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-How to create summary tasks?
-Add a new row to the left pane.

-How to create milestones?

-How to create subtasks?
-They are tasks which takes zero time.

- Indent the entry using
«Task->Indent Task»
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Predecessors

Task 10,02  Mon13.02 Thu1602 5Sun19.02 Wed22.02 Sat25.02 Tue28.02  Fri3.03 Mon 603 'Thu9.03 | Sun12.03
0 | Maode = Task Mame -~ WEBS + Duration -« | Predecessors ~ (|21 0O 3 & % 12 15 18 21 0 3 & 9% 12 15 18 21 0 3 & 9 12 15 18 21 0 3 6 9
- 4 Projectl 0 16 days ]
2 |4 Project Start 1 0 days sz
- 4 Phase 1 2 13 days |
» Taskl 2.1 3 days 1
o Task2 2.2 4 days 3
b 2 Task3 2.3 7 days 1
» First Phase is over 3 0 days 2 4 9.03
- 4 Phase 2 4 9 days I H
» Task4 4.1 3 days 4 h_
» Tasks 4.2 6 days 4:3
b 2 Task6 4.3 2 days 8 =



 Shows the relations between activities

Project Start
Milestone Date: Mon 20.02.17 ™
-1
Fhase 1 Taski Task2
Start: Mon 20002.17 ID: 2 Start: Mon 2002.17 ID: 3 Start: Thu 23.02.17  ID: 4
Finish-Wed 80317 Dur: 13 days Finish: Wed 22.02.17 Dur: 3 days Finish: Tee 28.02.17 Dur: 4 days
Comp 0% Ras: Res:
Tesk3
- Start: Tue 2ZB02.17  ID: 5
= Finish: Wed 8.03.17 Dur: 7 days
Res:
Teskd Teskf
First Phase is over Start: Wed 103.17 ID: B r Start: Mon 60317 ID- 10
I e TRE TR Finish: Fi3.03.17  Dur 3 davs Finish: Tee 703.17  Dur: 2 davs
Res: Res:
C: 6
Milestone
Phase 2
Start Wed 1.03.97 ID: 7 Tesics
Finish: Mon 12.03.17 Dur: 9 days Start: Mon 50317 ID: 8
Compx 0%

Finigh: Mon 13.03.17 Duwr: 6 davs
Roms:

Blue = non-critical
Red = critical
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Resource Name ¥ Type
Harald Work
Arvid Work
Martin Work
Peter Work
Other resources Work
Roll{s) of paper Material

Transportation cost  Cost

There are three types of resources: Work, Material and Cost

-  Material

-

Initials

- m Qo W E > I

¥ | Group

¥  Max, Units ™  5td. Rate

100%
100%
100%
100%
300%

500,00 &/hr
30,00 &/hr
20,00 &/hr
20,00 /hr
40,00 £/hr

50,00 &

* (Ot

0,00 &/hr
0,00 &/hr
0,00 &/hr
0,00 &/hr
0,00 &/hr

0,00 £ Prorated
0,00+ Prorated
0,00 & Prorated
0,00 £ Prorated
0,00 + Prorated
0,00+ Prorated

Prorated

¥ Cost/Use ™ Accrue At ~ Base

Standard
Standard
Standard
Standard
Standard



Task Mon 13.02 | Thu 16,02 | Sun 19.02 ' Wed 22.02 ' Sat 25.02 Tue 28.02 Fri 3.03 Mon 603 ' ThuS9.03 |~
O Mode - TaskName - : 0 3 6 9 1215 18 21 0 3 6 9 12 15 18 21
- Task Information X =
- 4 Projectl
R R i
@ » Project Start 1 General | Predecessars E50Urces | ﬁdvancedl Motes I Custom Fields 0,02
= 4 Phase1 2| pame | Taskl Duration: | 3 days | = [ ]Estimated I
| ks | Taskl B recources: 'S 1, Arvid;Harald;Ro]l(s) of paper(3];Transportation cpst[3.00¢
- Task2 2, Resource Name Assignment Owner | Units Cost ) -+
‘* Tasks 7 Arvid 100% 720,00 + 1
R R Harald 100% 12.000,00 £
b 4 First Phase is over 3 & 9.03
Roll(s) of paper 3 150,00 £
Transportation cost 3.000,00 £
- 4 Phase 2 4 I
» Taskd 4 .4 I
» Tasks 4 ¥
# Task6 4 + 1
w

NEW TASKS : MANUALLY SCHEDULED




Cost table:

Fixed Fixed Cost
Task Mame * Cost *  Accrual « | Total Cost « | Baseline - Variance » Actual « Remaining
0 |4 Projectl 0,00 & Prorated 73.950,00&  0,00& 73.950,00& 0,00& 73.950,00%
1 Project Start 0,00 £ Prorated 0,00 % 0,00 & 0,00 £ 0,00 £ 0,00 £
2 4 Phase 1 0,00 & Prorated 18.590,004% 0,00 & 18.590,00 & 0,00 & 18.590,00 &
Lo ~» Highlight: |[Mo Highlight] 3 Taskl 0,00% Prorated 15.870,00 & 0,006  15.870,00& 0,005  15.870,00&
Y Filter: [Mo Filter] 4 Task2 0,00 % Prorated  1.600,00& 0,00&  1.600,006 0,006  1.600,00%
Tables G b Mo G 5 Task3 0,00& Prorated  1.120,00& 0,006  1.120,00& 0,006  1.120,00%
- Group by: |[No Group] B First Phase is over 0,00 & Prorated 0,00 0,00 & 0,00 & 0,00 & 0,00 &
Built-In
4 Phase 2 0,00 & Prorated 55.360,00% 0,00 & £5.360,00 & 0,00 & 55.360,00 &
Lost 8 Taska 0,00 Prorated| 55.360,00% 0,006  55.360,00 & 0,004  55.360,00 &
o Entr}-' g Tasks 0,00 & Prorated 0,00+ 0,00 & 0,00+ 0,00 & 0,00 +&
. 10 Tasks 0,00 & Prorated 0,00 & 0,00 & 0,00 & 0,00 & 0,00 &
Hyperlink
Schedule
- [ ]
| Work table: »
Tracking _ _ o W,
Task Mame ~ Work - Baseline « | Variance - | Actual « Remaining - Comp. =
Yanance 0 |4 Projectl 288 hrs Ohrs 288 hrs 0 hrs 288 hrs 0%
Work 1 Project Start 0 hrs 0hrs O hrs 0 hrs 0 hrs 0%
Surnmary £ 4 Phase 1 168 hrs 0 hrs 168 hrs 0 hrs 168 hrs 0%
J 3 Taskl 48 hrs 0hrs 48 hrs 0 hrs 48 hrs 0%
sAgE
4 - Task2 54 hrs 0hrs 64 hrs 0 hrs 64 hrs 0%
' EJ Reset to Default i 5 Task3 56 hrs 0 hrs 56 hrs 0 hrs 56 hrs 0%
1 rﬁ Save Fields as a Mew Table & First Phase is over 0 hrs 0 hrs 0hrs 0 hrs 0 hrs 0%
% More Tables... 7 4 Phase 2 120 hrs 0 hrs 120 hrs 0 hrs 120 hrs 0%
1
8 Taskd 120 hirs 0 hrs 120 hrs 0 hrs 120 hrs 0%
9 Tasks 0 hrs 0 hrs 0 hrs 0 hrs 0 hrs 0%

10 Tasks 0 hrs 0 hrs 0hrs 0 hrs 0 hirs 0%



Summary table:
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4 Projectl

Project Start
4 Phase 1
Taskl
Task2
Task3

First Phase is over

4 Phase 2
Task4
Tasks
Tasko

16 days
0 days
13 days
3 days

4 days

7 days

0 days

9 days
3 days
6 days
2 days

Mon 20.02. Mon 13.03.
Maon 20.02.1° Mon 20.02.1
Mon 20.02.1 Wed 8.03.17
Mon 20.02.1 Wed 22.02.1
Thu 23.02.17 Tue 28.02.17
Tue 28.02.17 Wed 8.03.17
Thu9.03.17 Thu9.03.17

Wed 1.03.17 Mon 13.03.1
Wed 1.03.17 Fri 3.03.17
Mon 6.03.17 Mon 13.03.1
Mon 6.03.17 Tue 7.03.17

0% 3.950,00 &
0% 0,00 &
0% 18.590,00 &
0% 15.870,00 &
0% 1.600,00 &
0% 1.120,00 &
0% 0,00 &

0% $5.360,00 &
0% 35.360,00 &
0% 0,00 &
0% 0,00 &

288 hrs
0 hrs
168 hrs
48 hrs
64 hrs
56 hrs
0 hrs

120 hrs
120 hrs
0 hrs
0 hrs
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Display the Project Information
dialog box to update various
aspects of the project, such as start
date and status date,
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Waorking Time  Project  Baseline - Project
Schedule

=1
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» | Duration -« Predecessors -

16 days

0 days
13 days
3 raws 1

Project Statistics for 'Project!’ =
Start Finish
Current Mon 20,0217 hon 13.03.17
Baseline MNA MA
Actual MNA MA
Variance od od
Duration Woaork Cost
Current 16d 288h 73.950,00 £
Baseline 0d 0Oh 000+
Actual od 0Oh 000+
Remaining 16d 288h 73.950,00 £
Percent complete:
Duration: 0% Work: 0%




e Detailed information about each task

TASK RESOURCE REPORT PROJECT VIEW TEAM FORMAT Sign in x
IE- Network Diagram  ~ l@ EResource Usage - Al E‘E I:I(-J.v 7 Highlight: |[Mo Highlight] - | Timescale: q @ 'C-l Timeline D'j - 2
E Calendar - - ’E. Resource Sheet - A - Y Filter: [Mo Filter] v | |Days - ) Details 0O E =
Gantt | Task = ) Teamn = ) Sort  Outline Tables - . Zoom En'qre Selected New — Macros
Chart - Usage <3 Other Views ~ Planner~ & Other Views - - - - EGroup by: |[No Group] - *  Project Tasks Window : e
Task Views Resource Views Data Zoom Split View Window IMacros ~
Task 20 Feb 17 27 Fel|~
ﬂ Mode w | Task Name w» | Work < Duration «  Start w  Finish w | 4| Details F s 5 M W F 3 3 M
0 - 4 Projectl 288 hrs 16 days on 20.02.17 on 13.03.17 | Work 16h 16h 16h 16h 16h
1 |& Project Start 0 hrs 0 days Aon 20.02.17 Aon 20.02.17 | Work
- - 4 Phase 1 168 hrs 13 days Aon 20.02.17 Wed 8.03.17 | Work 16h 16h 16h 16h 16h
3 7 4 Taskl 48 hrs 3 days Aon 20.02.17 ved 22.02.17 | Work 16h 16h 16h
Harald 24 hrs Aon 20.02.17 Ved 22.02.17 Work 8h 8h 8h
Arvid 24 hrs Aon 20.02.17 Ved 22.02.17 Work 8h 8h 8h
Roli{s) of pa 3 Aon 20.02.17 Ved 22.02.17 | Work 1 1 1
Transporiat Aon 20.02.17 Ved 22.02.17 | Work
4 7 4 Task2 64 hrs 4 days Thu 23.02.17 Tue 28.02.17 | Work 16h 16h
Arvid 32 hrs Thu 23.02.17 Tue 28.02.17 Work Bh 8h
E Martin 32 hrs Thu 23.02.17 Tue 28.02.17 Work 8h 8h
g 3 # 4 Task3 56 hrs 7 days Tue 28.02.17 Wed 8.03.17 | Work
- Peter 56 hrs Tue 28.02,17 Wed 8.03.17 Work
£ 6 b First Phase is over 0 hrs 0 days Thu 9.03.17 Thu9.03.17 | Work
7 - 4 Phase 2 120 hrs 9 days Wed 1.03.17 don 13.03.17 | Work
8 7 4 Task4 120 hrs 3 days Wed 1.03.17  Fri3.03.17 | Work
Haorald 24 hrs Wed 1.03.17  Fri3.03.17 Work
Martin 24 hrs Wed 1.03.17  Fri3.03.17 Work
Other resou 72 hrs Wed 1.03.17  Fri3.03.17 | Work
Transporiat Wed 1.03.17  Fri3.03.17 | 'Work
9 > Task5 0hrs 6 days Mon 6.03.17 fon 13.03.17 | Work
10 # Taské 0hrs 2 days Mon 6.03.17 Tue 7.03.17 | Work
Work
Work

Winrk
a4

4




* Shows how resources are assigned to tasks.

EUren 1} £i TeR 14

ﬂ Resource Mame  » Work « | Add New Column ~ | Details F S S M T W T F S 5 M T W T
4 Unassigned O hrs Work |:|
Project Start 0 hrs Work
First Phase is 0 hrs Work
Tasks 0 hrs Work
Taskt 0 hrs Work
1 4 Harald 48 hrs Work gh gh 8h 8h 8l
Taskl 24 hrs Work 8h 8h 8h
Taskd 24 hrs Work 8h 8l
2 a Arvid 56 hrs Work 8h 8h gh gh 8h 8h 8h
Task1 24 hrs Work 8h 8h 8h
Task2 32 hrs Work 8h 8h 8h 8h
3 4 Martin 56 hrs Work 8h 8h 8h 8h 8h ]|
Task2 32 hrs Work 8h 8h 8h 8h
Taskd 24 hrs Work 8h a8l
4 4 peter 56 hrs Work 8h 8h 8l
Task3 56 hrs Work 8h 8h 8t
3 4 Other resources 72 hrs Work 24h 241
Taskd 72 hrs Work 24h 241
] 4 Roll(s) of paper 3 Work 1
Task1 3 Work 1 1 1
7 4 Transportation cc Work
Taskl Work
Taskd Work

| Work




Calendar View

e Shows tasks in a calendar.
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READY A NEW TASKS : MAMUALLY SCHEDULED
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7| Task Information x F
Predecessorsl Resourcesl Ad\rancedl Notes I Custom Fieldsl
—I Hame: |Task1 | Duration: E Dgstimated E
A Percent complete: E Priority: E [
Schedule Mode: (@) Manually Scheduled [ inactive
() Auto Scheduled
Dates
Start: | Mon 20.02.17 | Einish: | wed 22.02.17 °] F
1]
EDispIayonIimeline
Hide Bar
DRollup
T T
|Tue 21.02 |Thu 23.02 |53t 25.02 |Mor1 27.02 |Wed 1.03 |Fri 3.03 |5ur1 5.03 |T|..|e 7.03 |Thu 9.03 |Sat 11.03 |Mnn 13.03
Start Taski Task2 Finish

Mon 200297 | 1yon 20.02.17 - Wed Thu 23.02.17 - Tue 28.02.17 Mon 13.03.17

Task3
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