CHAPTER 1

Microsoft Project 2010 - Module 2

PROJECT VIEWS
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The main way of displaying your data with Microsoft Project is with
views and there are really many more options and variations and
flavours here than you may first perceive.

Views allow you to juxtapose tasks and resources. For example,
you can choose a view that shows tasks, or one that shows
resources, another that shows tasks and the resource required for
each task, or another that shows resources and the tasks that each
is working on.

In this session you will:

v/ gain an understanding of project views

learn how to work with the standard built-in views in
Microsoft Project

learn how to split the views on the screen

learn how to create a custom view

learn how to create a custom split view

learn how to display custom views

learn how to display views on the view menus

learn how to save the current settings as a new view
learn how to delete unwanted views from a project
learn how to keep views local.
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Microsoft Project 2010 - Module 2

UNDERSTANDING PROJECT VIEWS

Whenever you are working in Microsoft Project full screen view or a split screen view. Options for
you are viewing your project data. There are changing views can be found on the Task tab, the
different types of views — for example you may Resource tab, as well as the totally dedicated

be viewing tasks or resources, you may have a View tab on the Ribbon.

Built-In Project Views

Microsoft Project contains 27 different built-in views for you in its default mode. Seven of these views
are available from the Task Views and Resource Views groupings on the View tab, while the full 27
are available from the More Views dialog box. Here’s a list of the 27 views — the ones marked with a
(Task) or (Resource) are accessible directly from the View tab of the Ribbon.

Bar Rollup Multiple Baselines Gantt Task Details Form
Calendar (T) Network Diagram (T) Task Entry
Descriptive Network Diagram Relationship Diagram Task Form

Detail Gantt Resource Allocation Task Name Form
Gantt Chart (T) Resource Form Task Sheet

Gantt with Timeline Resource Graph Task Usage (T)
Levelling Gantt Resource Name Form Team Planner (R)
Milestone Date Rollup Resource Sheet (R) Timeline
Milestone Rollup Resource Usage (R) Tracking Gantt

Components of a View

Views are presented either in a tabular format (similar to a spreadsheet screen) or in a form style.
These are the macro or big-ticket items that views are comprised of.

There are also micro items that determine how or what data is displayed in the sheets or forms.
These are tables, filters, groups and layouts (in the case of forms).

Split or Combination Views

Microsoft Project actually allows you to display a full-screen view or a split-screen view. If you are
interested only in tasks or resources you would most likely use a full-screen view. However, if you
want to work with both tasks and resources at the same time a split-screen view is very useful.

A split-screen view divides the screen horizontally and is easily created using the options in the Split
View group on the View tab. Here you can nominate which view you’d like for the top split (also
known as the primary view) and which for the bottom (known as the details view). When the screen
is split a dividing bar that separates the top from the bottom can be dragged up or down to make
either view larger or smaller than the other.

Custom Views

There’s a lot you can change when viewing your project. Should you find that you hit upon the perfect
view, with either a full-screen or split-screen layout, with tables and filters that hit just the right
buttons, then you can opt to save this view as a custom view. The custom view will be added to the
More Views dialog box and can always be accessed again from there saving you the hassle of
remembering which macro and micro elements you’ve used.

Project Templates

Like most other software applications a project file is based upon a template. Unless you specify
otherwise your project will be created using the Global template. Any custom views that you create
will be placed in this template so that the custom view can be used with other project files that you
develop.
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WORKING WITH STANDARD VIEWS

The standard views that are built into Microsoft screen while some are split screen. These views
Project are really quite extensive and allow you to can be accessed from the Task, Resource, or
view the tasks and resources that make up your View tabs on the Ribbon. With most of them you’ll
project in many different ways. Most are single need to open the More Views dialog box.

[ month ][ week J[ custom |
Try This Yourself: (][ January 2015
Monday ‘ Tuesday | Wednesday Thursday | Friday Saturday Sunday
19 20 2 22 23 24 y
Before Starting th|s Create Sie Bians. 5 gays, 4 | [__Arrange Council Permits, 2 days )
§ o exercise you MUST
5T open the file J415 5 = = 5 5 - T
Views_1.mpp...
o Click on the View tab . . . . . '
on the Ribbon and
click on Calendar in |
the Task Views group g 70 ED 7l El 1l 5
& Prepare Ste, 10 days
e Click on the next [Organise Watoriak]
month E and 16 47 9 20 21 7
previous month E] Prepare Ste, 10 days

buttons several times

to scroll through the a Calendar view shows the tasks of your project as bars
months overlaid on a calendar.

Click on Resource

H fal ™
S_heet in Resource o — " s
Views to see the
resources used in the -
. Leveling Gantt -
pI’OjeCt Milestone Date Rollup
Milestone Rollup =
o Click on Other Views Multiple Baselines Gantt
. Metwork Diagram
and click on More Relationship Diagram H
Views to see the More Resource Alocaton _
. 1 esource Form QOrganizer...
Views dlalog box Resource Graph
Resource Name Form
Notice that the current bl
view is selected in the mreervem | S ——
list... L )

Scroll to and click on
Task Sheet then click

on [Apply]

Click on Gantt Chart
in Task Views to
return to this, the most
commonly used view

©

For Your Reference... Handy to Know...

To display the standard, built-in views: e We'd strongly suggest that you make the
1. Click on the View tab on the Ribbon time and give all 27 views in the More Views
2. Click on Other Views and click on More il ool @eee LRIy ol Lo

surprised by the breadth and scope of the

Views . X
view options here.

3. Scroll to and click on the desired view then
click on [Apply]
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CREATING SPLIT VIEWS

In Microsoft Project you can split your screen so
that it shows two views concurrently. When you
have two views the screen is split into an upper
pane and a lower pane. A dark vertical bar,

Microsoft Project 2010 - Module 2

known as the selection bar, appears at the left of
the pane that is currently the active pane — the
active pane is the one that is changed when you
use any of the commands on the Ribbon.

Q «q

slecte
‘sks

Try This Yourself:

Continue using the previous
file with this exercise, or

Timeline - E:E
Details  Task Form -
d N
Winw
| Split View = i

Same
File

open the file J415
Views_1.mpp...

Ensure that the Gantt Chart
view is currently active

Click on the View tab on the
Ribbon and click in the
Details tick box in the Split
View group

Click on the drop arrow next
to Task Form in the Split
View group and click on
Resource Sheet in the lower

FIaSTET T7ans,

Internal Doors and Trim

SIEm|

| Duration: |34day5 |E [CEeffort driven |
Thu 5/03/15

MName: | Plans and Site

Start:  Mon 19/01/15 - Finigh: ~  Taskt,

ID  |Resource Name Units Wark ID  |Predecess

Here the Gantt Chart has remained in the top pane
and a Task Form has appeared in the lower pane.
The black vertical bar at the left of the Gantt Chart is
the selection bar

view

Click on Lay Foundations to
see the resources required

0«

for this task

Click on Other Views in the
Task Views group (on the
Ribbon) and click on Task
Sheet to see a task sheet
view in the top pane

Right click on the Resource
Sheet selection pane in the
lower split and click on
Resource Usage to see a
resource usage in the lower
pane

Click on Details in the Split
View group to remove the
tick and click on Gantt Chart
in the Task Views group

=

5

Timeline v E_t
Details | Resource Sheel =
slected | M
“sks Wino
| Split View |
T TS WA g
I Lay Foundations | 4 d
Plumbing for Sewerage 1
Pour Slab 1
Site Complete 0da
= To Lock Up 22 da
Erect Framing 3d
Lay Roofing 12 di
Brick Walls 5d
Fit Windows & Doors 2 d:
Lockup 0da
= Fit Out 21 da
Electrical Cables 1
Internal Plumbing 2 d
Plaster Walls. 5d
Internal Doors and Trim 4di
iEm|
Q |Resuuroe Name Type |Matena\ Label |Inrt|ais Group Max. Units
Concreter Work C 300%
Carpenter Work c 400%
Labourer Work L 300%:

5

For Your Reference...
To display a split screen:

1. Click in the Details tick box in the Split View

group on the View tab

2. Click on the drop arrow to choose the
desired view for the lower pane

Handy to Know...

In split view the options on the Format tab
on the Ribbon work on the view where the
selection bar is darkened. The options on the
View tab work only on the top pane
irrespective of which selection bar (i.e. upper
or lower) is darkened.
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CREATING A CusTOM VIEW

A view is made up of a screen layout, a table, a custom views in Microsoft Project by specifying in
group, and afilter. The existing views in the Define New View dialog box which of these
Microsoft Project have all been created with elements you'd like.

these elements. You can create your own

. = [

Try This Yourself: 9

@: W

o , Continue using the previous © Combination view

§$ file with this exercise, or open [ v | [ ok | [ cancel ]

& the file J415 Views_1.mpp... L

o Click on the View tab on the e Miew Definition B o
Ribbon, click on Other Views Name: | Wi |
and click on More Views to Sereer:  Gantt Chart -
see the More Views dialog rabies -

y Table:
bo Group: -

e Click on [New] to display the Filter: -

Define New View dialog box ] ght fite
igniig T

e Click on Single View and click | [¥] Show in menu
on [OK] to display the View C o ] [e |
Definition dialog box | —— |

o Type Cost Gantt in Name and e [ View Definition in "J415 Views Lmpp’ )
ensure that Gantt Chart is
selected in Screen B st St |

. Sgeen: Gantt Chart -

o Click on the drop arrow [=] for e -
Table and click on Cost, click o o
on the drop arrow [=] for o . 'J

; Filter: -
Group and click on No Group, Bier: K
and click on the drop arrow [=] [E] Highlight filter
for Filter and click on All [¥] show in menu
Tasks Lok ][ concdd |

e Click on [OK] to return to the - >
More Views dialog box e (More Views (] |
Notice that the custom view Views:
appears in the box... ts:aamlgp o [ mewe. |

:

0 Ensure Cost Gantt is selected Decerimtve Ne twork Dingyam H
and click on [Apply] to see the Detai Gantt
new view Gantt with Timeline

Leveling Gantt izer...
Tl
Milestone Rollup
Multiple Baselines Gantt SE

[ Apply | [ Close ]

For Your Reference...
To create a custom view:

Handy to Know...
e The title bar of the View Definition dialog

1. Click on the View tab, click on Other Views box indicates in which project file the view is

and click on More Views

2. Click on [New], click on Single View and

click on [OK]
3. Enter the appropriate settings

being created. The Organiser button in this
dialog box allows you to shift this view to
other locations.
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CREATING A COMBINATION VIEW

Microsoft Project allows you to create both group, and table to use. When you specify a split-
single-screen custom views and split-screen screen view you can only select the view screen
custom views. When you create a single-screen layout to use in the upper and lower panes.

custom view you can specify which screen, filter,

e r‘-l"lew Definition in "J415 Views_2.mpp" M‘
Try This Yourself:
Name: | View 1 |
Continue using the Views displayed:
g o previous file with this Primary View: -
&L exercise, or open the file Details Pane: -

J415 Views_2.mpp... S

o Click on the View tab on (k][ cancel |
the Ribbon, click on | J
Other Views and click on
More Views to see the (e )
. . 2w nImon in 2ews_sL.m
More Views dialog box e o TP
. . MName: Resource Costs
9 Click on [New] to display = |
the Define New View Views displayed:
dialog box, click on Primary View: Resource Sheet -
Combination View and Details Pane: [l -
click on [OK] [¥] Show in menu
9 Type Resource Costs in [ ox ][ caneal |
Name L — J
0 CIICk on the drop arrOW Resource Name - | Type ~ |Material * |Initials. v |Group ¥ Max. v |Std Rate v Ovit Rate v |CostUse ¥ Accrue v Base A
E_I for Primary View and : T : o] 55 oot st 000 s St
C||Ck on Resource Sh eet 3| Plumber Work P 100%  535.00Mmr|  $0.00Mr 50.00 Prorsted | Standard
4 | Concreter Work c 300% 518.00/hr '$0.00/hr '$0.00 Prorated Standard
e Click on the drop arrow R : o sizoom] sotite]  so00lrerd [sunied
[=] for Details Pane and R : oox] om0 300 rasind |
click on Cost Gantt e : e aam
Click on [OK] to return to 2 e : o[ siaton staom]  soolponisd [samied
the More Ve S dalog 13 Plasterer Work P 300% $14.00/hr $0.00/hr '$0.00 Prorated Standard
iews di
box, ensure Resource
Costs is selected and
click on [Apply]
0 Click on the various im
resources II’] the tOp pane Task Name | Fixed Cost ‘FuedCDG‘Acr:mal Total Cost ‘ Baselne | Variance ‘ Actual | Remaining ‘ Add New Column — :JaTr‘\
H H Create Site Plans $0.00 Prorated $640.00 $0.00 $640.00 $0.00 $640.00
and StUdy thelr Varlous .'zi Arrange Council Permits $0.00 Prorated $640.00 $0.00 $640.00 $0.00 $640.00

costs in the Details pane
at the bottom

When a resource is selected in the top pane all of the tasks
@ and associated task costs for that resource will appear in the
bottom pane...

For Your Reference... Handy to Know...
To create a custom split view: e Once a custom combination view has been
1. Click on the View tab, click on Other Views created it can also be selected from the
and click on More Views Details settings in the Split View grouping

2. Click on [New], click on Combination View on the Ribbon.

and click on [OK]
3. Enter the appropriate settings
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USING CUSTOM VIEWS

Once custom views have been created they are the view should appear in either the Resource or
ready for use. When a custom view is created, the Task menus. If you can’t find the custom view
the Show in menu setting in the View Definition on the menu it will always appear in the More
dialog box is automatically on, which means that Views dialog box.

e BlHO 9 - r':*

Tl’y ThlS Yourself Task Resource Project View

NetworkDiagram - | EResour
. . . £l
o , Continue using the previous — . Bcaenan -
. . . . n as eam
= 7 file with this exercise, or open Chart (\Usage ~ (2 Other Views ~ | planner - (8 Other
D the file J415 Views_3.mpp... | custo | fonass
hart lame v [Type v [Material
o Click on the View tab on the < Cost Gantt pron o
. . . . an orl
Ribbon and click on Details in e ¢ Work
Split View until it appears Tracking Gantt |, Work
without a tick — this will ensure [B| ResettoDefautt _ pr Jwork
that we have a single screen 0@ saveview. O, [Work
VieW More Views... - _ :Dr:
00 ori
Click on the drop arrow for . ) \ &
Gantt Chart in the Task
Views group to display a menu B Hde9: - TR
Of VIEWS Task Resource Project View Format
e Click on Cost Gantt to see the Eneworosgran - ) TBResourceusage - A| (3L -
custom Cost Gantt view | o Pencar - o [Bewshedlil| v
Us:;ev @.O‘ther\iie’ws < | P|a:?'|r:rv Custom k ‘3 uvlne
o Click on the drop arrow next to Task Views | R—esource Shest—_|
Resource Sheet in the Task Name - | TG Resource Costs [/ | Baseine
Resource Views group to 1 |= Plans and Site $0.00| | 5 | Resetto Default 00 $r
display a menu of resource 2 Create Site Plans $0.00 |G save View.. 00 $0.0
views 3 Arrange Council Pen $0.00 More Views... .00 5L
4| Prepare Site $0.00 — Proraea; 4,200.00 $0.r
e Click on Resource Costs to - - ~ oo . ’
display the custom split-screen
view o
e Click on Details in Split View
until it appears un-ticked
o Click on Other Views in the
Task Views group and click on
More Views
e Scroll up to and click on Cost
Gantt and click on [Apply]
For Your Reference... Handy to Know...
To display a custom view: ¢ If the custom views have not appeared in the
1. Click on an appropriate resource or task view menus (as shown above) then the Show in
on the View tab that will display a menu of menu setting must have been unticked when
views the custom view was being defined.
2. Click on the desired custom view e Remember, if you can'’t find a view on the
menu it will always be in the More Views
dialog box.
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USING CUSTOM VIEWS

Once custom views have been created they are the view should appear in either the Resource or
ready for use. When a custom view is created, the Task menus. If you can’t find the custom view
the Show in menu setting in the View Definition on the menu it will always appear in the More
dialog box is automatically on, which means that Views dialog box.

e RIHOG 92 -¢-|= el
Task Resource Project View

MNetwork Diagram ~ | Resour
58 Bren
@ Calendar = = Resow

Try This Yourself:

Before starting this exercise

% 2] . Gantt | Task Team
o = ou MUST open the f||e J415 Chart T4 Usage ~ E.Other\iiews M Planner = ﬁother
Lo |
©) V|ews_3mpp | Custo | Resource Vie
hart lame v [Type v [Material
o Click on the View tab on the < Cost Gantt yson o
. . . . an orl
Ribbon and click on Details in e ¢ Work
Split View until it appears Tracking Gantt |, Work
without a tick — this will ensure [B | Resetto Default _r lwork
that we have a single screen 0@ save View.. T Wk
view More Views... L __|Work

'I‘—TVE'W _|Work
Click on the drop arrow for \ ) & et

Gantt Chart in the Task

Views group to display a menu B Hde9: - e
Of VIEWS Task Resource Project View Format
Click on Cost Gantt to see the D=; I wetworkDiram + - [P B Resource Usage - Al :
. . = Z =
e custom Cost Gantt view S e 'k ot Outline T
Usagev @.O‘ther\iie’ws < | Planner - Custom - -
o Click on the drop arrow next to Task Views | Bl —esoures Shee—_
Resource Sheet in the Elrw - Z‘:tj x Resource Costs £y | Baseline
Resource Views group to 1 [~ Plans and Site $0.00 SeToDefaut .00 $0
display a menu of resource 2 Create Site Plans $0.00 |G save View.. 00 $0.0
views 3 Arrange Council Per $0.00 More Views... .00 5L
4| Prepare Site $0.00 — Proraea; 4,200.00 $0.r
o Click on Resource Costs to - - e oo . :
display the custom split-screen
view o
e Click on Details in Split View
until it appears un-ticked
o Click on Other Views in the
Task Views group and click on
More Views
e Scroll up to and click on Cost
Gantt and click on [Apply]
For Your Reference... Handy to Know...
To display a custom view: ¢ If the custom views have not appeared in the
1. Click on an appropriate resource or task view menus (as shown above) then the Show in
on the View tab that will display a menu of menu setting must have been unticked when
views the custom view was being defined.
2. Click on the desired custom view * Remember, if you can't find a view on the
menu it will always be in the More Views

dialog box.
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CUSTOMISING THE VIEW MENUS

determines whether the view is displayed in a
menu list on the Ribbon. You can use this setting
to perform a rudimentary customisation of the
menus so that they show only the views you want.

The View Definition dialog box is used to create
custom views. But it can also be used to make
changes to existing views in a project. One of the
settings on the dialog box, Show in menu,

Try Th |S YO u rself: e r\l"lew Definition in "J415 Views_4.mpp’ §1
Mame: |_ |
= o Before starting this exercise Screen: Gantt Chart
=¥ i//qu MUST open the file J415 Table:  Delay -
iews_4.mpp... Ban | Mo Gow -
Click on the View tab on the Biter:  AllTasks M
Ribbon and click on the Gantt [ Highlight filter
Chart drop arrow in the Task [ Show in menu
Views group ——
Click on More Views to

display the More Views dialog
box

Click on Detail Gantt and click
on [Edit] to display the View

w — -

@ d O 9 - =

Resource

Project View

Format

Definition dlalog bOX NetworkDiagram - | ResourceUsagw
@ Calendar = — Resource Sheer
o Click on Show in menu until it BE t Nlumes - [ Other Views - Plarmer « [ Other Views -
appears ticked and click on | custom | Resource Views
[OK] Gantt Chart | Fxed _ ‘ Fixed Cost
Cost Accrual
o Repeat steps 3 and 4 for the Cost Gantt $0.00 Prorated
Gantt with Timeline, Buiit-In s $0.00 Prorated
Levelling Gantt, and Multiple Detail Gantt Pen $0.00 Prorated
Baseliness Gantt Views Gantt with Timeline $0.00 Prorated
) als $0.00 Prorated
0 Click on [Close] to close the reveling Gantt $0.00 Prorated
More Views dlalog box Multiple Baselines Gantt — $0.00 Prorated
i Tracking Gantt 0.00 P ted
Click on the Gantt Chart drop s rorare
ST ) S w SR VS 5 M@ [B Resetto Default $0.00 Prorated
EE Save View.. $0.00 Prorated
appear on the menu More Views... $0.00 Prorated
0 Click on Gantt Chart 50.00 Prorated
_1" Brick *Vall= $0 0 Srore*~d

For Your Reference...
To put views on a menu:

1. Click on the view in the More Views dialog

box and click on [Edit]

2. Tick the Show in menu setting to see the

view on the menu
3. Click on [OK]

Handy to Know...

e Views can be removed from the menu again
simply by unticking the Show in menu
setting in the View Definition dialog box.

o Views where the primary screen is based on
tasks will appear on Task menus, while ones
with resource primary screens will appear in

Resource menus.
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Page 9

Project Views



Microsoft Project 2010 - Module 2

SAVING AN EXISTING VIEW

actually apply the custom view. Microsoft Project
allows you to save all of the settings currently on
your screen into a custom view — this process
effectively allows you to prototype a view.

Custom views can be created by manipulating
settings in the View Definition dialog box.
However, the downside of this is that you can’t
see what these changes are doing until you

Task Mame ¥ |Work ~ |Baseline - |\-’arianoe hd |
Try Th |S You rse'f: 1 |= Plans and Site 536 hrs 0hrs| 536+hrs
2 Create Site Plans 16 hrs O hrs|( 16 hrss;
a a g 3 Arrange Council Permit! 16 hrs 0 hrs “'--—.._jﬁ hrs
g () gontl'nue l_'ISIng the preVIOUS 4 Prepare Site 320 hrs 0 hrs 320_h_r;
@ E f||e W|th thIS eXerC|Se, or Open 5 Organise Materials &hrs 0hrs & hrs
n the file J415 Views_5_mpp___ 6 Lay Foundations 128 hrs 0 hrs 128 hrs
7 Plumbing for Sewerage Bhrs 0 hrs 8hrs
o Click on the View tab on the ¢ Pour Siab. fows] s 40w
Ribbon, click on the Gantt
chart drop arrow in the Task e
Views group and click on
( ™
Gantt Chart o R e f > S0
e Click on the Tables drop arrow ©) Update Current View
in the Data group and click on @) Save as a New View
Work to use the Work table in Name: | figiid |
the view Co ]| ]
e Drag the table divider across == Y
until the first three columns are
clearly visible
y |H@l’-(ﬂ-|; ooly
o Click on the Gantt Chart drOp Task Resource Project View Format
arro_vv and C“Ck on Sa_ve VIeW Network Diagram - | EResource Usage -
tc_’ dlsplay the Save VIeW E Calendar = Resource Sheet =
dialog box ciaa?ttt UsT:stv [ Other Views - Plgﬁ?::r- (58 Other Views -
o Ensure Save as a New View | 2 | Resource Views
is selected, type Gantt with Gantt Chart - |work ‘Easeline + |Variance .
Work and click on [OK] Cost Gantt 536 hrs Ohrs| 536,
. Gantt with Work 16h 0h 16"
e Click on the Gantt Chart drop R L = =
. Built-In Permit: 16 hrs 0 hre 161,
arrow and notice that the new 0 220 hrs. T —
. Gantt with Timeline
VIEW appears - s | ahrs Dhrs 8t
Leveling Gantt
o Click on Gantt Chart, click on Muftiote Baselines Gantt | 128 hrs Ohrs| 12
the Tables drop arrow and VRpTERasengs BAnT ferage ghrs onrs e
. Tracking Gantt 40 hrs 0 hrs 4L
click on Entry to restore the o hra O hrs ob
original table to this view E f"“t‘:_" Default TZtis Otesl 672,
- ave 'ew 96 hrs 0hrs 95
More Views.. 334 hrs 0hrs 384,

Brick Wells 160 hr- 0 hr= 160

For Your Reference... Handy to Know...

To save an existing view: ¢ In the screen show above, the new view
1. Define the screen elements in the way you appears ticked in the menu — this indicates
wish that it is the currently active view.

2. Click on the Gantt Chart drop arrow and
click on Save View

3. Type a name for the view and click on [OK]
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DELETING UNWANTED VIEWS

Custom views can be created for permanent or
temporary use. The problem is that once you get

of usage. There comes a time however when a bit
of management and maintenance is required. You

the hang of custom views there is a good chance
you'll readily and quickly create them for all forms

can delete unwanted views in Microsoft Project
through the special Organiser facility.

rOrganizel u1
Try Th IS You rself Views |Reports| Modulesl Tablesl Flltersl Calendarsl Maps I Fields I Groupsl
o Continue using the 'Global. MPT": '1415 Views_6.mpp'
£ o previous file with this o Calendar o
& T . . Calendar Copy == Cost Gantt
¢ L exercise, or open the file CostGantt H GanttChart
. esaiptive Network Diagram Cancel antt with Timeline
J415 V|eWS 6 mpp - Detail lE;arﬂ:t ? Gantt with Wark:
- Gantt Chart Leveling Gantt
Gantt with Timeline Multiple Baselines Gantt
i i Gantt with Work: Network Di
o CIICk _on the VIeW tab on \_ea\l:'1elin“;Gan!:(;r Delete. .. R:Iah%rnsh::g[;;ng-lram
the Ribbon, click on Milestone Date Rollup = Resource Costs
! Y Milestone Rollup _ Resource Form
Other Views in Task Multiple Baselines Gantt < kclp Resource Sheet <
VieWS and Click on MO re Views available in: Views available in:
Global.MPT - 1415 Views_6.mpp -

Views

Click on [Organiser] to
display the Organiser
dialog box

Click on Cost Gantt on
the right and click on
[Delete] to receive a
warning message

Click on [Yes]

Notice that the view still
appears in the Global
template even though it
has been deleted from the
project file on the right...

Click on Cost Gantt on

L&

This dialog box shows the views in the Global template on

the left and in the current project on the right...

-
Organizer

‘Global MPT":

Bar Rollup
Calendar

CostGantt
Dé'scripﬁve—NEtﬁ;k Diagram
Detail Gantt

Gantt Chart

Gantt with Timeline

Gantt with Work

Leveling Gantt

Milestone Date Rollup
Milestone Rollup

Multiple Baselines Gantt

Views available in:

H << Copy

T

Global.MPT

Views |Reporis| Modulesl Tablesl Filhersl Calendarsl Maps I Fields I Groupsl

‘1415 Views_6.mpp':
Gantt Chart

Gantt with Timeline
Gantt with Work
Leveling Gantt

Multiple Baselines Gantt
Network Diagram
Relationship Diagram
Resource Costs
Resource Form
Resource Sheet
Resource Usage Y

Views available in:

1415 Views_6.mpp -

the left, click on [Delete]
and click on [Yes]

Click on [Close] to close
the Organiser, then
[Close] to close the More
Views dialog box

Click on the Gantt Chart
drop arrow and notice that
the Cost Gantt has gone

For Your Reference... Handy to Know...
To delete a view: .

1. Click on the View tab, click on Other Views,
click on More Views, then click on
[Organiser]

2. Click on the name of the view and click on
[Delete]

When you create a custom view it is
automatically added by Microsoft Project to
the global template so that it can
immediately be used by other projects you
create. You must remember to delete it from
the current project as well as the global
template if you no longer need that view.
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Microsoft Project 2010 - Module 2

KEEPING NEW VIEWS LOCAL

Microsoft Project automatically saves new
views, tables, filters, and groups to the global
template so that they are available to other
projects you create. If you are working with other

people however, this process can cause grief as
each one of you applies your own custom features
to Microsoft Project. The automatic saving to the
global template can be switched off.
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s L exercise, or open the file . Show add-in user interface errors
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- Advanced [[] Allow team members to reassign tasks =
. ) Customize Ribbon
o Click on the File tab on e A Tomer || PR W
the Ribbon and click on s dvice from Panning Wizard
a . Advice about using Project
Options to display the Trust Center vice about sehecluiing
Project Options dialog e spout erors
bOX General options for this project: ﬂ
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tab at the left Default overtime rate:
Edit
e C“Ck on Auto matical Iy Allow cell drag and drop Ask to update automatic links
add new VieWS, tables, Move selection after enter Edit directly in cell
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the glObaI Unt” |t . Show status bar - Show OLE links indicators
appears without a tick Show windows in Taskbar Show bars and shapes in Gantt views in 3-D
7_7_,@.&52 internal lem_mj;t;gigrifferent-language or renamed Organizer items between projects &
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For Your Reference...

Handy to Know...

To keep views local: e If you are sharing your copy of Microsoft
1. Click on the File tab on the Ribbon and click Project with other users then you should
on Options keep your own views, tables, filters, etc,
2 Click on the Advanced tab local. Local just means that they will be
) . ] saved to your file rather than to the global
3. Un-tick Automatically add new views, template.
tables, filters, and groups to the global
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