MS Project Formatting Tips

This document contains additional MS Project formatting tips that are not included in your Logical Operations textbooks.

Adding Gridlines
Adding gridlines between your Gantt bars in your Gantt Chart view makes it easier to see which bars belong to which tasks in the WBS.

Navigate to the Gantt Chart Tools Format tab.
Click Gridlines.

Select Gantt Rows under Line to change.
Select Type, Color, and interval.

Click OK.
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Editing Changed Cells
You’ve probably noticed that shading is added to any changed Start and Finish cells when you make a change to the project schedule.
sometimes, it’s difficult to see the displayed changed cell shading. Here’s how you can make it more noticeable:

But,

1. Navigate to the Gantt Chart Tools Format tab.

2. Click Text Styles.

3. Select Changed Cells in Items to Change.

4. Select Background Color and/or Background Pattern.
5. Click OK.
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Using Gantt Chart Styles
Gantt Charts Styles are the easiest and quickest way to change the look of Gantt bars.

1. Navigate to the Gantt Chart Tools Format tab.
2. Select the desired Gantt Chart Style.

Note: Gantt Chart Styles fall into two categories: Scheduling Styles and Presentation Styles. Scheduling Styles visually display different colors

for automatically schedules tasks vs. manually scheduled tasks.
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Formatting with Task Path

You can display a task path to highlight how tasks link to each other.

Select a task.

Navigate to the Gantt Chart Tools Format tab.
Click Task Path.

Select the desired highlight option.

P wNR

Gantt Chart Tools

Residential Construction(2) - Project Professional

Mikel Anne Aldrich

File Task Resource Report Project View Format Q Tell me what you want to do
ﬁ! @ D === &‘ [ Critical Tasks = _- I 1 1 1 T 1 T 1 1 1 T 1 T 1 1 1 [[] outline Number
= p—
- - O I column Settings - o [ slack = :I . l ] ] _— _l ] l - - Project Summary Task -
Text Gridlines Layout  Insert ) Format Task Baseline Slippage & Py Py Py Py Py Fy g Drawing
Styles = Column 1 Custom Fields - [ Late Tasks Path~ - - Summary Tasks -
Format Columns Bar & Highlight: Gantt Chart Style [F} Show/Hide Drawings -
H ©- & mp @ @ [ : l:‘ Predecessors
"% Driving Predecessors
>« Place concrete for foundations & basement walls l:‘ Successors
o Task = Driven Successors May T July -
Mode ~ | Task Name ~ | Duration - Start - FI_ x Remove Highlighting | 4/22 , 4/29 5/6 5/13 5/20 5/27 6/3 6/10 617 6/24 N 7/8 7/15 T/
13 - 4 Foundation 42 days af27/18  6fs5y18 | 1
16 - Excavate for 3 days 4/27/18  5/1/18 14 | Site tract
foundations
17 - Form 13 days 5/2/18 5/18/18 16 < ncrete contractor
basement
walls
= 18 - Place concrete |12 days 5/21/18  6/5/18 17 K Concrete contractor
§ for foundations
] & basement
E walls
=
5
19 - Cure basement 7 days 6/6/18  6/14/18 18 <
walls for 7 days
20 - Strip basement 2 days 6/15/18  6/18/18 19 "+ Concrete contractor
wall forms
-
21 - ‘Waternroof/ins 2 davs 6/19/18  6/20/18 20 | Concrete contractor =
[] K 3
Ready "5 New Tasks : Auto Scheduled = iz = H= 1 - i +
MS Project Page 4 of 6 Mikel Anne Aldrich



Changing the Date Display Format

The default date format for the Start and Finish columns can be formatted.

Navigate to the File tab.
Select Options.

o N o0

Click OK.
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Under General, select the desired Date format.

Residential Construction(2) -

Q Tell me what you want to do

Project Professional

ﬂq @ D ML E==a &'ﬁ [] Critical Tasks ?l_ —- —1 _rl Project Options ? X
- S } - ! D G. Column Settings ~ - |:| Slack - ‘:" 8 ||:| SI'_ . . 1
et Grdlines Layout nsert ormat as| aseline Slippage . .
Styles - Column L) Custom Fields . [lateTasks  pah- - = * * ml Project view =
[Feu el BaiSTIEs Display Default view: | Gantt with Timeline '| ~
H ©- & mp @. @ [ S Schedule Date format: | 1/28/09
Proofing 1/28/0912:33 PM o
X Personalize yo
Save B
User name: 1/28/2009 E.
Task FEDL Language = By 28, 2009 12:33 PM B
0 Mode + Task Name + Duration « Start  Finish ~ Predecessors - 5 W S gueg Initials: Januar}r ZE: 2000 ' S
- - Ad d - anuary =, -
0 - 4 Residential 152 days  3/26/18 10/23/18 vanee [ Always use| jan 28 12:33 PM h to Office,
Construction Customize Ribbon Office Backgra|Jan 2809
1 = iti
E > 4 General Condition 21 da\rs 3)"26)"18 4)"231"18 llllllllllllllllllllllllllllllllllllllllllllllllllllllll Quick Access Toolbar Of'ficeIheme: JEﬂUEI’)‘ 28
2 2 - Finalize plans 20 days 3/26/18  4/20/18 _ Jan 28 rtgay
5] and develop Add-ins Start up option{ Wed 1/28/09 12:33 PM
E estimate with ot Center Wed 1/28/09
é owner, Show the ${\wed Jan 28,09 starts -
3 L Sign contract  1day 4/23/18  4/23/18 2 [«] Wed 12:33 PM ] [v]
and notice to Wed Jan 28 -
Cancel
proceed Wed 1/28 -
4 - 4 Annlv for 0 davs alhg  ahahg  4/23 Wed 28
[« I3 |IK1 | 1/28
Busy "5 New Tasks : Auto Scheduled =l |22
MS Project Page 5 of 6 Mikel Anne Aldrich



Displaying the Entry Bar

If you’re used to using the Formula Bar in Excel when you’re entering and editing cell data, you’re going to love the Entry Bar.
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Navigate to the File tab.

Select Options.

Under Display, check Entry Bar.
Click OK.

Gantt Chart Tools

Residential Construction(2) - Project Professional

File Task Resource Report Project View Format Q Tell me what you want to do
% @ D MmLE==2 L] Critical Tasks = = 1 1 T Project Options ? X
[ | O : - = . L
[ Column Settings ~ [ slack - . ) e [
Text Gridlines Layout  Insert ormat Task Baseline Slippage + Py General [«]
Styles - Column ] Custom Fields . [ Late Tasks Pathr - - _3
Format Columns Bar Styles Display Currency options for this project: Residential Cons n
H ©- 2 m g e = Schedule Symbol: Decimal digits:
Praofing Placement: | §1 v Currency: |
X v
Save Show indicators and options buttons for: I
Task Feb 11,18 Lanquage ) ) il 23,
0 Maode » Task Name w» Duration » Stat  « Finish Predecessors W 99 Resource assignments Ed'tSFD work 3
0 ® 4 Residential 152days  3/26/18 10/23/18 Advanced Edits to start and finish dates Eulrat.mn =
+| Deletions in
Construction Custemize Ribbon calumns F
1 = iti
E 5 4 General Condition 21days ~ 3/26/18 4f23718 ot Toolbar St these e e
g 2 - Finalize plans 20 days 3/26/18  4/20/18 _ W Eese elements: rtgal
E and develop Add-ins Entry bar
estimate with =
E owner Trust Center Online status next to name ||
g R R R SN R W—— TR ...
3 L) Signcontract  1day 4/23/18  4/23/18 2 4] | ]
and notice to | oK | | Cancel |
proceed
4 = 4 Annly for 0 davs aANg  Alag & 4/23 —
[« | DKl | D]
Busy "B New Tasks : Auto Scheduled E mM E B I - | +
MS Project Page 6 of 6 Mikel Anne Aldrich



	Adding Gridlines
	Editing Changed Cells
	Using Gantt Chart Styles
	Formatting with Task Path
	Changing the Date Display Format
	Displaying the Entry Bar

