Customizing Views in Microsoft Project

In this article, we will explore Views in MS PROJECT 2010 PROFESSIONAL! First | will create an example. |
have a Project with four Tasks:

ﬂ Task . |Task Name ~ |Duration _ Start  Finizh - |Predecessors im.fumrr:e Names
| Mode | L
0 = ~ My Sample Project 10 days 30.1.2012 10.2.2012
1 = Task 1 1day 30.1.2012 30.1.2012 Resource 1
- 2 Task 2 2 days 31.1.2012 1.2.2012 1 Resource 2
3 | = Task 3 3 days 2.2.2012 6.2.2012 2 Resource 3
4 | o Task 4 adays  7.2.2012 10.2.2012 3
and four Resources:
-iﬂﬂmrte Name = Type - Material * | Initials - Group -  hiax * |03 Rate ~ Owt Rate ~ CostfUse .Rtrue A
1 Resource 1 Work R . __100% S100,00/hr_S150,00/hc 50,00 Prorated
2 Resource 2 Work R 100% $120.00/hr  $180,00/hr 50,00 Prorated
3 Resource 3 Work R 100%  $140,00/hr  5210,00/hr 40,00 Prorated
4 Resource 4 Wark R 100%  5160,00/hr  5240,00/he 50,00 Prorated

and those Resources are assigned to Tasks:

Q T . Tekhem » Deration St o [Fish | Predecessoer | esourceMames , Bhali __ [3hn'ld JeRD1 | |LFe
(RIS SIMITIW TIPS IS IMITIWITIFIS|SMITIWITIFS (S MITT
Ol wsweikoit 0y wa0n m2am [ —
1 . Task1 1day niNE L Resource | Resource 1
1 2 Task? M Al wiMn ) Pesonete 2 Rescurce 1
3 % Task3 s @l 1N 2 Resonrte 3 Resaurie 3
4 2 Tiskd ddis 1ML m2ER 3 Pesourte d Resoutoe 4

OK! This is a Gantt Chart. In the standard Gant Chart you can see data like in the picture above. But why?
Where are those fields come from?

You can edit this View to get an answer to this question:

Task Resource Project View Format
@ ; ] Network Diagram ’;_M T Resource Usage ~
— & catendar =8 (6 Resource Sheet ~
Task Team
lchart ~|usage - 3k Other Views » Planner + £ Other Views ~

Resource Views

- Tack Name - 'Duration

~ My Sample Project 10 days
q\h Tark 2 . 1day

2 days
S| Show the More Views dialog box
; to see all of the available views. 3 days
C T 4days

=
= | More Views
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and then:

[aopty ][ concel |
and | will get:

(' View Definition in ‘Project’ [
Sgreen: Gantt Chart
Table: Entry -
Group:  MNo Group -
Filter: Al Tasks -
[] Highight filter
[¥] Show in menu
(e ] (o ][ comes ]

e Name: The name of the View

e Table: The Table showed in the View
e Group: How the data is grouped

e  Filter: Which Filter is applied

Now | will make brand new view from the Gantt Chart. First | will create new Filter:
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299 [[§ Resource Usage ~ g (
‘l—"s— aResource Sheet ~ Z »
eam Sort  OQutline Tables <o
nner~ ﬁothet\ﬁews - v v = ﬁf Group by: | Custom 4
Resource Views Data Filter1 o4
n ‘Wed 1Feb Thu 2 Feb Fri 3 :Iﬁeri
ilter
Filter4 .
Filter 5 =
‘ixed Cost . |Fixed Cost Accrual , Total Cost , |Baseline V& Filter6 =
Filter 7 L
$0,00 Prorated $11.200,00 $0,00 $ Fitters X
$0,00 Prorated $800,00 $0,00 | Filter9
$0,00 Prorated  $1.920,00 $0,00| | Bultin
No Fi
$0,00 Prorated  $3.360,00 so,00 |MNoFilted r
$0,00 Prorated  $5.120,00 $0,00

' More Filters...
Y7 Display AutoFilter

Show Related Summary Rows

and then:

[ Fitter Definition in Project1’ -1 B i |
Name{ | Cost greater then $2000 | [¥] Show in menu
Filter: \
| [ cutron | Row | | pssizrow | [ jnsertRow | [ peleteron | |
| 2000 j
Andjor Tiame Test Value(s) @

Cost is greater than =

[ Show related summary rows I

(e ] Cmon )| Come [ e ]|

Now | will make the new view:
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nple i
L Leveling Gantt
? Miestone Date Fofup
Milzstone Rollup
i Multiple Baselines Gantt
1 My Gantt Chart

Tabie: Cost - |
Group: | Mo Gruw -
Filter: Cost greater then 52000 -
[ raghlight fiter

[¥] show in menu

X et )

And | will get:
. |
Task Name ~ |Fixed Cost _ |Fixed Cost Accrual , Total Cost . Baseline  Variance Actu|
0 [~MySample Project |  $0,00 Prorated $11.200,00  $0,00 $11.200,00
5 Task 3 $0,00 Prorated  $3.360,00 S0,00  $3.360,00
4 | Task4 $0,00 Prorated  $5.120,00 $0,00  $5.120,00

Only Task 3, and Task 4 are displayed because they have Cost greater than $2,000.

If I apply a “normal” Gantt Chart with Cost Table | will get:
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Task Name

Fixed Cost . |Fixed Cost Accrual , |Total Cost , Baseline

- Variance _ Actual

Remaining

-

0 |~ My Sample Project $0,00 Prorated $11.200,00 60,00 $11.200,00 $0,00 $11.200,00
1 Task 1 50,00 Prorated $800,00 50,00 $800,00 $0,00 $800,00
2 Task 2 $0,00 Prorated  $1.920,00 $0,00  $1.920,00 $0,00  $1.920,00
3 Task 3 $0,00 Prorated  $3.360,00 $0,00  $3.360,00 $0,00  $3.360,00
4 Task 4 50,00 Prorated  5$5.120,00 50,00  $5.120,00 50,00  $5.120,00

Now | will change My Gantt Chart in a way that | will check Highlight Filter:

and | will get:

Task Name .

Fined Cost , Fixed CostAccrual, Total Cost , Baseline . Varisnce . Actual

~

More Views

Views:

Bar Rollup

My Gant Chart

2 T301a

[13Fef

- -

] 231201 n ‘12 |6 Feb"12
TIFIS[sIM[TIWITTFSTSIM[TIWITIF[S[s|M[TIWITIF[S]S [MIT

=

Resource 1

o[- mysample Project $0,00 Prorated  $11.200,00 $0,00  $11.200,00 $0,00 $11.200,00 |
i Task1 §0,00 Proated  $300,00  S000  $800,00  S000  S800,0()
2 Task2 $0,00 Prorated  $1.920,00 $0,00  $1.920,00 $0,00  S1.920,0
3 Task3 50,00 Prorated  $3.360,00 $0,00  $3.360,00 $0,00  $3.360,00|
4 Taskd $0,00 Prorated _ $5.120,00 0,00 512000 $0,00 512000 |

e

Resouree 2

Resource 3

h Resource 4

You can see, that | get all tasks, but those with Cost greater than $2,000 are highlighted!

OOOPS! Guys | put My Gant Chart instead of My Gantt Chart. | will change the name very simply:
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4 View Definition in 'Projectl.mpp’ [} g

Name: | My Gantt|Chart

Screen: Gantt

Table:  Cost -
Group:  No Group -
Filter: Cost greater $2000 -
Highlight filter

Show in menu

ok | [ concel ]

_—

And I'll get:
Task Name + |Fixed Cost _ (Fixed Cost Accrual , Total Cost , Baseline  [Variance . Actual
0 |- MySsample Project $0,00 Prorated  $11.200,00 $0,00 $11.200,00 §0
1 Task 1 $0,00 Prorated $800,00 $0,00 $800,00 §4
2 Task 2 $0,00 Prorated  $1.920,00 $0,00  51.920,00 S
3 Task 3 50,00 Prorated  $3.360,00 S0,00  $3.360,00 S
4 Task4 $0,00 Prorated  $5.120,00 $0,00  $5.120,00 S0

| will close MS PROJECT 2010, and reopen it again:
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As you can see, My Gantt Chart is here. Why? Because of this:

and:
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“project Options (S

General e . -
[¥] Advice from Planning Wizard
Display [¥] Advice about using Project

[¥] Advice about scheduling

Schedule
[¥] Advice about errors

Proofing
Save General options for this project: %] Project? B I
Language [¥] Automatically add new resources and tasks

Default standard rate: 0,00 kn/h
Advanced I ]

Default overtime rate: 0,00 kn/h
Custo

Edit
Quick Access’
s [¥] Allow cell drag and drop [¥] Askto update automatic links A
-Ins E
N, [V Move selection after enter [¥] Edit directly in cell

Trust Center

ig number of recent documents: 17 = [¥] Show seroll bars
[¥] show QLE links indicators
in Taskbar [¥] Show bars and shapes in Gantt views in3-D
V| Use internal IDs atch different-language or renamed Organizer items between projects -
\ Ilfvlj Automatically add new views, tables, filters, and groups to the global - ]
Display options for this project: (] Project? [
Minutes: | min [=] Weeks: | wk ]
Hours:  hr [+] Months:  mon =]
Days: day E Years: yr El
[¥] Add space before label
[7] show project summary task

[¥] Underline hyperlinks

Notice that when Automatically add new views, tables, filters, and groups to the global is checked, any
new view, table, etc. added in one project will reflect to all Projects in the future. If you want to make a
custom View, Table, etc. only for current Project, remove this check mark!

Notice there are two different types of View in MS PROJECT 2010: Single View, and Combination View.
Example of Single View is Gantt Chart, and example of Combination View is Task Entry:

n Task Resource Proped View | Format
3 3 5 Hetwoik Disgram = m-\ TR Resowsice Uiage = ,ql i B F Highsaht * Timeicale = &
I @ calendar - 8 @ Resouce Sheet - Z =] S 7 Eitt Mo File - | | Bay Z . I
Gantt | Task feam — Sot t Tabiles Ent ebect
{Cnart = Usage » C3h Other Views ~ Planner = TR Other Views = v . 3
Task Vigwi N Ressurte Views . Dali | Zoom - i
@ ok . [TaskName - |Duration _ ‘Start - |Finish - Predecessoes | ResourceNames _ ! 13nll
Mode | ! | [TTFTsTs [Ty
e = _MySampleProject _10days 3012012 1022012 I
1 = 1 day 30,1.2012 30.1.2012 Resource 1
2 ! Task 2 2days 31.1.2012 1.2.2002 1 Resource 2
3 2 Task 3 Idays 222012 6.2.2012 2 Resource 3
4 2 Taska 4 days 7.2.2012 10.2.2012 3 Resouroe 4
M L
Maema: | Task 1 poaton: | tdsy 2 [Clpfortawen [lmausly Schetied | prevous | [ hemt |
Sty 012012 - Frgh: 3012012 *  Tadktye: Foed Units »  SComples: (0%
D Resource Name Units Work Ot Work | Baselne Work | Act. Work | Rem. Work | =
1 |Ressuree 1 100% {an ok o Oh 8h
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Now | will show how to create a Brand new View:

I E Network Diagram ~ E E-a Resource
!
—= & Calendar ~ —— 3 Resource
Task Team
Usage ~ Lab Other Views ~ Planner~ L Other Viey
i Resource Views
| ]
| My Gantt Chart - Task Name - |D
~ My Sample Project 1
Task1 1
Task 2 2
acking Gantt Task 3 3
feset to Default Task 4 4
3 More Views.|
More Views

Show the More Views dialog box
to see all of the available views.

and then:
e L 161
7 More Views &3
-
9 | Views:
|
1 Bar Rollup |
Calendar

Descriptive Network Diagram
Detail Gantt

Gantt Chart

Gantt with Timeline



http://ntrajkovski.files.wordpress.com/2012/02/image1.png
http://ntrajkovski.files.wordpress.com/2012/02/image2.png

So, | will create the Combination View:

[View Definition in ‘Proscit el : [
Name: My|Sample Combination View J
Views displayed;

Primary View: | Gantt Chart v
Details Pane: ‘Resouroe Usage -
Show in menu

o J|[ conce

and | will get:

=1
3

- [Task wame

,.Dwatlm - |Start - [Finish » [Predecessacs . Resource Names |6Feb"12
Mode | : | T T e Y T | g B L
k- - My Sample Project  10days  30.12012  10.2.2002 =
. Tasil lday 012012 a2 Resource 1
] = 2 days L2012 122012 1 Resource 2 | Resource 2
f i} Task 3 3days 222012 6.2.2012 2 Resounce 3 Resource 3
2 Task 4 4days 722012 022002 3 Resounce & Resource

0 Resource Name Work Deetails |6Feb'12
| T | F | = [ 5 | W | © | W
2 | Resource2 __ 16hrs | Work | | [
| Task 2 16hrs | Work | I | | | |

But what if | want that My Sample Combination View has customized portion.

If you read earlier in the article you will recall that | made a customized Gantt Chart View:
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o Task Task Name = ‘Duration ~ |Start = Finish + Predecessors \Resource Names =

Mode
o 2 -MySampleProject  10days 3012012  10.2.2012
1 E Task 1 1day 30.1.2012 30.1.2012 Resource 1
2 1® Task 2 2 days 3112012 1.2.2012 1 Resource 2
3 = Task 3 3 days 2.2.2012 6.2.2012 2 Resource 3
4 e Task4 4 days 7.2.2012 1022012 3 Resource 4

| will make a custom Resource Usage View:

\

View Definition in 'ijettl.rv{

Home QI scE Lssge View.
: Resource Usage
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and | will get:

inﬁwm Name
_ Task 1
2 = Resource 2
j Task 2
3~ Resource 3
| Task 3
4~ Resourced
| Taskd

.|0ast

» Baseline Cast . Varignce - ActusiCost . Remaining | Add New Column ||Details Imnn'ul

5300,00 50,00 $800,00 50,00 $300,00 | work |

300,00 $0.00 500,00 $0,00 $500,00 | work

5$1.920,00 50,00 $1.920,00 $0,00 $1.920,00 | Work

$1.520,00 50,00 $1.920,00 50,00 51.920,00 | Work

$3.360,00 50,00 $3.360,00 50,00 $3.360,00 | Work

$3.360,00 50,00 $3.360,00 50,00 52.360,00 | Waork

$512000 00 $512000 0 $512000 | work | |

$5.120,00 0,00 $5.120,00 50,00 $5.120,00 | Work |
(R —
work ! i
o |

Bh|

Eh
&h

Now | will change My Sample Combination View:

r

More Views
st - -

Views:

Gantt Chart
Gantt with Timeline
Leveling Gantt
Milestone Date Rollup
Milestone Rollup
Multiple Baselines Gantt
My Gmt‘t d‘l&'t

m'v Samole Comblnahon View

W 0 W W

View Definition in ‘Projectl.mpp’

Name: 'MVSw'pleCon'bhaﬁonV'

Views displayed;
Primary View: IMy Gantt Chart v
Detais Pane: =
[¥] Show in menu

ok [ concel ]
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and | will get:

[ o Task :Thst Name — il}urahnn = start = Finish =, |Predecessars = Resource Names = I |30Jan '12
| Mode | | F s | s m b
0 @ - My Sample Project 10days 3012012 10.2.2012 ¢
1 = | Taski |1 day 3012012 20.1.2012 Resource 1 Bicoarce 3
2 k) Task 2 2 days 31.1.2012 1.2.2012 1 Resource 2 L
3 2 Task3 3 days 2.2.2012 5.2.2012 2 Resource 3
4 2 Task 4 4 days 1.2.2012 10.2.2012 3 Resource 4
§
3
] b
iRmﬂu Name |cost Baseline Cost  Variance Actual Cost Remaining Add New Column | Detalls 1530 Jan 12
IS | I T I W 7 [
1 |Resource 1 5500,00 0,00 $800,00 50,00 $800,00 Work | 8h
Task 1 5200,00 0,00 5500,00 $0,00 S800,00 Work ah

Notice that in my upper portion of the Screen | have My Gantt Chart with filter applied, and in the lower
part of the Screen | have My Resource Usage View with the Cost Table applied.

OK! Since | don’t need those examples any more | will delete them. First | will close all Custom Views in a
way that | am going to choose any other View except one that | want to delete (in my example | will
choose regular Gantt Chart):

@ =k . Task Name . [Duration ., Start . Finish . Predecessors , Resource Names . © |6 Feb '12 [13 Feb '12
Made TF[s]s[mTIW[T[F[s s [M]Tw]
0 2 = My Sample Project  10days  30.1.2012  10.2.2012 )
1| B Task1 1day 3012012 30.1.2012 Resource 1 aree 1
2 =) Task 2 2days 31.1.2012 1.2.2012 1 Resource 2 Resource 2
3 2 Task 3 3days 2.2.2012 6.2.2012 2 Resource 3 w
4 2 Task4 4days 7.2.2012 10.2.2012 3 Resource 4 Resource 4

Now | am going to the Organizer:


http://ntrajkovski.files.wordpress.com/2012/02/image10.png
http://ntrajkovski.files.wordpress.com/2012/02/image11.png

Task Resource Project View Format

Information About Project2.mpp S
C:\Users\nenad,ESCA\Documents\Blog\Project2. mpp

3 O .
i’ Close Project Server Accounts

@ Not connected to Project Server

Recent

Project Informatid

New
Organize Global Template Start Date
Print Move project elements such as views, reports, and tables between two local files,
g between a local file and the global template file. PannBate
save & Send Organizer Schedule from
Current Date

Help Status Date
] Options ar
0 o Views | Reports | Modules | Tables | Filters |

‘Global.MPT";

- [E]

Calendar 7 E

Descriptive Network Diagram g

Detail Gantt 5

Gantt Chart J

Gantt with Timeline

Leveling Gantt

Milestone Date Rollup

Milestone Rollup

Multiple Baselines Gantt Resource Usage

My Gantt Chart Task Details Form

My resource Usage View Y Task Entry |E|

Yews auatahe I Vievs 2vataie 0

Global.MPT - Project2.mpp -

Here | choose to delete those Views from my current Project.

Since | will not need those Views in the future, | will erase them from the Global template:

i Organizer w

Views | Reports | Modules | Tables | Fiters | Colendars | Maps | Fields | Groups |

Notice that when you erase something from the Global template, it is gone forever.
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