How to Setup Calendars in Microsoft
Project

As you know, from previous articles, working time in MICROSOFT PROJECT is set up in a Backstage view:
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and it says: When you put task duration in the Duration field in DAYS it will multiply days with 8 hours per
day. The task will start at 08:00 and will finish at 16:00. When you put task duration in the Duration field
in WEEKS it will multiply weeks with 40 hours per week. Finally, when you put task duration in the
Duration field in MONTHS it will multiply months with 20 days per month and with 8 hours per day.

Defaults for MICROSOFT PROJECT are:

=  Weeks starts on: Monday

=  Fiscal year starts in: January
= Default start time: 08:00

= Default end time: 17:00

* Hours per day: 8

= Hours per week: 40

= Days per month: 20

It means that 1 day of duration is work from 08:00 till 17:00 with 1 hour off for a lunch break.

You know that if you want MICROSOFT PROJECT to calculate start and end date you have to be in Auto
Scheduled Mode.
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In MICROSOFT PROJECT there are three types of Calendars: Project Calendar, Resource Calendar, and
Task Calendar.

| will explain when, how, and why to use those types of calendars. | will be very detailed. | do not know if
will take me 20, 30, or 50 pages to explain everything about Calendars in MICROSOFT PROJECT, but | do
not care. | will write, and write, and write until | have covered EVERYTHING about the Calendars. WHY?
Take me seriously in this: “IF YOU DO NOT UNDERSTAND HOW TO WORK WITH CALENDARS IN
MICROSOFT PROJECT, YOU WILL NOT BE ABLE TO GET THE EXPECTED RESULTS, AND YOU WILL HATE
MICROSOFT PROJECT, BECAUSE YOU WILL THINK THAT IT DOES NOT WORK PROPERLY!”

There are three “built in” Calendars in MICROSOFT PROJECT: Standard, Night Shift and 24 hours. You can
see them here:
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For the Project, Resources and all Tasks, Standard Calendar is Default.
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Default working time for the Standard Calendar is from Monday to Friday, and from 08:00 to 12:00, and

From 13:00 to 17:00. You can see it here:
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Default working time for the Night Shift Calendar is from Monday to Friday, and from 23:00 to 03:00,

and From 04:00 to 08:00.
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Default working time for the 24 Hours Calendar is from Monday to Sunday (the whole week), and from
00:00 to 00:00.

You can create your own Calendar or change one of the Default Calendars.

OK. Now back to our “Wedding Project”. We do not want to work on Christmas, and New Year’s. So we

have to change our Calendar:
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after entering this information you will click on the Details button and get:
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| know that Christmas is a “Recurring” exception, and that it is a Nonworking day and that it recurs every
Year. | put 20 in the number of occurrences so | do not have to be worried for the next 20 years about
Christmas, and my “Wedding” Project will be finished much, much earlier than 20 years from now (I

hope).

| will do the same thing for the New Year!

If you remember, my Project is about to start at 08/01/2011. Since | want to take control over every
task, | must be available for my Project all the time. Now, suppose that | am going on vacation from
09/15/2011 to 08/21/2011. | will enter this as a “one time” exception, because | do not want any activity

while I’'m on my vacation.
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What do | get? Well, there will be no activity during this period! | will give you example. | will add a
brand-new task in my “Wedding” Project in auto schedule mode, and | will define a 12 day duration and

| will get:
[ - on I [ SR —— j o
O [ioae ™ ™" ) ) ) ) ) e e e S e e
L] ] i 1 T
Haldesser
] o# Ga to the Wedding
Chapal
ol ] et Madviad
i o Gt the Marriage
Contificate
] o G 1 thee
Restaurant
N o Have a Party
L + Give gifts to guests
[
w ] ot Gifts you
¥t from the guest
10 your house
o o G et Hoterl -
WEDDING NIGHT
L o+ G 1 the
Honeymoon
i o You are married 0 dayi i8
couple.
& i
100 | ] The EXAMPLE m.“- 182011 23.8.2011 | I_—]



http://ntrajkovski.files.wordpress.com/2011/09/image4.png
http://ntrajkovski.files.wordpress.com/2011/09/image5.png

As you can see, the Start date is 08/01/2011 (The Project Start date). The Finish date is 08/23/2011.
Why? From 08/01/2011 (Monday) to 08/05/2011 (Friday) we have 5 working days. From 08/08/2011
(Monday) to 08/12/2011 (Friday) we have 5 working days, as well. From 08/15/2011 (Monday) to
08/21/2011 we have no activity, because in my Project Calendar | made an exception (Vacation)! And |
need another 2 days to complete my Task. So the activity on that task will continue at 08/22/2011
(Monday) and finish at 08/23/2011 (Tuesday), e.g. 2 days.

You can make this Vacation exception using Work weeks:
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Now if you add the same EXAMPLE TASK with 12 days duration you will get the same Result!
Because this is an EXAMPLE TASK | will delete it!

But what if you have different working times over the period. For example, our “Wedding” Project has
working time from Monday to Friday from 08:00 to 12:00 and from 13:00 to 17:00. And it will start at
08/01/2011. Suppose that we want to keep that working time from 08/01/2011 to 08/15/2011, and
then from 08/16/2011 to 08/31/2011 we want to work from 16:00 to 20:00, and then from 09/01/2011
go back to the old working time.

I'll show you how to do it in my “Wedding” Project, but this is the Example, so | will delete those working
times later, because | will not need them in the future

Here it is:
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Notice that you CAN NOT change the Default row.

Now concentrate. If you remember from earlier in the article, | made an exception in the Project
Calendar for my Vacation time:
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I will now, just for example, put an Auto Scheduled Task which will start (by default) at 08/01/2011
(Project start date), and will have 20 days Duration. | will get:

101 = Task 1 l20days  1.8.2011 8.9.2011
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WOW! | have task with 20 days Duration, it will start at 08/01/2011 and it will be finished at
09/08/2011????

Well, now you understand why it is SO IMPOTRANT to understand MICROSOFT PROJECT calendars. Here
is the explanation.

First, when | told that my task will have a 20 days duration, MICROSOFT PROJECT has converted 20 days
into 20 days X 8 hours per day = 160 hours.

We know that one day has 8 hours from here: On the File Tab click Options, and then Schedule and you
will see:

Default start time: | 8:00 | |
Default end time: | 17:00 | =

Hours per day: 8 =
Hours perweek: |40 =
Days per month: |20 =

The Task will start at 08/01/2011 (The Project Start date). OK. We need 160 hours. And we will get them:

=  From 08/01/2011 (Monday) to 08/05/2011 (Friday) = 5 days x 8 hours / day = 40 hours

* From 08/08/2011 (Monday) to 08/12/2011 (Friday) = 5 days x 8 hours / day = 40 hours

*  From 08/15/2011 (Monday) to 08/21/2011 (Sunday), there are no activities on the Task because
of Calendar Exception (Vacation, remember???)

*  From 08/22/2011 (Monday) to 08/26/2011 (Friday) = 5 days x 4 hours / day = 20 hours. WHY?
Because working time from 08/16/2011 to 08/31/2011 is from 16:00 to 20:00 and it means only
4 hours per day

* From 08/29/2011 (Monday) to 08/31/2011 (Wednesday) = 3 days x 4 hours / day = 12 hours.
WHY? Read one sentence above

=  From 09/01/2011 (Thursday) to 09/02/2011 (Friday) = 2 days x 8 hours / day = 16 hours. WHY?
We are on the old working time!

*  From 09/05/2011 (Monday) to 09/08/2011 (Thursday) = 4 days x 8 hours / day = 32 hours. WHY?
You know very well why

And it makes 40+40+20+12+16+32 = 160 hours!

What will happens if | remove this working week from 08/16/2011 to 08/31/2011 from my Project
Calendar?
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The Finish date is 09/02/2011.
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=  From 08/01/2011 (Monday) to 08/05/2011 (Friday) = 5 days x 8 hours / day = 40 hours

* From 08/08/2011 (Monday) to 08/12/2011 (Friday) = 5 days x 8 hours / day = 40 hours

*  From 08/15/2011 (Monday) to 08/21/2011 (Sunday), there are no activities on the Task because
of Calendar Exception (Vacation, remember???)

*  From 08/22/2011 (Monday) to 08/26/2011 (Friday) = 5 days x 8 hours / day = 40 hours. WHY?
Because | remove working time from 08/16/2011 to 08/31/2011 which was from 16:00 to 20:00
and only 4 hours per day

=  From 08/29/2011 (Monday) to 09/02/2011 (Friday) = 5 days x 8 hours / day = 40 hours. WHY?
Read one sentence above

And it makes 40+40+40+40 = 160 hours!

Now, | will remove my Vacation from exception from MICROSOFT PROJECT Calendar:
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and | will get:

I o1 S SN 18011 2682011

The Finish date is 08/26/2011.

*  From 08/01/2011 (Monday) to 08/05/2011 (Friday) = 5 days x 8 hours / day = 40 hours
=  From 08/08/2011 (Monday) to 08/12/2011 (Friday) = 5 days x 8 hours / day = 40 hours
* From 08/15/2011 (Monday) to 08/19/2011 (Friday) = 5 days x 8 hours / day = 40 hours
*  From 08/22/2011 (Monday) to 08/26/2011 (Friday) = 5 days x 8 hours / day = 40 hours

And it makes 40+40+40+40 = 160 hours, again.

At the end of this article, do | have to emphasize that you should be EXTREMLY CAREFUL when you are
changing calendars in MICROSOFT PROJECT, or working time???

If you think that this is complicated you are hitting the target. BUT, the real pain begins with Resource
calendars, and the Task Calendars.

Now | will show you how painful MICROSOFT PROJECT can be if you do not understand how it works! |
will add two resources in the Resource sheet. Remember, this article is NOT about Resources and how
to manage them. Please refer to other articles regarding Resources after we establish the Schedule for
my “Wedding” party. This post is about Resource Calendars:

(e IR Project | View Format
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|’ - ' — v y v v
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2 Another Resource  Work A 100%

For the Resource | want to set up Calendar with:

* Vacation (nonworking time) from 08/01/2011 to 08/10/2011
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= working time from 08:00 to 14:00 (working days) e.g. 6 hours per day
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I will now, just for example, put an Auto Scheduled Task which will start (by default) at 08/01/2011
(Project start date), and will have 20 days Duration. | will get:
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101 = Task 1 120 days 1.8.2011 8.9.2011
=

You know why the Start date is 08/01/2011 and the End date is 09/08/2011. If you don’t, please go back
and read the middle of this article.

OK. | will assign The “Resource” to the Task:
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and | will get:

'ﬂ' Task . |Task Name - Duration . |Start - |Finish - |Predecessors . Resource Names

101 | h TASK 20 days 11.8.2011 23.9.2011 Resource 1

Duration is still 20 days, Start date is the Project start date, and the end date is 09/23/2009. How is it
possible?

We need 20 days x 8 hours per day = 160 hours to complete the Task, because | told that one working
day have 8 hours. Now | will switch to the Resource Usage View:

“ Task Resource Project Format
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As you can see: Our resource will work 6 hours per day, and will start at 08/11/2011. Why? Because he
or she is on vacation from 08/01/2011 till 08/10/2011.

We have to work 160 hours to complete the Task. And or resource will work only 6 hours per day. It
means:

*  From 08/11/2011 (Thursday) to 08/12/2011 (Friday) = 2 days x 6 hours / day = 12 hours

*  From 08/15/2011 (Monday) to 08/21/2011 (Sunday), there are no activities on the Task because
of Project Calendar Exception (Vacation, remember???)

*  From 08/22/2011 (Thursday) to 09/16/2011 (Friday) = 4 weeks x 5 days x 6 hours / day = 120
hours

=  From 09/19/2011 (Monday) to 09/22/2011 (Thursday) = 4 days x 6 hours / day = 24 hours

= 09/23/2011 (Friday) = 4 hours

And it makes: 12+120+24+4 = 160 hours!

OK. Now | will REMOVE (REASSIGN) the Resource from my task and after that | will add the Resource and
Another Resource. It is very IMPORTANT that you do not get the same result if you assign multiple
resources to the task in one step, or if you assign the resource to the task, and few minutes later you
assign another Resource to the same Task.
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Now | will first remove the Resource from the Task!

Resource Project View Format
=) a 08 "N 3 B & - & -
= 0 ~ 3 &= > @ e »@ |
Team Assign |RE€source SubstiNgte Add Information Notes Details Level Level Level |
Planner ~ | Resources] Pool~ Resourc Resources Selection Resource All 3§
View Bssignments Insert Properties Level
.7.2011
JTue 2 Aug FriSA Mon 8 Aug . hu 11 Al Sun 14 Aug 17 Aug
tart
2011 |
q
o sk |Task Name + |Duration  Start + Finish « |Prg
e |
101 | “\ TASK 20 days 11.8.2011 23.9.2011

Gantt Chart

-

| More Filters... |

Hold down Ctrl and dick to select multiple resources
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| will set up the Calendar for the Another Resource:
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So the Another Resource will have time from 08:00 to 12:00 (working days) e.g. 4 hours per day. Notice,
that this Resource has NO EXCEPTIONS (no Vacations).

| will now assign both, the Resource, and the Another Resource to the Task, and | will do it directly from
the Gantt chart:

101 = TASK 20 days 1.8.2011 8.9.2011 | -
o Another Resource

and | will get:

R

101 |

ol

ESK 26,5 days 1.8.2011 30.9.2011

Now the Task has 26.5 days duration, and the End date is 09/30/2011. HOW?

Well, | assigned both resources to the task at the same time. It means that both resources should work
160 hours! | know that is complicated but that’s how MICROSOFT PROJECT works. Of course, if you
change the task type, you can get different result, but we are taking one step at the time.

Because both Resources must work 160 hours on the task, they will work according to the Project
Calendars, and exceptions, and Resource Calendars and Exceptions.

Remember this: If you have the Project Calendar and the Resource Calendar (or Calendars), RESOURCE

So how will the resources work? The Resource will work the same as it was explained:

*  From 08/11/2011 (Thursday) to 08/12/2011 (Friday) = 2 days x 6 hours / day = 12 hours

=  From 08/15/2011 (Monday) to 08/21/2011 (Sunday), there are no activities on the Task because
of Project Calendar Exception (Vacation, remember???)

=  From 08/22/2011 (Thursday) to 09/16/2011 (Friday) = 4 weeks x 5 days x 6 hours / day = 120
hours

*  From 09/19/2011 (Monday) to 09/22/2011 (Thursday) = 4 days x 6 hours / day = 24 hours

= 09/23/2011 (Friday) = 4 hours

And it makes: 12+120+24+4 = 160 hours!
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The Another Resource will work:

*  From 08/01/2011 (Monday) to 08/12/2011 (Friday) = 2 weeks x 5 days x 4 hours / day = 40 hours

* From 08/15/2011 (Monday) to 08/21/2011 (Sunday), there are no activities on the Task because
of Project Calendar Exception (Vacation, remember???)

* From 08/22/2011 (Monday) to 08/30/2011 (Friday) = 6 weeks x 5 days x 4 hours / day = 120
hours

And it makes: 40+120 = 160 hours!

The last Calendar type in MICROSOFT PROJECT is the Task Calendar. Remember this: If you have the
Project Calendar, and the Resource Calendar (or Calendars), and the Task Calendar, TASK CALENDAR
HAS PRECEDANCE!

Why do you need a Task Calendar? | will give you an example on our “Wedding” Project. We do not
know when we will have a wedding. We are still in a Planning phase. But what we DO KNOW that the
wedding will start on Saturday, and it will finish on Sunday. We do not know WHICH Saturday and
Sunday, but we know that the wedding will be on these two days.

When you need a specific Task Calendar, DO NOT use and modify standard Calendars. Create your own,
instead. Why? Because if you modify working time on the Standard Calendar, and you use it with
different tasks and different resources, you can get unpredictable results. Here is an example. If | modify
the standard Calendar in MICROSOFT PROJECT and | put the work time only at Saturday and Sunday, all
my tasks will be scheduled to be conducted at these days.

| will now create the two brand-new calendars, and | will name them “Wedding Saturday” and “Wedding
Sunday”:

Py 8 .
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Now | will remove all exceptions from my Calendar:

| will select all Exceptions and | will click on the Delete Button:

Change Working Time o GEESE— . " P E

For calendar: | Wedding Saturday v Create New Calendar ... |

Calendar 'Wedding Saturday' is a base ghlendar.

n a day to see its working times:

August 2011 » 15 August 2011 is nonworking.
TIW|Th|F | S| S
2134 ]5 [BoREE

9 [10 |11 |12 |13 |14

Based on:

Exception 'Vacation' on calendar 'Wedding
Saturday’.

]
e
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Now, | will set up Work Weeks. First | will delete the Specific work from 08/16/2011 to 08/312011. This
specific work came from earlier in the article, about Calendars, remember?

Coro i e S Wi S|
| For calendar: |WedcingSah.rdav - l | Create New Calendar ... |

Calendar 'Wedding Saturdly' is a base calendar.

Legend: Click on a day to see its working times:
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51 Eded werkd 8 [9 [10]11]12
.. hours s PCR 1z 18 |19
1| | On this calendar: Based on:

3 22 |23 |24 |25 |26 Work week 'Working from 16.0..." on
{221 9 (30 (32 calendar ‘Wedding Saturday'.
2"§i"§ Nondefault work
il week

Finish
NA

| 2 |Working from 16.08.2011 to 31.08.2011
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Finally I will set up working and nonworking days for my Calendar:

Change Working Time
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and then:

e

Select day(s): (") Use Project default times for these days.
@ Set days to nonworking time. ||

(o ][ conce |

DO NOT CLICK ON THE OK BUTTON! If you try you will get:

Microsoft Project — (S

You must have at least one working day in the calendar.
L8

]

Why? Because | set up nonworking days from Monday to Friday, and Saturday and Sunday are
nonworking days by default, it means that you have a Calendar without a single working day, and that is
highly unlikely to work in the real world.

You can see that there will be no activity from Monday to Friday. But, on Saturday | will set up working
time for 08:00 to 24:00 (e.g. 00:00, you cannot put 24:00):

[ Details for '[Default]"“i =)

Set working time for this work week
Select day(s): (") Use Project default times for these days.
Mandsy () Set days to nonworking time.

@ Set day(s) to these spedific wof?l
<

0.K. When will the wedding finish? On Sunday. But if it will start on Saturday it will keep going on
Sunday. So | will make Wedding Sunday Calendar, as a copy of Wedding Saturday Calendar:
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| will set up working time as a whole day:
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and then:

That is it!
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Now | will assign specific Calendar to the Specific Task(s).
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and | will get:

The calendar "Wedding Saturday’ | &
is assigned to the task. 5
;otel
Make shure that
flower and wine is
in the Restaurant
&, B Go to the
Hairdresser
% 3 Go to the Wedding
Chapel
% >f-’> Get Married
&, 5 Get the Marriage
Certificate
4, & Go to the
Restaurant
& B Have a Party
&, B Give gifts to guests
> Trancnort Cific o

You will notice that | made a mistake, but | did it purposely, and | will correct it when | will establish a
schedule, later in my project (not in this article, of course). What is the Mistake? Well, look at a “Have a
party” Task. The wedding ceremony will finish, for example, at 18:00 at Saturday, and then the party will
start. But it will certainly not finish at Saturday. So this is the mistake. But, as | said, | will correct the
mistake later.

Now, suppose that | have a “Wedding couple” as a Resource with Standard Calendar:

“ Task Resource Project
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| will assign that resource to the “Get Married” Task:
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o Task  Task Name + Duration _ Start + Finish + |Predecessors _ |Resource Names

Mode | (TIF[S
87 & B Make sure that all
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If | want to move out of this field | will get a warning message:

{ =
e ——
Not enough common working time

Task 91 Get Married in project “The Wedding" has task and resource calendars which do not have enough working time in common for work to be performed on the task. The task will be scheduled
iA ignoring the resource calendar. To change how the task is scheduled, try one of the following:

« Change either the task calendar or the calendar of the resource(s).

« Select the Scheduling ignores resource calendars check box in the Task Information dialog box to have Project ignore the resource calendar for the task.

r (el |

WHY? Well our “Wedding Couple” Resource has a Standard Calendar assign to them, and it means they
are available only at working days (Monday to Friday). One the other hand, the “Get Married” task has a
“Wedding Saturday” Calendar and it will be conducted at Saturday. So we have a conflict, because our
“Wedding Couple” are not available at their own wedding!!! How to solve this conflict? Easy!
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Double click on the Task and then choose:

Task Information b g
s & .
Gmerdl?redecesorslkmces M&SICLBMF&]

94 (B4 | nName:  GetMamed S =] @iEstnated
95 (4| Constrain task
96 Deadine: NA =
57 Constraint type: As Soor Constrant date: | NA

Task type: Fixed Units v Effort driven
98 =

Calendar: Wedding Saturday v |V|Scheduling ignores resource <MUS¥!

With “Scheduling ignores Resource calendars” you are avoiding those types of conflicts in MICROSOFT
PROJECT, because Microsoft Project assume, that any resource will be available to my task if it has its
own Calendar!
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