
Oustgr?qlgglgnk of Q schedule move to the
Y
3 \ $30,00| $65, 00 Q same date.
ject 1 Ied Report
(P, 17%| Project 4 ASS|gne} Tasks . 200‘6 Fon Duration
anuary ebruary

DEPT. suMhﬁ\ I Y . 55d

Q  23%| Projects Joe Task 1 Target 5d

Mary Task 2 5d

Q over Budget Q Suzy Task 3 Sym bOIS o

& status [

Rachel Task 4 6d

Ross Task 5 7d

Joey Task 6 6d

Richard Task 7 4d

Betty Task 8 5d

Anne Task 9 4d
O status C—— Completed Task [T Tobe completed |
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Link Symbols between Separate Schedules

Linking symbols which are on two separate schedules involves setting up two things:

1.

The symbol to be used as the “target” of the link must be given a unique
name, so that it can be found when the “outgoing link” symbol needs to check
the target symbol’s date to update its own date.

The symbol with the outgoing link must reference the target symbol using the
full path (UNC path or Drive path) and schedule filename along with the target
symbol name.

Name the target symbol

The date of this target symbol will drive the date of any symbol whose outgoing link
points to this target symbol.

1.
2.

Click the arrow tool M in the toolbox.

In the schedule that will control the dates of symbols in another schedule,
click once on the appropriate symbol. This will activate the Selection menu.

e Inthe example on the previous page, this would be the “Task 1" start date
in the “Detailed Report” schedule.

In the Selection menu, click the Symbol Links tab and go to the Incoming
Link and Automation Tag section as shown below:

Unigque Symbol Mame for Incoming Links -
Used when this symbal is a Link Target:

2
Automation
Tag: E

Incoming Link and Automation Tag

Under Unique Symbol Name for Incoming Links - Used when this symbol
is a Link Target, enter a symbol name.

Click the apply button E=.

Repeat this process to name other target symbols, and then Save the
schedule i -

Choose Selection | Symbol Links | Options | [¢] Highlight symbols with
names or outgoing links to attach an icon Q to all symbols involved in
symbol linking, as follows: [¥ attaches to symbols with an outgoing link; b
attaches to symbols with a target name; M attaches to symbols with both an
outgoing link and a target name.
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Link a symbol to the named target symbol

When a target symbol’'s date changes, the symbol linked to the target symbol will also
change to that date.

1.
2.

Click the arrow tool M in the toolbox.

In the appropriate schedule, click once on the symbol whose outgoing link
should point to a target symbol. This will activate the Selection menu.

e Inthe example on page 9-1, this would be the “Project 1" task line’s start
date in the “Overview” schedule.

In the Selection menu, click the Symbol Links tab and go to the Outgoing
Link: the Target Symbol of the Link section as shown below:

e | |[rnisFire |

Symboal | Browvese. ..

Name: =
ame: Refrash List

This symbol's date will be based upon the date of the abowe symbol link.
Clear Link

|ﬂ|su:u update thizs symbol's text from target symbol's text.

Outgaoing Link: the Target Symbal of the Link

Choose the Browse button.

Locate the schedule that contains the target symbol, click on the file name,
and click Open.

To the right of Symbol Name, all available target symbol names for that
schedule will be listed.

e |f the target symbol nhames do not appeatr, then click the Refresh List
button. If they still do not appear, you may not have saved the schedule
that contains the target symbols.

Choose the appropriate Symbol Name (the target symbol’'s name) from the
list.

' Also update this symbol’s text from target symbol’s text: The symbol
text displayed by the outgoing symbol will automatically display the symbol
text used by the target symbol. When changes are made to the target
symbol’s text, the outgoing symbol’s text is updated.

Choose Clear Link to break the link between this symbol and the File Name
and Symbol Name that is displayed.
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Formatting Options

In Selection | Symbol Links | Options, choose to:

1. ™ Update Symbol Links when Schedule is Opened: All symbols with
outgoing links in the newly opened schedule will look for the target symbols
and update symbol dates accordingly.

2. ™ Highlight symbols with names or outgoing links: Attaches an icon Q
to all symbols involved in symbol linking, as follows: [P attaches to symbols
with an outgoing link; B attaches to symbols with a target name; W attaches
to symbols with both an outgoing link and a target name.

3. ¥ Do Not Update Dependent Symbols: If a symbol with an outgoing
link has dependent tasks, normally those tasks will move when their parent
symbol is updated with the target symbol’s date. Check this option to prevent
any dependent symbols from moving to new dates.

Update Linked Symbols

1. Open the schedule containing the symbols with outgoing links.

e |f Update Symbol Links when Schedule is Opened was checked for
this schedule, then all symbols with outgoing links in the newly opened
schedule will look for the target symbols and update symbol dates
accordingly.

2. If no update occurred, choose File | Master/Update | Update Master
Schedule, Linked Symbols | Linked Symbols.

A dlalog bOX reports the Symbol Links Update Results |E‘E|
successful and failed T el o o Syl s wpeki ao s el

u pd ates: [Updated Successfully]: Symbol "Project1Start” found in file: C:\TRAINING)LiveMeeting|LiveMesting AdvancediSymbolLinkingiD|
) [Updated Successfully]: Symbol "Project 1Status” found in file: C:ATRAININGALiveMeetingiLiveMeeting Advanced|SymbolLinkingy|
[Updated Successfully]: Symbal "Project1Finish" Found in file: C:\TRAINING!LiveMeetingiLiveMeeting AdvancedSymbolLinkingiC)

The name of each target
symbol that was searched
for is listed along with the

schedule name and location. < | >
The bracketed message

) 3 If 2 symbol link update Fails an any of the schedules it could be that the file containing the referenced symbal no longer exists or
re ports |f the [U pd ate Fal I ed | s on & compUter that is not avaiable,
or [Updated Successfully].

If any of the updates failed, the schedule containing the target symbols may no
longer exist, the computer containing the schedule may not be available, or the target
symbol's name may have changed or may have been deleted.
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Link Symbols within the Same Schedule

The use of symbol links within the same schedule involves setting up two things:

1. The symbol to be used as the “target” of the link must be given a unique

name, so that it can be found when the “outgoing link” symbol needs to check

the target symbol’s date to update its own date.

2. The symbol with the outgoing link must reference the target symbol.

Project 1 Detailed Report

Assigned Tasks 2006 Duration
To January ‘ February
DEPT. SUMMARY || 3 - P> 55d
Joe Task 1 — 5d
M Task 2 L: Symbol with o
ary as outgoing link
Suzy Task 3 6d
Rachel Task 4 L:I 6d
Ross Task 5 L:I 7d
Joey Task 6 t‘:‘l‘j 7d
7 L:I
Richard Task 7 4d
Target
Betty Task 8 Sym bol 5d
Anne Task 9 L:I 4d
{} status E——1 Completed Task L1 Tobe completed

In this example, the darker arrow symbol pointing upwards controls the date of the

lighter arrow symbol pointing downwards on the summary row. Thus, the lighter arrow

has an outgoing link to the darker arrow, which is a named target symbol. When the
darker arrow (target) moves, the lighter arrow (outgoing link) will move accordingly.
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Name the target symbol

1. Click the arrow tool M in the toolbox.

2. Click once on the symbol that will control the date of another symbol This will
activate the Selection menu.

¢ In the example on the previous page, this would be the darker arrow symbol.

3. Inthe Selection menu, click the . o
K nique Symbal Mame for Inceming Links -
Symbol Links tab and goto the Uszed when this symbol iz a Link Target:
Incoming Link and Automation |
Tag section as shown to the right.

4. Under Unique Symbol Name for Autam ation -

Incoming Links - Used when this
symbol isalLink Target, enter a Incoming Link and Automation Tag
symbol name.

5. Click the apply button =
6. Repeat this process to name other target symbols in this schedule, and then
Save the schedule 5 -

Link a symbol to the named target symbol

1. Click the arrow tool M in the toolbox.

2. Click once on the symbol whose outgoing link should point to a target symbol.
This will activate the Selection menu.

¢ In the example on the previous page, this would be the lighter arrow symbol.

3. Inthe Selection menu, click the Symbol Links tab and go to the Outgoing
Link: the Target Symbol of the Link section as shown below:

Gile | | This File_|
Hame:

Symbal | 1||w| Bromse. ..
Hame Refresh List

This symbol's date will be based upon the date of the abowe symboal link. -
Clear Link

IAIsl:- update this symbaol's text from target symbol's texd.

Cutgoing Link: the Target Symbal of the Link

4. Choose the This File button.

5. To the right of Symbol Name, all available target symbol names for this
schedule will be listed.

e If the target symbol names do not appear, then click the Refresh List button.

6. Choose the appropriate Symbol Name from the list.
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7. Repeat this process to link other symbols to target symbols.

8. To update the linked symbols, choose File | Master/Update | Update Master
Schedule, Linked Symbols | Linked Symbols.

o Refer to the Update Linked Symbols section in this chapter for more
details.

e Refer to the Formatting Options section in this chapter for more details on
other choices.

View a Report of Symbol Names and Links

Generate reports on data embedded in symbols, including symbol notes, hyperlinks,
symbol target names and links between symbols (i.e. symbol linking).

Generate a report by selecting Tools | Reports | Symbol and choose a report.

Each report can be copied to the clipboard for pasting into another program for
printing.

Symbol to Symbol Links Report

The Symbol to Symbol Links Report displays data for each symbol which has an
outgoing link to another symbol, including the task row on which the symbol appears,
the symbol’s ordinal placement from left to right along the task row, the symbol’s date,
the name of the symbol to which it is linking, and the full path to the file containing the
named symbol.

Symbol Names Report

The Symbol Names Report displays data for each symbol which has a target name,
including the task row on which the symbol appears, the symbol’s ordinal placement
from left to right along the task row, the symbol’'s date, and the symbol’s link target
name as found under the Selection | Symbol Links tab when the symbol is selected.
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Symbol Linking versus Master Scheduling

Schedules with symbol links are another way to maintain a type of “master schedule,”
but without the task rows being replaced each time an update is done (as is true in the
Master Schedule feature). When symbols are updated via symbol links, only the dates
are updated, nothing else (unless the symbol text option is chosen). However, in using
a symbol linking method to update a top-level schedule, there is no way of knowing
about new or deleted sub-tasks. Thus, the method you use depends upon your own
needs and methods of operation.

For more information and examples, refer to Help | Help Files | Help Topics, Index
keywords “symbol linking.”
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Chapter 10: Hyperlinks

Any symbol or task row on your schedule can have hyperlink shortcuts to other
Milestones schedules, documents or Web pages. Launch a hyperlink to open the
linked file or URL.

With this feature, you can use a Milestones schedule as the project hub with quick
links to all project related information—a great way to cross-reference or to drill-down
for more detail on any project activity.

Lheirig VahaeSeis ond DotaGragins

2003 2004 % Bazeline | Current | Cost
o |Q2|Q3|Q4 o |G12 |Q3| hg|Comp. | Cost Costz  |Variance

—— @00% | 00000 | $400.000 | BF100,000

L ILIRS ES0 000 | 200,000 [ 84FS0 0000

W0E | B60000 | F3IS0.000 (PF100,000

Fhaszed @21 F00000 | F100,000 | $F400,000

|
|
|
|
|
bobcct

Fhases WOO% | F00000 H $§200,000

| Deliver

Trmining Options

Using the Internet Publishing Wizard, a schedule with symbol hyperlinks is
automatically transformed into a graphic with “hotspot” links from symbols to the
schedules, documents, and web pages that are hyperlinked to the symbols. That
graphic is included in an HTML document, ready for uploading to your Internet or
Intranet site.

See Chapter 13 for how to create linked web pages from symbol hyperlinks.

Hyperlinks 10-1



Add a Hyperlink to a Symbol

Dozens of hyperlinks can be attached to any symbol on the schedule.

1. Click the arrow tool ! in the toolbox.

2. Click once on the symbol to which you will attach the hyperlink. This will
activate the Selection menu.

3. Choose Selection | Hyperlinks | Hyperlink Options, as shown here:

.JAdd File...
The abowe fila(s) and URLs are linked to this symbol. Click the Add File... button to add a Hyperlink to a file. Click @Add URL...
the Add URL... button to add a linkto an Internet or Intranet address, Clidk Break Link to delete the current link.
@ Break Link

Right Click on a Symbol With a Hyperlink to Display the Linked Document.

Hyperlink Options

To add a file as a hyperlink (such as a Milestones file, a Word document, etc.):
4. Click the Add File button.
5. Inthe Link Document dialog box, locate and select the file to hyperlink.
e You may need to change the Files of type to All Files(*.*).

6. Click Open to add the file as a hyperlink.

To add a URL as a hyperlink (such as an Internet or Intranet site):

7. Click the Add URL button Add Internet or Intranet URL
to see the fOHOWIng dlalog Key the Intemet or Intranst URL, such as hitp: /4w kidaza com, that
box: vou would like to add az a Hyperlink.

8. Enter the complete
address to the site, and

then click OK.

| hittp: A v kidasa, com |

9. View your hyperlinks by clicking the drop arrow to the left of Add File.

CADocuments and Setiings'kevin ZEBRAMY Documentzhevberospace. mp @

C:A\Documents and SettingshkevinEBRAW Y Documentshevderos nan::Ee.rru:nl:k
C:hM asterS chedule MLE
hittp: A v kidaza.com
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In Selection | Hyperlinks | Hyperlink Display, choose the following options:

10. ¥ Highlight Symbols With Hyperlinks to add an arrow icon to

all symbols that contain hyperlinks, as shown here:

11. ™ Include Hyperlink References When Creating HTML Files to include

a numbered list of hyperlink URLs in the HTML document, when using the
Internet Publishing Wizard. This setting will be overridden if you check/
uncheck Include Symbol Hyperlinks in HTML File during the Internet
Publishing Wizard process.

Activate a Hyperlink from a Symbol

When you activate (or launch) a hyperlinked file or URL, the selected file or URL will
open in the appropriate program.

Click the arrow tool M in the

1.
toolbox. turday 3/27/04
2. HO\{er over the ?ymbOI to see the Hyperlink: CschedulestAugustReport.ml7
available hyperlmks, as shown Hyperlink: http:/fwww kidasa.com
here: Hyperlink: C:\financial\ProjectABudget.xls
3. Right-click the symbol that
contains the hyperlink, and view E‘
. .
the list of hyperlinks at the bottom [ T ——
- H 2 Zoomin to 200%
of the right-click menu. - -
4. Move your cursor to the list of Turn On bepencency Hods
hyperlinks and click once on the XEZZLS""@"E“" forpaste
one you wish to activate. R
. . . Select Task
5. The hyperlink will open in the P —
B - . iedule Recurring Task...
appropriate application (e.g. Word, -
Internet Explorer, Milestones, etc.). EditNotes...
Edit Size or Color...
Edit Text or Date Position...
25 You can increase the length of time that the (reste L et
. . . Edit Constraint...
tooltip displays when hovering over a symbol. Edt Symbol to Symbal L. ..
Edit Symbol ValueSet...
Choose Tools | Program Options | Help. P—
Undel‘ NOI‘ma| Tooltlp D|Sp|ay, Choose a Hyperlink: C:\Documen...\My Documents\evAerospace.mpp
. . I~
different length of time. Hypertrk s [ odasa.com P
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Add a Hyperlink to a Task Row

Dozens of hyperlinks can be attached to any task row on the schedule.

1. Click the arrow tool M in the toolbox.

2. Click once on any column cell on the appropriate task row. The row should
now be highlighted. If the cell only is highlighted, click Selection | Current
Object: Task Row | Switch to Selected Task.

3. Find the Hyperlink Settings section.
To add a file as a hyperlink (such as a Milestones file, a Word document, etc.):
4. Click the Add File button.
5. Inthe Link Document dialog box, locate and select the file to hyperlink.
e You may need to change the Files of type to All Files(*.*).
6. Click Open to add the file as a hyperlink.
To add a URL as a hyperlink (such as an Internet or Intranet site):

7. Click the Add URL button to PR etz e i lirey = A8
see the following dialog box:

Key the Intemet or Intranst URL, such ag http:/Awww kidaza.com, that
wou would like to add as a Hyperlink.

8. Enter the complete address to
the site, and then click OK. hitp:/ o idasa. com |

9. View your hyperlinks by
clicking the drop arrow.

I: YDocuments and Settlngs"'.kewn EEBFE.-“-‘-.\My Dncumentshevﬁ.ernspace my

= [ 5] |.E||::E_r|'||:||'_hlé
I: HM asterS chedule MLE
hittp: /v kidagza.com

10. ¥ Show Hyperlink icons to add an arrow icon to all task
rows that contain hyperlinks, as shown here. The icon Researchﬂ

appears in the column cell on the left side of the schedule,
closest to the schedule area.

To remove a hyperlink, select the hyperlink you want to remove in the drop-down list
of existing hyperlinks. Press the Break Link button.
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Activate a Hyperlink from a Task Row

When you activate (or launch) a hyperlinked file or URL, the selected file or URL will
open in the appropriate program.

1. Right-click a task row that has a hyperlink.
2. Choose Hyperlink and select from the list of hyperlinked files and URLSs.
-or-
1. Click the hyperlink icon E4 associated with the task row.
e If thisicon is not visible, then use the method described above.
e See the previous page for how to show hyperlink icons.

2. Inthe Select Hyperlink to Launch dialog box, choose the file or URL from
the list and then OK.

e The right-most column on the left side of the schedule must not be
hidden in order to successfully select this icon.

3. The hyperlink will open in the appropriate application (e.g. Word, Internet
Explorer, Milestones, etc.).

Activate a Hyperlink while in Calendar View

Hyperlinks attached to symbols while in the Gantt View are carried over to the
Calendar View. Note that symbols on summary rows will not display symbol hyperlinks
in the Calendar View. Only symbol hyperlinks attached to symbols at the lowest
outline level will appear in the Calendar View.

1. Move the cursor to the arrow next to the calendar day.

2. Click the arrow to launch the list of hyperlinks for that day; or right-click and
choose Hyperlinks.

3. Choose the hyperlink and then OK.

Remove a Hyperlink from a Symbol or Task Row
Delete one or all hyperlinks attached to a symbol on the schedule.

1. Click the arrow tool M in the toolbox.

2. Click once on the symbol which has the hyperlink(s).
3. Choose the Selection | Hyperlinks tab.
4

Click the drop-down arrow to view all available hyperlinks, and select the link
to be deleted.

5. Click the Break Link button.
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Delete one or all hyperlinks attached to a task line on the schedule.

1. Click the arrow tool M in the toolbox.

2. Click once on any column cell on the appropriate task row. The row should
now be highlighted. If the cell only is highlighted, click Selection | Current
Object: Task Row | Switch to Selected Task.

Find the Hyperlink Settings section.

4. Click the drop-down arrow to view all available hyperlinks, and select the link
to be deleted.

5. Click the Break Link button.

Hyperlinks as Column Text or Freeform Text

A hyperlink can be added as a column cell text entry or as a freeform text entry. The
link can be to a URL or document.

1. Click the text tool l in the toolbox.

2. Click once in the column cell that will contain the hyperlink (or anywhere in or
outside the schedule for freeform text).

3. Type the URL (e.g. http://www.kidasa.com) or document link (e.g. C:\
Financial\ProjectXBudget.xIs).

4. To launch the hyperlink, use the text tool and click once on the URL or
document path and name, and then double-click on it to highlight it.

5. The URL should now be highlighted. Press and hold the CTRL, ALT, then L
key on your keyboard. This should launch the highlighted hyperlink.

Symbol Hyperlinks Report

Generate reports on data embedded in symbols, including symbol notes, hyperlinks,
symbol target names and symbol linking.

Generate a report by selecting Tools | Reports.

Each report can be copied to the clipboard for pasting into another program for
printing.

The Tools | Reports | Schedule | Hyperlinks report displays data for each symbol
which has a hyperlink, including the task row on which the symbol appears, the
symbol’s ordinal placement from left to right along the task row, the symbol’s date and
the full path to the hyperlinked file.
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Milestones Professional can read information from other sources including MS Project
MPX, MPP, and MPD files; comma delimited files; Excel and other spreadsheet data
copied to the clipboard; Microsoft Outlook tasks; ODBC data sources and more.

You can copy and paste a Milestones Professional schedule into another application
such as Word, Excel, and PowerPoint. The schedule can be a picture or an
embedded or linked object. You can also “map” (copy and paste) information from
another application, such as an Excel spreadsheet, into Milestones.

For those who also have MS Project 2002/2003/2007 installed, use Milestones’ import
wizard for creating presentation-ready reports from MPP and MPD files. Milestones
Professional can also import MPX, CSV and TXT files created from MS Project.

For moving data from Milestones to other applications, Milestones schedules can be
exported to MPX, CSV, and XML formats.

For programmers, Milestones Professional also supports OLE Automation for creating
a custom interface between Milestones and any OLE compliant application. Using
Visual Basic, C++ or other programming languages, it's easy to interchange data
programmatically with other applications and databases. The programming that
makes use of this automation feature is created by the user.
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Create Presentation-Ready Reports from MS Project

Milestones Professional offers a direct interface to Microsoft Project, which makes it
easy to generate chart formats beyond the standard formats offered by Project.

Project-to-Milestones Wizard

Use the Project-to-Milestones Wizard to choose from more than 35 built-in report
formats for creating presentation-ready schedules from MS Project files, when MS
Project is installed.

1. Choose File | Import Options | Microsoft Office Project MPP/MPD Import.

e If you are opening an MS Project Server file, choose File | Import
Options | Microsoft Office Project Server. It's best to first log-on to MS
Project Server before importing.

2. Select the MPP file and click Open.

3. Follow the MS Project Wizard to create a Milestones schedule that meets
your needs. Once in Milestones, you can further customize your schedule.

Choose a Presentation Chart Type

|Perf0rmance j |St0plight Indicators j
Performance - Stoplight Indicators
Page 1 o2
Juee | i | Angust | Zepembe 1
Follnt dmage Dew J Log ks / !
Depiomeny _———— @
Imace Deve bpmenrt |
o8 Deve b ' L @]
Crak Maste rimage 1
[ — i Q
PROVIDE FINSL IMAGE v Fs Q
Crak confgeration
docime vaton - 1 1% 8]
Sapport NTRstnctie ! E .
TaNsitbr b proce s © 1
Harlwakg sewkes H BES .
P iy e plathm ke e gk : byavy @
Ick w ity daly epartbmat biplot ' B .
Deplyment L ; {= O
—————
Hew equpment - : < O
on Soh edule Over Badge t n Eudget Late and Late, Critloal,
CEmpl: Son pudget TGin gohiedul A Tower Bidget e Budget
ShrtFn )
H{summan‘] — W= tart An — EL 3F
Z00M | Cancel | | Firish |

For complete documentation of the Microsoft Project interface, choose Help | Help
Files | Microsoft Office Project Importing.
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Refresh your presentation schedules

Once you have imported your Microsoft Project schedules into Milestones, you can
later “refresh” the Milestones presentation schedule when dates, text, column values,
percent complete and more change in Microsoft Project.

In the example below, the “Phase 1” MS Project schedule was imported into
Milestones Professional. For presentation purposes, the title, date heading, columns,
symbols, symbol text, and shading were customized in Milestones Professional.
Tasks and milestones that reside on several lines in Project were moved to one line in
Professional.

If the dates for Update 3 or Taskforce B change, then the user can “refresh” the dates
in the Milestones schedule. No need to re-import and reformat. New tasks in Project
are added to the bottom of the Milestones Professional schedule.

Refresh the schedule by choosing File | Master/Update | MS Project Refresh

Jan 2
S [

Task Mame Jan 7, '01

HEETRREE

Jan14,'m
SEEEE

Jan 21,'M
siM[TIwTIF|S

Cortract avwarded
=l Project meetings
Stratedy mesting

Upicate EZE
. 2006
Upcdate Project ‘
June July August
Updste Stage
Upddated
R Contract Awarded @ 6/4/06 6/4/06
UpdateS Launch Phase 1 Review
=l Research ABC |Proiect Meetings L+3 & 6/7/06 8/9/06
Taskforce & Research P 6/8/06 7/1/06
Taskforce B
Tazkforce | Taskorce A O 6/8/06 6/15/06
Taskforce B <@ 6/23/06 6/23/06
Taskforce C <9 7/1/06 7/1/06
Development == 719106 7/18/06
Manufacturing 0 7/23/06 7/31/06
1.0 2.0 Final
Testing ® O 8/6/06 8/20/06
Delivery @] ss06 | 828006

For complete documentation of the Milestones Professional refresh option, choose
Help | Help Files | Microsoft Office Project Importing.
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Create a Milestones Schedule from a Spreadsheet

Milestones’ Custom Import feature is designed to make it easy to bring in data from
any application that can copy data to the Windows Clipboard or to a comma delimited

ASCII file.

For example, if you select cells in an Excel spreadsheet and copy them to the
Clipboard, you can then map (paste) them into Milestones Professional.

1. Open both Milestones Professional and the spreadsheet application.
2. In Milestones, create columns to accept the data from the spreadsheet.

e For the spreadsheet below, you would create (in Milestones) one text
column for the “Name” text, one for the “Resource” text and a Percent
Complete SmartColumn for the percent values. (choose Insert | Rows,
Columns and choose a column type).

e The start and ends dates are not mapped to columns; they are plotted in
the schedule area.

e Set your Milestones date range to accommodate the dates in the
spreadsheet (Dates | Start and End Dates).

3. Inthe spreadsheet, highlight and copy the cells to be pasted into Milestones.

e Each record is expected to be on a line by itself and have the same field
layout. Date fields must be formatted as mm/dd/yy, m/dd/yy or m/dd/yyyy.
When using a different separator, choose the format with two digits for
each, e.g. dd.mm.yy.

A | B | ¢ | D | E | F | G
1 |Mame Start Finish Percent Resource Title Successors
_2 |Research 1/15/04  3M15/04 100 A Jones 2
_3 |Develop 3M1M6/04  5115/04 100 B. Goodman 3
_4 |Test 5/16/04  8/10/04 50 C. Smith 4
& [Manufacture  8M10/04 12/20/04 0 D. Thomas  Chart Title

4. In Milestones, choose File | Import Options | Custom | Custom Import
from Clipboard.

5. Inthe Import: Custom Format dialog box, select an existing filter and choose
Retrieve Settings. Or, create a new import filter using the Create a new filter
instructions which follow. Then continue with Step 6 below.

6. “ Append Imported Data if the data on the clipboard should appear below
existing data in the Milestones schedule. Otherwise, existing data will be
overwritten.

7. Click Continue Import Using Current Filter to import using the selected
filter’s column mapping.

Working with Other Applications 11-4



Create a new filter in the Import: Custom Format dialog box

Designate where data should o ——— Px

be placed in Milestones by
C“Cklng once on a fleld on the Impart. Mote that column 10 is closest to chart area on the left | StatusReport

left (clipboard data) and then [ epend Imported Data
once on a field on the right
(Milestones columns/fields).

This mapping of fields will then
be saved as a “filter.”

1.

Click Clear Settings to Fiekds e 1 ofinpul e Fild Usage in Schedsle

clear any mapping lines. * s R o * e
Field 3 Finish Coluran_13_Right

Under Fields from line Fold & Foancs Cotam 15 Fign Doutie

1 of input file, click once Fd 7 Sucsesrs EiEEEEEE il

on a field to import; under gg:;;:iggigigp:

Field Usage in Schedule, L Task_1_End_Date L

click on a Milestones

column or field where that Continue Impoit Using Curent Filer | [ Cancel Impart |

g 5 Current Filter Marme
Please set pour preferences for Milestanes Prafessional Custom

Column 11 is closest to chart area on the right.

Impartitng File:

11 12 13 14 15 16 17 18 19 20

data should appear.

A connecting line will appear, showing, for example, that the information
from Field 1 will be pasted into Column_10_Left.

Double-click a field on the right to remove a mapping line.

Field 1 is the left-most column in the spreadsheet. Field 2 is the second
column, and so on.

Milestones columns are numbered 1 to 10 on the left side of the schedule,
with column 10 being closest to the timeline area. For example, if your
schedule only has three columns on the left, then they are numbered 8, 9
and 10 from left to right.

Milestones columns are numbered 11 to 20 on the right side of the
schedule, with column 11 being closest to the timeline area.

Do not map dates to columns. Map start dates from start-to-finish task
bars to Task_1_Start_Date and their finish dates to Task_1_End_Date.
Map the milestone dates to Milestone_Date_1.

For mapping multiple start and end dates per task row (per record), map
the first set of dates to Task_1 Start Date and Task_1 End_Date; map
the next set of dates to Task_2_Start Date and Task_2 End_Date, and
S0 on.

Map multiple milestone dates to Milestone_Date_1,...Milestone_Date_4.

Continue mapping fields.
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4. Under Current Filter Name, enter a name for these mapping settings.

Click Save Settings. These settings can now be retrieved during subsequent
uses of Custom Import.

6. Click Continue Import Using Current Filter to populate the Milestones
schedule with the spreadsheet information.

If, after importing, the task bars and milestones do not appear, the date heading may
be out of alignment with the task dates. Simply adjust the schedule’s visible date
range under Dates | Start and End Dates. If that does not help, then confirm that the
imported dates were formatted correctly and mapped correctly, as noted above.

o,
L Task DG Resource
comp' Jan ‘Feb‘ Mar ‘ Apr ‘ May‘Jun{ Jul ‘Aug ‘ Sep‘ Oct ‘Nov‘ Dec
@ 100% Research A. Jones
@ 100% Develop B. Goodman
(P 50% Test C. Smith
() 0% Manufacture A—————V|D. Thomas

Create a Milestones Schedule from CSV and TXT Files

You can use this same Custom Import procedure to read TXT and CSV files (ASCII
files with fields separated by commas) into Milestones.

1. Choose File | Import Options | Custom | Custom Import.
2. Select the CSV file, or change the Files of Type to TXT and select a TXT file.

3. Follow the mapping procedure in the previous section.
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Import Tasks and Appointments from MS Outlook

Milestones is now capable of importing both Tasks and Calendar Appointments from

Microsoft Outlook (version 2000 Custom Import

or later). The following import 5] s project ,

choices are_available in File | J| A completed Tasks Only

Import Options | Outlook: Legacy Formats < Pending Tasks Orly

* Completed Tasks: Imports all QDBC... <) Tasks on or after Date...
tasks in the selected folder 1 Calendr...

that are marked completed.
Set M5 Outlook Inmport Options. .

* Pending Tasks: Imports all
tasks in the selected folder
that are not marked completed.

» Tasks on or after Date: Allows the user to select a start date and generates a
schedule that includes all tasks in the selected folder with a start date on or after
the chosen date. Includes incomplete and completed tasks.

Calendar: Allows the user

to select a date range

and generates a schedule
that includes all calendar
appointments in the selected

MS Outlook Import O ptions E| [5__<|

In Ouklook you can have mulkiple Task and Calendar
folders, Select the options below to always use your

default Falders, folder that occur within that
range.

[ ] Always use my default Task Folder, « Shared Calendar

[ | Ahways use my default Calendar Folder, « Shared Tasks

If the above butkons are not checked then you will be e Set MS Outlook Import

able to pick the Folder to use each time you import, Options: This dialog lets the

user specify that the default
folder for Tasks and/or Calendar
[ oK E\: [ Cancel Appointments should always
be used when importing. If this
option is on, the user will not be
prompted to choose an Outlook

folder.
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Export as XML

For export options, choose File | Export Options | XML and select an option.

You can export a Milestones Professional schedule in an XML format. Simply map the
columns in Milestones to selected fields, save those preferences as an XML file, then
open that file in another application which reads XML files. The same basic method
applies to MPX exporting.

Choose which Milestones columns to export to XML:
1. Choose File | Export Options | XML | XML Column Mapping.

2. Onthe XML Export Preferences dialog box, choose <NAME> next to the
column heading for the project activities.

e This is the only required field to export. Other critical data is exported by
default (e.g. start and duration values for each activity).

3. Choose other fields next to any other Milestones columns you wish to export.
Export the selected data to an XML file:
1. Choose File | Export Options | XML | Export Schedule to XML File.

2. Enter a File name and Save.

MS Outlook Export

Tasks can also be exported from Milestones to Outlook by choosing File | Export
Options | Outlook. Then, select an existing task folder in Outlook, or create a new
folder for tasks to be created in.

Direct to MS Project Export

Export your Milestones tasks to Microsoft Project with one easy step. Choose File |
Export Options | Project.

Other Export and Import Formats

Milestones Professional continues to support all the proprietary CSV based import
and export formats. The primary proprietary format is the “Expanded 20 Column”
format. This format gives you complete access, via a CSV file, to most task row and
symbol properties.

When Milestones is started from a command line or by another application, it is
possible to pass it a CSV file, and other information needed, via the command line.
This is an alternate method of controlling Milestones via another application. For
example, you could have an Access application create a CSV file in a format that
Milestones can read, then start Milestones and have it automatically read and format
the file for display.
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Copy all Pages to PowerPoint

In addition to copying and pasting single metafiles of schedule pages, it is possible to
copy all pages to a PowerPoint presentation with one click.

Choose Edit | Copy Schedule | Copy all Pages to PowerPoint, and Milestones will
open Microsoft PowerPoint and paste a metafile of each schedule page into its own
slide. PowerPoint 2000 or later must be installed.

Paste Text and Numbers into Single Columns or Cells

Instead of copying multiple columns of information from another application and
using Custom Import to map those columns to Milestones (see the beginning of this
chapter), you can copy and paste single columns or cells of data into Milestones
columns.

Copy and paste text into column cells

If you have a column of cells or a single cell in another application, such as Excel,
you can easily paste that data into any Milestones

schedule column. Ed Microsoft Excel -... [ l=] E3
1. In the other application, highlight and copy File Edit Wiew Insert
the column of text, as shown to the right. Format Tools Data ‘Window
2. In Milestones, select the column that will Help =2l x|
receive the text, as shown below. A B |§
1 |ABC
Task Start 2 |DEF
3 |GHI
r) | ]
5
entire column. Hl‘lbl”hﬁh‘ffl*l

3. Choose Edit | Paste.

The results are shown to the right.

Any text already existing in the column will be over-
written with the pasted text.

Working with Other Applications 11-9



Copy and paste text into column cells below existing text

If you have a column of cells or a single cell in T
another application, such as Excel, you can easily Ed Microsoft Excel... II[] E3
paste that data into any Milestones schedule B Eile Edit View Insert
column. Format Tools Data Window
1. Inthe other application, highlight and copy Help =121 x|
the column of text, as shown to the right. A B =
1 |Task 3
2. In Milestones, click the M tool in the 7 |Task 4
toolbox. 3 |Task 5
3. Click once in the cell below the existing 4 -
text—pause—then click again to highlight l4[4]» M She | <]
just that cell, as shown below.
Task
Task1
Task 2
Task 3
Task 4
4. Choose Selection | Cell Text Settings | Taskd

Paste.

The results are shown to the right.

Copy and paste text into a single column cell

You can also paste copied cells into a single column cell in Milestones.
1. Inthe other application, highlight and copy the

column of text (or single text entry).
Task
2. In Milestones, click the text tool l in the
toolbox. ABC
3. Click once in the cell in which the text should gllill:

appear.
4. Choose Selection | Cell Text Settings | Paste.
The results are shown to the right.
Any text already existing in the column will NOT be over-
written with the pasted text.
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Copy and paste numbers into a ValueSet

You can paste numbers from the clipboard into a Type
1 or Type 2 ValueSet.

See Chapter 14 to set up these ValueSets. i Microsoft Exc... [Si[s] E3
File Edit ‘iew Insert
Formak Tools Data

1. Inthe other application, highlight and copy the _ 8| x
column of values, as shown to the right. tifindow _Help ;I—I:I

_ A | B 7
2. Inthe Type 1 or Type 2 ValueSet's Edit Budget
Values dialog box, click the Import Values

. ) 3000
from Clipboard button, as shown below: 5000

1
2z
3

Edit Values 3 4 4000
Enter or update values for each of the time periods. Values are always displayed to the 5
5

immediate left of each date on the schedule. "

From: Ta: Walue: H | 4 | ’ |H [\‘-.Sht I 1 I %ﬂ‘r‘

T [Tha [171/04 [5at  [1/31/04 3000.00 ~

2 [fun  [21/08 [fun [2/29/04 5000.00

3 Mon [3/1/04 fofed  [3/31/08 4000.00

4 [Thu  [a71/04 [Fi — J4/30/04 1500.00 s

5 [at [5/1/04 [Mon — [E/31/08 0.00 The ability to copy the

§ |Tue |6/1/08 fwed  |6/30/04 0.0 numbers to and from the
7 [Thu 7108 [fat  [7/31/04 0.00 clipboard can be a great
8 [5un [e/1/04 [z [p/31/04 0.00 time-saver and reduces

3 fwed [3/1/04 [Thu  [5/30/04 0.00

10 Fi  [0A/04  [sun 10731704 |00 2 errors.

Shift Dates () Forward () Backward |1 Manthis)

[ Copy W aluez and Dates to Clipboard

[ Copy Yalues to Clipboard Ok ]

[ Import % alues from Clipboard Cancel ]

Copy and paste column text and numbers into other columns

You can copy an entire Milestones column to the clipboard by first selecting the entire
column and then selecting Selection | Column Type and Format | More Column
Options | Copy Column Text.

Once your column of text is on the clipboard, you can paste it into a spreadsheet,
another Milestones column, or any program that allows columns to be pasted in from
the clipboard.

Working with Other Applications 11-11



Paste Text and Values into Multiple Columns and Rows

As described earlier in this chapter, the Custom Import feature uses “column mapping”
to populate the Milestones schedule. Here, you can paste cells from a spreadsheet
directly into the Milestones column cells, across many rows.

1. Inthe other application, highlight and copy the cells, as shown below.

FA Microsoft Excel - PasteExcel2.x1ls

File Edit Yiew Insert Format Tools Data Mindow Help

=181 x|
A | B | ¢ | D Ij
1 | Proj Mngr Project = Budget Costs
z Elder Project 1 30,000 %25 000
3 Butler Project 2 $e0,000 45 000
4 | Wagenman  Project 3 e85 000 §70,000
]

b

Bailey Project 4 F47 000§k 500
Boyd Project 5 $55.000  $56 000
Hn

144 [» [p1]Sheet1 4|

2. In a Milestones schedule that is prepared to accept this specific data (i.e. the

columns match the information in the spreadsheet), click the M tool in the
toolbox.

3. Click once in the cell that will “anchor” the pasted information—pause—then
click again to highlight just that cell, as shown below. This cell is where the
pasting of information will begin.

Project Project 2007 Budget | Costs
Manager Jan |Feb |Mar |ﬁ-pr |Maz.r
3 ey F0 b 1n]
= hin] F0
= hiln] F0
S HO F0

In this example, the Excel spreadsheet has 4 cells horizontally and 5 cells vertically.
These cells will paste into Milestones using that same pattern—4 cells across and 5
rows down.
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4. In Milestones, choose Selection | Cell Text Settings | Paste.

The results for this example are below:

Project Project 2007 Budget | Costs
Manager Jan ‘Feb‘ Mar‘Apr ‘May
Elder Project 1 i $30,000| $25,00
Butler Project 2 (i $50,000| $48,00
Wagenman  |Project 3 [—] $65,000 $70,00
Bailey Project 4 [ —] $47,000( $46,50
Boyd Project 5 /iy | $55,000| $56,00

You can also paste cells below existing column cells in Milestones.

Link an d Em b ed iaf Document1 - Microsoft Word H=l &3
Schedules |n Othel’ JEiIe Edit Wiew Insert Format Tools Table Window Help

. . A . oaee bt ab — || =
Applications |7 Bemd s @ —[==|=.

Because Milestones Professional
is an Object Linking and Projest Propossl
Embedding server, it is possible to
paste entire schedules into other
OLE compliant applications, such
as the MS Office applications.

Once embedded or linked, you
can launch the schedule from that
application, by double-clicking the
schedule.

Choose Allow In-Place
Activation to edit the schedule
from within the application in
which the schedule resides. This
settings is under Tools | Program
Options | Files/Automation.

This feature is not compatible with
the sidebar. | Page 1 Sec 1 i1 |ac 95" Ln2s o g
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Embed a schedule in another document

An embedded schedule becomes a part of the document in which it is embedded. The
embedded schedule is not linked to the original source schedule—meaning a change
in the source schedule does not equate to a change in the embedded schedule.

1. In Milestones, choose Edit | Copy Schedule | Copy Schedule to Clipboard
(OLE).

2. Inyour other Windows document (Word, Excel, or any other OLE application),
click Edit | Paste Special. The document’s Paste Special dialog box
appears.

3. Choose @ Paste and Milestones Professional Schedule Object and then
click OK.

4. Close the Milestones schedule used in Step 1, and then double-click on the
embedded schedule.

e If you had Allow In-Place Activation checked, then the schedule can be
edited within the document. Otherwise, the schedule opens in Milestones.

e If you make changes to the embedded schedule, then those changes
will be retained in the embedded schedule (not the source file) when the
schedule is closed.

Link a schedule into another document

When a Milestones schedule is inserted into a document as a “linked object,” a
connection is maintained between the source schedule and the inserted schedule—
meaning a change in the source schedule equates to a change in the schedule that
was inserted in the document.

1. Inyour Windows document (Word, Excel, or any other OLE application), click
Insert | Object.

2. Under the Create New tab, scroll down the Object type list, and choose
Milestones Professional Schedule.

3. Under the Create from File tab, click the Browse button.

4. Locate the schedule, click once on it, and then click the Insert button.
5. I Link to file and then OK. [Go to Step 9.]

_Or_

6. In Milestones, choose Edit | Copy Schedule | Copy Schedule to Clipboard
(OLE).

7. Inyour other Windows document (Word, Excel, or any other OLE application),
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click Edit | Paste Special. The document’s Paste Special dialog box
appears.

Choose @ Paste Link and Milestones Professional Schedule Object and
then click OK.

Double-click on the linked schedule.

e The schedule will open within Milestones—unless you have Allow In-
Place Activation checked, under Tools | Program Options | Files and
Automation, then the schedule can be edited within the document.

e Changes to the source schedule will appear in the linked schedule.

Is linking or embedding the best approach?

Use linking if you want to automatically update the linked schedule in the destination
document when the schedule is updated. Linking is the best approach if you

need to maintain the schedule separately from the document you are including

it in. Remember, however, that if you move a document containing links to other
objects from your computer to another computer, you will need to re-link any linked
documents.

Embedding is a better choice if you want to keep your document portable.

If different pages of the schedule need to be displayed in another document, then use
neither linking nor embedding—instead paste each schedule page as a picture, as
described in the following section.

Paste a Picture of the Schedule into another Application

When you only need a static image of the schedule, generate a metafile (enhanced
picture) of the schedule and paste it into another application.

Compared to linking/embedding, metafiles take up less space in the other
application’s file, since just the picture is pasted and not the entire Milestones file.

Further, linking and embedding do not support including different Milestones schedule
pages in the other application.

1.

o o M 0w N

Open Milestones and the application in which the metafiles will be pasted.
In Milestones, choose Edit | Copy Schedule | Copy Metafile to Clipboard.
Click OK when the Metafile is on the Clipboard message appears.

In the other application (Word, Excel, etc.), choose Edit | Paste Special.
Choose Picture (Enhanced Metafile), and then OK.

Resize the schedule graphic by clicking and dragging the image’s corners and
edges.

Repeat for other schedule pages in Milestones.
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Automation

The automation interface, built into Milestones Professional, lets you use programs
written in Visual Basic, or any other language that supports automation, to interchange
data programmatically between Milestones Professional and other automation
capable applications, such as Microsoft Project, Access, Excel, and more.

The automation-based MS Project feature was done using Visual Basic. The use of
automation-based interfaces enables the interface to be much more dynamic and
flexible than a file-based interface such as CSV or MPX. For example, the following
Visual Basic program would start Milestones, add some symbols, save the schedule,
and then exit:

Public Sub Examplel()
Set objMilestones = CreateObject(“Milestones”™)
With objMilestones
“Start Milestones
-Activate
“Set Schedule start and end dates
.SetStartDate “3/1/2005”
.SetEndDate “6/30/2005
“Add task 1 (single milestone)
-PutCell 1, 1, “Task 1”
-AddSymbol 1, “4/14/2005”, 2
“Add task 2 (by adding two symbols)
-PutCell 2, 1, “Task 2”
“first symbol is connected to second on this task
-AddSymbol 2, “4/20/2005”, 2, 1, 2
-AddSymbol 2, “6/15/2005”
“Add task 3
-PutCell 3, 1, “Task 3”
.AddTaskUsingDuration 3, “4/15/05”, 1, 1, 0, 2, 15, “Days”
nFileHandlevariant = 0
nFileHandleVariant -Save
nFileHandleInt = nFileHandleVariant
IT (nFileHandlelnt = 0) Then
MsgBox “File Save Failed”

End IFf
-Refresh
End With
Exit Sub
End Sub

Complete documentation of all the methods and properties supported by this
interface, as well as program examples, are given under Help | Help Files |
Automation Help.
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I _ ng t .

One of the key strengths of Milestones Professional is its excellent customization
and presentation capability. Virtually every aspect of your schedule, from background
colors, shading patterns, special fading effects, symbol and bar colors, to chart size
can be customized.

Apply features such as templates, expand/collapse, and color themes, to quickly
change the look and the view of the schedule.

In a single Milestones schedule, you can track the details of multiple projects, then
present a high-level, presentation-ready view for company executives.

In the schedules below, both the expanded and summary view are displayed:

Contract Review
Earned Value Report
% Budget Project / 2006 Budget ACWP BCWP . .
Complete Status Phase January February March e fEaSIlthWItCh
15,000.00| rom the
(P oeos%s| @ |ALLPROJECTS D—L‘rﬁ $15,675| $8,520| $9,157
summary
Qeo1%l Q Project 1 A $1,350|  $900| $1,009 level...
$12,000.00|
0 81.1% o Project 2 D:£|:‘> $1,250 $300 $916
Wa10%| Q@ Project 3 5:7:959”00'00 $1.775| $1850|  $726
D71% Q Project 4 D:”/{é[:b $1,350 $895|  $960
" $6,000.00
| Contract Review
(D 525% @ | Proecl  Earned Value Report $2,100| $1,000| $1,084
. % Budget Project / 2006
G 40.6% o Projec Complete Status Phase January February March Budget  ACWP  BCWP
15,000.00|
D% Q@ Projec|(D) 60.8% | () |ALLPROJECTS D—L‘fﬁ $15,675| $8,520| $9,157
BCWP
Budget O 89.1% o Project 1 D::?é $1,350 $900| $1,009
ACWP $12,000.00|
@oo%| Q R&D /— $300|  $200|  $300
@ooo%| Q Test H 9000001 g400|  g350|  $400
\ ¥
D773%| Q Production $400|  $350|  $309
$6,000.00)
\
0.0% Delivery A $250 $0 $0
...to the O o //
detailed view. D% Q@ Project 2 D—/LID“OOO'OO $1,250|  $300|  $916
00.0% R&D L $725|  $200|  $725
.1 o j $0.00)
BCWP
Budget <& Program Review ¥ Sstatus
ACWP == summary /ve—\ ppase
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Charts and Templates

Templates retain the formatting (the “look” of a chart) while charts preserve schedule
details (such as task names, dates, value entries, etc.) and the schedule format.

You can overlay a blank schedule (a chart) with a template and then fill-in the
schedule data, or overlay an existing chart with a template.

Standard Templates come with the software and can be applied at any time, even
while using the Milestones Professional Setup Wizard, found by clicking File | Files
and Templates: Open and Save Options | New File (Wizard).

Personal Templates are user-created, saved, and then applied to charts.

When saving a file as a Personal Template or Standard Template, these elements of
the schedule are saved with the template:

e The schedule layout - chart e Default text styles
size, margins, column widths, e  Dependency mode settin
legend height, rows per page P y 9

e Background color, frame and * Embedded graphics

shadow e Gridline settings

e Calendar icons in date e Legend entries and legend
SmartColumns format

e Chart title text format and e Month and weekday name
background format (but not the overrides

chart title text) e  Multi-Column Sort names which

e Column headings and were saved

SmartColumn settings e Override Symbol Date and Text

e Column Text Containing filters Display options

which were saved e Page number display

e Current date line and text

display e Status line display toggle and

properties

° DataGr_aph and ValueSet «  Symbol date format

formatting

e Toolbox settings, including the
size of the toolbox, and the

symbols and connectors used

e Date headings and all timescale
settings

*  Date sensitvity options e View modes: Gantt, Calendar,

e Default symbol size Duration, Percent Complete
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When saving a file as a Personal Template or Standard Template, these elements of
the schedule are NOT saved with the template:

e Bars and lines in the e Number and currency formats

DataGraph e Schedule title

*  Bookmarks e Sidebar and toolbar shortcut

e Freeform text button list (this is a global setting

e Graphics files that are not applied to all schedules)

embedded e Symbols and bars on the

e Hidden menu items (this is a schedule
global setting applied to all e Task names on the schedule and
schedules) any text entered into columns

e Lines, circles or boxes drawn e \Values in the ValueSets

with the drawing tools

Format a blank schedule with a selected template

Click D New File (Blank) to open a blank schedule. Choose File | Files and
Templates: Open and Save Options | Open a File (use the scroll down arrow) |
Personal Template or Standard Template. Click on the file name of the template you
want and then click Open (an .MTP file).

_— — 2005 % New, blank schedule
Jan |Feb| Mar| Apr| May|Jun| Jul | Aug|Sep| Oct|Nov| Dec | st
New schedule after
template application
Project Funding 2005 Budget (Costs Remainin
Name SICIOEN jan | Feb | Mar | Apr | May | Jun | Jul | Aug [RalUCATUSNRONSEI N ETIT B
O $0.00 $0.00 $0.00
A—/Planned S 8
Budget $10,000.00
Under Budget
C-ut:lodiﬁ $7,500.00| § No funds remain
Over Budget
Remaining Funds $5,000.00 > e
$2,500.00 3 Update Due
Final Report
$0.00)
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Format an existing schedule with a selected template

Open an existing schedule. Then open a template that instantly formats the schedule!

The columns in the existing schedule should match the column arrangement and
column types in the template, as shown in the example below. Exception: The
template can have extra columns positioned at the far right or left, as shown by the
“Remaining Funds” column in the template below.

The template’s symbols replace those of the original schedule, according to their
positions in the toolbox.

Project Status Report

<+—— Existing chart

TASK Status 2005 Budget Costs
JIFIm|la|m|y A|ls|o]|N d
: looking H an
Project A e 12,000.00 |4,000.00
Project B budgat [ty 11,000.00 |11,500.00 Template
. under
Project C budget L] 15,000.00 |2,000.00
Project D brdony Va4 10,000.00 |7,000.00
Project Funding 2005 Budget Costs Remainin
Project E gngg;‘ Name EIETON (an | Feb | Mar | Apr | May | Jun | Jul | Aug ASNGIAUIRCIPEI GRS
O $0.00 50.00 $0.00
Project F on budget O
. over O
Project G budget by O
Project H on budget 8
. close to
Project | on budget 8
. under
Project J budget O
Project Funding 2005 Budget Costs Remainin
Name Status s P P S P R T e[ Amount  to Date  Funds 8 S b
. Over Budget
Project A Q As 3y $12,000]  $4,000|  $8,000 e e
1 g Update Due
Project B Q A Y $11,000|  $11,500 (8500) Final Report
Project C Q I v $15000|  $2,000(  $13,000
Project D Q V4 $10,000|  $7,000|  $3,000
Project E Q A $7,000]  $6,000  $1,000
Project F O A 5y $6,000]  $6,000 $0
Project G Q s $5,500|  $6,000 (8500)
Project H O A v $10,000|  $10,000 $0 Chart after
Project | Q [\ $12,000|  $11,999 s1| +——— template is
Project J Q A v $8,000]  $7,000/  $1,000 app”ed
Budget $100,000.00|
Costs to date $80,000.00 Q under Budget
[ - T i e No funds remain
Remaining Funds $60,000.00 ol | i Over Budget
M W 540,000.00 Proposal Due
I TN B Update Due
$20,000.00 L u|l HI Hi Final Report
$0.00 ATl
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To format an existing schedule (chart) with a template:

1.
2.

4,

Open your schedule if it is not already open.

Choose File | Files and Templates: Open and Save Options | Open a File
(use the scroll down arrow) | Personal Template or Standard Template.

Locate the template (MTP file) that you want.

Click on the file name, and then click Open.

Setup Wizard templates

When starting a new schedule using the Milestones Setup Wizard, choose from
dozens of ready-to-go schedule templates.

1.

4
5.
6

7.

Choose File | Files and Templates: Open and Save Options | New File
(Wizard).

& select Predesigned Template

Under Template Category, choose a category—each has its own set of
templates.

Under Templates in current template folder, select a template.
Choose Next, then enter a schedule title.

Choose Next, then select a schedule start date.

Click Finish.

Most templates have basic instructions on how to use the schedule. These
instructions are in a freeform text box that can be deleted by clicking on the box once
with the arrow tool and pressing the Delete button on your keyboard.

Templates are categorized by industry and common usage. Here is a sampling of
those categories—

Baseline Schedules e Aerospace & Defense
Basic Gantt e Architecture & Construction
Budget Tracking e Business & Finance
Earned Value e Education & Training
Events Tracking e Engineering

Project Presentations e Government

Resources e Manufacturing & Production
Stoplights e Sales & Marketing

Track Status e Technology
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Create and save a template

Open a blank schedule and format it—see the beginning of this section for schedule
areas whose format is retained by a template.

Or, open an existing schedule that is already formatted to your liking.

1. Chose File | Files and Templates: Open and Save Options | Save As...File
(use the scroll down arrow) | Personal Template.

2. Enter a template name in the field labeled File Name.

3. If you wish to use this template as the default, choose File | Files and
Templates: Open and Save Options | Save As...File (use the scroll down
arrow) | Standard Template and name the template default.mtp.

4. Click Save.

If the template was saved as default.mtp, when you click New File (Blank) J , the
new default template will appear.

Patterns and Gradient Fills

Patterns

In addition to the many symbol and bar shapes, you can also fill the symbols and bars
with a wide variety of
colors and patterns.

This sample shows
some of the patterns
for horizontal bars and
curtains:

Marbled fill patterns
are full-colored
bitmaps which will
ignore any color fill
settings.

Use of marbled fill

patterns increases the

size of printer files and metafiles, especially on high-resolution printers. Thus, printing
time may be increased.
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Gradient fills

Gradient fills allow you to fade the background or fill color from one color to a “target”
color, in many directions (to top, bottom, center, and more). These “special effects”
can be chosen for many parts of your schedule, including horizontal bars, date
headings, column headings, task shading, legends, DataGraphs, individual cells, and
more, as shown below:

All Projects

Project A .-fb
Project B Cb-

Project C

AV planned < w5 mmary

3 Status
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Task Shading, Gridlines, Text and Summary Formatting

Milestones offers many task row shading, gridline, text and summary bar formatting
options, including:

e Default shading and gridline settings for all/odd/even task rows
e Override individual shading and gridline settings for selected task rows

e Override shading, gridline, text and summary bar settings by outline level

Default gridlines and shading for all/odd/even task rows

Any outline level formatting options, as described later in this chapter, will override
these default task shading and gridline selections. Therefore, you should choose to
use either these default settings or outline level settings.

Task row shading

1. Choose Format | Gridlines | Horizontal Gridlines. The following dialog box
appears:

Horizontal Grid and Shading Properties

Select the options to draw lines between the task rows. Select Show Gridlines ko draw lines
between the task raws. Select Shade the Task Row to draw & backgound calar,

cridlines | Sheding

Left Calumns Graphfachedule Area Right Columns

Shade the Task Row Shade the Task Rows Shade the Task Rows
Shade Color Shade Colar Shade Color
|: — —
Effects Target Colar Effects Target Calor Effects Target Calor
= = =
Special Effects Special Effects Special Effects

|Fade b Bokkom v| |Fade to Bottom |

Alternating Pattern Alternating Pattern Alternating Pattern
|N|:|r|e hd | |Nuna hd | |Nune L |

[ reset Gridines and Shades back ta Schedule Defaults

Apply Mew Selections to all Three Sections

2. Click the Shading tab.

3. Under Left Columns, ¥/ Shade the Task Rows to shade task rows to the
left of the schedule area.

o« M Apply New Selections to all Three Sections to quickly format all
three areas of the schedule—Left Columns, Graph/Schedule Area and
Right Columns. Any choice in one section is applied to the other two
sections.
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4. Under Shade Color, click the Change button and select a background color.

5. Under Effects Target Color, click the Change button and select a target
color that the color choice in Step 4 will fade into.

6. To implement the target color, choose a Special Effects fading option.

7. Under Alternating Pattern, choose to shade only Odd Rows or Even Rows.

Horizontal gridlines between task rows
8. Click the Gridlines tab.

Horizontal Grid and Shading Properties

Select the options to draw lines between the task rows. Select Show Gridines ko draw lines
between the task rows, Select Shade the Task Row ta draw a backgound color,

Gridines | shading

Left Columns Graph/schedule Area Right: Colurmns
Show Gridiines Show Gridines Show Gridines
Line Type Lime Type Line Type
| i || | v
Line Colar Line Color Line Colar
- ] ]

[Ireset Gridines and Shades back ta Schedule DeFaulks

[] &pply Mew Selections to all Thres Sections

9. Under Left Columns, ! Show Gridlines to display gridlines between tasks.

o M Apply New Selections to all Three Sections to quickly format all
three areas of the schedule—Left Columns, Graph/Schedule Area and
Right Columns. Any choice in one section is applied to the other two
sections.

10. Under Line Type, choose a gridline pattern.
11. Under Line Color, click the Change button and choose a gridline color.

12. Click OK to apply the selections.

If you ¥/ Reset Gridline and Shades back to Schedule Defaults, then all settings
will be cleared.
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Gridlines and shading for selected task rows

You can set the gridlines and shading options for specific task rows. Regarding the
gridlines, the settings will apply to the gridline at the bottom of the selected task row.

1. Click the arrow tool M in the toolbox.

2. While holding the Ctrl key, click once on the appropriate task rows (click in
the column area). Use the Shift key to select a range of task rows. This will
activate the Selection menu.

3. Choose Selection | Task Row Settings | More Task Row Options |
Gridline/Shade.

e A message may appear that requires you to turn-off Automatically Apply
Outline Level... before you can set gridline and shading options for
selected tasks. To have the software do this for you, click Yes.

4. Make gridline and shading selections as described in the previous section.

Apply only to visible tasks: Check this option if there are hidden task rows, as found
in a filtered or rolled-up schedule. When using the Shift key to select contiguous task
rows for formatting, non-visible task rows will also be formatted unless this option is
checked.

Outline level settings for gridlines, shading, text, and summary
bars

Each outline level can have its own task row background shading, gridlines, text and
summary bar formatting. Your settings can be automatically applied as you outline
each task row and add new task rows. These settings override any default settings
and individual task row settings.

1. Choose Format | Gridlines | Gridlines, Shading, Font Sizes by Outline
Level.

¥l Apply New Grid/Shade Selections to all Three Sections to quickly
format all three areas of the schedule—Left Columns, Graph/Schedule Area
and Right Columns. Any choice in one section is applied to the other two
sections.

e ¥ Automatically Apply Outline level properties while editing schedule
to have these settings automatically appear as you work with your schedule.

e Remove Overrides for this level: Clears all gridlines, shading, text and
summary bar settings for the selected outline level.

e Remove Overrides for all levels: Clears all gridlines, shading, text, and
summary bar settings for all outline levels.

2. From the drop-down menu |1 vI, choose the Outline Level that you will
be formatting. After making selections for this outline level, choose another
outline level.
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Gridlines tab:

1.

Under Left Columns, click
once on Show Gridlines to
turn-off the default settings.

Click again to ! Show
Gridlines, or leave as Mo
hide gridlines.

Choose a Line Type.

Under Line Color, click
Change and choose a color.

Repeat for Graph/Schedule
Area and Right Columns.

Qutline Level Properties

Outline Level:

Gridines ‘Shad\ng Text | Summary Bars

Select the options below to override the gridline, shading, and text
display options for the various outline levels,

Left Columns GraphySchedule Area

Show Gridlines
Task line override

Show Gridlines
Task line ovetride

Right Columns

Shaw Gridines
Task line override

] (B o)

ackive. ackive. active.

Line Type Line Type Line Type

| ]| | || | ]
Line: Colar Line Colar Line Calor

[ =n

[ Remave Overrides For this level ] [

Remove Overrides for all levels ]

App\y Mew Gridfshade Selections to all Three Sections

Shading tab:

1. Under Left Columns, click
once on Shade the Task
Lines to turn-off the default
settings.

2. Click again to ¥/ Shade the
Task Rows, or leave as (i

3. Under Shade Color, click
Change and choose a color.

4. Under Effects Target Color,
click Change and choose a
color that the Shade Color will
fade into.

5. Under Special Effects, choose

a fade setting for the two
colors.

6. Repeat for Graph/Schedule
Area and Right Columns.

[] automatically Apply Cutline level properties while editing scheduls

Cancel

Gridline settings apply to the task row’s lower

gridline border.

Outline Level Properties

Cutline Level:

aridines | Shading | Text

display options for the warious outline levels,

Surmmary Bars

Select the options below to override the aridiine, shading, and text

Left Colurmns
Shade the Task Rows
Task line override

GraphyScheduls Area
Shade the Task Rows
Task line override

Shade Color
.
Effects Target Colar

e [ew)

Special Effects Special Effects

Shade Color

= @)

Effects Target Color

Right Columns

Shads the Task Rows
Task line override

active, active, ackive,

Shade Color

= o)

Effects Target Color
—

Special Effects

\ 3 | | 4

|

I Remove Overrides For this level ] I

Remove Overrides for all levels ]

[#] pply New GridjShade Selections ko all Three Sections
[[] automatically Apply Cutline level properties while editing scheduls
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Text tab:

1. Choose a Text Color for the text [REILEIEEEETTEE X

in the columns (not the schedule
area).

2. Under Bold/Italic and
Underline, click once on Bold,
Italic, and/or Underline to turn-
off the default settings.

3. Click again on any of these to ¥/
Bold, Italic, and/or Underline,
or leave as [,

4. Note thatif Bold is ¥ or ],
then Italics must have the same
setting or be set to [¥ Using
schedule default. For example,
you cannot set Bold to ¥l and
ltalics to [ .

5. Choose a Text Size.

Summary Bars tab:

1. Under Summary Bar
Overrides, choose a summary
bar Start Symbol, Bar and End
Symbol for this outline level.

2. Set baseline summary
symbology under Baseline
Summary Bar Overrides. This
does not change the selected
symbols to Baseline in the
toolbox.

3. Click Clear the symbol and
bar overrides for this level to
clear only the settings under the
Summary Bars tab.

Cutline Lewvel: Select the options below to override the gridiine, shading, and text
display options Far the various outline levels,

Gridines | Shading | Text ‘Summary Bars

Texk Color
:l [ hange. .. ] [ Feeset ta Default For Description Text
BoldjItalic Hilighting Undetline
[+]Bold [=] 1talic [E]underline
Task line override Using schedule Using schedule
active. default, default,

IF vou set bald or italic you must specify both,
Text Size

Point Size
w

Use Default Font Size

l Remove Overrides For this level ] l Remove Overrides for all levels ]

[ apply Mew GridjShade Selections ko all Three Sections
Automatically Apply Outline level properties while editing schedule

Qutline Level Properties

Qutline Level: Select the options below to override the gridiine, shading, and text
display options for the various outline levels,

Gridlines || Shading | Text | Summary Bars

Summary Bar Cverrides

Start Symbol Biar End Symbol

[ 4« @ [ [ > @&
Baseling Summary Bar Overrides

Start Symbol Biar End Symbol

| 3 v | — . v

[ Clear the symbol and bar overrides For this level ]

Remove Overrides for all levels ]

[ Remave Ovetrides For this level ] [

[+] apply Mew Gridjshade Selections ko all Three Sections
[[] automatically apply Outling level properties while editing schedule

The outline level summary bar settings
override the default summary bar settings
(Layout | Other | Summary Bar Settings
and Baseline Settings).
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Column and Column Heading Shading and Text

Set the shading and text properties for the columns and column headings.

Each time a subsequent column heading is accessed, Milestones will display the most
recent column heading tab used.

Column text and shading

Change the default setting for text and values displayed in all columns (not column
heading text) under Format | Default Text | Column Text.

Here is how to override the default column text setting for an individual column:

1.

Click once on the column heading whose column properties you wish to
change. This should activate the Selection menu. Choose Selection |
Current Object: Column Heading | Switch to Column.

In Selection | Column Background, choose the Background Color and
Background Target Color by clicking the box as depicted below.

Badkground

Calar: “Jﬁeget

Change the Background Color Special Effects for the color fading from the
Background Color to the Background Target Color.

In Selection | Column Type and Format, make selections for Text Style,
Alignment, and Text Size to override the defaults.

values,., v”EF‘rnpertieg...

Text Style: Text Size: Decimal Places: -
Calumn

Alignment: Set Text Colorn: Indent per Outline Lewel: Options

e [ | oo @] e

SJE S et | vore | 000 (@) Tsent

Column Type and Format

Under Indenting per Outline Level, enter a value in inches to indent the text
by outline level.

Under Decimal Places, choose the number of decimals that will display for
numbers in a SmartColumn.

| Currency to add a currency sign to values in the column.

e The currency symbol is controlled under Format | International |
International, Number, and Currency Settings. See Chapter 14 for
more about displaying numbers.
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Column text color override for individual column cell

Text in column cells can be formatted for a specified color, on a line-by-line basis, for
the first five lines in the cell.

1. Click the arrow tool M in the toolbox.

Project
Name

2. Click once on the column cell. This should
activate the Selection menu. Choose
Selection | Current Object: Task Row |
Switch to Selected Cell.

January

Aerospace Project
Phase 3
Team ABC

3. Choose Selection | Cell Text Settings | Set PM: J. Ferguson
Line by Line Text Color Overrides.

4. For each of the first five lines of text in the column cell, choose an override
color.

5. Choose OK to return to the schedule.

Column heading text and shading

1. Click once on the column heading whose properties you wish to change. This
should activate the Selection menu.
In Selection | Column Heading Text, enter up to two lines of text.

4. In Selection | Column Heading Text Display Settings, make selections for
Text Style, Horizontal Alignment, and Vertial Alignment.

|.ﬁ.rial V||48 V| T et I:-:-I-:-r:lil Background “Reset
Colar 4

Horizontal Wertical
Text Style:  Alignment: Alignment: Text Attributes: | Badiground Color Special Effects:

BIU @% EEEI |I"-.I|:|ne V| |N|:|ne V|

Background
ilﬁpph,r Changesto all column headings Targgt Color: I:I GRESEt

Column Heading Text Display Settings

Choose a Text Color.
Select a Size for the column heading text.
Next to Background Color, click the box to change the color.

Next to Background Target Color, click the box to change the color.

© ® N o o

If you choose one of the Background Color Special Effects for fading, the
Background Color selection fades into the Background Target Color.

10. ¥ Apply Changes to all column headings to apply the format settings to all
other column headings.
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Vertical Gridlines

Vertical gridlines are aligned along time boundaries (years, fiscal years, quarters,
months, weeks, days, hours, minutes, and custom headings) and extend from the
date heading to the bottom of the schedule.

1. Choose Format | Gridlines | Vertical Gridlines.

2. Check the gridline boundaries to display.

Choose a Frequency. For example, Monthly and a Frequency of 2 display a
vertical gridline between every two months.

4. Choose a Line Type and a Line Color.

5. Extend Vertical Gridlines into DataGraph Area to display the gridline
settings in the DataGraph area.

Vertical Shading—Curtains

Curtains are a way of highlighting a date range with a background color or a pattern. A
single pattern can be repeated at a chosen interval. Each schedule can have multiple
curtains with varying colors and patterns.

Add, edit or delete curtains

1. Choose Format |
Vertical Shading |
Curtains (Shade by
Date Range) to view
the Curtain Setup
dialog box, listing any
existing curtains.

2. Select an existing
curtain to Edit or
Delete it.

3. Click the Add button to
add a curtain.

Curtain Setup

Curtains are used to provide a background far the indicated date ranges.

They are drawn behind all other schedule items.

Repeat: 1 Months every 2 Months i 5
v

Show Curkains

[ show Curtains over Horizontal Gridines
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The Curtain Add or Edit dialog box appears:

Under Curtain Date Range or

Recurring Pattern, there are
several options:

Date Range allows you to
specify the time span that the
curtain covers.

Repeat a Curtain of allows
you to choose a time interval
for the curtain to appear and
reappear within a date range.

Use above date range...
allows you to apply the
Repeat a Curtain of
selection within the Date
Range dates, instead of the
schedule’s start and end
dates.

1. @ Date Range.

Curtain Add or Edit Zx

Set the Properties of the Curtain and then press OK. Press Cancel ba return ba the Curtain Setup
dialog to ignore any changes.

Curkain Date Range af Recurting Pattern

ODate Range | | | |

() Repeat a Curtain of | 1 = | ‘MDI‘IH‘IS v| Every | 2 = | Months

2] = e

[[JUse above date range as startstap For this curkain {instead of schedule startfend)

Curkain Colors Curkain Fill Fattermn

Pattern Color

o v
Ry 4
Background Color Special Effects
Solid color
e e R
[“1Fade to Background colar
Show Border on Sides of Curtain -m

For the curtain to appear across a specified date range:

2. Enter a Start Date and Time and an End Date and Time; or click the
calendar icon to choose dates.

3. Choose a Pattern Color, Background Color, Curtain Fill Pattern, and

Special Effects.

e Marbled fill patterns ignore the color selections and special effects. Use of
these fill patterns increases the size of printer files and metafiles.

e |If the first pattern is selected in the Curtain Fill Pattern drop-down list,
optionally choose a Special Effects fade setting. The Pattern Color will
fade to white, unless Fade to Background Color is checked, in which
case the Pattern Color fades to the Background Color.

4. Click OK, and then Done.
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For the curtain to repeat within a specified date range:
1. @ Date Range.

2. Enter a Start Date and Time and an End Date and Time; or click the
calendar icon to choose dates.

3. @ Repeat a Curtain of, and make selections for duration and interval.

In this example, a curtain will appear across one month, every two months
(effectively, every other month will be shaded).

{(*) Repeat a Curtain of | 1 - | |M|:unth5 V| Ewery Monkhs '

4. ¥l Use above date range... to repeat the curtain within the date range as set
in Step 1 and 2.

5. Choose a Pattern Color, Background Color, Curtain Fill Pattern, and
Special Effects.

6. Click OK, and then Done.

For the curtain to repeat within the schedule’s start and end dates:
1. @ Repeat a Curtain of, and make selections for duration and interval.

In this example, the duration is 1 week and the interval is every 4 weeks.

(%) Repeat a Curtain of | 1 $| |'-.-'-.-'eeks V| Every n Weeks

2. Choose a Pattern Color, Background Color, Curtain Fill Pattern, and
Special Effects.

3. Click OK, and then Done.

To display the curtains over horizontal gridlines, check Show Curtains over
Horizontal Gridlines.
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Shift curtains

When shifting schedule dates under Dates | Date Range Tools | Shift all task dates,
there is a Shift Curtain Dates by the same amount option.

Curtains example

In this example, the curtain is set to display over two days, beginning every 15 days.

A Date Range is not set, so the schedule’s start date (1/1/2006) and end date
(6/30/2006) are used.

Repeat a Curtain of 2 Days Every 15 Days is used.

2006
Task
] Jan Feb Mar Apr May Jun
Research Gl
Development >
Manufacture >
Prototype >
(3) Repeat a Curtain of | 2 - | |Days v| Ewery | 15 = | Days
Delivery I:I l:l
[[]use above date range as start/stop for this curtain (instead of schedule start/end)

Curtain Colors Curtain Fill Pattern

Pattern Color

I | [Change..‘ ] [Reset ]

RN v

Sample

Background Color Special Effects

| 8 9 B a—

[[]Fade to Background colar
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Color Themes

Color themes set predefined background shading for most areas of the schedule
-- task rows, chart title, date headings, columns, column headings, schedule
background, legend, DataGraphs and toolbox symbol and connector colors.

Choose from more than 85 color themes or create your own, then apply the theme to
a new or existing schedule for instant color formatting.

Color themes do not override column cell by cell settings. To reset all individual
overrides made to column cell text color and size back to the schedule defaults,
select an entire column, right-click and choose Reset all Row and Cell Font/Color
Overrides for all Columns.

The program will remember the last color theme category used.

Create a color theme

Color themes which you save are listed in the Format | Color Themes drop down
categories of Personal Themes and All Themes.

1. Format your schedule’s background shading for task rows, chart title, date
headings, columns, column headings, legend, DataGraphs and toolbox
symbol and bar colors. You may choose to create either outline level shading,
gridline, and text formatting; or create default horizontal task row shading and
gridline formatting.

2. After your schedule has the look that you want, choose Format | Color
Themes | Manage Color Themes.

3. Inthe Manage Color Themes dialog box, enter a theme name.

4. Click Save Theme, and then click Close to exit.

Delete a color theme
1. Choose Format | Color Themes | Manage Color Themes.
2. Click on a name from the color theme list.
3. Click Delete Selected Theme.
4. Click Close.
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Apply a color theme

A color theme can be applied to a new or existing Milestones schedule.

1.
2.

Choose Format | Color Themes.

Choose a color theme category. The All Themes category lists all available
color themes.

Click on a color theme from the list, and see a preview of the theme as it
applies to your schedule (click Undo Color Theme to return to the original
schedule).

e Use Outline Shading: Applies the color theme shading to all schedule
areas and uses the outline level shading for task shading, which overrides
all other shade settings.

e Use Schedule Shading: Applies the color theme shading to all schedule
areas and uses the default horizontal task row shading for task shading
(either no shading or odd/even row shading), instead of the outline level
shading.

e Do not alter Task Shading: Applies the color theme shading to all
schedule areas, yet retains the schedule’s current outline level shading.

e No Task Row Shading: Applies the color theme shading for all schedule
areas, yet clears all task row shading. The schedule’s background
shading is displayed.

Include Toolbox Colors: Applies the color theme’s toolbox colors to the
existing toolbox.

Leave out Gridlines: Applies the color theme without affecting existing
gridlines.

If your schedule’s task row shading should remain intact while applying the color
theme, use these steps:

1.
2.

Choose Format | Color Themes.

In the drop-down menu, choose Do not alter Task Row Shading to use the
color theme shading for all schedule areas, yet retain the task row shading
that you previously set.

Click on a color theme from the list, and see the preview of the theme as it
applies to your schedule.

Click Undo Color Theme to revert to the original schedule.
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I . Distril | hedul

Milestones Professional schedules can be presented and distributed in a wide variety
of methods and formats:

e Quickly transform a detailed, working schedule to a top-level presentation
schedule using task roll-up (see Chapter 4)

e Print a wall-size schedule for viewing (see Chapter 7).
e Copy and paste a schedule to other Windows applications (see Chapter 11).
e Publish a complete hierarchy of schedules to the Internet or company Intranet.

e E-mail a Milestones schedule to a client or colleague along with the free
Milestones Viewer, which can open and print the schedule without allowing
editing rights.

e Use Presentation Mode to display your schedules in a slide-show format.

e Use Full Screen mode both present and modify the schedule in a working
meeting.

e Save your schedule as a PDF file to share via e-mail or internet distribution.
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Publishing for the Internet/Intranet

Milestones Professional’s built-in Internet Publishing Wizard gives you several HTML
and graphics output options:

e Create a picture of each page of the Milestones Professional schedule.

e Create a single HTML document that contains a picture of each page of the
schedule, a table of schedule data, symbol notes, and more.

e Create a complete hierarchy of HTML documents from hyperlinked schedules.
Symbol hyperlinks become hotspots in the HTML page.

e Create a tiered, interactive picture of the rolled-up schedule. Then click a task
on the HTML page to drill-down for more details. Includes any hyperlinks from
symbols and task rows to URLs and other non-Milestones files.

In this example, the top-level schedule “Milestones Chart” has symbol links to
other Milestones schedules. The

R Internet Publishing - Microsoft Internet Explorer Internet Pu bllShlng Wizard creates
| Fe Edt Vew Favorkes Tods Help Il HTML and graphics of the top-
- — =l| level schedule and all hyperlinked
Milestones Chart: Finish Dates schedules.
o Feb | Mar | A
b Ar | OPY | e B Wert - Pivorte ) Tocke okt
— b Mar | Ao ] v ek Pt T b a
Task 1-1 & Cick for details » Resource Schedule =l
Task 1-2 v = .
Task 1-2 Tasks by Resource Cost
Dec Jan I Feh l Mar
Task 1-4
SUMMEY I 1| $41.73000
Task 1-3 Joe M [ 1| §16.770.00
Task 2 Manage Project Click for repar =——————=| §15 730,00
Task 3 [ T Maet with users b $520.00
C " o1 Dociirment L) 520,00
§24,960,00
||| Pl Bk View Favortes Took el . $520.00
== $1.040.00
Earned Value Report E = $2 500,00
| E 4 $20.200.00
TASK o “ag ‘o | ‘01 |BUDGET | ACTUAL
oo fmfow ] o] m [onfve] o Jm fmfow| o |w|| COST [{ACWP)
£ = e T T

The symbol
hyperlinks become
hotspots in the
Internet browser.
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Graphics Output/Bitmap Options for internet publishing

Some or all of these settings are available in the Internet Publishing Wizard. When
applicable, refer to these suggestions and explanations for making optimal choices.

Create a Bitmap for each page of the schedule: Generates a picture of each
schedule page.

Include a Hyperlink Image Map: Creates a hotspot for each symbol that has a
hyperlink. Up to nine hotspots are supported for any one symbol.

Bitmap Format for the graphics output: JPEG is usually the best choice if the image
will be viewed with a browser. Not all browsers support BMP files. GIF is limited to
only 256 colors, so any included bitmaps or gradient fills will degrade in quality. Most
browsers support PNG (Portable Network Graphics) files; it is not limited to 256
colors; and is a good alternative to GIF. PNG files are about the same size as GIF
files.

JPEG Compression factor: A factor from 10 to 99 (or none). The lower the JPEG
Compression number you select, the smaller the file will be. However, the image
quality will degrade accordingly.

Image Scale ratio: Determines how large the resultant bitmap is. 1.0 is full size
according to the page layout size. 0.5 is 50% of the page layout size.

Graphic File Name Starter: Adds a letter which prefixes all graphics file names, e.g.
G0001.jpg.

Show Roll-up Indicators in Graphics Output: Displays an expand indicator next
to tasks that have sub-task information hidden below them. If you do not check this
feature, you can still click a task to see the sub-tasks.

Create a graphic only of each schedule page

With the Internet Publishing Wizard, create a picture (bitmap) of each page of the
schedule.

1. Choose Connections | Other | Internet Publishing Wizard.

2. Choose Graphic File Only, then Next.

3. Select the Graphic Output Options (see the section above), then Next.
4. Choose Browse to find a folder for the output files, then Next.

5. Click Finish.

To save your schedule as a Metafile (WMF or .EMF), choose File | Export Options |
Graphics | Export Graphics Metafile, then name the file and choose Save.
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Create an HTML file with graphics and optional hyperlinks

With the Internet Publishing Wizard, create a picture of each page of the schedule

and display those graphics in a web page. Optionally, create HTML and graphics

pages for schedules hyperlinked to symbols in that schedule. Those links become

web page hotspots.

1.

Choose Connections | Other | Internet Publishing Wizard.

Internet Publishing Wizard

“r'ou need to indicate whether you want to create an HT ML file, which can alzo include a
graphic of your schedule, or whether pou just want to create a graphic file, such as a JPEG
file. Select the option you want and then press Mest.

Select Output Option

(%) HTHL File: waith optional () Graphic File Orly (3 Tiered Higrarchy [HTHL
araphics with Graphicz]

Create HTHL Files for Hyperlinked schedules from this file and all linked schedules.
[ Create HTML Files for Hyperlink ed schedules fram this file anly.

Cancel

& HTML file with optional graphics.

The two Create HTML Files for Hyperlinked schedules checkboxes enable

you to specify how symbol hyperlinks are handled, as follows:

e If neither box is checked, then no symbol hyperlinks are processed.

e If you check the first box, then all hyperlinks are processed. If any refer
to other Milestones schedules, then those schedules are called up, and
each of those hyperlinks is processed, and so on, until the entire tree of
hyperlinked schedules has been processed. Each schedule results in its

own HTML file, created to hold the images (pages) of the schedule.

e |Ifthe second box is checked, then just the hyperlinks for the current

schedule are processed.

Choose Next.

Click Change to choose an HTML Background Color for the HMTL page,

then Next.

Enter a Title for the HTML page, optional HTML code for the <body> section,

then click Next. For no title, just key an HTML command, such as <br>.
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7.

10.

See Graphics Output/Bitmap Options on page 13-3 for choosing Bitmap
Options.

e Graphic File Name Starter is only used when you are creating an HTML
page and images for just the current schedule. Show Roll-up Indicators
option is ignored.

Internet Publishing Wizard

Pleaze indicate whether or nat you wizh ta include a bitmap of your schedule az part of the
HTML file. If you have a multi-page schedule, each page will be a separate bitmap. Press
Mext to cortinue.

Select the Bitmap Options

Include a bitmap of each page. Include a Hyperlink Image Map
Bitmap Format JPEG Compression  Image Scale Graphic File Mame Starter
[P v| [nere  v]  [to0 | [6G |

[ Show Roll-up Indicatars in Graphics Output

[ Cancel |[ k¢ [ <Back || Newts> || Finish |

Choose Next.

Select from Task Table Options and then Next:

e ¥ Exclude Symbols from the Task Table to not display symbol dates
in the Task Table portion of the HTML file. The Task Table is a table of
schedule data, with one row per task.

e ™ Exclude Task Table from HTML File to not display the entire Task
Table in the HTML file.

e Inthe Task Table, all symbol dates for a row are shown after the column
text entries. For example, if you have Start and End Date SmartColumns,
then you would probably check exclude symbols, since they would just
repeat the dates from the SmartColumns.

Select Additional Options and then Next:

e ¥l Exclude File Name to not display the name of the Milestones file in
the HTML file.

e ¥l Exclude Start and End Date to not display the schedule start and end
date (as set under Format | Dates | Schedule Details) in the HTML file.

e ™ include Symbol Hyperlinks to display a Task Table number next to
the date of a symbol with a hyperlink to the appropriate file or URL. If you
check this option, then you must also include the Task Table and Symbol
dates from the previous dialog box.
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11. Choose Browse to select the file name and location for the HTML and
graphics files. All other HTML files and graphic image files will be placed in
the same folder.

¢ Normally you would want to keep the HTML files and images for any one
publishing session in a folder by themselves.

e When you publish an entire tree of hyperlinked schedules and images,
quite a few files can be produced. All references to files created by the
wizard are relative to the folder that you choose. That is, no referenced
file orimage has a path in front of the filename. This makes it easy to
move the contents of the entire folder to a web server.

e HTML files or images created that are based upon filenames that have
blanks, will have underscores where the blanks were. This is done
because some browsers cannot handle blanks in filenames.

12. Choose Next.

13. Review your selections and press Finish.

When you do, the imaging and HTML process will begin. The Status Bar indicates the
progress.

When the process is
Complete, a Message Box /2§ Hypetlink Hub - Microsoft Internet Explorer
appears asking if you want
to view the output.

J File Edit ‘Wiew Faworites Tools  Help |

J 4mBack -~ = - (& it | Q) Search [ Favorites »
If you press Yes, then your - |
browser is started with the Hyperlink Hub
first HTML page created. 2002
PROJECT
If a symbol on your schedule Aug | Sep | Oct | Nov | Dec
contained a hyperlink, which Hé Design Integration

is now a hotspot in the REV Development

HTML document, position | J}----------------od oo

the cursor over that symbol ctuittici Rockate DE;‘_Q” onStuct

and notice that that cursor %

changes to the finger- | |- S o)
pointer. The browser status Strike System d B

bar shows the location of the .
referenced hyperlink. Nl I _Pl_l
For symbols with multiple |@ file: f/C: [Documents and Setl l_ l_ l_ |@l My Computer 5

hyperlinks, move the cursor
slightly when hovering over the symbol hotspot in the web page and see the different
linked files in the Status Bar.
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Tiered Hierarchy: Web drill-down with optional hyperlinks

Use the Internet Publishing Wizard to create an HTML document containing a
graphic of an outlined schedule. On this picture of the schedule that displays in your
browser, you can click an upper level task to reveal the lower-level details. Include any
hyperlinks from symbols to URLs and other non-Milestones files.

R <ber = - Microsoft Internet Erplores

[| Fle Ede View Fovoies Took Hen -
e ]
Level | TasK
1 Task 1
1 Task 2
1 TESH 3 1 bt Microsolt Internet Explorer
1 Task 4 |
1 Task o S
Outline o
1 Task B - ;
Level XT“"
£ — 1 |Taski —J
2 Task 1-1 W Task 14
2 Task 1-2 7 Tawk 1-2
2 Task 1-3
2 Task 1-4
2 Task 1-5
-
4] ]

1. Choose Connections | Other | Internet Publishing Wizard.

Internet Publishing Wizard

“ou need to indicate whether you want ta create an HTML file, which can also include a
graphic of your schedule, or whether you just want to create a graphic file, such as a JPEG
file. Select the option yau want and then press Mext,

Select Output Option

() HTHL File with optional () Graphic File Drily () Tiered Hisrarchy [HT ML
graphics with Graphics]

Create HTML Files for Heperlinked schedules from thiz file and all inked schedules.

Create HTML Files for Hyperlinked schedules from thiz file anly.

"/{///
s
%

2. ® Tiered Hierarchy (HTML with Graphics), then Next.

3. Click Change to choose an HTML Background Color for the HMTL page,
then Next.

4. Enter a Title for the HTML page, optional HTML code for the <body> section,
then click Next. For no title, just key an HTML command, such as <br>.
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5. See Graphics Output/Bitmap Options on page 13-3 for choosing Bitmap
Options.

e Include a Hyperlink Image Map will create a hotspot for each symbol
that has a hyperlink to a URL or non-Milestones file. Hyperlinks to
Milestones schedules are not processed.

Internet Publishing Wizard

Flease indicate whether or not wou wish to include a bitmap of your schedule as part of the
HTHL file. If pou have a multi-page schedule, each page will be a separate bitmap. Press
Mext to continue.

Select the Bitmap Options

Include & bitmap of each page. Include a Hyperink Image Map
Bitmap Format  JPEG Compression  Image Scale Graphic File Mame Starter
[Png v| [hone  v| o | [aG |

[]5how Roll-up Indicatars in Graphics Output

[ cancel |[ k< [ <Back |[ Nest> ][ Finish |

6. Choose Next.

7. Choose Browse to select the file name and location for the HTML and
graphics files. All other HTML files and graphic image files will be placed in
the same folder.

e |tis highly recommended that you create a folder in which to place these
numerous HTML and graphics files.

e When you publish an entire tree of hyperlinked schedules and images,
quite a few files can be produced. All references to files created by the
wizard are relative to the folder that you choose. That is, no referenced
file or image has a path in front of the filename. This makes it easy to
move the contents of the entire folder to a web server.

e HTML files or images created that are based upon filenames that have
blanks, will have underscores where the blanks were. This is done
because some browsers cannot handle blanks in flenames.

8. Choose Next.
9. Review your selections and press Finish.

The HTML files and graphics files are named for each task’s WBS number. For
example, if you click on Task 3 to see Task 3’s sub-tasks, the HTML file is named
3.1.HTML and the picture of the schedule is 3.1.HTMLO0O1.jpg. The exception is the
main, rolled-up HTML page and graphic, whose names come from the MLB file name.
For example, the Milestones Professional schedule project.MLB would result in the
main HTML page project. HTML containing a schedule graphic project.html001.jpg.
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Free Milestones Viewer

Using the free Milestones Viewer, your clients and co-workers can view Milestones
schedules. The free Viewer shares these features with Milestones Professional:

e Open a Milestones schedule. e Tooltip and hover time control

e Full printing and preview options e Target shared charts, holidays,

e View symbol notes.

e Launch symbol hyperlinks.

e Copy a metafile of the schedule

to the clipboard (then
another application).

e Complete task filtering options

Hyperlink Hu

PROJECT

and symbols folders for better
collaboration.

e Zoom controls

Calendar and Continuous view

paste into modes

e Find and Go To Page options

b

RPV Development

Strike System

Integration

% Zoom to 100%

Desig Hyperlink: bktp: v kidasa, com
ﬁ‘ Hyperlink: mailto: suppart@kidasa, com
Hyperlink: 20064 3chedulel, MLA

S Yieww Mokes

Y -

In the Viewer, schedules cannot be edited, nor can they be saved.

KIDASA is the only company that offers a free Viewer to go along with its project

management software. Anyone

in the world may use the free Viewer even if they do

not have any copies of Milestones Professional.

Right-click a symbol to launch a hyperlink or view the symbol notes. Set folder
locations, tooltip options, color settings, and more under File | Preferences. To
Window-over to another schedule that is open in the Viewer, choose from other files
listed at the bottom of the File menu.
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Presentation Mode

Use the Presentation view mode to present one or a series of separate Milestones
schedules as a “slide show” with a full screen option and schedule manipulation

controls.

Before using Presentation Mode, change your File | Printing | Printing Options |

General setting to Scale to Fit Selected Paper Size. This ensures that the schedule

pages will be scaled to fit the screen.

Present a single schedule

(%) Present the Cunent Schedule

“when this option iz chosen, just the current schedule is shown under Presentation
tode

() Master Schedule List contains Schedules to Present

‘When thiz optian iz chasen, the schedules in the Master Schedule List [see File
menu, Master Schedule... option] of this schedule are presented.

Mote that pou should not check the ‘Automatically Update' option under the File
Menu, Master Schedule... option unless you alzo want the schedules listed to be
merged with this one

[1Use Full Scieen [Use Esc key to terminate]

1. Choose View | Viewing
Options | Page View |
Presentation Mode.

2. Choose Present the
Current Schedule.

3. With the Use Full Screen
option, the Milestones
schedule fills the entire
screen, without any visible
controls.

4.
span all the monitors).

5.

Presentation mode.

e o e

Aerospace Project 4-Year Plan

‘98 99

PROJECTMGMT |

SYSTEM ENGINEERING 1

YREO AMALYRIS <3

MSSION OPS

r NTEG

< TANK ) ASSEMBLE < SPCENG
MECH <> < DESIGH
= AIRBORNE SUPPORT EQUIPMENT
G ELEC
> THERMAL

OUALITY ASSURANCE

GRA  GPC
< SAFETY
<»MEPCTL GSCDES <>
{$&T  TESTSUP &

<> TEST FAG < TESTING

> DATA REDUCTION

< POSTRET REF

LALIICH SYSTEMINTECRATION 1

<3 3 NTEGRATION ANALYSIS Lod] £

H PREFARATION

&
&

SPACECRAFT ENGINEERING ]

Y

¥l Use All Monitors if your computer has multiple monitors (the schedule will

Click Close Presentation or press the Esc key to exit Full Screen and

‘00 "

SYS ENG.
SYSTESTPL

o COMMAND AND CONTROL & POWER

# Finish

I sommery
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Present many schedules

To present multiple schedules, you need to first use the Master Scheduling option to
input a list of schedules. Unlike the true Master Scheduling system, the presentation
schedules’ formatting does not have to be the same.

Click the new schedule icon J .

Choose File | Master/Update | Master Schedule....

¥l Treat the Current Schedule as a Master Schedule.

Click the Add Schedule button, find the schedule, and double-click to add it.

Repeat Step 4 to add more schedules to your presentation list.

o gk~ w bhd o=

Click Move Up or Move Down to rearrange the order of schedule
presentation.

7. Click Delete to remove any schedules from the presentation list.
8. Click OK.
9. Choose View | Viewing Options | Page View | Presentation Mode.

10. Choose Master Schedule List contains Schedules to Present, then OK.

Presentation Mode controls

Manipulate the schedules while in Presentation Mode with these controls. On-screen
buttons are not available with the Full Screen option.

Esc or Close Presentation button: exit Presentation Mode

Left Mouse Button: zoom in

Right Mouse Button: zoom out

Left/Right/Up/Down Arrow keys: scroll to the direction indicated when zoomed in
< Prev button: view previous page

Next > button: view next page

Zoom Reset button: return the zoom to fit-in-window

|<< button: exit Presentation Mode when only presenting one schedule; return to first
schedule when presenting multiple schedules
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Full-Screen Mode

Do you need to make changes to a schedule “live” during a meeting? Full-Screen
mode displays your schedule at the largest size possible by eliminating the toolbar,
status bar and menus. The sidebar and/or toolbox can also be hidden.

1. Choose View | Viewing Options | Page View | Full Screen, or press Ctrl+F.

2. Use the Esc key or Ctrl+F to exit full screen mode.

Save to PDF

The “Save As” option “Save As PDF” enables Milestones
to directly save to a PDF file. Users can create PDF files I8 Edit  Yiew Insert f

from a schedule without needing a PDF printer such as D M M
Adobe PDF®. = épen R
Simply select File | Files and Templates: Open and 3 Open Recent File b
Save Options | Save as PDF and enter a filename; then, [a a -

when the file has been created, click OK to view the new =0se

PDF. Milestones will attempt to launch the file using the E' 2ave ’
default PDF-viewer. B Save As k
The PDF file automatically includes a bookmark section ﬁ_:] [:
made up of any bookmarks in the schedule, and optional

buttons for hyperlinks. Only the first hyperlink on each
symbol or taskline is included.

¥2 Adobe Acrobat Professional - [ Quarterly Budget Status Review | \:||§|E|
Z File k dit View Document Comments Tools Advanced ‘Window Help -8 ®
& ] @b [E] b:\, w‘%- - fv ‘5 ﬁ @ Create POF - A% Comment & Markup ~ g7 Send for Review - B Secure * Z Sign + 5_% -
O Trso @[ @ | 1[e3|® (7% - © O vm] @
. | EE 3¢ options - x »
=
g B 0% DoD Asrospace Project [ Quarterly Budget Status Review |
E |D Aircraft
|E| Electronic
L
@ [ Missile
‘E |E| Ordnance
& @ Software
7 [ Enviranmental
2
8 L
2
s
©
=
o
£
£
3
g L | 1of1 | o © (O]
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Milestones Professional offers many ways to enter, display, calculate and graph

numbers such as budget, cost, earned value, man-hours, and more.

Milestones offers specialized columns for entering and calculating values; ValueSets
for entering values in groups, such as “budget” or “man-hours;” and three graph areas
(DataGraphs) for displaying line and bar graphs of values.

Each of the three available DataGraphs can contain up to 8 sets of values
(ValueSets).

A sample of a DataGraph with three ValueSets (“Budget,” “Costs to date” and
“Remaining Funds”) is shown below:

Budget i i
E 1 $3,000.00)
%sts to dat-e $2,500.00
Remaining Funds 200000
L | $1,500.00]

$1,000.00

$500.00 I |:_ I I ' kkkkkkkkkkkkkkkkkkkk
$0.00] m1 I I_ §

You can also display values as cumulative. The same DataGraph above, with the
same ValueSets with cumulative values, is shown below:

iudge.t $10,000.00
C-osts to dat-e $7,500.00
@aining F&dsi $5,000.00
$2,500.00

$0.00 . 11

ValueSet SmartColumns sum and display values from specific ValueSets for each
task row, with optional indicator symbols, text or colors:

Grant Proposals and Project Tracking

Project Funding 2007 Budget Costs Remaining
Name Status ug Amount to Date Funds

Jan Feb Mar Jun Jul A

Apr May

I
Project 1 Q |[m6>  a2e 511 6n7e 724 $2,000 $1,400 $600
[
Design O 3/2 [ 51 } $800 $800 $0
[
Construction Q 512 Fe— 71| $1,200 $600 $600
[
Project 2 Q 2112 3/19¢ 5/124 6/6H ! $1,800 $1,000 $800
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Generally, the overall process of entering and displaying values is as follows:
1. Create ValueSets that will contain values (e.g. “Budget”).

2. Enter values into those ValueSets (e.g. $200 for January’s budget; $450 for
February; $350 for March; and so on).

3. Create a DataGraph that displays those values (e.g. a bar graph for each
of the $200, $450 and $350 values for January, February and March,
respectively).

The DataGraph and ValueSet Wizard (under the Tools | Graph Options |
DataGraph and ValueSet Wizard menu) takes you through the creation and display
of these ValueSets and DataGraphs.

The instructions in the chapter by-pass the Wizard and show you how to directly
create and edit ValueSets and DataGraphs.

TEST MOTOR DESIGN A 0
AND SUPPORT I

Budget| $336.32 | $417.04 |$403.59 | $417.04 |$403.59 |$417.04 |$417.04 |$188.34

Actual| $471.70 | $584.91 | $566.04 | $584.91 | $566.04 $2$6.42

|
A—“‘l REDLINE—\{ DRAFT——H> FINAI
TEST & VERIFICATION | c
PLAN ‘
Budget| $195.24 | $302.62 |$292.86 | $302.62 | $292.86 $322.62 $302.62 | $58.57
Actual| $266.23 | $412.66 | $399.35 | $412.66 | $399.35 | $159.74
|
A |
A ¥
DESIGN PLAN | s )

Budget| $180.82 | $509.59 |$493.15 | $509.59 |$493.15 | $509.59 | $509.59 |$394.52
Actual| $273.10 | $769.66 | $744.83 | $769.66 | $744.83 | $297.93

A

|
SYSTEM DESIGN £ ’\ 9 )
ANALYSIS ]
Budget| $106.64 |$355.45 | $367.30 |$355.45 | $367.30 | $367.30 |$331.75 | $248.82
Actual $200.89 |$669.64 | $691.96 | $669.64 | $267.86
$2,400.00| —
$1,600.00 J U
$800.0!
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ValueSets

ValueSets are user-defined categories (e.g. budget, man-hours, costs, etc.) that
contain numbers ($400 in sales, 52 hours, 135 purchases, etc.) associated with a time
period, such as days, weeks, months, quarters, or years. All of the ValueSets within
any one schedule must use the same time period. For example, daily and weekly
ValueSets cannot be combined in the same schedule.

Values from ValueSets can be graphed in one or more of the schedule’s DataGraphs.

ValueSets are created and formatted under Tools | Graph Options | Setup
ValueSets.

There are five different types of ValueSets available:

o Type 1: Keyed-in Global Values. Enter values by time period for the
whole schedule—such as monthly budget values.

e Type 2: Sum of Values Keyed into Task Rows. Numbers are entered
by time period for each task—such as separate monthly budget values for
Task 1, Task 2, etc. When the schedule is outlined, only the lowest outline
level tasks should receive values because entered values roll-up to upper
level tasks.

e Type 3: Allocate Column Values Across Timeline. Values are entered
into a column. The column value for each task is spread across the task’s
duration. Optionally, values can be allocated only to the current date, or
allocated from the current date to the end of the task’s time span. Also,
the values can be allocated to the task’s baseline time span.

e Type 4: Use Values from Symbols. Values can be attached to any
symbol. Those values are graphed according to the time period in which
each symbol resides.

e Type 5: Total of other ValueSets. Values from selected ValueSets are
totaled and graphed, such as “Overhead Cost” ValueSet + “Labor Cost”
ValueSet = “Total Cost” ValueSet.

Any of the five different types can be used in the same schedule and placed in the

same DataGraph. The chapter sections that follow describe each type of ValueSet in
more detail.
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Type 1 ValueSet: Keyed-in global values

In this type of ValueSet, you enter one set of values by time period. These values
apply to the entire schedule.

These values are displayed TASK Jan Feb Mar Apr
in the DataGraph as bars or

lines, and the values can be Analysis < >

displayed above or below the _

DataGraph. Design —

1. Choose Tools | Graph Modeling <t—
OptIOﬂS | Setup Budget $200.00: $300.00 $200.00 $300.00,
ValueSets. Budeet $300.00 _
e The Create or $150.00; . - . -

Edit ValueSets $0.00 - -

dialog box
appears, revealing 9
Available ValueSets, as shown below, left.

2. Tothe left of Set Alignment for ValueSets, choose a time period by which
the values will be entered, totaled and graphed.

e Inthe example above, the Alignment is Monthly.

3. Click any Create/Edit button with No Named Assigned. The ValueSet
Properties dialog box appears, as shown below, right.

4. Type a value category name for ValueSet Name—nhere, “Budget” is entered.

Click Type 1: Keyed-in Global Values.

[l

Create or Edit ValueSets r

ValueSet Properties
Press the Create/Edit... button to define a new YalueSet or to change WalueSet 1
or zource of an existing YV alueset,
YalueSet Name:  |Budget Clear YalugSet
Avvailable v alueS ets Data Source | Graphic Properties
i 1. Mo Mame Assigned. Containg 0 Values.
Create/Edt.. QIR SIS orians Sy ales (& Type 1: Keyed-in Global Values
Create/Edit.. | 2 MoMame Assigned. Containg 0% alues. [ Displap/E dit Walues...
Create/Edit.. | 3. MoMame Assigned. Contains 0% alues. s T e Tl
B & Weilemestssimred, s veiEs O Type 2 Allocate Colurn Yalues Across Timeling
Create/Edit.. | 5 MoMame Assigned. Containg 0Values. Select Column:
Create/Edit.. | B NoMName Assigned. Contains 0V alues. [ &llacate to Current D ate [ &llocate from Current Date
Create/Edit.. | 7. MoMame Assigned. Contains 0 alues. [ &llocate using bazseling symbols instead of normal symbols
Create/Edit.. | 8 MoMame Assigned. Contains 0% alues. O Type & Use Values from Symbols
. ) [ 1grore Walues after Status D ate
Create/Edit.. | 3 MoMName Assigned. Contains 0'Values. [ Ignore Yalues outside Schedule Start and End Dates.
Manthly | Set Aligrment for ValusSets (O Type 5 Total of other ValueSets
Ok ] [ Cancel
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6. Click the Display/Edit Values button to enter the values.

e The Edit Values dialog box appears, as shown:

Edit Values

PIX

Enter or update values far each of the time periods. Values are always displayed to the
immediate left of sach date on the schedule.

From:

To

Walue:

T [Th

[171/04

|S at

[1731/04

200

2 [5un

[2ri7d

|Sun

|2/23/04

300

3 |Mon

[371/04

[Wed

3731704

200

4 [Thu

[471/04

[Fri

|4/30/04

300

[5 |

(el |
7 1
N I

[

EN
o]

Shift Dates (&) Fonward () Backward Month(s)

[ Copy Yalues and Dates ta Clipboard

ok |

]
[ Copy Yalues ta Clipboard ]
]

I
[ Import % alues from Clipboard [ Cancel ]

e The dates in the From and To columns follow the time period Alignment
chosen in Step 2—monthly increments, in this example.

e The first date, 1/1/04 in this example, is according to the schedule’s start
date.

7. Under Value, enter numbers for each time period.
e Do notinclude any commas or symbols such as $.
8. Choose OK.

9. Choose the Graphic Properties tab and make selections as described on
page 14-14 in this chapter.

10. Choose OK to return to the Create or Edit ValueSets dialog box.
11. Repeat Steps 3 — 9 to create or edit additional ValueSets.
12. When finished, click OK to return to the schedule.

Values will not display because the DataGraph has not been created yet.

Refer to the DataGraph section of this chapter to learn how to graph these values.
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Type 2 ValueSet: Sum of values

keyed into task rows

In this type of ValueSet, values are entered by time period for each task row.

These values are displayed in

the DataGraph as bars or lines, TASK Apr May Jun Jul
and the values can be displayed Analysis P
above or below the DataGraph. 2192 220
1. Choose Tools | Graph Pesion < $90 $120 l>s;so
Options | Setup Modeling < >
ValueSets. $80 $70 $40 $50
COSTS $300
e The Create or
Edit ValueSets $150
dialog box appears, 50 .---

revealing 9
Available ValueSets,
as shown below, left.

To the left of Set Alignment for ValueSets, choose a time period by which

In the example above, the Alignment is Monthly.

Click any Create/Edit button with No Named Assigned. The ValueSet

Properties dialog box appears, as shown below, right.

2.
the values will be entered, totaled and graphed.
]

3.

4,

Type a value category name for ValueSet Name—here, “Costs” is entered.

Click Type 2: Sum of Values Keyed into Task Rows.

Create or Edit ValueSets

Press the Create/Edit... button to define a new WalueSet or to change th
o source of an existing Valueset,

Available ¥ alueSets

1. Mo MName Assigned. Containg 0 Values.
2. MoMame Assigned. Contains 0 alues.
3. Mo Mame Assigned. Contains 0'alues.
4. Mo Mame Azsigned. Contains 0% alues.
5. MoMame Assigned. Containg 0V alues.
B Mo Mame Azsighed. Contains 0V alues.
7. MoMame Azsigned. Containg 0'Values.
8 MoMName Azsigned. Contains 0'alues.
9. Mo Mame Assigned. Containg 0 Values.

Manthly w | Set Alignment for ValueSets

ValueSet Properties

WalueSet 1

WalueSet Mame: |Eosts | [ Clear ValueSet ]

Data Source | Graphic Properties

O Type 1: Keyed-in Global Values

| (& Type 2 Sum of Yalues Keyed into Task Lines

O Type 3 Allocate Column Yalues Across Timeling
Select Columr:
[ &llocate to Current Date [ &llocate from Current D ate
[ &llocate using bazseling symbols instead of normal symbols
O Type 4 Use Yalues from Symbols

[ 1grore Walues after Status D ate
[ 1gnore Yalues outside Schedule Start and End Dates.

(O Type 5 Total of other ValueSets
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6. Choose the Graphic Properties tab and make selections as described on

page 14-14 in this chapter.

7. Click OK to return to the Create or Edit ValueSets dialog box.

8. Click another Create/Edit button with No Named Assigned to add another

ValueSet.
9. Click OK to return to the schedule.

Enter values for Type 2 ValueSets

When the schedule is outlined, only the lowest outline level tasks should receive
values because entered values roll-up to upper level tasks.

1. Right-click the task row in the column area and choose Edit ValueSet—in this

example, the “Analysis” task row
to begin with.

e The Select ValueSet to Edit
dialog box appears:

2. Click the Edit button for the
ValueSet that will contain the
values. The Edit Values dialog
box appears, show below.

Select ValueSet to Edit 71X
Press the Edi... button to edit the values for this task line for the
azsociated YalueSet. Only those WValueSets defined az having data
entered per task line are available. Press the Remove button to delete

the ValuzSet from this task line.

Available ValueSets

1. Costs.

e The dates in the From and To columns follow the time period Alignment
from the ValueSet—monthly increments, in this example.

e The first date, 4/1/04 in this example, is according to the schedule’s start

date.

4. Under Value, enter numbers for each time period. Usually, values are only

entered for time periods - T—

[

that the symbols and
horizontal bars cover—
here, April and May.

e Do notinclude any
commas or symbols.

5. Click OK and OK to return
to the schedule.

6. Repeat for other task
rows.

Refer to the DataGraph section of
this chapter to learn how to graph
these values.

Enter or update walues far each of the time periods. Values are always displayed ta the
immediate left of each date on the schedule.

Tao
[4730/04 100
|5.-" /04 50

Frarn: Walue:

[t71/04 [Fi

/04 [Man
/04 fuled  [6/30/04 0.00
[/04 EE 0.00

%) Task Line Only () Chart Tatal

Shift D ates & Fonward (O Backward Month{s]

[ Copy Yalues and Dates to Clipboard

Show Yalues for:

ok |

Copy Yalues to Clipboard ]
Impart % alues from Clipboard ]

l
[ Cancel ]
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Type 3 ValueSet: Allocate column values across timeline

In this type of ValueSet, values are Task JBUDEET] Apr May Jun Tl
entered in a column. Those values
are then spread across each task’s Analysis $300 V- LY/
time span. $33 $148 $119
For this schedule’s “Analysis” Design $200 V- Y4
task, the $300 is distributed evenly $52 $120 $28
between the days in April, May and
June. Modeling $600 V]

. $310 $290
The amount for each month is BUDGET $500
based upon the total number $250
of days in that month that are $0

included in the time span. (Notice
that the value for May is larger
since it is a full month.)

For how to display the numbers under each task bar, as shown here, see page 14-15.

NOTE: While the following instructions refer to creating a Values SmartColumn and
then creating a Type 3 ValueSet which references that column, a Type 3 ValueSet
can reference any column containing values, such as a Calculation/Indicator
SmartColumn, a Duration SmartColumn and more.

Create a Values SmartColumn and enter values

First, you will create a Values SmartColumn that will contain these values, such as
the “Budget” column in the example above. Then, you will create the Type 3 ValueSet
which references this column and graphs this column’s values.

1.

2
3.
4

Choose Insert | Rows, Columns | New Column | Values.
Choose OK to view the Column Properties dialog box.
Choose the Column Heading tab and name the column.

Choose the Column Formatting tab and make decimal and currency
selections, if applicable.

Choose OK to return to the schedule.

Click the text tool El', , click once in a cell in the new column, and then enter

the values.

e When the schedule is outlined, only the lowest outline level tasks should
receive values because entered values roll-up to upper level tasks, as set
under Layout | Other | Summary Bar Settings.

Repeat for other column cells.
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Create a Type 3 ValueSet that will reference a column containing values

1.

10.

Refer to the DataGraph section of
this chapter to learn how to graph
these values. ok ] [ cancel ]

Choose Tools | Graph Options | Setup ValueSets.
e The Create or Edit

ValueSets dialog box Create or Edit ValueSets |E|g|
appears, revealing 9
. . Fress the Create/Edit... button to define a new YalueSet or to change the values

Available ValueSets: or source of an existing ¥ alugset.

To the left of Set Alignment CRE B ENESEE

for ValueSets , choose a 1. Mo Mame Azsigned. Cortaing 0% alues.

tl me pel’iod by Wthh the 2. Mo Mame &zsigned. Containg 0V alues.

ValueS WI” be totaled and 3. Mo Mame Assigned. Containg 0 alues.

g raphed ) 4. Mo Mame Assigned. Containg 0%V alues,

Click any Create/Edit button
with No Named Assigned. The ValueSet Properties dialog box appears, as
shown below.

Type a value category name for ValueSet Name—here, “Budget” is entered.
Click Type 3: Allocate Column Values Across Timeline.

From the Select Column list, choose the appropriate column.
e Allocate to Current Date: Values will be spread evenly from the task’s
start date to the current date.

e Allocate from Current Date: Values will be spread evenly from the
current date to the task’s end date.

e Allocate using baseline symbols: Values will be allocated to task bars
with baseline start and end symbols, instead of normal start and end
symbols.

Choose the Graphic YaluoSel Broperfies ?)X]

. WalueSet 1
Properties tab and make e
Selections as described on YalueSet Name:  |Budget | [ Clear ValueSet ]
page 14-14 in this chapter. Data Seurce | Graphic Properties

O Type 1: Keyed-in Global Values

Click OK to return to the
Create or Edit ValueSets

. O Type 2 Sum of Yalues Keyed into Task Lines
dialog box.

(&) Type 3 Allocate Column Yalues Across Timeline

Repeat Steps 3 — 8 to create Select Columr: | 10: Budget -
or ed|t additional Va|ueSetS [ &llocate to Current Date [ &llocate from Current Date

[ &llocate using bazseling symbols instead of normal symbols

. O Type 4 Use YValues from Symbols
CIICk OK to return to the [ lgnore Yalues after Status Date

SChed ule_ [Tlgriore Walues outside Schedule Start and End Dates.
(O Type 5 Total of other ValueSets
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Type 4 ValueSet: Use values from symbols

In this type of ValueSet, values

Daily Attendance Tracking

are entered for each symbol and April
remain attached to the symbol PERSON 1]2]3]als]e|7]8]0]10]11]12]13]14
when moved. SN S A A
These values are displayed in
the DataGraph as bars or lines, Sam 444 ALAAAAA
and the values can be displayed Dan aaninannlnin
above or below the DataGraph.
WORK 15
This employee attendance SIcK 0
example has three Type 4 vt
ValueSets. B e § B
1. Choose Tools | Graph

Options | Setup ValueSets.

ValueSets, as shown below, left.

The Create or Edit ValueSets dialog box appears, revealing 9 Available

2. Tothe left of Set Alignment for ValueSets, choose a time period by which
the values will be totaled and graphed.
e Inthe example above, the Alignment is Weekly.

3. Click any Create/Edit button with No Named Assigned. The ValueSet
Properties dialog box appears, as shown below, right.

4. Type a value category name for ValueSet Name—here, “Work” is entered.

5. Click Type 4: Use Values from Symbols.

Create or Edit ValueSets

Press the Create/Edit... button to define a new YalueSet or to change H
o gource of an existing Valuezet.

Available ValueSets

1. Mo Mame Azsigned. Containg 0V alues.
2. MoMame Azsigned. Containg 0'Values.
3 MoMame Azsigned. Contains 0'alues.
4. Mo Mame Assigned. Contains 0% alues,
5. Mo Mame Assigned. Contains 0'%alues.
BE. MoMame Azsigned. Contains 0% alues.
7. Mo Mame Assigned. Contains 0 alues.
8 Mo Mame Azsighed. Contains 0'Values.
9. Mo MName Assigned. Containg 0Values.

Manthly A

Set slignment for WalueSets
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ValueSet Properties

WalueSet 1

WalueSet Mame: |W’DF|K |

[ Clear ValueSet ]

Data Source | Graphic Properties

O Type 1: Keyed-in Global Values

(O Type 2 Sum of Yalues Keyed into Task Lines
O Type 3 Allocate Column Yalues Across Timeline
Select Columr:

[ &llocate to Current Date [ &llocate from Current Date

[ &llocate using bazseling symbols instead of normal symbols
() Type 4 Use Yalues from Symbols

[ 1grore Walues after Status D ate

[ 1gnore Yalues outside Scheduls Start and End D ates.

O Type & Total of other YalueSets




e Ignore Values after Status Date: Only the values attached to symbols
before (to the left of) the status date will be displayed and graphed.

e Ignore Values outside Schedule Start and End Dates: Only the values
attached to symbols within the schedule start and end date range will be
displayed and graphed.

¢ Note that symbol values can only be entered after the ValueSet has been
created.

page 14-14 in this chapter.

7.
8.
9.

Add values to symbols

Next, add values to symbols on the schedule.

1. In the toolbox, click the arrow tool M

2.
menu.

Enter a value for any or all of the ValueSets, as

shown to the right.

Click the apply button as shown on the right..

Repeat for other symbols.

In the Selection menu, go to the ValueSets tab.

Click OK to return to the Create or Edit ValueSets dialog box.
Repeat Steps 3 — 7 to create or edit additional ValueSets.

When finished, click OK to return to the schedule.

Choose the Graphic Properties tab and make selections as described on

On the schedule, click once on a symbol. This should activate the Selection

o

Refer to the DataGraph section of this chapter to learn how to graph these values.

Here is another
example of
aType 4
ValueSet.

Additionally,
this schedule
uses ValueSet
SmartColumns
to total symbol
values by task
row.

Marketing Projects -- Tracking Costs

2008

Creative | Print/Other

Tasks January February March April Costs Costs

ALL PROJECTS SUMMARY < > $29,550 $36,500
Collateral < > $14,550 $28,000
Logo <> $4,000 € $5,000 $4,000 $5,0001
Product Packaging < 52,000 < $5,550 9 $7,000 $7,550 $7,000;
Brochure < $8,000 <> $3,000 < $8,000 $3,000 $16,000

PR < > $15,000 $8,500
Press Release Template <> $1,000 < $3,500 $1,000 $3,500
Press Activities @ $5,000 <>$3,000 < $3,000 <>$8,000 $14,000 $5,000,

Creative Costs|
Printing/Other Costs|

$7,000
$13,000

$11,550
$5.,000

$3,000
§7,000

$8,000
$11,500

Creative Costs
[ Printing/Other Costs

$12,000|

$8,000|

$4,000

s

< Creative
P summary

< Printing/Other
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Type 5 ValueSet: Total of other ValueSets

In this type of ValueSet, other TASK Apr May Jun Jul
ValueSets are totaled. Analysis ¥ ———

These values are displayed in the Design & E—
DataGraph as bars or lines, and the

values can be displayed above or Modeling @—>>
below the DataGraph. Gontal. 5200001 $150001. 330000, 530000
This example has three ValueSets. i 8209

The “Cost 1” and “Cost 2” ValueSets  [rotal costs o S

are Type 1, and “Total Costs” is a $
Type 5 ValueSet that totals “Cost 1”

and “Cost 2.”

1. Choose Tools | Graph Options | Setup ValueSets.

e The Create or Edit ValueSets dialog box appears, revealing 9 Available
ValueSets, as shown below, left.

2. To the left of Set Alignment for ValueSets, choose a time period by which
the values will be totaled and graphed.

e Inthe example above, the Alignment is Monthly.

3. Click any Create/Edit button with No Named Assigned. The ValueSet
Properties dialog box appears, as shown below, right. For this example, two
ValueSets already exist, so that they can be totaled.

4. Type a value category name for ValueSet Name—here, “Total Costs” is

entered.
5. Click Type 5: Total of other ValueSet Properties
Val ueSets. WalueSet 3
6 Clle the PICk VaIueSets to WalueSet Mame: |Total Costs | [ Clear ValueSet ]
. Sum button Data Source | Graphic Properties

O Type 1: Keyed-in Global Values

(O Type 2 Sum of Yalues Keyed into Task Lines
Create or Edit ValueSets O Type 3 Allocate Column Yalues Across Timeline
Fress the Ereatex’Ed_it... button to define a new YalueSet or to change th SEectEelny
or zource of an existing Yalueset. [ &llocate to Current Date [ &llocate from Current Date
[ &llocate using bazseling symbols instead of normal symbols
O Type 4 Use Yalues from Symbols
[ 1grore Walues after Status D ate

Available ValueSets

Create/Edt... | 1. Cost1. Contains 4 Values. [ 1gnore Yalues outside Scheduls Start and End D ates.
Create/Edit.. | 2 Cost2 Contains 8 Values. (%) Type 5 Total of other ValueSets
Create/Edit.. | 3. MoMName Assigned. Containg 0'alues. [ Pick alueSets to Sum... ]
Create/Edit.. | 4 MoMName Aszigned. Contains 0'alues.

" - . [ Ok ] [ Cancel
Create/Edit.. | 5 MoMame Azsigned. Contains 0V alues.
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7. Inthe Select ValueSets Select ValueSets to Sum P

to Sum dialog box, ¥/ the
Select the ValueSets to include in the Type 5 (S tion) WalueSet. Th
Valuesets to tOtaI' cSr?ecnt Vealueasu:t :n; ootme?gu?nmatioen \32EAeS[etL;nlnsﬁr:ET]be?nuju;ed. "
8. Click OK.
Current ¥ alueSet: Mo Mame Aszigned
9. Choose the Graphic Available ValueSets
Properties tab and make [¥]1. Cost1. Containg 4 Yalues.
selections as described on > i B el
page 14-14 in thIS Chapter. [4. NoMame Assigned. Containg 0 alues.
[15. Mo Mame Assigned. Containg 0 alues.
10 CI|Ck OK to return to the [16. Mo Mame Assigned. Containg 0 alues.
' . [17. NoMName Assigned. Contains 0% alues.
Create or Ed't Valuesets [[18 Mo Mame Assigned. Contains 0 Values.
dialog bOX. [13. NoMName Assigned. Containg 0% alues.
11. Click another Create/Edit S R
button with No Named

Assigned to add another ValueSet.
12. Click OK to return to the schedule.
Refer to the DataGraph section of this chapter to learn how to graph these values.

The ValueSets can also be displayed in separate DataGraphs, as shown below:

TASK Apr May Jun Jul
Analysis (I p—
Design [ p—
Modeling [ p—
Cost 1 $100 $200 $100 $300
Cost 2 $200.00 $150.00 $300.00 $300.00
Cost 1 $300

$0
$600.00

Total Costs
L]

$300.001 - £ i
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ValueSet Graphic Properties

ValueSet graphic display options allow you to independently format how each
ValueSet is displayed as numbers and graphs of numbers.

Each ValueSet can have different settings for line/bar graph colors and patterns;
cumulative and non-cumulative display of values and graphing of values; adding
currency symbols to values; decimal place control; summing of values and averaging
of values; and much more.

1. Choose Tools | Graph Options | Setup ValueSets.

2. Click Create/Edit for the appropriate ValueSet. The ValueSet Properties
dialog box appears.

ValueSet Properties

3. Click the Graphic Walugset 1
Pro pertles tab’ as shown: YalueSet Mame: | Mame of YalueSet | [ Clear ValueSet ]
Daka Source | Graphic Properties
ThlS tab haS two Sections: ‘talueSet Display Properties Graph Properties
the Va| u eSet D| IS p | ay List Mumeric Yalues Abowe Graph Line Style:
A [ shaw as Curmulative: — — — —
Propert!es and the Graph [#] Graph values [Daraph as Cumulative LinefBar Color:
PrO p erties. Yalues Represent Currency I:l
Mumber of Decimals bo Display Ear Pattern:
Show Yalues Under Each Task line
4. Under ValueSet Dis p | ay [CJExclude Mame of YalusSet in Task line Solid Bar Target Color:
Pr‘operties: [¥] suppress Yalues of Zero |:|
Suppress Leading Values of Zero !
° List Numeric Values [ shaw Average instead of Sum Solid Bar Effects:
Above G rap h . [J1gnare Zero values in computing average
Values appear above
DataGraph. [ ok ] [ caneal |

e Show as Cumulative: Values appear above DataGraph as cumulative
values.

e Graph Values: Values are converted to line or bar graphs.

e Graph as Cumulative: Cumulative values are converted to line or bar
graphs.

e Values Represent Currency: Add currency symbol to values. Affects
ValueSet values above/below DataGraph, Y-axis values, and ValueSet
values under each task row. Y-axis currency display is controlled by the
first ValueSet's setting for that DataGraph.

e Number of Decimals to Display: Choose 0 - 6 decimal places when
displaying values. Affects ValueSet values above/below DataGraph, Y-
axis values, and ValueSet values under each task row. Y-axis decimal
display is controlled by the first ValueSet's setting for that DataGraph.
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e Show Values Under Each Task row: For Type 2, 3 and 4 ValueSets,
only. Display values on task rows and within the appropriate time periods.

DESIGN PLAN

Budget| $180.82 | $509.59 |$493.15 | $509.59 |$493.15 | $509.59 | $509.59 |$394.52
Actual| $273.10 | $769.66 |$744.83 | $769.66 |$744.83 | $297.93

e Exclude Name of ValueSet in Task row: For Type 2, 3 and 4 ValueSets,
only. Hide the name of the ValueSet which will otherwise display in the
column area, in line with its value on the task row. The example above
does not exclude ValueSet names in the task rows.

e Suppress Values of Zero: To not display values of O (zero) above/below
the DataGraph or on task row ValueSet value displays.

e Suppress Leading Values of Zero: For ValueSet numbers such as 0.35
to appear as .35.

e Show Average instead of Sum: Normally, ValueSet values are totalled
by time period, then displayed above the graph and graphed as summed
values. This option changes that computation to an average of values.

e Ignore Zero values when computing average: Does not consider
ValueSet values of zero when computing average.

5. Under Graph Properties:

Note that the choice of displaying the values as lines, bars, or wide bars in the
DataGraph is made in the DataGraph Options dialog box, as discussed in
the next section.

e Line Style: For line graphs in the DataGraph, choose a thin line, dotted
line, dashed line or thicker line.

e Line/Bar Color: Choose a line color or bar fill color.

e Bar Pattern: For bar graphs in the DataGraph, choose a pattern which
fills each bar. Marbled patterns are full-colored bitmaps which will ignore
any foreground or background color settings. Use of these increases the
size of printer files and metafiles, especially on high-resolution printers.
Thus, printing time may be increased.

e Solid Bar Target Color: For the solid Bar Pattern only, choose a Target
Color for fading from the Line/Bar Color to this Target Color. For other
bar patterns, the Target Color fills the white area shown in the bar pattern
sample.

e Solid Bar Effect: For the solid Bar Pattern only, choose a gradient fill
pattern for fading from the Line/Bar Color to this Target Color.

6. Choose OK and OK to return to the schedule.
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DataGraphs

DataGraphs display values from ValueSets as bar or line graphs. One DataGraph can
display up to 8 ValueSets.

A schedule can have up to 3 DataGraphs, none of which is allowed to take up more
than ¥ of the available space. Attributes associated with the DataGraph are height,
background color with fade effects, assigned ValueSets, line or bar display, ValueSet
placement (DataGraph area or Schedule area), floating DataGraph, user-defined or
automatic Y-axis values, and more.

You can create a DataGraph before or after creating ValueSets, yet a main component
of formatting the DataGraph is choosing which ValueSets to display. Thus, normally,
ValueSets are created first.

1. Choose Tools | Graph Options | Setup DataGraphs. The DataGraph
Options dialog box appears, with tabs for each of the three available
DataGraphs.

DataGraph Options

DataGraph 1 | DataGraph 2 | DataGraph 3

[ [Drata Display Format Background Calor
Assign ValueSets ko this Graph... ] 5
Ot
Showe This Graph (%) Bars
GraphHeight: | 1.70 O wids Bars
Plot valueset d - schedule & Crvetlay the Schedul
[CIPlat valuesets an xis in Schedule Area (Overlay the Schedule) b s
s Fade to Right v

Leave All Three Values at Zero For Automatic ¥-Axis Calculation,

High Mumber: [ 0,00 [Jinclude Horizontal Gridines Effects Target Color:

Increment: | 0,00 Line Skyle: v | Change...
Low Murnber: Line Colar: E

Extend Chart Gridlines into DataGraph Area Center Displayed Yalues
[CIPlat Mumbers Under Graphs finstead of above) when Displayed

[Juse single Line for DataGraph Legend Entries

[“Floating DataGraph

Extend Frame Shadow into DataGraph area

2. Choose the tab for DataGraph 1, DataGraph 2, or DataGraph 3.

3. For Graph Height, enter a value in inches.

4. ' plot ValueSets and Y-Axis in Schedule Area to display the graph on the
schedule instead of below the schedule.

5. Under Data Display Format, choose to graph values as Bars, Lines, or
Wide Bars.

6. Under Background Color, click the Change button and choose a color.
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10.

11.

12.
13.

14.

Choose a fade setting under Color Effects and then choose an Effects
Target Color. The Background Color will fade into the Effects Target Color.

Under Y-Axis, you can customize the value increments that display in the
DataGraph.

e Leave all values at 0 for Milestones to automatically calculate high, low
and increment values based on the powers of 10 when possible, for
values up to 1,000,000,000. For graphing negative numbers, 0 may not
appear on the Y-axis when Milestones calculates the Y-axis values.

e For a custom display of Y-Axis values, enter a High Number representing
the highest number to be displayed along the Y-axis; enter a Low
Number representing the lowest number; enter an Increment which
controls the incremental appearance of values between the high and low
numbers along the Y-axis.

Choose to Include Horizontal Gridlines that extend from the Y-Axis values,
across the DataGraph area, cutting —
through the line and bar graphs. Assign ValueSet to DataGraph X

Click the Assign ValueSets to this DataGraph 1
Graph button.

Click the Check Boxes to azzign up ta eight ¥ alueSets
to thiz DataGraph. Use the Format menu, DataGraph,

The ASSign Valueset to DataGraph Setup ValueSets... Option to create a YalueSet.
dialog box appears, as shown.

Available WalueSets

¥| the Available ValueSets that should
appear in this DataGraph.

Click OK.

Click the DataGraph 2 or DataGraph 3
tab to format and add ValueSets to the
other two available graph areas.

. Owverhead Cost. Containg 3 Values.

. Labor Cost. Containg 7 Yalues.

. Total Costs. Containg 3V alues.

. Mo Mame Assigned. Caontaine 0% alues.
. Mo Mame Assigned. Containe 0% alues.
. Mo Mame Assigned. Containe 0% alues.
. Mo Mame Assigned. Contains 0% alues.

. Mo Mame Assigned. Containe 0% alues.

OOo0oOodoE®

. Mo Mame Assigned. Contains 0% alues.

Options which apply to all DataGraphs:

e Extend Chart Gridlines into

DataGraph area to display vertical
gridlines in the DataGraph as well as the schedule area.

e Plot Numbers under Graphs to display numbers from ValueSets under
the DataGraph, instead of above the DataGraph.

e Use Single Lines for DataGraph Legend Entries to display the name
of the ValueSet and the graph color for that ValueSet along a single
horizontal space.

e Float DataGraph to undock the DataGraph from the bottom of the
schedule.
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e Show DataGraphs on last page only to display floating DataGraphs on
only the last schedule page.

e Extend Frame Shadow into DataGraph area to display the schedule’s
shadow (if displayed) along the edge of the DataGraphs as well.

e Center Displayed Values to align the values above or below the graph in
the center of the time period in which the values display.

15. Click OK to return to the schedule. The values from the selected ValueSets
should now display in the appropriate DataGraphs.

ValueSet SmartColumn

The ValueSet SmartColumn is used to display the row total (task row total) of any
Type 2 or Type 4 ValueSet in a column cell.

Why only these two ValueSets? Type 2 values are entered in time period increments,
row-by-row; therefore, they can be totaled by row. Type 4 values are attached to
symbols that, of course, appear on task rows; therefore, those values can also be
totaled on a row-by-row basis.

These instructions assume that you have first created a Type 2 or Type 4 ValueSet as
described previously.

1. Choose Insert | Rows, Columns | New Column | ValueSet.

2. Under ValueSet to Use, choose the ValueSet whose values will be totaled in
this column.

Optional Indicators:

3. @ pick indicator symbology based upon the following conditions to
display symbols, text, and/or color based on the column values.

4. Click the drop-down arrow to view 10 active/ignored indicators and their
conditions.

Mo, I Sy, | Statusg | Condition [click to modify]... | Opt. Tesxt |
1 A& lgnore 0.00 < Yalue <=100.00 -
lgrore 0.00 < % alue <= 100.00 k

lgnore 0.00 < Walue <=100.00
Active -1.00 ¢ Walue <= 0.00
Active 0.00 <% alue <= 500000.00
lgnore 0.00 < Walue <=100.00
lgrore 0.00 < Value <= 10000
Active -500000.00 < Value <=-1.00
lgrore 0.00 < Value <= 10000
lgrore 0.00 < Value <= 10000

lqnore 0.00 < %alue <= 10000

[ A B ) LT E R p —

80V —00ME

—_
[}
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e Any of these symbols can be changed to another symbol from the
toolbox.

e All symbols are Ignored until you create a condition for them to appeatr,
becoming Active.

5. Choose one of the ten symbols. The Indicator Condition Settings dialog box
opens, as shown below:

Select the indicators

Indicatar Symbal: [IFill cell with svmbol color instead of drawing symbal,

Indicator Text: | | (Optional kext to overlay symbol)

Syrnbol Calar: [ | [change...| [ Reset |

e Choose an Indicator Symbol. They are the symbols from the toolbox.

e OR, choose to Fill the cell with the symbol color instead of drawing
symbol, not the symbol itself.

e Optionally, enter Indicator Text to appear with the symbol or color fill.

e Choose the Symbol Color for the symbol or color fill.

(%) Condition is based upon the walue in a cell

|-1 < Walue == |D|

6. The indicator can appear based on a value in the column cell.
o & condition is based upon the value in a cell.

e The indicator will appear when a cell's value is greater than the first value
and less than/equal to the second value.

e Do not use commas or currency signs when entering values.

7. Choose OK to return to the Pick indicator symbology based upon the
following conditions list.

8. Repeat Steps 3 - 7 to activate other indicators.

9. Choose Symbol size and symbol alignment.
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10. ¥ Display numerical value also to show the values.

: Display numerical value also to only show the indicators resulting from
the column values.

11. Choose OK to return to the Column Properties dialog box where you can
add a column heading title and format the column data for currency, decimals,
and other selections.

12. Choose OK to return to the schedule.

The example below has two Type 2 ValueSets, “Budget” and “Costs.” Monthly budget
values and cost values are entered for each task. The values are totaled for each
month, then displayed and graphed below the schedule.

The “Budget per Task” and “Costs per Task” columns are ValueSet SmartColumns.
The “Budget per Task” ValueSet SmartColumn totals the “Budget” Type 2 ValueSet
values for each task row. The “Costs per Task” ValueSet SmartColumn totals the
“Costs” Type 2 ValueSet values for each task row.

Thus, ValueSet SmartColumns can total values from selected Type 2 or Type 4
ValueSets.

The “Budget per Task” column also displays indicator symbols based on the column
cell values.

Budge!

e viar ApPr

Design A {b $500  $400
Budget| $500
Costs $400
Test A A A s2,100| $1,700
Budget '$800 $800 $500
Costs $500 $1,000 $200
Manufacture @$1,500 $1,200
Budget| $1,500
Costs $1,200
Budget
| | $L500L e Budgets
Costs $1.000 under $2,000
SRVl O R O R —] O B H Budgets
$0 over $2,000
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How do you know if a project activity is costing more than the expected budget? In a
project schedule with hundreds of activities, it's helpful to display status “indicators”

to show at-a-glance which activities are under/on/over budget, of long/medium/short
duration, complete/started/not started, and more.

Milestones displays these status “indicators” in specialized SmartColumns based
upon user-defined conditions. Not only can any toolbox symbol be displayed in these
SmartColumns, the “indicator” displayed can also be text, a number, color, percent pie
or combinations of these items.

Indicators can appear in these SmartColumns: Calculation/Indicator, Duration, Percent
Complete, Stoplight, Values and ValueSet.

Note that this chapter only addresses the basics of indicators displayed in columns.
For extensive instructions and examples on the wide variety of possibilities for
these SmartColumns and others, refer to Help | Help Files | Help Topics. Select
SmartColumns under the Contents tab.

What is a SmartColumn?

SmartColumns automatically fill according to schedule data or entered data. For
example, the Symbol Count SmartColumn automatically totals the number of
symbols on a task row, and the Duration SmartColumn calculates the length of time
between the first symbol and last symbol for each task row. As noted above, some
SmartColumns can also display indicators.

Indicator Symbols and SmartColumns Example

This “stoplight” chart uses T ETan R m— e R Kicice
indicator symbols to report

i ) . @ 71%] Project Totals e T 1,090 $76 82840 | $83600 (@)  $760
project status by displaying
red, gl’een, and ye”OW @ 100%| Research | — 250 $63 $15,750 $17000 (@)  $1.250
circles for each task row.
The Symbol’s appearance @ 100% Team 1 =y 100 $50 $5,000 s5000 |0 30|
is based on the value in the
column cell @ 100% Team 2 [ e N 150 $75 $11250 | $12000 |@)  $750
The “Hours ” “Cost per Hour ” O 48%|  Testing %—%i% E:ZDQ 115 $100 $11,500 $10,000 o (81,500)|
and “Budget” columns are 0 Over g O on Buge © Undor Bucge
Values Smartcolumns that 8 Status A&rzzzzzA Completed Task /5——=\ To be Completed

contain user-entered values.

The “Calculated Cost” column is a Calculation/Indicator SmartColumn that multiplies
“Hours” and “Cost per Hour.” The “Budget minus Cost” column is also a Calculation/
Indicator SmartColumn; it subtracts the “Calculated Cost” values from the “Budget”
column values and displays symbols and values accordingly.
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Stoplight SmartColumn

The Stoplight SmartColumn offers two basic methods for displaying stoplight symbols,
text and colors based on user-entered numbers 1 to 4, or 1 to 10.

Standard Stoplights: Built-in stoplights appear based on user-entered numbers.
G, Y, R, and B can appear with the stoplights; or, display color-fills instead of the
stoplights.

Custom Stoplights: Assign numbers 1 through 10 to any symbol, color and optional
text. Optionally, display color-fills instead of the stoplights.

Create a Stoplight SmartColumn

1. Choose Insert | Rows, Columns | New Column | Stoplight.
For Standard Stoplights:
e Under Standard Stoplight, choose Numbers 1-4.

Standard Stoplight
(®) Mumbers 1 - 4: 1 = Green, 2 = Yellow, 3 =FRed, 4 = Blue

Include &, ¥, R, B Text

e When 1is entered in a column cell, a green stoplight symbol will appear;
2 displays a yellow stoplight; 3 displays a red stoplight; 4 displays a blue
stoplight.

e Mnclude G, Y, R, B Text to display these letters with their appropriate
stoplights or color-fills.

For Custom Stoplights:

e Under Custom Stoplight, choose Custom. Pick your own...

Cuskom Stoplight
() Custom, Pick your own numbers, symbals, colars, and text,

Murmber: Symbal: Color: Texk:

1 | = a « I:I Change. ..

e Select any Number, 1 through 10.

e Select a Symbol to appear when that number is entered in a column cell.
e Select a Color for the symbol or column cell fill-color.

e Optionally, enter Text (up to 29 characters) to appear with the symbol or
cell fill-color.
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2. Optionally, | Fill the cell with color instead of displaying a symbol to do
just that. The selected color, instead of the symbol, fills the column cell.

3. Select the Stoplight symbol size from .10 to 5.0.
4. Choose OK.

The list of available symbols for stoplights is generated from the symbols in the
toolbox. Therefore, you would need to change the available symbols in the toolbox to
change the list of available symbols for stoplights.

For displaying indicator symbols or text based on other column’s values or text,
ranges of numbers, and calculation results, use Calculation/Indicator SmartColumns,
Values SmartColumns and ValueSet SmartColumns.

Stoplight SmartColumn example

In this Stoplight SmartColumn sampler, the two columns to the far left use the
Standard option of green, yellow, red, and blue symbols or color-fills with the optional
letters. The other two columns use the Custom option of matching any symbol, color
and text to numbers 1 to 10.

Standard Stoplights|] ~ |Custom Stoplights|

Fill Color | Symbol | Custom | Custom
+ Letter | + Letter | 1to10 1to 10

2008

Description
Jan ‘Feb‘ Mar‘Apr‘May‘Jun

© TA%ET A |ProjectA >

@ | R | W | nownn |

¥ Q < Activity 2A a___'4

® ACERT v Activity 3A a4

©) - @  |ProjectB < D>
D | @ | & | | w—

@ | @ | &  rowz | e

@ | | O | nowiye e —
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Calculation/Indicator SmartColumn

Calculation/Indicator SmartColumns display values and/or value-driven indicators
through these methods:

e  Multiply, divide, add, or subtract any two columns with values.
e Multiply a column by percent complete or percent not complete.

e Display symbols, colors, or text based on calculated values, user-entered
values from another column, or text from another column.

You can also use the results of one calculation column in another calculation, as well
as choose to show the result as a percent or add a % sign with the resulting value.

Calculation/Indicator SmartColumn Examples

Calculation SmartColumn

2008 Units Price Total
Items )
January February March Sold per Unit Sales
All ltems | 0 0 377 $43 $16,211
10 15 20
Item 1 () (D) (D) 45 $35 $1,575
18 14 22 23
ltem 2 * * * * 77 $35 $2,695
35 26 33 28
Item 3 (| ] ] [] 122 $62 $7,564
33 14 42 19 25
ltem4 | @ 2 2 2 2 ¢ ¢ 133 $40 $5,320

The symbols in this schedule have numbers associated with them (“Units Sold”).

These numbers, which are part of a Symbol ValueSet, are added up in the “Units
Sold” column (a ValueSet SmartColumn).

“Total Sales” is a Calculation/Indicator SmartColumn that multiplies the “Units Sold”
column by the “Price per Unit” column.

SmartColumns and Indicators 15-4



Calculation/Indicator SmartColumn options

1. Make a calculation between
two columns and show the
resulting values.

Budget
Cost Budget minus Cost
$27,750 | $29,250 $1,500
$16,250 | $16,250 30

2. Make a calculation between
two columns and show the
resulting values with symbols,
text or colors.

Cost Budget miﬁﬂgfct)st
$27,750 | $29,250 @@ $1,500
$16,250 | $16,250 |() $0
Cost Budget miﬁzg%ct:st
$27,750 | $29,250 |@ $1,500
$16,250 | $16,250 |(_) $0
Cost Budget miﬁﬂg%ect)st
$27,750 | $29.250 |@ $1,500
$16,250 | $16,250 |(_) $0
Cost Budget miﬁzgfsst
$27,750 | $29.250 |@ $1,500
$16,250 | $16,250 |(_) $0

3. Use a calculation result in another
calculation.

Units $ Per | Units (x) | Target | Targetvs.

Sold Unit |$ per Unit| Sales | Actual Sales

45 $17 3765 3675 # %90

“Target vs. Actual Sales” uses the “Units (x)
$ per Unit” results in its calculation.

4. Make a division calculation and
convert the results to percent values
and pies.

Total Units | Percent
Units Sold Sold
625 355 () 57%
5. Show various symbols, text or colors

based on the values in another
column.

Below, the “Cost Indicator” symbols are based
on “Cost” values.

Cost
Cost Indicator
$91,000 4

Below, the “Project Status” column displays
text and colors based on user-entered values
in the “Number” column.

Project

Status Number
1

HOLD 2
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Create a Calculation/Indictor SmartColumn

These instructions assume that you have created two Values SmartColumns whose
column values can be used in a calculation.

1.

Choose Insert | Rows, Columns | New Column | Calculation/Indicator.

Under the Calculations tab,
choose & Calculation of Two
Columns.

Choose two columns and a
calculation operator (- + x /).

¥/ Do not do calculation on
Summary Lines if you want
the values to roll-up (add up)
from lower levels to upper
levels.

¥l Show result as a percent
if you want the resulting
calculation values multiplied by
100, with a % sign added (.35
becomes .35 x 100 = 35%).

Calculation Settings

*fou can show just the result of & calculation, just an indicator of the result, or both.
Graphical indicators are off by default, Press the Graphical Indicators tab ko set them,

Calculations | Graphical Indicators

(&) Calculation of Two Calumns
|1El: Mo Mame Assigned,

v| ‘ 10: Mo Mame Assigned. W

() Column times Percent Complete

100 Mo Mame Assigned. W x

() Column times Percent Mok Completed

10; Mo Mame Assigned. % *

() Column value times % of duration to current date
10: Mo Mame Assigned, % ®

(O Indicator only

b Complete

B Mot Complete

% Duration to [ ] Use Baseline
Current Date Duration
Useful when using another column value ko drive an
indicatar,

hote: IF you move, add, or delete any columns, be sure to come back ta this screen
and make sure that the proper columns are skl selected.

[[]Do not do calculation on Summary Lines

[[]shaw result as a percent (resUlt* 100 with % sign added)
[ 2ust add a % sign after valus

[[] Aukomatic EY BCWS calculation is based on Baseline Dates (if possible)

¥l Just add a % sign after value if you want to add % to the resulting
calculation values (35 becomes 35%).

If you just want to create a calculation column, then stop here by clicking OK.

7.

10.

Select the Graphical Indicators tab. This is where you choose which
indicators appear based on the calculated values in each column cell.

For Column to compare, the newly inserted column No Name Assigned

should already be selected:

Column to compare:

Symbol zize:

10: Mo Mame Azsigned.

v| |1.nn |"

|.-’-'-.Iig|n Symbol in Center w

w

Dizplay numerical walue alzo.

Align the indicator symbols as a left, center, or right position in the column

cell.

[1 Display numerical value also to show the calculation results, as shown

above.

™ Display numerical value also to only show the indicator that results from

this calculation.
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11. Choose a Symbol size.

12. @ pick indicator symbology based upon the following conditions to
display symbols, text, and/or color based on the calculated values.

13. Click the drop-down arrow to view 10 active/ignored indicators and their
conditions.

Ma. | Sy IStatusl Condition [elick to madify]... | Opt. Text I
1 [grore 0.00 < Yalue <= 10000

A
_;l |ghore 0.00 < Yalue <= 100,00
A lgnore 0.00 < Value <= 100,00
() Active -1.00 < Value <= 0.00
@  Active 0.00 < Value <= 500000.00
| lgnore 0.00 < Yalue <=100.00
P lgnore 0.00 < Value <= 100.00
6 Active -500000.00 ¢ Yalue <=-1.00
B laonore 0.00 < Yalue <= 100.00
Ay lgnore 0.00 < Value <=100.00
T lgnore 0.00 < Value <= 100.00

e Any of these symbols can be changed to another symbol from the
toolbox.

[ N R o ) B OO PR R —L

e All symbols are set to Ignore until you create a condition for them to
appear, becoming Active.

14. Choose one of the ten symbols. The Indicator Condition Settings dialog box
opens, as shown below:

Select the indicators

Indicator Symbol: [CIFill cell with symbal color inskead of drawing symbal,

Indicator Text: l:l {Optional bext ko overlay symbaol)

Symbal Color: | | [change...] [ Reset |

e Choose an Indicator Symbol. They are the symbols from the toolbox.
e OR, choose to Fill the cell with symbol color, not the symbol itself.
e Optionally, enter Indicator Text to appear with the symbol or color fill.

e Choose the Symbol Color for the symbol or color fill.
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15. The indicator can appear based on a value in the column cell.

% Condition iz based upon the value in a cel

I-'I < Walue <= ID

o & condition is based upon the value in a cell.

e The indicator will appear when a cell's value is greater than the first value
and less than/equal to the second value.

e Do not use commas or currency signs when entering values.

16. The indicator can appear based on text in another column’s cells. This would
require changing the Column to compare to a column which contains text.

£+ Condition iz bazed upon finding text in a cell in column

Column compared ko test thiz condition containg the text below:
IKevin

o & condition is based upon finding text in a cell in column.
e The indicator will appear when a cell contains specific text that you enter.

17. Choose OK to return to the Pick indicator symbology based upon the
following conditions list.

18. Repeat Steps 13 - 17 to activate other indicators until you have something like
the example below.

19. Choose OK to return to the Column Properties dialog box where you can
add a column heading title and format the column data for currency, decimals,
alignment, and other selections.

In this example, three MNo. | Sym. I Statuz | Condition [click to modify)... I Opt. Text
symbols are Activeand | 7 @ active -500000.00 < Value <=-1.00
‘t';'llhipggfégﬁgict’iﬁggln 1T A lgnore 0.00< Yalue <= 100.00
ff h d b ) | 2 A Ignore 000 < Value <= 100.00
eftect, the red symbo 3 (O Active -1.00 < Value <= 0.00
appears with negative | 4 @ aetive 0.00 < Value <= 500000.00
values, yellow with O, | 5 | |gnore 0.00 < Value <= 100.00
and green with positive | g - |grore 0.00 < Value <= 100.00
values. 7 () Active -500000.00 < Yalue <= -1.00
: ®  lanore 0.00 < Yalue <= 100,00
Ezrtri)étt?é‘;s'vzn g A lanore 000 < Value <= 100.00
Ik lgnore 0.00 < Yalue <= 100.00

examples for
Calculation/Indicator SmartColumns, press the Help button in the Calculation
Settings (Calculation/Indicator SmartColumn) dialog box.
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Values SmartColumns

A Values SmartColumn contains user-entered values that can automatically total
(roll-up) from lower task levels to upper, summary levels. A Values SmartColumn can
display values only; symbols, text or colors based on those values; symbols, text, or
colors based on another column’s values; or a combination of these options.

Additional options include showing an average of lower level values instead of a total,
on summary rows; convert the entered value to a percentage; add a % sign to the
entered value; and override the summary line values.

Values SmartColumn example

In this example, the Cost column values for Task A1 and A2 are automatically
totaled and displayed in Project A's Cost cell. Cost values for Project A and Project
B are automatically totaled and displayed in All Project’s Cost cell. The symbols
are displayed according to the values in each Cost column cell. The symbols and
conditions are user-defined.

Here are the user-defined value ranges
that cause the symbols to display in
the “Cost” Values SmartColumn:

Jr Active 30000.00 ¢ Walue <= 200000.00
W Active 0.00 < Value <= 14339.00
<+ Active 15000.00 < Walue <= 29993.00

Task Cost 2008
Jan ‘ Feb ‘ Mar ‘ Apr ‘ May ‘ Jun
1 All Projects Y 43,100 O ——)
2 Project A + 13,500 Quee—— )
3 Task A1 v 7,500 ﬂ—t
3 Task A2 +/ 6,000 é—o
2 Project B ¥¢ 29,600 Q ———)
3 Task B1 % 21,000 g—?
3 Task B2 W 8,600 é—o
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Create a Values SmartColumn with optional indicators

1. Choose Insert | Rows,
Columns | New Column |
Values.

2. The Indicators for Values
Column dialog box appears,
as shown. This is where
you choose which indicators
appear based on the value in
each column cell.

3. To create a Values
SmartColumn without
indicators, click OK.

4. For Column to compare,
the newly inserted column
No Name Assigned should
already be selected.

2
Sek the Indicator settings For this Yalues column, Check "Do nat display indicator symbaols”
to suppress Indicator Symbaols

Indicators for Values Column

‘alue Indicators |

Column ko compare: Symbal size:

10: Cost v = [align Symbol on Left v

Display numerical value also.
() Do nat display indicatar symbols
() Interpret walue From compare column as & % and use the Percent symbol (bype 97;
Values between O and 1 represent the percentage

wWalues between O and 100 represent the percentage v
(#) Pick indicator symbology based upon the Following conditions:
[ Condition {click ko modify). .. ][ Opt, Text ]D
| 1 +r  Active 30000.00 < Yalue <= 200000,00 W

Mote; IF you move, add, or delete any columns, be sure to come back to this screen
and make sure that the proper columns are still selected,

[[]show result as a percent (result*100 with % sign added)
[[]'when shown in Summary Bar, show average instead of kotal
[ 2ust add a % sign after valus

[ on Summary Lines show value in cell. Override Summary Bar settings

[C] Automatic EY BCWS calculation is based on Baseline Dates (if possible)

e Or, choose an existing column that contains numbers or text to display
indicators based on those values.

Column to compare: Symbol zize:
10: Na Mame Aszigned. V| |'|.|:||:| | Z |.-’-'-.Iig|r'| Symbal in Center A

w

Dizplay numerical walue alzo.

5. ¥ Display numerical value also to show the entered values, as shown

above.

- Display numerical value also to only show the symbol indicator based on
the entered values (the values will be hidden).

6. Align the indicator symbols as a left, center, or right position in the column

cell.

7. @ pick indicator symbology based upon the following conditions to
display symbols, text, and/or color based on the column values.

8. You can now choose a Symbol size.

9. Click the drop-down arrow to view 10 active/ignored indicators and their

conditions.
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Mo | Sy, I Status | Condition [click to modify]... | Opt. Test I

-

[grore 0.00 < Yalue <= 10000

A .

lgnare 0.00 < Yalue <= 10000
lgnore 0.00 < Yalue <=100.00

Active 24339.00 < Value <= 50000.00
Active 0,00 ¢ Value <= 24333.00
lgnore 0.00 < %Yalue <=100.00

lgnore 0.00 < %Yalue <=100.00

Active 5000000 < Walue <= 500000.00
lgnore 0.00 < %Yalue <=100.00

lgnore 0.00 < %Yalue <=100.00

I Ignore 0.00 ¢ Value <= 100.00

FEOY—00ME

—_
[}

Any of these symbols can be changed to another symbol from the
toolbox.

All symbols are set to Ignore until you create a condition for them to
appear, becoming Active.

10. Choose one of the ten symbols. The Indicator Condition Settings dialog box
opens, as shown below:

Select the indicators

Indicatar Symbol: [CIFill cell with symbol color instead of drawing symbal.

Indicator Text: l:l {Optional text to overlay symbol)
symooicolr: [N (Chonge..) (et

Choose an Indicator Symbol. They are the symbols from the toolbox.
OR, choose to Fill the cell with the symbol color, not the symbol itself.
Optionally, enter Indicator Text to appear with the symbol or color fill.

Choose the Symbol Color for the symbol or color fill.

11. The indicator can appear based on a value in the column cell.

{* Condition iz based upon the value in a cel

24339 < Walue <= [50000

& condition is based upon the value in a cell.

The indicator will appear when a cell's value is greater than the first value
and less than/equal to the second value.

Do not use commas or currency signs when entering values.
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12. The indicator can appear based on text in another column’s cells. This would
require a Column to compare reference (Step 4) which contains text.

{*' Condition iz bazed upon finding text in a cell in column

Column compared to test thiz condition containg the text below:

IKevin

e @& condition is based upon finding text in a cell in column.
e  The indicator will appear when a cell contains specific text that you enter.

13. Choose OK to return to the Pick indicator symbology based upon the
following conditions list.

14. Repeat Steps 9 - 13 to activate other indicators.

15. More options:

¥l Show result as a percent if you want the values multiplied by 100, with a %
sign added (.35 becomes .35 x 100 = 35%).

¥ When shown on Summary Bar, show average if you want the summary row
values to be an average of lower-level values instead of a sum.

¥ Just add a % sign after value if you want to add % to the values (35
becomes 35%).

¥ On Summary Lines show value in cell if you want to override summary row
values (which are normally sums or averages of lower-level values) with user-
entered summary row values.

16. Choose OK to return to the Column Properties dialog box where you can
add a column heading title and format the column data for currency, decimals,
alignment, and other selections.

17. Finally, exit all dialog boxes. Enter values into the column cells and see the
indicators appear accordingly.

In this example, three
symbols are Active and
will appear according to
the set conditions.

Ma. | Sy, | Statusz | Condition [click to modify]... I Opt. Texst I
Ignore 0.00 < Walue <= 100.00
lgnore 0.00 < Yalue <=100.00

Fy
A
A& lonore 0.00 < Value <= 100.00
() Active 24999.00 < Walue <= 50000.00
@

|

For extensive
instructions for Values
SmartColumns, press
the Help button in the
Indicators for Values
Column (Values
SmartColumn) dialog
box.

Active 0.00 ¢ Value <= 24399.00
lgniore 0.00 < Walue <= 100,00
lgnore 0.00 < Walue <= 10000

—=-] [l S T I L

lgrore 0.00 < Yalue <=100.00
lgniore 0.00 ¢ Walue <=100.00

lgnore 0.00 < Walue <= 100,00
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Summary Level Value Roll-up

Numbers in a Values SmartColumn, ValueSet SmartColumn and Calculation/Indicator
SmartColumn can be automatically summed and displayed on summary task levels.
Summary bars must be drawn for the values to appear, as instructed below.

To automatically total lower level values on summary rows:

1. Choose Layout | Other | Summary Bar Settings.
2. ™ Compute Rolled-Up Values for Value/Calc SmartColumns.

3. Under When to Draw choose ¥ Always to have Milestones draw summary
bars.

See Chapter 4 for more about outlining and summary bar controls.

Currency and Numbers Format

When a schedule is initially created and saved, the currency and number formats
(based on Regional and Language Options) are saved and carried with the schedule.
Thus, if numbers are originally set to display with a comma as the grouping symbol,
then they will continue to display as such, even if the schedule is displayed on a
system where the default separator is a period.

For example, if a Milestones user in the UK who is using pounds for currency sends
a Milestones schedule to someone in the United States who is using dollars for
currency, then the Milestones schedule will retain the pounds setting.

In previous Milestones versions, numbers displayed in Values SmartColumns and
ValueSet SmartColumns did not display grouping separators, such as commas. To
retain this setting found in previous versions, choose Tools | Program Options

| General, and uncheck Use current regional settings to format numbers.
Unchecking this default setting will, for example, display a number as 10000 instead
of 10,000.

Number and currency settings apply to the current schedule only.

Change the number format and number grouping options

1. Choose Format | International | International, Number, and Currency
Settings | Number Format.

2. Select from the display settings options:
e Leading zeros
e Negative Number Format
e Decimal Symbol

e Digit grouping symbol
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e Digit grouping

Change the number of decimal places displayed in a column

1. Click once on the column heading of the column containing the values. This
should activate the Selection menu.

2. Choose Selection | Current Object: Column Heading | Switch to Column

3. In Selection | Column Type and Format | Decimal Places select a number
from O to 5.

Display the currency symbol with a column’s values

1. Click once on the column heading of the column containing the values. This
should activate the Selection menu.

2. Choose Selection | Current Object: Column Heading | Switch to Column

3. In Selection | Column Type and Format, choose ' Currency.

Change the currency symbol and other currency formats

1. Choose Format | International | International, Number, and Currency
Setings | Currency Format.

2. Select from the display settings options:
e Currency Symbol, enter up to four characters (e.g. $)
e Positive Currency Format
e Negative Currency Format
e Decimal Symbol
e Digit grouping symbol
e Digit grouping

In the Currency Format dialog box, the Positive Currency Format and Negative
Currency Format options show the $ symbol in the examples, yet will use the
Currency Symbol entry when applied to the schedule.
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Percent Complete SmartColumns

The Percent Complete SmartColumn displays the completed portion of each activity
as a value, based on an activity’s completed duration divided by its total duration.

By default, percent complete or “progress” is based on the current date. A status
symbol added to a task row will override the current date as the status driver. Create
a Percent Complete SmartColumn to display the percent complete value, the percent
complete pie, or both.

Percent Complete SmartColumn example

By default, the current date line drives the percent complete values. In the example
below, the status symbol (here, the arrow) overrides the percent complete values to
show activities which are ahead or behind schedule.

The completed portion of each horizontal bar is filled with a selected color (to the
left of the status symbol or current date line). The to-be-completed portion of each
horizontal bar is filled with another color (to the right of the status symbol or current
date line). The percentage value is also displayed in pie format.

|Percent Complete and Status| Current Date
3/18/05
o,
Projects 2005 Status Ahe_adl )
Jan | Feb | Mar | Apr Date Behind | Complete
ALL PROJECTS I 1 | 8005 A 17d QD 62%
Project 1 [ A 325005 | A\ 7d @ 85%
Current Date Line—»
Project 2 [ 75 ) 3/22/05 | A\ 4d D 1%
Overriding Status Symbols <‘r
Project 3 [t E— 3605 | -2d (™ 32%
Project 4 s IR 3/18/05 |Y¢ od D 51%
Project 5 l 75 1 3/26/05 |\ 8d D 1%
Project 6 [ ) | 31805 |Y¢ od D 45%
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Create a Percent Complete SmartColumn

1. Choose Insert | Rows, Columns | New Column | Percent Complete.

The Percent Complete Settings dialog box appears, as shown:

2. ™ Include Percent
Complete Symbol in
column to display the
percent complete pie.

3. ¥ Show symbol only
to hide the percent
complete value and
display the pie, only.

4. Value and pie formatting
options:

o |fthe Percent
Symbol is not the
shape as shown
above, Milestones
will automatically
convert a symbol to
this shape.

Percent Complete Settings |E|[‘5__<|

Infarmation abaut Percent Camplete

‘fou can change the Percent Complete value by byping directly inka the column containing the
percent complete using the Text koal.

Mote that For the maost accurate percent complete values, it is recommended that you setup
and use a Status Symbol on each task line.

Display Settings

[¥]1nclude Percent Complete Symbol in column <- Percent Symbal
[ show symbol only Symbalin Center 3 <- Symbol size

[ 5how Decimal Paink on Duration and % Complete,
Please nate that the setting above applies ta the entire schedule, nat just the current
column,

Summary Line Percent Complete

[[Jused Earned value Method to repart EW Calumin: Budget Column;
% Complete on Summary Lines
(EY/Budget). 1: Mo Name Assign | ‘ 1: Mo Mame fssign %
If you have an EV Budget SmarbColumn, then the
Mare info... E¥ walug is obtained automatically and the EY

column setting above is ignored.

[ OK ] [ Cancel ] [ Help ]

e Choose a Symbol Size for the percent pie.

e Choose left, right or center alignment for the pie symbol.

e ¥ Show Decimal Point on Duration and % Complete for detailed

percent complete values.

5. Summary Line Percent Complete options:

e ¥ Use Earned Value method and select existing columns which contain
the BCWP Column values and Budget Column values.

e Choose the More info button for an extended explanation and additional
schedule formatting instructions.

6. Choose OK to return to the Column Properties dialog box where you can
add a column heading title and format the column data.

For extensive instructions and examples for Percent Complete SmartColumns, press
the Help button in the Percent Complete Settings (Percent Complete SmartColumn)

dialog box.
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Duration SmartColumn

A Duration SmartColumn can be used to show the amount of time worked. The
duration value can be shown in minutes, hours, days or weeks. Optionally, indicator
symbols, text and colors can appear based on the duration values.

Create a Duration SmartColumn

1. Choose Insert | Rows, S

Select the Duration Calumns you would like ta use on your schedule, IF you uncheck the box For an

CO I umns | NEW COI umn | existing duration column, it will be removed,
Duration... Hormal Dates

Duration. This column shows the working time between the start of the task and the end of the task.
IF the duration is entered in this calumn, the end date of the task is adjusted,

2 . C h OOSE a type Of D u ratlon Ifa stadrt symbal is ilready on the ling, and then you enter a duration, an end symbol and bar is
. created automatically,
column to insert: !

[JUsed Duration. This column shaws the amount of working time that has elapsed up ta the Status
Date.

EaCh COI u mn CheCked Wi II be []Remaining Duration. This column shows the amount of working time left Fram the current Status Date
ta the scheduled End Date of the task.
added to the schedule. Also,
. [ Time AheadjBehind. This calumn shows the diffisrnce between the current Status Date of a bask, and
p I'EVIOUS|y added COI u m nS th at are the current date of the schedule,

later un-checked in this dialog box
will be removed from the schedule.

Baseline Dates

[[]Baseline Duration, This column shoves the working time represented by the baseling symbals on &
task line.

The duration display settings are
found under Layout | Other | o L s
Duration Settings, and are global
for all duration SmartColumns

Duration Settings options (see figure on 15-18):

e Show Duration in: Choose
days, hours, minutes or

Duration Settings

Duration Settings | Graphical Indicators

weeks.
Settings for entire schedule
e Customize Notation: Show Duration in
You may change the letter Custorrize Natation
notanon next to the d u rat|0n Ta change the letter placed after the duration value, type aver the values

bielow:

Va|ueS Days: EI Hours: Mir: Week

v .
° Sh ow HO u rly as H H ) M M [ show Decimal Point on Duration and % Complete,
to dlsplay duratlon N hou Is [¥] 5plit Duration Across Bars {Just Count Duration For Bars and Symbaols)
a.nd m|n UteS as H H : M M ) FOI’ [ shawe Summary Duration in Calendar Time
example, 47:17 as 47 hours ; : _
. [ &pply Resource Allocation Percent for each task line to resultant Duration
and 17 minutes. Display

e ¥/ Show Decimal Point on
Duration and % Complete
to display duration SmartColumn values with two decimal places and Percent
Complete SmartColumns values with one decimal place.

Settings For current column

« ¥ Split Duration Across Bars to count only the bars’ and symbols’ duration
amounts.
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o [ Split Duration Across Bars to count duration from the first symbol on the
task row to the last symbol on the task row, which may include non-working
“gaps” between activities.

e ¥/ Show Summary Duration in Calendar Time to display the duration of the
summary bar, not the total of lower task rows’ duration values.

e ¥ Apply Resource Allocation Percent (see page 15-19) to display the
duration value as duration [x] the resource allocation percent. For example,
if the duration is 10 days and the resource allocation percent is 50%, then
the displayed value will be 5 days. Note that this option does not apply to the
Remaining Duration SmartColumn.

3. Double-click the Column Heading of the new column(s) to make changes under
the Column Heading and Column Formatting tabs.

4. Click the Additional Properties button on the Column Type (SmartColumn)
Settings tab to access graphical indicator and duration display options.

Graphical Indicators for duration SmartColumns

While the Duration Settings apply to all duration SmartColumns, the Graphical
Indicator settings apply to individual duration SmartColumns (e.g., Duration, Baseline
Duration, Time Ahead/Behind, Used Duration, Remaining Duration).

To display symbols, text or colors based on duration values:

1. Forthe appropriate column, double-click the column heading and choose the
Column Type (SmartColumn) Settings tab.

2. Choose the Properties button.

3. Select the Graphical Indicators tab.

Factors which impact duration computation

e The workday start and end times affect hourly duration values.
e Whether or not Saturdays and Sundays are set as working days.

e Holidays that you might have indicated.
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Resource Allocation Percent SmartColumn

Control the effort of a resource assigned to a particular task by using a resource
allocation percentage. The resource allocation value can be entered in the Resource
Allocation Percent SmartColumn or in any cell on the appropriate task row.

According to the Duration SmartColumn Settings, the resource allocation percent will
or will not be applied to the Duration SmartColumn’s values.

Create a Resource Allocation Percent SmartColumn

1. Choose Insert | Rows, Columns | New Column | Resource Allocation
Percent.

2. Click once on the new column’s heading.and enter a column title under
Selection | Column Heading Text.

Enter a Resource Allocation Percent

1. Click E in the toolbox, and enter values into the column cells

1. Double-click a column cell on the task row whose resource needs an
allocation percent (do not choose a Duration SmartColumn cell).

2. Choose the Task/Row Settings and Info tab.

3. Enter avalue, as shown: % of Listed Resource Allocated to this tazk;

Resource Allocation Percent example

In the example below, Amy will be working on Task 1, 50% of the time, and Task 2,
50% of the time. This does not change the durations of the tasks, yet better indicates
the effort needed to complete the tasks. Thus, the overall usage of this resource is

100% for this time period.
Resource Allocation for Duration Values

Here, the “Allocated

I - Task PM 2007 % of Resource | Allocated
Duration” column is a Jan|Feb|Mar | Apr| Allocation | Duration
Duration SmartColumn.

Project A | Bobby | <> 100% 62d
This SmartColumn can be
set to apply the resource Task 1 Amy | Vel 40d 50% 20d
allocation percent to the
duration value or to display | Task2 Amy | Vammly 40d 50% 20d
the normal duration value.
Task 3 Katie Vammiy 444 100% 44d
Task 4 Johnny Va=iy 31d 100% 31d
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Symbol Count SmartColumns

The Symbol Count SmartColumn reports the number of symbols on a task row.

For example, if the symbols on a row represent a certain kind of event, then the
number of events can be easily reported in the SmartColumn.

Location Floods 2008

Jan Feb Mar Apr May Jun
s | 99 000 @
121 2112 3/6 3/19 4/6 4/28
Hays County 3 o o o
3/17 4113 5/6
Marion County 2 ° o
424 517
Howard County 2 o o
5/6 6/4
Santa Clara County 3 o o o
118 218 3/2
Madison County 2 ° °
3/16  4/3

More SmartColumns

For information about ValueSet SmartColumns, see page 14-18.

For extensive instructions on other SmartColumns, including Date from Symbol
Automation Tag and MS Project Column choose Help | Help Files | Help Topics.
Under the Contents tab, choose SmartColumns.
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Earned Value SmartColumns and Reports

What is Earned Value Management?

Earned Value Management (EVM) is a project management system that combines
schedule performance and cost performance to answer the question, “What did we

get for the money we spent?”

Basic concepts of EVM: ﬁ%’-%ﬁﬁ e e
1.All project steps “earn” value as work A S T
. [ Buxdget st Complntion (RAC). Al called Buckget, Preformance Mo st Rassion (PVE], or
IS CompletEd' r‘:-:::‘::::‘m coliod Actual Cont of Work Perf | (AW
2.The Earned Value (EV) can then AU AN SO U0
[ Panned vakoe (5. Cont for Wk Sched b W)
be compared to actual costs and Exbetiig & miini & )
planned costs to determine project e oo
performance and predict future P
performance trends. R e
e et ) v bt
3.Physical progress is measured in EER e
dollars, so schedule performance and _ .
cost performance can be analyzed in () [ ce=

the same terms.

Earned Value has been used since the 1960’s by the Department of Defense as a
central part of the C/SCSC (Cost/Schedule Control Systems Criteria). Recently, the
DOD revised the 35 criteria contained in the C/SCSC and produced the 32 criteria for
EVMS (Earned Value Management Systems).

These criteria have since been accepted by the American National Standards
Institute/Electronic Industry Association as a new standard, called ANSI/EIA 748.
Now, EVM is being used in a wider variety of government contracts, and is spreading
through the private sector as a valuable tool for project managers.
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Earned Value SmartColumns

Milestones Professional makes it easy to show Earned Value metrics with a simplified
SmartColumn selection screen. Choose Insert | Rows, Columns | New Column |
Earned Value...

Insert Earned Value Columns

Select the Earned Yalue Columns you would like ko use. Budget and Actual columns are required, thus
they are pre-selected. You must enker values inko the Data Entry columns, All the other columns are
automatically calculated based upon % Complete.

[raka Enkry Columns (Required Far Earned Yalue)

Budget at Completion (BAC), Also called Budget, Performance Measurement Baseling (PME), ar
just Baseline Cost,

Ackual Cost (AC), Also called Actual Cost of Work Performed (SCW P,

Automatically Calculated Columns (Optional)

[JPlanned Yalue (PY). Also called Budgeted Cost For Work Scheduled (BCWS),
[C]Earmed Yalus (EY). Alsa called Budgeted Cost For Work Performed (BCWR),
[]icost Perfarmance Index {CPI).

[]To-Complete Cost Performance Index (TCPIL

[]Cost Variance (CV)

[]5chedule Perfarmance Index (SFI),

[[]5cheduls Yariance (S4)

[]Estimate at Completion (EAC) - Cumulative CPI Method

[]Estimate at Completion (EAC) - Cumulative CPI x SPT Method

[JEstimate at Completion (EAC) - Overrun-to-Date Method

[]wariance at Completion {YAC) - Cumulative CPI Method

[]variance at Completion (YAC) - Cumulative CPT x SPT Method

[]¥ariance at Completion (AC) - Overrun-to-Date Method

Cancel

Budget-at-Completion and Actual Cost are necessary fields to derive further EV
calculations, so those two columns are pre-selected.

Any columns that are checked will be added to the schedule; any columns that are
un-checked will be deleted.

If a column in the list already exists on the schedule, that column will already be
checked in the insert column dialog.
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The following list provides the basic calculation performed and description of each
main EV SmartColumn. Note that there are multiple versions of EAC and VAC,; for a
detailed description of these columns see the Earned Value section of the Milestones
Professional Help Topics in the Help menu:

» Budget at Completion (BAC) = Overall approved budget for a task.

e Actual Costs (AC or ACWP) = Total amount spent on a task up to the current
date.

* Planned Value (PV or BCWS) = The point along the time-phased budget that
crosses the current date. Shows the budgeted cost of scheduled work as of
the current date.

» Earned Value (EV or BCWP) = BAC x Percent Complete. The budgeted cost
of completed work as of the current date.

e Cost Performance Index (CPI) = Earned Value / Actual Costs. Cost variance
related as a ratio instead of a dollar amount. A ratio less than 1.0 indicates
that the value of the work that has been accomplished is less than the amount
of money spent.

* To-Complete Performance Index (TCPI) = (BAC-EV) / (BAC-AC). Indicates
the CPI required throughout the remainder of the project to stay within the
stated budget.

e Cost Variance (CV) = Earned Value — Actual Costs. The difference between
the work that has been accomplished (in dollars) and how much was spent to
accomplish it.

e Schedule Performance Index (SPI) = Earned Value / Planned Value. Schedule
variance related as a ratio instead of a dollar amount. A ratio less than 1.0
indicates that work is being completed slower than planned.

e Schedule Variance (SV) = Earned Value — Planned Value. The difference
between what was planned to be completed and what has actually been
completed as of the current date.

e Estimate at Completion (EAC) = AC + ((BAC-EV)/CPI). A forecast of
total costs that will be accrued by project completion based on past cost
performance trends.

e Variance at Completion (VAC) = EAC — BAC. The difference between the new
Estimate at Completion and the original Budget at Completion.
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The following schedule shows the basic Earned Value columns Budget and Actual
Costs, with the calculated Earned Value.

Once values have

been entered into the
Budget and Actual Costs
columns, the Earned
Value SmartColumn will
perform the necessary
calculation and display
the results automatically.

A more complex EV
report could show
multiple SmartColumns,

Contract Review
Earned Value Report

[Earned Value = Total Budget x % Complete

October

November

December

Task 1 ) $950) $725| s743|  78.26%)
Task 1-A $300) $200 s236|  78.57%)
Task 1-B h sa00000|  $400) $350 sa22|  80.43%)
Task 1-C A $250) $175| sta6|  74.42%)

Task 2 = e e 5500 837 64.35%
Task 2-A 10 $2.000.00] $725 $200| $483|  66.67%|
Task 2-B /4 $225| $100 stoo|  48.57%)
Task 2:C 4 {Actual Cosisy- SR gm0 $200) s244|  69.70%)

Task 3 Tioooos  $1775 $150) so84|  5541%
Task 3-A h $550) $150 sass|  65.12%]
Task 3-8 ,l 00 sa0n $0) 480 60.00%
Task 3-C PSS E—— oo ¥ 50, stas|  34.21%)

Spending

including BAC, PV, AC, EV, SV, CV, CPI, and SPI. Any of the EV SmartColumns can
be used to drive a Type 3 ValueSet and graphed either below or overlayed on the

schedule.

Project/
Tasks

2005

il

Schedule Variance = EV - PV

Cost

Cost Variance = EV - AC
Index = EV/AC _ Schedule Performance Index = EV / PV

Total

| waren | e | way IR

Planned
Value

Actual
Costs

Earned
Value

PRCNT
CMPLT

’

Task 1 [ —/ $300.00|  $300.00(  $350.00|  $300.00 (@)00.00%|  $0.00| ($50.00)(H 0.86| 1.00
Task 2 $400.00|  $400.00(  $400.00|  $400.00@)00.00%|  $0.00  $0.00(\/ 1.00| 1.00
Task 3 —\/ $250.00 $133.72 $175.00 $139.53 055.81% $5.81| ($35.47)|l 0.80| 1.04
Task 4 “ -/ §72500|  $483.33|  $200.00|  $563.89|) 77.78%| $80.56| $363.89|@ 2.82| 1.17
Task 5 ——\/ $400.00|  $200.00|  $100.00|  $210.53|(J)52.63%| $10.53| $110.53|@ 2.11| 1.05
Task 6 it ——/ $350.00 $169.70 $200.00 $222.73 063.64% $53.03| $22.73|\/ 1.11| 1.31
Task 7 @ —/ $550.00|  $122.22|  $150.00|  $168.06((W30.56%| $45.84| $18.06(\/ 1.12| 1.38
e $3,000.00 _
,,,,,, BAC " [ | 5ummary £ Status
AC $2,000.00|
000 V Completed Task @ CPlabove 1.3
$0.00
g\\; v Incomplete Task V cPlfrom 110 1.3
$350.00)
$200.00)
N O Program Review I Pl below 1
$50.00
($100.00)

In addition, several of the EV SmartColumns are capable of displaying indicators,
while the CPI and TCPI columns have pre-programmed indicators.
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Earned Value Reports

Any schedule that has the appropriate Earned Value SmartColumns in use can
generate several types of EV Reports.

Choose Tools | Reports | Earned Value to choose a report:

Estimate at Completion. ..

Symbiols 4 Estimate at Completion (from M3 Project File), ..
Schedule L4 CPI Repatt...

ZPT with TCPI Report...

SPIReport...

$4,025.00
The cuntent project is 69.65% Complete
It is currently 50.96% under budget
1 things continue as i, the praject could
finish between 30.02% under budget and 251450
46.82% under budget - ! _ ermunt
Py 3280877 m‘fmd
AL:F1,375.00 CPISPI Method I
EAC (CPI Mathod): $2,140.949 200
EAC (CPI=SP| Method): $2,205.02 CPI Method e current project is60.68% Complate. :
EAC (Dverrun to Date Method): $2,814.38
Cost Perfarmance Index (CFI) is surrenthy :
2
AL j
finish the project on budget, the needed H
Ifor the remainder of the project is called {
To-Complete Cost Peformance Index i
CF1), which is: 0.54 :
hings continue asis, the project most likely :
Il finish under budget. 3
Budget Estimate at
Completion :
The cunent project is50.65% Complate, 200 i il
Its Schedule Peformance Index (SPIiz ! b
currently 0.92. ' H
I things continue as is, the project most likely i 0.00 :
will finish behind schedule H
1.00 3
b The cument project is 63 66% Complete _
Its Planned Valus is cunently $2.803.77. TR |
0.00 - i
Its Eamed Walue is currently $2 585 52
= Its Actual Cost is cunently $1,375.00. i
168 i h
! Therefare, atthis time the project has cost ;
¥ things senfinue asis, the project mest ey : Wt planad Skt sarmad ta than ]
will finish under budget . planned. H
i EV: §2,585 62 :
1 ; :
H AC: $1,3765.00 H
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lix A- Ouick Ref b

Scheduling Basics

TO ADD OR SET:

DO THIS:

Project activities or other
column text

Click the X tool. Click in a column cell and begin
typing.

Symbol

Click the ﬂ tool. Click once on the symbol to
add, click with the mouse in the schedule area,

and drag.

Horizontal bar between two
symbols

Click the hd tool. Click once on the left-most
symbol on the schedule. Click once on the
horizontal bar type in the toolbox. Then, click

once on the right-most symbol on the schedule.

Vertical link

Click the ﬂ tool. Click once on the “from” (top)
symbol. Click once on the vertical link type in
the toolbox. Then, click once on the “to” (bottom)

symbol.

Many vertical links at once

Click the X tool. Hold the Ctrl key and click
once on each task row whose symbols will be
connected vertically.

Choose Insert | Vertical Links | Vertical Links
between selected task rows.

Task row, in-between two
existing task rows

Click the 8] tool. Select the task row above which
you want to insert the new row. Choose Insert |

Rows, Columns | New Task Row.

Current date line

Choose Dates | Current Date to format.

Date headings

Click once on the date headings within the
schedule with the arrow tool. This will activate
the Selection menu. Or choose Dates | Date
Headings.

Start and/or end date for the
schedule

Choose Dates | Start and End Dates to format.
=]
Click on the icon to view the calendar.
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Scheduling Basics

TO ADD OR SET:

DO THIS:

To turn on date sensitivity

Click Dates | Date Related Settings , then
on Symbols: Fill to Status Date. Repeat
for Bars: Fill to Status Date. This causes
bars and/or symbols to display an “after-
status” fill color after the current date.

Progress of a task row using a status
symbol

Add a status symbol by double-clicking on
one of your toolbox symbols and clicking
the Status Symbol option. Add the
symbol on any task row to adjust the task’s
progress.

Constraint date for a symbol

Click the M tool. Click once on the symbol,
then choose Selection | Constrants.

Set up a column for indenting

Click once on the column heading.
Choose Selection | Switch to Column,
then under Column Type and Format,
enter a value for Indent per outline level.

Change the outline level of task
row(s)

Click the L1 tool. Select the task row you
want to indent or outdent. The outline level
settings are located under Selection |
Task Row Settings.

To indent: click = , or press the Tab key.

To outdent: click ‘, or press the Tab key.

Roll up all tasks to a certain level

Right-click a task that is at the level
you want to roll all tasks to. Then click
Collapse All Tasks to Selected Level.

Work and display weekends

Choose Dates | Start and End Dates |
Full Dialog. Click the Weekly/Daily tab.

Work-week starting day

Choose Dates | Start and End Dates |
Full Dialog. Click the Weekly/Daily tab.
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Scheduling Basics

TO ADD OR SET:

DO THIS:

Color themes

Choose Format | Color Themes to apply
pre-formatted background coloring to the
schedule.

Choose Format | Color Themes | Manage
Color Themes to save a user-created
color theme.

Date range override for single page

Choose Dates | Start and End Dates |
Full Dialog. Enter dates for Current Page
Override.

Shading, gridlines, text and summary
bars by outline level

Choose Format | Gridlines | Gridlines,
Shading, Font Sizes by Outline Level.

Custom coloring for “after-status” fill-
colors for symbols and bars

In the toolbox, double-click the symbol or
bar.

For symbols, click the Color/Pattern/Size/
Shadow tab and then choose an After
Status Color.

For bars, change the After Status Fill
Color.

Page number format

Click the X tool. Click once on the page
number at the top left part of the schedule.

If the page numbers are not displayed,
choose View | Optional Items | Page
Number then repeat the above steps.

Workday hours

Choose Dates | Start and End Dates |
Full Dialog. Then click the Hourly/Minute
tab.

¥|Allow Hourly Detail, and then enter the
working hours and the hours to display.

Fiscal year starting month

Choose Dates | Start and End Dates
| Full Dialog. Then click the Yearly/
Monthly tab.
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Add Graphics, Text and Legend

TO ADD:

DO THIS:

Title

Select Insert | Title | Insert/Edit Chart Title.

Freeform text

Click the & tool. Click in the area you want to
place the text, and begin typing.

Text to a symbol

Click the Xlool. Click once on the symbol on
the schedule. Click the Text tab.

Symbol notes

Click the X tool. Click once on the symbol on the
schedule, then click the Notes tab.

Symbol notes can be viewed by hovering over
the symbol, or choose Tools | Reports | Symbol
| Symbol Notes.

Current date, system date,
page number, max page
number, or filename as free-
form text

Click the 2 tool. Click on the schedule and type:
&date for the current chart date

&sysdate for the computer date

&curpage for the current page number
&maxpage for the maximum page #

&filename for the name of the chart

&systime for the computer time

Line, box or circle

Click theﬂ (line) tool, the E (box) tool or the

o (circle) tool, and then click-and-drag on the
schedule to add a line, a box or a circle.

Legend

Choose Layout | Legend Size and enter 1.0 (or
more) for Enter Legend Height.

Legend entry

Choose Insert | Picture, Legend | New Legend
Entry.

Graphic

Choose Insert | Picture, Legend | Picture
from File. Or, copy the graphic to the clipboard
from another application. Choose Edit | Paste |
Picture.

Note: To convert a graphic file to an embedded
graphic, click once on the graphic, then choose
Selection | Properties | Convert to Embedded
Graphic.

Column heading text

Click once on the column heading and edit text.
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Format the Schedule

TO ADD OR CHANGE:

DO THIS:

Chart size

Choose Layout | Page Size | Chart Size.

Number of task rows per page

Choose Layout | Page Size | Rows per Page.

Page to a schedule

Choose Insert | Page | Insert a New Page
before Current Page or Insert a New Page
After the Last Page.

Column

Choose Insert | Rows, Columns | New
Column.

Background color or frame
options

Choose Format | Frame, Highlights |
Background color, border, frame corners.

Margins

Choose Layout | Page Size | Page Margins.

Column width

Click the X tool. Click-and-drag on the column
edge with your mouse. The cursor will change

to YP at the column edge.

Date format for symbol dates

Choose Dates | Date Related Settings | Set
Symbol Date Format.

Date headings

Click once on the date headings. Or, click Dates
| Date Headings.

Gridlines between task rows

Choose Format | Gridlines | Horizontal
Gridlines for entire schedule. Then choose
the Gridlines tab.

Task row shading

Choose Format | Gridlines | Horizontal
Gridlines for entire schedule. Then choose
the Shading tab.

Curtains

Choose Format | Vertical Shading | Curtains
(Shade by Date Range).

Holiday and weekend shading

Choose Format | Vertical Shading | Weekend
and Holiday Shading...
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Format the Schedule

TO ADD OR CHANGE:

DO THIS:

Default symbol date and text
location for a symbol in your
toolbox

Double-click the symbol in the toolbox. Click the
Text and Date Properties tab.

Default symbol size

Choose Format | Frame, Highlights | Symbol
Size.

SmartColumns

Choose Insert | Rows, Columns | New
Column, or click once on an existing column
heading, choose Switch to Column Heading,
then use the drop down menu under Column
Type and Format to choose one of the
SmartColumn Definitions.

Default text styles

Choose Format | Default Text.

A page break

Click the X tool. Right-click the task row you
want at the top of the next page, and then click

Insert Page Break.

Default symbol text

Double-click the symbol in the toolbox. Click the
Default Text tab. Enter text or choose a column
and press Insert.
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Make Changes

TO CHANGE:

DO THIS:

Alegend entry

Click once on the legend entry you want to
change.

To move a legend entry, first click the M tool.
Click on the legend entry, drag to the new

location and drop.

A single link on your schedule
from one type to another type
that is in your toolbox

Click the X tool. Select the left-most symbol (or
in the case of vertical links, select the symbol
from which it originates). Click once on the new

link type in your toolbox.

Selected symbol(s) on your
schedule from one type to
another type that is in your
toolbox

Click the 8] tool. Select the symbol(s) to be
changed (hold down Shift to select more than
one symbol). Next, click once on the new

symbol type in your toolbox.

All symbols or bars of one type,
on your schedule, to another

type

Double-click the symbol or bar in your toolbox.
Choose a new symbol type (shape).

The dates of a group of tasks
linked with vertical links

Choose Dates | Date Related Settings |
Dependency Mode.

A check by Dependency Mode indicates that it
is turned on. Then, use the X to0l to click-and-
drag a symbol.

All dependent symbols will move by the same
amount.

The dates of all the tasks on
your schedule

Choose Dates | Date Range Tools | Shift all
task dates to shift all symbol dates forward or
backward by a specified number of days.
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Make Changes

TO CHANGE:

DO THIS:

Text size of an individual
symbol or an individual task
row’s column text

Click the L1 tool. Select the item to be changed.

Next, choose the Text tab and change the Font
Size or Color.

Individual symbol color

Click the X tool. Select the symbol on the chart.
Next, choose the Size/Color tab and change the
Symbol Fill Color.

Height of individual task rows

Choose Tools | Program Options | Edit. Make
sure there is a check next to ¥ Allow Task
Row Height Adjustments.

Click the ¥ tool. Click-and-drag the light blue
row guide (or gridline if you are using gridlines)
at the bottom of your task row and within the
column area.

4+
The cursor will change to a ¥ . Release to

resize.

Summary bar preferences

Choose Layout | Other | Summary Bar
Settings.

Choose how and when you want the Summary
Bars to appear. Also, choose the symbols and
bar to use for summary bars.

The date of a symbol

Click the LY tool. Then click-and-drag the symbol
on the schedule.

Or, click once on the symbol you want to change.
Enter a new date under Selection | Current
Object: Symbol (1 Selected).

Or, click the X tool. Click once on the symbol
on the schedule and release the mouse button.
Hold down the Shift key and press the left or

right arrow keys.
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Delete Items

TO DELETE:

DO THIS:

Symbol(s)

Click the M tool. Select the symbol to be
deleted.

Press the Delete key on your keyboard.

To delete several symbols at once, hold down
the Shift key while selecting the symbols. Then

press the Delete key.

Horizontal bar(s)

Click the X tool. Right-click the symbol on the
left most end of the bar. Click Clear Horizontal

Bars (Bars).

Vertical link(s)

Click the M tool. Right-click the starting symbol
for the vertical link. Click Clear Vertical Links.

Task row(s)

Click the Xl tool. Right-click a task row. Then
click Delete Task.

To delete several task rows, hold down the Shift
key while selecting the task rows and then press
the Delete key.

To delete several non-contiguous task rows, hold
down the Ctrl key while selecting the task rows

and then press the Delete key.

Legend entry

Click the X tool. Click once on the legend entry
you want to delete. Press the Delete key.

Column

Click the X tool. Select the column you want to
delete (move the cursor to the lower edge of the
column heading cell—the cursor changes to a
downward pointing arrow—click once to select—
the whole column highlights in black. Press the

Delete key.

Page on your schedule

Choose Edit | Delete | Current Page.
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Customizing Milestones Professional

TO CUSTOMIZE:

DO THIS:

The starting template

Create the format you need, including
customization of your toolbox and page layout.

Click File | Files and Templates: Open and
Save Options | Save As...File. Next, click
Standard Template. Save the schedule with
the name default.mtp. From now on every time

you click J New File (Blank), a blank schedule
template using your format and toolbox settings

will be displayed.

The default file locations

Choose Tools | Program Options | Folders.
Click the Browse button to set the default
locations.

A bar or link in your toolbox

Double-click on a horizontal bar or vertical link in
the toolbox.

A symbol in your toolbox

Double-click on a symbol in the toolbox.

The toolbox size, other options

Right-click the toolbox and choose Toolbox
Properties. Select the number of symbol/bar/
symbol combinations, and other options.

The sidebar

Choose Tools | Customize | Sidebar Options.
Changes to the “Show” and “Do not show”
options require you to close and restart
Milestones.

Month and week day names

Choose Format | International | International,
Number, and Currency Settings. Pick from
Month Names, Weekday Names, and Page n of
n.
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Work with Other Applications

TO DO THIS:

DO THIS:

Copy a picture of the schedule
to a document

Choose Edit | Copy Schedule | Copy Metafile
to Clipboard. In your other application, click
Paste Special. Choose Enhanced Metafile.

Embed a schedule into another
document

Choose Edit | Copy Schedule | Copy Schedule
to Clipboard (OLE). In your other Windows
application, click Paste Special.

Or, locate the schedule using Windows Explorer.
Click and drag the schedule name to the other

application’s window and release.

Copy a schedule with a
transparent background

Before copying the schedule to the clipboard,
choose Format | Frame, Highlights |
Background, color, border, frame corners.

Uncheck Include on Prints and Metafiles.

Export schedule pages as
graphics (JPG, PNG, BMP or
GIF files)

Choose File | Export Options | Graphics. Click
Export Bitmap File.

Copy schedule information from
another application

Select and copy data from a spreadsheet,
document table, or database table to the
clipboard. In Milestones Professional choose
File | Import Options | Custom | Custom
Import From Clipboard.

Import information from a file

Choose from the options under File | Import
Options.
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Print Your Schedules

TO DO THIS:

DO THIS:

Print the schedule using the
default settings

s
Choose File | Printing | Print ==

Print the schedule and choose
options

Choose File | Printing | Printing Options.

[Options are described below:]

Print a large chart on one sheet

In the Printing Options dialog box, choose
Scale to Fit Selected Paper Size.

Print a large chart in “pieces”

In the Print Options dialog box choose Use
Specified Size.

Enlarge a small schedule to fit
on a larger paper size

In the Print Options dialog box, choose Scale
to Fit Selected Paper Size.

Scale your schedule by
horizontal and vertical scaling
factors you set

In the Print Options dialog box, choose Use
Custom Scaling Specified.

Next, enter a scaling factor for Horizontal and
Vertical.

Print color schedules on a black
and white printer

In the Print Options dialog box,

¥ Print Colors in Shades of Gray.

Print all open schedules

Choose File | Printing | Print All Pages.
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Print Your Schedules

TO DO THIS:

DO THIS:

Set up your printer

Choose File | Printing | Printer Setup ==

Exclude certain columns when
printing

In the Print Options dialog box, choose the
Exclude Columns tab.

Check the columns to exclude from printing.

Print symbol notes on a
separate page

In the Print Options dialog box,
¥| Include Symbol Notes Page.

Or, choose Tools | Reports | Symbol Notes. Copy
the notes to clipboard and paste into another

application for printing.

Print your schedule by time
period

For example, one page for each
month

In the Print Options dialog box, click the Print
tab.

¥! Print Using the Time Periods Below.

Next, choose a frequency from the left list box
and a time period from the right list box.

For example choosing 3 and months will result in
3 month printing on each page for the date range

specified.

Print a certain date range

In the Print Options dialog box, click the Print
tab.

¥| Print Date Range Below Only

Next, specify both a start date and an end date
for the range you want to print.
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Appendix B: Support and Where to Get More
Information

Help Reference Information

Milestones Professional offers extensive reference information in an easy-to-use
manner. In fact, the Milestones Professional Help Topics contains more detail than this
manual.

To access the reference information, just choose Help | Help Files | Help Topics.
Browse the Contents, or search for keywords under the Index and Search tabs. Help
is well organized and extensive, giving you precise answers and instructions.

Online Support

Choose Help | Internet Support for a list of useful links to our website, including the
Main Support Page, Samples and Solutions, our Web Site Q&A database, The
latest news, and more.

E-Mail Support

You can e-mail us at support@kidasa.com with any questions or suggestions that you
may have. We try to answer e-mail questions 7 days a week.

Technical Support by Telephone

You can call us at 1-512-328-0168 or 1-800-765-0167 between 8:30 am and 5:00 pm
Central Time on normal workdays.

There is no charge for technical support.

Web Site

Our web site is at http://www.kidasa.com. It contains a significant amount of
information: white papers, question and answer sections, movies, samples, additional
documentation, and more.

Automation Help

Choose Help | Help Files | Automation Help for everything you need to know for
programming your own interface to Milestones.

Movies

Choose Help | Internet Support | Online Movies to go to our movies page on our
website.
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Index

add
columns, 6-2, 6-6
graphics, 2-26
horizontal connector, 2-7, 2-8, 2-9
hyperlink, 10-2
SmartColumn, 2-19
symbol, 2-8
symbol+connector, 2-8
symbol hyperlink, 10-2
symbols+connector combination, 2-7
task bar, 2-7
text, options, 2-12
text column, 2-19
text to column, 2-17
vertical connectors, 2-9, 5-5
Add tool, 2-6
allow in place activation, 11-13
applications
interaction with other applications, 11-1
Arrow tool, 2-6
automation, 11-16

B

baseline

summary display, , 4-6

summary display, hide, , 4-6
blank-out SmartColumn cells, 2-29
bookmarks, 1-7, 2-24
box tool, 2-6
browser, 13-6

C

Calculation/Indicator SmartColumn, 15-4
create, 15-6
options, 15-5
calendar icons
display, 2-11
Calendar View, 2-33
hyperlinks, 10-5

cell
indenting, 4-3
charts, 12-2
chart size, 6-1
chart title, 6-8
circle tool, 2-6
clear column text, 6-8
collaboration, 13-1
color themes, 1-19, 12-19
apply, 12-20
create, 12-19
delete, 12-19
reset column text before applying
theme, 6-8
column area, 2-2
add text, 2-17
column heading, 2-18
formatting, 12-14
properties, 2-18
text, 12-14
columns, 2-17
add, 2-19, 6-6
copy and paste, 11-12
currency display, 12-13
delete, 6-7
edit, 2-19
exclude when printing, 7-4
insert, 6-6
move, 6-6
move between column cells, 2-17
numbering, 6-3
paste text and numbers, 11-9
properties, 2-18
shading, 12-13
show/hide, 6-3
text, default styles, 12-13
text column, 2-12
text formatting, 12-13
column text, 1-13
add, 2-17
color overrides, 12-14
default styles, 12-13
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reset font overrides, 6-8
column title, 2-18
Combo Toolbox, 2-4
customize, 3-2
compute rolled-up values, , 4-8
connectors
adding , 2-8
add vertical, 5-5, 5-6
vertical, 2-9
connectors fill to status, 2-23
constraints, 1-4
Continuous View mode, 2-31
shortcut, 2-27
copy
column text, 11-11
copy metafile to clipboard, 11-15
Csv
export, 11-8
import, 1-11, 11-6
currency display in columns, 12-13
current date, 2-22
status line, 2-22
current date line, 2-22
curtains, 1-18
add, edit, delete, 12-15
example, 12-18
format, 12-15
repeat, 12-17
shift, 12-18
show over gridlines, 12-17
custom date headings, 6-11

D

DataGraph, 14-16

assign ValueSets, 14-17

formatting, 14-16
DataGraph and ValueSet Wizard, 14-2
date headings, 2-21, 6-9

custom headings, 6-11

frequency number, 6-10

start number, 6-10

switch to view option, 2-36
date heading scroll buttons, 1-22
dates

hide all symbol dates, 3-11

Index-2

project start and end, 2-20
symbols, 2-10, 2-11
date SmartColumns, 2-11
decimal places, 15-13
decimal symbol, 15-13
default printer, 7-4
default symbol text, 3-10
delete
column, 6-7
vertical connector, 5-8
dependencies, 2-9, 5-1
movement rules, 5-3
show/hide, 5-2
symbol linking, 9-4
dependency mode, 5-2
digit grouping symbol, 15-13
distribute schedules, 13-1
distribution
Viewer, 13-9
drawing tools, 2-4
customize, 3-5
duration
summary line display, , 4-9
Duration SmartColumn, 15-17
Duration View, 2-34

E

Earned Value
Reports, 15-25
SmartColumns, 15-22
What is it?, 15-21
ellipse tool, 2-6
embedding, 11-14
End Date SmartColumn, 2-11
Excel
importing, 11-4

expand/collapse indicators, , 4-11

export
Csyv, 11-8
MPX, 11-8
to MS Outlook, 1-13
XML, 11-8



fill patterns, 12-6

fill to status
connectors, 2-23
summary bars, , 4-13
symbols, 2-23

filter, 1-7
by outline level, , 4-12
options, 1-7

find and replace, 1-7

fonts
column text reset, 6-7

formatting

presentation schedules, 12-1

schedule layout, 6-1
toolbox, 3-1
freeform text, 1-13
add, 2-12
free viewer, 13-9

frequency for date heading, 6-10
Full Screen view mode, 2-31, 13-12

G

Gantt views, 2-32
gradient color fills, 1-18, 12-7
graphics
insert, 2-26
metafiles, 11-15
graphing values, 14-1
gridlines
by outline level, 12-10
formatting, default, 12-9
vertical, 12-15

H

headings
date headings, 6-9
Help
reference information, C-1
Holidays, 1-4
horizontal connectors
adding, 2-9
after status fill color, 3-13
always-on-top, 3-14

default settings, 3-12
fill color, 3-13
formatting, 2-15
pattern, 3-13
shadow, 3-13
hyperlinks, 10-1
activate, 10-5
clear, 10-5, 10-6
example, 10-1
in a column, 10-6
master schedule, 8-4
report of symbol hyperlinks, 10-6
symbols, 1-7, 10-2
task lines, 10-4

import
CSV file, 11-6, 11-8
Custom, 11-4
expanded 20 column, 11-8
from Excel, 11-4
from MS Outlook, 1-13
MPP file, 11-2
Project files, 11-2
single column, 11-9
include schedule in other document, 1-11
indenting, 4-2
column text, 4-3
shortcut, 2-27
indicator symbols, 15-1
Calculation/Indicator SmartColumn,
15-5
example, 15-1
insert
column, 6-6
international
numbers format, 15-13
international support, 1-17
internet publishing, 13-2
create graphics and web pages, 13-4,
13-7
create graphics only, 13-3
graphics options, 13-3
tiered hierarchy, 13-7
web page with drill-down, 13-7
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keyboard
shortcuts, 2-27

landscape, 6-1
launch hyperlink
symbol hyperlink, 10-3
task line hyperlink, 10-5
layout
page, 6-1
legend
add legend entry, 6-5
delete legend entry, 6-6
floating, 6-6
move legend entry, 6-5
lines per page, 6-2
line tool, 2-6
linking
hyperlinks, 10-1
OLE, 11-14
symbol linking, 9-1
symbol to files and URLs, 10-1
tasks to files and URLs, 10-1
link steps, 2-9
link tasks vertically, 5-1

M

master schedule, 8-1, 8-2
create, 8-4
delete, move, change sub-schedules,
8-4
example, 8-1
formatting, 8-3
tips, 8-6
update, 8-5
versus symbol linking, 9-8
metafiles, 11-15
Microsoft Project interface, 11-2
open MPP files, 11-2
refresh feature, 11-3
Wizard, 11-2
Milestones Viewer, 13-9
MPX
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export, 11-8
MS Project Column, 2-19

N

negative number format, 15-13
network

faster open and save, 2-30
numbers format, 15-13

@)

Object Linking and Embedding, 1-11,
11-13
OLE, 1-11, 11-13
automation, 11-16
link versus embed, 11-15
open schedule
across network, 2-30
outdenting, 4-2
outline level
shading, 12-10
summary bar overrides, , 4-7
summary bars, 12-12
Outline Level SmartColumn, 4-4
outlining, 4-1
entering tasks, 4-3
indent/outdent, 4-2
tab key, 4-2
tools, 4-2
Outlook
import/export, 1-13

P

page layout, 6-1
page numbering, 1-17
paste
column text, 6-8
graphics, 2-26
multiple column cells, 11-12
schedule as a graphic, 11-15
single column, 11-9
single column cell, 11-10
ValueSet values, 11-11
PDF
Save As..., 13-12



Percent Complete SmartColumn, 1-9,
15-15
create, 15-16
example, 15-15
Percent Complete view, 2-35

pictures
insert, 2-26
Plus tool, 2-6

predecessor/successor, 2-9, 5-1
presentation schedules, 12-1
Presentation view mode, 13-10

screen controls, 13-11
presenting the schedule, 13-1
print, 7-1

custom scaling, 7-3

date range, 7-3

exclude columns, 7-4

exclude columns after first page, 7-3

options, 7-2

scale to fit, 7-2

specified size, 7-2

symbol notes, 7-2

time periods, 7-3
printer, 7-4

default, 7-4
print preview, 7-1
programming options, 11-16
Project interface, 11-2

open MPP files, 11-2

refresh feature, 11-3
project start and end dates, 2-20

R

rectangle tool, 2-6

redraw screen, 2-27

refresh from MS Project, 11-3

relationship between tasks, 2-9

replace, find and, 1-7

reports
print symbol hyperlink data, 10-6
print symbol linking data, 9-7
print symbol notes, 7-2

reset all row/cell overrides, 6-8

reset column font, 6-8

Resource Allocation SmartColumn, 15-19

create, 15-19

example, 15-19
right-click menus, 2-29
roll-up, , 4-11

column values, , 4-8
row height

reset to default, 6-2
rows per page, 6-2

S

Save As
PDF, 13-12
save schedule
across network, 2-30
schedule
new, 2-30
schedule area, 2-2
schedule title, 6-8
scroll date heading, 1-22
scroll icons, 2-20
scroll the date range, 2-20
Setup Wizard, 2-30
shading
by outline level, 12-10
by time period, 12-15
column heading, 12-14
columns, 12-13
curtains , 12-15
task line, default, 12-8
task lines, selected, 12-10
shortcuts
keyboard, 2-27
sidebar, 3-1
shortcuts under the toolbox, 2-3
sidebar, 2-2, 2-3, 3-1
toolbox, 3-4
SmartColumns, 15-1
add, 2-19
available SmartColumns, 2-19
blank-out cell entry, 2-29
Calculation/Indicator, 15-4
dates, 2-11
Duration, 15-17
Earned Value, 15-22
example, 15-1
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other SmartColumn, 15-20
Outline Level, 4-4
Percent Complete, 15-15
Resource Allocation, 15-19
Stoplight, 15-2
summary value roll-up, 15-13
Symbol Count, 15-20
Symbol Text, 2-13
Values, 1-8, 15-9
ValueSet, 14-18
WBS Number, 4-4
sort task lines, 1-7
split summary bars, , 4-9
spreadsheet
importing, 11-4
Standard Toolbox, 2-5
customize, 3-2
start and end dates
entire schedule, 2-20
Start Date SmartColumn, 2-11
start for date heading, 6-10
status
connectors fill to status, 2-23
symbols fill to status, 2-23
status line, 2-22
display, 2-22
example, 2-23
stoplights, 15-1
Stoplight SmartColumn, 15-2
substitutable text strings, 1-13
successor/predecessor, 2-9, 5-1
summary bar, , 4-6
baseline display, , 4-6
display lower level symbols and con-
nectors, , 4-9
display options, , 4-6
display options, overrides, , 4-7
display selected symbols, , 4-10
fill the connector, , 4-13
format by outline level, 12-12
hide dates, , 4-9
override settings, , 4-7
summary line, , 4-6
column value roll-up, , 4-8
duration display, , 4-9
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roll-up, , 4-11
summary value roll-up, 15-13
switch to view, 2-36
Symbol Count SmartColumn, 15-20
symbol dates
change, 2-10
hide all, 3-11
prefix, 3-12
suffix, 3-12
symbol hyperlinks, 10-1
activate, 10-3
add, 10-2
clear, 10-5
example, 10-1
symbol linking, 9-1
clear link, 9-3
example, 9-1
highlight symbols, 9-4
link symbol to target symbol, 9-3, 9-6
name the target symbol, 9-2, 9-6
reports, 9-7
symbols in same schedule, 9-5
symbols on different schedules, 9-2
symbol text, 9-3
update linked symbols, 9-4
versus master scheduling, 9-8
symbol notes, 1-13
add, 2-12
printing, 7-2
reports, 7-2
SmartColumn, 2-13
symbol position, 1-15, 3-8
symbols
3D Look, 3-6
adding, 2-7, 2-8
changing date, 2-10, 2-11, 2-28
default settings, 3-6
default symbol text, 3-10
displayed on summary lines, , 4-10
embedded, 3-6
fill color, 3-7
formatting, 2-14
indicators, 15-1
letter marking, 3-6
override default settings, 3-11



override text color, 3-11

positioning, 3-8

shape, 3-6

size override, 3-7

text, 2-12

text and date positions, 3-8

text background colors, 3-8

type, 3-6

user defined shapes, 3-6
symbols fill to status, 2-23
symbol text, 1-13

add, 2-12

based on column text, 3-10

default symbol text, 3-10

draw at angle, 3-9

hide all, 3-11

override colors, 3-11

SmartColumn, 2-13

transparent, 3-8
Symbol Text SmartColumn, 2-13
symbol types, 1-14

T

task line
bookmarks, 2-24
gridlines, 12-9, 12-10, 12-11
hyperlinks, 10-4
hyperlinks, clear, 10-6
shading, default, 12-8
shading by outline level, 12-10
shading selected tasks, 12-10
tasks per page, 6-2
templates, 1-17, 2-30, 12-2
create, 12-6

format a blank schedule, 12-3, 12-5

format existing schedule, 12-4
save, 12-6

save as default, 12-6
schedule setup wizard, 12-5

what templates do not retain, 12-3

what templates retain, 12-2
text, 1-13

add, 2-12

column heading, 12-14

column text, 2-17

find and replace, 1-7

format by outline level, 12-10
hide all symbol text, 3-11
options, 1-13

Text tool, 2-6

timeline date headings, 6-9
title area, 2-2

toolbox, 2-4, 3-1

Arrow tool, 2-6

box tool, 2-6

circle tool, 2-6

Combo Toolbox, 2-4, 3-2
customizing, 2-5
customizing the size, 3-3
default, 2-4, 2-5

floating, 3-4

line tool, 2-6

Plus tool, 2-6

sidebar, 2-4, 3-4

size, 3-3

Standard Toolbox, 2-5, 3-2
Text tool, 2-6

tools, 2-6, 2-27

type, 3-3

Type 1 ValueSet, 14-4
Type 2 ValueSet, 14-6
Type 3 ValueSet, 14-8
Type 4 ValueSet, 14-10
Type 5 ValueSet, 14-12

U

update

master schedule, 8-5
symbol linking, 9-4

\Y%

values

roll-up, , 4-8
track and graph, 14-1

ValueSet, 14-3

assign to DataGraph, 14-17
color and pattern display, 14-15
display in column, 14-18
graphic properties, 14-14

paste values, 11-11



types, 14-3
ValueSet SmartColumn, 14-18

Values SmartColumn, 1-8, 15-9 XML
example, 15-9 export, 11-8
vertical connectors, 2-9, 5-1
adding, 2-9, 5-5

adding many, 5-6
change on schedule, 5-7
color, 3-15
default settings, 3-14
delete, 5-8
formatting, 2-16
line pattern, 3-15
shape, 3-15
size, 3-14
vertical gridlines, 12-15
Viewer, 13-9
View Mode, 2-31
Calendar, 2-33
Continuous, 2-31
Duration View, 2-34
Full Screen, 2-31, 13-12
Gantt, 2-32
Gantt Roll-Up, 2-32
Percent Complete view , 2-35
Presentation, 13-10
switch to view, 2-36
view options
Duration View, 2-34
Percent Complete view, 2-35
switch to view, 2-36
view modes, 2-31
Visual Basic
OLE automation, 11-16

W

WBS Number SmartColumn, 4-4
alphanumeric display, 4-5

Wizard
Microsoft Project interface, 11-2
new schedule, 12-5
Schedule Setup, 2-30
template, 12-5

working with other applications, 11-1
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