Getting Started Milestones Professional

Know the ELEMENTS of Milestones Professional

If you know the names of the elements of the Milestones Professional window then you can access information about

these elements using the Milestones Professional Help.
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To maneuver around the Milestones Professional window use: the Toolbox’s Arrow tool to select ele-
ments; the Plus tool for adding symbols, horizontal bars, vertical links; the T tool for adding text .


http://www.kidasasoftware.com/support/help/pro2019/index.htm#t=Guided_Help_-_Welcome_to_Milestones_Professional.htm

Getting Started with Milestones Professional
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Build a Milestones Professional schedule from scratch by following these steps
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Set up the TOOLBOX

Set up the toolbox to have the style of symbols, symbol-horizontal bar-symbol

combinations and/or vertical links to add to your schedule.

Double click any symbol, horizontal bar or vertical link in the toolbox to open

its Options dialog to changes its characteristics .

Double click a symbol to get the Symbol Options dialog box. Select a tab to change the

characteristics of a symbol: Shape, Type, Before Status Color, After Status Color, After V/—A
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Set your schedule’s LAYOUT v

Milestones Professional
Page 1of 1 5/5/2021
2021
Task # Task a3 aa % Budget
7|3|9 10|11‘12
1 Summary with Baseline » IR | 1 38% O $6,000
inal Meeting
All Teams
e
2 Symbols r : 45% O $1,000
O
= R
3 Tasks with Baseline 74% @ $2,000
4 Task with verical link
(dependency)

Budget
| u 900

720

540

360

180

0|

;E Symbol- Horiz?nta_l Bar- Symbol _ Null Symbol- Horizonatl Bar- Null Symbol
Combination

File Connections Edit Dates Insert Format View Tools Selection
- Printer —_— Enter Legend
s [T o [150] e [55 ] ommmn | I e | A
Left | 0.5 Right |0.1 . ) | Make your changes, press
Vs D . Mzke your changes, press below: Undac ——
op | 0.8 Bottom: | 0.5 -
| Apply Setting Changes ("3 ] Apply Legend
Ignore Automatic Top Margin Changes
t;}Ck Rows per | 4 | JOverall Column Layout 5] | Full Page Layout Dislog: [5) Full Legend Settings [4|
yout Page: -
=0 Page Size Legend Size

Choose the Layout tab: set the Printer Orientation selecting to have your schedule Landscape or Portrait; change the Chart Size;

change the Margins, Check on Ignore Automatic Top Margin to remove default space at the top of the schedule; change the Rows

Per Page (increase the rows per page if you want some rows bigger than others); Enter Legend Height (an entry of O will delete the

legend).

Select Overall Column Layout to activate the toolbar for all columns. To: Add - enter a value (Choose the Insert tab to insert spe-

cific column types), Remove - select the red X under the columns value, Resize - change the current value, Hide - select the blue

box with column number, it will change to gray keeping the column value (size) however hiding the column.
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Set your schedule’s DATE RANGE v

The date range is the time span which is displayed in the schedule area. The date range can be as small as one minute (in which
case the start and end dates are the same), or it can span several years, decades, or centuries.
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Set your schedule’s DATE HEADINGS v

Up to 4 date headings can be shown on a schedule. Headings can be placed above and/or below the schedule area. Date head-
ings can be attached to a task row. For each level, choose one of the 30+ built in headings or create a custom heading. It's even
possible to set up logarithmic headings to enlarge one or more time period.

2021
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Yearly: 2018, 2019, ...

Choose the Dates tab - In the Date Headings section - Choose Date Headings Full Dialog OR click
on any date heading to activate the Selection tab containing date headings options: Font Type,
Style, Color, Size; Start # (some headings); Frequency; Background Color/Effects; Add Prefix and /or
Suffix (some headings); Show Headings on Top and/or Bottom of the schedule.

Quarterly (CY): Q1, Q2, Q3,...
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(Mone)
| Date Headings Full Dizlog: [If
Date Headings

Choose Edit Custom Headings to create your own headings.
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http://www.kidasasoftware.com/support/help/pro2019/The_Milestones_window.htm
http://www.kidasasoftware.com/support/help/pro2019/Create_or_edit_a_custom_heading.htm
http://www.kidasasoftware.com/support/help/pro2019/Logarithmic_date_headings.htm

Add a SYMBOL to your schedule v
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4. Left Click and hold the mouse button, Drag to the
symbol’s date.

1. Click the Big Plus tool.
2. In the toolbox click the Symbol to be added.

3. Move the cursor to the schedule area.

Symbols and/or symbol-horizontal bar-
symbol combinations can be added to a
schedule using Start Date, End Date,
Baseline Start Date and Baseline End

Ol -

HIE.4

Date columns.

----------------------------------------------------------- + | > Select the SmartColumn Heading to set
+|V_—A up the symbols and horizontal bars to be
""""""""""""""""""""""""""""""" + used. Click Here for more information.

5. Let go of the mouse.

Add a SYMBOL-HORIZONTAL BAR-SYMBOL combination to your schedule v

at e K| T a1 e k T

1 | 2 | s 4 NImiE N * 11O
e 1 | ¥ [ — B O [
____________________ =y B B e S (K1 ===

1. Click the Big Plus tool. 4. Left Click (the first symbols will display) and hold the

2. Click the Small Plus next to the symbol-horizontal bar mouse button, Drag to the second symbol's date.

-symbol combination to be added.

3. Move the cursor to the schedule area.
For a symbol bar-horizontal-bar symbol
combination to look like just a bar on

>

the schedule . Set up a combination in
the toolbox with symbol style # 28 or

#33 ( ) on the left and right
of the horizontal bar of your choice.

|+ |

__________________________________________________________

]+

5. Let go of the mouse.


http://www.kidasasoftware.com/support/help/pro2019/index.htm#t=Start_date_SmartColumn.htm

Add a HORIZONTAL BAR between two existing Symbols on your schedule -

Horizontal Bars are connections (dependencies) between symbols on the same task row.

>
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1‘_4'r ‘30
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1. Click the Big Plus tool. :
: 3
2. On the schedule click the Start Symbol for ; + :( ’:I

the horizontal connection. + |

3. In the toolbox click the Horizonal Bar to be
Because symbols can be at different levels on a single task row used.

there are several in the toolbox 4. On the schedule click the Symbol to Com-
that allow a vertical connection look within a task row. plete the horizontal connection.

[ 4. On the schedule,
‘m‘ 14 KT [m‘ + K| T | ertcicktne
2 3 4" 4 3 4 that the horizontal
\ D O 3 ; \ D O bar and symbol will
12v 1 be added to. Contin-
t| = L4 + | <l | e t0 hold the
""""""""""""""""""""""" + V_2 A ; '+ v A mouse button,
L to the sym-
''''''''''''''''''''''''''''' + e A —————_—— + e bol’s date.
+ | =3~ + | —
1. Click the tool.
2. Click the to be added.
3. Click the to be added.
5. The




Add a VERTICAL LINK to your schedule v

Vertical links are connections (dependencies) between symbols on different task rows.

. a1 4+ K| T T
BT : s [ «7 5
= ~ [O0]O
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uv a 15 + | v/ a VA
__________________________________________________________ T
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__________________________________________________________ +|¢ O ¢ ¢
1. Click the Big Plus tool. 3. In the toolbox click the Vertical Link to be used.
2. On the schedule click the Start Symbol for the ver- 4. On the schedule click the Symbol to Complete the
tical connection. vertical connection.

Vertical links can also be added to a schedule using the toolbar and the Insert tab. Click Here for more information.



http://www.kidasasoftware.com/support/help/pro2019/index.htm%23t=Add_vertical_links_dependencies.htm

Add COLUMN TEXT to your schedule .

1!
D Task Jan | Feb ‘ M + k ! T _J TaSk
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I Yo )
____________________ + | == Column Text
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1. Click the Text tool. 3. Begin Typing.

2. On the schedule Click in a Columns Cell the cursor will flash.

Column text characteristics an be globally set on the tab in the sec-

tion or individually by selecting the column. The toolbar is now active for the column,

make change to the characteristic of column text in the toolbar.

Add FREEFORM TEXT to your schedule, then Format it v

FreeForm text can be added anywhere on the schedule. It is static thus it will not move when the schedule is adjusted.

| FREEFORM TEXT

Q4 + Ak
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O

1[}‘11‘12
U

/
N
Ol
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1. Click the Text tool. 3. Begin Typing.

2. Click anywhere on the schedule, the cursor

will flash.
FREEFORM TEXT

Add the schedule date, computer

time and/or date, file name, page

+ k T number anywhere on the schedule
using Substitutable FreeForm text .

n | an | 44 | -|"I T T

1. Click the Arrow tool. Click Here for more information.

2. Click the freeform text block. The toolbar is
now active for the freeform text, make change
to the characteristic of freeform text in the
toolbar.

Globally set freeform text characteristics on the
tab in the section.

. 4

8


http://www.kidasasoftware.com/support/help/pro2019/index.htm#t=Substitutable_freeform_text.htm&rhsearch=freeform%20text&rhhlterm=freeform%20text&rhsyns=%20

Add SYMBOL TEXT to your schedule .

Each symbol can have up to three lines of text.

File Connections Edit Dates Insert Layout Format View Tools Selection e Help
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= Sz= Line 3 Text Overrides = g
Eri @ S5 ~ || Date Date | | ol To Changes Background: | Default | [ Dste sko Background: | De
—— | Prefic Suffic e o = —
Time: (12 v : |00 v iRt ) | custom l:l @ [ Combine test fines Line by Line:  (Eo0Ry (=20 ]
) ' Font Date: Text Text Placement Date Place!
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1. Click the Arrow tool.
2. Click the Symbol to have text. The toolbar is now active for that symbol.
3. Move the cursor to the Text section next to Line 1: click.
it Dates Insert Layout Format View Tools Selection 9 Help
B Color Line 1: | Symbaol Text Z 6 Text Owerrides Vertical e o Di”;'[-rm ‘erticat Below w
I lnez | 3L Text Overrid
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Custom D fine text fines Line by Line: - [EEEy h k—-’m k—JR&t
Font Date: I:l o Text Text Placement Date Placement

] Size,/Colar ﬂ Sumrary,/Mark |’\| Notes r\| Hyperlinks ﬂ Constraints r] Symbol Links ﬂ ValueSets r\| erticzl Links f
Svymbol Text |
3 Lines !
Each line can have a different color or attribute

v

2/23

4. Start Typing.
5. Important, select the Apply Text Changes button to have the text display on the symbol.

6. Choose the Text Override button for a line to change that line’s text color and/or attributes.

In the active toolbar for the symbol, change the Symbol Text’s Color, Attributes and/or Size for the selected symbol. These changes
also effect the symbol date. Note, these options are overridden by the Text Overrides options.

Also change the Text Placement around the selected symbol. If the symbol is the start of the symbol-horizontal bar-symbol combi-
nation and text is to be centered on the bar check on Center Text on Bar.

Also change the Date Placement around the selected symbol. Add a Date Prefix and/or Suffix. Set a Custom Date format.

Globally set symbol text characteristics on the tab in the section.

. 4



Add SYMBOL NOTES to your schedule .
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Connecs e Copy [y T Ten 1] smarconr ] summangvias (TR | rpeines [ Comswmire [ Symbol Unks [] Veesew [ vereal Lk |
Task 3 - 3. At the bottom of the toolbar select the
— -1k T tab.
1 ‘ 2 ‘ 3 —
~ O 4. Move the cursor to the
Symbol Text
3 Lines + | <—>
Each line can have a different color or attripute |~ [T |
5 v : + (VA
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L

dit Dates Insert Layout Format View Teols Selection e Help

Symbol Notes can be: <b>= F - Background Color Reser | D Highlight Symbels with Notes
Hidden or Shown<rgh:153,205,0=<b> |5 Apply Text ‘ ’ EEnET .~—_. [] Show Mote Numbers
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6 7 fame Leter h_J I:‘ Dizplay Mote Shadow
38 Shadow Color: Connect to Center of Note

E" Arial v ||? v | Connector Type: Color:

BIUS Symbol Note _I e i

Eﬂe' Symbal Note Display

] Text ﬂ Size/Color ]Summ ry/ Mark rm] Hyperinks ﬂ Constraints ﬂ Symbal Links ﬂ ValueSets ﬂ Vertical Links r

1 2 3 4

3 Lines
Each line can have a different color or attribute

V..
2/23 QO o

Symbol Notes can be:

-------------------------------------------- Each line formatted using codes

5. Start b

6. Important, select the button to have the text display on the symbol.
In the active toolbar for the symbol, change the Note’s Color, Attributes and/or Size for the selected symbol.
Also change the Note’s Background coloring, effects, frame and connector type.

Use the to move the note anywhere on the schedule. Also, the toolbox arrow tool can be used to move the
Note.

Highlight and/or Number symbol with a note. Show or Hide the note.

Globally set symbol note characteristics on the Format tab in the Default Text section.

Each line of a note can appear different by using codes. Click Here for more information.



http://www.kidasasoftware.com/support/help/pro2019/index.htm#t=format_symbol_notes.htm

Add HORIZONTAL GRIDLINES AND SHADING to your schedule v

Horizontal Gridlines and Shading can be set globally or individually (for a single task row or multiple task rows).

[Milestones Professional

Pagelof1

2021

Task Qi @

Milestones Professional

Milestones Professional

Page 10f1

Page 10f 1

2021 2021
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@ Task a @

Layout Format View Tools Selection e Help
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Symbal Test
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Symbol Mark

Date Range) Calumr‘ Text Freeform Text
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Text
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Line Type E
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Graph/Schedule Area

4
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[Ireset Gridines and Shades back to Schedule Defaults

[ Apply Mew Selections to all Three Sections

| Remove all task by task gridine and shading overrides | oK

=n the task rows. Select Shade the Task Row to draw a backgound color.

Right Columnsz .

[ show Gridines

Se options to draw lines between the task rows. Select Show Gridlines to draw lines

Line Calor I; I Line Calor I; I

Cancel

1. To globally set Horizontal Gridlines and Shading choose

the Format tab.

2. In the Gridlines section choose Horizontal Gridlines and

Shading.
3. Choose the Gridlines tab.

4. Check on Show Gridlines for the schedule’s Left Columns,

Graph Schedule Area and/or Right Columns.

5. Select the Line Type for each section.

6. Select the Line Color for each section.

Haorizental Grid and Shading Properties

Select the options to draw lines between the task rows. Select Show Gridlines to draw lines
between the task rows. Select Shade the Task Row to draw a backgound color.

Gridines < Shading

Left Columnﬂ Graph/Schedule Area Right Columns
[ shade the Task Rows Shade the Task Rows Shade the Task Rows
Shade Color Shade Color Shade Color
iarayz40 iaray 40
Effects Target Color Effects Target Color Effects Target Color
Grayz24 Grayz24
Spedial Effects Spedial Effects Spedial Effects
None ~ None v None ~

Alternating Pattern Alternating Pattern Alternating Pattern

Ewen Rows w Even Rows v Even Rows w
[ reset Gridlines and Shades badk to Schedule Defaults
Apply Mew Selections to all Three Sections
| Remove all task by task aridline and shading overrides I 0K Cancel

7. Select the Shading tab.

8. Because each section of the schedule is to have the same
shading options check on Apply New Selection to all Three
Sections.

9. Under Left Columns check on Shade the Task Rows.
10.Select a Shade Color

11.0ptionally choose Effects Target Color and Special Effects
and/or Alternating Pattern.

Note: Once the Left Columns options are selected the Graph/
Schedule Area and Right Columns will also have the same
selections.

To individually set a single task row’s or multiple task

rows’ Horizontal Gridlines and Shading, Click Here for
more information.



http://www.kidasasoftware.com/support/help/pro2019/index.htm#t=Customize_horizontal_gridlines_for_selected_task_rows.htm

Add VERTICAL GRIDLINES to your schedule v
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Layout Tools Selection 9 Help
__| ‘erticz] Gridlines Curtzins Chart Symbol Mark p— Rackground Intern:
i {Shade by color. border, Numkb
— tE| Gridlines snd D=ste Range) Column Test Freeform Test frame corners. Eunler-
== et Setting
- . y Ly Ly Shadows, -
Gridlines, Shading, Font Sizes |y Weekend and . Legend Text . DstalGraph & R
= by Qutline Level_ Hofiday A A Teat Highlights
—— percent Gridines. ZiTivio Symbal Text Symbol Notes A Symbal Size
Gridlines Vertical Shading Default Text Frame, Highlights Internat
Q2 Q3
‘ February ‘ March April ‘ May ‘ June
Vertical Grid Options ? X
Select the type of V4 Gridlines that you would like to use on your
schedule. You may gs many gridine types as you like,
| Yearly to Weekly Daily to Minute Custom |
Freguency: E Line Type: Line Calor:
[ Tearly | 1 | | 1 ~ |
[IFy vearly |1 | |4_v||:|
[+ Quarterly | 1 | |ID——— v||
[+ Monthly |1 | |5...... \,||—|
Owesky |1 | |1 ~[
[ ]Extend Vertical Gridlines into DataGraph Area
Conce

. Select the Format tab.
. Select Vertical Gridlines.
. Select Yearly to Weekly, Daily to Minute or Custom tab.

. Check on the time increment for the vertical gridlines to

display.

. Select the Line Type.
. Select the Line Color.

. Optionally ,select or
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The blue vertical shading in the picture above, is a cur-

tain. Saturday and Sundays can also be shaded. Find

these options on the tabin the
section, choose

and/or

Curtains can also be displayed on task row(s).

Click Here for more information.


http://www.kidasasoftware.com/support/help/pro2019/index.htm#t=Curtains.htm

Quick ADDS to your schedule .

Schedule Title: Insert tab - Title section select - Inset/Edit Chart Title

Current Date: Dates tab - Current Date section - check on Display Date (will display in To place the Date anywhere on the
upper right corner of schedule). Once the date is on the schedule, select it to RS TSN R RRAS O RL)

activate the toolbar to changes the dates characteristics. in the toolbox and type &date.

Current Date Line: Dates tab - Current Date section-* check on Display Date Line

Different Date Range on a Page: Dates tab — More Date Settings section— choose Page by Page Date Range Overrides
enter a Starting Date and Ending Date next to Current Page Override

Page: Insert tab - Page section -+ select Insert a New Page Before the Current Page or Insert a New Page After the Last Page

Page Number: View tab— Optional Item section— check on Page Number (will display |E R EI R UEE EC UL S A S el
in upper left corner of schedule). Once the Page Number is on the sched-
ule, select it to activate the toolbar to changes the Page Numbers charac-
teristics.

the schedule, choose the T (Text) Tool in

the toolbox and type &curpage .

Picture: Insert tab - Picture,Legend section— select Picture from File

Legend Entry: Insert tab - Picture,Legend section select Legend Entry

Task Row: In the column area, select the task row below the task row to be inserted - select the Insert tab - in the
Row, Columns section - select New Task Row

Password: tab section - select
Page Break: Insert tab ~» Page Breaks section
Bookmark: View tab—* Page Navigation section - select Bookmark

Baseline: Insert tab - Baseline, Datagraph, ValueSet section - select Insert or IR RUER U LIHENT NP Z T C1NET@ 1)
Remove a Baseline be used for Baseline choose the tab in

the section choose
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