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Chapter 1: Introduction

Easy Yet Powerful Scheduling

Milestones Professional makes planning, organizing, communicating and tracking
projects fast and easy. Designed for anyone who spends time scheduling or
managing projects, Milestones Professional makes fast work of scheduling efforts.

Click-and-Drag to Build Schedules

Milestones Professional uses the same simple click-and-drag technique most project
managers are already familiar with. Click-and-drag through even the most detailed
projects in minutes!

2020 2021 2022 |Status Status
Update March FY- 2021 n
Days |Indicator
Phase | - Coordination Alnniaﬁun 3 O
A\ Baseline Contract
& oo e A kT | o |
Legend
A 2 o v
Current Future
9/ Complete
Rev A ‘ <90 Days >90 Days 35 O
wok T [ e O
i AR
Phase |l - Review R S S
NBNERARENASENENANARBERE 5t o o
e o N H 5
Modifications € Final @ : <> Evaluation
Milestones start @y @ Complete Review
M Demo Complete @ Verification @ H Classification > <> Complete
Equipment H
Integration @
Provisioning
Phase IIl - Solicitation
Classification
1
Oct'18 Feb'19 Jun'19 Oct'19 Feb'20 Jun20 Oct'20 Feb21 Jun'21
Today 11/20/2019
2 Event 1 Kickoff A 2/9/2019 Baseline A 12/2/2019 212720
= wigaion A 31013 e A
G Event2 Kickoff A 6/3/2019 Final A 3/30/2020 Testing A /2372021 @
Phasg| g Interface A 8/3/2019 Routing 45/31/2020 nitalizqAB/5/2021 @
® @
©w Interfoce A9/17/2019 ReviewAA7/31/2020 Final A\6/4/2021
q'g 9/22/2019 @ Revigw $>11/22/201 @
“w  SShay
* 11572009 Notify  @5/16/2020
I—| Critical Path
5722120204 Complete
- | ——
— @
- s
(o] 1/5/2020¢) Retrofit 3/6/2020 €95/21/2020
Q.
c 3/11/20190 Build/Move to Location #/Establish ©1/20021 @
[=]
= 3715720190 Retoot 6/2/2019
o
=] 3/6/20194> Loaction Preparation 71512020
8/6/2019Q Review ©2/27/2020 |
t
w 10/31/20199) nitalize @/30/200
o 1
s212009 Review 212772021
o
[}
- 11/6/2020 @ RR 17201 @TRR
[¢]
(2] 11/22/20204Q 26 @1/2/2021
-+ J
3/31/2021 4P E2E5/5/2021
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Outline the Schedule

With outlining organize projects into tasks and sub-tasks. Use outline level shading to
highlight rows for each level. A click of the mouse is all that’s needed to “roll-up” lower
level tasks into a summary bar. See Chapter 4 for more information.

Milestones Professional Outline Level
Outline
Level |Tasks [ reb | [ way | [ e |
1 |ProjectA 13<] >4
2 Task A-1 LRl — Y}
2 Task A-2 15< >4
3 SubTask 15 a
3 SubTask 30 18
o Summary
1 Project B 1n<] Do | <> T
2 Task B-1 ng/———————P o <= Summary
Level 2
3 SubTask 21 19 =——— Planned
3 SubTask 3 — 19 Sl
— Planned
2 Task B-2 AN s— ) Level 3

Work Breakdown Structure (WBS)

WBS numbers, task numbers and outline levels can display automatically by inserting
SmartColumns. See Chapter 4 for more information.

Milestones Professional Outline Level
Outline
Level |Tasks [ reb | [ way | [ e |
1 1 Project A 18 <] >4
1.1 2 Task A-1 13 e 2
1.2 2 Task A-2 15 < P>«
1.2.1 3 SubTask 15 4
1.2.2 3 SubTask 30 18
2| 1 |ProjectB 21 <] > < f‘e‘\r’“e'lnlary
2.1 2 Task B-1 IR e T <= Summary
Level 2
2.1.1 3 SubTask |21 19 -
2.1.2 3 SubTask 3 — 19 fexle
— Planned
2.2 2 Task B-2 2 Level 3
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Show Progress

Fill bars and symbols to show activity progress. Choose a color and symbol for the
progress up to the status date, and a different color and symbol after the status date.

Individual tasks can be adjusted to reflect whether they are on schedule, behind
schedule, or ahead of schedule. See Chapter 5 for more information.

Milestones Professional Showing Progess

First Second

Tasks January ‘February‘ March April ‘ May ‘ June
|

Control the after-status fill color, patt!arn and/or symbol
WEB SITE <:) V7777777777

1
Ahead of Schedule

DATABASE 0 I ? (>

Behind Schedule

UPGRADES <> ? <>

Dependencies

Easily create dependency relationships | setw |
(predecessor/successor) between tasks. The links
can be customized with color, line pattern and

arrowheads. 19 unique shapes are available. Build

In the example to the right, Build cannotstart
until Setup is complete. With Dependency Mode ‘
feature turned on, if the Setup end date is delayed, Deliver

then the dependent task Build will shift by the
same amount of time. See Chapter 3 for more
information.
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Baseline the Schedule

Baseline scheduling compares the original schedule to the actual schedule. Choose
baseline symbology with the Baseline Setup Wizard. Then show, hide, highlight or
lock the baseline information. See Chapter 5 for more information.

Milestones Professional Baseline Schedule

1 2 3 4 i
Task = = = = Finish Ba_se.llne
Jan ‘ Feb ‘ Mar | Apr ‘ May‘ Jun | Jul ‘ Aug ‘ Sep | Oct Finish

Project A > 10/19 10/19

P72 7702020000000 000000000270227272
==
Task A-1 4/1 4/1
v —
=
Task A-2 7/1 7/24
- —
=
Task A-3 10/19 10/19
- —
==
Task A-4 5/22 5/22
v —
==
Task A-5 7/15 7/23
v v
L===D>symmary gzzzz Baseline === Planned T Baseline
Summary

Symbol Constraints

Any symbol can have a constraint which

limits the symbol’s movement or triggers a fl ﬁreen got symbol
X ™ . . traint.
user-defined condition, such as displaying a V—A& as a Zonstrai

reminder note or launching a hyperlink. s o CE e e

symbol does not conform

When the symbol is moved such that it does m% to its Constraint.

not conform to a date constraint that was
set, the symbol will be overlaid with a large
exclamation point like the one shown: See Chapter 3 for more information.

Holidays

Make any day a holiday with the Milestones Professional Holiday Calendar.
Optionally, shade holidays. Holidays can be pulled from either a global holiday file or
from a list embedded in the schedule. See Chapter 2 for more information.
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Share and Present Schedules

Share Schedules

Milestones Professional offers many ways to share and present schedules.

¢ Print schedule to a variety of
devices.

e Save to PDF.

e Copy all Pages to
PowerPoint.

¢ [nclude schedules in other
documents, such as Word,
Excel.

e Easily publish any schedule
to the Internet or company
Intranet.

e Publish a complete hierarchy
of schedules for Internet/
Intranet use.

e Download the free
Milestones Professional
Viewer.

See Chapter 9 for more information.

Presentation View

_L‘ Aircraft Modifications Top Level Report Lowerl.. — m}

File Edit View Window Help
@ Create - | @ D E% - | f‘?} @ IZ‘
.M | “ b Tools Comment Share

Aircraft Mc,dlﬁcatmna Top Level Report

Lower bevel Information a click sway For review

| Task

|a| | [= | |n|m|)|u|n|zs\n|n|m

Modifications

Plane 1

Plane 2

Elecerical =

Mecharcal = —

Rzute e —

Board o

Trim o3

Complesion Phase o w

8.50x11.00in < >

Use the Presentation View mode to present one or a series of separate Milestones
schedules as a “slide show”. Presentation View supports full screen viewing as well
as a view with limited controls visible. See Chapter 9 for more information.
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Manage Multiple Projects with Ease

Master Schedules

Merge two or more sub-schedules into a single master schedule to get a top-level

view of multiple projects. Update the master schedule to see the latest sub-schedule
information. See Chapter 8 for more information.

Project One (1)

I ) N T

Project One (1) <« e —————

Project Two (2)

Project Two (2)

IProject Three (3)

Project Three (3)

Master Schedule

Tesk | january | February | March |finish| Team |

Symbol Links

Another way to manage multiple projects is through symbol linking. Symbol linking
lets the user base the date of a symbol on a second symbol in another schedule or

the same schedule. See Chapter 8 for more information.

Project Status Overview

% Comp Task Jan ‘ Feb ‘ Mar

Cost

@ 57%| Project1
@ 70%| Project2

e) 75%| Project3 é

Symbols
I I

$55,000

When the “Target” symbols
move in the Detailed schedule,

Outgoing Link e

@ Under Budget On Budget

the “Outgoing Link” symbols

in the Overview schedule
move to the same date.
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$45,000
roject 1
January Duration
Summaary 29d
Task 1 4d
Target Symbols
Task 2 5d
Task 3 5d
Task 4 6d
Task 5 — 5d
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Hyperlinks

Any symbol, task row, freeform text block or image on a schedule can have hyperlinks
to other schedules, documents or Internet web pages. Once linked, open the objects
with a click of the mouse. A Milestones Professional schedule can be used to manage
all aspects of a project. See Chapter 8 for more information.

Find a Schedule

Locate any Milestones schedule on a computer. Search by using a key word or words
from the schedule. See Chapter 3 for more information.

Organize Task Rows

Sort Tasks

Rearrange schedule task rows based on symbol dates, selected columns, or multiple
columns. Save settings to repeat sorts later. See Chapter 3 for more information.

Filter Tasks

Organize tasks,“sift out” task rows by the following parameters:
e Date Range e Some Symbols within Date Range
e Column Text Containing e All Symbols within Date Range

e Numbers in column greater than ¢ Last Symbol within Date Range

e Numbers in column less than e Numbers in column in range
e Outline Level e Symbol type within Date Range
e Task Number Range e Symbol Text/Notes Containing

e Symbol/Bar Type
See Chapter 3 for more information.

Find and Replace Text

Make detailed text changes to column text, symbol text, freeform text, symbol notes,
symbol tags, and/or column cell tags. See Chapter 3 for more information.

Bookmark Task Rows

Add a bookmark and optional indicator to any task row. See Chapter 3 for more
information.

Page Break

Add a page break to any task row. Use the automatic option to add page breaks to
multiple selected rows or by outline level. See Chapter 3 for more information.
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Display Numbers and Project Status

With Milestones Professional it's possible to track and graph numbers, make
calculations between columns, and display status stoplights for at-a-glance reporting,
along with the schedule.

Calculation/Indicator SmartColumns

Actual Cost

A Calculation/Indicator SmartColumn can display calculation| Budget )
Cost Variance

results; symbols, text or colors based on those results;

symbols, text, or colors based on another column’s values; $3,750  $3,700 . $50
or a combination of these choices, as well as convert
calculation results to percentages with matching percent

. . ! $1,100  $1,100 Q $0
complete pies. See Chapter 6 for more information.
Values SmartColumns s10  ss00 @) 550
A Values SmartColumn contains user-entered values and
can automatically total values from lower task levels to s1o00  so00 @) 100
upper, summary levels. A symbol can also be displayed
gccordmg to the value in each cell. See Chapter 6 for more ss00 900 O s
information.

Stoplight SmartColumns

The Stoplight SmartColumn offers an easy way to display stoplight symbols, text and
colors based on user-entered numbers 1 through 4, or 1 through 10. See Chapter 6
for more information.

f}ll_neﬁtt:gil_ FiE $§)I<(t)r Custom  Pre-Selects  Project ';/'Ir:: AprSecondMaly
. Mary ' o <0  Phase1 ::J:
® v () =0 Phase2 C 1
Joe {\\7 O >0  Phase3 L—
e Zoln 1 o <0 Phase 4 ::'::

Earned Value Reports

Produce reports showing Earned Value, Planned Value, Actual Costs, CPI, SPI,
EAC, and EVMS fields from user-entered values, calculated values, imported values
from Microsoft Project, or a combination of these options. See Chapter 6 for more
information.
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Percent Complete Pie Indicators

The percent complete pie indicator symbol (#97) can be placed on any task row

in the schedule area. Additionally, a percent complete SmartColumn displays the
percentage with an optional percent complete pie, or just the percent complete pie
symbol. The percent complete pie indicator and SmartColumn value is calculated
based on current date or, as in the picture, placement of a status symbol in a task row
(here, the arrow symbol). See Chapter 5 for more information.

Percent Complete Pies

Task | Second| Thid | Fouth | First Status | Ahead/ %
May [ Jun | Jul [ Aug [ sep | Oct [ Nov[ Dec | Jan [ Feb [ Mar | Apr [May| Date Behind Comp.
Al Projects | | D> 4% ()
53%
ProjectA | (D) o 1| > 153% (P
Project B 1T @) 125 | P> |67% (@)
39%
projectc | (9 S w0 | 4 |39% (B
34%
Project D ﬂ]]]]]]@ o2z | < [34% G
46%
Project E —fmm @) 1022 | P> |46% (P
44%
Project F Q) Y | e D> |44% (D
3
Project G :“]]]]]]]]]] w0 | ¢ [30% (B
35%
proectt | () E=KIIIIIIID | <

35% G

DataGraphs and ValueSets

Earned Value Dashboard

Name.

2020

2021 %

nug | Sep | Oct [ Nov [ Dec | Jan | Feb | var | Apr | Way [ un [

Comp.

TEST MOTOR
DESIGN AND

ANALYSIS PLAN

TEST 8
VERIFICATION PLAN

DESIGN PLAN

SYSTEM DESIGN
ANALYSIS

sysTews
ENGINEERING AND
INTEGRATION

N

.@

w21 @12
| @200

55| @

.©‘E2

cpl

@

[— pudget
Actunt

Resource Allocation For Effort-Driven Tasks

In addition to having
powerful scheduling
and tracking
capabilities, Milestones
Professional can also
display graphs relating
to the schedule. See
Chapter 7 for more
information.

Display the effort of a resource assigned to a particular task by using a resource
allocation percentage. The resource allocation values can be entered in the Resource

Allocation Percent SmartColumn for each task row.
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Create Presentation Schedules from Project Files

Create Milestones Professional presentation schedules by importing Microsoft
Project files when both Milestones Professional and Microsoft Project are installed.

Milestones Professional offers a direct interface to Microsoft Project, which makes it
easy to generate schedule formats beyond the standard formats offered by Project.

Select from built-in report formats or create a custom presentation schedule format
See Chapter 10 for more information.

Task Name Textl Duration Start Finish
v - - v
1 = Project Alpha Project Alpha 249 days TtV
. . [ Baseline | Actual
2 Alpha Design Design 90 days * Task A Ao WA ola] Cost | Cost | 2nance
3 Alpha Test Test A1 dEyS 20% () |DoD Aerospace Project | s3ss0 | s2630 $820]
—
4 Alpha PDR PDR 1 day 23% (D] Arcraft T3 | s1250 $800 $450
I——
5 A]pha CNR CNR 1 dav 26% (D] Electronic ) $1,000 $700 $300]
————
PRESENTATION TIMELINE
6 Al p" anm Professional Schedule e — $550 $600 (550)
Sowand | Thrd | Fouth | Fist | Sscond | Tk | Foun
7 Alpf Task Name Jan [ reb | War | Apr | oy [sun | i [ g | 5op | 0ct [ Wov  bec | dan [ e  Totoy [son [ [aug [sep] I ) $100 $100 $0
—
. .
S Prl)j e d Project Alpha Project Beta. ] s500 525 s
: Projects Miestones e 14 —
Bet: Project Gamma A ywAwm mental $50 85 $45,
Project Dt —1 ———
10 Bet: s 10
Pt Progacela E
s -
1 Beti e —_—ry = §isa—
i L7 -
12 Bet: ot Eavul
13 Bet: Pt Duration Task name e
ot 2w | oot umceent ® |
14 Bet: A
mmmmm . i | e ®
15 = Pealan MENGINEERING @
JREMENTS )
Num Name P ——— Cost [toDate| Cost sis @
O o — o] ssom| () B @
11| sasshan o] s1os| () | —
111 Jrs—— 50 o @
s « - o ] © | —— ®
12 — e s sirs| (D) CRAFT @
3 8 % O | wemcomo
122 Desi L s s O
fupe conTroL ®
123 Constucton - v 2| s O
15 Main Hall Tower T — seos0| s () e e Current Plan
» R S N Y ® N N
152 Design - v s s O r
133 Constructon R s s1om| ()
— o
53,0000 Funds Romaining O
Over Funding Limit O
Y T

MPX, XML, CSV and TXT Files

If Microsoft Project is not installed, then Milestones can open MPX, XML, CSV, and
TXT files created from Microsoft Project. Milestones Professional schedules can also
be exported to the MPX, XML, CSV and TXT formats and then opened in Microsoft
Project and other applications.
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Create Presentation Schedules from Primavera

Transform a Primavera schedule into an executive-level presentation report with
Milestones Professional. From Primavera, export the project to a XER file. Then
create a wide variety of schedules using the Project to Milestones Wizard. See
Chapter 11 for more information.

Work with Other Applications

Beyond the direct interface to Microsoft Project, Milestones Professional interacts with
other applications such as Microsoft Outlook and Excel, and offers a programming
interface. See Chapter 12 for more information.

Supported Formats

In addition to built-in interfaces for Microsoft Project, Milestones Professional offers
a custom import capability. With the custom import feature, bring in information from
other sources such as CSV, TXT, and XML files.

Import a Spreadsheet

Getting schedule information into Milestones Professional from just about any other
Windows software package is easy. Copy information from another application to the
Windows clipboard, and then paste into Milestones Professional.

For example, import a spreadsheet like the Microsoft Excel spreadsheet shown here.
See Chapter 12 for more information.

A B C
1 Task Start End
2 Computer Checkout 3/9/2018 11/20/2018
3 |Upgrade 3/9/2018  7/16/2018
4 |Requlsmart Import from Clipboard
5 |Guidd ek o1g
8 |Syste Fb | Mar | A | May | tn | tu | Awg | sl
I BEOCE (o mputer Checkout <} : :
Upgrade 3<} {16
Requirements ; ; 21
Guide  16<]
Systems Development 9} rj> 2
Procedures Guide :@:{]
Tact Bl=rne B Drocadorac : I
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OLE Automation

Using OLE Automation, a programmer can build automated systems that include
scheduling. Sample programs which demonstrate the use of this powerful capability
are available on the www.kidasa.com web site. These sample programs show how
Milestones Professional can be linked to Microsoft Access, Visual Basic, and C++
applications.

For example, schedule data that is stored in a central repository (such as Access,
Artemis, Project, Oracle, SQL, Excel, Word, and more) can be extracted in order to
populate a Milestones Professional schedule for presentation purposes. Schedule
automation insures the integrity of the database and the accuracy of the presentation
schedule. Complete documentation for this interface is available. See Help | Help
Files | Automation Help for more information.

Microsoft Outlook Import/Export

Milestones can import
both Tasks and Calendar 2020 [ 2021 | bue %
Appon‘]tments from What? Jan [Feb|Mar|Apr[May[sun[Jul [aug]sep|oct [Nov]Dec|san [Feb]mar Date Status Comp.
Microsoft Outlook (version | Kickoff Meeting S w0 |y | @
2010 or Iater? using the Design wr | 4 |
Outlook to Milestones
|mp0rt Wizard. A Prelim Nkezzzzz\ 5/5/20 v .
Milestones schedule can et S wam| o Y
also be exported to an
. 12/13/20
Outlook task folder. See Fina —=2 ¢ 10O
Chapter 12 for more Materials NPrzzzzzezzzzzr—————— )\ 214121 f G
information.
Initial Specs A\ N 7116120 v .
Revised VA 1171520 IS O
Final Specs VA 214121 O O
Finance 2110121 ® O
Contract V—A (220120 f O
Review 1 zz\ 8/6/20 v .
Review 2 7\ (020120 4 O
Review 3 =i 122020| O
Project Finalized /N | 321 O O
AV AN, < St £ startea ¥/ completed
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Text Options

Symbol Text & Date

Enter up to three lines of symbol text. Show or hide Symbol Text
the symbol date. Symbol text and date move with 3 Lines
the symbol. Position the text and/or date anywhere Customize
around the symbol. Center text on the bar. v

Automatically display column text as text next to a Apr 7, 2018
symbol (Default Symbol Text); or have the symbol ’

text automatically display as column text (Symbol  2/2 — 6/24

Text SmartColumn).

See Chapter 2 & 3 for more information.

Symbol Notes

Enter up to 10,000 characters and, optionally a picture as Symbol Note
a note. Notes are embedded in the symbol, and appear Display or Hide
when the cursor hovers over the symbol. Optionally,
choose to display symbol notes on the schedule or print a
separate notes page. See Chapter 3 for more information.

Column Text

Use up to 20 columns to enter text, values, dates, and other schedule information.
See Chapter 3 for more information.

Freeform Text

Type text anywhere on the schedule. Format the appearance of the text or text box.
This text does not move with symbols or rows. See Chapter 3 for more information.

Substitutable Text Strings

Enter “& commands” in the symbol text fields, column text, freeform text, and notes
field. See Help | Help Files | Help Topics for more information.

Enter a Substitutable Text String...
Line 1 &normaldur
...result.

Line 2

lan | Feb | Mar | Apr | May

Line
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Flexible Symbology

Toolboxes

The Milestones Professional toolbox contains 3 tools, 64 symbols, 32 horizontal bars,
8 vertical links, and 3 drawing tools to quickly build any schedule using the click-drag-
and-drop method. See Chapter 2 for more information.

Sidebar

The optional sidebar is an extra toolbar anchored to the left or right side of the
Milestones window. The sidebar contains the toolbox and a user-defined list of
shortcut buttons for a variety of activities. Right-click the sidebar to change its
properties. See Chapter 2 for more information.

Symbol Type

Any symbol in the Toolbox can be changed to any of four symbol types: See Chapter
2 for more information.

e Normal Symbol tracks actual start dates, end dates, and independent
milestones.

e Baseline Symbol tracks baseline start, end, and duration.

e Status Symbol tracks percent complete, used duration, remaining duration,
status date, and amount ahead/behind schedule.

e Comment Symbol is ignored for SmartColumn purposes.

Symbol Shape

Milestones Professional has

147 symbol shapes that can A® O 0 4A X o® A
be customized with color, e - o

marking, line and fill pattern v E a B O t _Q\ @
also a shadow. See Chapter2 @ = @ @ O A Y 4 @ K
for more information. @ ® N % H w 2 A % L ¥

User-Defined Symbols

Milestones Professional has a built-in Symbol Maker in Tools | Other Tools | Create
or Edit Custom Symbol that lets users design simple or multi-part shapes.

Save pictures as bitmaps to the symbol folder to use as symbols. See Help | Help
Files | Help Topics for more information.
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Multiple Independent Milestones

As many as 500 milestones can be added to ~ oglsN 0 POR QR o0 CELL )

any task row on your schedule. They canbe ! 7 g = —— .

stand-alone milestones or can represent a coRL L SR CORL3

series of start and end dates. R R
[ |

Horizontal Bar Assortment

Like the symbols, the 75 horizontal bar shapes and 19 vertical link shapes are

fully customizable. The horizontal bars can be filled with any single color or two
colors faded together, as well as shadowed with any color. See Chapter 2 for more
information.

| IR e . |

| l | J
— L
-
$C=ﬁ)$A

Symbol and Horizontal Bar Vertical Position

Symbols can be positioned at 5 upper levels, | sanary | rebruary | varch | aprii | may
middle row level, or 5 lower levels on a task v v v
row. The bars automatically follow the position H v
of the start symbol to which it is attached. O&o nY% o e

Vertical percent spacing options help refine

the placement of symbols and bars on v vv v vv Vv v
dense schedules. See Chapter 2 for more & [0 [0 ]
information. A A a A AA AA A

Always On Top Symbol and Horizontal Bar

Further customize symbols and bars with the on top features. Symbol on top setting
controls which symbol appears on top. Horizontal bars from this symbol are on
top setting controls which bar appears on the top, as shown below: See Chapter 3 for
more information.

] Q ! S e ) !
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Flexible Format Options

Control the size and format of your schedules, including the physical page size of

the schedule, the number and width of the columns, the number and height of the
rows, the size of the optional legend, margin sizes and more. See Chapter 2 for more
information.

Size Schedules

It is possible to create schedules as small as this...

...or wall size!

Many Time-Scale Options

Schedules’ date headings can show standard time scales ranging from minutes to
years, and custom, user-defined periods. Choose minute, hourly, or daily for symbol
placement; choose the top and/or bottom or within a task row for date heading
placement; and use any frequency. See Chapter 2 for more information.

January ‘ February ‘ March April ‘ May ‘ June

First Second

24 5 ‘12‘19‘26‘ 2 ‘ 9 ‘16‘23‘ 1 ‘ 8 ‘15‘22‘29‘ 5 ‘12‘19‘26‘ 3 ‘10‘17‘24‘31‘ 7 ‘14‘21‘

Custom Page Numbers

Customize the page number of a Milestones schedule with a variety of formatting
options. Optionally customize to match the pagination of a report, and then insert the
schedule as a part of the report. See Chapter 3 for more information.
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Templates

Templates save time by preserving the customized toolbox, columns, column
headings, page layout, indicator symbol conditions, and more.

Templates retain the formatting (the “look” of a chart) while charts preserve schedule
details (task row entries, dates, column value entries, etc.). See Chapter 2 for more
information.

Project Status Report Original Schedule
1 2
Task Q Q Budget | Cost
Jan ‘ Feb ‘ Mar Apr ‘ May ‘ Jun
Project A e V——A = $10,000 | $9,000
Project 8 2 ¥ project Status Report Template
Project C 1 2 i
! Task < < Budget | Cost F;mdmg
Project D Jan ‘ Feb ‘ Mar | Apr ‘ May ‘ Jun tatus
$0 $0 O
$0 $0 O
Project Status Report Finished Schedule %0 )
Task a @ Budget | Cost Funding ~
Jan ‘ Feb ‘ Mar | Apr ‘ May ‘ Jun Status | ¥
Project A ¢ $10,000 | $9,000 | @
Project B = $15,000 | $15,500 | @
Project C = $10,000 | $10,000 | (O
Project D == | $15,000 | $10,000 | @

Full International Support

If English is not the user’s language of choice, or the user’s preference is the metric
measurement system, Milestones Professional offers support. It provides the
capability to set up custom language templates for any language.

Milestones Professional also picks up the date format and measurement type choices
directly from the Windows Control Panel Region and Language settings. See Chapter
2 for more information.

Number Weeks with ISO Standard

Milestones Professional supports the International Standards Organization’s
standards for week numbering. The ISO week number heading type is available in
Milestones’ list of date headings.
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Gradient Fill Patterns

Gradient fills fade the background color or fade the fill color to the target color.

These “special effects” can be
chosen for many parts of the
schedule, including bars, date
headings, column headings, task
shading, legends, DataGraphs,
individual cells, and more. See
Chapter 2 for more information.

FADE TO RIGHT

FADE TO LEFT

FADE TO TOP

FADE TO CENTER (V)

FADE TO BOTTOM

FADE TO ANOTHER COLOR

Shade Weekends and Holidays

Saturdays, Sundays, and holidays can be shaded, each in its own color. See Chapter
2 for more information.

Curtains

Curtains provide shading for a date range or for several date ranges. Repeat curtains
at specified intervals. Show curtains on a specific task row or rows for a specific time
period. See Chapter 2 for more information.

Milestones Professional Curtains
Task First Second Third Fourth
Jan ‘ Feb ‘ Mar Apr ‘ May ‘ Jun Jul ‘ Aug ‘ Sep Oct ‘ Nov ‘ Dec
Project 1 <7> @
v/
77
Project 2 g 7’}A @
Project 3 a5 @
Project 4 %77},/// @
_ %
Project 5 é?};’}/ @
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Color Themes

Apply a color theme to a new or existing schedule for instant color formatting.
Choose from a variety of color themes or create your own. See Chapter 2 for more
information.

Totals $11,400| $14,020 $25,420
Schematic Design $3,450 $1,000 $4,450
Design Development $3,530 $1,500 $5,030
Construction Documents $3,200 $2,000 $5,200
Permitting $1,220 $9,000 $10,220

Bidding and Negotiation $0 $500 $500
Construction Admin-Phases 1 $0 $20 $20
Totals $11,655| $3,200 $14,855 | ‘3
Construction Phase 1 $3,245 $300 $3,545 i
Construction Phase 2 $1,465 $400 $1,865 i

CAMPUS MASTER PLAN - 9711
Preliminary Cash Flow Projection - OPTION
Prepared by ABC Architects

T ————
\ 7z

\ o,

\ V722
\ 77
\
\

Cumulative

2]
V72Z727227222272222 7222222

V7222224

osts’
Totals $11,400] $14,020
Schematic Design $3,450 $1,000 $4,450| iz
Design Development $3,530 $1,500 $5,030 Y7z
Construction Documents $3,200 $2,000 $5,200
Permitting $1,220 $9,000 $10,220 )
Bidding and Negotiation $0 $500 $500 7772)
Construction Admin-Phases 1 $0 $20 $20 mmmmm
Totals $11,655] $3,200 $14,855 ! \!
Construction Phase 1 $3,245 $300 $3,545 |\ i
Construction Phase 2 $1,465 $400 $1,865 E
Consiruction Phase 3 $2,525 $500 $3,025 2] i
Construction Phase 4 $2,220 $800 $3,020 H
Construction Phase 5 $2,200 $1,200 $3,400
Construction Costs| $11,400] $4,417 $7,238
Soft Costs $13,617| $1,014 $2,589
525,017 $5.431 $9.827
\;H ‘;H *Soft costs are projected only.
Cost
50
Cumulative Total Costs $25,016.88, $30,448.09) $40,275.00.

e

i $50,000.00|
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Change View Formats

Milestones Professional offers many view modes in addition to the standard Gantt
chart view.

Switch Time Period View

Instantly switch the time period displayed in the date headings to a daily, weekly,
monthly, quarterly, or yearly view. Simply right-click the date heading and select a
view, including the original view.

Heading Time Period Switch - DAILY

Switch to Daily View Feb'20
Switch to Weekly View tasc MTIWT[E]s]sIM T Iw[t]e[s[smT]w[¢
Switch to Monthly View Heading Time Period Switch - WEEKLY

Switch to QLIEITEH}T View Feb'20 Mar'20 ‘ Apr'20 ‘May'zo
Task |2 ‘ 9 ‘16‘23 1 ‘ 8 ‘15‘22‘29‘ 5 ‘12‘19‘26‘ 3 ‘10‘17

Switch to Yearly View Heading Time Period Switch - MONTHLY |
2020 2021

Task Feb‘Mar‘Apr‘MaJ]un‘ Jul ‘Aug‘Sep‘Oct ‘Nov‘Dec Jan ‘Feb

Date Heading Scroll Buttons

Use the Shift displayed range backward and Shift displayed range forward
found on the Dates menu to scroll through the schedule by any number of days using
a “sliding” time window. For example, set the number of “days to scroll” to 30 to
scroll a month at a time; or to 7 to scroll a week at a time. See Chapter 2 for more
information.

Gantt Roll-Up Views

Switch between three different Gantt chart views, including the normal Gantt view, a
roll-up of single task bars, and a roll-up of lower level symbols and bars. See Chapter
3 for more information.

Gantt Chart Views
Gantt Chart Views Normal - Roll-Up To Single Bar -—- Roll-Up To Multiple Bars _
Normal --- Roll-Up To Single Bar --- Roll-Up to Multiple Bars Tasks 2018 I 2020) Stoplight
2010 I 2020 Aug | Sep | Oct | Nov | Dec | Jan | Feb | Mar | Apr | May | Jun | Jul Indicator
Tasks [O—————""0)
Aug | Sep | Oct | Nov | Dec | Jan | Feb | Mar | Apr | May | dun | g vonderfulNewWidget | ~Q@FFFFFF""© €]
Wonderful New Widget Oe———"—"—""0) Design [O ——") [*)
Phase 1 Vomeee®) iy =0 _ e
oo s Manufacturs O—0) )
ase [ A— _
Quality Assurance O=® Q
Design OO e B
Prototype A fA— Q
Prototype B N ) Q
Testing ==
Gantt Chart Views
Phase 1 ® Normal --- Roll-Up To Single Bar - Roll-Up To Multiple Bars
Phase 2 (@) e 2019 I 2020 Stoplight
e [O——===0) Aug \ep [oet | N Dec | Jan \b\ Mar | Apr | May [ Jun | Jul Indicator
Wonderful New Widget A O O)
Phase 1 V—) <)
Design P — | )
Phase 2 V(D)
Testing [®] ® Q
Quality Assurance = Ve VD) o
Phase 1 ) Quality Assurance ©Q o
Phase 2 @)
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Percent Complete View

The Percent Complete view mode replaces the symbols and horizontal bars on the
schedule with bar graphs indicating each task’s percent complete. See Chapter 3 for
more information.

Percent Complete View

First Second Third Fourth %
Task Jan‘Feb‘Mar Apr‘May‘Jun Jul ‘Aug‘sep Oct‘Nov‘Dec Comp. Resource
Project Alpha G 45%
Design 57% Billings, Jones O 57%| Billings, Jones
Test lekonad O 71%|  Howard
Prototype |27 Blue Team Q 75%|  Blue Team
Review G 36%| Vertus Group
0
Build 0% Blue Tegm O 0%| Blue Team

Logarithmic View

Set up date headings to have specific monthly time periods display wider. See
Chapter 3 for more information.

PROJECT ROADMAP

2019 2020 2021
Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec |J[F|M[AM[J[3[A[S[O[N]D| Jan | Feb | mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec |s[F[m[A[m[s]s]A[s[o]
o e pes s b m | un
G A | Ve Wi ﬁrnm}*
FRos AT W AGARCA B s
! - A I e NI
e F T ; 55 CITEEA T
) Toa1 AT A
% RRssR F For Gon Sk DELTA RS e BELTACOR
i
0 o B o e N )
INEE Y JEC T I [
i e e e s R R A T T
i om0 T Feoso | Tiaao p)
L AMO 228 (i A A START

)
DEFNES TRADES
HW FCAPCA FCAPCA
s s s IE AT
7 }
"}
& swiweRce
st i) o P @ e
h‘ 2
i P oS
i s u
00
)
ot
e e s
H

<
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Duration View

The Duration View mode replaces the symbols and horizontal bars on the schedule
with bar graphs indicating each task’s duration. See Chapter 3 for more information.

Duration View
First Second Third Fourth
Dur.

Task Jan ‘ Feb ‘ Mar | Apr ‘May‘ Jun | Jul |Aug ‘ Sep | Oct ‘Nov‘ Dec

Project Alpha i 450d
Design e 103d
Test = 63d
Prototype = 53d
Review 20 56d
Buld oM 51d

\
.
Calendar View

A monthly calendar view of important events can be generated for any schedule.
The schedule title, symbols, and symbol text are displayed. See Chapter 3 for more
information.

December 2017
Sun Mon Tue Wed Thu Fri Sat
26 27 28 29 30 1 2
Meet
<
3 4 5 6 7 8 9
Plan1 Start Planl End
Meet Plan2 Start
Meet
Vo ONAY
10 11 12 13 14 15 16
Plan2 End Budget Plan3 End
Plan3 Start. Pland Start
Meet Meet
ONA% AOVO
17 18 19 20 21 22 23
Budget Pland End Budget
Plan5 Start.
v
24 25 26 27 28 29 30
Plan5 End Budget
®
31 1 2 3 4 5 6
Budget
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Example Schedules

The examples in this section are offered to present ideas for setting up your own
schedules. Each example uses a number of features available in Milestones
Professional.

For additional examples, please visit the “Examples” section of our web site or explore
the samples delivered with the Milestones Professional software File | Files and
Templates: Open and Save Options | Open Samples or Lessons.

Milestones Sampler
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Birds on a Wire

Multiple Projects Master Schedule

March ‘ April ‘ May ‘ June ‘ July ‘ August ‘ ‘ October ‘ November ‘ Decemb ‘ January
Design Prototype PDR CDR DEL Status Review
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l BOOSTER 1
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Design and Review

Project Status Report
Baseline vs. Current Costs and Finish Dates
Percent Phase Revised |Baseline| 2019 2020 2021 Baseline | Current Cost

Complete Finish Finish Q4 Y ‘ @ ‘ 3 ‘ u Y ‘ Q2 ‘ Y Cost Costs Variance

@ 100%|  Phaset 1130 218 — $500,000 | $500,000 | S0

0 83% Phase 2 6/26 6/11 $750,000 $800,000 .($178,571)

. 100% Phase 3 10/23 10/20 $450,000 | $350,000 . $100,000

. 100% Phase 4 2/23 2118 $500,000 | $300,000 |@ $200,000

@ 60% Phase 5 7130 7/30 - $900,000 | $398,000 |@ $145243

—

Baseline Costs 600,00 : 552; 287

Current Costs E 442,874 I Revised on

. $400,00 ; $ $344,545 Track Budget

&
$200.000 Baseline @ Over
— Track Budget
S

Cumulative Baseline Costs $3,000,00

Cumulative Current Costss ¥ status ° :::;:t

————————— $2,000,000)

$1,000,00 @ Delivery
SO

Introduction 1-24




Development Scenario 1

Development Scenario 1
Month

0 6 12 18 24 30 36 42 48
Jul'18 Jan'19 Jul'19 Jan'20 Jul'20 Jan'21 Jul'21 Jan'22 Jul'22

Dates are assumptions based on ...

Introduction
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Earned Value Report

6-Month Earned Value Report
with Schedule Variance
Project/ % TASK FY21 Cost
sv ACWP | EV Budget
Tasks Comp. | DONE? May ‘ Jun ‘ Jul ‘ Aug ‘ Sep ‘ Oct Status

$3,000

Project 1 @ | MW | ste09 ‘—# $1485 $1800 @ | $2975

Research [ ) v $0| B2 $2,500  $300 $300, (3 $300.

Design [ ) v $0 $400/  $400, (5 $400
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Production 0] N] ($293) ::‘GIE $200 $432) @ $725
1,000

Testing () N] ($187) SLO0 10l s213 ® $400

Review 0] N] ($136) e sso0 8100 $214 ® $350

Delivery O [N] ($550) $100 o, @ $550
0|

-------- EV
Budget ® Earned Value ® Earned Value Earned Value
ACWP greater than BAC less than BAC equals BAC
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RoadMap
RoadMap - Critical Task Review
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One Page Business Plan

NEW BUSINESS EVALUATION PLAN
Task ;t: t: o :::! First \ : Second Budget Actual | Cost
g February WMarch | April May Cost | Status
Assessment 22 | 15d | 2715 | ! s1500| s1200] @
Define Plan 22 | 70 | 28| Manager H $500 sa00| @
Information, Skills, Support 28 | 7d | 214 paisor ! $500 sas0| @
Determination 2/15 d | 215 @ Manager, Advisor, Owner I $500 $300| @
Define 2/16 | s6d | 3/19 : $2,400| $1800| @
Research 2/16 | 14d | 2/29 : $1,000 ss0 | @
Fact Gathering 2/16 14d 2/29 : $200 $150 .
Resources 222 | 14d | 36 : $200 s150| @
Costs 3/6 14d | 3/19 : $1,000 s700| @
Evaluate Approach 3/20 | 14d | 3/31 1 st400| $1350 | @
Requirements 3/20 5d 3/24 i Manager : $500 s$ss0| @
Opportunities 324 | 3d | 32 i anager : $200 s150| @
Expansion 326 | sd | 3/30 ‘—wManager: $200 00| O
Summarize 331 | 1d | 331 ° Manalger, Advisor, Owner $500 sas0 | @
Risk Assessment 324 | a1d | 422 | prvw sa500| 3000 @
Assets Stability 324 | 7d | 330 — 1 $1,000 sss0| @
Competition Assessment 331 | 7d 4/6 L—:Aw‘“‘s‘” $1,000 s900 | @
Resource Availability 4/9 sd | 4/13 : Lo Adisor $500 0| @
Market Share 413 | 10d | 422 | ‘ Advisor $500 0| @
Finance Requirement 3/30 5d a3 - Ad\{snr, Accauntant $1,000 | s1000| O
Evaluate Profitability 43 | 7d | 49 M| Manager, Advisor, Accountant $500 s20 | @
Strategic Plan 4/23 | 14d 5/6 : $2,000 so| @
Review 423 | 7d | 420 Manager, Advse, Accountant, Owner ) $1,000 | @
Modify 4/30 7d 5/6 Manag!rr, Advisor, Accountant, Ownerl A $1,000 0| @
Determination to Proceed 5/7 1d 5/7 :Manazev, Advisor, Accountant, Owner %>
Expected Weekly Costs vs Actual CostsandSavings | 2 | 9 | 16 | 23 | 1 | 8 | 15 | 22 | 29 |15 [ 12| 19 | 26 | 3 | 10 |Legend
Budget s3.000
Actual s100 Loco f 1 Summary
Budget Not Spent wp g s s m0 e wo o @ B =Tl Task Multi-Day
v 39 v vilw. gi: ¥ vI® Duration
Budget Cummulative oumg & Task Single Day
Actual Cummulative ] Duration
5000 souings Holiday
See Appt.
o Calendar

Project Status Overview

Project Status Overview

Plan Elements Baseline Start ' ActualStart  Start Variance | Jun'l6 Jull6 Augl6 Sepll6 Oct16 Nov'l6 Dec'l6 Jan'l7 Fel/l7 Marl7 Aprl7 May'l7 Baseline Finish Actual Finish  Finish Variance
Requirements 6/10/2016 6/10/2016 o O 7/7/2016 7/1/2016 6 ©
vz Actual
Planning 6/25/2016  7/2/2016 7 @ Actual 7/22/2016  7/26/2016 4 @
vzzzz Complete
Baseline
Design 1 7/23/2016 7/23/2016 o O | 9/12/2016 9/22/2016 10 @
!
1
Design 2 7/23/2016 7/28/2016 5 @ €N 9/12/2016 9/12/2016 o O
"
LI}
Prototype 9/18/2016 9/23/2016 5 @ - ) 10/18/2016  10/18/2016 o O
77z
10/20/2016  10/20/201 o O ! 12/7/2016  11/30/2016 7 @
Testing 1 11/12/2016  11/12/2016 o O 1 1/7/2017 1/15/2017 8 @
!
1
Testing 2 12/3/2016 12/1/2016 2 @ 1 1/13/2017 1/14/2017 -1 ]
wzzzzz)
I
Redesign 1/16/2017 1/16/2017 o O i 2/26/2017 2/26/2017 o O
zizzz4
[}
Testing 2/27/2017 2/27/2017 0 O | 4/13/2017 4/13/2017 [ O
[}
Manufacture 4/14/2017 4/14/2017 o O 5/20/2017 5/20/2017 o O
vzzizza
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Critical Path

DEMOLITION E— —)
"saw cut slab
SAW CUT SLAB
\
Tayout
LAYOUT
under slab
1 plumbing
UNDER SLAB PLUMB
1
matl structlyal
STRUCTURAL
sub 1
contract mobtframing
FRAMING Ox s )
sub contract matl & mob elec ri.
ELEC. ROUGH-IN
sub contract matl & mob piumb r.i. :
PLUMB ROUGH-IN
1
pour s\ab
FOUR FLOOR SLAB !
hvacri :
HVAC ROUGH-IN !
ﬂang drywall
HANG DRYWALL
o.k. to cover 1
tape & fin drywall
TAPE & FIN DRYWALL
order doors p&d doors doors
DOORS
relites etc. g mill work
MILLWORK
order cabinets p&d cabinets cdbinets
CABINETS
color selections paints.c.  materials paint :
PAINT - -
ceiling s.c. materials
CEILING GRID -
“eleclnm incl.phone, intercom, f.a.
ELEC TRIM (—
||p|umb trim
PLUMB TRIM
order hrdwr p&d hardware hrdwr :
HARDWARE O )
1
hvac trim :
HVAC TRIM
ceiling il
CEILING TILE Commm)
select flooring p&d floor covering H floor covering
FLOOR COVERING
final cleaning
CLEANING
______________________________________________________________ -
: O start / finish EEER juration in work days restraint B critical activity :
e e e e e e o e e e e e e o e o o -
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This chapter contains valuable information concerning the basic aspects of formatting
a schedule. Formatting options can be applied to new or existing schedules, and are
the key to success throughout the scheduling and presentation process.

This chapter covers the following functions:
e The Schedule Setup Wizard

The Milestones Professional Window

Format and Layout a Schedule

Page and Page Numbers

Frame and Background

Legend

Date Headings

Schedule Start and End Dates

Schedule Date and Time Details

Toolbox and Sidebar

Toolbox Tools

Symbol Default Options

Horizontal Bar Default Options

Vertical Link Default Options

Color Themes

Horizontal Gridlines and Shading

Vertical Gridlines

Vertical Shading (Curtains)

Holidays

Chart and Templates Defined

International Support

For new users, the best way to get up and running quickly is to go through each of the
Tutorials located in the toolbar under Help | Help Files | Tutorials.
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Schedule Setup Wizard

The Milestones Professional Setup Wizard, provides a step-by-step guide to create
a schedule. Choose File | Files and Templates: Open and Save Options | Wizard.

How Many Rows per Page

How Many Text Columns

Pick the SmartColumns.

Ccacet | (o <ot [ ] rmen

Step-by-Step

Choose Step-by-Step to start with Milestones Professional’s default template,
previewed in the display window. Then choose the Next button to step through
setting color theme, title, start date and date range, rows per page, number of text
columns, SmartColumns, current date options, and more. Choose Finish to generate
a schedule ready to have tasks added.

25 The displayed template will change as selections are made.

Select a Predesigned Template

Choose Select a Predesigned Template. Then select a category (Basic Gantt,
Budget Tracking, Earned Value, General, Project Presentation, Resource, Status
Report, Stoplight & Dashboard, Timeline and To Do List). Select the template to
be used. It will appear in the display window. Choose the Next button to add a title
and start date. Choose Finish.
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The Milestones Professional Window

In Milestones Professional, the user will see a screen similar to the one below:

Milestones Professional - [Label.mlg] == ==
[Z] File  Connections  Edit  Dates  Insert  layout  Format  View  Tooks  Selection @ Help |- [&][x
Current Object: coor |Une mili

B oo | B
o= | Standard Toolbar [

H o -~ ~ Center =

st (m7]

Font
Column o (B I wcie (s =[] Symbol = 1] Ve

Heading I_rmle roposal Scheduls with Outining | smartColum |[F
N\

\ e fer

Tasks e |pate | status *
et | sesl I o
Proposal Summary 8015 - 1120 @ | |Toolbox
Initisl Consuiation / [ Area I
| Task row l )
Setosis Amvlm:;r

®
o
*
s Qm———— 0w
0
Horizontal ) o o
Bar
wa @ e l‘ﬁlcﬂ =
Amﬁ ® 5| Ememe
Y Fer
e © 5 P ok

- DataGraph P
=+ showan
0. B Frame

Qs Sumrary B Sorasud | Legend ' Oontime © pneas ® 5ering Bl son

s
~ & spsl

<« »
Status Bar e Cotaneaimuns
Page 10f 1 Fit | [ Dep. Mode: OFF |Undo: M 13 All Lines Visble|

e The Standard Toolbar is used to access frequently used options. To
switch to Legacy Toolbar choose Alt+Shift+Y or Tools | Program Options
| General.

e Add a Column Heading to give a definition to a column.
e The schedule Title can be used to provide a heading for the schedule.

e Choose from dozens of Date Heading styles, from minutes to years, or
custom entries.

e SmartColumns automatically fill according to schedule or entered data.

e The Schedule Area is where Symbols, Horizontal Bars, and Vertical
Links can be added onto a Task Row. Task Rows can also contain text,
values and symbols in columns.

e The Sidebar contains the Toolbox and a user-defined list of Shortcut
buttons for common activities. The Toolbox provides the tools needed to
build a schedule - including symbols, horizontal bars, vertical links and text.

e The Legend contains user-entered definitions for symbols, horizontal bars
and vertical links.

e Graph values such as budget, cost, or man hours in the DataGraph area.

e The Status Bar provides useful feedback while working with a schedule.
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Format & Layout a Schedule

Milestones Professional offers flexible layout options for any project schedule.

Layout
In the Toolbar, choose the Layout menu to access formatting choices such as page
size, legend size, datagraph size, global symbol size, task row height.

Chart Size and Margins
To set the schedule’s size and margins choose Layout | Page Size.

e Chart Size: Enter Horiz. (horizontal) and Vert. (vertical) values in inches.
Press the E3Apply button.

e Margins: Enter a value in inches for the Left, Right, Top and Bottom
margin areas. Press the Apply button.

e Ignore Automatic Top Margin: By default, schedules have a top margin of
.5 inches. By checking this option the margin is eliminated.

e Printer Orientation: Choose Landscape or Portrait. Make sure that this
matches to the printer’s orientation under File | Printing | Setup.

e Lock Layout. Check on to block any change to formatting of the schedule.

e Rows per Page: Enter the number of rows to display on each page.

Rows Per Page and Row Height

Display 2 to 300 rows per page. If the height of one or more individual rows has been
changed, then the actual number of rows on that page may be less than the rows per
page value in Layout.

The default row height is based upon the available space for rows divided by the
number of rows per page. Choose Layout | Row/Symbol Sizes | Reset all Rows to
Default Height, to reset all rows to the default value. The number of rows per page
will also be restored.

Chart Size to the Current Paper Size

To see the current paper size, go to Layout | Page Size | Full Page Layout Dialog.
To set Current Paper Size choose File | Printing | Setup.

The maximum horizontal and vertical chart size is approximately 300 inches, or 25
feet. When the schedule prints, Milestones Professional will either scale each page of
the schedule to fit within the Current Paper Size, or it will allow each page to span as
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many sheets of paper as needed, depending upon the printing options selected. To
avoid scaling, it is best to exactly match the Chart Size to the Current Paper Size.

25 Measurements are shown in U.S. inches. If the regional settings are set to use
metric, then the measurements will be shown in centimeters.

The Usable Area of Paper measurements are also shown in the Page Layout dialog
box. These measurements are reported by the current printer. Paper Margins can
be increased or decreased to have the schedule fall within the usable paper area. To
see a print preview of the schedule go to File | Printing | Print Preview. Note the
yellow border shows the unusable area of the paper, where the printer cannot print.
Increase the margins so that no part of the schedule falls into the yellow area.

Chart Columns

Milestones Professional offers up to 20 columns. (10 on each side of the schedule).
Columns are numbered 1 - 10 on the left and 11 - 20 on the right of the schedule.
Therefore column 10 is closest to the schedule area on the left side of the schedule
and column 11 is closest to the schedule area on the right side of the schedule.

Columns may contain text, dates, values and symbols. To add, hide and delete
columns choose Layout | Page Size | Overall Column Layout. \When the toolbar
change to the Selection Column Layout tab, corresponding column numbers will
appear in the schedule’s column headings. These numbers will only display when the
Selection Column Layout tab is active.

e Enter a value in inches under any column number to create a column. Press
the EApply button.

£5Columns of zero width are automatically not displayed; however, zero width
columns must always be on the outer edges of the schedule. Columns will
reorder so 0 width columns are on the outer edges.

425 The number and size of columns affects the amount of space available in
the schedule. Increase the horizontal chart size, for more space.

&5 Alternative to add a column Insert | Rows, Columns | New Column.

e Use the red X under the numeric value to delete a column. (Also: right click
a column heading and choose Delete Column.)

e Click on a column number to hide or show a column. Right click the column
heading and choose Hide Column. To show hidden columns right click any
column heading and choose Show Hidden Columns.

2SNever enter 0.0 width value to hide a column with data because the column’s
data eventually will be lost.
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Pages and Page Numbers

Add a Page

To add a page choose Insert | Page | Insert a New Page Before the Current Page
or Insert a New Page After the Current Page.

Milestones will also add a page automatically when you reach the bottom of a page
when entering text in a column.

Delete a Page
To delete a page go to that page then choose Edit | Delete | Current Page.

Add and Format a Page Number

To add a page number to the upper left above the schedule select View | Optional
Items | Page Number.

To customize the page number click on the page number. The toolbar is now active
for the page number making the formatting options of start and end number, page
words as well as size, color and style available.

Add a Page Number Anywhere on the Schedule

Use the toolbox’s T tool, type &curpage anywhere on the schedule. The numeric
number for the current page will display. Type any text before or after. Type
&maxpage to get the numeric value of total number of the schedule’s pages.
Example: Type anywhere on page one of a four page schedule: Page &curpage of
&maxpage. Result: Page 1 of 4

Move between Pages

Use the keyboard PgUp or PgDn or use the Page Navigation options found on the
View tab.

Frame and Background

The schedule’s frame is the border of the schedule and all interior line separators.
The interior and exterior of the schedule can have background colors and special fade
effects. The page border is drawn around the outside of the schedule, as opposed

to the schedule frame. Format | Frame, Highlights | Background, color, border,
frame corners.

Background Color

e Choose a background color that will fill the schedule area, DataGraph,
legend and the exterior area of the schedule.

e Include On Prints and Metafiles: Selecting will include background color in
the schedule area. Exterior background color will only appear when Printed.
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e Interior Areas Only: Select to have the background color appear only within
the schedule’s frame, leaving the exterior area of the schedule with no color.

e Background Special Effects: Choose a fade pattern. Special effects
option is only available if Interior Area Only is selected.

e Background Effects Target Color: If a special effects option is chosen the
background color will fade into the selected target color.

£5The legend and DataGraph(s) will not adhere to the background special effects
as they have their own background color options.

£$Horizontal gridlines and shading, as well as curtains color over the background
color.

Frame Color

e Choose a color which will color the frame around the schedule, the page
border and all interior line separators.

e No Interior Column Dividers: Suppress column borders in the schedule.
» Except on Left. Column separators will be on the left side of schedule.
» Except on Right. Column separators will be on the right side of schedule.

e Override Color for Column Heading Dividers: Select a color for the
separators between the date headings and column headings.

Outer Frame Settings

e Variable Thickness Solid Lines: When Default line type for the schedule’s
frame is selected choose from four thickness options. Also the title,
DataGraph and legend will be affected, not the column and heading dividers.

e The schedule frame can have an Alternate Line Type and Color. The
title, DataGraph and legend will be affected, but not the column and heading
dividers.

&5 The title, DataGraph and legend can have their own frame settings.

Frame Edges and Shadow

e Draw page border around schedule: Select to draw a border around the
schedule. The border indicates the paper size found on the layout tab.

e Corners: Square or Rounded: Choose to have square or rounded corners
for the schedule frame. Rounded corners can be Small, Medium or Large.
This option rounds the corners of the schedule, legend and Datagraph(s).

e Draw Shadow: Can be selected only for square corners. Select a Shadow
Color: and a Shadow Size: Small, Medium or Large.

e Extend Frame Shadow into DataGraph area: Select to extend the shadow
onto a DataGraph. A floating DataGraph will retain the shadow however the
shadow size will be small.
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Legend

Create and Delete a Legend

The Legend is the area reserved for documenting the usage of the various symbols,
horizontal bars and vertical links on a schedule.

1. To add alegend choose Layout | Legend Size.
Next to Enter Legend Height, enter a value in Enter Legend Height 0.3
inches.

2. Choose the Apply Legend Changes button. Apply Legend Changes

25To delete a legend, enter a value of 0 in Enter
Legend Height. Make sure to press the
Apply Legend Changes button or Right click
the legend and choose Hide Legend.

Full Legend Settings: [
Legend Size

Format a Legend

Choose Layout | Legend Size | Full Legend Settings button ! tea=ns ==ttina= L.l g
display the Selection menu for Current Object: Legend.

=

(none) >

| || Apphy | Alternate Border for Legend

Legend Size and Frame Settings FEEERRERRE o I—I

In the Legend Size and Frame Setting section the following options can be set.

e Legend Height. Enter a value in inches. Press the Apply button. A
zero value will delete the legend.

e Legend Symbol Size Override: Enter a value in inches to alter the size of
symbols appearing in the legend to override the charts default symbol size.

e Entries Per Row: Choose between 1-20 legend entries to display on each
row in the legend.

e Show Legend Text Under Symbols: Check on to place legend text directly
underneath the legend symbols.
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e Floating Legend: Check on to move the legend anywhere. Use the (\)
Arrow tool to move the legend or resize by dragging the legend’s edges or
corners.

e Optionally choose, Limit the Floating Legend to just the following pages to
assign a floating legend to particular pages within the schedule. Enter in the
page numbers separated by commas. Then press the Apply button.

e Frame Legend: Check on to draw a border around the legend area.

e Draw Shadow : Check on to display a shadow around the legend. Select
the *~ drop down arrow to view and choose the shadow size Small, Medium
or Large. Choose a Shadow Color.

e Leave Gap between Chart and Legend: Check on to add space between
the last task and the legend.

e Select an Alternate Border for legend and color. This will override the page
border.

In the Background and Font sections the following options can be set.

Becroround [ (Gama) | [calbr >

Specizl Effects Teaet Style
pecial Effects BIUS 10 v
Fade to Bottom ~ -
Legend Text Colo
e [ ]G | [ G
Background Font Settings

e Background Color. Change the color of the legend by selecting the color
window.

e Special Effects: Choose a fade pattern for the legend.

e Target Color: If a special effects option is chosen the background color will
fade into the selected target color.

e Choose the = drop down arrows to set the legend’s font, font size.
e Text Style: Choose Bold, Italic, Underline and/or Cross out.

e Legend Text Color: Change the color of the legend text by selecting the color
window.

&5 Default legend text can also be set by choosing Format | Default Text |
Legend Text.

To add entries to the legend (see Chapter 3 pg. 25).
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Date Headings

Up to 4 levels of Date Headings can be shown above, below and/or within the
schedule area. Date Headings are reference points for schedule symbols and bars.

Format the Date Headings

1.

On the schedule, click once on the date heading. This displays the Selection
tab Current Object: Date Headings.

In the Date Headings section select the drop down arrow for any of the four
available headings. Choose from 41 standard date heading styles ranging from
years to minutes and 4 user-created custom headings.

e Select each date heading’s horizontal placement and text’s attributes, color,
font and font size.

e Select Show at Top and/or Show at Bottom for date heading placement
on the schedule.

e Choose Align month start with week starting day in order to line up the
month headings with the week heading.

e Choose Minimize Height to decrease the default spacing for all headings.

3. Under Background, choose a background color. Choose Effects for fading.

Optionally, choose a Target Color to fade with the background color.

If the Prefix and Suffix edit boxes are not grayed out, then you may enter a
prefix and suffix to the selected heading. Most numbered headings allow this.
Importantly press the apply buttons.

Task Row Date Heading

Place a date heading on a task row and then customize the heading.

1.
2.

In the column area, right click the task row to contain the date heading.

In the menu that displays choose Attach Date Heading. The Single Row Date
Heading Overlay dialog box will display.

e Select Use current date headings, to add the date heading that is
currently on the schedule.

e Select Pick a single heading from the list below, to add a heading from
the list. For more information about Start and Freq. see pg. 2-11.

Select options under Single Heading Background to customize the task row
date heading.

Select options under Single Heading Font Settings to customize the task row
date heading.

Format the Schedule 2-10



Remove Task Row Date Heading

To remove the task row date heading, in the column area right click the task row.
In the menu that displays choose Attach Date Heading. The Single Row Date
Heading Overlay dialog box displays, select Do not overlay a date heading.

Date Heading Start Number

If the date heading type is a series of non-repeating numbers, then a Start number
can be specified. For example, the heading Monthly 1, 2, 3,...12, 1 cycles from 1 to
12, then begins again at 1. A Start number would be ignored with this heading type.

The heading Monthly 1, 2, 3,...12, 13 begins with 1 and does not start over; therefore,
it is possible to use a Start number, like 3 as seen in the example below.

[Monmly: January, February,... v] @%Q B I H_I[Calibri v“lz v] 1 1

[Monthly: 1, 2, 3,...12,13 BEEER R B <1 ~]| 3 1

This is the resulting date heading with a Start number 3 on a one-year schedule:

Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec

3 4 5 6 7 8 9 10 11 12 13 14

For a countdown heading, enter a negative Start number, such as —12:

[Momhly: January, February,... V] @é’@ B I HEI[Calibri v][l}‘_ v] 1 1
[Monthly: 1, 2, 3,...12,13 MEEEER B LTEI[Calibri o -] 12 |1

This is the resulting date heading with a Start number -12 on a one-year schedule:

Jan [ Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec

-12 -11 -10 -9 -8 -7 -6 -3 -4 -3 -2 -1

To show a negative sign, choose Tools | Program Options | Dates |. Then check on
Show negative sign on generic numbered date headings that have a negative
start number.

Date Heading Frequency Number

Any of the standard heading types can have the Frequency altered. For example, for
a schedule that covers fifty years, the user might want to set the frequency to 10, so
that on a yearly heading, only every 10" year is displayed

Below is the result of a date heading format in which the Frequency has been
changed to 10. In this example, the schedule dates are from 1/1/2000 to 12/31/2059.

2000 2010 2020 2030 2040 2050

Format the Schedule 2-11



Custom Date Heading

There can be up to four custom date headings. Set the text and the end date (along
with time if necessary), and background color for each of the date heading divisions.

To add or edit the custom date headings:

1.

On the schedule, click once on the date heading. This displays the Selection
tab Current Object Date Headings.

Choose Edit Custom Headings.

Here is an example of a Cresteor Bt Custam Headings x
custom heading with user- Y e GRS GRS
entered text “Phase 17, .
“Phase 2”7 and “Phase 3”_ 1 | Custom Heading Text GoesHere | 12/31/2015 JIB one | (meser) ~ Team
2 =T (Reset)
An end date is entered - e
to designate the end of : e
each date division and the : =
beginning of the next division. B e | G
0] |BI none | (Reset) v
. Insert Entry Delete Entry Sort. Copy Heading || Paste Heading
’gThe Calendar ICOI"I Can (®) Custom Heading Data is Embedded in Schedule mpghphﬂa’dg hmc‘wﬂa’%
be Used tO Se|eCt the () Custom Heading Data is Stored in External File
dates.

25 The schedule’s start date determines when the first division begins.

A Background Color is selected for each date division.

The example below shows two standard headings, plus the above custom heading.

FY2019 FY2020 FY2021 FY2022

‘ Q2 ‘ a3 | Q4 Ql ‘ Qz ‘ Q3 ‘ Qa Q1 ‘ Q2 Q3 ‘ a4 Q1 | Q2

Phase 1 Phase 3 Phase 2

Choose Sort to arrange the custom heading entries in date order.

Click on a line number and choose Insert Entry to insert a blank entry line
above the selected line.

Click on a line number and choose Delete Entry to delete an entry.

Recommended: Choose Custom Heading Data is Embedded in Schedule to
allow the custom heading to stay with the schedule in cases where the schedule
might be shared with others.

Share Custom Date Headings by choosing Copy Heading to Clipboard. The
copied heading can then be pasted into an e-mail. The e-mail receiver then
copies the sent heading text to their clipboard. Finally the receiver chooses the
Paste Heading from Clipboard option.
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Schedule Start & End Dates

The schedule start and end dates control the visible date range that displays in the
Milestones window.

1. In the toolbar choose Dates | Start and End Dates. Heplayed agRae

im0 [5]

Displayed End Date:

3. Under Displayed End Date, enter a date. @

Under Displayed Start Date, enter a date.

&5Important click the & Apply button. More Settings._ [

25 Click the Calendar icon for a date selection. start and End Bates

Schedule Date and Time Details

Go to Dates | More Dates Setting to find schedule date and time detail options.

e Page by Page Date Overrides: Choose to set
different dates on each page of a multi page smringate  Endng Date
schedule. Enter the page’s override date Current mpoy |, o

. . . Entire Schedule: [ﬂ EI
Page Override Starting Date and Ending Date . .....crs wms |12

o Yearly/Monthly/Fiscal Year Settings:

Schedule Details

»  Fiscal Years options: Choose the Fiscal Year Starting Month for fiscal
year heading and vertical gridline placement. Choose Add 1 to Computed
Fiscal Year or Subtract 1 to Computed Fiscal Year to align yearly
headings with fiscal year headings. Check on Fixed Length Month Option
to have Months all same length and set number of Days in a Month.

» Calendar Range Scrolling: Enter the number for Working days to scroll
with Shift+PgUp/PgDn. The headings shift by the number of days entered.
To scroll the date headings use the keyboard Shift+PgUp/PgDn or Date |
Date Range Tools | Shift displayed range backward | Shift displayed
range forward.

o  Weekly/Daily/Holiday Shading:

»  Work Saturdays and/or Work Sundays for inclusion(check on) or exclusion
(check off) from calculations.

»  Show Saturday and/or Show Sundays: Check on to have Saturdays and
Sundays display on the schedule.

»  Shade Saturdays and/or Shade Sundays Check on to shade Saturdays
and Sundays with a selected color.

»  Shade Holidays: Check on to shade selected holidays with a selected color
(see pg. 2-38).

»  Select the Week Starting Day.
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Hourly/Minute:

»  Check on these options to ensure accurate duration and percent complete
calculations. Allow Hourly detail and Allow Minute Detail on the schedule.

»  Set a Displayed Time (ex: 8:00-17:00, 9 hour day). The schedule will only
show the hours, and calculate based on the displayed time.

»  Set Workday Time. The schedule will calculate duration based on the split
shift (ex: 8:00-12:00, 1:00-17:00).
&5 Symbols must fall in the specified time periods or they will not display.
However,the symbols are still present in the schedule.

» By default, a single milestone’s duration is 0 days. To have a milestone’s
duration calculate as 1 day select Set single milestone to a full day
duration even if Hourly detail is active.

Schedule Tags:

Shows the Microsoft Project to Milestones Wizard import options used if the
schedule was imported.

Shift Schedule Dates

A schedule’s dates can be shifted backwards or forwards at any time using Dates |
Date Range Tool | Shift all Tasks.

Enter the Number of Working Days to Shift. Enter a value 1 through 4000.
Backward or Forward

Reset Schedule Start and End Dates by the Same Amount: Changes the
date view of the schedule and the date headings.

Shift Curtain Dates by the same amount: (see pg. 2-33).

Shift ValueSet Dates by the same amount. (see Chapter 7). (Reset
Schedule Start and End Dates by the Same Amount must be active to
choose this option.)

Selected symbols and task rows can also be shifted.

1.

Select either the symbol(s) or task row(s) to be shifted. See about symbol
dependency (Chapter 3 pg. 3-14).

Choose Dates | Date Range Tool | Shift all Tasks.
Enter a values for Enter the Number of Working Days to Shift.

If symbol(s) or task row(s) are selected there will now be this option: (#) Task
Rows are selected. Check this box if you wish to just shift the dates for
the symbols in the selected rows.

25 With this option selected all other options in the Shift all dates for Schedule
dialog will be grayed out.
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Customize the Toolbox and Sidebar

The toolbox contains the essential tools for adding, changing, and selecting
information on the schedule. The toolbox properties can be changed by right clicking
the toolbox. Change the properties of symbols, horizontal bars, vertical links, lines,
squares, and circles by double clicking on them in the toolbox.

There are two toolbox views: Standard (recommended) and Legacy. Right-click the
toolbox, select Switch to Legacy Toolbox or Tools | Program Options | Edit | check
on Use Legacy Toolbox to use the Legacy Toolbox. To return to Standard Toolbox
right-click the toolbox, select Switch to Standard Toolbox. Both views can be free-
floating or anchored in the sidebar.

The toolbox settings are unique to the current schedule. If a toolbox changes on one
schedule, it does not affect any other schedules. Toolboxes can be copied and pasted
between schedules.

Free-Floating Toolbox

The free floating toolbox allows placement of the toolbox anywhere in the Milestones
window below the toolbar. Do the following to have the toolbox free-floating:

1. Choose Tools | Customize | Sidebar Options or right click the toolbox and
choose Sidebar Options.

2. Select Do not show Sidebar.

3. Milestones must be closed and restarted for the change to take effect.

Hide/Show Free-Floating Toolbox
When free-floating, the toolbox can be hidden.
1. Right click the toolbox then choose Hide Toolbox.

2. Select View | Optional Items and check on Toolbox to make it reappear.

Sidebar with the Toolbox

The optional sidebar is an extra toolbar anchored to the left or right side of the
Milestones window. The sidebar contains the toolbox and a user-defined list of
shortcut buttons for a variety of activities. Changes made in the Sidebar Options
dialog box apply to all schedules. Do the following to have the toolbox in the sidebar:

1. Choose Tools | Customize | Sidebar Options or right click the toolbox and
choose Sidebar Options.

2. Select either Show Sidebar on left or Show Sidebar on right.

3. Milestones must be closed and restarted for the change to take effect.
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Add and Remove Selected Sidebar Icons
1. Choose Tools | Customize | Sidebar Options.

2. Add sidebar icons: Select from the list of Available Sidebar icons and then
click Add>>.

3. Remove sidebar icons: Select from the list of Current Sidebar icons and then
click <<Remove.

The number of sidebar shortcut icons visible, is determined by the toolbox size,
screen resolution, and Milestones window size. The fewer rows of symbols, bars, and
links in the toolbox, the more sidebar shortcut icons are visible. A screen resolution of
1280 x 1024 will show more sidebar shortcut icons than a screen resolution of 800 x
600. Also, a maximized Milestones window will display more sidebar shortcut icons
than a minimized window.

Show Symbol and Bar Numbers in the Toolbox

Right-click the toolbox and choose Show Symbol and Bar Numbers in the Toolbox
to populate numbers that overlay symbols and bars in the toolbox. This option helps
with &symbol command, in a substitutable text string and for automation.

Switch to Legacy Toolbox

Right-click the toolbox, select Switch to Legacy Toolbox or Tools | Program Options
| Edit | check on Use Legacy Toolbox to use the Legacy Toolbox. To return to
Standard Toolbox right-click the toolbox, select Switch to Standard Toolbox.

Toolbox Size and Look

Right-click the toolbox and choose Toolbox Properties to make selections to
customize the toolbox’s size and look for the current schedule.

Customize Toolbox Size, Highlight Dialog

e Symbol, Bar, Symbol Combinations: Up to 32 rows of symbol, horizontal bar,
symbol combinations (64 symbols and 32 horizontal bars) can be shown in the
toolbox.

e Open file with Arrow Tool Active \When the schedule is opened this prevents
accidentally adding symbols and bars.

e Check on In bars, show both before and after status | + [+
colors (if Bars Fill to Status is active) to have the ¥ | ——
Toolbox display horizontal bars with before and after [ [

+ I:I:I
status look (see Chapter 5 pg. 5-3). —_

e Check on Extra Highlighting to activate a black outline for selected items in the
toolbox.
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e Check on Show Background for Current Selection to highlight the selected
items background. Also select the color for the highlight.

e Check on Show Line, Box,and Circle Tools. Uncheck to hide the drawing
tools.

e Choose to display 0, 1, or 2 rows of Vertical Links.
Global Settings

e Change the Toolbox Display... Select from Default (Milestones will attempt
to automatically adjust to monitor resolution), 100%, 150%, or 200% to have
the toolbox increase in size for easy viewing or when using a high resolution
monitor.

25 Milestones must be closed and restarted for the change to take effect.
25 This is a global setting and affects all schedules.

e Show Symbol and Bar numbers... These numbers are useful to specify
symbol and horizontal bars for importing and automation.

25 This is a global setting and affects all schedules opened in the same
instance of Milestones Professional. This option does not save with the
schedule. It needs to be turned on each time the schedule is opened.

Toolbox Elements

The toolbox is made up of controls; Plus, Arrow and Text tools and items to be added
to the schedule; symbols, horizontal bars, vertical links, lines, squares and circles.

e The Toolbox rows designated by the Small Pluses are divided into three
sections symbol - horizontal bar -symbol. Double click one of the sections to
change the symbol’s or horizontal bar’s properties.

e Double click a vertical link, to change
its properties.
+ . T Plus, Arrow, 8 Text Tools
e Double click draw tools to change its .
properties. “ || QO | prawing Tools
e Each schedule can have a unique gy pem——
customized toolbox. Toolboxes can be |~
copied to another schedule (see pg. Jasl S
2-19). + | ——— | Symbols & Horizontal Bars
) Sle—r
: | ==
e Atoolbox row of symbo]-horlzontal- y ——
bar, symbol can be copied to another Fle—=
toolbox row or to another schedule’s e e
toolbox row (see pg. 2-19). S "_‘ S
' l ) _I Vertical Links
1
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Toolbox Tools

On the first two lines of the toolbox, there are six buttons.
The Plus (+), Arrow (N\) and Text (T) are the three main tools used for scheduling.
The (+) Plus Tool adds symbols, horizontal bars, and vertical links to the schedule.

The (X) Arrow Tool is a selection tool for choosing objects on the schedule to
changes their properties or move objects on the schedule like symbols, columns,
pictures, freeform text, etc.

The (T) Text Tool adds or edits text anywhere on the schedule.

The second row of the toolbox contains the draw tools. These shapes when added to
the schedule are static and will not move when the schedule shifts or changes.

Line Tool (\) draws lines and arrows on the schedule.
Box Tool (O) draws squares and rectangles on the schedule.

Circle Tool (O) draws circles and ellipses on the schedule.

Use Lines, Boxes and Circles

The default settings for lines, boxes, and circles added to a schedule are black for
color and lightweight for line type. Alter these default values by double-clicking on the
Line (\), Box (O), or Circle (O) tool in the toolbox.

To add any of these shapes to a schedule, click once on the tool. Then click-and-drag
in the schedule area to draw. Once placed on a schedule, lines, boxes, and circles do
not move unless dragged with the Arrow tool to a different location.

Customize the attributes of any line, box, or circle that is already on a schedule by
clicking once on the shape to activate the toolbar Selection tab for that shape or
double clicking the shape to display its attribute dialog box. Make changes to border,
and background. Also choose to show the object on all pages and/or on top.

Manage Lines, Boxes and Circles

To manage lines, boxes or circles on the schedule go to Tools | Current Object:

Other Tools | Manage Symbols, Pictures, Freeform Text, Lines, fox

Boxes, Circles, Cell Overrides | Manage Lines, Boxes, Circles | " &

or select any line, box, or circle on the schedule to select the D P T3

Manage all Lines, Boxes, Circles option in the toolbar. Once in Manage ol Lines. [
Boxes, Jircles

the Manage Lines, Boxes, Circles dialog box, select a line, box
or circle to Delete, Show on all pages or Show on top.

25 This option is very useful for finding missing lines, boxes or circles.
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Copy and Paste a Toolbox Row

1.

To select the row to be copied, click the Small Plus at the beginning of the row.
The entire row will highlight.

Right-click the toolbox and choose Copy Selected Row.

To select the row to be replaced click the Small Plus at the beginning of the
row. The entire row will highlight.

Right-click the toolbox and choose Paste Copied Row over Selected.

&5 To copy a row between schedules the schedules must be in the same

instance of Milestones. Open both schedules. To verify that they are in the
same instance choose View | Windows Controls | Switch Windows. Both
file names should display.

Copy a Toolbox to Another Schedule

Once a toolbox has been customized, it can be used in another schedule by creating
a personal template (see pg. 2-39) or by copying and pasting.

1.

4.

Both schedules must be in the same instance of Milestones. To verify that
they are in the same instance choose View | Windows Controls | Switch
Windows. Both file names should display.

Right click the toolbox to be copied and choose Copy Toolbox.

Go to View | Windows Controls | Switch Windows. Select the schedule to
have the copied toolbox.

In the selected schedule right click the toolbox and choose Paste Toolbox.

Symbol, Horizontal Bar and Vertical Links Toolbox Numbers

Right click the toolbox to select Show Symbol and Bar Numbers in the Toolbox for
numbers to appear in toolbox next to the symbols, horizontal bars and vertical links.
Toolbox numbering is helpful for embedded symbol save, spreadsheet importing and
automation.

Toolbox Tool Tips

Helpful hints can appear when the mouse is hovered over elements of the toolbox
Right click the toolbox to select Turn on Tooltips or Turn off Tooltips. All tooltip
options can be customized by choosing Tools | Program Options | Help.
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Symbol Defaults

Symbols are the backbone of the schedule. All horizontal bars and vertical links
originate from symbols. Symbol text, date and position are controlled by the symbol.
Best practice is to set up all symbol properties in the toolbox prior to building a
schedule, as any changes to the symbol in the toolbox will affect occurrences of that
symbol on the schedule.

£5|f settings for a symbol in the toolbox are changed
and that symbol exists on the schedule, all the af-
fected symbols are checked to see if they have
individual settings that differ from the new settings.
If so, the user is given the opportunity to keep the

items to change
Uncheck Al

individual override settings by checking or un-
checking the items in the Select Items to Change |.........conn..
dialog box. s S

3 Cancel

Change any symbols already on the Do not make any changes to symbols
schedue to match the Toobox settings for | | already placed on the schedule. Your
changes wil just apply to new symboks

Symbol Shape and Type
Set a symbol’s defaults:

Symbol Options x

1. Double-click a symbol in the
toolbox. The Symbol Options
dialog displays.

=
Sample Symbol: Y
Symbol Shape  Color fPattern/Size/Shadow Text/Date Properties  Default Text ValueSet Defaults

Standard Sh User Defined Shapes; Letter Marking

2. Click the Symbol Shape tab. - 5 O
D iSymbols
° Choose from 1 47 Standard 30 Look [(JEmbed Above Symbol in Fie B
El Clipping Symbol for printing: | [Juse dirde for dipping
Sh ap es. T h e Sa m p I e Reset Clipping Symbol [ ighter dipping
[JLooser dipping
Symb_ol changes to show s A
selections as th eyarem ade. O Comment Symbel (gnered for SmartColumn purposes)
() Status Symbol (used for Percent Complete)
T OBasEImEvSVmbul {used in Baselines) ’
Sample Symbal: T 1/12

=

e Select 3D Look to add 3D highlight (a 3D Look

simulated light source) to a symbol. Not
all symbols allow the 3D look.

e Enter one letter or number in Letter Marking to display it with the symbol.
Select a blank symbol (Symbol Shapes 28 or 33) to only show the letter
marking as the symbol. The letter mark vertical placement within the
symbol is set on the Text and Date Properties tab.
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Choose from one of four symbol types:

»  Normal: This is the default symbol type, used for most situations. It is
used in start date, end date, duration, and other SmartColumns.

» Comment: This symbol type is ignored for SmartColumn purposes.
Use this symbol type for additional symbol text or symbol notes.

»  Status: This symbol type is used for controlling percent complete (see
Chapter 5 pg. 5-3).

» Baseline: This symbol type takes advantage of baseline features (see
Chapter 5 pg. 5-10).

User created symbols and bitmap symbols can be selected under User-
Defined Shapes. To learn more about creating or using bitmaps choose
Help | Help Topics | Index type in symbol marker and/or bitmap symbol.

25 Symbols are saved in a folder defined by the path found directly under
the User Defined Shapes selection box. To change the Symbols
folder’s location choose Tools | Program Options | Folders.

Recommended: Check on Embed Above Symbol in File to embed user
defined symbols in the schedule so that the symbol is available when
sending or sharing the chart.

Choose the BMP button to get access to embedded symbols to add to
your symbols folder. By selecting BMP the symbol will be added to a temp
folder. Milestones will give you the address of the folder and ask you if
you would like to open the folder. To find the symbol look for the following
EmbedSym# (the number will be the symbol’s position in the toolbox).

25 Right click the toolbox to select Show symbol and connector numbers
in the toolbox for numbers to appear in toolbox next to the symbols.

Clipping Symbol for printing eliminates white space around bitmap
symbols on printed schedules. For step by step instructions choose Help |
Help Topics | Index type in clipping.

425 Bitmap symbols with white backgrounds, background will appear
transparent on the computer screen. All other color backgrounds will be
visible on the computer screen. Microsoft Paint can be used to change
the bitmap’s background color.

Use circle for clipping Milestones automatically clips the white area
around a circular symbol.

»  Tighter clipping white area clipped closer to the symbol.

»  Loser clipping along with White fill background smooth edges of the
circle and clipping edge bleed through.
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Symbol Color/Pattern/Size/Shadow

Set a symbol’s defaults:

1.

Double-click a symbol in the symeel Optens *
toolbox. The Symbol Options sl Sk NS
dlalog d|Sp|ays_ Symbol Shape  ColorPattern/Size/Shadow  Text/Date Properties DefaultText ValueSet Defaults
. Line Pattern: Outline Color: Shadows (Filed Symbals Orly)
Click the Symbol Color/Pattern/ 1 Db shadowanyrid
Size/Shadow tab. — B
. Marking: Mark Color: aroe
e Choose a Line Pattern and — :
Outline Color for the outline Chee g =
Of the Symb0|' The Sample Override Size: ﬁms (incomple =) Col After Status Color and Shape used
Symbol changes to show rre 3 — e b e
selections as they are made. | &5 “E’ Ihese oy ry uben e Syt
After Status (incomplete) Fill Pattern:
e Choose a Fill Pattern and :
Fill Color for the inside of -

the symbol.

Choose a symbol Marking pattern and Mark Color, such as \ or \\ through
the symbol, box or circle enclosing the symbol, and more.

Set a Text Color Override. This affects current and new symbols. Press
Reset to remove the override.

&5 Default symbol text color Format | Default Text | Symbol Text.

&5 Remove all symbol text override colors go to Tools | Other Tools |
Manage: Symbols, Pictures, Freeform Text, Lines, Boxes, Circles,
Cell Overrides | Manage Symbols.

The After Status (incomplete) Color is the fill color of the symbol after (to
the right of) the status date.

The After Status (incomplete) Symbol is what the current symbol will
switch to after (to the right of) the status date.

The After Status (incomplete) Fill Pattern is the pattern the fill color will
display after (to the right of) the status date.

425 To activate the After Status feature, choose Dates | Date Related
Settings | Symbols: Fill to Status Date.

Set an Override Size for this symbol only. This affects current and new
symbols.

£5Set the global symbol size for all symbols on the schedule. Format |
Frame, Highlights | Symbol Size.

&5 Horizontal bar width is determined by the global symbol size and is not
affected by the symbol size override.

Check on Show Shadow on Symbol then choose Size and Color.
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Symbol Text and Date Properties

Set the position of the symbol date, symbol text, marking letter, and the symbol itself.
Choose the symbol text background colors as well as the text and date background
degree of transparency.

Set a symbol’s defaults:

1.

Double-click a symbol in the
toolbox. The Symbol Options
dialog displays.

Click the Text and Date v Oome | Owone @i
Properties tab. o G S
Date Background Text Background
() Opague () Default () Opague (@) Defauit
b Set Date Placement as @ Transparent Oransparent Targetcoor: [ ]
Above, Mi ddl e, B elow Pgﬁ‘;s:m @ Micde O Lower Spedal Effects:
(Vert|ca| pos|t|on|ng); and Left, uwsrinsmoarestsgmens NoCdorEffects
. ! (®) Default OlLeft (O Center O right
Center, Right (horizontal ——
e . . Middle of row v
positioning). Optionally, Doren st atengle

Symbal Options X
Sample Symbol: ek

Symbol Shape  ColorPattern/Size/Shadow  Text/Date Properties DefaultText ValueSetDefaults

Date Placemen t Text Placement

Symbol Date Format Cverride

Hide the date. The Sample | [ 1 Zas™™"
Symbol changes to show
selections as they are made.

Set Text Placement as Above, Middle, Below (vertical positioning); and
Left, Center, Right, or Bar (horizontal positioning) or Hide the text.

425 Bar centers text on the bar of a symbol-bar-symbol combination.

£5For symbols off the schedule to have text centered on a bar choose
Tools | Program Options | Edit check on Show Centered Symbol
Text even if the symbol is off the schedule.

25 To Globally hide all symbol dates and text on the schedule choose View |
Other | Override Symbol Text and Symbol Date Display.

To add a Text Background color, check on Fill area around text and click
Fill Color button to choose a color.

»  Check on Draw Border to frame the background.

»  Check on Draw Shadow. The symbol shadow color is used for the
shadow around the text box.

» Choose a Target Color and Special Effects for fading from the Fill
Color into the Target Color.

For Date Background and Text Background:
»  Opaque causes a solid background to appear under the text.
»  Transparent causes the text to not obscure any underlying graphics.

»  Default determined by the last text selection.
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For Marking Letter,choose Upper, Middle, or Lower as the vertical
placement within the symbol. The letter mark is set on the Symbol Shape
tab.

Check Draw text at angle to force symbol text for just this symbol to display
at the angle set in Tools | Program Options | Edit | Angle for Angled
Symbol Text. Set the angle degree of 30, 45, 60, 90, 120, 135 or 150 in
Tools |Program Options | Edit | Angle for Angled Symbol Text.

425 Text at an angle can only be a single line.

25 Symbol dates can be drawn at an angle. Selecting the symbol. Then, on
the schedule Selection | Text | Text Placement | check on Date also.

For Symbol Position, choose from 11 positions for the vertical placement
of a symbol within a task row.

Type in a Symbol Date Format Override, selecting the question mark
button for help on custom date format options. This affects current and
future symbols

425 To Globally set the symbol date format Dates | Dates Related Settings
| Set Symbol Date Format.

Symbol Position

Within each task row, the symbols can be positioned vertically in 11 possible positions.
Horizontal bars follow the positioning of the symbols to which they are attached.
(Globally set a symbol’s position in the toolbox Symbol Text and Date Properties.)

Change an individual symbol’s position:

1.

Click once on the symbol on the schedule.

2. Hold the Shift key.

3. Use the keyboard up arrow or down arrow to shift the symbol position.

Change the vertical spacing between symbols:

Choose Tools | Program Options | Edit | Vert Spacing:Upper/Lower Symbols
to change the vertical spacing value. The spacing value ranges from 10% - 300%.
This is a global setting.

Override the vertical symbol spacing by task row:

1.
2.

Select the task row.

In the toolbar in the Task @ 50% spacing
Row Settings section
select the percentage for Symbol Position

spacing under Upper/ 7 Levoels _ iy
Lower Symbol Spacing %. | 7 *P" =

Symbol Position
11 Levels

Format the Schedule 2-24



Symbol Default Text

Assign up to three lines of text to each symbol in the toolbox. When a symbol with
Default Text is added to the schedule, both the symbol and the text display.

The default text can also be based on text from a selected column.

Symbol Options

-

Sample Symbol: Py

Symbol Shape  Color/Pattern/Size/Shadow  Text/Date Properties Default Text yalueSetDefaults
Symbol Text

Key an: ydfall vmb\tetfwt.ﬁ symbol. Each time this symbol is placed on the dvd\ t.‘rvtetbl will
be seta: ymbol text. You can change it later by double-dicking on the symbol on the D\a cing
Lﬁetext

repiace the textofamyof these syl ypes
Ithas

n the:

%

Set a symbol’s text defaults:

1. Double-click a symbol in the

toolbox. The Symbol Options
dialog displays.

o oy cears e s bl o et e b 2. Click the Default Text tab.
N :‘M | m‘*“" Click a ™ drop down arrow to select
x [Tl | e a column. Each time the symbol is
w | [mrask ] et added to the schedule the chosen
et Teo ‘ column information for that task
comrinmes row will display as symbol text.
Cana
-ADD/OR-
4. Type in text to be added to the symbol. Enter up to 56 characters for each
default text line.

425 Text attached to any symbol already on the schedule will not be affected by
changes to the Default Text. That is, changes to the Default Text only affect
symbols that subsequently get added, not those already on the schedule.

5.

Tag a symbol to take advantage of the SmartColumn, Date from Symbol

Automation Tag feature (see Chapter 6 pg. 6-15), which means imported or
added symbols can be matched to a live column so that if the symbol moves
then the column gets updated automatically.

See Symbol Option dialog box above to view

how default symbol text was assigned to the

red triangle symbols when they were added

to the schedule.
Default Symbol Text on red triangle symbol
Line 1 is Column 10 (Task) information.

Line 2 is typed-in text TEST.

Task

January ‘ February ‘ March ‘ April Test

27

V—Aa—=

Project 1
Test

Project 1 2/27/2022

14

V—Aa—=

Project 2
Test

Project 2 3/14/2022

21

Project 3
Test

Project 3 3/21/2022
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Default Values

For a selected symbol, specify default values for any of the 9 possible ValueSets.
When the symbol is added to the schedule its default values will be added to the
specified ValueSet.

£5The symbol default values only work with Type 4: Use Values From Symbols
ValueSet (see Chapter 7 pg. 7-11).

£S5 First setup both a Type 4: Use Values From Symbols ValueSet and a
DataGraph (see Chapter 7 pg. 7-18) before adding default values to symbols
and the symbols to the schedule.

Set a symbol’s default values:

Symbol Options X

sample Symbol:

Symbol Shape  Color fPattern/Size/Shadow  Text/Date Properties Default Text  ValueSet Defaults

Symbol ValueSets

Key any default symbol values for this symbol type. Each time this symbol is placed on the schedule, the values
below will be set as the symbol value. You can change it later by double-dicking on the symbol on the schedule and
replacing the value.

The values you enter here will not replace the values of any of these symbol types once they have been placed on
the schedule. The Clear Entries button only dears the entries below. It has no effect on symbols that are already
on the schedule.

Default ValueSet values. Enter the default values below:

Payments

Soft Costs
Hard Costs
Clear Entries
cance

1. Double-click a symbol in the toolbox. The Symbol Options dialog displays.
2. Click the Default Values tab.

Enter a value for this symbol in any/or all of the possible 9 ValueSet boxes on
the Default Values tab.

4. Add symbols to the schedule to have the default value added to the specified
Type 4: Use Values From Symbols ValueSet.

Choose Clear Entries button to clear all values in the nine value boxes.
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Horizontal Bar Defaults

To change the attributes of a horizontal bar in the toolbox, double-click on the
horizontal bar in the toolbox. Any changes to the horizontal bar in the toolbox will
affect occurrences of that horizontal bar on the schedule.

2$Some individual overrides may supersede toolbox changes.

Set a horizontal bar’s defaults:

1. Double-click a horizontal bar in the toolbox. The Bar Options dialog displays.

If Bar: Fill to Status is off, the i R
Horizontal bars will only use the — ST Gy | ST e
Before Status Fill Color. If Bar:
Fill to Status is on, the horizontal

bars will use both Before Status 7" 0, . mmm- -
and After Status Fill Color. The Bmmspedtuna o nepate:

iropdown
box above ignore the Fill to Status

Sample Bar match the selections. ==

I — Filcoor: [N | Aol [ ]

Bars: Fill to Status is On, Press.
to Change.

Spedial Effects: Effects Effects
. Fade to Bottom - Target | — Target [T
Choose horizontal Bar Types. o o
Choose a Fill Color that fl”S the Arruwhe?nsuze‘l(armwaarsnnw) | 7
inside of the bar. If Bar: Fill to st Gy '
Status feature is turned on then the =z i @
fill color will be before status, to the = —

left of the status date (Complete).

Bar: Fill to Status is on,choose an After Status Fill Color that fills the
inside of the horizontal bar after status, to the right of the status date
(Incomplete). Yellow highlighted numbers 15, 27, 28, 29, 33, 38, 68,69, 70
and 71 bars ignore After Status Color.

Choose Line Color for the outside edge of the horizontal bar.

Fill Patterns fill the inside of the horizontal bar. Different Fill Patterns can
be selected for Before Status and After Status.

£$Marbled bar fill patterns are full-colored bitmaps which will ignore any
Fill Color settings. Fill patterns increase the size of printer files and
metafiles. Thus, printing time may be increased.

Choose the Line Pattern for the outside edge of the horizontal bar.

Choose a Special Effects to fade from the Fill to the Target Color.
Different Target Colors can be selected for Before and After Status.

Check on Use Special Effects Target Color for Background Color when
Filling with a Pattern to have two color fill patterns.

Choose an Arrowhead Size if the horizontal bar has an arrow head.

Check on Show Shadow, then select Shadow Color and Shadow Size.
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Vertical Link Defaults

To change the attributes of a vertical link in the toolbox, double-click on the link in the
toolbox. Any changes to the vertical link in the toolbox will affect occurrences of that
link on the schedule.

Set a vertical link’s defaults:

1.

&$Some individual overrides may supersede toolbox changes.

Double-click a vertical link in the toolbox. The Vertical Link Options dialog
displays.

Choose a vertical link Color. The sample link
changes to match selections.

Choose from a variety of Line Patterns.
Choose from 19 vertical link Shapes.

Choose an Arrowhead Type for arrow ending
links.

Choose an Arrowhead Size for arrow ending links.

Optionally, check Adjust (arrowhead size) for
chart symbol size to scale the arrowheads based
on the chart’s symbol size setting.

Optionally, check Show on top to have vertical
links overlay all other objects.

Rounded Corners is a global setting that affects
all other vertical links in the toolbox.

Vertical Link Options

==

Options for Current Vertical Link
Color:

Line Pattern:

Arronhead Type:

© Normal () Trianglar

Options for All Vertical Links
Arronhead Size
Dsmal @ normal 7 Large
[7] Adjust for chart symbol size
["] Show on top

[]Rounded Corners

[] Draw lines for page spanning Vertical
Connections

[ Draw Off-page Connection Bubbles

[73-D Look for Bubbles
[] Arrows Instead of Bubbles

[y | [ oc | [ coneel |

To have vertical links drawn across pages that do not contain the connected
symbols choose Draw Line for page spanning Vertical Connections.

Choose Draw Off-page Connections Bubbles to keep
track of vertical links that span pages on a multi page
schedule. Bubble icons will be drawn in line with the
vertical link at the top and bottom of the schedule area.
The bubbles show an arrow in the direction of the link. The | ©
bubble at the top of the schedule area displays the task row
number of the start symbol of the link. The bubble at the
bottom of the schedule area displays the task row number

of the end symbol of the link.

Choose 3-D Look to highlight the connections bubble with

a simulated light source.

Task Row ﬂieb‘Ma Aprhajwn
V2T LT

8

7 00—
YOt
V12 iy

Choose Arrow Only to just have a directional arrow drawn in line with the
vertical link at the top and bottom of the schedule area.
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Color Themes

Color themes set predefined colors and shading effects for most areas of the
schedule: task rows, chart title, date headings, columns, column headings, schedule
area, legend, DataGraphs, holidays, weekends and the toolbox’s symbols, horizontal
bars,vertical links.

Color themes are preset or can be created. They can be applied to a new or existing
schedule.

Create a Color Theme

1.

3.
4.

Format all areas of a schedule with colors and shading effects.

£<Individual cell coloring and task row shading and gridline formatting are not
saved in color themes.

After a schedule has the desired look, choose Format | Color Themes |
Manage Color Themes.

In the Manage Color Themes dialog box, enter a theme name.

Click Save Theme, and then click Close to exit.

Import a Color Theme from Previous Versions

1.
2.
3.

4.
5.

Choose Format | Color Themes | Manage Color Themes.
Choose Import Theme from Prior Version

Select the Milestones Professional Version (only versions 2015 and 2017).
The color theme list for that version will populate.

Select the color theme to be imported.

Select the Import button.

Delete a Color Theme

1.
2.
3.

Choose Format | Color Themes | Manage Color Themes.
Click on a name from the color theme list.

Click Delete Selected Theme and then click Close to exit.

Share a Color Theme

1

2
3.
4

Choose Format | Color Themes | Manage Color Themes.
Click on a name from the color theme list.
Choose Export Selected Theme to create a .TXT file to share.

Choose Import Theme to select a .TXT file that has been shared.
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Apply a Color Theme

A color theme can be applied to a new or existing Milestones schedule.

1.
2.

Choose the Format tab.

In the Color Themes section click the * drop down arrow to view the shading
options. Select one.

e Use Outline Shading: Applies the color theme shading to all schedule
areas and uses the outline level shading for task shading, which overrides
all other shade settings.

e Use Schedule Shading: Applies the color theme shading to all schedule
areas and uses the default horizontal task row shading for task shading
(either no shading or odd/even row shading), instead of the outline level
shading.

e Do not alter Task Shading: Applies the color theme shading to all
schedule areas, yet retains the schedule’s current outline level shading.

e No Task Row Shading: Applies the color theme shading for all schedule
areas, yet clears all task row shading. The schedule’s background shading
is displayed Format | Frame Highlights | Background color, border,
frame corners | Background Color.

e Do not alter TaskGrids/Shade: No changes will be made to gridlines or
shading on any task row.

The following options can be checked on if preferred.

e Include Toolbox Colors: Applies the color theme’s toolbox colors to the
existing toolbox.

e Leave out Gridlines: Select to remove gridlines. Will not affect outline
level gridlines.

e Override all symbol notes: Applies the color theme’ symbol notes default
settings.

Click on a color theme from the list, and the schedule changes to that color
theme including the selections made in steps 2 and 3.

£5Click Undo Color Theme icon to return to the original schedule’s color
format.

£5To change the shading option or checkable option once the color theme has
been selected, select the new shading option and/or check or uncheck the
checkable options. Then select the color theme again.

5 Color themes do not override column cell by cell settings. To reset all
individual overrides, select the column, right-click and choose Reset all Row
and Cell Font/Color Overrides for all Columns.
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Format Task Row Gridlines & Shading

Milestones offers many task row gridlines and shading options, including:

Default gridline and shading settings for all, only odd, or only even task
rows. These settings are accessed in Format | Gridlines | Horizontal
Gridlines and Shading.

Override individual gridline and shading settings for a selected task row(s)
by using the Arrow tool to select the task row(s) then:

» Use the activated toolbar Selection | Task Row Settings | More Task
Row Options | Gridline/Shade. -or- Right click a single task row or
when using the shift key to select contiguous task rows then choose
Gridline /Shade. The Horizontal Grid Properties for Selected
Row(s) displays see Horizontal Gridlines and Shading for Entire
Schedule section below for options to select.

Override gridlines, shading, text, and summary bar settings by outline level.
These settings are accessed in Format | Gridlines | Gridlines, Shading,
Font Sizes by Outline Level (see Chapter 4 pg. 4-7).

Horizontal Gridlines and Shading for Entire Schedule

When formatting the horizontal gridlines and shading for the entire schedule, keep in
mind that these settings will override gridlines, shading, and font sizes that have been
set up by outline level. Therefore, choose to define either horizontal gridlines and
shading for the entire schedule or outline level settings.

Horizontal Gridlines Between Task Rows

1.

Choose Format | Gridlines | Horizontal Gridlines and Shading. The
Horizontal Grid and Shading Properties dialog displays:

Click the Gridlines tab.

Under Left Columns choose Show Gridlines to add gridlines to all
columns to the left of the schedule area.

Under Graph/Schedule Area choose Show Gridlines to add gridlines to
the schedule area.

Under Right Columns choose Show Gridlines to add gridlines to all
columns to the right of the schedule area.

25To quickly format all three areas of the schedule (Left Columns, Graph/
Schedule Area and Right Columns) choose Apply New Selections to
all Three Sections. A choice in one section is applied to all sections.
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For each section:
3. Under Line Type, choose a gridline pattern.
4. Under Line Color, click the color window and choose a color for the gridlines.

425 Should task rows not take on the gridlines as expected there may be
individual task row overrides. To remove these overrides select Remove all
tasks by task gridlines and shading overrides.

25Select Reset Gridline and Shades back to Schedule Defaults to clear
settings.

Horizontal Task Row Shading

1. Choose Format | Gridlines | Horizontal Gridlines and Shading. The
Horizontal Grid and Shading Properties dialog displays.

2. Click the Shading tab.

e Under Left Columns choose Shade the Task Row to add shade to each
task row for all columns to the left of the schedule area.

e Under Graph/Schedule Area choose Shade the Task Row to add shade
to each task row in the schedule area.

e Under Right Columns choose Shade the Task Row to add shade to each
task row for all columns to the right of the schedule area.

25To quickly format all three areas of the schedule (Left Columns, Graph/
Schedule Area and Right Columns) choose Apply New Selections to
all Three Sections. A choice in one section is applied to all sections.

For each section:

3. Under Shade Color, click the color window and select a color.

4. Under Effects Target Color, click the color window and select a target color
that the shade color will fade into.

To implement the target color, choose a Special Effects fading option.
Under Alternating Pattern, choose to shade only Odd Rows or Even Rows.

7. Click OK to apply the selections.

£$Should task rows not take on the shading expected there may be individual
task row overrides. To remove these overrides select Remove all tasks by
task gridlines and shading overrides.

25Select Reset Gridline and Shades back to Schedule Defaults to clear
settings.
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Vertical Gridlines

Vertical gridlines are aligned along time boundaries (years, fiscal years, quarters,
months, weeks, days, hours, minutes, and custom headings) and extend from the
date heading to the bottom of the schedule.

1. Choose Format | Gridlines | Vertical Gridlines.

2. Check the vertical gridline boundary(s) to display, Yearly to Minute or Custom
Heading (see pg 2-12).

£5To set fiscal year starting month Dates |Start and End Dates | More
Settings...| Yearly/Monthly/Fiscal Year Settings... | Fiscal Year Starting
Month.

3. Choose a Frequency for boundaries, Yearly through Minute. For example,
Monthly and a Frequency of 2 displays a vertical gridline between every two
months.

4. Choose a Line Type and a Line Color.

Extend Vertical Gridlines into DataGraph Area: Choose to display the
gridline settings in the DataGraph area.

Shade with Curtains

Curtains are a way of highlighting a date range with a background color or a pattern. A
single pattern can be repeated at a chosen interval. Each schedule can have multiple
curtains with varying colors and patterns.

Add, Edit or Delete Curtains
1. Choose Format | Vertical Shading |

are used to provide a background for the indicated date ranges. They are drawn behind all other
shown below.

Curtains (Shade by Date Range) to | === s

. - . Note that Delete, Move Up, and Move Down have immediate effect.
display the Curtain Setup dialog box. ’

Start End Pattermn Name for Task Row Use

2. To add a curtain click Add to get to ey s am0 -
the Curtain Add or Edit dla|Og (See 2/2/2014 12:00 3/5/2014 12:00 Pink and Blue
pg. 2-34).

3. Select an existing curtain to Edit or — — -

De’ete |t. (O Do Not Show Curtains

®) Show Curt Schedule Area Only
() Show Cur Date Heading Only

4' Choose Move Up or Move Down to () show Curt Schedule Area and Date Heading
[ show Curtains over

reorder the curtains. e ————

ins in DataGraph Ares even if Curtains are hidden elsewhere

5. Display options:
e Do Not Show Curtains: Choose to hide curtains from the schedule area.
e Show Curtains in Schedule Area Only: Choose to display curtains within
the schedule area.
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Show Curtains in Date Heading Only: Choose to display curtains within
the date headings.

Show Curtains in Schedule Area and Date Heading: Choose to display
curtains throughout the entire schedule.

Show Curtains over Horizontal Gridlines: Choose to show curtains
overlaying any gridlines or shading.

Show Curtains in DataGraph Area even if Curtains are hidden
elsewhere: Choose to show curtains in DataGraphs. Task row curtains will
not display in the DataGraph.

Curtain Add or Edit Dialog Box:

Under Curtain Date Range or Recurring Pattern, there are several options:

Optional Curtain Name: Optionally type in a name to appear on the
curtain. Select the Position and Alignment for the curtain name. Also
select the Font, Size, Color, Angle and attributes for the curtain name.

Date Range: Specify the time span that the curtain covers.

Repeat a Curtain of: Choose the time duration for a curtain and the
interval to repeat the curtain.

Use above date range as start/stop for this curtain: Choose to apply
the Repeat a Curtain options within the Date Range dates selected, instead
of the schedule’s start and end dates.

Curtain Colors: Choose a Curtain Fill Pattern then select its Pattern
Color and a Background Color to go behind the pattern. Choose Special
Effects if choosing the solid pattern to have the fill color fade to white.

Select Fade to Background color when the solid pattern is selected to
have the pattern color fade to the background color.

Show Border on sides of Curtain the border uses the pattern color.

Only show this curtain in Date Heading: Select to have the curtain just
color a section of the schedule’s date headings.

Only show this curtain in the Schedule Area: Select to have the curtain
just color a section in the schedule area.

Only show this curtain in the DataGraph Area: Select to have the curtain
just color a section in the DataGraph(s).

Name for task Row Usage: Enter a name to add the curtain to a specific
task row(s) for a specified date range.
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Specified Date Range for a Curtain:

See page 2-33, under Shade with Curtains follow steps 7 and 2 or 3 to open the
Curtain Add or Edit dialog.

1.
2.

4.

Choose Date Range.

Enter a Start Date and Time and
an End Date and Time; or click
the calendar icon to choose dates.

Choose a Pattern Color,
Background Color, Curtain Fill
Pattern, and/or Special Effects.

25 The Marbled fill pattern is a
bitmap. All patterns ignore the
color selections and special
effects. Use of these fill patterns
increases the size of printer files
and metafiles.

Click OK, and then Done.

(@) Date Range

Start Date and Time: End Date and Time

3/15/2018 0:00 4/15/2018 24:00
Milestones Professional Curtains
Se Third Fourth
Task
Jan ‘ Feb ‘ Mar ‘ Apr ‘ May ‘ Jun ‘ ul ‘ Aug ‘ Sep ‘ oct ‘ Nov ‘ Dec
Project 1 e —(3)
Project 2
Project 3 d @
Project 4 3 t@
Project 5 5 L@

In this example the curtain is shown in
the schedule area and date heading.

Curtain Repeat within a Specified Date Range

See page 2-33, under Shade with Curtains follow steps 7 and 2 or 3 to open the
Curtain Add or Edit dialog.

1.
2.

Choose Date Range.

Enter a Start Date and Time
and an End Date and Time; or
click the calendar icon to choose
dates.

Repeat a Curtain of, and make
selections for duration and
intervals.

Select Use above date range... to
repeat the curtain within the date
range entered in Step 2 rather than
the schedule’s date range.

Choose a Pattern Color,
Background Color, Curtain Fill
Pattern, and/or Special Effects.

Click OK, and then Done.

() Date Range

Start Date and Time End Date and Time

11/2/2018 0:00 [ 12/31/2018 24:00 [3)

® Repeata Curtainof 1

Weeks

00 | : (00

Use above date range as start/stop for this curtain (instead of schedule start/end)

Milestones Professional Curtains

Task

Project 1

Project 2

Project 3

Project 4

Project

rst Second ‘ Third ‘ Fourth
Jan ‘ Feb ‘ Mar ‘ Apr ‘ May ‘ Jun ‘ Jul ‘ Aug ‘ Sep ‘ Oct ‘ Nov ‘ Dec
G —(3)
& (©)
! l@
2 l@
2 l@

In this example the curtains are shown

only in the schedule area.
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Curtain Repeat within the Schedule’s Start and End Dates

See page 2-33, under Shade with Curtains follow steps 7 and 2 or 3 to open the
Curtain Add or Edit dialog.

Curtain Date Range or Recurring Pattern

1. Choose Repeat a Curtain of, and
make selections for duration and b =

|nterVaIS_ @ Repeata Curtainef 1 5 Every 3 = Months

00 0

2 . Choose a Pa ttern Color, Backgro und []Use above date range as start/stop for this curtain (instead of schedule start/end)
Color, Curtain Fill Pattern, and
Special Effects.

Pr i Curtains i P i Curtains
e ] L e A A A

Project 1 Qo ——3) Project 1 G

Project 2 Co————c) Project 2

profct3 8 ® prjec3 &

Project 4 Cr——— Project4 ———)

In this example the curtains are In this example the curtains are
shown only in the date headings. shown only in the schedule area.

3. Click OK, and then Done.

Curtains in a Task Row or Task Rows

See page 2-33, under Shade with Curtains follow steps 7 and 2 or 3 to open the
Curtain Add or Edit dialog.

Set the Properties of the Curtain and then press OK. Press Cancel to return to the Curtain Setup dialog to

1. Choose Date Range. o
2. Enter a Start Date and Time and O ememaree
an End Date and Time, or CIiCk the @DeteRange | 2/2/2014 12:00 | [3/5/2014 12:00 I=]
calendar icon to choose dates. o L] 2 =
[ use above date range as start/stop for this curtain (instead of schedule start/end)
3. Choose a Pattern Color, T
- - Pattern Color [7 "
Background Color, Curtain Fill — W)

Pattern, and/or Special Effects. A

4. To define this curtain enter a name g“:;emmw pettenny
under Name for Task Row Usage. W e
[ only show this curtain in Date Headings MNote that these settings are only looked at when the

global curtain settings would otherwise cause this

5. Choose OK there will be no Change to [Jnly shon ths curtai i the Schedule Area a2 s

[]only show this curtain in the Datagraph Area

the schedule.
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10.

1.

£5Add up to five curtains per task

25 Globally Remove task row

Select a task row or use the Shift (contiguous rows) or Ctrl (non contiguous
rows) keyboard key to select the task rows to have the curtain(s). The toolbar
at the top of the Milestones’ window is now active for the task row(s).

In the Task Row Settings section choose More Task Row Options.

In the menu that displays choose Curtain.

The Curtains for Current Task Row
dialog box displays.

Under Curtain Names select the
named curtain. Leave the override
date blank if you are using the original
curtain date range.

To use a different date range for the
curtain in the task row under Curtain
Names select the named curtain.

Curtains for Current Task Row

=

You can specify up to 5 curtains to be displayed in the current task row. Only curtains given a name in the
Curtain Setup dialog can be used. You can override the date range of a curtain by setting new dates below.

You can use the same curtain multiple times in the row,

Curtain Names:

Pink and Blue -
Yellow and Green -

Override Start Date: Override End Date:

6/1/2014 0:00 7/31/2014 24:00

BF G GR
Bf BF BB BB

K3
5

i

Next enter an Override Start Date

Milestones Professional Curtains

Task

Jan ‘ Feb ‘ Mar ‘ Apr ‘ May‘ Jun ‘ Jul ‘ Aug ‘ Sep ‘ Oct ‘ Nov ‘ Dec

and Override End Date or use the
calendar icons.

row. These can be all the same
curtain or a different named
curtain. The curtains date range
can be overridden.

curtains choose Tools | Manage

Project 1

Project 2 &3

Project 5

Project 3 as L@

Project 4. 2 L@

®

Symbols, Pictures, Freeform
Text, Lines, Boxes, Circles, Cell

Overrides, Task Row Overrides | Manage Task Row Overrides..

Curtains in DataGraphs

Set up curtains as describe under
Specified Date Range for a Curtain
and Curtain Repeat instructions (see
pg. 2-35, 2-36).

To have the curtain display in

DataGraphs check on Show Curtains

in DataGraph Area even if Curtains

are hidden elsewhere (see pg. 2-34).

To have a curtain only display in the
DataGraph check on Only show this
curtain in the DataGraph Area (see
pg. 2-34).

Milestones Professional Curtains

Task

First ‘ Second Third ‘ Fourth

o [ e | wiar | sor | vy | 2 |

Project 1

Project 2

Project 3

Project 4

Project 5

Jul ‘ Aug ‘ Sep ‘ Oct ‘ Nov ‘ Dec
REVIEW

&

1S (@

Budget

$300
$200
$100

$300
$200
$100 | $100

$300
$20 $200 $200

$100

$200 $500 $700 $800 $1,100 $1,300 $1,400 $1,500 $1,800 $2,000 $2,100 $2,400

Cummulative

$2,400
$1,800)
$1,200)

$600
S0l
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Holidays

Make any day a holiday with the Milestones
Professional Holiday calendars. Optionally shade
holidays to show non-working days in a project.
The Holiday (global) calendar effects all schedules
opened in Milestones on the computer the Holiday
(global) calendar was set. Each schedule can

have its own Holiday (schedule) calendar which
overrides the Holiday (global) calendar.

Choose Dates | Date Range Tools | Holidays
(schedule) or Holidays (global). Use PgUp &
PgDn keys or the scroll bar to change months.
Then select the holiday day.

Holiday calendars can be copied to other
schedules. Choose the Copy button. Then open
the new schedule and go to its calendar and
choose the Paste button.

To delete a holiday date click on that date to
deselect it. Choose Clear All to delete all Holidays.

%1 Holiday Calendar Edtor Thi Schedule Only)

July 2016

Tue Wed Thu Fri  Sat

24 | 25 | 26 | 27 | 28 | 29 | 30 U

31

Click on a day to set it to a holiday. Press PgUp or PgDn to change months or
use the scroll bar.

l Go to first holiday: 7/5/12 ]

[ Gotolastholiday:12/31/16 |

l Clear All ] [ oK ] l Cancel ]

Holidays as well as Saturdays, and Sundays can be shaded, each in its own color.
1. Choose Format | Vertical Shading | Weekend and Holiday Shading.
2. Check on Shade Saturdays, Shade Sundays and/or Shade Holidays.

3. Select the color window and choose the color for the shading.

Holiday Example

2016

In this example, Saturday and
Sundays are shaded, using

Project Funding Dashboard
sassins [ Cost | s

a different shade color for i e
Saturday and Sunday. Alsothe | ™ : I ° “ f
Fourth of July holiday weekend - - - O U e
is shaded in a different color. N1 | S| N N [ [ i R
ppppppppppppppp * * soo0| 5000 s000| O

Design $1.400.00| $1,075.00 $325.00 )

Review Desigr ——— $25000(  $200.00 s5000| @

Main Hall Tower - 52.950.00| $2.375.00 ss7500) @

Approval Meetings * * s000| 5000 s000| O

DDDDDD = s s s2s0| @

aaaaaaaaaa ign —_— B B s20000) @
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Charts & Templates

Charts preserve schedule details (such as task names, dates, value entries, etc.) and
the schedule format. Templates retain the formatting (the “look” of a chart).

Chart (Schedule)

A variety of schedule samples are available in Milestones Professional under the
following categories Basic Gantt, Cost and Schedule, Earned Value, General,
Project Presentation, Resource, Status Report, Stoplight & Dashboard, Timeline
and To Do List. Choose File | Files and Templates: Open and Save Options |
Open Samples or Lessons. These charts can be used as a starting point for a new
schedule using Milestones cloning feature.

Once a chart is built in Milestones it should be saved as a chart, File | Files and
Templates: Open and Save | Saved As | Chart. If the format of the chart is to

be a company standard then also save it as a Personal Template, File | Files and
Templates: Open and Save | Saved As | Personal Template. If the chart and all of
its elements can be used for future projects, then use the cloning feature.

25 The total length of the file name, including the full path and the trailing “.mlh
or .mtp” file type is 250 characters.

Clone the Current Schedule into a New file

Cloning is used to create a new schedule from an existing schedule. The cloning
option lets a start date for the new schedule be chosen. The cloned schedule keeps
all the task information in the columns from the original schedule and updates any
smart column information, symbols, horizontal bars, vertical links, curtains and
ValueSets, thus the DataGraphs, based on the new start date entered.

1. Open an existing Milestones schedule.

2. Choose File | Files and Templates: Open and Save Options | New.
3. Choose Clone Current Schedule.

4. Select the calendar icon to set the Start Date of the Cloned Schedule.

Merge Milestones Charts

Milestones charts with similar formats can be merged.
1. Open one of the Milestones schedule to be merged.

2. Choose File | Files and Templates: Open and Save Options | Open | Chart
to Merge.

3. Select the file to be merged.
25 The selected file will populate under the last task of the opened file.
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Standard Templates and Personal Template

Standard Templates come with the software. Templates can be applied at any time,
even while using the Milestones Professional Setup Wizard, found by clicking File |
Files and Templates: Open and Save Options | Wizard.

Personal Templates are user-created, saved, and then applied to charts.

&5 Templates are saved as a .mtp files. The only way to open an .mtp file is within
Milestones. File | Files and Templates: Open and Save Options | Open |

Personal Template or Standard Template

A Template can overlay a blank chart which can then be filled with data or it can
overlay an existing schedule. The existing schedules data while not change just the
look of the schedule.

When saving a file as a Personal Template or Standard Template, these elements of
the chart are saved with the template:

&5 Also these elements will be applied when a template is opened over a schedule.

The schedule layout - chart size,
margins, column widths, legend
height, rows per page

Background color, frame and
shadow

Calendar icons in date
SmartColumns

Chart title text format and
background format (but not the
chart title text)

Column headings and
SmartColumn settings

“Column Text Containing” filters
which were saved

Current date line and text
display

Curtains

DataGraph and ValueSet
formatting

Date headings and all timescale
settings

Date sensitivity options

Default symbol size
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Default text styles
Dependency mode setting
Embedded graphics
Gridline settings

Legend entries and legend
format

Month and weekday name
overrides

Multi-Column Sort names which
were saved

Override Symbol Date and Text
Display options

Page number display

Status line display toggle and
properties

Symbol date format

Toolbox settings, including the

size of the toolbox, and the
symbols and bars used

View modes: Gantt, Calendar,
Duration, Percent Complete



When saving a file as a Personal Template or Standard Template, these elements of
the schedule are NOT saved with the template:
e Bars and lines in the e Number and currency formats

DataGraph e Schedule title

e Bookmarks e Sidebar and toolbar shortcut

o Freeform text button list (this is a global setting

e Graphics files that are not applied to all schedules)

embedded e Symbols and bars on the

e Values in the ValueSets schedule

e Task names on the schedule and

e Lines, circles or boxes drawn ;
any text entered into columns

with the drawing tools

Format a Blank Schedule with a Selected Template

1. Open a blank schedule. File | Files and Templates: Open and Save Options
| New.

2. Choose File | Files and Templates: Open and Save Options | Open |
Personal Template or Standard Template.

Locate the template (.mtp file).

Click on the template (.mtp file), and then click Open. The schedule opened in
step 1 has a new look!

New,Blank Schedule

Page1of1

First Second Third Fourth

Task
o [ ven | v | | v [ o | | mwe | s | ox | wew | oe

Template

Budget
o o Budget  Actual Status

<&

<= summary V—A rannea

<
<
<
<
<
<
<
<
<
<
<
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Format an Existing Schedule with a Selected Template

Open an existing schedule. Then open a template which instantly formats the
schedule!

The columns in the existing schedule should match the column arrangement and
column types in the template, as shown in the example below. The only exception: the
template can have extra columns positioned at the far right or left, as shown by the
“Budget Status” column in the template below.

To format an existing chart with a template:

1.
2.

Open the schedule if it is not already open.

Choose File | Files and Templates: Open and Save Options | Open |
Personal Template or Standard Template.

Locate the template (.mtp file).

Click on the template (.mtp file), and then click Open. The schedule opened in
step 1 has a new look!

Existing Schedule

Page1of1

Task First

Second

Third Fourth First Second

Jan | Feb [ ar

p s

st | Aug [ sep

o [ov] e | o 0]t | i ear

Budget

Actual

Cost

Project Alpha

Design

Test

Review

Project Beta

Project Delta

Design

Test

Review

"\!1

Project Alpha

Q3 Q4

$1,141,180

al

$979,528

Q2

Q3

Sop Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

Template

Budget
Status

Q4

Budget  Actual

<

Budget
Jun

$1,141,180

Actual

$979,528

Budget
Status

o

Design

$564,420

$564,420

Test

$406,580

$406,580

Review

$170,180

$8,528

Project Beta

$743,260

$424,480

Design

$314,420

$314,420

Test

$314,420

$110,060

Review

$114,420

$0

Project Delta

$743,260

$424,480

Design

$314,420

$314,420

Test

$314,420

$110,060

Review

$114,420
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Setup Wizard Templates

When starting a new schedule using the Milestones Setup Wizard, choose from
dozens of ready-to-go schedule templates.

1. Choose File | Files and Templates: Open and Save Options | Wizard.
2. Click on Select Predesigned Template.

3. Select from the categories to the right to activate a visual of all the categories’
templates.

4. Select the template to be used. It will appear in the display window.
5. Choose Next, and then enter a schedule title.

6. Choose Next, and then select a schedule start date.

7. Click Finish.

Most templates have basic instructions on how to use the schedule. The instructions
will display when the Template opens.
Templates are categorized by common usage.

e Basic Gantt e Budget Tracking

e Earned Value e General

e Project Presentation e Resource

e Status Report e Stoplight & Dashboard
e Timeline e To Do List

Create and Save a Template
Open a blank schedule and format it (see pg. 2-40 for schedule elements that are
retained by a template.) Or, open an existing schedule that is already formatted.

1. Choose File | Files and Templates: Open and Save Options | Save As |
Personal Template.

2. Enter a template name in the field labeled File Name.

3. To use this template as the default, choose File | Files and Templates: Open
and Save Options | Save As | Personal Template and name the template
default.mtp.

25 The default.mtp, is the empty schedule that displays when the software is
opened or when selecting File | Files and Templates: Open and Save
Options | New.

4. Click Save.
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International Support

If English is not the user’s language

of choice, or if the user’s preference

is the metric measurement system,
Milestones Professional provides the
capability to set up custom language
templates for any language. Choose
Format | International | International
Number and Currency Settings to
substitute a different language for month,
weekday and page names. Choose the
appropriate currency and number format
for an international customer. This is a
schedule change so other schedules will
not be affected.

Month Names...
Weekday Names...

Page nof n...

Currency Format...

MNumber Format...

Close menu

Edit Month Names

1 7]
2 |February | 8 ‘August |
3 [ March | 9 [september |
4 | April | 10 ‘ October |
5 | May | 1 ‘ November |
6 | June | 12 ‘ December |
Cancel

Milestones Professional also picks up the date format and measurement type choices
directly from the Windows | Setting | Time & Language settings.

ISO Week Number Format

Milestones Professional supports the International Standards Organization’s
standards for week numbering. The ISO week numbering is available in Milestones’
list of Date Headings and Symbol Date Format, find these options on the Dates tab.

I N '
N . Stockholm, Sweden
ZI::‘ Uppuift Juni Juli ‘ Augusti ‘ September ‘ Oktober
23[24 )25 26|27 28] 293031 32]33]34 |35 3637 3830 a0 41]42]43]ag

1 Mjolk - frysar

2 Kolonial

3 Lek - Verktyg - Farg
4 Blommor - Torg

5] Klader - Koket

6 Hygien - Kassor 1

7 Bécker - Kassor 2
8 Bosattning - F&G

9 Kyla - Frysar
cav

10 | Deli - Kétt (e
Golv
1" Godis - Kassor 3 laggning

Ay nrednings

12 | City sport - Kassor 4 installation

13 Camping - Rengéring

ANy Varuarbete
forsaljning

14 Kolonial

15 Bréd
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This chapter offers the basic information needed for building a schedule. This
information will help the user learn how to create a unique Gantt chart that
encompasses a project plan.

This chapter covers the following:

Add Symbols and Horizontal Bars

Move a Symbol or Symbol, Horizontal Bar Combination
Delete a Symbol, Horizontal Bar, or Vertical Link
Override a Symbol’s Horizontal Bar’s, or Vertical Link’s Properties
Add and Edit a Vertical Link

Symbol Dependencies and Vertical Links

Add Symbol Text, Symbol Note or Freeform Text to a Schedule
Substitutable Text

Chart Title

Legend Entries

Add Pictures

Columns, Column Cells, Column Headings

Task Rows

Page Breaks

Bookmarks

Find Milestones Files Based on a Text Search

Find and Replace Text

Undo

Right-Click Menus

Keyboard Shortcuts

Schedule View Options

For new users, the best way to learn how to use Milestones Professional is to
go through each of the Tutorials located in the toolbar under Help | Help Files |
Tutorials.
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Add Symbols & Horizontal Bars

A symbol on the schedule shows a single day event (milestone). A symbol-horizontal
bar-symbol combination shows the time span of a task. A horizontal bar cannot exist
on the schedule without symbols on each end.

&5 A task can have the appearance of a horizontal bar using symbol shape #28
(null symbol) as the start and end symbol. Null symbols on the schedule can
be highlighted for viewing and selection by choosing View | Optional items |
Highlight invisible symbols. Change the highlight color Connections | Other
| Color.

Add a Single Symbol

1. In the toolbox, select the large (+) Plus tool. Then click once
on the symbol to be added. Selections made in the toolbox
are sunken and highlighted.

T
Q

2. Move the cursor (it changes to a crosshair) to a task row in
the schedule area.

|+ +H [+
[]|=™

3. Next, left click and hold the mouse. Drag to the right or left,
and release at the desired date.

&5 The date is displayed next to the cursor (now an upside W :
down triangle) as the mouse moves. This Tooltip feature !
can be toggled off and on in Tools | Program Options |
Help | No Tooltips in Schedule area.

&5 The date information can also be seen at the bottom | ~ e srzs/m s
left of the Milestones window in the status bar.

Add a Symbol-Horizontal Bar-Symbol Combination

1. In the toolbox, click once on the Small Plus next to the symbol- -+ . T
horizontal bar-symbol combination to be added to the schedule. Ni= O
The symbol-horizontal bar-symbol next to the Small Plus
selected will be sunken and highlighted. T |+

- | T—a

2. Move the cursor to a task row in the schedule area. Notice +
that the date is displayed next to the crosshair cursor. _

3. Once the cursor shows the task’s start date left click and E
hold the mouse, drag to the right, and release at the task’s =]
end date. 2o

&5 The start symbol is added and the cursor changes to a black down arrow that
can display the dates and duration as it is dragged. The date and duration
are a Tooltip feature that can be toggled off and on in Tools | Program
Options | Help | No Tooltips in Schedule area.
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Add a Horizontal Bar and Symbol to an Existing Symbol

Use when a symbol is already on a schedule.
1.

2.

Select the large (+) Plus tool in the toolbox. + . T
In the toolbox, click once on the horizontal bar to add. The |:| O
selections are sunken and highlighted. N
In the toolb lick th bol to add i—
n the toolbox, click once on the symbol to add. ¥

On the schedule, position the cursor directly on top of the

existing start symbol. Left click on the symbol and hold down the mouse button.
Drag to the left or right. Release the mouse button when the symbol is on its
date. View the status bar to see dates as the symbol is dragged.

Add a Horizontal Bar Between Two Existing Symbols

1.

2
3.
4

N~

5.

Select the large (+) Plus tool in the toolbox.

On the schedule, click once on the first symbol to connect.
In the toolbox, click once on the horizontal bar to add.

On the schedule, click once on the second symbol. They are now connected.
=0r -

Select the () Arrow tool in the toolbox.

In the toolbox select the horizontal bar to be added.
On the schedule, click once on the first symbol to connect.

Hold the keyboard Shift key and click once on the symbol to be connected. The
two symbols should now be highlighted.

The Toolbar’s Selection tab is activated for both symbols. Choose TCannect a5

Add a Recurring Task

1.

On the schedule, select a symbol or the first symbol of a symbol-horizontal bar-
symbol combination.

Select Insert | Recurring Task | Insert a recurring task. The Schedule
Recurring Task wizard displays.

The task information will display in each dialog. In the first dialog select the task
recurrence pattern Daily, Weekly, Monthly, Yearly. Choose Next.

Each time interval option has specific recurrence settings set. Choose Next.

Set the recurrence range either by number of Occurrences or an End by date.
Choose Next.

A Summary of Recurrence Settings displays. Review and press Finish.
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Add Symbol and/or Horizontal Bar with Date SmartColumns

If the schedule has date SmartColumns, manually type in dates or use the calendar
icon to enter dates in the column cells. This results in a symbol and/or a symbol,
horizontal bar, symbol combination to display on the schedule.

&5 Display calendar icons in date SmartColumns by selecting View | Optional
Items | Show Calendar icons in date columns.

There are five date SmartColumns Start Date, End Date, Baseline Start Date, and
Baseline End Date that allow addition of a symbol or a symbol-horizontal bar-symbol
combination to the schedule. To add any of these columns to a schedule choose
Insert | Rows, Columns | New Column | Dates check the columns to be inserted.

Choose Symbol and Horizontal Bar Style for Date SmartColumns

After any of the date SmartColumns are added to the schedule select the symbol and
horizontal bar style to be added to the schedule when a date is entered into one of the
column’s cells.

1. Click anyone of the date SmartColumn headings. The Toolbar’s Selection tab
becomes active for that column’s heading.

Switch to

2. Choose Switch to Column. ]fammr

3. The Selection tab is now active for the column In

ormal Start Mormal End
the Date SmartColumn Display Settings secton ™ = e
choose the drop downs for Normal Start Symbol, ¥~ ==~ A~
Bar and Normal End Symbol. The selected Baseline Sra Beseine End

Symbo Bar Symbo
symbols and horizontal bar will be placed on the

schedule when dates are entered in the cells under
the Start Date and End Date SmartColumns.

425 Symbols available in the drop downs reflect the symbols in the toolbox.

—— - ¥ 7

251f both a start and end date are entered in the date SmartColumns, a
horizontal bar will be drawn between the two dates.

4. Inthe Date SmartColumn Display Settings section choose the drop downs for
Baseline Start Symbol, Bar and Baseline End Symbol. The selected symbols
and horizontal bar will be placed on the schedule when dates are entered in the
cells under the Baseline Start and Baseline End Date SmartColumns.

425 To have symbols take on baseline characteristics they must be set as
a Baseline symbol in the toolbox (see Chapter 2 pg. 2-21). Or, use the
Baseline Setup Wizard (see Chapter 5 pg. 5-10) to choose the symbols and
horizontal bar to be used. Thus, eliminating the need to select symbols in
step 4.

425 Another way to access the symbols and horizontal bar style for date
SmartColumns, double click the column heading. The Column Properties
dialog displays. Choose the Column Type (SmartColumn) Settings tab.
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Move a Symbol or Symbol-Horizontal Bar-Symbol
Combination

Once a symbol is placed on the schedule, several methods are available for moving
the symbol to a different date.

With the Mouse
1. Select the (\) Arrow tool in the toolbox.
2. On the schedule, click on the symbol and drag it to a new date. Then release
the mouse button.

2$Movement of a symbol may effect the movement of other symbols, horizontal
bars and vertical links based on Dependency Mode settings (see pg. 3-13).

With a Date SmartColumn

If the schedule has a Start Date, End Date, Baseline Start Date, Baseline End Date or
Status Date SmartColumn, manually type a date or use the calendar icon to change
an existing date in the column cell. Changing a date moves the existing symbol.

&5 Insert a date SmartColumn by selecting Insert | Rows, Columns | New
Column | Dates... and choose from Start Date, End Date,Baseline Start,
Baseline End or Status Date.

25 Display calendar icons in date SmartColumns by selecting View | Optional
Items | Show Calendar icons in date columns.

Other Methods

1. Select the (X) Arrow tool in the toolbox.

Current Object:
Symbol (1 Selected)

Dezslect * Delete x
Thu  2/18/2016 E
3. Enter a new date and press the & apply button or )

use the calendar icon to change the date. B
Connect < Copy E

2. Click the symbol you want to change. The toolbar
changes to Current Object Symbol (1 Selected).

25 A selected symbol highlights with a box around it.

- or -
1. Select the (\) Arrow tool in the toolbox.

Single-click on the symbol.

3. Hold the Shift key while using the left and right arrow keys on the keyboard.
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Highlight Moved Symbols

Use the Highlight Changed Symbols feature to track symbols that have been changed
since the last reset.

1. Before making changes to symbol dates, choose Tools | Reports |[Symbol |
Highlight Changed Symbols Reset.

2. Make changes to symbol dates and insert new symbols.

Choose Tools | Reports | Symbol | Highlight Changed Symbols (since last
reset). Changed and newly inserted symbols will be highlighted in orange.
Choose Highlight Changed Symbols Reset to remove the highlight.

425 Change highlight color Connections | Other | Color.
Copy symbol or symbol-horizontal bar-symbol combination
1. Select the (N) Arrow tool in the toolbox.
2. Select symbol or start symbol of the symbol-horizontal bar-symbol combination.

3. Hold down the keyboard Ctrl key and drag to anther task row.

Delete a Symbol, Horizontal Bar
Delete a Symbol

1. Select the (N) Arrow tool in the toolbox.
2. On the schedule, click on the symbol and press the keyboard Delete key.
25 A selected symbol highlights with a box around it.
Delete a Horizontal Bar

1. Select the (\) Arrow tool in the toolbox.

2. On the schedule, right-click the originating symbol for the horizontal bar. The
right click menu displays.

3. Select Clear Horizontal Bars, Clear Horizontal Connection from Symbol 1
or Clear Horizontal Connection from Symbol 2.

Delete all Symbols and Horizontal Bars on a Task Row

1. In the task row column, right click to get the right click menu.

2. Select Clear Symbols to delete all symbols and horizontal bars on that task
row.

&5 Horizontal bars can not exist on a schedule without symbols on either end.
Thus if all symbols are deleted all horizontal bars will be deleted.

3. Select Clear Horizontal Bars to delete all horizontal bars between symbols on
that task row. Symbols will not be affected.
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Override Individual Symbol & Horizontal Bar, Properties

Symbol and horizontal Bar settings can be overridden on an individual basis once a
symbol or horizontal bar is placed on the schedule.

1. Select the (\) Arrow tool in the toolbox.

2. Click once on the symbol (in the schedule area) to be changed. The Selection
menu in the toolbar is now displayed.

3. Select from one of the nine tabs at the bottom of the Selection tab.

1 Size/Colar [\| Summary,/Mark |A| Notes r\| Hyperinks ﬂ Constraints ﬂ Symbal Links ﬂ ValueSets r\| Vertical Links r

Text Tab

Select the Text tab to add up to three lines of text to a symbol. Change the default
properties of the entered text to individual properties by selecting from the following
options available on the Text tab. Also reset individual properties back to the default.

e Font Size, Color, B, 1, U e Text & Date Horizontal Placement

e Line by Line Text, Color,B,I,U e Text & Date Opacity

e Combine Text Lines e Text Alignment
¢ Date Suffix & Prefix o Text & Date Angled
e Custom Date Format ¢ Text Centered on Horizontal Bar

e Text & Date Vertical Placement

.25 To change global symbol text settings choose Format | Default Text | Symbol
Text.

.25 Globally change symbol text position and color for each type of symbol in the
toolbox.

Override Symbol Text Color and Styles, Line-By-Line

Each symbol can have three lines of symbol text. Each of those text lines can be
individually formatted.

1. Select the (\) Arrow tool in the toolbox.

2. Click once on the symbol on the schedule. The Selection menu in the toolbar is
now displayed.

In the Text tab, click the Text Overrides button for a symbol text Line.

Set color and text attributes, including bold, italic, and underline.
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Combine Text Lines

Check on Combine Text Lines to merge symbol text line 1, 2 and/or 3 into a single
line of symbol text. Uncheck to have text return to original lines as entered.

Symbol Date Prefix and Suffix

Once a symbol has been placed on the schedule, enter any text to appear before and/
or after that symbol’s date display.

1. Select the (N\) Arrow tool in the toolbox.

2. On the schedule, click once on a symbol. The selected symbol will highlight
with a box around it.

3. Inthe Text tab, next to Date Prefix, enter up to 9 characters to appear before
the symbol date.

4. Inthe Text tab, next to Date Suffix, enter up to 9 characters to appear after the
symbol date.

o Enter a backslash (\) after the entry of the prefix to hide the date display,
e.g. TBD\.

e Add a blank space after the prefix text or before the suffix text to provide
separation between the text and the date display.

Override Symbol Date Format

Enter custom date format for each symbol.
Thu. May 09, 2019

A

ddd. MMM dd, yyyy

1. In the Custom Date field enter a string of characters.
Select the e Question button for character information.

2. Choose & Apply Text Changes.

Character Strings for Custom Dates. ISO Formats are available but not displayed.

DAY Month Year

d 1 M 1 y 1

dd 01 MM 01 yy 01
ddd Sun MMM Jan yyy 2001
dddd Sunday MMMM January ag A.D.

Angled Text and Date

Symbol text for the selected symbol will be angled when this option is selected.
Select to also have that symbol’s date at an angle.

The angle degree is a global setting. Go to Tools | Program Options | Edit | Angle
for Angled Symbol Text.
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Size/Color Tab

Select the Size/Color tab to override default properties of the selected symbol and
horizontal bar.

Override an Individual Symbol’s Size

1. Select the (N) Arrow tool in the toolbox.

2. On the schedule, click once on the symbol. The Selection menu in the toolbar
is now displayed. Select the Size/Color tab, in the Symbol Size Override
section. Key in an override size (.10 to 5.00). Choose Reset to have the
symbol size revert to the chart default.

£5Set the global default symbol size by choosing Format | Frame, Highlights |
Symbol Size. Symbol default properties, like size, can be set in the toolbox.

Uncheck Ignore size override for text and date placement to have the placement of
symbol text and symbol date position adjust with the size of the symbol.

25 Symbol text position can be adjusted horizontally closer or further from the
symbol by choosing Tools | Program Options | Edit | Adjust Horizontal
Symbol Text Position.

Override an Individual Symbol’s Color

1. Select the (N\) Arrow tool in the toolbox.

2. On the schedule, click once on the symbol. The Selection menu in the toolbar
is now displayed. Select the Size/Color tab. Find the Override Symbol and
Bars Colors section. Select Symbol Fill Color, and/or Symbol Outline Color
color button to display the color palette to change the symbol’s colors.

Choose Reset to have the symbol color revert to the symbol’s default. Symbol default
properties are set in the toolbox.

425 To remove all individual symbol color overrides from all symbols choose Tools
| Other Tools | Manage: Symbols, Pictures, Freeform Text, Lines, Boxes,
Circles, Cell Overrides | Manage Symbols | Remove all individual symbol
override colors.

Check on Also override after status color to have the symbol take on the Symbol
Fill Color if Symbols: Fill to Status Date is turned on.

£$Symbols: Fill to Status Date option is found on the Dates tab.

Check on All colors are light gray to have the selected symbol, its symbol text and
any horizontal bar linked from it gray out.
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Override a Horizontal Bar’s Default Fill Color

Horizontal bars, on the schedule, color can be overridden on a bar-by-bar basis.
25 Any symbol can originate two horizontal bar connections.
1. Select the (\) Arrow tool in the toolbox.

2. On the schedule, click once on the symbol from which the horizontal bar
originated. The Selection menu in the toolbar is now displayed. Select the
Size/Color tab, find the Override Symbol and Bar Colors section.

3. For 1st Bar Color, click the color box to display the color palette. Choose the
override color. Optionally choose 1st Bar Outline color palette.

4. |If exists, choose 2nd Bar Color box to display the color palette. Choose the
override color. Optionally choose 2nd Bar Outline color palette.

Reset reverts the horizontal bar’s color to the default as set in the toolbox.
£$Remove all bar override colors and bar outline colors go to Tools | Other

Tools | Manage: Symbols, Pictures, Freeform Text, Lines, Boxes, Circles,
Cell Overrides | Manage Symbols.

Override a Horizontal Bar’s Percent Complete Fill

Bars, on the schedule, fill percent complete can be overridden on a bar-by-bar basis.
25 Any symbol can have two horizontal bar connections.
1. Select the (X) Arrow tool in the toolbox.

2. On the schedule, click once on the symbol from which the horizontal bar
originated. The Selection menu in the toolbar is now displayed. Select the
Size/Color tab. Find the Override Symbol and Bar Colors section.

For 1st Bar Fill %, click the drop down box choose a %.

4. For 2nd Bar Fill %, click the drop down box choose a %.
e Select the ﬂ Question button for rules about bar fill %.

25Bars: Fill to Status Date option found on the Dates tab needs to be checked
on to have the bars fill with color to the % complete selected.

A selected symbol can have a percent override, so that it will fill if any percent is
given. If a symbol should not fill until it is at 100% check on the option 100% needed
to fill milestone.

25To remove individual % override set the Bar Fill % to None.

25 Remove all percent complete overrides from every symbol go to Tools |
Other Tools | Manage: Symbols, Pictures, Freeform Text, Lines, Boxes,
Circles, Cell Overrides | Manage Symbols | .
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Override an Individual Symbol’s Vertical Task Row Position

Within each task row, the symbols can be positioned vertically in 11 possible positions.
The horizontal bars follow the positioning of the symbols to which they are attached.

1. Select the (N) Arrow tool in the toolbox.

2. On the schedule, click on symbol. The Selection menu in the toolbar is now
displayed. Select the Size/Color tab. In the Other Overrides section. select
the Vertical Symbol Position drop down choose from 11 possible vertical
positions.

5 Set symbol default vertical task row position in the toolbox (see Chapter 2 pg.
2-24).

“Always on Top” Bars

This feature controls which bar appears “on top”, when two bars overlap.
1. Select the (X) Arrow tool in the toolbox.
2. On the schedule, click once on the originating symbol of the horizontal bar.
3. Inthe Selection menu, click the Size/Color tab.

4. In the Other Overrides section check on Horizontal bars from this symbol
are on top of other bars.

“Always on Top” Symbols

This feature controls which symbol appears “on top”, when two symbols overlap.
1. Select the (N) Arrow tool in the toolbox.
&5 Use the keyboard arrows for better selection of symbols on dense schedules.
2. On the schedule, click on the symbol to be shown on top.
In the Selection menu, click the Size/Color tab.
. In the Other Overrides section check on Symbol is on top.
O : b | X : > |
Summary/Mark Tab

Select the symbol on the schedule. Then click the Summary Mark tab, use Override
Symbol Summary Bar Settings options to roll-up symbols to the summary level.(see
Chapter 4 pg. 4-11).

Select a symbol on the schedule. Then click the Summary Mark tab. In the
Override Symbol Mark Settings section change or add a symbol mark and its color.

25 Globally change symbol mark properties for symbols in the toolbox.
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Notes Tab
Add a visible or hidden note to a symbol (see pg. 3-18).

Hyperlinks Tab

Add or remove a symbol hyperlink (see Chapter 8 pg. 8-14).

Constraint Tab

Add a constraint date or expectation to a symbol.

e Must be on this date e Reminder: display notes on this date
e No later than e Action: launch Hyperlink on this date
e No earlier than e Initialize to current date of schedule

e Lock to this date

Any symbol can have a constraint which limits the symbol’'s movement or triggers
a user-defined condition. Using the Arrow tool, click once on a symbol within the
schedule area and choose Selection | Constraints. Choose from the available
constraints. Then type in the constraint date or use the calendar icon.

When the symbol is moved such that it does not conform to a set date m
constraint , the symbol will be overlaid with a large exclamation point.

425 To remove all constraints from all symbols choose Tools | Other Tools |
Manage: Symbols, Pictures, Freeform Text, Lines, Boxes, Circles, Cell
Overrides | Manage Symbols | Remove constraints from every symbol.

Symbol Links Tab

Link a symbol between Milestones schedules (see Chapter 8 pg. 8-6) or a task in a
Microsoft Project file (see Chapter 10), Primavera file (see Chapter 11) or Excel (see
Chapter 12 pg.12-12).

Value Set Tab
Add values to a symbol for generating DataGraphs (see Chapter 7 pg. 7-11).

Vertical Link Tab

Add or break vertical links; override their color, shape or line pattern (see pg. 3-15).

Symbol Count SmartColumn

The Symbol Count SmartColumn reports the number of symbols on a task row.
Choose Insert | Rows, Columns | New Column | Symbol Count.
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Symbol Dependencies & Vertical Links

Milestones Professional’s dependency (predecessor/
successor; parent/child) capabilities makes it possible to
link task dates so that when one date changes, the dates
that are dependent upon that date also change.

Dependency Mode and Display

When Dependency Mode is on, then symbols that are dependent upon other symbols
(successors) will move when the parent (predecessor) symbol moves. When
Dependency Mode is off, then dependent symbols do not move.

The on/off status of Dependency Mode is shown and controlled in the Status Bar
located at the bottom right of the Milestones Professional window.

Turn Dependency Mode On and Off

Dependency Mode is either on or off for the whole schedule. It is a global setting.

1. Check on Dates | Date Related Settings | Dependency Mode to turn on
dependency mode
=0r -

1. Select the (\) Arrow tool in the toolbox.

2. Right-click any symbol.
Choose Turn On Dependency Mode or Turn Off Dependency Mode.

£$\When dependency mode is on, right-click any parent symbol. Choose
Highlight Dependent Symbols. The parent (predecessor) symbol will
highlight with a red circle on top of it. All dependent (successor) symbols will
be highlighted with a red circle behind them. Right click the parent symbol
again and select Dehighlight Dependent Symbols to turn off highlighting.

Show or Hide the Vertical Links

When vertical links are established they may be visible or hidden.
1. Choose View | Optional Items | select Task Links, vertical links will display.
Vertical links from a specific symbol can be hidden.

1. Select the (X) Arrow tool in the toolbox. Select the symbol with the vertical link.

2. Choose Vertical Links | and check on Hide Vertical Links from this symbol.

&z5Even when the vertical links are hidden, the rules for the movement of
parent (predecessor) and dependent (successor) symbols still apply.

£$Remove all hide vertical connection settings from every symbol go
to Tools | Other Tools | Manage: Symbols, Pictures, Freeform Text,
Lines, Boxes, Circles, Cell Overrides | Manage Symbols.
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Symbol Dependencies and Movement

When Dependency Mode is on, a symbol is dependent (successor) if it comes after
(to the right of) the parent symbol (predecessor) on the same row, or if a vertical link
runs from the parent symbol to the dependent symbol on another task row. Vertical
links can go both up and down, so dependent symbols can actually be on task rows
above the parent symbol.

If Dependency Mode is on, then dependent symbols will always shift if the parent
symbol is moved with the mouse. If an individual symbol’s date is changed via the
Selection menu or the Symbol Properties dialog box, the user will be prompted to
allow/not allow dependent symbols to shift.

February

Parent Symbol Shifted 30 Days

January February

If a symbol move would cause a locked baseline symbol to move or a symbol with
a “Lock to Date” constraint, then the symbol move is not allowed and a warning
message is displayed. However, if when creating the constraint the user selected
“If checked, then Lock to Date constraints do not prevent other symbols from
moving...” all dependent symbols up to the locked symbol will move.

Move Dependent Symbols Based on Duration

By default, when moving a parent symbol, that symbol’s dependent symbols may be
moved to a date outside the workday time period or to a non-working day.

By checking Always move dependent symbols based upon duration (as found
under Tools | Program Options | Dates), the dependent tasks will move the amount
of working time the parent symbol was moved. This prevents tasks from being
pushed into non-working times and ensures duration values remain constant for the
dependent tasks.

&5|If a parent symbol is shifted within a block of non-working time (e.g. from a non-

working Saturday to a non-working Sunday), then the dependent symbols will
not shift since the parent’'s date change had a net zero effect on duration.
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Add & Edit a Vertical Link

There are three methods for adding vertical links between symbols on different
task rows: (1) Add a vertical link using the mouse; (2) Add a vertical link using the
Selection menu; (3) Add vertical links using the Insert menu.

Add a Vertical Link with the Mouse

1. In the toolbox, select the (+) large Plus tool. 1]
| o7 *A

T
2. In the schedule area, click once on the parent : N[=i[e]
symbol. vf n %

3. In the toolbox, click once on the vertical link to be | v =
used.

4. In the schedule area, click once on the dependent
symbol that completes the vertical link. - |

25 Must be on a lower or higher task row. o

If vertical links are not showing make sure the option to
display task links is checked. Choose View | Optional Items | Task Links.

Add a Vertical Link Using the Toolbar

Use this method for linking symbols vertically on dense or multipage schedule.

1. Select the (N) Arrow tool in the toolbox. Also, in the toolbox click on the vertical
link to add.

2. On the schedule, click the parent symbol. The toolbar is now active for that
symbol.

3. On the bottom of the toolbar, choose the Vertical Links tab.

4. Inthe Create New Vertical Link section, press the Symbo P_ :t-
Set button on the From Symbol line. The boxes now mn Fer S
display the row and ordinal number of the selected wmee! I
symbol and have turned from red to green. E2 ConnectNow |

Create New Wertical Link

5. In the schedule area, click once on the dependent
symbol for the vertical link. The toolbar is now active for that symbol.

£$Must be on a lower or higher task row.

7. Inthe Create New Vertical Link section, press the Set button on the To
Symbol line. The boxes now display the row and ordinal number of the
selected symbol and have turned from red to green.

8. Press Connect Now.

25 After the connection is established choose the Unset buttons next to From
Symbol and To Symbol before adding the next vertical connection.
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Add Vertical Links Between Symbols on Multiple Task Rows

This method is best when each of the task rows contains one start symbol and/or one
end symbol. Baseline symbols or normal symbols can be connected.

1. SeleCt the ('\) AI'I'OW tOOI in the tOOIbOX- Task January | February | March
Also, in the toolbox click on the vertical .t one L ———
link to add. .

2. Hold the Ctrl key on the keyboard,
and then click on each of the task
rows whose symbols will be vertically | .
linked (click in the column area of the Review . !
task row). The chosen task rows will
highlight in black.

3. Choose Insert | Vertical Links | Vertical Links between selected task rows.

e Choose to Link Normal symbols or |rask January \ February \ March
Link Baseline symbols. brojectone <

e Choose to make Downward or Design —i
Upward links between symbols. Test f

e Choose the Type of Link. (FS) - Build
Finish to Start, (SS) - Start to Start,| __.., — ,
(FF) - Finish to Finish, (SF) - Start
to Finish. peliver <

e Check on Display Vertical Task Links.

45 Vertical links can be shown or hidden. Choose View | Optional Items |
Task Links.

Edit an Existing Vertical Link

1. Select the (X) Arrow tool in the toolbox.
2. On the schedule, click once on the symbol from which the link extends.
3. In the toolbox, click once on the new vertical link. The new vertical link appears.

Override a Vertical Link’s Default Color, Line Pattern, Shape

Up to five vertical links can originate from a symbol. Each of those links can have its
color, line pattern and/or type modified from its default setting.

1. Select the (X\) Arrow tool in the toolbox.

2. On the schedule, click once on the symbol from which the link(s) originated.
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3. The Selection tab is now activated for that symbol. Choose Vertical Links tab.
In the Vertical Links from the Current symbol section, under Link 1 through
5 choose the button above Reset to override the link’s color. Choose the down
arrow in box next to the color override to override the link’s line pattern. Choose
the down arrow in box below the line pattern override to override the link’s type.

.25 Vertical links override type is limited to the eight shapes currently set-up
in the toolbox.

25Choose Reset to set the vertical link back to the toolbox default.
Delete Vertical Links from all Symbols on a Task Row

1. In the column area, right-click the task row with the parent symbols.

2. Choose Clear Vertical Links.

Delete Vertical Links from all Symbols, on selected Task Rows
1. Select the (N) Arrow tool in the toolbox.

2. Holding the Ctrl key, click (in the column) for each task row that contains parent
symbols. This activates the toolbar’s Selection tab for the task rows.

3. Go to Task Row Settings | More Task Row Options | Clear Vertical Links.

Delete Selected Vertical Links from a Single Symbol

1. Select the (N) Arrow tool in the toolbox.
2. Click once on the parent symbol from which the links extend.
3. Choose the Vertical Links tab.

e The vertical links are numbered Link 1 - Link 5.

* Row, Symbol: The row’s numeric value indicates the task row number at
which the vertical link ends. The symbol’s numeric value is the connected
symbol’s numeric position on the task row, counting from left to right with a
base of 1.

4. Click the Break Link button for the appropriate vertical link.

Delete all Vertical Links

To remove all vertical connection links from all symbols choose Tools | Other Tools |
Manage: Symbols, Pictures, Freeform Text, Lines, Boxes, Circles, Cell Overrides
| Manage Symbols | Remove all vertical connection links from every symbol.
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Add Text to the Schedule

Set Default Text Style

Globally change Chart, Column, Legend, Symbol, Symbol Mark, Freeform
Datagraph and Symbol Notes text font, style, color and size under Format | Default
Text.

Add Text to a Column

To insert a text column choose Insert | Rows, Columns | New Column | Text.
1. Select the (T) Text tool in the toolbox.

2. Click once in a column cell. Once the flashing cursor displays, begin typing.

£5Use the keyboard arrow keys to move from column cell to cell.

Add Text to a Symbol

Symbol text is displayed adjacent to a symbol and moves with the symbol. Global
symbol text settings for font, style, color, size and reset choose Format | Default Text
| Symbol Text.

1. Select the (X) Arrow tool in the toolbox. On the schedule, click once on the
symbol to contain the symbol text. The toolbar is now active for that symbol.

2. At the bottom of the toolbar, select the Text tab. Enter up to three lines of
symbol text in Line 1, 2 and/or 3. Press the Apply Text Changes button.

25Remove text from all symbols Tools | Other Tools | Manage: Symbols,
Pictures, Freeform Text, Lines, Boxes, Circles, Cell Overrides | Manage
Symbols | Remove all three lines of symbol text from every symbol.

Symbol Note

Enter up to 10,000 characters in the symbol notes field. This text is embedded in the
symbol, and appears when the cursor hovers over the symbol. Optionally, choose to
display notes on the schedule.(Format | Default Text | Symbol Notes | Display Note
on Schedule or print a notes page Tools | Reports | Symbol | Symbol Notes.)

1. Select the (X) Arrow tool in the toolbox. Select the symbol to contain the note
by either double clicking the symbol to display the Symbol Properties dialog
box or clicking once on the symbol to activate the toolbar.

2. Select the Notes tab in the dialog box or the toolbar and enter the text. Press
the Apply Text Changes button in the toolbar to have text display. Choose OK
in the dialog when all choices have been selected. Important, in the Symbol
Note Display section of the toolbar Display Note on Schedule must be
checked on to show note on the schedule.
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25To have a round symbol note, check on Note is Circular in the Symbol
Note Display section of the Symbol Note tab. Special Effects options will
change to have circular highlighting options.

29 Symbol notes are attached to their parent symbol but can be moved around
by using the direction controls in the toolbar or clicking and dragging the
notes to a new position.

2$While also in the dialog or the notes tab of the toolbar, select to have
symbols with notes Show Note Numbers or be highlighted with the symbol
note icon, Highlight Symbols with Notes. These are global settings
therefore all symbols with notes will display a number and/or note icon.

425To remove symbol notes from all symbols Tools | Other Tools | Manage:
Symbols, Pictures, Freeform Text, Lines, Boxes, Circles, Cell Overrides
| Manage Symbols| Remove symbol notes from every symbol.

Format Symbol Notes

Enhance symbol notes with text features (B, 1, U, §). Optionally use codes to have
text features applied line-by-line. Include images within the note. Enhance the
symbol note block with a variety of color, frame, and connector options. To set symbol
notes defaults choose Format | Default Text | Symbol Notes.

The following codes can be inserted to modify the formatting of the text on a line by
line basis. These codes are <r> right justified. <c> centered.<b> bold.<i> italic. The
command <rgb:r,g,b>, e.g. <rgh:80,192,80> causes the text in the line to be the color
specified by the red, green, blue values. These commands can be anywhere in the
line and the justification is applied to the entire line.

2$Hard line breaks must be used to control the line breaks in the displayed
note. Each line can be up to 150 characters.

Add a picture to a note.

1. For a picture to appear in a note, the picture (original) must be added to the
schedule. Pictures (original) can be placed to the right of the schedule’s border
or on an unused page of the schedule (for this option send the picture to a new
page after you have inserted it into the note). Either placement choice will not
show the picture when the schedule is printed, saved to a PDF or imported
into PowerPoint. Add a picture by inserting a picture from a file using Insert |
Picture, Legend | Picture from File or paste a picture copied to the clipboard.

£5To resize the symbol note picture, the original picture added to the schedule
must be resized.

&5 After adding the picture to the note, to move the original picture to an unused
page. Then select the picture. The toolbar is now active for the picture. In
Page | Current Page enter an unused page number and press the Update
Page button.
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425 To manage the location of a picture on an unused page choose Tools |
Other Tools | Manage: Symbols, Pictures, Freeform Text, Lines, Boxes,
Circles, Cell Overrides | Manage Picture.

2. Tag the picture.

a. Using the Arrow tool click the original picture. The toolbar is now active for
the picture.

b. In the yellow Automation Tag field, enter a name for the picture. (Like:
MyPicture). Click the Elupdate button.

c. If sharing the schedule, in the Properties section select Convert to
Embedded Picture. This insures the picture is contained in the file.

3. Add the tagged picture to a symbol note.

a. Using the Arrow tool, click once on the symbol. The toolbar is now active
for that symbol.

b. Select the Notes tab.

c. Type the following into the symbol note space: <image tag="MyPicture”>
(no spaces around the =). (MyPicture is the name given in step2b.)

d. Pressthe Apply Text Changes button.

In the Symbol Note section of the toolbar or Symbol Properties dialog box:

e Change the Background Color, Target Color, Frame Color, and Shadow
Color of the note. Use the Special Effects drop down option to have
opaque, transparent, or a faded background.

e Choose the Connector Type and Color. This connector will start at the
symbol and end with the note.

In the Symbol Note Display section of the toolbar or Symbol Properties dialog box:

e To have a shadow on the note, check on Display Note Shadow.

e Check on Connect to Center of Note to move the connector to the bottom
central point of the note. All circular note connectors are set to the bottom
central point of the note.

e Select the drop down choose the Frame type to surround the symbol note.

&5Choose Tools | Other Tools | Convert Symbol Text to Note Text to
convert all or some of the symbol text within a schedule to symbol notes.
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Hide all Symbol Dates,Text and Notes on a Schedule

To hide date, symbol text and note display for all symbols on a schedule, choose View
| Other | Override Symbol Text and Symbol Date Display. Under Dates, choose to
Hide all symbol dates. Under Text, choose to Hide all symbol text and /or symbol
notes. These setting override toolbox settings and individual settings for each symbol
on the schedule. Revert to the toolbox and individual symbol settings by selecting
Use Toolbox and individual symbol date/text settings.

Add a Symbol Text SmartColumn to Display Symbol Text or Notes

The Symbol Text SmartColumn displays, within the column cell, either the symbol text
or symbol notes from a selected symbol type on all task rows.

1.
2.

Choose Insert | Rows, Columns | New Column | Symbol Text.

Under Choose symbol, select the symbol source as the first or last symbol on
a task row and the type of symbol.

e The“first” symbol has the earliest date on the task row.
e The “last” symbol has the latest date on the task row.
e Choose “(any type)” on the task row, or a specific symbol type.

Under Choose text source, select the symbol field whose text should appear in
the column.

o Symbol Text: The text from all three lines of symbol text will appear in the
column.

o Symbol Note: The text found in the symbol notes field will display in the
column. Any coding in notes will display as text, thus pictures and specifed
code text charateristics will not display in the column as in the note.

Freeform Text

Freeform text is text that is not associated with symbols, task rows, columns, or any
other specific area of the schedule. Therefore, it is stationary and does not move.

1.

Select the (T) Text tool in the toolbox.

2. Click once somewhere inside or outside of the schedule, but not on an object.

Once the flashing cursor displays, begin typing.

25 Manage all freeform text blocks’ location, hyperlink, tag, or deletion by
choosing Tools | Other Tools | Manage: Symbols, Pictures, Freeform
Text, Lines, Boxes, Circles, Cell Overrides | Manage Freeform Text.
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Format Freeform Text
Set freeform text default properties Format | Default Text | Freeform Text.

Set individual freeform text block properties.
1. Select the (\) Arrow tool in the toolbox.

2. Click once on the freeform text. The toolbar is now active for the freeform text.

In the toolbar in the Text section:
e Type in a url or file path in the Hyperlink box to attach a hyperlink to
freeform text. Be sure to select Update Link. Check on Auto Launch to
enable clicking of the freeform text box to launch the hyperlink.

In the toolbar in the Background Color section:
e Choose Fill Color for the background. Uncheck Transparent to show
background color. Select Effects to select a fade type to the Target color.

e To have more margin around the text check on Extra Space Around Text.

o Watermark Layer. Freeform text is drawn on top of any gridlines,
shading, and watermark layered pictures but under symbols, horizontal
bars, vertical links, text bars. Freeform text used in this layer should be a
light color to avoid obscuring the text, bars, and symbols that lie on top.

In the toolbar in the Page section:
e Select Current Page to show freeform text, then choose Update Page or
select to have freeform text Show on All Pages.

In the toolbar in the Font section:

e Change the font type and size, Text Style (B, I, U, S), text's Horizontal
Alignment, text's Angle (0, 90°, -90°, 30° no BG, 45° no BG) and/or Text
Color. To override line-by-line text color use the command <rgb:r,g,b>,
e.g. <rgb:80,192,80>.

25 Freeform text at 30° and 45° (no BG) does not allow background colors
and outlines.

In the toolbar in the Border section:
e Choose Color and Line Type for the border. Check on Draw border to
show border around freeform text.

25Check on Show Shadow and Set Shadow Color to add highlight to the
freeform text block.

Copy, Paste and Move Freeform Text

To copy, right-click a freeform text box and choose Copy. Right-click the freeform text
box again and select Paste Text Block to paste.

To move freeform text, select with the (X) Arrow tool in the toolbox and drag to the
new location.
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SubstitutableText

Substitutable text (text strings, preceded by an ampersand “&”) can be added to
certain areas of the schedule. These text strings will be filled with actual values.

Symbol Text and Notes

Substitutable Text String

Displays

&col01, &col02,...&col19, &col20

Column Text

&normaldur

Used Duration

&completeddur

Computer system date

&remainingdur

Remaining Duration

&aheadbehinddur

Ahead or Behind Duration

&durtoconnectedsym

Duration of symbol, horizontal bar, symbol

&percentcomplete

Percent Complete for the task row

&barfill1percent

Percent complete for the first bar originating
from the symbol.

&barfill2percent

Percent complete for the second bar
originating from the symbol.

&date

Displays the symbol date as symbol text.

&wbs

The wbs value for the task row. There must
be a WBS column defined.

&vs1 for ValueSet 1, &vs2 for
ValueSet2, ...... &vs9 for ValueSet 9

The value for any Symbol ValueSet which
is defined. &vs1 will display the value for
ValueSet 1, &vs2 for ValueSet 2.

&yearnumber The year number (2015, ....)

&monthnumber The month number (1-12)

&daynumber The day of the month (1-31)

&monthname The name of the month (January-December)
&dayname The day of the week (Monday-Sunday)

Freeform Text

Substitutable Text String Displays

&date Schedule’s current date
&systime System time

&sysdate System date

&curpage Current page number
&maxpage Maximum page number
&filename Current file name
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Column Text

Substitutable Text

Displays

&coltot

Column total

&colavg Column average
&colmin Column minimum
&colmax Column maximum
&sysdate System date

&systime System time

&date Schedule’s current date
&curpage Current page number
&maxpage Last page number
&filename * Current file name

*Display the file name without the path choose Tools | Program Options | Edit |
Leave out path when displaying &filename substitutable strings.

Chart Title
Enter up to three lines of text for the chart title. To add a chart title, choose Insert |
Title | Insert/Edit Chart Title. The Specify Title dialog box will display.

e Under Title Text, click once and enter text.

e Choose a text Justification.

e Under Title Background Color Override select a background color. Choose
Effects for fading of the background color to the Target Color for Special
Effects.

e Under Border, Title Width, Shadow, choose to Draw Border around the title.
The border can extend the width of the Title Text or the width of the Schedule.
Choose to check on Draw Shadow and choose its Color and Size

e Under Text Highlights, choose None, Engrave, Emboss, or Shadow to give
dimension to the title text.

e Check on Insert Extra Space Under Chart Title to increase the amount of
space between the title and the schedule.

To edit the chart title use the Arrow tool to click once on the title. The toolbar at the
top of the Milestones window is now active for the chart title and has title options. Or,
double click the chart title to get the Specify Title dialog box to display.

The top of Chart title is set with an automatic top margin. To eliminate this margin
choose Layout | Page Size | check on Ignore Automatic top Margin.
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Legend Entries

The Legend height should be large enough to contain all entries to be inserted. To
adjust the legend height go to Layout | Legend Size | Enter Legend Height. Legend
entries are placed left to right, in the order in which they are created. Once created,
these entries can be edited, moved, or deleted.

Add a Legend Entry

1. Choose Insert | Picture, Legend | New Legend Entry or Select the + next
to the symbol-horizontal bar-symbol combination in the toolbox, the row will
highlight. Right click the + and select Insert Selected Row into the Legend.

2. Nextto Line 1 and Line 2, enter the legend text. Press & the Apply Text
Changes button.

3. Override Text Color and Override Symbol Size will change the text color or
symbol display size for this legend entry only. The bar size is not affected.

5 Set default legend text properties with Format | Default Text | Legend Text.

4. Click one or all of the 4 drop-down arrows for Show Symbol One, Show Bar,
Show Symbol Two, and Show Vertical Link to view and make selections.
Check the box to have the symbols, horizontal bar and/or vertical link display.

25 All symbols, horizontal bars and vertical links in the drop-down boxes under
Show Symbol One, Show Bar, Show Symbol Two, and Show Vertical
Link are in the toolbox. If a different symbol, horizontal bar or vertical link
style is is not available, then add it to the toolbox.

5. Choose an optional Override Color for symbols and horizontal bars.

45 To have legend symbols and horizontal bars show after status coloring check
on Show After Status Settings.

6. Text changes made in the Common Settings section affect all legend entries.
Move a Legend Entry

Once two or more legend entries are present, simply click-and-drag to move them.
1. Select the (N) Arrow tool in the toolbox.

2. Position the cursor over the legend entry to be moved.

3. Click and hold the left-mouse button, and then drag to a new \Jtation in the
legend. As the mouse is moved, the cursor will look like this:

4. Release the mouse button, and the legend entry will appear, shifting all other
entries to the right and down, if there is more than one row of entries.

Delete a Legend Entry

To delete a Legend entry, right-click on the entry and select the Delete Legend Entry.
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Copy and Paste a Legend between Schedules

Legend entries use symbols and connectors from the toolbox in the schedule in which
they reside. To insure symbols reflect the copied legend, the toolbox of the target
schedule needs to have the symbols used in the legend set up in the toolbox exactly
as they are in the copied legend’s toolbox. Copy a toolbox to another schedule (see
Chapter 2 pg. 2-19). All other characteristics of the copied legend will be reflected
when pasted into the target schedule.

1.
2.
3.

Choose File | Chart to open both schedules in the same instance of Milestones.
On the Legend to be copied right-click and select Copy Legend.

To paste the Legend, right click in the Legend area on the target schedule and
select Paste Legend.

Add Pictures to the Schedule

Paste pictures anywhere on a schedule.

1.
2.

BN

Copy an image (e.g. by right-clicking on an image and choosing “copy”).

In Milestones, choose Edit | Paste | Picture.
=0r -
Choose Insert | Picture, Legend | Picture from file.

Browse to the picture file, select it, and choose Open.
The B4 Paste Picture cursor appears..

Move the cursor to the appropriate location, and then click to paste the image.

425 To access picture options: Rotate, Copy, Delete, Show on top, Watermark
Layer, Show on all pages or specify a page, Increase or Decrease size by
%, or add a Hyperlink. Use the Arrow tool to select the picture, activating
the toolbar for the picture’s options or right click the picture and choose an
option or Properties.

&5\Watermark Layer: Objects are drawn on top of any gridlines or shading, but
under symbols, horizontal bars, vertical links, text bars. Images used in this
layer should be a light color to avoid obscuring the text, bars, and symbols
that lie on top.

£5To resize the picture, click once on it, hold down the Shift key (to keep it in
proportion), click-and-hold on a corner of the picture, and drag.

£5To insure the picture is contained in the schedule when sharing the file.
Use the Arrow tool to select the picture. Select Properties | Convert to
Embedded Picture.

£51f a template is set up for a company containing a logo, use the Arrow tool to
select the picture (logo). Select Properties | Convert to Template Picture.
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Inserted pictures can be managed in the Manage Pictures dialog box. Choose Tools
| Other Tools | Manage: Symbols, Pictures, Freeform Text, Lines, Boxes, Circles,
Cell Overrides | Manage Pictures. In this dialog box find page where picture is
placed. Usually used when pictures are put on a nonexistant page for the purpose of
symbol notes or not selectable background picture shown on all pages.

Columns, Column Cells and Column Headings

Display as many as ten columns on the left side of the schedule and ten columns on
the right side of the schedule. Columns can be inserted, deleted, moved or resized.

Insert a Column

Insert a column next to the schedule area:

1. Choose Insert | Rows, Columns | New Column and select from the list of
column types.

25 The column will appear closest to the schedule area, on the left side. When
the left side of the schedule contains 10 columns (maximum number allowed
per side), the new column will appear on the right side.

£S5 Inserted SmartColumns display an additional dialog with options to select.
Insert a column between two existing columns on the schedule:
1. Select the (N) Arrow tool in the toolbox.

2. Left side of the schedule: Click the column heading (it will highlight) to have the
column insert to the left of the selected column heading.
Right side of the schedule: Click the column heading (it will highlight) to have
the column insert to the right of the selected column heading.

3. Choose Insert | Rows, Columns | New Column select column type to insert.
Insert multiple columns and/or adjust column widths:
1. Choose Layout | Page Size | Overall Column Layout.

2. Enter values for columns on the left and/or right. Press the apply changes
button.

Select a Column

1. Select the (\) Arrow tool in the toolbox.

2. Select the Column’s heading (it will highlight) and the toolbar’s Selection tab
becomes active for the column heading.

3. Choose Switch to Column ﬂfa"u;:c ' (the column will highlight).
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Move a Column

1. Select the (N) Arrow tool in the toolbox. —*%

2. Move the cursor to the top edge of the End T |M|A|M|2]0|1]4|A|s |u|~|ul§
column, until the cursor changes to the = : :
ﬂimove column cursor. 3 g '

3. Click and hold the mouse button, and then drag to the new location. As the
mouse moves, a faint outline of the column moves with the cursor.

4. When the '*' insertion cursor displays at the point to place the column, release
the mouse button.

£5\When moving a column to the far left or right edge, grab the column near the
column’s left or right edge to allow room for the column to clear the edge of
the chart.

425 The total width of all the columns together takes away from the area reserved
for the schedule. If the column widths must be so wide that there is no room
left over for the schedule, then the horizontal chart size should be increased.
Go to the Layout | Page Size | Horiz:.

Delete a Column
1. Select the (\) Arrow tool in the toolbox.

2. Right-click the column heading and choose Delete Column.
=0r -
1. Choose Layout | Page Size | Overall Column Layout.

2. Select the Red X below the column to delete. Left side remaining columns will
shift to the right, right side remaining columns will shift left, to be closer to the
schedule’s edge.

Hide a Column
1. Select the (\) Arrow tool in the toolbox.

2. Right-click the column heading and choose Hide Column.
=0r -
1. Choose Layout | Page Size | Overall Column Layout.

2. Select the column number to show or hide the column. Column numbers are
colored Grey when hidden.

Move Between Column Cells

Press the arrow keys € = ¥ M on the keyboard to move between columns and cells.
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Set Column Properties

Select a column heading. The toolbar changes to Switch to
Selection for the Column Heading. Then, use the = EC_“:;Z Bl Switch 1o
Switch to button to toggle to Column to set the —— i Colurmn

column’s properties. Column properties can also be
accessed by double clicking the column heading (the Column Properties dialog box

displays.)

In toolbar section Column Type and Format or in the Column Properties dialog box
on the Column Type (SmartColumn) Settings and the Column Formatting tabs set

the following properties:

e Set the column type. Choose none for a basic text column. Choose the
drop down arrow to select a SmartColumn. Most SmartColumns will have a
variety of features that can be accessed by choosing the Properties button.

e Set Text Style, Text Size, Alignment (horizontal text alignment in cells),
Text Color, Cell Text ° (for vertical text and alignment in cells).

&5 Set default column text under
Format | Default Text | Column 90(L) | 90°(C) | -90°(R)

Text.

425 Set-up an individual column
with 0°, 90°(L), -90°(L), 90°(C),
-90°(C), 90°(R), or -90°(R)
vertical cell text and alignment.
This is a global setting for the
column therefore all cells in the
column will have vertical text.

sauoIsalln
hilestones
sauoIsall|y

e Set the column indention value Indent per Outline Level. By the default
the indention is from left, optionally check on Indent from right.

e Select to display values as Currency and select the Decimal Places.

2$The currency symbol is controlled under Format | International |
International, Number, and Currency Settings.

e Enter a value for the column’s Width. -or- Adjust the column width through
Layout | Page Size | Column Layout. -or- Use the toolbox Arrow tool to
drag columns on the left, right border or columns on the right, left border.

e Select More Column Options to delete, insert, hide, and/or show column.
Also clear, copy, paste, the column’s text. Reset Columns Font and
Font Colors to Default settings or Reset All Row and Cell Font/Color
Overrides for all columns.
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In the toolbar section Date SmartColumn Display Settings or in the Column
Properties dialog box on the Column Type(Smart Column) Settings tab set the
following global properties (all Date SmartColumns on the schedule will be affected):

e Show time as 24 Hours

25 Set hourly minute detail Dates | More Date Settings | Hourly, Minute,
and Shift Settings.

e Select to Hide Year, Hide Month Day and Year, and/or Hide Time.
e Show Calendar icons for easy selection of dates in Date SmartColumns.

e Use Custom Date Format e.g. MMM. dd, yy will display as Oct. 3, 2020.
Select the ﬁ' for character information or (see pg. 3-8).

e If using Start Date and End Date SmartColumns to add a symbol,
horizontal bar, symbol combination to the schedule select the style for the
Normal Start Symbol, then the Bar, then the Normal End Symbol from
the drop down menu.

e If using Baseline Start Date and Baseline End Date SmartColumns to add
a symbol, horizontal bar, symbol combination to the schedule select the
style for the Baseline Start Symbol, then the Bar, then the Baseline End
Symbol from the drop down menu.

2$The symbols and horizontal bars in the drop down are those available
in the toolbox. If the symbol or bar style necessary is not available then
add it to the toolbox (see Chapter 2 pg. 2-20, 2-27).

In the Column Background section of the toolbar set the column’s Background
Color choose Background Color Special Effects to have a gradient fill to a Target
Color. If using the Column Properties dialog box, these options are found on the
Column Formatting tab.

Set Cell Properties

Use the Arrow tool to select the cell once. The toolbar changes to Selection for the
Object Task Row. Use the Switch to button to toggle to the Selected Cell. The
toolbar is now active for that cell. - or - Double click the cell to have the Column Text
and Task Row Properties dialog box display.

In the toolbar section Cell Text Setting or the Cell Settings tab in Column Text and
Task Row Properties dialog box set the following cell properties.
e Set the text: Size, Color, Text Style (B, I, U, S), Horizontal Alignment.
.25 \ertical cell text is a global column setting (see pg. 3-29).

e Select Set Line by Line Text Color Overrides to display the Text Color
Properties dialog to set different text colors for the first five lines of text in
that cell.
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e Select Allow Text to Overflow from Cell to allow text to continue into the
next cell, horizontally, instead of wrap in the current cell. Use this feature
with Hide Right Grid found in the Background Cell Color section of the
toolbar.

e Copy, Cut, and Paste cell text. Choose Multiple Paste to have copied
text fill a selected cell and all subsequent cells in that column, on that page.

In toolbar section Cell and Tag Text:
e Add or update cell text. If using the toolbar select Update Cell Text.

£5Cell text word wraps automatically on the schedule. If using the Task
Row Properties dialog box to add text |¥| Word wrap Text in box
below to have the text wrap in the dialog box text window.

£5By default Automatically Adjust Task Row Height when Entering Text
is turned on in Tools | Program Options | Edit.

e (This option only available in the toolbar) Blank SmartColumn Data in
this Cell check on to hide SmartColumn data for this cell only. To eliminate
SmartColumn data for the entire task row right click a cell in the row, choose
the option Blank SmartColumn Cells.

2$\When there are task rows in a schedule with no information in the
schedule area SmartColumn cells may fill with information. Choose
Tools | Program Options | General and check on Blank SmartColumn
Cells on all Blank lines.

e Add an automation tag for importing (see Chapter 10,11,12). If using the
toolbar be sure to select Update Tag.

In toolbar section Background Cell Color:.

e Choose the Background Color also choose to have a gradient fill, Special
Effects, blend to the Target Color.

e (These Options only available in the toolbar) Choose Hide Bottom or
Right Grid to eliminate borders and combine cells. These cell borders are
created by interior column dividers and horizontal gridlines (see Chapter 2
pg. 2-31) that separate task rows.

&5 Turn on/off Interior Column Dividers Format | Frame, Highlights |
Background color, border, frame corners.
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In toolbar section Cell Border.

e Add a border, in addition to or in lieu of interior column dividers and
horizontal gridlines, to the cell or cells. Choose Color and Line Type for
the border, Click each border edge to show or hide in the selected cell.

Remove various cell by cell overrides for the entire schedule or for a specific column
only by choosing Tools | Other Tools | Manage Symbols, Pictures, Freeform Text,
Lines, Boxes, Circles, Cell Overrides | Manage Cell Overrides.

£SFor the Remove selected overrides for selected column only option
to be active you must first select either the column heading, column, or
column cell of the column to be modified before selecting the Manage
Cell Overrides option.

Set Column Heading Properties

Set the column heading properties by selecting the column heading to have the
toolbar change to Selection for the Column Heading. Also accessed by double
clicking the column heading to have the Column Properties dialog box display.

In toolbar section Column Heading Text or the Column Heading tab in Column
Properties dialog box set the following properties:

e Enter up to two lines of text for a column heading. Be sure to select
Apply Text Changes.

e Ifimporting a field from Microsoft Project select the field for the Automation
Tag. Select & Apply Tag Changes. In the Column Properties dialog
choose the Column Formatting tab to set an Automation Tag.

In toolbar section Column Heading Text Display Settings or the Column Heading
tab in Column Properties dialog box set the following properties:

e Set the text: Font, Size, Text Color, Text Style (B, 1, U, S§), Horizontal
Alignment, Vertical Alignment, Text Attributes (engrave emboss
shadow) and angle (0°, 90° or -90°) (Found only on the toolbar).

e Choose the Background Color also choose gradient fill, Background
Color Special Effects, blend to the Background Target Color.

e Choose Exclude Inner Heading Divider to have a merged cell look.
e Choose Allow Text Overflow to have text flow to the next column heading.

Check on Apply Changes to all column headings to apply all selected properties to
all other column headings.

£SRight click the column heading to zoom, access heading and column properties
delete, insert, hide column and clear column text.
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Task Row
Display 2 to 300 task rows per schedule page Layout | Page Size | Rows per Page.

£$Turn on or off task row line guides View | Optional Iltems | Line Guides. Line
Guides do not display over Horizontal Gridlines.

Insert a Task Row

Select a task row . Then, choose Insert | Rows, Columns | New Task Row. The
inserted task will insert above the selected task row. Or, right-click a task row. In the
menu that displays select Insert Task Row. The inserted task will insert above the
right clicked task row.

Task Row Properties

To set individual task row properties click a column cell, the entire task row will
highlight. The toolbar change to Selection and is now active for that task row.

£$Double clicking a cell in a task row brings up the Column Text and Task Row
Properties dialog. On the Task/Row Settings and Info tab see task row
symbol type and date information. Also set row height, add Hyperlinks and
override summary bar colors.

In the toolbar section Task Row Settings set the following properties, all cells in the
task row will be affected.

.25 A when using the toolbar you can select more than one task row, using the shift
or controls keys, to change properties of the selected task rows.

e Text: Size, Color, Text Style (B, I, U, S), and/or horizontal Alignment

e Row Height Override: Enter a value and select the &apply button.

£$Row height can be adjusted by dragging the bottom margin of a task
row, if Allow Task Row Height Adjustments is turned on in Tools |
Program Options | Edit.

e Choose 1-20 for a tasks row(s) Outline Level for summary purposes (See
Chapter 4).

e Enter a value for Upper/Lower Symbol Spacing % for vertical distance
between symbols (see pg. 3-11).

e Select More Task Row Options (only applies to the task row(s) selected).

» Select only a single task row to Insert a task row which will insert above
the selected task row.

» Clear Horizontal Bars, Clear Vertical Links and Clear Symbols delete
all symbols,horizontal bars and vertical links on the selected task rows.

» Blank SmartColumn Cells eliminates SmartColumn data for the entire
task row.
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» Select Set Date Offset/Status Date/ % to view, set, and delete status
values for the task.

» Bookmarks add, jump to or show (see pg. 3-38).
» Show all Task Rows to view any hidden, filtered or collapsed task rows.

» Show or Collapse Task Rows to hide or view summary leveled tasks.
(See Chapter 4).

» Gridline/Shade (see Chapter 2 pg. 2-32).
» Insert Page Break (see pg. 3-37).
» Attach Date Heading (see Chapter 2 pg. 2-10).

In the toolbar section Hyperlink Settings: Add, Edit or o
Break files or url hyperlinks. Check to Show Hyperlink | Maior Milestones A
Icons (see Chapter 8 pg. 8-13). —

In the toolbar section Cut, Copy, Paste, Delete, Hide select the option. Check on
Cut/Copy Only Visible Rows when a schedule has hidden task rows.

In the toolbar section Summary Bar Color if a task row contains a summary bar (See
Chapter 4) or baseline summary bar the default color can be overridden as well as the
after status default color.

£SRight click any task row in the column area to display a list of task row options.

Hide/Show Task Row
1. Select the (X) Arrow tool in the toolbox.

2. In the column area right-click the task row(s) choose Hide Task(s). To show
hidden task rows select Show all Task Rows.

Copy Task Row(s)

Task rows can be copied within a schedule or between schedules. For step by step
instructions choose the Help | Help Topics. In the Milestones Professional Help
dialog choose the Index tab. Type in copy select task row.

Manage Task Row Overrides

Manage Task Row Overrides allows a global removal of task row overrides. Including,
Remove days/hours/minute offset ahead/behind status override, Remove all
tasks by task gridline and shading overrides, Remove all task by task font
attribute overrides (This also resets any cell by cell font attribute overrides within the
task row), Remove task row curtains.

Choose Tools | Manage Symbols, Pictures, Freeform Text, Lines, Boxes, Circles,
Cell Overrides, Task Row Overrides | Manage Task Row Overrides....

Build your Schedule 3-34



Task Number SmartColumn

The Task Number SmartColumn numbers the project steps. Choose Insert | Rows,
Columns | New Column | Task Number.

e Choose the Starting Task Number. This number will begin the task row
numbering.

e Choose Number all rows to number each task row, including blank and
summary rows.

e Choose Skip rows with no task descriptions to number each row except
for those without text located in a text column.

e Choose Skip rows with no normal or baseline symbols to number each
row except for those with no user-entered symbols. Summary rows and
rows with comment or no symbols are skipped.

Sort Tasks

In the Tools menu, in the Sort Schedule choose the following options to rearrange
task rows:

By Date in Ascending or Descending order. Then choose to sort By First
Date in Task or By Last Date in Task. \WWhen choosing ascending order
choose to Maintain Outline Structure. Optionally choose Max Level to Sort.

By Selected Column: Use toolbox Arrow tool to select the column to sort in
Ascending or Descending order. Pick the type of column text Numeric, WBS
Number, Text or Date. Choose to maintain the outline structure.

By Multiple Columns in Ascending or Descending order. Select subset of
task rows to be sorted prior to selecting multiple column sort, then in the Multi-
Column Sort dialog box choose Selected Task Rows. Finally select up to
three columns to use in the sort . Selecting the column’s text Data Type for an
accurate sort.

25Have up to 10 saved sort options (Save Settings/Name),which can be given
a name and saved. To use sort again choose the sort name from list, then
choose Retrieve Settings. Reset a saved sort name back to Sort # by
selecting the name then selecting Reset Name.
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Filter Tasks

With large schedules, the user might want to see only a subset of the project steps.
On the Tools menu, choose Filter to “sift out” information by task row(s).

When a filter is used to look at column information Milestones will look at all columns’
information unless a specific column is selected. Use the Arrow tool in the toolbox
to select a single column. Filter options that look at column information are Column
Text Containing, Numbers in columns greater than, Numbers in columns less
than, Numbers in a Column range.

The following options should be selected first if they apply to the filtering needs.

e Always include the parent tasks of any tasks selected by filter to keep
family tasks grouped together.

e Only examine currently visible tasks: This option allows use of more than
one filter or eliminates hidden task rows from filter.

e Do not show rolled up symbols and bars from hidden rows on filter
results: This option is used when Milestones summary bars individual symbol
roll up is being used (See Chapter 4).

Now select the type of filter.
e Date Range displays task rows with symbols falling in the date range entered.

e Column Text Containing displays task rows with or with out text entered
(as selected) in a column or columns. Choose up to 8 text entries to filter by.
Name and save up to 10 filters to a schedule. To use named filter select it then
choose Retrieve Settings.

e Numbers in column greater than displays only task rows with numbers in a
column or columns that are greater than the entered number.

e Numbers in column less than displays all task rows with numbers in a column
or columns that are less than the entered number.

e Outline Level displays task rows at and above the level selected, 20 outline
levels available.

e Task Number Range displays task rows with in the number range selected.
View task row task numbers, insert a Task Number SmartColumn (see pg 3-34).

e Symbol/Bar type displays task rows with the selected symbol and/or bar types
selected. Choose to Hide all symbols that do not match filter.

e Some Symbols within Date Range displays task rows with at least one symbol
within the date range entered.

o All Symbols within Date Range displays task rows that contain only symbols
within the date range entered.

Build your Schedule 3-36



Last Symbol within Date Range displays task rows with the last symbol in the
task row falling within the date range entered.

Numbers in Column in Range displays task rows with a column or columns
that contain a value less than or greater than the values entered.

Symbol Type within Date Range displays task rows with a selected symbol
within an entered date range set.

Symbol Text/Notes Containing displays task rows with symbols with symbol
text and symbol notes that contain the entered text to filter by. Symbols with the
entered text will be highlighted.
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Page Break

A page break can be applied to a task row.
Add a Page Break:

Use the (\) Arrow tool to select the task row below where the page should break.
Choose Insert | Page Breaks | Break before selected row. - or - Right-Click the
task row below where the page should break. From the displayed menu select Insert
Page Break.

25 The task row selected will be at the top of the new page.
Automatic Page Breaks

By selecting Insert page breaks (automatic) on the Insert tab Milestones provides a
timesaving option to automatically insert page breaks based on outline level or on the
selected number of rows.

Based on outline level select to place each outline level 1 task and all of its subtask
on separate pages.

Based on number of rows select a number to have Milestones place a page break
after the selected number of rows.

Remove a Page Break:

Right-click the first row of the page with the page break. From the displayed menu
select Remove Page Break. - or - Use the (X\) Arrow tool to select the first row of
the page with the page break. Choose Insert | Page Breaks | Remove break from
selected row.

Remove all Page Breaks:
Click Insert | Page Break | Remove All Page Breaks

Format Page Break Page:

When using page breaks on a schedule with a legend it is best to check on one of
these options: Leave Gap between Chart and Legend or Floating Legend (see
Chapter 2 pg. 2-9). If one of the above options is not applied to the legend it will
attach to the bottom of the schedule and may not look the same on all pages.

Page breaks truncate the bottom of the chart. To fill the page with task rows insert
task rows (see pg. 3-33) before the break or increase the row height of the task rows
(see pg. 3-33) on the page.
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Bookmark Task Rows

Add a bookmark name to any task row and then jump to that task row by choosing the
bookmark name from a list of bookmarks.

Bookmark a Task Row

1. Select the (X\) Arrow tool in the toolbox.

2. Right-click once on the task row to be bookmarked.

Choose g Bookmarks in the right-click menu.
4. Select Create a new Bookmark.

Key a Name: The text in the text column closest to the schedule area on the
left will display as the default bookmark text. The bookmark name is limited to
29 characters.

6. Click Create a Bookmark Now to bookmark the task row.

Display Bookmark Icons

Show Bookmark indicator on task row display: This w icon will be displayed in
the column directly to the left of the schedule area on the bookmarked task row.

Jump to a Bookmarked Task Row

Right-click any task row and choose ﬂ Bookmarks.
Select Jump to a Bookmark or Delete a Bookmark.

w N -

Under Select Bookmark, choose from the list of bookmark names.
4. Click Jump to a Bookmark Now.

Delete One or More Bookmarks
1. Right-click any task row and choose E! Bookmarks.

Select Jump to a Bookmark or Delete a Bookmark.

Under Select Bookmark, choose a bookmark name to be deleted.

oD

Choose Delete Selected Bookmark Now or to delete all bookmarks choose
Delete all Bookmarks Now.

The Task row of Bookmark number indicates the row location of the selected task.
Numbering is 1-based, begins with the first task row, and includes any hidden tasks.
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Find Milestones Files with Text Search

Use Edit | Find, Replace, Go to Page | Find in Files to search any given folder or
drive (optionally include subfolders) to locate Milestones files with a word or phase.

Once the list of files is populated, click on any file path and a picture of that file is
placed in the upper right hand corner of the dialog box for easy identification. If this is
the file needed, click Open Selected File.

Find Text

Use Edit | Find, Replace, Go to Page | Find to quickly find specified text. To limit the
scope of the schedule search check on the specific areas of the schedule to search:
column text, freeform text, symbol notes, symbol text, symbol tags, and cell tags.

Use Edit | Instant Text Find to enter specified text, then click the arrow to move to
the next task row containing the specified task the task row containing the text will
highlight and the results of where the text can be found in the task row s displayed.

Find and Replace Text

Use Edit | Find, Replace, Go to Page | Find and Replace... to make individual text
changes. To limit the scope of the schedule search, check on the specific areas of
the schedule to search: column text, symbol text, freeform text, symbol notes, symbol
tags, and column cell tags.

Use Edit | Find, Replace,Go to Page | Find/Replace All... to find and review the
result list of found text, before checking on Replace with: to make global text change.
To limit the scope of the schedule search, check on the specific areas of the schedule
to search: column text, symbol text, freeform text, symbol notes, symbol tags, column
cell tags, and all hyperlinks (symbol,task row, freeform text and graphics).

25 To verify the find selections before replacing all text finds review the Results
list displayed. To verify selections, choose an individual result then select Go
to Current Selection to jump to that found text on the schedule. Symbols,
Freeform text, graphics containing the text will highlight with a box around them,
task rows containing the text will highlight in black.

250nce the replace is complete the dialog box remains open with the option
to Undo. If you should close the dialog box and decide you do not want the
replace all, use the Undo feature found on the Edit tab.

Multiple Undos

By default Milestones allows 20 undos Edit | Undo | Undo:(last action). The undos
can be set from 1 to 100 undos for the active file, go to Tools | Edit | set Max Undos
to Save (1 to 100). To redo last undo go to Edit | Undo | Redo:(last undo action).

25 To review undo and redo information choose Edit | Undo | Undo List.
2SNumber of undos are visible in the status bar. Select to undo.
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Right-Click “Context Sensitive” Menus

Right-clicking parts of the Schedule displays a menu with a list of options.

Right-click the Schedule Area to access the following functions:

0,
Zoom to 100% £ Unzoom to Fit-in-Window

,@ Zoom in to 150%
Zoom out to 100%
Other Zoom Factors

Other Zoom Factors: Zoom into the right clicked area
to a factor from Custom - 500 %. Set up custom zoom

View | Viewing Options | Zoom: | Set Custom.

. Enter Full Screen Ctrl+F
Enter Full Screen: To exit full screen mode use the Toggle Toolbox Display

escape key or Ctrl+F. Toggle Task Links Display

Toggle Toolbox: Hides a free floating toolbox (see Toggle Line Guide Display
4= Show All Task Rows

Chapter 2pg 2-15) E Erame/Background...

Toggle Task Links Display: Shows or hides vertical & Jump to a Bookmark...
links (see pg. 3-13). [ Paste Picture

T Filter Task Rows...

Toggle Line Guide Display. Shows or hides task row
line guides.

Show All Task Rows: Displays hidden, filtered or rolled up task rows.

Frame/Background.: Displays Frame and Background dialog (see Chapter 2

pg. 2-6).
Jump to a Bookmark: Displays Bookmark dialog (see pg. 3-38).
Filter Task Rows: Displays Filter Task Row dialog (see pg. 3-35).

Right-click the Date Headings to access the following functions:

Zoom: Zoom into the date headings by choosing a Bl Unzoom 1o Ftan-Window
zoom factor from Custom - 500 %. Set up custom 2 Zoom into 150%

zoom View | Viewing Options | Zoom: | Set Custom. | zeom outto 100%
Other Zoom Factors

Date Range: Displays Schedule Details dialog (see
Chapter 2 pg. 2-13). Date Range...

Left Center Right. Right click each heading to set the E Lt

. Center
alignment. Kight

Font: Right click each heading to set font type, size Font

and color.
Switch to Daily View

Switch View, Daily, Weekly Monthly, Quarterly Switch to Weekly View
or Yearly: Select the time period to change the Switch to Monthly View
schedule’s view. Use Shift +PgUp/PgDn to scroll the Switch to Quarterly View
schedules dates. Change the scroll factor Dates | Sichiioftcarvliien

More Date Settings | Page by Page Date Overrides | B

Working days to scroll with Shift +PgUp/PgDn.
Properties: Displays Date Headings dialog (see Chapter 2 pg. 2-10).
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Right-click a Column Heading to access the following functions:

e Zoom: Zoom into the column heading by D Unzoom to Fit-in-Window
choosing a zoom factor from Custom - 500 |® zoominto 150%
%. Set up custom zoom View | Viewing £ zoom outto 100%

Options | Zoom: | Set Custom. Other Zoom Factors '
e Font: Right click a column heading to set ;f:;mesm

text style, size and color.
x Delete Column

e Properties: Displays Column Properties

Insert Column

dialog (see pg. 3-29). BB Hide Column
e Delete, Insert, Hide or Show columns. B Clear Column Text
Convert Column to Percent Complete Column
e Clear Column Text. Only deletes text or Convert Column to Julian Date Column

values in the column.

e Convert Column to Percent Complete Column: A text column of values
can be converted to percent complete values along with the symbol(s) and
horizontal bar filling to status (see Chapter 5 pg. 5-4).

e Convert Column to Julian Date Column: A text column of dates can be
converted to assign a Julian date in the background for calculation purposes.

&5Date SmartColumns do not have to be converted for calculation purposes.

Select a Column using the Arrow tool. Move cursor to the bottom of the column
heading, when it changes to a black arrow right click to access the following functions:

e Zoom: Zoom into the column by [=]
choosing a zoom factor from Custom |2 zeominto150%
- 500 %. Set up custom zoom View Zoom ot 1% X
| Viewing Options | Zoom: | Set

Custom. % Delete Column

Insert Column

e Delete, Insert, Hide or Show columns. |gg i cotumn

e Clear Copy or Paste Column Text: % ool et

Only deletes copies or paste right | Copy Column Text

CIICked C0|umn S teXt or Values' Reset Column Font and Font Colors to Default

° Reset Column Font and Font Colors Reset All Row and Cell Font/Color Overrides for all Columns
to Default. Resets selected column’s
text color, size, and style settings to the default (see pg. 3-29).

25 Task row text overrides will not reset.

¢ Reset all Row and Cell Font/Color Overrides for all Columns: Resets all
columns’ text color, size, and style settings to the default (see pg. 3-30).
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Right-click a Task Row in the column area to access these functions:

Zoom: Zoom into the task row by choosing a zoom factor from Custom - 500
%. Set up custom zoom View | Viewing Options | Zoom: | Set Custom.

Turn Dependency Mode On/Off. (see pg. 3-13).

Increase/Decrease Outline Level: (see Chapter 4 pg. 4-2).

Insert Task Row: The row will insert above the right clicked task row.
Link to active MS Project Task with...:(see Chapter 10 pg. 10-27).
Link to active MS Project Task.... (see Chapter 10 pg. 10-25).
Cut/Copy/Paste task or cell text

Delete Task(s): Use the shift key if a group of task rows need to be deleted,
then right click.

Clear Horizontal Bars: Only horizontal bars will be deleted not symbols. Use
the shift key to select a group of tasks rows to right click and clear horizontal
bars.

Clear Vertical Links: Symbols will not be deleted just all vertical links
originating from symbols on the right clicked task row. Use the shift key to select
a group of tasks rows to right click and clear vereical links.

Clear Symbols: All symbols, horizontal bars and vertical links will be deleted.
Use the shift key if a group of tasks rows have symbols that need to be deleted.

Blank SmartColumns Cells: (see pg. 3-31).
Edit Task: Displays Column Text and Task Row Properties dialog (pg. 3-33).

Date Offset/Status Date/% Complete: Choose to view, set, and delete status
values for the task.

Shift Dates: Displays the Shift all Dates for Schedule dialog which gives the
option, #Task Rows are Selected. Check this box if you wish to just shift
the dates for the symbols in the selected rows.,check on to just shift the
information in the right clicked task row.

Bookmarks: Displays Bookmark dialog (see pg. 3-38).

Edit task’s ValueSets: Is available if ValueSet 1 and 2 are being used (see
Chapter 7).

Show, Expand/Collapse, Selected or All task rows, Hide Task(s): These are
commands for schedules with filtered, outlined or hidden tasks.

Gridlines/Shade: Displays Horizontal Grid Properties for Selected Rows
dialog (see Chapter 2 pg. 2-31).

Curtain: Displays Curtians for Current Task Row (see Chapter 2 pg. 2-33).
Font. Change column cells in a task row, text style, size and color.
Insert page break: Break will go above right clicked task row (see pg. 3-37).

Attach Date heading: Displays Single Row Date Heading Overlay dialog
(see Chapter 2 pg. 2-10).
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Right-click a Symbol on the schedule to access these functions:

Zoom: Zoom into the symbol by choosing a zoom factor from Custom - 500 %.
Set up custom zoom View | Viewing Options | Zoom: | Set Custom.

Turn Dependency Mode On/Off. (see pg. 3-13).

Copy Symbol/Bar for Paste: Right click the starting symbol of a symbol,
horizontal bar, symbol combination or a symbol select Copy Symbol/Bar for
Paste. Once copied right click the task row in a column area and select Paste
Symbol(s).

Delete: Horizontal bars or vertical links attached to the symbol will also be
deleted.

Clear Horizontal Bars: If a right clicked symbol is a starting symbol of a
symbol, horizontal bar, symbol combination select this option to delete the
horizontal bar.

25 Two horizontal bars can originate from a single symbol. Both bars will be
deleted if Clear Horizontal Bars is selected.

Clear Vertical Links: If a right clicked symbol is a starting symbol of a vertical
link select this option to delete the vertical link.

£SFive vertical links can originate from a single symbol. All five vertical links will
be deleted if Clear Vertical Links. To delete individual vertical links (see pg.
3-17).

Hide /Show Vertical Links: If a right clicked symbol is a starting symbol of a
vertical link select these options to hide or show the vertical links originating
from this symbol.

Font: Right click a symbol to change it's symbol text style, size and color.
Select Task: Right click a symbol to highlight the task row on which it resides.

Schedule Recurring Task: Displays Schedule Recurring Task dialog (see pg.
3-3).

Link to Active MS Project Task: (see Chapter 10 pg. 10-28).

Link to Active MS Project Task, date, identifier. (see Chapter 10 pg. 10-28).

Edit Text, Notes, Size or Color, Edit Text Date or Positions: Opens the
symbol’s Symbol Properties dialog box to the appropriate tab to change the
symbol’s characteristic.

Create or Update Hyperlink: Opens the symbol’'s Symbol Properties dialog
box to the appropriate tab to work with the symbol’s Hyperlinks (see Chapter 8
pg. 8-14).

Edit Constraint. Opens the symbol’'s Symbol Properties dialog box to the
appropriate tab to work with the symbol’s constraint (see pg. 3-12).
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Edit Symbol to Symbol Links: Opens the symbol's Symbol Properties dialog
box to the appropriate tab to work with the symbol’s symbol links (see Chapter 8

pg. 8-6).
Edit Symbol ValueSet. Opens the symbol’'s Symbol Properties dialog box to

add values to the symbol when a ValueSet Type 4 is set up in the schedule (see
Chapter 7 pg. 7-11).

Select Symbol and Bar in Toolbox: The symbol selected and the horizontal
bar originating from it will highlight in the toolbox.

Select all Instances of this Symbol Type: The selected symbol is a specific
symbol used from the toolbox, all symbols placed on the schedule using the
same symbol from the toolbox will highlight. Once highlighted the symbols can
have some characteristics changed, like type.

Select all Symbol. All symbols on the schedule will highlight. Once highlighted
the symbols can have some characteristics changed, like type.

All Hyperlinks Dialog: Displays the entire list of Hyperlinks for the symbol,
which can then be clicked to go to the URL or document.

Hyperlinks: Displays the up to five Hyperlinks from that symbol that can be
clicked to go to the URL or document.

Highlight/Dehighlight Dependent Symbols: All symbols that will move when
the selected symbol moves will highlight. Right click again to unhighlight.

Symbol Shift+Arrow Key Amount. Select to use Shift+Arrow to move a
symbol in Day, Hour or Minute increments. Set minute increments: Tools
| Program Options | Dates | Symbol Placement | “Snap” to Minute
Increment

View Notes: Only symbols with notes will have this option available. When
selected the symbol note will be displayed.

Right-click the Toolbox to access the following functions:

Hide Toolbox: Only works with a floating toolbox (see Chapter 2 pg. 2-15).

Toolbox Properties: Displays Customize Toolbox Size, Highlight dialog (see
Chapter 2 pg. 2-16).

Copy/Paste Toolbox: (see Chapter 2 pg. 2-19).
Copy/Paste Selected Row: (see Chapter 2 pg. 2-19).
Sidebar Options: Displays Sidebar Options dialog (see Chapter 2 pg. 2-15).

Turn on/off Tooltips: Just for the toolbox. All tooltips see Tools | Program
Options | Help.
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Keyboard Shortcuts

Keyboard shortcuts are useful when editing a schedule. The following is an
abbreviated list of function and key combination shortcuts. For complete shortcut
documentation, consult the Help Topics available under Help | Help Files | Help
Topics. Index keyword: “shortcuts.”

Pressing this key...

Causes this action...

Escape key

Halts current activity when possible.

Tab (or Shift + Tab)

Indents (or outdents) one outline level if the Use
Tab key for Outlining option is selected — See
Tools | Program Options | Edit menu.

F1 Starts Help. If in dialog box, displays context help
for selected control.

F3 Repeat Last Find.

F8 Continuous View toggle.

F9 Screen Refresh, redraws the current schedule.

F11 Switches between Fit in Window view and
current Zoom setting.

F12 Toggles through the first six tools in the toolbox.

Alt+F12 Select horizontal bar in toolbox.

Alt+Shift+Right Arrow Indents (promotes) a task by one outline level.

Alt+Shift+Left Arrow Outdents (demotes) a task by one outline level.

Ctrl+F12 Select next vertical link in toolbox.

Ctrl+Spacebar Select next column.

Ctrl+W Change vertical link coming from selected symbol
to type currently selected in toolbox.

Alt+Spacebar Select next task row.

Ctrl+Alt+Spacebar Select next column heading.

Ctrl+Shift+Spacebar Select next Date heading.

Alt+Shift+F7 Displays a screen which enables you to

selectively reset symbol settings for all symbols.

Ctrl+Alt+*(on number pad)

Show all task rows.

Build your Schedule 3-46




Pressing this key...

Causes this action...

Shift+F4

Tile Windows

Shift+F5 Cascade Windows

Shift+F10 Display right-click menu for selected item.

Shift + F12 Select next symbol in toolbox. If an entire row in
the Combo toolbox is highlighted, then Shift+F12
highlights the next row.

Shift+Right Arrow When a symbol is selected, changes date forward
by one minute, hour, day or week (see Tools |
Program Options | Dates | Amount to Adjust
Symbol Date...).

Shift+Left Arrow When a symbol is selected, changes date back
by one minute, hour, day or week (see Tools |
Program Options | Dates | Amount to Adjust
Symbol Date...).for current setting).

Page Down Moves to the next page on the schedule.

Page Up Moves to the previous page.

Ctrl+Home Moves to the first page.

Ctrl+C Copy the selected item.

Ctri+E Edits currently selected item.

Ctrl+F View Full-screen toggle.

Ctrl+End Moves to the last page.

Ctrl+L Select next left cell (if a task row or cell is currently
selected). Selection will only move on one side of
the schedule.

Ctrl+M Change selected symbol to type currently selected
in toolbox.

Ctrl+N Start new schedule.

Ctrl+O Open afile.

Ctri+R Select next right cell (if a task row or cell is

currently selected). Selection will only move on
one side of the schedule.
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Pressing this key...

Causes this action...

Ctrl+S Save current schedule.

Ctrl+U Change selected horizontal bar to type currently
selected in toolbox.

Ctrl+V Paste text from clipboard into an active text block.

Ctrl+X Cut the highlighted text.

Ctrl+Alt+G Switch to Calendar View.

Ctrl+Alt+S Start Symbol Maker Program.

Ctrl+Z Undo

Shift+Page Up

Changes the schedule starting and ending date
backward by the number of days specified in the
Schedule Details dialog box.

Shift+Page Down

Changes the schedule starting and ending date
forward by the number of days specified in the
Schedule Details dialog box.

Ctrl+ALT+ plus key on
number pad

Expands the selected task by one outline level.

Ctrl+ALT+ minus key on
number pad

Collapses the selected task by one outline level.

Ctrl+ALT+ forward slash key
on number pad

Expands the selected task to show all of its sub-
tasks.

Alt+M

Access the Format menu.

Alt+Tab

Displays the icons of all active programs.

ALT + Ctrl + Arrow keys

Change the date position of the selected symbol
on the schedule.

ALT + Arrow Keys

Change the text position of the selected symbol
on the schedule.

CTRL+ALT+ E

Removes file import reference when refreshing.
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View Schedule Thumbnails

Instead of the generic Milestones file icon, view thumbnail images of saved Milestones
schedules when viewing file lists in Windows Explorer’s Thumbnails View mode.

By default this save option is on. To toggle this option on and off Tools | Program
Options | Files and Automation | Save Thumbnail image when saving this file.

View Options, Page View

In the View menu, the Viewing Options section enables the user to select additional
views, including different chart types and page views.

Continuous View

Continuous view allows the user to scroll through the list of tasks (vertically) and scroll
the timescale forwards and backwards (horizontally). In Continuous view, the columns
are locked-down, while scroll buttons allow for moving the timescale and task rows

in view. Choose View | Viewing Options | Page View | Continuous or press F8 to
toggle Continuous View mode.

Use the PageUp and PageDown keys to scroll through a specified number of task
rows, from 1 to 40, as set under Tools | Program Options | Edit. Enter a value next
to Lines to Scroll for PgUp/PgDn in Continuous View.

Full Screen View

Full Screen mode displays the schedule at the largest size possible for the monitor,

by eliminating the toolbar and menus. The sidebar and/or toolbox are available if
needed, but can be hidden. Choose View | Viewing Options | Page View | Full
Screen or press Ctrl+F to toggle the Full Screen view. To exit Full Screen view, press
Ctrl+F or the Esc key.

Presentation Mode

Use the Presentation view mode to present one or more Milestones schedules as a
“slide show” with a full screen option and schedule manipulation controls.

Before using Presentation Mode, change the File | Printing | Printing Options
setting to Scale to Fit Selected Paper Size. This ensures that the schedule pages
will be scaled to fit the screen. If presenting multiple schedules in this view, create

a master schedule list in File | Master/Update | Master Schedule. Choose View |
Viewing Options | Page View | Presentation Mode to display the Presentation view
(see Chapter 9 pg. 15).

Use the left and right mouse buttons to zoom in and zoom out, respectively. Use the
arrows keys to pan around the schedule. Press the Esc key to exit Presentation view
mode.
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View Options, Chart Type
Gantt Views

A Milestones schedule can be toggled
between three Gantt chart view modes. To
switch from one Gantt view to another choose
View | Viewing Options | Chart Type.

Gantt — Normal View displays the default
Gantt chart view.

Gantt — Rolled-Up to Single Bar displays
one summary bar for each outline level 1

Merger and Acquisition

|Assess Corporate Risk
Financial Risk
Regulatory Risk
Personnel Risk
Cultural Risk

Audits

summary task. This changes the Summary
Bar Settings, When to Draw to Always.

Gantt — Rolled-Up to Multiple Bars displays
lower-level task bars and symbols rolled-
up to outline level 1 summary tasks. This
changes the Summary Bar Settings, When
to Draw to Always and turns on the option
Split Summary Bars using Lower Level
Symbols/Bars.

Gantt - Calendar View

Any schedule can be viewed as a Calendar.
Choose View | Viewing Options | Chart Type |
Gantt - Calendar View.

Milestones and symbol text in the schedule
area are displayed in Calendar View (horizontal
bars are not displayed due to space limitations).
Symbol and bar color overrides are not
recognized in Calendar View.
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If a single task row has been selected prior to entering Calendar View, then the bars
as well as the symbols on the row will be shown.

If two or more task rows are selected, only symbols from those task rows will be
displayed. Hidden task row symbols will not display.

Right click on a day in Calendar View and set a background color. To continue using
that same color for different day’s background, hold down the C keyboard key and left

click in the day to be colored.

Any free-form text entered in Gantt view will not be shown. Any text entered in
Calendar View will be shown just in Calendar View.

Use the PageUp and PageDown keys to scroll from month to month.
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Gantt - Duration View

The Duration View mode replaces the Duration View

Gantt bars and milestones with bar graphs |, [Trewe e o]t e e o ]| ™
indicating each task’s duration. — oo
A bar’s length corresponds to a task’s

duration value. The gray fill indicates the oesin {024 1034
completed portion. The longest duration

uses the full width of the schedule area. o 63
To display the Duration View, choose View brototype P34 s3d
| Viewing Options | Chart Type | Gantt -

Duration View. The default bar coloris red | reew p* s6d
but can be changed to another color under

Tools | Program Options | General | Bar | ¢ [ s1d

fill color for Duration and Percent views.

The duration values and duration bars are based on the settings found in Layout |
Other | Duration Settings.

Gantt - Percent Complete

Percent Complete View The Percent Complete view mode replaces
v |l nalrsloaloe] e | resoue | thE€ Gantt bars and symbols with bar graphs
indicating each task’s percent complete.

Project Alpha O 45%|

To display the Percent Complete view choose
seign |57 Bilings, Jones O 579%| silings, Jones View | VIeWIng Options I Chart Type I Gantt
‘ \ - Percent Complete.

Test 71% Howard O 71%|  Howard

‘ ‘ Optionally an alternate column of values
754 e Team D~ can be selected to be represented by bar

graphs, Tools | Program Options | General |
(W 354 wwens | Alternate Percent Column.

Bar fill color for Duration and Percent views: |:|

0% Blue Team Additional Percent View Options

Prototype

Review

Build

Cyde Through Toolbox Bar Colors Bar Size: Indude text from Column:

Normalize Bar Length as Relative to Normal ~ 10: Task ~
Highest Percent Complete
Alternate Percent Column:

Default ~

Each task displays a bar indicating its percent complete or value in column selected.
A bar’s length corresponds to a task’s percent complete value or value in selected
column in relation to the date heading length. Optionally the bar’s length can be
normalized relative to the highest percent complete or value in selected column,
Tools | Program Options | General | Normalize Bar Length as Relative to Highest
Percent Complete.
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The bars graphed can have widths of Normal, Medium or Large select, Tools |

Program Options | General | Bar Size.

The bars graphed can all be the same color Tools | Program Options | General |

Bar fill color for Duration and Percent views.

The bars graphed can be colored based on the
toolbox horizontal bar colors. Tools | Program
Options | General | Cycle Through Toolbox Bar
Colors. The toolbox contains 32 horizontal bars.
If the option Cycle Through Toolbox Bar Colors
is selected the first bar graphed will be the color

of the first horizontal bar’s fill color in the toolbox.
Then the second bar graphed will be the color of
the second horizontal bar’s fill color in the toolbox
and so on. If the chart contains more than 32 tasks
then the cycling of color will begin back at the first
horizontal bar’s fill color in the toolbox.

By default, the percent value will be added as text
to the bars graphed. Optionally column text can be
displayed in the bars graphed (Tools | Program
Options | General | Include text from column.)

Percent Complete Gridlines

Percent Complete View

First

Second Third

Task Jan ‘Feb ‘ Mar

Apr ‘May ‘ Jun | ul ‘Aug ‘ sep

Project Alpha

esign  [57%

prototype | 75%

=
2
I
—
]
> ad

Build 24%

|+
|
Ol

T

L[ e ]
1

==

An alternate option to show Percent Complete as shading in a task row while
maintaining the tasks symbols and horizontal bars is to choose Format | Gridlines |

Percent Gridlines.

e Check on Draw Percent Complete

Percent Complete View

Gl‘idlineS. ‘ Firs(‘ TCOHT Third‘ ‘Fcurlh‘ %
Task Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec | Comp.
e Set the Shade Color choose
Special Effects to have a gradient [ | > @
fill to the Effects Target Color.
e Choose percent gridlines to shade | T @
task rows based on computed
percent complete or a value froma | ™ = C R
selected column. Values must to be
between 0 - 100. Prototype : @
e Choose the percent gridlines
shade’s height or position: Height | ™ - @ =
of Row, Symbol Height 2, 3, or 4
times Symbol Height, Upper Half | ™ — CE

of Row, or Lower Half of Row.
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Logarithmic View

Set up date headings to have specific monthly time periods display wider.

1.
2.

Select View | Viewing options | Chart Type | Gantt -Logarithmic: Setup.

Select the expansion period. To expand a year, click (the button for that
year.) To expand only certain months just check the months to be expanded.

Jan Feb Mar  Apr May Jun dul Aug  Sep  Oct  Mov Dec
BE B B B B B B B
[amac | 1 =1 =l =l =1 =1 =l =l =1 =1 =l =l
. E ion Factor (the selected ths will
For the expansion factor, choose 2, 3, 4, 5, 6, 7 e o ceiate ooy
or 8 times, to indicate the relative factor to use for
-
expansion of the selected months/years. il

Select Use more characters for month names in expanded months when
possible. If this option is not selected Milestones will only put in the number of
characters that can fit in the smallest time segment in the heading.

Not Selected
2014 2015 2016 2017
T [F[w e[m]s I [als oln]o]J]r [m]a w]Jd]3]n]s]o0]n]0 [MAMPLRSPNDIFMEMIPREORND
¥| Selected
2014 2015 2016 2017

Jan [Feb[ Mar | apr | May [Jun [ Jul [ Aug [ Sep [ Oct [Nov [Dee | Jan [Fet [Mar [apr [May [Jun [Jul [aug [sep [ Oet [nov | Dec [J]Fia]up]a[a]sfofuo] J]Fpla s Ta[a]s]ofo]

Select Do not display anything in Date heading block if not enough space
to prevent text overrun in time segments.

Not Selected

2014 2015 2016 2017

J]F[mfalm]s]s]a[s]o|n[o[s|r[m]a m]s]s]a]so]|N D bHRAMCRMILEN

L=

¥| Selected

2014 2015 2016 2017

J]F[mlalm]s]s]a[s[o|n[o]s]|r[m]a m]s]s]a]s[o|n o [[[[[[IITITII]

Click OK to complete the setup.

After completing the logarithmic view setup, choose View | Viewing options |
Chart Type | Gantt - Logarithmic: View to switch to logarithmic view.
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Outlining is useful for organizing parts of a schedule. It's best to outline a schedule

with enough levels so each task level has a clear, definable item of work that can be
identified, budgeted, assigned, and tracked.

Summary bars are shown automatically for lower level tasks. Once a schedule is
outlined, use the roll-up feature to present different levels of schedule complexity to
various audiences.

Costs, budgets and other numerical values associated with lower-level tasks can
automatically roll-up (sum) to each upper outline level.

Outiine [ ow [ oW [ [
WBS Level Task name Apr ‘ May ‘ Jun ‘ Jul ‘ Aug ‘ Sep ‘ Oct ‘ Nov ‘ Dec ‘ Jan ‘ Feb ‘ Mar ‘ Apr ‘ May ‘ Jun | Duration

B 2

1 1 Program Plan [ | 459d

1.1 2 Application ——— 94d
L |

1.2 2 Order & Style Management 216d

1.2.1 3 Release 1 134d

zzzzzZzZ7ZZZ777777770 7772777777
1211 4 Simple Orders — 71d
L |
1.21.2 4 Product Set-up — 63d
L |
122 3 Release 2 —— 82d
|
=) 2 Reporting 149d
1.3.1 3 Release 1 - Ad hoc — 72d
L]
132 3 Release 2 - Standard — 77d
L]
Level 1 Level 2 Level 3
— ]
(R Summary Summary Summary
I Bascline & Baseline & Baseline & Baseline

This example is outlined to four levels. The “Task Name” column uses the outline
level indent feature. The “Outline Level” and “WBS” columns are SmartColumns
which automatically fill according to the outline level of the text in the task column.
The “Duration” column is also a SmartColumn that fills based on the lower level
symbol information. Summary levels are drawn based on the summation of lower
level information.
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Outline Tools Format

An outlined schedule’s columns can be set individually to display indented text, which
helps to see which tasks are outlined to which levels.

Set the Indentation Amount for Column Text

1.

Click once on the column heading with the (X) Arrow tool. This will display the
Selection menu in the toolbar.

Under Current Object: Column Heading, choose Switch to Column.

Under Column Type and Format | Indent per Outline Level, enter an amount
in inches, such as .25 or .30. Press the & apply button.

25 This is the amount of space that each

T successive outline level will be indented

— Indent for this column. For example outline level
013 ) from right 1 indent .15 then outline level 2 will be

indented .30 inches from the cell’s left
The minimum indenting margin, level 3 will be indented .45 inches
value is .10. from the left, and so on.

&5|If using one of the methods described on the following pages to outline
task rows without first setting the text indentation amount for a column, the
Indent Column dialog box will appear. This will allow the user to choose
which column to indent and the indent amount.

Outline Tools

1.

The Tab key on the keyboard can be used to indent tasks for outlining purposes.
This feature can be customized as follows:

a. Choose Tools | Program Options | Edit.
In the Tab key usage section, choose |¥| Outlining.

Now, by selecting a task row and then pressing Tab, the outline level
increases by 1 (e.g. from level 2 to 3). By pressing Shift+Tab, the outline
level decreases by one (e.g. from level 3 to 2).

By selecting a task row with the (X) Arrow tool, the user can quickly indent task
rows using the (outdent) and (indent) icons found on Selection | Task
Row Settings | Outline Level.

Another way to indent is to select the (T) Text tool. Then, place the cursor
in a column cell and use Alt+Shift+Left Arrow key for outdenting and
Alt+Shift+Right Arrow key for indenting.
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Outline Tasks

It's possible to outline existing tasks or outline tasks as they are entered.

Outline Tasks as They are Entered

1. Click the (N) Arrow tool in the toolbox.

2. Click once in the first cell below the column heading, and type an Outline Level
1 task name.

Click the down arrow key on the keyboard to go to the next cell in the column.
4. Press the Tab key (see pg. 4-2) or in the toolbar select Switch to Selected

Task then click the indent icon, and type the Outline Level 2 task name.

£$\When moving to a different outline level select the indent or ~ Cutiine Leve
outdent icons as many times as necessary to get the task 2
row to its outline level. In the toolbar between the indent and
outdent icons the outline level of the task row is displayed.

Outline Existing Tasks

If the task names are already entered, they can also be outlined.
1. Click the (\) Arrow tool in the toolbox.
2. Hold the Ctrl key on the keyboard.

3. In the task column, click once on all tasks that should be indented they will
highlight in black.

4. Click the indent icon. The selected tasks indent one outline level. Continue
selecting the indent icon until the task rows are at the correct outline level.
— [:_u;l::f Ta=k name
1 1 rregrem P — va.::g;a Task name
1 Program Plan
2 Application
2 Order & Style Management
2 Relesse 1
2 Simple Ordars
1E 2 Product Set-up
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Outline Level SmartColumn

Use this smartcolumn to outline tasks or keep track of each task row’s outline level,
it is not necessary for the outlining process. As you change the outline level in this
column each task row indents our outdents based on the number entered. As each
task row is indented/outdented, the Outline Level SmartColumn changes.

Add an Outline Level SmartColumn

1. Choose Insert | Rows, Column | New Column | Outline Level.

2. To edit the column’s properties (such as column title), click once on the new
column’s heading. This will display the Selection menu.

As the user indents/outdents the schedule tasks, the outline level value changes
automatically. Likewise, when a value is entered in the Outline Level SmartColumn,
the tasks will indent/outdent accordingly.

WBS SmartColumn

Standard WBS

Another type of SmartColumn that can display the current outline level of a task is
the WBS (Work Breakdown Structure) number. A WBS number combines the task
number and outline level in one number. Task 1 would have WBS number “1” and
Sub-task 1 of Task 1 would have WBS number “1.1” and so on.

Here is a schedule with both Outline Level and WBS SmartColumns:

In this example, the WBS | outine[ [ w [ v [ o [
scheme uses numbers 91“ :Z'::e or ey | [ 50| O [ [ o oo ar | or [y T um
only. It's also possible to | A
use letters. o
1.2 2 Order & Style Management

Activities with outline 124 3 Release 1
Level number 1 1.2.1.1 4 Simple Orders T
correspond to the WBS ~ [1212 | 4 Product Set-up i g
numbers 1, 2, 3,... 122 g RezzEDl ‘o

. . [ 2 Reporting e
The taSks Wlth OUtllne 1.3.1 3 Release 1- Ad hoc <ﬁ>
LeVeI number 2 13.2 3 Release 2 - Standard ﬁ
COI"reSpond to the WBS Qe Planned e LEVEL 1 Level 2 Level 3

Summary Summary Summary
numbpers 1. . 9. orxwxm Baseline & Baseline s & Baseline & Baseline
bers 1.1,1.2,1.3

Level number 3
correspond to the WBS numbers 1.2.1,1.2.2,1.3.1, 1.3.2.

Level number 4 correspond to the WBS numbers 1.2.1.1,1.2.1.2.
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Alphanumeric WBS

Again, the WBS hierarchy can contain le

tters as well as numbers. For example, a

task with a WBS of 1.1.1 can be formatted to read 1.a.1, or A.1.1, or a.a.A, etc.

In the dialog that appears when a WBS
SmartColumn is defined, check any
level that should use letters instead of
numbers.

In this example:

Starting WBS Mumber

L2 sl

Key the starting WBS number to be used on this chart. The default display
is numeric for all 20 levels. If you wish some or all of the levels to be
displayed using letters, then set the appropriate options in the Alphabetic
Display section below:

Starting WBS Number:
Enter as numeric only.

|| suppress display of First Level WEBS Mumber

. . Iphabetic Displ
WBS levels 2, 3 and 4 will display a Aphebetc Dispay
level 1 2 3 4 5 & 7 8 9 10
number.
Useletters: [0 R @ 1 B @ © B B @
WBS levels 2, 3 and 4 will display a Upper Case:
capital letter. level: 11 12 13 14 15 16 17 18 19 20
ueletters: ] [ © B B E B B @ B
The schedule below uses these Upper Case:
settings as applied to a schedule with
four levels of outlining:
WBS Outline I I IV [ I
Level |Task name Apr ‘ May‘ Jun | Jul ‘ Aug ‘ Sep | Oct ‘ Nov ‘ Dec | Jan ‘Feb‘ Mar | Apr ‘May‘ Jun
1 1 Program Plan [ ']
1.A 2 Application m
1.B 2 Order & Style Management
|
1.B.A 3 Release 1
1.B.AA 4 Simple Orders ﬁ
1.B.AB 4 Product Set-up ﬁ
1.B.B 3 Release 2 ﬁ
1.C 2 Reporting
|
1.C.A 3 Release 1 - Ad hoc ﬁ
1.C.B 3 Release 2 - Standard ﬁ?
> Planned [P— -/ Level 2 Level 3
Summary Summary Summary
xwwwm Baseline & Baseline s & Baseline & Baseline

To access SmartColumn properties whe

n a column is already placed on the schedule,

click once on the column heading. Then, go to Current Object: Column Heading |
Switch to Column. Then Current Object: Column # | Column Type and Format |
Properties. If the column has no other properties, this option is not available.
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Summary Row Display

Summary Bars can be set to automatically appear on all upper task levels, as either
a single bar summarizing the lower-level tasks’ dates or as a roll-up of all lower level
symbols and bars or just symbols. Symbols and bars on summary rows are drawn
and move automatically based on the dates in the lower level tasks.

Summary row symbols and bars are mirrors of the lower level information, therefore
cannot be selected or moved.

Summary rows can summarize lower level SmartColumn data such as hours worked,
duration, budget, and costs.
Summary Bar Display Options and Format
1. Choose Layout | Other | Summary Bar = _. N I N I T Lo
Settings.

Program Pian 04

Aopication S o4d

2. Choose When to Draw the summary :
bars: .

v w [ w T ] 0 Jouaten
1 7 7 P 23 2 23 R 3 2 A 2

e Never: No summary symbols and
bars will display.

e Only When Rolled Up: Displays
summary bars when lower-level tasks
are collapsed to the summary row.

2
2

2 Reporting
3 Release 1 Ad hoc ey 726
3

Rolease 2 - Standard O 78

Outline o owm [ w ] | Duration

s — S T D
e Always: Summary symbols and bars I P -
will display. B — -
3. Under For Normal Summary Bar Symbols I — o
and Bars, select a start symbol, end symbol, i — -
and bar for the default summary row display. T —

The available choices match the toolbox.

Baseline can be displayed separately from normal symbols on the summary row.

1. Choose Layout | Other | Gutine I VT 0 0 Jowmen
Baseline Settings. P P e

2. Follow the Baseline Wizard 2| Aepleaton e o4d
(see Chapter 5 page 5_10) 2 Order & Style Management — 216d

to create baseline symbology | ° Rease! — 134

for the sub-task rows and ! e e e e
summary bars. ‘ oS R o

3 Release 2 w 82d

£5To hide the baseline a2 | —eey 1454
summary (while displaying | s P— 729
normal summary), choose | s Reloaso 2- Standard e 774

View | Baseline | Hide
Baseline Summary Bars.
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Override Summary Row Symbols, Horizontal Bars and fill colors

Override the default summary bar formatting for both normal and baseline summary
display, for individual summary rows, or by outline level.

Override a Selected Summary Task’s Bar Color

This setting overrides the summary horizontal bar’s fill color for the selected summary
task row.

1. Click once in any column cell on the summary row. This will display the
Selection menu in the toolbar.

2. Under Selection | Summary Bar Color | Summary Bar Color Override, select
a color for the horizontal bar by clicking on the colored box. Optionally select
Summary Bar Color Override (After Status) (see pg. 4-14).

3. Optionally next to Baseline Summary Bar Color Override, select a color.

Set Properties for Each Outline Level

Each outline level can have its own task row background shading, gridlines, text
and summary bar formatting. The settings can be automatically applied as the
user outlines each task row and adds new task rows. These settings override any
formatting done in Horizontal Gridlines and Shading or horizontal gridlines for
selected task rows.

1. Choose Format | Gridlines | Gridlines, Shading, Font Sizes by Outline
Level.

e Check on Apply New Grid/Shade Selections to all Three Sections
to quickly format all three areas of the schedule - Left Columns, Graph/
Schedule Area and Right Columns. Any choice in one section is applied to
the other two sections.

e Check on Automatically Apply Outline level properties while editing
schedule for outline properties to be applied to the schedule.

e Remove Overrides for this level: Clears all gridlines, shading, text and
summary bar settings for the selected outline level.

e Remove Overrides for all levels: Clears all gridlines, shading, text, and
summary bar settings for all outline levels.

2. Under Outline Level: choose the outline level that Outline Level Properties

will be formatted. After making selections for this Outline Level: Select the options
outline level, choose from one of twenty other outline | L~ dispiay opfions for
levels. 2

Shading Text  Summary Bars

qmmbi

y Bar Overrides
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Outline Gridlines

Gridline settings apply to the task row’s lower gridline border.

1. Under Left Columns, click
Show Gridlines until the option
needed is displayed. If
displays, the schedules default
settings in Horizontal Gridlines
and Shading are being applied
to the schedule If [T] displays,
gridlines do not display and task
row overrides are active. If (¥
displays, then the options for the
outline level selected can be set.

Choose a Line Type.
Choose a Line Color.

Repeat for Graph/Schedule
Area and Right Columns

9 ==

Qutline Level Properties

Outline Level: Select the options below to override the gridiine, shading, and text
display options for the various outline levels.
=

Gridines | shading I Text | Summary Bars

Graph/Schedule Area

Left Columns Right Columns
Show Gridiines

Task line override
active,

show Gridiines
Task line override
active.

Show Gridiines
Task line override
active,

Line Type Line Type Line Type
R R— - — -
Line Color Line Color Line Color
= = =
[ Remove Overrides for this level l [ Remowve Overrides for all levels l
[] Apply New Grid/Shade Selections to all Three Sections
[ Automatically Apply Outline level properties while editing schedule

unless Apply New Grid/Shade Selections to all Three Sections is checked.

Outline Shading

1. Under Left Columns, click
Shade the Task Rows option
until the option needed is
displayed. If [ displays, the
schedule’s default settings
in Horizontal Gridlines and
Shading are being applied to
the schedule. If [_] displays,
shading does not display and
task row overrides are active. If
¥ | displays, then the options for
the outline level selected can be

==

Qutline Level Properties

Outline Level: Select the options below to override the gridine, shading, and text
display options for the various outline levels.
=
‘ Gridiines ‘ Shading | Text | Summary Bars ‘
Left Columns Graph/Schedule Area Right Columns
[¥]5hade the Task Rows [M shade the Task Rows [¥]5hade the Task Rows
Using schedule Using schedule Using schedule
defauit. defauit. defauilt.
Shade Color Shade Color Shade Color
- ] —
Effects Target Color Effects Target Color Effects Target Color
— ] —
Spedial Effects Spedial Effects Special Effects
[FadE to Bottom '] v] e

[ Remove Overrides for this level ] [ Remove Overrides for all levels ]

[ apply New Grid/Shade Selections to all Three Sections
[ Automatically Apply Outline level properties while editing schedule

set.
2. Under Shade Color, choose a
color.
3.
when a Special Effects is chosen.
4.

Under Effects Target Color, choose a color that blends with the Shade Color

Under Special Effects, choose a fade setting for the two colors.

Repeat for Graph/Schedule Area and Right Columns unless Apply New
Grid/Shade Selections to all Three Sections is checked.
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Outline Text

1. Choose a Text Color for the
text in the task rows’ column
area (not the schedule area) at
the outline level selected.

2. Under Bold/ltalic Highlighting
and/or Underline click until the
option needed is displayed. If
displays, the schedule’s
default settings found under
Format | Default Text | Column
Text will be applied. If []
displays, task row overrides
are active. If [¥| displays, then
the options Bold, Italic, and/
or Underline can be set for the
outline level selected.

Outline Level Properties

Lo =d

Select the options below to override the gridiine, shading, and text
display options for the various outline levels,

Outline Level:

| Gridines | shading | Text | summary Bars

Text Color

:l [ Change... ] [ Reset to Default for Description Text
Bold,Italic Hilighting Underline
Bold Ttalic Underline

Task line override
active.

Using schedule
default.

Using schedule
default.

If you set bold or italic you must specify both.

Text Size

Point Size [] Use Default Font Size
[ Remove Overrides for this level ] [ Remove Overrides for all levels ]
[ Apply New Grid/Shade Selections to all Three Sections
[ Automatically Apply Outiine level properties while editing schedule

3. Choose a Text Size or check on Use Default Font Size.

£SFont size in the task row’s columns may be affected by column or cell font

override.

Outline Summary Bars

1. Under Summary Bar Overrides,
choose a summary bar Start
Symbol, Bar and End Symbol
for the selected outline level.

25 The selection of symbols and
bars reflect the symbols and
bars in the toolbox.

2. Set baseline summary
symbology under Baseline
Summary Bar Overrides. This
does not change the selected
symbols to Baseline in the
toolbox. To make symbols
baselines see Chapter 2 pg.
2-21.

Outline Level Properties

[ =)

Select the options below to override the gridline, shading, and text
display options for the various outline levels,

Outline Level:

Gridines | Shading | Text | Summary Bars

Summary Bar Overrides

Start Symbol Bar End Symbol
<] - - [= -
Baseline Summary Bar Overrides
Start Symbol Bar End Symbol
v - [(—]~ F:y -

[ Clear the symbol and bar overrides for this level ]

[ Remove Overrides for this level ] [ Remove Overrides for all levels ]

-DK
[ Apply New Grid/Shade Selections to all Three Sections
[] Automatically Apply Outline level properties while editing schedule

3. Click Clear the symbol and bar overrides for this level to clear only the
settings under this levels Summary Bars tab.

The outline level summary bar settings override the default summary bar settings
Layout | Other | Summary Bar Settings and Baseline Settings.
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Display Column Values on Summary Rows

Lower-level values in a Values SmartColumn, ValueSet Outline
SmartColumn and Calculation/Indicator SmartColumn can Cost Lz
be automatically summed and displayed on summary task
levels. Summary bars must be drawn for the values to 538,000 1
appear. 50,000 5

1. Choose Layout | Other | Summary Bar Settings. T3.000 2

2. Check on Compute Rolled-Up Values for Value/ £10.000 5

Calc SmartColumns.
. 511,000 2
3. Choose either Only When Rolled Up or Always for

when to draw the summary rows.
As shown, values from Outline Level 2 are summed and displayed on Outline Level 1.

Values SmartColumns also have the option of displaying an average of lower level
values instead of a sum, or any overriding, user-entered value. Select from these
options in the Indicators for Values Column dialog box. (Select a Values column and
choose Selection | Column Type and Format | Properties.)

Display Column Duration Values on Summary Rows

Duration can be displayed in calendar time or as a total of lower-level duration values.
The default duration is a total of the lower-level durations. Calendar duration is the
duration of the summary bar.

1. Choose Layout | Other | Summary Bar Settings.

2. For a summary duration value in calendar time, check on Show Summary
Duration in Calendar Time.

Df“mf Duration
Default Summary Duration eve
total of lower-level durations. 1 120d
2 30d
L . . 2 40d
Summary Duration in Calendar Time is the duration of the
summary bar which draws from the first start date of the 9 20d
lower level task to the last finish date of the lower level task.
2 20d
F
T Feb Mar Apr May Jun o

T |1d|2‘1|28 B |'13|2I]|2T 3 |1I]|1T|24 1 |E |15|22|25 5 |12|1B|26 3 |1EI

125d | 226 <] [ 623
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Display Lower-Level Symbols/Horizontal Bars on Summary Rows

By default, the summary row displays a single start symbol, end symbol and horizontal
bar. Optionally, display “duplicates” of all the sub-task’s symbols and bars on the
summary row or just “duplicates” of the symbols.

1. Choose Layout | Other | Summary Bar Settings.

2. Check on Split Summary Bars using Lower Level Symbols/Bars.
Permit Inspection

/\ Excavate \/ <> /\ Plumbing \/ <> /\ Masonry \_//\ Tile \/
445 529

Or
2. Check on Show symbols only.

Permit Inspection

/\ Excaate \/ g /\  Pumbing vﬁ%& masonry \//\ Tie \/

£51n the Summary Bar Settings dialog box, turn-off the symbol date or text
display for summary row symbols, by checking Hide Dates on Roll-Up
Symbols or Hide Text on Rolled up Symbols.

Display Selected Symbols on Specified Summary Rows

Each symbol on the schedule can be - [ } o } e } s } an } . }ATQ
individually rolled-up to any single upper sl |am < =< D>
529
summary row or all summary rows. For o P
example, a symbol on an outline level 4 task s
row can be rolled-up to just the 1% outline level | ™™ S
— thereby skipping the 2" and 3 outline levels.| ™
1. Click the () Arrow tool in the toolbox. ecton

Inspection
529

2. Click once on the symbol to be rolled-up. Symbol labeled inspection is included
The toolbar will display the Selection on all summary levels.
‘ .

menu active for this symbol.

oo | Feb | War | Aer | Wy [ g | i e
Click the Summary/Mark tab. “é“““““‘%““‘g”
Choose to Include this symbol on all | ecxee "
Summary Bar levels. Punbing v D> wn
5. Or, choose Include this symbol on this | ™ <>
Summary Bar level. Plmbing AV,

Inspection
Inspection

6. Forstep 5, select an upper
outline level for the symbol to Symbol labeled inspection is included
appear on. only on summary level 1.
|
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Summary Row Roll-up

Another useful feature of outlining is the ability to “roll-up” lower level tasks to the
summary level - in effect, hiding lower-level task rows. Use Collapse/Expand
Indicators, right-click menus, and filters to collapse for a summary view or expand to a
detailed view.

Use Collapse/Expand Indicators for Roll-Up and Down

1. Choose View | Optional Items | Collapse/Expand Indicators. Icons ¥ */
will display in the left column closest to the schedule.

£51f the schedule does not have a left column the icons will not display.

e The collapse indicator %/ appears when lower level tasks are visible and
can be collapsed (hidden).

e The expand indicator W appears when there are hidden lower level tasks
which can be expanded (shown).

eb ‘ Mar ‘ Apr May Jun ‘ Jul ‘Aug
7 [14]21]28] 6 [13[20]27] 3 [10[17]24] 1 [ 8 [15]22]29] 5 [12[19]26] 3 [10]17]24]31] 7 [14]

Jobs

301 Sunspot o | 2126 < > 7127
[ s 7
/\ Mason\/
ANV
455 Tombstone a0 < > e

e Task rows without lower level tasks will not display either indicator.

&5 The color, look and size of the indicators can be changed Tools |
Program Options | General | Roll-up indicator color,type, size.

2. To collapse (roll-up/hide) lower level tasks, click */.

To expand (roll-down) to show lower level tasks, click ¥ .

25 \While task rows are rolled-up, it's possible to copy and paste all the rolled-
up tasks as if they were just one row. This makes it easy to rearrange an
outlined schedule.
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Use the Right-Click Menu for Roll-Up and Down
To hide lower level tasks
1. Right-click the task row whose sub-tasks are to be rolled-up (hidden).
2. Choose to:
e Collapse Selected Task Row — only rolls-up (hides) that task’s subtasks.

e Collapse All Tasks to Selected Level — rolls-up (hides) all tasks with the
same outline level.

To show lower level tasks
1. Right-click the task row whose sub-tasks are to be rolled down (shown).
2. Choose to:
e Expand Selected Task Row — only rolls down (shows) that task’s subtasks.

e Show All Tasks Rows — rolls down (shows) all tasks.

Filter Task Rows for Roll-Up and Down

With the filter option, quickly set an entire schedule to hide all tasks beneath a certain
outline level.

1. Choose Tools | Filter | Filter Task Rows.
2. Select Outline Level as the type of filter.
3. Enter the outline level to which all sub-tasks should roll-up.

This schedule (below, left) has two outline levels. By entering 1 as the filter roll-up
level, the summary schedule (below, right) is produced.

To remove the filter, choose Tools | Filter | Show All Task Rows.

P Feb | Mar | Apr | May sun | uu [Aug
7[14]21]28] 6 [13]20[27] 3 [10[17]24] 1 [ & [15[22]20] 5 [12]19[26[ 3 [10]17]24[31] 7 [14
301 Sunspot 2126 < S 707
e Feb | Mar | Apr | May | Jun | Ju_ |Aug
7 [14]21]28] 6 [13]20[27] 3 [10[17[24] 1 [ & [15[22]20] 5 [12]16[26[ 3 [10]17]24[31] 7 [14
301 Sunspot 226 < > 727
Ny < >
455 Tombstone 20 < > o
N,
455 Tombstone 20 <
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Summary Bar Status Fill Control

When “Bars - Fill to Status Date” is active (under Dates | Date Related Settings), the
summary bar is filled to match the percent complete of the sub-tasks.

The summary % complete value is calculated as the total completed duration of the
activities divided by the total overall duration of the activities for the project.

B e
S ' > e &5Even if all sub-tasks are tracking
exactly to the current date, the
/A Pmong \/ summary bar may be filled to a
Ao/ point either before the current
Ate\/ date or after the current date
455 Tombstone a0 < 1 P> o since it is merely a gauge of the
progress of all the sub-tasks, and
not tied to the current date.
ANgon/
ANV,
e e T
301 Sunspot 226 < > 7127
To have summary bars fill to the
current date choose Layout | Other /N Plaming \/
| Summary Bar Settings and check v =
on Summary Bars Always Fill to
. LT ATeN/
Current Date. This option ignores
any status symbols or computed o =< > e
percent complete on the lower level
tasks.
JANETAY/
e T
301 Sunspot 226 <] > 727
To completely fill summary bars,
A Pumiog \/ choose Layout | Other | Summary
LAson/ Bar Settings and check on
ANV, Summary Bars Ignore Fill to Status
455 Tombstone 320 < > a4 Settlng .
JANETAY/
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Chapter 5: Progressand Status
Display Progress

Milestones offers many ways to display and revise progress on a schedule. An
activity’s progress can be updated by changing the percent complete value, the
duration value, the status date, or the status symbol.

Status can be changed for an entire schedule or for individual tasks. Individual tasks
can be adjusted to reflect whether they are on schedule, behind schedule, or ahead of
schedule.

Projects Status Overview

Status s Second Percent | Ahead/
Project Date January ‘ February ‘ March April Complete | Behind
Project 1 2/25 ' ' ' QP 63% Q -5
Project 2 3/1 S — @ 9% od
Project 3 3/6 ' ' ' 64% (@ 5d

d
Project 4 2127 ' . ' (N 29% @ -3d
d

Project 5 3/15 ' . ' 44% Q) 13d
o Behind O On Time o Ahead G Status
Baseline I — Complete | — To be completed
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Current Date, Current Date Line, and Status Line

Display the Current Date and Current Date Line

By default, the status date of a schedule is the same as the current date. The current
date, as set by the computer’s clock or an override date, can be displayed above the
upper right corner of the schedule. The current date line is drawn vertically at the
appropriate date heading location.

.25 Current date can be placed anywhere on the schedule as Freeform text. Select
the (T) Text Tool in the toolbox. Then type the substitutable text string “&date”
to display the schedule’s date.

Choose Dates | Current Date from the toolbar.
Check on Display Date to show the current date, uncheck to hide.

Check on Display Date Line to show the date line, uncheck to hide.

Ao b=

To override the current date, and thus the status of the schedule, click on the
Calendar icon under Set Override.

5. To access other Date Line properties, choose More Current Date Options .
In the Date Line section, choose the Line Type, Thickness, and Color. If you
choose Extend into the DataGraph, the date line will go through the
DataGraph. Choose to have the date line behind the horizontal bars in the
schedule by selecting Line is under bars.

Display and Format the Status Line

Show at-a-glance ahead/behind status with the status tlg_—/\
line. The status line extends vertically along the current
date line and bulges to the left or right according to each  .g——=—..
task row’s status date.

1. Choose Dates | Current Date. EFQ\

—

2. Check on Display Status Line. 1« A

3. To access other status line properties, choose More —
Current Date Options 2. In the Status Line o i

section, choose the line Thickness and Color.

4. By default the status line displays the width of the —
symbol. Choose to have the status line display “EE::/’\“
Three Times Symbol Height or Row Height.

&5For correct display of the status line Symbols: ¥ F o
Fill to Status Date or Bars: Fill to Status L
Date need to be turned on under Dates | Dates |

Related Settings.
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Fill to Status Date

With the Fill Symbol/Bar to Status Date features, the symbols and bars before the
status date are filled with color, while the symbols and bars after the status date are
hollow or filled with a user-defined color/pattern. After status characteristics are set
in the toolbox. To turn on the fill to status choose Dates | Date Related Settings |
Check on Symbols: Fill to Status Date and/or check on Bars Fill to Status Date.

£5An after status symbol can be a different shape.

Status Symbol

When using a Percent Compete SmartColumn to enter progress values for an activity,
it's best to create and add status symbols to each task row. When a new percent
complete value is entered, the status symbol moves to the corresponding date. Or, if
the status symbol is moved, the percent complete value changes accordingly.

The arrow symbols in the example below are status symbols.

To create a status symbol (see Chapter 2 pg. 2-21), double-click on a symbol within
the toolbox. In the Symbol Options dialog box select the Symbol Shape tab. Select
Status Symbol. Status symbols can be added to any task.

&5|f status symbols are not used in conjunction with a Percent Compete
SmartColumn, then percent complete values are converted to
Date Offset values. The Date Offset from the current date is a
value in days, hours and minutes that the activity is ahead/behind
schedule. As the current date changes, the resultant status date and
percent complete change (thus, the recommendation to use status
symbols). To work with date offset right click a task row. In the
menu that displays choose Date Offset/Status Date/%Complete.

25 All status symbols

Projects Status Overview

S First Second | porcent | anea | CAN b€ a deleted
Project Date January ‘ February ‘ March April C I Behind from a SChedUle
Project 1 2125 Q@ % Q ¢ by choosing Edit |
Delete |All Status
Project 2 31 S— | @ 5% o Symbols.

Project 3 6 1:&1111] Q@ Q@ s
Project 4 227 A]nnnnnm ™ 29% @ -3d
Project 5 3/15 ‘:Aﬂnlm @ 4% Q 13d

0 Status e Complete Areeene To be completed
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Status Date SmartColumn

The Status Date SmartColumn displays the status date of each activity.
1. Choose Insert | Rows, Columns | New Column | Dates.

2. Next, check on Status Date. This column will display the date of the first
status symbol on the task row or the computed status date based on percent
complete. By default the status date is the schedule’s current date.

Add a Percent Complete Symbol to a Task Row

The Percent Complete symbol can be used to illustrate a percent complete value.
These symbols can be added to the schedule directly to show the current percent
complete of a task row.

1. In the toolbox, double-click [projects status overview
on a symbol to be used  stas First | second | porcant | Ancad
as the percent Complete Project Date January ‘ February ‘ March ‘ April Comp Behind
63% |
Symbol Project 1 2/25 0 ) P 6% Q -5
81% |
2. Inthe Symbol Shape tab, |rroject2 3/ () T @ &% Q od
choose #97 from the list of o
Standard Shapes. Project 3 a6 0‘:‘:%““’] @ % Q@ s
29% |
3. To change the color or roets | 20 e > @
the percent symbol (#97) ‘
choose the Color/Pattern |c .5 | ans ™ I S— @ @ 1
Size/Shadow tab. ‘
5The After Status Co[or @ Status E— Complete L To be completed

should also have a
color.

4. To have the numerical percent show as symbol text, select the Default Text tab
and type in &percentcomplete in Line 1:.

5. To add a symbol which does not affect the computed duration for the task row,
change the symbol to a Comment Symbol on the Symbol Shape tab.

6. Add the symbol to a task row (see Chapter 3 pg. 3-2).

Percent Complete SmartColumn

The Percent Complete SmartColumn displays the completed portion of each activity
as a value, based on an activity’s completed duration divided by its total duration.
Create a Percent Complete SmartColumn to display the percent complete value, the
percent complete pie, or both.
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Create a Percent Complete SmartColumn

1.

Choose Insert | Rows, Columns | New Column | Percent Complete. The
Percent Complete Settings dialog box displays.

Check on Include Percent o s ==
Complete Symbol in S

column to dlSpl ay the [ indude Percent Complete Symbal in column Percent Symbol: S
. . [T show symbol onl __5 mbol on Left v oo 200 2
percent complete pie in the e

] Show Decimal Paint on Duration and % Complete. Please note that this setting applies to the entire schedule, not just
the current column.

column.
Summary Row Percent Complete
[ used Earned value Method to report % EV Column: Budget Column:
CheCk on ShOW SymbOI an}gﬁh;;;. sumeryens 1: No Name Assigned, | [ 1: No Name Assigned, ~
only to hide the percent =— e ey T e e
complete value and display P Coplte Grtes
H Set up Percent Complete Gridines.
the pie, only. — | )
Updating Percent Complete
Value and p ie formattin g Vo can e e Pecent Conpee i b g el i h ol oo e percentcomiee
o pt| ons: Nttt i he st acate prcent conets o, 15 sconeded tatyu st and s  taus
If your schedule has less than 100 working days, to achieve more accurate percent complete values you should
allow both hourly and minute date time sensitivity for your schedule.
e Forthe Percent
Allow Hourly Accuracy Date/Time settings [¥] Allow Minute Accuracy Date;Time settings
sym bo' ’ se l eCt a Percent Complete and Duration Settings
- OK.
symbol not currently e R T ]
. -Car\ca\
being used on the (650 Dt Acosa 8 st Count Duealion for Bars n Symbol)
Help

schedule. Milestones
will automatically convert
that symbol in the toolbox to the percent symbol, shape # 97.

e Choose a Symbol Size for the percent pie.

e Choose left, right or center alignment for the pie symbol. Percent value
alignment is based on the column alignment choice.

e Check on Show Decimal Point on Duration and % Complete for detailed
percent complete values.

Summary Row Percent Complete options:

e Use Earned Value method. Choose the More info button for an
extended explanation and additional schedule formatting instructions.

Press the Setup Percent Complete Gridlines button to create shading based
on the percent complete for each task row (see pg. 5-6).

Allow Hourly Accuracy and Allow Minute Accuracy ensure accurate percent
complete values on schedules of less than 100 working days.(Recommended)

Check on Split Duration Across Bars (just count duration for Bars and
Symbols) if using percent complete overrides on individual symbols and bars.

Choose OK to return to the Column Properties dialog box to add a column
heading title and format the column data.
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Percent Complete Gridlines

The Percent Complete Gridlines option is a horizontal shading feature that fills in

the task row within the schedule area by an amount determined from the percent
complete of a given task. Percent complete gridlines use the length of the available
schedule area to determine the amount shaded per task row. Therefore, a task that is
100% complete will have percent complete gridlines that fill the entire task row.

1. Choose Format | Gridlines | Percent Gridlines.

2. Check on Draw Percent Complete Gridlines to show the percent complete
gridlines in the schedule area.

Under Colors and effects, choose a Shade Color

Under Colors and effects,choose an Effects Target Color that blends with the
Shade Color when a Special Effects is chosen.

4. Under Special Effects, choose a fade setting for the two colors.

5. Under Select where to obtain percent, choose:

e Check on Use computed percent complete for each task to fill in the
schedule area of the task row according to its percent complete status.

e Check on Use value from column below then pick a column from the
drop-down menu which will compute the amount of fill for the schedule area
of the task row.

6. Under Gridline Height and Position, choose to have the width of the gridline
match the task row height, symbol size, multiples of the symbol size, fill the
upper half of the task row or lower half of the task row.

==== Factory Automation & Control System ====

Second

5/4 10027
Project Definition vV 45% (P
I 1
5/5 9129
Hold kick-off meeting [N 18% (B
L ] 11118
5/4 7120
Assign roles & resp. ‘{ Y 100%@
518 10111
Develop Statement of Work ‘( . ‘ 48% (P
6/11 8/6
Determine objectives —Elg—o 34% (§
9129
6/8 914
|dentify deliverables H@ 39% (§
1115
6/25 /9
Objectives and ST .
Deliverables ¥ 87% @
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Duration SmartColumn

A Duration SmartColumn can be used to show the amount of time worked. The
duration value can be shown in minutes, hours, days or weeks. Optionally, indicator
symbols, text and colors can appear based on the duration values.

Create a Duration SmartColumn
1. Choose Insert | Rows, Columns | New Column | Duration....

2. Choose a type of Duration column to insert:

e Duration: The working time between the first and the last symbol on a task
row.

e Used Duration: The amount of working time elapsed up to the status date.

e Remaining Duration: The amount of working time left from the current
status date to the scheduled end date of the task.

e Time Ahead/Behind: The difference between the current status date of
the task, and the current date of the schedule.

e Baseline Duration: Working time between the first and the last baseline
symbol on a task row.

Each column checked will be added to the schedule. Also, previously added columns
that are later unchecked in this dialog box will be removed from the schedule.

Set-Up Duration Settings

The duration display settings are found under Layout | Other | Duration Settings,
and are global for all duration SmartColumns.

e  Show Duration in: Choose days, hours, minutes or weeks.

e Customize Notation: Change the letter notation next to the duration
values.

e Check on Show Hourly as HH:MM to display hourly duration as HH:MM
(available for selection only if the user chooses to show duration in Hours).
47 hours and 17 minutes will display as 47:17.

e Check on Show Decimal Point on Duration and % Complete to display
duration SmartColumn values with two decimal places and Percent
Complete SmartColumns values with one decimal place.

e Check on Split Duration Across Bars to count only the symbol-horizontal
bar-symbol combinations’ and milestone symbols’ duration amounts. If not
selected duration will be counted from the first symbol on the task row to the
last symbol on the task row, which may include non-working “gaps” between
activities.
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Show Summary Duration in Calendar Time to display the duration of the
summary bar, not the total of lower task rows duration values.

Apply Resource Allocation Percent to display the duration value as
duration [x] the resource allocation percent. For example, if the duration

is 10 days and the resource allocation percent is 50%, then the displayed
value will be 5 days. Note that this option does not apply to the Remaining
Duration SmartColumn.

Graphical Indicators for Duration SmartColumns

While the Duration Settings apply to all duration SmartColumns, the Graphical
Indicator settings apply to individual duration SmartColumns (e.g., Duration, Baseline
Duration, Time Ahead/Behind, Used Duration, Remaining Duration).

To display symbols, text or colors based on duration values:

1.

A

For the appropriate column, click once on the column heading. This will display
the Selection tab for the column heading. On the left of the tab, choose Switch
to Column.

In the Column Type and Format section, click the Properties button.

Select the Graphical Indicators tab.

Select Pick indicator symbology based upon the following conditions.

Either choose Pre Selects for already defined indicators or select the 1
indicator to have the entire list of 20 possible indictors display. Then select any
one of the 20 to display the Indicator Conditions Settings dialog and set the
conditions (see Chapter 6 pg. 6-7).

Factors which Impact Duration Computation

The workday start and end times affect hourly duration values. To change:
Dates | More Date Settings | Hourly Minute and Shift Settings.

Whether or not Saturdays and Sundays are set as working days. Change
this setting in Dates | More Date Settings | Weekly, Daily, and Holiday
Shading.

Holidays that might have been indicated. Set up holidays for either the
current schedule or all schedules in Dates | Date Range Tools | Holidays
(schedule) or Holidays (global).
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Resource Allocation Percent SmartColumn

Control the effort of a resource assigned to a particular task by using a Resource
Allocation Percent SmartColumn. The resource allocation values can be entered for
each task row.

According to the Duration SmartColumn Settings, the resource allocation percent will
or will not be applied to the Duration SmartColumn’s values.

Create a Resource Allocation Percent SmartColumn

1. Choose Insert | Rows, Columns | New Column | Resource Allocation
Percent.

2. Click once on the new column’s heading and enter a column title under
Selection | Column Heading Text. Press Apply Text Changes button.

Enter a Resource Allocation Percent

Click the (T) Text tool in the toolbox, and enter values into the column cells.
=0r =
1. Click the (N) Arrow tool in the toolbox.

2. Click a column cell, the task row highlights and the toolbar changes to
Selection for that task row.

3. In Task Row Settings section enter a value under % of Listed Resource
Allocated to Task:.

Resource Allocation Percent Example

In the example, Team Alpha will FojectelStatusioverviow . =
be working on Project 2, 50% of Project [Team an | Feb | Mar | Apr ion % _|Duration
the time, and Project 4, 50% of - AlTeams| <y % 100% 1520
the time. _ This does not change — —
the durations of the tasks, yet Project 1 Team Beta olﬁzm 100% 64d
better indicates the effort needed o1 ai
to complete the tasks. Thus, the A Team Alpha| @ M—— S0% 22
overall usage of this resource is 6% g s

0 . . . Project 3 Team Gamma| O: 100% 50d
100% for this time period.

50% é % 33d

Here, the “Allocated Duration” ALK LT Q== S T
columnis a Duratlon SmartColumn. D oo T compee SN o
To show the impact of the resource

allocation percent on duration
choose Layout | Other | Duration Settings | Apply Resource Allocation Percent
for each task row to resultant Duration Display.
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Baseline a Schedule

Baseline scheduling is another way to display progress on the schedule. Directly
comparing the original schedule to the actual schedule.

Baseline can be added manually or inserted. Baseline symbols should be established
before adding them to the schedule. Baselines symbols have their own set of options.
Baseline symbols can be set up manually in the toolbox (see Chapter 2 pg. 2-21). Or,
the best practice is to use the Baseline Setup Wizard. The Baseline Setup Wizard
allows selection of the symbols and horizontal bars used for baseline automated
features, like Insert Baseline and Baseline SmartColumns.

Baseline Wizard

To access the Baseline Setup Wizard, choose Layout | Other | Baseline Settings.

1.

In the Baseline Setup Wizard’s first screen, select the down arrows, to choose

the symbol-horizontal bar-symbol combination to be used Baseline Start
Date (Task), Baseline End Date (Task) and Baseline Bar (Task).

Baseline Setup Wizard - Select Task Bar Symbals

The Picture Below Shows the Current Settings for Baseline Summary Bars and Baseline Task Bars.

25 Symbols available in
the drop downs, reflect

Summary Task -

the symbols and

Task 1

Task 2

Summary Bar On Unlocked

Baseline Start Date (Task) Baseline Bar (Task)

Unhidden

Baseline End Date {Task)

horizontal bars in the
toolbox.

Fighlight OFF

v‘ O O~

Normal Symbel

Select the Start Date Symbol, Bar, and End Date Symbol to be used for
the Next, Finish, or Apply button. You should not select symbols that y
purpases.

Vihen you Press Finish or Apply, the baseline symbols and bar will be sef
symbols will be converted to Saseline symbols if they are not dready de

Cancel < Back

In the Baseline Setup
Wizard’s second
screen, select the down
arrows, to choose the
symbol-horizontal bar-
symbol combination to
be used for Baseline
summary: Baseline
Start Date (Summary
Bar), Baseline End
Date (Summary Bar)
and Baseline Bar

A
-
>

T 25 Selected symbols may

NormalSymbol | * show as being normal,

Normal Symbal status or comment

Norma Symbo symbols. Once Apply

NormelSymbol or Finish is selected
the symbols become

baseline symbols.

Baseline Setup Wizard - Select Summary Bar Symbols

The Picture Below Shows the Current Settings for Baseline Summary Bars and Baseline Task Bars.

Summary Task

Eummary Bar On

Unlocked  Unhidden  Highight OFF

Baseline Start (Summary Bar) Baseline Bar (Summary) Baseline End (Summary Bar)

v| |D—D v‘ ‘ > Normal Symbol

<l normal Symbol

Select the Start Date Symbol, Bar, and End Date Symbol to be used for Baseline Summary Bars. Then
press the Next, Finish, or Apply button.

Wihen you Press Finish or Apply, the Summary Bar Baseline symbols and bar will be set as shown
above

Cancel

|==

<ok i

Apply

(Summary).
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3. Inthe Baseline Setup Wizard’s third screen, select from the following baseline
format options.

Show Baseline: \When not selected baseline will be hidden but still exist

on the schedule.

Lock Baseline: Symbols cannot be selected or moved. Baseline
symbol option in the toolbox will also be greyed out.

Highlight Baseline: Baseline symbols and symbol-horizontal bar-
symbol combinations highlight with yellow.

Hide Baseline Summary Bars (Lower level baseline will not be

affected.)

25 These options can also be checked on or off by choosing, View | Baseline.

Insert and Remove Baseline

Once baseline symbols are set-up and the schedule tasks have start and/or end date
information, insert the baseline.

1. Choose Insert | Baseline, DataGraph, ValueSet | Insert or Remove a
Baseline|lnsert Baseline.

2. The Insert Baseline dialog displays, choose one of the following options.

Insert baseline symbols
and bar at the same
dates as the existing
start and end dates on
each row. Thatis, a
single bar on each row
between the first and
last normal symbol.

Insert baseline symbols
and bars to match

each normal symbol
and bar on each row.
Thus, multiple baseline
symbols or bars may be
inserted on each row.

lan |Feh|Mar|Apr|Ma\r|Jun|Jul |Aug|Sep|0€‘l|Nw|Dec
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o Insert baseline lan | Feb | Mar | Apr | May | Jun | lul | Aug | Sep | Oct | Now | Dec
symbols to match each
normal symbol on each * ¥
row. Thus, multiple —  |------- oo
baseline symbols may
be insertedoneach |
row. YYY ¥ i A A

3. Symbols can be placed at 11 different vertical levels within a task row.
Choose the down arrow, for the option Select the vertical alignment within
the task row of the added baseline symbols and bars, to select the vertical
position at which the baseline symbols should be placed.

To remove baseline choose Edit | Delete | All Baseline.

Baseline SmartColumns

There are three SmartColumn options designed to display baseline data.

The Baseline Start Date SmartColumn and the Baseline End Date SmartColumn
will show the date of the first and last baseline symbols found on the task row. To
add a Baseline Start Date or Baseline End Date SmartColumn, go to Insert | Rows,
Columns | New Column | Dates.

Baseline Start Date and Baseline End Date SmartColumns can be used to insert
baseline symbols onto the schedule. The symbols used will be those setup in the
Baseline Setup Wizard.

The Baseline Duration SmartColumn will show the duration represented by the
baseline symbols on a task row. Go to Insert | Rows, Columns | New Column |
Duration | Baseline Dates. Duration settings have multiple options. To view and
select theses options choose Layout | Other | Duration Settings.
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Chapter 6: SmartColumns and Indicators

SmartColumns

SmartColumns automatically fill according to schedule data or entered data. For
example, the Duration SmartColumn calculates the length of time between the first
symbol and last symbol for each task row. Some SmartColumns can also display
indicators. The schedule below has five SmartColumns, two of which have indicators.

% PROJECT First |Second| Third | Fourth | First : Actual Cost
Duration | Budget A
Comp. ITEM 10[11]12|1[2][3]4]5]6|7]8]a]10]11]12 “ Cost | Variance

(D 45% |Proposal Team [ [ ] 539d $29,000| $27,000((Q) $2,000
@© 100%| Initialized O 1d $5,000)  $4,000/ Q) $1,000
D 56% Engineering [ ] 280d $10,000| $10,000( () $0
@ 28% Materials [ I ] 214d $3,000) $3500|(Q) ($500)
D 63% Finance [ ] 43d $6,000| $5500(()  $500
(O 0%| Finalized O 1d $5,000  $4,000/(@) $1,000
() 0% Proposal Signed @ 1d $5,000  $6,000| Q) ($1,000)
SmartColumns: SmartColumns with optional Indicators:
e In Chapter 3: e In Chapter 5:

* Dates * Percent Complete

» Symbol Count * Duration

» Symbol Text » Baseline Duration

* Task Number e In Chapter 7:

e In Chapter 4:

* ValueSet
* Outline Level )
« WBS Number e In this chapter:
.  Stoplight
e In Chapter 5: . Values
» Resource Allocation Percent  Calculation/Indicator
» Baseline Dates » Date From Symbol Automation Tag

e In Chapter 10: + Earned Value

* Microsoft Project Column
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SmartColumns with Optional Indicators

Milestones Professional SmartColumn indicators can show at-a-glance the status of a
task. In a schedule with hundreds of activities, it's helpful to display status “indicators”
to show (at-a-glance) which activities are under, on, or over budget; of long, medium,
or short duration; and complete, started or not started.

Milestones displays these status “indicators” in SmartColumns. Any toolbox symbol
can be displayed in these SmartColumns. The “indicator” displayed can also be text,
a number, color, percent pie or combinations of these items.

Indicators can be based upon conditions inherent to the column. This is true of two
columns: the Percent Complete SmartColumn and the Stoplight Smartcolumn. In the
Percent Complete SmartColumn, the percent complete pie is an indicator based upon
the percent complete calculation. In the Stoplight SmartColumn, the stoplights are

subsequently based upon the numbers 1-4 or 1-10.

In all other SmartColumns with optional indicators, the indicators must be based

upon user-defined conditions. The user can choose from a list of three pre-defined
indicator conditions or set up each condition individually. Indicators based upon user-
defined conditions may appear in these SmartColumns: Duration, Values, Calculation/

Indicator, ValueSet, and Earned Value.

Baseline Actual
Q2 Q3 Q4 Q1 Q2 Q@3 Q4 cost Cost
i e | $1,300000
53%  (])|Project Alpha |  $582,995(0.57 ¢ $1,100,000] $1,019,388|(Q) (5436,393)
| S
100% ()| Design $500,000(0.89 4 <:>_ $500,000]  $564,420((Q)  (564,420)
pum——
Fommmred 4 $1,100,000|
100% Q)| Test $400,000[098 ¢ P / $400,000|  $406,580((Q) (86,580
4
6% ()| Review $12060(152 4 E $200,000 $8528((Q) 84441
4
4 $900,000|
10%  (P)|Project Beta $80000(0.27 4 ——— $800,000]  $293464|/(Q) (5213.464)
[ s—
1
30% (| Design 120000115 {} H ‘_, 400,000  $104420((Q)  $15580)
1
1 $700,000|
0% Q| Test $0|0.00 v H E $300,000 0O $0
1
1
0% (0| Review $0[0.00 ¢ ! E_ $100,000 50O $0
" $500,000|
0% @ :’e‘:‘:‘” $80,000[0.53 ¢ ] C///— $800,000(  $150240((Q)  (670,240)
! S
1
1 =
30% (§| Design $120000/1.15 4} ] = $400,000|  $104420((Q)  $15580)
Il $300,000]
1 Ko smm— 3
0% (O Test $0[000 ¢ ! D — $300,000 30O $0
1
1 Po S— )
0% (| Review 50[0.00 ¢ ! D —3 $100,000 50O $0
$100,000|
Earned Value
Q Over Budget
Baseline Cost
[ O Budget = Actual
Q Under Budget
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Predefined Indicators

Optionally, choose to use predefined indicators for indicator SmartColumns.
Predefined indicators are located to the right of the Pick indicator symbology based
on the following conditions drop down menu in the Graphical Indicators tab of
SmartColumns in which indicators can appear. When chosen, the indicators in the
drop-down menu will automatically switch to the predefined selections.

Calculation Settings

You can show just the result of a calculation, just an indicator of the result, or both,
Graphical indicators are off by default. Press the Graphical Indicators tab to set them.

Caleulations | Graphical Indicators |

(-2 [l

Column to compare:

10: Mo Mame Assigned. - 1.00 : Align Symbol in Center -

i Display numerical value also.
@ Do not display indicator symbols
() Interpret value from compare column as a % and use the Percent symbol (type 97)
(@ Values between 0 and 1 represent the percentage
Walues between 0 and 100 represent the percentage )
(@) Pick indicator symbology based upon the following conditions:

Mo. |[ sym. |[5

=y

Status | Condition {dick to m

1 Ignore 0.00 < Value <= 100.00

Note: If you move, add, or delete any columns, be sure to come back to this sgfeen
and make sure that the proper columns are stil selected.

[ Do not do calculation on Summary Rows
[] Show result as a percent {result™100 with % sign added)

[ Just add a % sign after value

o
[ Automatic EV BCWS calculation is based on Baseline Dates (jf possible) 1,234
[ tnterpret column value as a Julian date and display as a date
[ Display resultant value as a Duration

<0, 0, or >0

[ Treat subtraction between two date columns as a duration calculation

Pre-Selects available:

0 O O The Red indicator will be placed in cells with a value less than
zero, the Yellow indicator with a value of zero, and the Green indicator with

a value greater than zero.

0 O O The Red indicator will be placed in cells with a value less than
zero, the Amber indicator with a value of zero, and the Green indicator with

a value greater than zero.

O O o 0 The Green indicator will be placed in cells with a value of
one, the Yellow indicator with a value of two, the Red indicator with a value

of three, the Blue indicator with a value of four.
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Stoplight SmartColumn

The Stoplight SmartColumn displays stoplight symbols, text and colors based on user-
entered numbers 1 to 4, (Standard Stoplights) or 1 to 10 (Custom Stoplights.)

Standard Stoplights: Built-in stoplights appear based on user-entered numbers 1-4
or alternately fill the cell with the designated color instead of the stoplights. G, Y, R,
and B can appear with the stoplights or in the color filled cell.

Custom Stoplights: Assign numbers 1 through 10 to any symbol, color and optional
text. Alternately, fill the cell with the designated color instead of the stoplights.

Create a Stoplight SmartColumn

1.
2.

Choose Insert | Rows, Columns | New Column | Stoplight.
Choose Standard Stoplight or Custom Stoplight.

For Standard Stoplights:
Standard Stoplight

(@ Mumbers 1-4: 1 =Green, 2 = Yellow, 3 =Red, 4 =Blue

[Cindude G, ¥, R, B Text

Under Standard Stoplight, choose Numbers 1-4.

25 |f a circle symbol is not found in the toolbox Milestones will add a circle
symbol in the toolbox at symbol position 30.

When 1 is entered in a column cell, a green stoplight displays. 2 displays a
yellow stoplight: 3 displays a red stoplight: 4 displays a blue stoplight

Check on Include G, Y, R, B Text to display these letters with their
appropriate stoplights or color-fills.

For Custom Stoplights:
Custom Stoplight
(@ Custom. Pick your own numbers, symbals, colors, and text,

Mumber: Symbol: Calor: Text:

oo o - (—

Under Custom Stoplight, choose Custom. Pick your own....
Select any Number, 1 through 10.

Select a Symbol to appear when that number is entered in a column cell.
Set Stoplight Symbol Alignment..

25 The list of available symbols for stoplights is generated from the symbols
in the toolbox. Therefore,if a symbol is not available in the stoplight list
add the needed symbol to the toolbox.
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e Select a Color for the symbol or column cell fill-color.

e Optionally, enter Text (up to 29 characters) to appear with the symbol or cell
fill-color. Set Cell Text Alignment:.

3. Optionally, check on Fill the cell with color instead of displaying a symbol.
The selected color, instead of the symbol, fills the column cell.

4. Select the Stoplight symbol size from .10 to 5.0.

&S For displaying indicator symbols or text based on other column’s
values or text, ranges of numbers, and calculation results, use
Calculation/Indicator SmartColumns, Values SmartColumns or ValueSet
SmartColumns.

Stoplight SmartColumn Example

In this Stoplight SmartColumn sampler, the two columns to the far left use the
Standard option of green, yellow, red, and blue symbols or color-fills with the optional
letters. The other two columns use the Custom option of matching any symbol, color
and text to numbers 1-10.

Standard Stoplight = Custom Stoplight | I

Custom Custom o
1to 10 11010 |Description Jan ‘ Feb‘ Mar | Apr ‘ May‘ Jun

T@T A Project A <———p

Activity 1A VA=V

Activity 2A [/

Activity 3A A—— V)

Project B =

Activity 1B [ /

Activity 2B [/

&
> D = € X A <«

g

Activity 3B [ /
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Values SmartColumn

A Values SmartColumn contains user-entered values that can automatically total
(roll-up) from lower task levels to upper, summary levels. A Values SmartColumn can
display values; symbols, text or colors based on those values; symbols, text, or colors
based on another column’s values; or a combination of these options.

Additional options include showing an average of lower level values instead of a total
on summary rows, converting the entered value to a percentage, adding a % sign to
the entered value, and overriding the summary row values.

Values SmartColumn Example

In this example, the Cost column values for Task A1 and A2 are automatically totaled
and displayed in Project A's Cost cell, the same for Project B. Cost values for Project
A and Project B are automatically totaled and displayed in All Project’'s Cost cell. The
symbols are displayed according to the values in each Cost column cell. The symbols
and conditions are user-defined.

W Active 30000.00 < Value <= 200000.00
¥ Active 0.00 < Value <= 14993.00

3 P Active 15000.00 < Value <= 29999.00

Here are the user-defined value ranges !
that cause the symbols to display in the
“Cost” Values SmartColumn.

Task Cost First Second
Jan ‘ Feb ‘ Mar Apr ‘ May ‘ Jun
All Projects * 43,100 Oﬁ
Project A v/ 13,500 O e— )
Task A1 v 7,500 ¥ |
Task A2 4/ 6,000 —
Project B ¢ 29,600 & S
Task B1 % 21,000 d
Task B2 3/ 8,600 ——
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Create a Values SmartColumn with Optional Indicators

1.

Choose Insert | Rows, Columns | New Column | Values. The Indicators for
Values Column dialog box displays.

_SeI(?ct Do not display P
indicator symbols i .
olumn to compare: ymbol size:

tO Create a Va|ueS 10: Mo Name Assigned. ~ : Align Symbal in Center ~
S ma rtCo | um n W|th va I ues O o ot deplay ncator synbols Display numerical value also.
and no |nd |Cato IS. () Interpret value fram compare column as & % and use the Percent symbal (type 97)

Values between 0 and 1 represent the percentage
-or- Values between 0 and 100 represent the percentage

(®) Pick indicator symbology based upan the following conditions:

Mo. || Sym. ||Status | Condition (dick to modify)... Opt, Text Pre-selects
SeIeCt Interpret Value ‘ 1 ™ Active -9993939999.00 < Value <=-0.0 v‘ Mone -
from compare column as

a % and use the percent Note: If you mave, add, or delete any columns, be sure to come back to this screen
and make sure that the proper columns are still selected,
symbol (type 97).

a. Select if the column to
compare has Values between 0 and 1 represent the percentage.

b. Select if the column to compare has Values between 0 and 100 represent
the percentage.

£5f this option is selected Milestones automatically sets up a percent
symbol at symbol position 31. If the symbol in position 31 is being used
on the schedule, set up a symbol shape 97 (percent symbol) in another
position in the toolbox. Then Milestones will use that symbol.

=Or=

Pick indicator symbology based upon the following conditions to display
symbols, text, and/or color based on the column values. How to set up
indicators will be in steps 8- on the following pages.

Column to compare: Select the column its self or another column with
information on which the indicators will be based.

£$The newly inserted column No Name Assigned is initially selected.

4£5Indicators can be displayed based on information from a column with text or
numbers. The numbers column must be a Values SmartColumn.

Select a Symbol size for the indicators that will display in the column.

If a values column is looking at its values and indicators are being used, check
on Display numerical value also to show the entered values along with the
indicator. If only the indicator is to be shown uncheck Display numerical value
also.

Align the indicator symbols left, center, or right in the column cell.

£51f values are being shown, the alignment of the values is based on the column
alignment.
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Pick indicator symbology based upon the following conditions

7. Click the drop-down arrow to view 20 active/ignored indicators and their
conditions.

(@ Pick indicator symbology based upon the following conditions:

e Any of these symbols can be

mmm{ Condition (dick to modify)... ][ Opt. Text ][_]

Changed to anOther SymbOI 1 Ignore 0,00 < Value <= 100,00
from the toolbox. Optionally, lote < i
choose from the Pre-Selects ™ IRl s r
(See pg 6_3) drop_down menu to shd 2 [ Ignore 0,00 < Value <= 100,00 ‘E‘
automatically assign indicators to & 3§ 1o 0.00 <vabe <= w000 i

the listed conditions. :Et 4 A Tonore .00 <Value <= 100.00

e All symbols are set to Ignore s Ionare 0,00 < Valus <= 100.00

until the user creates a condition
for them to appear, becoming
Active.

8. Choose one of the twenty symbols. The Indicator Condition Settings dialog
box opens:

Select the indicators

Indicator Symbol: @~ [CJFill cell with symbol color instead of drawing symbol.

Indicator Text: {Optional text to overlay symbol)

Symbal Color: | Reset |

e Choose an Indicator Symbol. They are the symbols from the toolbox.
e OR, choose to Fill the cell with the symbol color, not the symbol itself.
e Optionally, enter Indicator Text to appear with the symbol or color fill.
e Choose the Symbol Color for the symbol or color fill.

9. The indicator can appear based on a value in the column cell.

(@ Condition is based upon the value in a cell

-0.01 < Value <= 0.01

e Choose Condition is based upon the value in a cell.

e Enter the values so the indicator will appear when a cell's value is greater
than the first value and less than/equal to the second value.

25Do not use commas or currency signs when entering values.
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10.

11.

12.
13.

14.

15.

The indicator can appear based on text in another column’s cells. This would
require a Column to compare reference which contains text.

(@ Condition is based upon finding textin a cell in column

Column compared to test this condition contains the text below:

False

e Choose Condition is based upon finding text in a cell in column.

e Enter the text to have the indicator appear when a cell contains that text.

Choose OK to return to the Pick indicator symbology based upon the
following conditions list.

Repeat Steps 7 - 11 to display other indicators.
More options:

e Show result as a percent. The values will be multiplied by 100, with a %
sign added (.35 becomes .35 x 100 = 35%).

e When shown on Summary Bar, show average: The summary row values

will be an average of lower-level values instead of a sum.

e Justadd a % sign after value: The % sign will be added to the value (35
becomes 35%).

e  On Summary Rows show value in cell: This will override summary row
values (which are normally sums or averages of lower-level values) with
user-entered summary row values.

e Automatic EV BCWS calculation is based on Baseline Dates (if
possible): Assigns an earned value calculation to baseline symbols.

e Interpret column value as a Julian date and display as a date: \When
date SmartColumns are used in calculations, they are converted to a
number. However, the result of the calculation will be displayed as a date.

e Display resultant value as a Duration: Converts values entered into
duration values.

e Treat Subtraction between two date columns as a duration calculation

Select so non-working days are not included in the result..

» Off set calculations by 1: Select to subtract dates and not consider
each day as a full day 1/2/2020 - 1/1/2020 = 1. If not selected then 2 is
calculated answer.

Choose OK to return to the Column Properties dialog box to add a column
heading title and format the column data.

Finally, exit all dialog boxes. Enter values into the column cells and see the
indicators display accordingly.
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Calculation/Indicator SmartColumn

Calculation/Indicator SmartColumns display values and/or value-driven indicators
through these methods:

e  Multiply, divide, add, or subtract any two columns with values.

e Multiply, divide, add or subtract a column by a constant value.

e Multiply a column by percent complete or percent not complete.
e  Multiply a column by percent duration to current date.

e Display indicator only. Symbols, colors, or text based on calculated values,
user-entered values from another column, or text from another column.

The results of one calculation column can be used in another calculation, or shown as
a percent.

Calculation/Indicator SmartColumn Example

Calculation SmartColumn
First Units Price Total
ltems January February March Sold per Unit | Sales
All ltems O 0] 377 $43 $16,211
10 Units 15 Units 20 Units
Item 1 45 $35 $1,575
18 Units 14 Units 22 Units 23 Units

Iltem 2 * * * * 77 $35 $2,695

35 Units 26 Units 33 |Units 28 Units
Item 3 O O [ O 122 $62 $7,564

33 Units 14 Units 42 Units 19 Units 25 Units
Item 4 L 2 L 2 L L L 2 133 $40 $5,320

The symbols in this schedule have numbers associated with them, shown in the
symbol text.

These numbers, which are part of a Symbol ValueSet, are added up in the “Units

Sold” column (a ValueSet SmartColumn).

“Total Sales” is a Calculation/Indicator SmartColumn that multiplies the “Units Sold”
column by the “Price per Unit” column.
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Calculation/Indicator SmartColumn Options

column and a constant value
(10 in the example below) and
show the resulting values and/or
symbols:

Total
Cost

56,250 W
$4,250

Units

625

425

1. Make a calculation between two | 4. Make a calculation between a date
columns and show the resulting column and the current date and
values: show the resulting values and/or

Costto | Budget symbols:
Budget . Start Current | Start Date minus
Date minus Cost
Date Date Current Date
51,250 5800 5450 6/2/2016 | 8/15/2016 71
51,000 $1,000 S0 7/25/2016 | 8/15/2016 21

2. Make a calculation between two | 5. Make a division calculation and
columns and show the resulting convert the results to percent values
values with symbols, text or and pies:
colors: Units Units Percent

Budget Costto | Budget sold sold
Date | minus Cost
625 355 |57% (B
$1,250 | ssoo (O 3450 ®
425 400 94%
$1,000 | $1,000 () 50
Costto | Budget 6. Show various symbo!s, text or colors
Budget . based on the values in another
Date minus Cost
column:
41,250 | 3800 ®)
$1,000 | $1000 | O sales Indicator
Target 54500
Costto Budget
Budget Budg 45,000 () over
Date minus Cost
4,000 ) under
1,250 200 UMDER
? > $4,900 () over
51,000 | $1,000 OM
3. Make a calculation between a 7. Use a calculation result in another

calculation.
“Target vs. Actual Sales” uses the “Units
(x) $ per Unit” results in its calculation:

Units | $ per | Units(x) Target Sales

Sold | Unit |$ per Unit Sales Variance
45 | 100 | 34,500 $5,000 |(ss00) @
50 | 100 45,000 s1,000 (31,000
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Create a Calculation/Indictor SmartColumn

These instructions assume the user

has created two Values SmartColumns whose

column values can be used in a calculation.

1. Choose Insert | Rows,
Columns | New Column |
Calculation/Indicator.

2. Under the Calculations tab,
choose Calculation of Two
Columns.

3. Choose two columns and a
calculation operator (- + x /).

4. More options:

e Do not do calculation
on Summary Rows:

Calculation Settings

You can show just the result of a calculation, just an indicator of the result, or both.
Graphical indicators are off by default. Press the Graphical Indicators tab to set them,

Calculations | Graphical Indicators

Constant:
1.000

@ Calculation of Two Columns (or Column and Constant)
[20: Mo Name Assigned. '] [20: No Mame Assigned. -

x -

() Column times Percent Complete

20: No Name Assigned. - x

() Column times Percent Mot Completed

20: No Name Assigned. - x

() Column value times % of duration to current date

20: No Name Assigned. v X % Duration to
Current Date

Useful when using another column value to drive an indicator.

% Complete

% Not Complete

[] Use Baseline Duration
() Indicator only

Note: If you move, add, or delete any columns, be sure to come back to this screen
and make sure that the proper columns are stil selected.

[ Do not do calculation on Summary Rows
[ Show result as a percent (result™100 with % sign added)

[ Just add a % sign after value

Lowe r Ievel Val ues wi | I [] Automatic EV BCWS calculation is based on Baseline Dates (f possible)
[Tl interpret column value as a Julian date and display as a date

(add Up) and popl‘”ate || Display resultant value as a Duration

th e Su m mary row [ Treat subtraction between two date columns as a duration calculation

percent. The values will be multiplied by 100, with a % sign added (.35

Just add a % sign after value: The % sign will be added to the value (35

Automatic EV BCWS calculation is based on Baseline Dates (if
possible): Assigns an earned value calculation to baseline symbols.

Interpret column value as a Julian date and display as a date: \When
date SmartColumns are used in calculations, they are converted to a
number. However, the result of the calculation will be displayed as a date.

Display resultant value as a Duration. Converts values entered into

e Showresultas a
becomes .35 x 100 = 35%).
[ )
becomes 35%).
[ )
[ ]
[ ]
duration values.
[ ]

»

Treat Subtraction between two date columns as a duration calculation
Select so non-working days are not included in the result..

Off set calculations by 1: Select to subtract dates and not consider
each day as a full day 1/2/2020 - 1/1/2020 = 1. If not selected then 2 is
calculated answer.

To just create a calculation column, stop here by clicking OK.

If indicators are to be added to the column (see pg. 6-7 through pg. 6-9) for
instructions.

SmartColumns and Indicators 6-12



Date From Symbol Automation Tag SmartColumn

Calculate the difference between two milestone dates on a row with multiple
milestones using the Date From Symbol Automation Tag SmartColumn.

Date From Symbol Automation Tag SmartColumn How To Example

1. Insert a Date From Symbol Automation Tag SmartColumn. Insert | Rows
and Columns | New Column.
2. In the Symbol Automation Tag Choice | ™« uemtentss Czwm S e

. . . Use this screen to c
d|a|og bOX Wthh dISpIayS, Under SymbOI symhnlmmamahd'\lr\gmgv\lllheusedmnhmwnﬂ'\edate
- . Note, in the symbol tag field, use "number, datefield™: 2,datel
Automation Tag Text choose Date1 field. e -

Symbal Automation Tag Default Symbol Type
Text: v 2

£5If symbols are already tagged from

importing, choose their tagged field . -
(see Chapter 10, 11 and/or 12).

3. Select a symbol.
25 The list of available symbols is generated from the symbols in the toolbox.

4. Select OK then OK again. Now the column will be added and the Column
Heading will be added as Date1. Which can be modified, e.g. add Design.

£51f the symbols are already tagged the column will also populate with the
dates of the tagged symbols (see Chapter 10, 11 and/or 12).

5. In the toolbox double click the symbol that was selected in step 3.

. Symbol Options =]
e  The Symbol Options dialog box
displays. Choose the Default st | licg o] it

Text tab.

s syl Exch tme s synbal s plced an theschedu,
ol te n change it later by double-ciing on

° In the Default Symbol Tag field
enter a Unique ID, either text or
number (same unique id can be
used with each symbol tagged)
then a comma then the tag field
selected in step 2, e.g. 1,Date1.

'

o
 Ent oo dears the I b\ it
<ady been pic o et

10: Date 1 De:
00t 10esp =
i0at 10 ~

The
h
b
Line: Insert Text from Column below:
it
2
3
Det

fault Symbol Tag: 1Date1

2SFor symbols already on the
schedule, use the (\) Arrow |
tool to select one. The ) ,
toolbar changes to that O e P T e

. A T = 1 Sze/Colar [ Summanyhark [| Netes [| Hypeninks [| Consvaint | B L rRueH |
Symbo's seleCtlon Optlons- 1bol Automation Tag SmartColumn

Choose the Symbol Links Datel | w \ - [
tab. In the Automation Tag : aesglq | Tm‘ =
box type in the tag (Unique 25207 Ay A ]

ID Comma Field) e.g.
1,Date1. Press the =1 Apply changes button.
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6. Insert a second Date From Symbol Automation Tag SmartColumn. Follow steps

2-5 picking a different field like Date 3 and a different symbol.
8~

Use this screen to cause a date from 2 tagaed symbol to appear in a column, The first
symbal with a matching tag wil be used to abtain the date.

Symbol Automation Tag Cheice Symbol Options

| Textand bate Properties | Default Text

[

Mote, in the symbol tag field, use "number, datefield”: e.q. 2,date1 Symbol shape | color,

Symbol Text

Key any default symbol text for this symbol. Each time this symbol is placed on the schedule,
Symbol Automation Tag the text below will be set as the symbol text. You can change it later by double-clicking on
the symbol on the schedule and replacing the text.

Default Symbol Type
for new Symbols:
al -

Cancel

The text you enter here will notreplace the text of any of these symbal types once they
have been placed on the schedule. The Clear Entries button only dears the lines below. It
has o effect on symbols that have already been placed on the schedue.

Line: Insert Text from Column below:
1 40: Date3 Produs ~
- 2 10: Date3 Produs +
T_Tes [ SeeiColor [|Summany/Mark || Motes || Hypedinks || Consvains | ValueSets
= Default Symbol Tag: 1,Dste3
ibol Tag SmartColumn =
Datel Date3 a1 I a2 I
Design | Production| san [ Feb [ mor | apr [ may | mn L i
g Test OK. Cancel
1/23/2017 6/7/2017 ) A I
1/23 3/21

Insert a Calculation/Indicator column (see pg. 6-12) Insert | Rows and
Columns | New Column.

In the Calculations Settings dialog box which displays, set the Calculation
and optionally the Graphical Indicators, e.g. as shown.

Calculation Settings

Caleulations | Graphical Indicators

You can show just the result of a calculation, just an indicator of the result, or both.

Column to compare: Symbol size:
Graphical indicators are off by defaut, Press the Graphical Indicators tab to set them 10: Days to Production v 22 * [alignSymbolin Center -

Calculations | Graphical Indicators
@ Calculation of Two Columns {or Column and Constant) [
[9: Date3 Production - [8: Date1 Design -

Display numerical value alsa,

@ Pick indicator symbology based upon the following conditions:
1 . Active 126,00 < Value <= 1000.00

0

Active 1,00 « Value <= 124,00

Now add symbols to the schedule. As tagged symbols are added their dates
will fill the appropriate Date From Symbol Automation Tag SmartColumn. Also
the Calculation/Indicator SmartColumn will populate with the calculated function
value between the two Date From Symbol Automation Tag SmartColumns.

Amount of time from Date 1 Design to Date 3 Production
Using the Date From Symbol Automation Tag SmartColumn
Q2 ‘ Q3 s Datel Date3 Days to
Task son | Feb | Mar | Apr | May | wn | sl | Aug | sep | oct | nov | Dec | Design | Production | Production
e e
Major Milestones Project 1 @) A ] @ 1/25/2017 6/7/2017 @ 3
1/25 3/21 6/7 8/10
Maijor Milestones Project 2 @) A [ 2/21/2017 | 6/17/2017 () 116
2/21 4/12 6/17 9/21
o peier
Major Milestones Project 3 @) A ] ® 3/18/2017 |  7/11/2017 () us
3/18 5/2 7/11 10/25
Major Milestones Project 4 (@) ] 4/6/2017 8/27/2017 @ 43
4/6 5/20 8/27 11/30
Date 1 A Date2 | Date3 Date 4 o <125 @ 125
Design Test Production Delivery days days
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Earned Value SmartColumns and Reports

Earned Value Management

Earned Value Management (EVM) is a project management system that combines
schedule performance and cost performance to answer the question, “What did we
get for the money we spent?”

Basic concepts of EVM:
1. All project steps “earn” value as work is completed.

2. The Earned Value (EV) can then be compared to actual costs and planned
costs, to determine project performance and predict future performance trends.

3. Physical progress is measured in dollars, so schedule performance and cost
performance can be analyzed in the same terms.

Earned Value has been used since the 1960’s by the Department of Defense as a
central part of the C/SCSC (Cost/Schedule Control Systems Criteria). Recently, the
DOD revised the 35 criteria contained in the C/SCSC and produced the 32 criteria for
EVMS (Earned Value Management Systems).

These criteria have since been accepted by the American National Standards
Institute/Electronic Industry Association as a new standard, called ANSI/EIA 748.
Now, EVM is being used in a wider variety of government contracts, and is spreading
through the private sector as a valuable tool for project managers.

EARNED VALUE

% o & S v Jw v [ [ BAC BCWS ACWP BCWP EAC
Complete S[F[m[A[m[s] 3]s o[N]o|s]F]m|a[m[s| Budget |Planned Value | Actual Cos | Eamed Valu | CPI Method

o 53% o ($516,997) °($436‘385) Project Alpha $1,100,000 $1,100,000| $1,019,388 $583,003| $1,923,363

@ 100% QO $0|@ ($64,420) Design $500,000 $500,000|  $564,420 $500,000|  $564,420
@ 100% QO 50|@ ($6,580) Test $400,000 $400,000|  $406,580|  $400,000  $406,580
C. 44% o (8111,837)| O $79,635| Review $200,000 $200,000 $8,528 $88,163 $19,346

7
A
@ 10%|Q (5720,000)(Q) ($63.224)|Project Beta @ $800,000 $800,000|  $143,224 $80,000| $1,432,240
{

(™ 30%|(Q ($280,000)(() $15580| Design $400,000 $400,000| $104,420  $120,000]  $348,067
N 35%|Q ($194,224)|(D $105,776| Test $300,000 $300,000 $0 $105,776|  $300,000
™ 30%/Q (570,000 $30,000] Review OJ: $100,000 $100,000 50 $30,000  $100,000
/ $0.00]
Planned Value
Earned\Valle (== summary @®—@ Summary ~—— Baseline O Actual ¥ status

- Actual Cost Baseline

Budget
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Earned Value SmartColumns

Milestones Professional makes it easy to show Earned Value metrics with a simplified

SmartColumn selection screen. Choose Insert | Rows, Columns | New Column |

Earned Value....

Budget-at-Completion and Actual

Insert Earned Value Columns

Cost are necessary fields to derive
further EV calculations, so those
two columns are pre-selected.

Any columns that are checked will
be added to the schedule; any
columns that are unchecked will
be deleted.

The following list provides the
basic calculation performed and
description of each main EV
SmartColumn. Note that there are
multiple versions of EAC and VAC,;
for a detailed description of these
columns see Help | Help Topics |

Data Entry Columns (Required for Earned Value)

Select the Earned Value Columns you would like to use. Budget and Actual column are required, thus
they are pre-selected. You must enter values into the Data Entry columns. All the other columns are
automatically calculated based upon % Complete.

Budget at Completion (BAC). Also called Budget, Performance Measurement Baseline (PMB), or

just Baseline Cost.

Actual Cost (AC). Also called Actual Cost of Work Performed (ACWP).

Automatically Calculated Columns (Optional)

Planned Value (PV). Also called Budgeted Cost for Work Scheduled (BCWS).
Earned Value (EV). Also called Budgeted Cost for Wark Performed (BCWF).
Cost Performance Index (CPI).

[] To-Complete Cost Performance Index (TCPI).

[] Cost Variance (CV)

Schedule Performance Index (SPI).

[] Schedule Variance (sv)

[] Estimate at Completion (EAC) - Cumulative CPI Method

[] Estimate at Completion (EAC) - Cumulative CPI x SPI Method

[ Estimate at Completion (EAC) - Overrun-to-Date Method

[7] Variance at Completion (VAC) - Cumulative CPT Method

[7] Variance at Completion (VAC) - Cumulative CPT x SPI Method

[] variance at Completion (VAC) - Overrun-to-Date Method

Cancel

Earned Value.

Budget at Completion (BAC) - Overall approved budget for a task.

Actual Costs (AC or ACWP) - Total amount spent on a task up to the current
date.

Planned Value (PV or BCWS) - The point along the time-phased budget that
crosses the current date. Shows the budgeted cost of scheduled work as of the
current date.

Earned Value (EV or BCWP) - BAC x Percent Complete. The budgeted cost of
completed work as of the current date.

Cost Performance Index (CPI) - Earned Value / Actual Costs. Cost variance
related as a ratio instead of a dollar amount. A ratio less than 1.0 indicates that
the value of the work that has been accomplished is less than the amount of
money spent.

To-Complete Performance Index (TCPI) - (BAC-EV) / (BAC-AC). Indicates the
CPI required throughout the remainder of the project to stay within the stated
budget.

Cost Variance (CV) - Earned Value — Actual Costs. The difference between
the work that has been accomplished (in dollars) and how much was spent to
accomplish it.
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Schedule Performance Index (SPI) - Earned Value / Planned Value. Schedule
variance related as a ratio instead of a dollar amount. A ratio less than 1.0
indicates that work is being completed slower than planned.

Schedule Variance (SV) - Earned Value — Planned Value. The difference
between what was planned to be completed and what has actually been
completed as of the current date.

Estimate at Completion (EAC) - AC + ((BAC-EV)/CPI). A forecast of total costs
that will be accrued by project completion based on past cost performance
trends.

» Overrun-to-Date method: EAC = (Budget-at-Completion - Earned Value) +
Actual Cost. Assuming spending patterns remain the same, EAC: Overrun-
to-Date forecasts the total amount to be spent by adding costs incurred to
date to the remaining work to be earned.

» Cumulative CPI Method: EAC = ((Budget-at-Completion - Earned Value) /
CPI) + Actual Cost. The EAC: Cumulative CPI Method forecasts the total
amount to be spent by adding costs incurred to date to the remaining work
to be earned, which has been weighted against the current CPI performance
value.

» Cumulative CPIxSPI Method: EAC = ((Budget-at-Completion - Earned
Value) / CPIxSPI) + Actual Cost. The EAC: Cumulative CPIxSPI Method
forecasts the total amount to be spent by adding costs incurred to date to
the remaining work to be earned, which has been weighted against the
combined current CPIl and SPI performance values.

Variance at Completion (VAC) - EAC — BAC. The difference between the new
Estimate at Completion and the original Budget at Completion.

» Overrun-to-Date method: VAC = EAC: Overrun-to-Date minus Budget-at-
Completion.

» Cumulative CPI Method: VAC = EAC: Cumulative-CPIl-Method minus
Budget-at-Completion.

» Cumulative CPIxSPI Method: VAC = EAC: Cumulative-CPIxSPI-Method
minus Budget-at-Completion.

Once values have been entered into the Budget and Actual Costs columns, the
Earned Value SmartColumn will perform the necessary calculation and display the
results automatically.

Any of the EV SmartColumns can be used to drive a Type 3 ValueSet and graphed
either below or overlaid on the schedule.

EV SmartColumns are capable of displaying indicators, while the CPl and TCPI
columns have pre-programmed indicators.
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Earned Value Reports

Any schedule that has the appropriate Earned Value SmartColumns in use can
generate several types of EV Reports.

Choose Tools | Reports | Earned Value | Estimate at Completion, CPl Report, CPI
with TCPI Report, SPI Report, Actual Cost/Planned Value/Earned Value Report,
Earned Value Schedule Status Report, Earned Value Dashboard Report.

Contract Review - Earned Value Report
Flask ?;dA%e)‘ (B(;YVS) (Bg\\I/VP) (Aé\?VP) oLt Gotober | N:‘?::ber [ Decomber GPL | v TeR ) sk
Task 1 $950(  $659|  $686| $725 O —ey 4@ 005 (S39)O 117 104
Task 1-A $300(  $213|  $225 5200 © —_—tg'  _ lo 113 ssle 075 105
Task 1-B $400 $300 $310 $350, O :?ﬂ 7@ 0.89| ($40)|®@ 1.80 1.03
Task 1-C $250|  $145| 151 $175) O :?ﬁ Mo 086 ($24)® 132 104
Task 2 $1300|  $628| $688| $500 O — © 138 $188)® 076 1.10
Task 2-A $725|  $342)  $403| $200[ O —_—t ©® 201 $203@ 061 1.18
Task 2-B $225|  $105  $127| $100, O —2—y o 12| szle or| 120
Task 2-C $350|  $180|  $159| $200 O p.éﬁ ss0@® 0.80 (841)|© 127| 0.88
Task 3 §1775|  $654| §715| $150 O B © 4.77| $565/© 065 1.09
Task 3-A $550 $296 $310 $150, O = MM@ 2.07| $160|®@ 0.60 1.05
e 20 s O
p—
Rl Actual Cost/Planned Value/Earned Value 200 ol

purEviAC

v s1si03s
100 {—
—
v 520805
w . .
wc 517
simate st Completion —
o o
CostPeformance Inder o
samseo S B
= Whems o
s e

Copy Report to Gipboard

[ZIEAC CPI Method
[ZIEAC CPIXSPI Method
[ZIEAC Overrun to Date Method
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Currency and Numbers Format

When a schedule is initially created and saved, the currency and number formats
(based on Regional and Language Options) are saved and carried with the schedule.
Thus, if numbers are originally set to display with a comma as the grouping symbol,
then they will continue to display as such, even if the schedule is displayed on a
system where the default separator is a period.

For example, if a Milestones user in the UK who is using pounds for currency sends
a Milestones schedule to someone in the United States who is using dollars for
currency, then the Milestones schedule will retain the pounds setting.

In previous Milestones versions, numbers displayed in Values SmartColumns and
ValueSet SmartColumns did not display grouping separators, such as commas. To
retain this setting found in previous versions, choose Tools | Program Options

| General, and uncheck Use current regional settings to format numbers.
Unchecking this default setting will, for example, display a number as 10000 instead
of 10,000.

Change the Number Format and Number Grouping Options

Number and currency settings apply to the current schedule only.

1. Choose Format | International | International, Number, and Currency
Settings | Number Format.

2. Select from the display settings options:
e Leading zeros

e Negative Number Format
e Decimal Symbol

e Digit grouping symbol

e Digit grouping

Change the Number of Decimal Places Displayed in a Column

1. Click once on the column heading of the column containing the values. This
activates the toolbars Selection menu for the column heading selected.

| Switch to

2. Inthe Selection menu for the column heading choose i e
Switch to Column.

3. In Column Type and Format section find Decimal Places select a number
from 0 to 5.
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Display the Currency Symbol with a Column’s Values

1.

3.

Click once on the column heading of the column containing the values. This
activates the Selection menu for the column selected.

In the Selection menu for the column heading choose i i: ._.r:'"t'c
Switch to Column.

In Column Type and Format section check on Currency.

Change the Currency Symbol and Other Currency Formats

1.

Choose Format | International | International, Number, and Currency
Settings | Currency Format.

Select from the display settings options:

e Currency Symbol, enter up to four characters (e.g. $)
e Positive Currency Format

e Negative Currency Format

e Decimal Symbol

e Digit grouping symbol

e Digit grouping
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Milestones Professional offers many ways to enter, display, calculate, and graph
numbers. These numbers can represent values such as budget, cost, earned value,

man-hours, units, and materials.

Milestones offers specialized columns for entering and calculating values; ValueSets
for entering values in groups, and three graph areas (DataGraphs) for displaying line

and bar graphs of ValueSets.
Each of the three available DataGraphs can contain up to

A sample of a DataGraph with three ValueSets (“Budget,”
“Remaining Funds”) is shown below:

8 ValueSets.

“Costs to date” and

Remaining Funds ($58.33) $76.37 $300.34
Coststodate| $89430: $125816: $2,079.82:
Budget| $83596! §133453! $238016!

Remaining Funds H

s4000.00 I b eomccommae i
Costs to date
$2,000.00 ' ' H
Budget  TTTTTTTITTTTTTTTOOA T )
$0.00 i i i

$2,14327: §1,184.26 $54.10
$1,057.72: §1201097: §718.03
$3,20099 ! $2476.23 | $772.13

Values can be displayed as cumulative. The same DataGraph above, with the same

ValueSets set to be cumulative, is shown below:

Remaining Funds ($58.33). $18.03 $318.37 .

Coststo date|  $89430: 3215246 354,23228.

Budget|  $83596: $2170.49: $4,55065!

Remaining Funds H

$1_2_,(_JEJ_0__[_JEJ _______________________________________ i _
Costs to date
$6,000.00 : :
Budget ~ TTTTTTTpTTTTTooToon fpeseessoseaseg S - =
$0.00 : ' :

5246164 $3,64590: $3700.00
§5,200.00: §658197: $7,300.00
$7,75164 $10,227.87 ! $11,000.00

ValueSet SmartColumns sum and display values from specific ValueSets for each
task row, with optional indicator symbols, text or colors is shown below:

Grant Proposals and Project Tracking
Funding e} ] Q2 Q3 Budget Costs Remaining
Project Name S Feb | Mar Apr | May ‘ Jun Jul L LelEils Al
Project 1 Qo i i 'y ¢ O $2,000 $1,400 $600)
210 : 5126 2 w2
Design O : $800 $800 50
Construction O I:l $1,200 5600 $600
g g 2 0 m
Project 2 Q SR e O ‘ $1,800 $1,000 5800
212 : 319 : : 512 1 616
Design O i i | $600] $600| $0
2121 f 31
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Generally, the overall process of entering and displaying values in a DataGraph is as
follows:

1. Create ValueSets that will contain values. 5 types of ValueSets are avialable
(see pg. 7-3).

2. Enter values into those ValueSets.
3. Create a DataGraph that displays those values as a line, bar and/or point.

The DataGraph and ValueSet Wizard (under the Tools | Graph Options |
DataGraph and ValueSet Wizard menu) steps through the creation and display of
these ValueSets and DataGraphs.

It's also possible to create and edit ValueSets and DataGraphs directly, without the
wizard. The process is described in the following pages.

WORK PACKAGE 1 v | %
COMPLETE
DESCRIPTION Jul Aug Sep Oct Nov Dec Jan Feb Mar
I
A 1
TEST MOTOR DESIGN ‘ D
$395 $490 $474 $490 $474 $490 $490 $221
$431 $534 $517 $534 $517 $466 ‘
R |
A—————N[reoeme—Y BRAFF————— P \/ FINAL
TEST & VERIFICATION PLAN O
$402 $623 $603 $623 $603 $623 ‘ $623 $121
$243 $376 4364 $376 $364 $328 |
A |
A 1
DESIGN PLAN ! D
$73 $206 $199 $206 $199 s206 | 206 $159
$248 $698 $675 $698 $675 $608 ‘
A |
- 1
SYSTEM DESIGN ANALYSIS 0 )
$271 $902 $932 $902 $932 ‘ $932 $842 $631
$177 $591 $610 $591 $531 |
A A ,‘
SYSTEMS ENGINEERING AND a ‘ D
INTEGRAVION $44 $450 $436 $450 | $450 $406 $319
$86 $886 $857 $771 |
smmsnnn Budget $4,000
------- Actual $3,104 43,004
$3,200 Vs " $2,703
T T T P ——e
2,400 L $2,232 ‘::‘, ELELED CbL bt ‘et N
51785 A 5
- 2,700 6 2,700 2,700 *
$1,600 %-’"‘ "r‘i; g 52613 8 & ."1
E llt‘::" ; - $1 AN
$800 3 $1,589 i b
S
e SO S8 =
Budget $870 $2,459 $4,680 $7,381 $9,994 $12,695 $15,395 $17,144 $18,095
Actuall %921 . $1,785 $2,232 3,104 $3,004 $2,703
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ValueSets

ValueSets are user-defined sets of numbers ($400 in sales, 52 hours, 135 purchases,
etc.) associated with a time period, such as days, weeks, months, quarters, or years.
All ValueSets within a schedule must use the same time period. For example, daily
and weekly ValueSets cannot be combined in the same schedule.

Values from ValueSets can be graphed in one or more of the schedule’s DataGraphs.

ValueSets are created and formatted under Tools | Graph Options | Setup
ValueSets.

There are five different types of ValueSets available:

e Type 1: Keyed-in Global Values: Enter values by time period for the whole
schedule - such as monthly budget values.

e Type 2: Sum of Values Keyed into Task Rows: Numbers are entered by time
period for each task - such as separate monthly budget values for Task 1, Task
2, etc. When the schedule is outlined, only the lowest outline level tasks should
receive values because entered values roll-up to upper level tasks.

e Type 3: Allocate Column Values Across Timeline: Values are entered into a
column. The column value for each task is spread across the task’s duration.
Optionally, values can be allocated to the current date, or allocated from
the current date to the end of the task’s time span. Also, the values can be
allocated to the task’s baseline time span.

e Type 4: Use Values from Symbols: Values can be attached to any symbol.
Those values are graphed according to the time period in which each symbol
resides.

e Type 5: Total of other ValueSets: Values from selected ValueSets are totaled
and graphed, such as “Overhead Cost” ValueSet + “Labor Cost” ValueSet =
“Total Cost” ValueSet.

Any of the five different types can be used in the same schedule and placed in the

same DataGraph. The chapter pages that follow describe each type of ValueSet in
more detail.
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Type 1 ValueSet: Keyed-in Global Values

In this type of ValueSet, values are applied to the date range of the schedule which
are entered by the time period selected.

Values are displayed in the DataGraph as bars,lines or points. Also, numeric values
can be displayed above, below and/or near the DataGraph points.

TASK JANUARY FEBRUARY MARCH APRIL

ANALYSIS

DESIGN

MODELING

BUDGET $300.00
L |

$150.00 ) - L e 1 ! ] - -
$0.00

BUDGET| $200.00 $300.00 $200.00 $300.00

1. Choose Tools | Graph Options | Setup ValueSets. The Create or Edit
ValueSets dialog box displays, revealing 9 Available ValueSets, as shown

below.

Create or Edit ValueSets

Press the Create/Edit... button to define a new ValueSet or to change the
walues or source of an existing Valueset,

Available ValueSets

Create/Edit,.. 1. NoName Assigned. Contains 0 Values.
Create/Edit... | 2. Mo Name Assigned. Contains 0 Values,
Create/Edit... | 3. Mo Name Assigned. Contains 0 Values.
Create/Edit... | 4. MoMName Assigned. Contains 0 Values.
Create Edit... | 5. MNoMName Assigned. Contains 0 Values.
Create/Edit... | 6. MoMName Assigned. Contains 0 Values.
Create/Edit... | 7. Mo Name Assigned. Contains 0 Values,
Create/Edit... | 8. Mo Name Assigned. Contains 0 Values,
Create/Edit,.. | 9. NoName Assigned. Contains 0 Values.

Monthly ~ | Set Alignment for ValueSets

Align Yearly on Fiscal Year Endings Cancel

2. Inthe dialog box, next to Set Alignment for ValueSets option choose a time
period (Daily, Weekly, Monthly, Quarterly, or Yearly) by which the values will
be entered, totaled and graphed.

25 The schedule above, Alignment is Monthly.
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Click any Create/Edit button with No Named Assigned. The ValueSet

Properties dialog box displays.

Type in a name for the ValueSet

WalueSet Properties

Name i.e.“Budget’.

Click Type 1: Keyed-in Global
Values.

Click the Display/Edit Values button
to enter the values. The Edit Values

ValueSet 1

Select Project Type Field:

ValueSet Name:

Data Source  Graphic Properties

(® Type 1: Keyed-in Global values
Display/Edit Values...

d|a|og box d |sp|ays’ as Shown: (O Type 2: Sum of Values Keyed into Task Rows
Select Column: | 10: Task
Enter or update values for each of the time periods, Values are always displayed to the
immediate left of each date on the schedule. [Jallocate to currentDate (] Allocate from Current Date
From: To: Value: [ Allocate using baseline symbels instead of normal symbols
N TE fued  [i/31/18 200.00
[z [ s fwed i 300.00 () Type 4 Use Values from Symbols
[3 [ pas STET 200.00 Elgnnre Walues after Status Date
Ignore Values outside Schedule Start and End Dates.
[4 B s fon — faj30/15 300.00
5
: 5 } } } } (O Type 5: Total of other ValueSets
=T ‘ ‘ ‘ Pick ValueSets to Sum...
[ [ T [
[ 1 [
[o ] 1T [
Clear all values
ShiftDates | @Forward () Badward Month(s)
Copy Values and Dates to Clipboard
Copy Values to Clipboard
Import Values from Clipboard
Import Values and Ending Dates from Clipboard Cancel Caned

25 The dates in the From and To columns follow the time period Alignment

chosen in Step 2 - monthly increments, in this example.

25 The first date, From 1/1/18 in this example, is the schedule’s displayed start

&5

date. This date is paired with To 1/31/2018, the last date in the selected time
increment (Month in this example) for which the value will be entered. The
From date of line 1 is the start date of the time period (monthly) selected,
based on the displayed start date, 1/1/2018, of the schedule. If the displayed
start date for the schedule was 1/15/2018, the line 1 From date would still

be 1/1/2018 as this is the beginning date for monthly, the time increment
selected.

In this example the last paired dates are From 4/1/2018 and To 4/30/18.
This is the last time increment for a value to be added. This is based on the
schedule’s end date. Even if the schedule’s displayed end date is 4/15/2018
the Edit Values dialog box will display the end date for the entire time period,
(in this example Month, which is 4/30/2018.) If the last time period has a
value it is important to set the displayed end date for the schedule to the last
day of the time period to have Milestones graph the value in the last time
period.
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9.
10.
11.
12.

Learn how to assign established ValueSets to a DataGraph for graphing, see pg. 7-18.

Under Value, enter numbers for each time period.

25 Do not include any commas or symbols such as $.
Choose OK.

Choose the Graphic Properties tab and make selections (see pg. 7-15).

Select one of the Copy Values button to have the dates and values or just
the values copy from the Edit Values dialog box copy to the clipboard.

Select the Import Values button to have values copied to the clipboard from
another ValueSet or a table. Paste into the Edit Values dialog box.

Set shift dates options: forward, backwards, number of (Time period changes
based on DataGraph alignment set in step 2). Then press Shift Dates
button. The dates will shift as the values stay static.

Choose OK to return to the Create or Edit ValueSets dialog box.

Repeat Steps 3 - 10 to create or edit additional ValueSets.

When finished, click OK to return to the schedule.

Type 2 ValueSet: Sum of Values Keyed Into Task Tows

In this type of ValueSet, values are entered by time period for each task row. First the
ValueSets are established, then the values are entered task row by task row.

Values are displayed in the DataGraph as bars lines or points. Also, numeric values
can be displayed above, below, near the DataGraph points and/or on the task row.
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TASK Apr May Jun Jul -
Analysis %150
COSTS %100 %50
Design %290
COSTS %90 %120 %80
Modeling %90
COSTS 40 %50
COSTS %100 140 %160 %130
COSTS %300
o 300
s1u40 $160 %130
%150 +1,00
= a a |




Establish Type 2 Valuesets

1. Choose Tools | Graph Options | Setup ValueSets. The Create or Edit

ValueSets dialog box displays,
revealing 9 Available ValueSets.

2. Inthe dialog box, next to Set
Alignment for ValueSets option
choose a time period (Daily,
Weekly, Monthly, Quarterly, or
Yearly) by which the values will be
entered, totaled and graphed.

25The schedule on the previous
page Alignment is Monthly.

3. Click any Create/Edit button
with No Named Assigned. The
ValueSet Properties dialog box
displays.

ValueSet Properties

ValueSet 1

Select Project Type Field:

ValueSet Name:

Data Saurce  Graphic Properties

(O Type 1: Keyed-n Global values

Display,/Edit Values...

@ Type 2: Sum of Values Keved into Task Rows

O Type 3: Allocate Column Values Across Tmeline
Select Column: 10: TASK

[ Alocate to CurrentDate (] Alocate from Current Date
[ allocate using baseline symbols instead of normal symbols

Create or Edit ValueSets

Press the CreateEdit... button to define a new ValueSet or to change the
wvalues or source of an existing Valueset.
Available ValueSets

Create/Edit,.. | 1. NoName Assigned. Contains 0 Values.
Create/Edit... | 2. MoMName Assigned. Contains 0 Values.
Create /Edit... | 3. MoMName Assigned. Contains 0 Values.
Create/Edit... | 4. Mo Name Assigned. Contains 0 Values.
Create/Edit... | 5. MNoMName Assigned. Contains 0 Values.
Create Edit... | 6. Mo Name Assigned. Contains 0 Values,
Create /Edit... | 7. Mo Name Assigned. Contains 0 Values,
Create/Edit... | 8. No Name Assigned. Contains 0 Values.
Create/Edit... | 9. NoMName Assigned. Contains 0 Values.
Monthly ~ | Set Alignment for ValueSets

Align Yearly on Fiscal Year Endings Cancel

Type in a name for the ValueSet Name
-i.e. “Costs”.

Click Type 2: Sum of Values Keyed
into Task Rows.

Choose the Graphic Properties tab
and make selections (see pg. 7-15).

Click OK to return to the Create or
Edit ValueSets dialog box.

Repeat Steps 3 - 7 to create or edit additional Type 2 ValueSets.

9. Click OK to return to the schedule. To add values to the Type 2 ValueSets just

setup.

Enter Values for Type 2 ValueSets

When the schedule is outlined, only the lowest outline level tasks should have values.

1. Right-click the task row in the column area and choose Edit ValueSet. The
Select ValueSet to Edit dialog box displays.

2. Click the Edit button for the ValueSet that will
contain the values. The Edit Values dialog

box displays.

Press the Edit... button to edit the values for this task row for the
ssociated ValueSet. Only those ValueSets defined as having data
fentered per task row are avalable. Press the Remove button to delete
fthe ValueSet from this task row.

Available valueSets
Edit... 1. COSTS. Remave

Edit... Remove
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3. The Edit Values dialog box displays.

25 The dates in the From and To
columns follow the time period
Alignment chosen in Step 2 of
Establish ValueSet - monthly
increments, in this example.

25 The first date, From 4/1/18 in
this example, is the schedule’s
displayed start date. This date is
paired with To 4/31/2018, the last

date in the selected time increment

(Month in this example) for which
the value will be entered. The
From date of line 1 is the start
date of the time period (monthly)
selected, based on the displayed
start date, 4/1/2018, of the

Enter or update values for each of the time periods. Values are always displayed to the
immediate left of each date on the schedule.
From: To: Value:
pun B8 fron — [a/30/18 Jioo
frue  [rjis fru /3118 50
Fri Byt Est  [rois 0
pun /18 frue 118 0

w| @ wf o v &) wl w o~

[ [
[ [

[ [ [
[ [

[ [ [

o [ [
Clear all values

(®) Task Row Only (O Chart Total

@Forward  OBadward  [1 | Montn(s)

Copy Values and Dates to Clipboard

Show Values for:

Shift Dates

Copy Values to Clipboard

Cancel

Import Values from Clipboard

Import Values and Ending Dates from Clipboard

schedule. If the displayed start date for the schedule was 4/15/2018 the line
1 From date would still be 4/1/2018 as this is the beginning date for monthly,

the time increment selected.

25In this example the last paired dates are From 7/1/2018 and To 7/30/18.
This is the last time increment for a value to be added. This is based on the
schedules end date. Even if the schedule’s displayed end date is 7/15/2018
the Edit Values dialog box will display the end date for the entire time period,
in this example Month, which is 7/30/2018. If the last time period has a value
it is important to set the displayed end date for the schedule to the last day of
the time period to have Milestones graph the value in the last time period.

4. Under Value, enter numbers for each time period. Usually, values are only
entered for time periods that the symbols and horizontal bars cover.

45Do not include any commas or symbols such as $.
5. Click OK and OK to return to the schedule.

Repeat for other task rows.

e To see total values entered so far for each month, choose Chart Total.

e Select one of the Copy Values button to have the dates and values or just
the values copy from the Edit Values dialog box copy to the clipboard.

e Select the Import Values button to have values copied to the clipboard from
another ValueSet or a table paste into the Edit Values dialog box.

o Set shift dates options: Forward, Backwards, enter a value for movement
(Time period changes based on DataGraph alignment set in step 2). Then
press Shift Dates button. The dates will shift as the values stay static.

Learn how to assign established ValueSets to a DataGraph for graphing, see pg. 7-18.
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Type 3 ValueSet: Allocate Column Values Across Timeline

In this type of ValueSet, values are entered in a column. Those values are then
spread across each task’s time span and graphed based on the Alignment set. The
schedule below Alignment is set for Weekly. For the “Analysis” task, the $300 is
distributed evenly between the days in September, October and November , then
graphed weekly.

Values are displayed in the DataGraph as bars lines or points. Also, numeric values
can be displayed above, below, near the DataGraph points and/or on the task row.

September | October [ November [ December
COST Week 1 |Week 2 | Week 3 | Week 4 | Week 5 | Week 6 | Week 7 | Week 8 | Week 9 Week 10|Week 11/ Week 12|Week 13|Week 14|

$300.00 | Analysis ‘

$32 $45  $45 $45 $45  $45  $45

$200.00 Design ‘

$38  $54 $54  $54

$600.00 }7 odeling

$277  $323

Cost $500|
[ $422

$400| s;y

$300
$200)

$100| $83  §

Create a Values SmartColumn and Enter Values

First, create a Values SmartColumn which will contain these values, such as the
“Cost” column in the example above. Then, create the Type 3 ValueSet which
references this column and graphs this column’s values.

1. Choose Insert | Rows, Columns | New Column | ... (A Type 3 ValueSet can
reference any column containing values, such as a Values, a Calculation/
Indicator, a Duration,or any Earned Value SmartColumn.)

2. Choose OK to view the Column Properties dialog box.
Choose the Column Heading tab and name the column.

Choose the Column Formatting tab and make decimal and currency
selections, if applicable.

Choose OK to return to the schedule.

6. Click the (T) Text tool. Click in a cell in the new column, then enter the values.

25\When the schedule is outlined, only the lowest outline level tasks should
receive values because entered values roll-up to upper level tasks, as set
under Layout | Other | Summary Bar Settings.
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Create a Type 3 ValueSet That References a Column with Values

1. Choose Tools | Graph Options |
Setup ValueSets. The Create or Edit
ValueSets dialog box displays, revealing | g % ek b s deie ane sbesstor o fange he
9 Available ValueSets.

Create or Edit ValueSets

Available ValueSets
2. Inthe dialog box, next to Set Alignment | [cesteat...| 1 Notame ssignec. Contains o vaes.
for ValueSetS Opt|on ChOOSe a tlme Create/Edit... | 2. NoMName Assigned. Contains 0 Values.
. . Create/Edit... | 3. Mo Mame Assigned. Contains 0 Values,
period (Daily, Weekly, Monthly, CreatejEdt. | 4 NoName Assigned. Contains 0 Vales.
Quarterly’ or Yearly) by Wh|ch the Values Create/Edit... | 5. MoMName Assigned. Contains 0 Values.
. reate/Edit... | 6. MoMName Assigned. Contains 0 Values.

will be entered, totaled and graphed. S ’

Create/Edit... | 7. MoMame Assigned. Contains 0 Values,
Create/Edit... | 8. MoMame Assigned. Contains 0 Values,

&5 The schedule on the previous page
Alignment is Weekly.

Create/Edit... | 9. NoMame Assigned. Contains 0 Values.

Weekly | Set Alignment for ValueSets
3. Click any Create/Edit button with No R S . cancel
Named Assigned. The ValueSet
Properties dialog box displays.
[RR— 2 X 4. Type in a name for the ValueSet
Valugset 1 Name - here, “Cost” is entered.
ValueSet Hame: Clear Valueset i
e = 5. Click Type 3: Allocate Column
Select Project Type Field: Values Across Timeline.
Data Source  Graphic Properties
(OType 1: Keyec-n Giobal Values 6. From the Select Column list, choose
Deghapilt Yobves the appropriate column, “Cost” in the
(O Type 2 5um of Values Keyed into Task Rows example chart on the preViOUS page.
@) Type 3: Allocate Column Values Across Tmeline SeleCtone Of the fOHOWIng Optlons
Select Column: | 10: COST - If one is not selected values will be
e e ettt spread evenly from the task’s start

date to the task’s end date.

e Allocate to Current Date: Values will be spread evenly from the task’s start
date to the current date, as shown in the example on the previous page.

e Allocate from Current Date: Values will be spread evenly from the current
date to the task’s end date.

e Allocate using baseline symbols: Values will be allocated to task bars
with baseline start and end symbols, instead of normal start and end
symbols.

7. Choose the Graphic Properties tab and make selections (see pg. 7-15).
8. Click OK to return to the Create or Edit ValueSets dialog box.
9. Repeat Steps 3 - 8 to create or edit additional Type 3 ValueSets.

10. Click OK to return to the schedule.

Learn how to assign established ValueSets to a DataGraph for graphing, see pg. 7-18.

Track and Graph Values 7-10



Type 4 ValueSet: Use Values from Symbols

In this type of ValueSet, values are entered for each symbol and remain attached to
the symbol even when moved. The Marketing Projects example below has two Type 4
ValueSets; Creative Costs represented by yellow circle symbol and Print/Other Costs
represented by green diamond symbol. Each symbol has been given a value. The
values are graphed and totaled within the time alignment selected, Monthly in this
example.

Values are displayed in the DataGraph as bars lines or points. Also, numeric values
can be displayed above, below, near the DataGraph points and/or on the task row.

£$Symbol values can only be entered after a ValueSet has been created.

Marketing Projects -- Tracking Costs
First Second Creative | Print/Other
Tasks January February March April Costs Costs
ALL PROJECTS SUMMARY < > $29,550 $36,500]
Collateral < > $14,550 $28,000|
Logo O 4,000 5,000 $4,000] $5,000]
Product Packaging O 2,000 O $5,550 < $7,000 $7,550| $7,000|
Brochure < $8,000 (O$3,000 < $8,000 $3,000| $16,000
PR < g $15,000 $8,500
Press Release Template O$1,000 ©$3.500 $1,000] $3,500]
Press Activities < $5,000 (O$3,000 (83,000 O$8,000 $14,000 $5,000
Creative Costs| $7,000 $11,550 $3,000 $8,000
Print/Other Costs)| $13,000 $5,000 $7,000 $11,500
Creative Costs $12,000 O creative
Print/Other Costs
$8,000| P> summary
$4,000,
< Printing/Other
$0| | | | | | | | |

Establish a Type 4 ValueSet

1. Choose Tools | Graph Options | Create or Edit ValueSets
Se tup valuese ts Th € c reate or Press the Create/Edit... hmstun to define a new YalueSet or to change the
Ed it Val uesets d Ia|Og bOX dISp|ayS, wvalues or source of an existing Valueset.
revealing 9 Available ValueSets. Avallble VelueSets
. Create[Edit... | 1. MNoMName Assigned. Contains 0 Values.
2. In the dialog box, next to Set Create/Edt... | 2. No Name Assgne. Contains 0 Ualues.
AI ignment for Val uesets 0pt|0n Create/Edit... | 3. No Mame Assigned. Contains 0 Values.
H H - Create/Edit... | 4 NoMame Assigned. Contains 0 Values.
Choose a tl me perIOd (Dally’ Weekl'y’ CreatefEdit... | 5. NoMame Assigned. Contains 0 Values.
Monthly, Quarterly, or Yearly) by Create/Edt.: | 6. NoName Assigned. Contains 0 Values.
which the values will be entered, totaled | cresteft..| 7. Notame assigned. Contans 0 Vakues.
Create/Edit... | 8. Mo Mame Assigned. Contains 0 Values.
and graphed ) CreatefEdit... | 9. Mo Mame Assigned. Contains 0 Values.
25In the example above, the Alignment | [vantiy | set Algnment for Vauesets
Is Monthly‘ Align Yearly on Fiscal Year Endings Cancel
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3. Click any Create/Edit button with No Named Assigned. The ValueSet
Properties dialog box displays.

4. Type in a name for the ValueSet ValueSet Properties
Name - here, “Creative Costs” is VaeSat 1
entered ValueSet Name: Clear ValueSet
avomstonTag: [ ] v
5. Click Type 4: Use Values from o e [ SelectProject Type Feld:
Symbols . O Type 1: Keyed-n Global Values

Display/Edit Values. .

e Ignore Values after Status
Date: Only the values attached to

(O Type 2: Sum of Values Keyed into Task Rows

Sym bols befo re (to the Ieft Of) the (O Type 3: Allocate Column Values Across Timeline
. . Select Column: | 10: Tasks
Status date W|" be d|3p|ay€d and [Jallocate to Current Date (] Allocate from Current Date
[ Allocate using baseline symbols instead of normal symbols
graphed.
(® Type 4: Use Values from Symbols
e Ignore Values outside Schedule e e et Sl .

Start and End Dates: Only the
values attached to symbols within the schedule’s displayed start and end
date range will be displayed and graphed.

6. Choose the Graphic Properties tab and make selections (see pg. 7-15).
7. Click OK to return to the Create or Edit ValueSets dialog box.
8. Repeat Steps 3 - 7 to create or edit additional Type 4 ValueSets.
9. When finished, click OK to return to the schedule.
Add Values to Symbols

In the toolbox, click the (X) Arrow tool.

2. On the schedule, click once on a symbol. The toolbar will change and display
the Selection menu.

3. At the bottom of the Selection menu, select the ValueSets tab.

4. Enter a value for any or all of the ValueSets, as
y ’ Creative Costs

shown to the right.
. g Print r'g,"C'tr'_;'I:l
5. Click the & apply button. .

6. Repeat for other symbols.

Learn how to assign established ValueSets to a DataGraph for graphing, see pg. 7-18.

Clear Values from Symbols

To remove ValueSet values from all symbols Tools | Other Tools | Manage:
Symbols, Pictures, Free Form Text, Lines, Boxes, Circles | Remove ValueSet
values from every symbol.
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Type 5 ValueSet: Total of Other ValueSets

In this type of ValueSet, other ValueSets are totaled. The “Cost 1” and “Cost 2”
ValueSets are Type 1, and “Total Costs” is a Type 5 ValueSet that totals “Cost 1” and

“Cost 2.7

The values are displayed in the DataGraph as bars or lines, and the numeric values

can be displayed above, below and/or near the DataGraph points.

TASK April May June July
ww  wx | w5 osis s
Analysis —
520  ses | s ez emt
Design —
a e s
Modeling
Cost 1 $100 $200 $100 $300
Cost 2| $200 $150 $300 $300
Cost 1 $600 5600 |
Cost 2
$400 $400
Total Costs 3350
- = $300
00 “ |
50|

Establish a Type 4 ValueSet

1.

Choose Tools | Graph Options | Setup ValueSets. The Create or Edit

ValueSets dialog box displays, revealing 9 Available ValueSets,

In the dialog box, next to Set Alignment
for ValueSets option choose a time
period (Daily, Weekly, Monthly,
Quarterly, or Yearly) by which the values
will be entered, totaled and graphed.

£51n the example above, the Alignment is
Monthly.

Click any Create/Edit button with No
Named Assigned. The ValueSet
Properties dialog box displays, as
shown. Two ValueSets must already
exist so that they can be totaled. In the

Create or Edit ValueSets

Press the Create/Edit... button to define  new ValueSet or to change the

walues or source of an existing Valueset.

Awailable ValueSets

example ValueSets Cost 1 and Cost 2
already exist.

CreatefEdit...
CreatefEdit...

CreatefEdit...
CreatefEdit...
CreatefEdit...
CreatefEdit...
CreatefEdit...
CreatefEdit...
CreatefEdit...

Monthly

1. Cost 1. Contains 4 Values.
2. Cost 2. Contains 8 Values.

3. Mo Name Assigned.
4. Mo Name Assigned.
5. No Name Assigned.
6. Mo Name Assigned.
7. Mo Name Assigned.
8. Mo Name Assigned.

9. Mo Name Assigned.

Contains 4 Values.
Contains 8 Values.
Contains 0 Values.
Contains 0 Values.
Contains 0 Values.
Contains 0 Values.

Contains 0 Values.

~ | Set Alignment for ValueSets

Align Yearly on Fiscal Year Endings
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4. Type in a name for the ValueSet Name - here, “Total Costs” is entered.
5. Click Type 5: Total of other ValueSets.
6. Click the Pick ValueSets to Sum button.

ValueSet Properties

ValueSet 3

ValueSet Name: | Total Costs | Clear ValueSet

Automation Tag: | | ~

Select Project Type Field:
Data Source  Graphic Properties
() Type 1: Keyed-in Global Values

Display/Edit Values...
() Type 2: Sum of Values Keyed into Task Rows

(O Type 3: Allocate Column Values Across Timeline
Select Column: &: No Name Assigned.

[ allocate to Current Date [Jallocate from Current Date
[] Allocate using baseline symbals instead of normal symbols

() Type 4: Use Values from Symbals
[1anore Values after Status Date
[ 1anore Values outside Schedule Start and End Dates.

(®) Type 5: Total of other ValueSets
Pick ValueSets to Sum...

7. The Select ValueSets to Sum dialog box displays box, check on the ValueSets
to total. In the example Cost 1 and Cost 2 ValueSets are selected.

Select ValueSets to Sum ?

elect the ValueSets to indude in the Type 5 (Summation) ValueSet. The
rrent ValueSet and other Summation ValueSets cannot be induded.

Current ValueSet: No Name Assigned
Available ValueSets

1. Cost 1. Contains 4 Values,
2. Cost 2. Contains 8 Values.

3. No Mame Assigned. Contains 4 Values,
[J4. Mo MName Assigned. Contains 8 Values,
[15. Mo Name Assigned. Contains O Values.
[J&. Mo MName Assigned. Contains 0 Values,
[17. Mo Name Assigned. Contains O Values.
[18. Mo Name Assigned. Contains 0 Values.
[J3. Mo MName Assigned. Contains 0 Values,

cone

9. Choose the Graphic Properties tab and make selections (see pg 7-15).
10. Click OK to return to the Create or Edit ValueSets dialog box.
11. Repeat Steps 3 - 10 to create or edit additional Type 5 ValueSets.
12. Click OK to return to the schedule.

Learn how to assign established ValueSets to a DataGraph for graphing, see pg. 7-18.
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ValueSet Graphic Properties

ValueSet graphic display options allow the user to independently format how each
ValueSet is displayed as numbers and graphs of numbers.

Each ValueSet can have different settings for line/bar/point graph colors and patterns;
cumulative and non-cumulative display of values and graphing of values; adding
currency symbols; decimal place control; summing and averaging of values.

1. Choose Tools | Graph Options

| Setup ValueSets.

2. Click Create/Edit for the
appropriate ValueSet. The

ValueSet Properties dialog box

displays.

ValueSet Properties

valueSet 1

ValueSet Name: ‘ Cost1

| Clear ValueSet

Automation Tag: ‘

| -

Data Source  Graphic Proper

Value3et Display Properties

Select Project Type Field:
ties

Graph Properties

Click the Graphic Properties

List Mumeric Values Above or Below Graph
[ show as Cumulative

Line Style:
1

[Joo not Show if Overlayed [Fil Under Line

Graph Values

tab, as shown:

Line/Bar Color:

This tab has two sections: the [eraph 25 Cumuiative ||
ValueSet Display Properties ] valies Represent Currency .
ar Par m:
H 0 | MNumber of Decmals to Display
and the Graph Properties.

Show Values Under Each Task row

Exdude Name of ValueSet in Task row Solid Bar Target Color:

4. Under ValueSet Display
Properties:

Zero Values
Suppress Values of Zero Solid Bar Effects:

Fade to Center (H] ~

e List Numeric Values
Above Graph: Values
display above DataGraph.

[[]suppress Leading Values of Zero
[ show all Trailing Zeroes
[ show Only First Traiing Zero
[[]show Average instead of Sum

Symbol for Point  gjza
Graphs: Override:

o

High/Low Graph Connection:

[J1gnere Zero values in computing
average

e Show as Cumulative:
Numeric values display

[[] show Value Near Bar (if shown as Bar) E1= e
above DataG ra ph as [ show Value Mear Point {if Shown as Line)
Cumulat've Va|ueS [ show Value Below Faint
e Do not Show if Overlayed:
Using the overlay option a Cancel

ValueSet can be displayed
more than once in a
DataGraph, for example as a bar and line. With this option selected the
values for the ValueSet being used more than once, will only display once.

e Graph Values: Values are converted to line, bar or point graph.

e Graph as Cumulative: Cumulative values are converted to line, bar or point
graph.
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e Values Represent Currency:. Add currency symbol to numeric values.
Affects ValueSet values displayed above/below or near bar, line or point;
DataGraph, Y-axis values; and ValueSet values under each task row. Y-axis
display is controlled by the first ValueSet’s setting for that DataGraph.

e  Number of Decimals to Display: Choose 0-6 decimal places for displayed
values. Affects ValueSet values displayed above/below or near bar, line or
point; DataGraph, Y-axis values; and ValueSet values under each task row.

e Show Values Under Each Task row: For Type 2, 3 and 4 ValueSets, only.
Display numeric values on task rows and within the time period.

e Exclude Name of ValueSet in Task row: For Type 2, 3 and 4 ValueSets,
only. Hide the name of the ValueSet which will otherwise display in the
column area, in line with its value on the task row.

e Suppress Values of Zero: ValueSet values of 0 are not displayed in the
DataGraph and task row. The DataGraph will not graph values of 0.

» Suppress Leading Values of Zero: The DataGraph will start the graph at
the first value > then 0.

e Show All Trailing Zeros: ValueSet values of 0 will display in the DataGraph
in all time periods displayed after the last time period showing a value > 0.
The DataGraph will graph values of 0 in all time periods displayed after the
last time period showing a value >0.
Cost| $0 $29 | $41 | 41| s66 | $76  $168 | $184  $166 | $143 | 108 | $77
Cost $200 i ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘

$0 $0

BEERE -

e Show Only First Trailing Zero ValueSet values of 0 will display in the
DataGraph in only the first time period displayed after the last time period
showing a value>0. The DataGraph will graph values of 0 in only the first
time period displayed after the last time period showing a value>0.

Cost $0 | $20 | $41 | $41 | $66 76 | $168 | $184 | $166 | $143 | 108 | $77 | s0
Cost $200 ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘

|

| | | | | |

| | | | | | | | | | | | |

- | | | | | | | | | |
$100 | | | | | | | | | | | |

| | | | | | | | | I |

e e e (O S N S B N N

e Show Average instead of Sum: Normally, ValueSet values are totalled by
time period, then displayed and graphed as summed values. This option
changes that computation to an average of values.

|

|

|

| |

| |

$100 | |
| |

| |

I 1

$0

» Ignore Zero values when computing average: Does not consider
ValueSet values of zero when computing average.
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Show Value Near Bar (if shown as Bar) as shown below:
Show Value Near Point (if shown as Line) as shown below:

» Show Value Below Point. VValue will show below line instead of on top of
the line or point graph.

Labor
I

Materials
—

Consulting

Total Cost

Under Graph Properties:

The choice of displaying the values as lines, bars, wide bars or points in the
DataGraph is made in the DataGraph Options dialog box, as discussed in the
next section. However the choice of the look of the line, bar, wide bar or point
for each ValueSet is sent under Graphic Properties.

Line Style: For line graphs in the DataGraph, choose a thin, dotted,
dashed or thicker line.

Line/Bar Color: Choose a line color or bar fill color.

Bar Pattern: For bar graphs in the DataGraph, choose a pattern which fills
each bar. Marbled patterns are full-colored bitmaps which will ignore any
foreground or background color settings. Use of these increases the size of
printer files and metafiles. Thus, printing time may be increased.

Solid Bar Target Color: For the solid Bar Pattern only, choose a Target
Color for fading from the Line/Bar Color to this Target Color. For other bar
patterns, the Target Color fills the white area of the pattern.

Solid Bar Effects: For the solid Bar Pattern only, choose a gradient fill
pattern for fading from the Line/Bar Color to the Target Color.

Symbol for Point Graphs: Pick a symbol that will show up on the
DataGraph at the value point for the time period. The available symbols
reflect the symbols in the toolbox.

Size override: To set the symbol size for the symbols that will be placed as
points on the DataGraph.

High low Graph connection: Places a line between a symbol point from
the current ValueSet to the selected ValueSet symbol point. The Line Style
and Line/Bar Color selected will be used for the connection.

6. Choose OK and OK to return to the schedule.
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DataGraph

DataGraphs display values from ValueSets as bar or line graphs. One DataGraph can
display up to 8 ValueSets. Normally, ValueSets are created first. Choosing which
ValueSets to display is the main component of formatting the DataGraph.

A schedule can have up to 3 DataGraphs, none of which is allowed to take up more
than 7% of the available space.

Set DataGraph default text by choosing Format | Default Text | DataGraph Text.
DataGraph graph and legend area text can each have their own font size.

Data graphs can have curtains. Curtains shade specific date ranges (see Chapter 2
pg. 33-36).

1.

Choose Tools | Graph Options | Setup DataGraphs. The DataGraph Options
dialog box displays, with tabs for three available DataGraphs.

DataGraph Options X
DataGraph 1 DataGraph2 DataGraph 3
Data Display Format Background Color
Assign ValueSets to this Graph... @ Lines e
. OBars et
[ show This Graph
O Wide Bars
Gragh Heights Opoints
[ stack &:
Color Effects:
[JPlot valuesate and ¥-Axis in Schedule Area (Overlay the Schedule) .
one v
[Cshow v-sis on Left
[ Overlay ValueSets from DataGraph 2 Effects Target Color:
[]overlay ValueSets from DataGraph 3 |:|
Y-axs
Leave Al Three Values at Zero for Automatic Y-Axis Calcuiation.
[indude Horizontal Gridines
te sty |1 “]
Lne Color: [
A D B v
[ Center Displayed Values
Number Angle: 0 v
Exira Space:
[ignore Hdden ke

Choose the DataGraph 1 tab.

For Graph Height, enter a value in inches. Make sure to check on Show This
Graph is selected.

Select Plot ValueSets and Y-Axis in Schedule Area to display the graph
overlaying the schedule area.

Select Overlay ValueSets from DataGraph 2 (or 3) to display the ValueSets
from the DataGraph 2 or DataGraph 3 tab on top of the DataGraph 1
ValueSets. This makes it possible to overlay line, bar or point graphs.

Under Data Display Format, choose to graph values as Lines (line graph),
Bars (bar graph) or Wide Bars (bars which fill the full width of the available
area) Points (symbols as value points on the graph). Bars or Wide Bars from
different ValueSets can be on top of each other choose Stack Bars.
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10.

1.

12.

13.

14.

Under Background Color, click the button to color the Datagraph.

Choose a fade setting under Color Effects and then choose an Effects Target
Color. The Background Color will fade into the Effects Target Color.

Under Y-Axis, customize the numeric value increments that display in the
DataGraph.

e | eave all values at 0 for Milestones to calculate high, low and increment
values based on the powers of 10 when possible, for values up to
1,000,000,000. For graphing negative numbers, 0 may not appear on the
Y-axis when Milestones calculates the Y-axis values.

e For a custom display of Y-Axis values, enter a High Number representing
the highest number to be displayed along the Y-axis; enter a Low Number
representing the lowest number; enter an Increment which controls the
incremental values between the high and low numbers along the Y-axis.

Select Include Horizontal Gridlines to have lines extend from the Y-Axis
values, across the DataGraph area.

Click the Assign ValueSets to this Graph button. The Assign ValueSet to
DataGraph dialog box displays.

Assign ValueSet to DataGraph @

DataGraph 1

Click the Check Boxes to assign up to eight ValueSets
to this DataGraph. Use the Tools, Graph Options,
Setup ValueSets Option to create a ValueSet,

Available ValueSets

1. Budget. Contains 9 Values.
2. Actual. Contains 9 Values.
[ 3. NoName Assigned. Contains 0 Values.

Under Available ValueSets check on the Valusets to display in this DataGraph
Click OK.

Click the DataGraph 2 or DataGraph 3 tab to format and add ValueSets to the
other two available graph areas.

Options which apply to all DataGraphs:

e Select Extend Chart Gridlines into DataGraph area to display vertical
gridlines in the DataGraph as well as the schedule area.

e Select Plot Numbers under Graphs to display numbers from ValueSets
under the DataGraph, instead of above the DataGraph.

e Select Use Single Lines for DataGraph Legend Entries to display the
name of the ValueSet and the graph color for that ValueSet along a single
horizontal space.
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Select Float DataGraph to undock the DataGraph from the bottom of the
schedule.

» Select Show DataGraphs on last page only to display floating
DataGraphs only on the last page of the schedule.

e Select Extend Frame Shadow into DataGraph area to display the
schedule’s shadow along the edge of the DataGraphs as well.

e Option for hidden task rows to be ignored in a DataGraph by selecting
Ignore Hidden Rows in Row Oriented ValuesSets.

e Select Center Displayed Values to align the values above or below the
graph in the center of the time period in which the values display.

e Number Angle: Select to place ValueSet values at an angle within the
DataGraph. Choose this angle from the drop down menu.

e Extra Space: Select a number to allow the angled values more room to be
displayed.

15. Click OK to return to the schedule. The values from the selected ValueSets
should now display in the appropriate DataGraph.

ValueSet SmartColumn

The ValueSet SmartColumn is used to display the row total (task row total) of any
Type 2 or Type 4 ValueSet in a column cell.

Why only these two ValueSets? Type 2 values are entered in time period increments,
row-by-row; therefore, they can be totaled by row. Type 4 values are attached to
symbols that appear on task rows; therefore, those values can also be totaled on a
row-by-row basis.

1. Choose Insert | Rows, Columns | New Column | ValueSet.

2. Under ValueSet to Use, choose the ValueSet whose values will be totaled in
this column.

Optional Indicators:

3. Select Do not display indicator symbols to just have values display in the
column.

(@ Pick indicator symbology based upon the following conditions:

No. || Sym. Siat.ls[ Condition {click to madify)... ][ Opt. Text ]ﬂ
1

<] Ignore 0.00 < Value <= 100.00

=-Or=

3. Select Pick indicator
symbology based upon the

Ignore 0.00 < Value <= 100.00

"

Ignore 0.00 < Value <= 100.00

following conditions to display She >

Wwh =
symbols, text, and/or color ws © W lEnere00<iae <= 10000
based on the column values. Gl 4 A Tgnore 0.0 < Value <= 100.00

It 5 Ignore 0,00 < Value <= 100.00
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10.
11.

12.

Click the drop-down arrow to view 20 active/ignored indicators and their
conditions.

25 Any of these symbols can be changed to another symbol from the toolbox.

25 All symbols are Ignored until a condition is created for them to appear,
becoming Active.

Click on one of the ten symbols. The Indicator Condition Settings dialog box

opens:
Select the indicators

Indicator Symbuol: & ~ [CIFil cell with symbol color instead of draning symbal.

Indicator Text: (Optional text to overlay symbaol)

Symbol Color: | Reset |

e Choose an Indicator Symbol. The symbol choices are from the toolbox.

e OR, select Fill the cell with the symbol color instead of drawing
symbol, not the symbol itself.

e Optionally, enter Indicator Text to appear with the symbol or color fill.
¢ Choose the Symbol Color for the symbol or color fill.
The indicator can appear based on a value in the column cell.
e Select Condition is based upon the value in a cell.
(@ Condition is based upon the value in a cell

-0.01 < Value <= 0.01

425 The indicator will appear when a cell’s value is greater than the first value
and less than/equal to the second value.

25Do not use commas or currency signs when entering values.

Choose OK to return to the Pick indicator symbology based upon the
following conditions list.

Repeat Steps 3 - 7 to display other indicators.

Choose Symbol size and Symbol Alignment. The column’s alignment sets
the values alignment.

Select Display numerical value also to show the values with an indicator.

Choose OK to return to the Column Properties dialog box where a column
heading title can be added and the column can be formatted for currency,
decimals, and other selections.

Choose OK to return to the schedule.
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DataGraph Example

The example below has five Type 2 ValueSets. Two are “Budget” and three are
“Costs.” Monthly budget and cost values are entered for each task for all 5 ValueSets.

The values for the first “Budget” and “Cost” ValueSets are each totaled cumulatively
by month, then graphed as a line, with fill. The numeric values are displayed above
the graph in DataGraph 1.

The values for the second “Budget” and “Cost” ValueSets are each totaled for each
month, then each is graphed as a bar and the numeric values are displayed above the
bars in DataGraph 2.

The values for the third “Cost” ValueSet are totaled cumulatively by month, Then
they are graphed as points. The numeric values are displayed below the point in
DataGraph 3 which is overlaid onto DataGraph 1.

The “Budget” and “Costs” columns are ValueSet SmartColumns. The “Budget”
ValueSet SmartColumn totals the first “Budget” Type 2 ValueSet values for each task
row. The “Costs” ValueSet SmartColumn totals the first “Costs” Type 2 ValueSet
values for each task row. ValueSet SmartColumns can total values from selected
Type 2 or Type 4 ValueSets.

The “Cost” column also displays indicator symbols based on the column cell values.

There is a curtain in the month of March to highlight this portion of the DataGraphs
(see Chapter 2 pg. 33-36).

The DataGraph legend and graph area text have different font sizes.

TASKS Jan | Feb | Mar | Apr | May | Jun |Budget| Costs
DeSIQn Budget] $500 $500 @ $400
Costs| $400
A A A o1 .
Test Budget| $800 $1,600 $2,100 $2,100 u$ 800
Costs| $600 $1,600 $1,800
Manufacture A A A $1,500 {} $600
Budget| $0 $0 $0 $500 $1,000 $1,500
Costs| $0 $0 $0 $600
Budgef $1,300 $2,100 $2,600 $3,100 $3,600 $4,100
Costs| $1,000 $2,000 $2,200 $2,800
Budget $5,000
$4,000
Costs $3,000| Cost
Costs $2,000 - over $1500
$1,000 $2,000 $2,200
s0l $1,000
Budﬁet $2,000
1000 Cost
Costs $1,300 oS
o2y $1,000 $1,000 s under $1,500
) 500 $600
5400 5500 8500 $500 $500
= ) $200
$o | B N
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Manage multiple projects by creating multiple Milestones schedules and linking them
with a master Milestones file or symbol to symbol links. Also, hyperlinks can be added
to symbols, task rows, pictures and Freeform text. These will allow the user to open
other documents or websites directly from a Milestones schedule.

With these features, a Milestones schedule can become the project hub with quick
links to all project related information - a great way to cross-reference or drill-down for
more detail on any project activity.

Project 1 Detailed Report

Task January Duration
Summary 29d
Task1 O 4d
“ |Target Symbols|
Tas) 5d
Task 3 5d

Task 4 6d
Task 5 5d
/ta;( 4d
Project Status Overview/
% Comp Task jy/war Cost | Budget |Variance
—

O 57%| Project1 $55,000 | $50,000 | @

70%| Project2 $45,000 | $40,000 | (@

75%| Project3 $35,000 | $35,000

=%
<

1 outgoing Link Symbols — j $55,000 .

Hyperlink: http://www.kidasa.co
Hyperlinked Symbol * B 2t Moragement /5. X )
61%] Project5 ‘ $45,000 | $40,000 C 0 [® cdasacom %] :

—
@ Under Budget On Budget ® over Budget

© O 00

% Apps [) NewTab (] Bookmarks

Home Buy Downloads Products  Ng

Movies Download 3

&, Watch how easy itis to create Create your own Gantt Chart or |
@)™ presentation-eady projects with Timeline vith Milestones |
\/\-..’ Milestones software Professional. Download a FREE trial!
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Master Schedule

A Milestones Professional master schedule is a compilation of separate Milestones
schedules (sub-schedules). Usually, the sub-schedules are each maintained by
different people or departments, each responsible for one or more projects. Thus, the
master schedule gives a summary view of all projects or all parts of a single project.

Changes to data in the sub-schedules appear in the master schedule. Any changes
to the master schedule will not appear in the sub-schedules.

Master Schedule Example

Review this general master schedule scenario, and then continue to the more detailed
instructions for formatting, creating and updating a master schedule.

Assume that we have two sub-schedules, Project One, and Project Two; which need
to be reviewed and presented at a high level.

To combine these sub-schedules into a master schedule, first create a blank
Milestones file with the same formatting as the sub-schedules. This blank schedule
(the master schedule) will fill with the data from the sub-schedules.

Add sub-schedules to the list of source schedules to populate the master schedule.

Project One
Task Jan ‘ Feb ‘ Mar Finish Team
Project One (1) < > | 3/22 |Master Schedule
Task January February March Finish | Team
Design — 2/27
g . Project One (1) 1< IEEEE—> 3/19
Project Two
Test
Task Jan ‘ Feb ‘ M| Design (P 1/24 Red
Build i .
Project Two (2) <
Test < 2/17 Green
Design
MASTER SCHEDULE suid . s | e
Test Task January
Project Two (2) > 321
Build 4
Design < 2/5 Red
Test S > 2/20 Brown
Build S > 3/21 Yellow

When a master schedule is updated, any graphics, titles, or free-form text originally

in the master schedule, will remain. Only the task rows are read from the sub-
schedules, (not titles, graphics, formatting information, or free-form text.) In this
example,the outline level 1 shading is set in the master schedule not “brought in” from
the sub-schedules.
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Format the Master Schedule and Sub-schedules

Before sub-schedules are merged into a master schedule, all sub-schedules and the
master schedule should have basically the same format.

All columns should be the same type and in the same location. That s, if
the master schedule has one column with text on the left side of the schedule,
then all sub-schedules should also have such a column in the same position.

The symbols and horizontal bars should be the same or similar, and in the
same positions in the toolbox. When the sub-schedules are merged into the
master schedule, the master schedule’s symbology is used.

The date range should be the same. If the date range (see Chapter 2 pg.
2-10) in the master schedule is different than the sub-schedule’s the information
will still be merged into the master schedule; yet the master schedule’s date
range may need to be reset to see all the symbols and bars.

The formatting in the master schedule (rows per page, symbol size, text size, chart
size, shading, etc.) is applied to all symbols and text that are merged into it.

How can formatting all of these schedules be made easier? Use or create a template
and apply it to all existing schedules (see Chapter 2 pg. 2-39). Optionally, choose
Lock Layout from the Layout tab to prevent other users from changing formatting
aspects of a schedule.

Create a Master Schedule

The master schedule references one or dozens of sub-schedules which will merge
together into the master schedule.

1.

Open the Milestones Master Schedule Properties =
Schedule that W|" be the D:::tmecurrentsmedu\easaMast:ruS:;Edula
master schedule.

o e Sub-Schedule
Automatically Update when Master Schedule is Opened.
Do not select this option if you are listing schedules to be used for Presentation Mode...

Choose File | Master/
Update | Master T&d\ dvd\dmté‘r:ake pmd‘:nzslrc;vd“\b ‘\hedlélthhemdt vdx:h nges made to 3 task in a Master
Schedu[e The Master Schedule are not made to the source schedule and will be eliminated when an update is done.

Schedule Properties
dialog box displays.

Select Treat the Current
Schedule as the Master
Schedule to assign the e
schedule in the Milestones —
window as the master

schedule.

e Select Insert Page Breaks Between Sub-Schedules to have sub-
schedules separated by page breaks in the master schedule.

Manage Multiple Files 8-3



o Select Insert Hyperlinks in each task row to the source Sub-Schedule:
to have a task row hyperlink (see pg. 8-16) on each task row to the source
sub-schedule from which that task originated.

25 A hyperlink icon will be added to each task row. It can be clicked on
to open the lower level schedule. Hide the hyperlink icon by using
the toolbox arrow tool to select the task row. The toolbar will activate
for that task row. In the Hyperlinks Settings section uncheck Show
Hyperlinks Icon. This is a global setting, therefore all task rows will
be affected.

o Select Automatically Update when Master Schedule is Opened
so when the master schedule is opened, the latest sub-schedules
automatically populate the master schedule. Otherwise, the master
schedule has to be updated through File | Master/Update | Update
Master Schedule, Linked Symbols | Mater Schedule.

£51t's important that all of the sub-schedules be available when an update
is done or they will be left out of the update.

4. Click the Add Schedule button to launch the Windows browser. Locate and
select sub-schedules to be added to the master schedule.

25 Sub-schedules will fill the master schedule in the order shown.

o Use the Move Up and Move Down buttons to change the order of the
schedules.

e Use the Change button to replace a selected file from the sub-schedule list
with another Milestones schedule.

e Use the Delete button to remove a selected file from the sub-schedule list.

25When deleting a sub-schedule from the list, the schedule itself is
removed only from the master schedule, not deleted from the hard drive
of the computer.

5. Click OK when finished adding sub-schedules.

Update the Master Schedule

After adding the sub-schedules to the master schedule, the master schedule is not
automatically populated with the sub-schedules’ data. The master schedule is either
updated when opened, as described in the previous section, or the update is “forced”
by choosing File | Master/Update | Update Master Schedule, Linked Symbols |
Mater Schedule.

25Keep in mind that once a master schedule is built, any changes made to tasks
in the master schedule are NOT also made to the sub-schedules.
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The Master Schedule Update Results dialog box appears. All sub-schedules which
were selected to merge into the master schedule are listed, along with the path to
each schedule.

e If the master schedule found and merged the sub-schedule, then the message
is Updated Successfully.

e If the master schedule did not merge the sub-schedule, then the message is
Update Failed.

Failed updates are usually the result of renamed, moved, or deleted sub-schedules.

Sub-schedules can be located on other computers and referred to by a UNC path,
such as \\server2\schedules\master1.mlf. If the “server2” machine was not available
when the update was done, then the update for “master1.mif’ would fail and its task
rows would be left out of the master schedule.

Master Schedule Tips and Considerations

e The typical use of a master schedule is to see the progress of selected projects
in a single Milestones Professional file. Generally, all sub-schedules should
have the same format, specifically column types and locations. Create a
template or blank chart to meet this need.

e If lower level schedules when brought into the master schedule need to retain
a different format aspect from the master schedule, such as a task row height,
set an individual override. Thus the formatting from the master schedule will be
superseded.

e If changes are made to a master schedule, those changes are not retained
when it is updated with the latest sub-schedule data.

e All sub-schedules should follow an agreed-upon hierarchy when displaying
various levels of detail. Even agreeing on the names of the various project
stages is a good idea.

e If the master schedule is to contain a single summary row for all merged
projects, then all sub-schedules need to begin at outline level 2. This allows for
an outline level 1 roll-up summary of all projects in the master schedule.

e Sub-schedules should be saved in a static location, such as a network folder, to
ensure the master schedule has access to the latest sub-schedules’ data.
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Symbol Links

With symbol linking, a symbol’s date in one schedule can be based on a symbol’s
date in another schedule or the same schedule.

Symbol linking involves a few steps, including naming the target symbol, establishing
the link from the outgoing symbol to the target symbol, and updating the linked
symbols.

Symbol Link Example

In the example below, there are two schedules. The “Project Status Overview”
schedule is used by top-level management to track status, dollars, and percent
complete across multiple projects. The “Project 1 Detailed Report” schedule is used
by mid-management to track the details of the project, including task assignments,
task flow, and task durations.

In the Project Status Overview schedule, the start date on the Project 1 task row is
linked to the first start date in the Project 1 Detailed Report schedule. Likewise, the
arrow status symbol in the Overview schedule is linked to the arrow status symbol in
the Detailed schedule. Finally, the end dates are linked, as shown below.

Project Status Overview
% Comp Task Jan ‘ Feb ‘ Mar Cost | Budget |Variance
(D 57%| Project 1 $55,000 | $50,000 | (@)
@ 70%|  Project 2 $45,000 | $40,000 .
@ 75%| Project 3 $35,000 | $35,000
Outgoing Link \NQ s | @
Sym bols $45,001 \éao,ooo o
I I
@ Under Budget On Budget U Over%
Project 1 Détailed Report
Tas January Duration
Summa 29d
£$\When the “target” symbols
. . Task1 [ 4d
move in the Detailed “ T}ngt Symb0|s|
schedule, the “outgoing Task 2 ‘L 5d
link symbols in the Task3 s
Overview schedule move
accordingly. Task 4 ‘L 6d
Task 5 5d
Task 6 ad
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Link Symbols Between Separate Schedules

Linking symbols located on two separate schedules involves setting up two things:

1.

The symbol to be used as the “target” of the link must be given a unique name,
so that it can be found when the “outgoing link” symbol needs to check the
target symbol’s date and update its own date.

2. The symbol with the outgoing link must reference the target symbol using the
full path (UNC path or Drive path) and schedule filename along with the target
symbol name.

Name the Target Symbol

The date of this target symbol will drive the date of any symbol whose outgoing link
references it.

1.
2.

Click the (<) Arrow tool in the toolbox.

In the schedule that will control the dates of symbols in another schedule, click
once on the appropriate symbol. This will display the Selection menu.

e In the example on the previous page, this would be the “Task 1” start date of
the “Detailed Report” schedule.

In the Selection menu, click the Symbol Links tab and go to the Incoming
Link and Automation Tag section as shown below:

rlﬂ

kT

Marmn

olis a L

[=]

ring Links - Used

n
-3
WA

]

Ef g Create/edit Project tag

Inceming Link and Automation Tag

Under Unique Symbol Name for Incoming Links - Used when this symbol
is a Link Target, enter a symbol name.

Click the apply button.

Repeat this process to name other target symbols, and then Save the schedule.
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Link a Symbol to the Named Target Symbol

When a target symbol’s date changes, the symbol linked to the target symbol will also
change to that date.

1.
2.

Click the () Arrow tool in the toolbox.

In the appropriate schedule, click once on the symbol whose outgoing link
should point to a target symbol. This will display the Selection menu.

In the Selection menu, click the Symbol Links tab and go to the Outgoing
Link: the Target Symbol of the Link section.

. This File
Symbo D'WEE.
i - e

Narme Refresh List
This symbol's date will be based upon the date of the above symbol link Clear Link

| Also update this syrbol’s text from target symbol's text

Cutgeoing Link the Target Symbol of the Link

Choose the Browse button.

Locate the schedule that contains the target symbol, click on the file name, and
click Open.

To the right of Symbol Name, all available target symbol names for that
schedule will be listed in the drop-down menu.

e If the target symbol names do not appear, then click the Refresh List
button. If they still do not appear, it is possible that the schedule containing
the target symbols has not yet been saved.

Choose the appropriate Symbol Name (the target symbol’s name) from the list.

¥ | Also update this symbol’s text from target symbol’s text. The symbol
text displayed by the outgoing symbol will automatically display the symbol text
used by the target symbol. When changes are made to the target symbol’s text,
the outgoing symbol’s text is updated.

Choose Clear Link to break the link between this symbol and the File Name
and Symbol Name that is displayed.

45 To remove all outgoing links from all symbols Tools | Other Tools | Manage:
Symbols, Pictures, Free Form Text, Lines, Boxes, Circles | Remove
outgoing links from every symbol.

45 To remove all symbol names from all symbols Tools | Other Tools |
Manage: Symbols, Pictures, Free Form Text, Lines, Boxes, Circles |
Remove symbol names from every symbol.
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Symbol Link Options

With a symbol selected, in Selection | Symbol Links | Options, choose to:

v| Update Symbol Links when Schedule is Opened: All symbols with
outgoing links in the newly opened schedule will look for the target symbols and
update symbol dates accordingly.

¥ | Highlight symbols with names or outgoing links: Attaches an icon to all
symbols involved in symbol linking, as follows

[E outgoing link
E| target

E outgoing link and a target

v| Do Not Update Dependent Symbols: If a symbol with an outgoing link
has dependent tasks, normally those tasks will move when their parent symbol
is updated with the target symbol’s date. Check this option to prevent any
dependent symbols from moving to new dates.

Update Linked Symbols

1.

2.

A dialog box reports the
SUCCGSSfU| and falled The results of the Symbal Links update are shown below:

u pdates . [Updated Successfully]: Symbol "Proj1Start” found in file: C:\20152015 ManualInDesign\Old Ch, 9'ch098. MLF

The name of each target
symbol that was searched
for is listed along with

the schedule name and i ;
location. The bracketed
message reports if the & on 2 camputer that s ot avalble
[Update Failed| or [Updated
Successfully].

Open the schedule containing the symbols with outgoing links.

e |If Update Symbol Links when Schedule is Opened was checked for
this schedule, then all symbols with outgoing links will look for the target
symbols and update symbol dates accordingly.

If no update occurred, choose File | Master/Update | Update Master
Schedule, Linked Symbols | Linked Symbols.

Symbol Links Update Results -2

[Updated Successfuly]: Symbol "Proj 15tatus™ found in file: C:\2015\2015 Manual\InDesign\Old Ch. S\ch0SB.MLF
[Updated Successfully]: Symbol "Proj1End” found in file: C:1201512015 Manual\InDesign\Old Ch. 9\ch09B MLF

1f = symbal link update fails on any of the schedules it could be that the file containing the referenced symbol no longer exists or

If any of the updates failed, the schedule containing the target symbols or the
computer containing the schedule may not be available or the target symbol’s name
may have changed or may have been deleted.
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Link Symbols within the Same Schedule

The use of symbol links within the same schedule involves setting up two things:

1.

The symbol to be used as the “target” of the link must be given a unique name,
so that it can be found when the “outgoing link” symbol needs to check the
target symbol’s date and update its own date.

The symbol with the outgoing link must reference the target symbol.

Project 1 Detailed Report

Task january Duration

Summary 30d

,

Task 1 _L | Symbol with outgoing link | 4d
Task 2 ’ 5d
Task 3 _L 5d
Task 4 # ’ 6d
Task 5 | Target Symbol | ‘L 5d
Task 6 D |

In this example, the arrow symbol pointing upwards in “Task 4” (Target Symbol)
controls the date of the arrow symbol pointing downwards on the “Summary” row
(Symbol with outgoing link). Thus, when the arrow pointing up (target) moves, the
arrow pointing down (outgoing link) will move accordingly.

Name the Target symbol

1.

Click the (X\) Arrow tool in the Unigue Syrbal Name for Incoming Links - Used
toolbox. when this symbol is a Link Target

Click once on the symbol that will P

control the date of another symbol

This will display the Selection
menu. Create/edtt Project tag
Incoming Link and Automation Tag
£5In the example above, this
would be the arrow symbol
pointing up.
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3. Inthe Selection menu, click the Symbol Links tab and go to the Incoming
Link and Automation Tag.

4. Under Unique Symbol Name for Incoming Links - Used when this symbol
is a Link Target, enter a symbol name.

5. Click the apply button.
Repeat this process to name other target symbols in this schedule, and then
Save the schedule.
Link a Symbol to the Named Target Symbol
1. Click the (N) Arrow tool in the toolbox.

2. Click once on the symbol whose outgoing link should point to a target symbol.
This will display the Selection menu.

25In the example above, this would be the arrow symbol pointing down.

File

N This File

HaME

Symbo Browse
b

Marne Refresh List

This symbol’s date will be based upon the date of the abowve symbol fink Clear Link

| Also update this symbol's text from target symbol's et

Cwutgoing Link the Target Symbaol of the Link

3. Inthe Selection menu, click the Symbol Links tab and go to the Outgoing
Link: the Target Symbol of the Link.

4. Choose the This File button.

5. To the right of Symbol Name, all available target symbol names for this
schedule will be listed in the drop-down menu.

25| the target symbol names do not appear, then click the Refresh List button.
6. Choose the appropriate Symbol Name from the list.
Repeat this process to link other symbols to target symbols.

8. To update the linked symbols, choose File | Master/Update | Update Master
Schedule, Linked Symbols | Linked Symbols.
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View a Report of Symbol Links, Names, and Attributes

Generate reports on data embedded in symbols, including symbol target names and
links between symbols (i.e. symbol linking).

Generate a report by selecting Tools | Reports | Symbol and choose a report.

Each report can be copied to the clipboard for pasting into another program for
printing.

Symbol to Symbol Links Report

The Symbol to Symbol Links Report displays data for each symbol which has an
outgoing link to another symbol, including the task row on which the symbol appears,
the symbol’s ordinal placement from left to right along the task row, the symbol’s
date, the target name of the symbol to which it is linking, and the full path to the file
containing the named symbol.

Symbol Names Report

The Symbol Names Report displays data for each symbol which has a target name,
including the task row on which the symbol appears, the symbol’s ordinal placement
from left to right along the task row, the symbol’s date, and the symbol’s link target
name as found under the Selection | Symbol Links tab when the symbol is selected.

Symbol Attributes Report

The Symbol Attributes Report displays data for each symbol which has either a
hyperlink, note, outgoing link, target name, or tag. The information displayed includes
the task row on which the symbol appears, the symbol’s ordinal placement from left
to right along the task row, the symbol’s date, and the symbol’s attributes. If a symbol
has a target name, NA is placed in the attribute column. If a symbol has an outgoing
link, OL is placed in the attribute column.

Symbol Links Versus Master Schedule

Schedules with symbol links are another way to maintain a type of “master schedule,”
but without the task rows being replaced each time an update is done (as is true in
the Master Schedule feature). When symbols are updated via symbol links, only the
dates are updated, nothing else (unless the symbol text option is chosen). However,
in using a symbol linking method to update a top-level schedule, there is no way of
knowing about new or deleted sub-tasks. Thus, the method used depends upon user
needs and methods of operation.
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Hyperlinks

Any symbol, task row, freeform text or picture on a schedule can have hyperlink
shortcuts to other Milestones schedules, documents or web pages. Launch a

hyperlink to open the linked

file or URL.

Using the Internet Publishing Wizard, a schedule with hyperlinks is automatically
transformed into a graphic with hotspot links to the schedules, documents, and web
pages that are hyperlinked to the symbol, task row, freeform text or picture. That
graphic is included in an HTML document, ready for uploading to the Internet or an
Intranet site. In addition, the first hyperlink for each task row and all hyperlinked
symbols are displayed as clickable links when saved as a PDF.

[ Project Management /. x

C (0 | © ridasacom
5 apps 1 NewTsb (] Bookmarks

Home  Buy  Downloads

G |s  PBIFORIMPORT-2xlsx - Microsoft Excel o B3 =
Home Insert Pagelayout Formulas Data | Review | View & @ = & 2=
¥ spelling = l_g 020 EgProtectsheet &1
[ Research 5 1) @y | G5 Protect Workbook i
S Thesaurus franslote CU:;VZM B [ share Workbook 13+
Proofing Language Comments Changes
A13 - 7 =)
A B c ~
1 |AWARD FEE RESP. NAME Theeasy way to
2 146708 Mason Complete processing schedule, manage
3 293416 White ubmit an FY-13 AWP and report ==
4 73354 Allen bmit Propased Plan Bl your projects. =
R 5 73354 Union Sulmit SAP —
Wd9-a|= Press Release.docx - Microsoft Word = @ 3 (dysampling Movies Download E
o Vichhow easy s o create S Create your oun Ganlt Chart or
“ Home | Insert Page Layout References Mailings Review Viel Acrobat & e ;sing S ? M‘Esmg‘s Yy projects with 0 ;“':‘e”"eum‘ ';‘;‘VE‘:‘ZZZFREEM”
5 { Calibri (Bocy) e = (Al m [structure (wes)
Paste B I U-dex x| Paragraph Styles | Editing jation/Cost Analysis A
o W A Aa | A AT H - - ) Management »
Clipboard & Font n A T 7 —
= " » [
2| o ——
Master Schedule
Press Release Completion Dates for all Pkgjects
KIDASA Software Releases Mile: es P
\Department Jan}éry ‘ February ‘ March
Austin, Texas-- KIDASA
Continuing the KIDASA traditicn of cuttin| Web Pybject Brochures Interactive CD
project management solutions, Mileston: Marketing
improvements, advance import options
recommendations. 111 2114 3/1
Here is what new in Milestones Professi K . .
Trade Show Client Presentation Training
4 [ i Sal
Page:1ofl | Words:212 | ¢ | |2 ales
1N 2/10 37
Spreadsheet Upgrades Software Purchases
Information Systems
117 2/12 3/13
Beta Software Test Bug Fixes Beta Survey
Research & Development
114 2/8 3/10
* Critical Priority * Medium Priority f\{' Low Priority
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Add a Hyperlink to a Symbol

Dozens of hyperlinks can be attached to any symbol on the schedule.
1. Click the () Arrow tool in the toolbox.

2. Click once on the symbol to which the hyperlink will be attached. This will
display the Selection menu.

3. Choose Selection | Hyperlinks | Hyperlink Options.
Hyperlink a Symbol to a File
4. Click the Add File button.

5. Inthe Select the Document File to Link dialog box, locate and select the file to
hyperlink.

£51t may be necessary to change the Files of type to All Files(*.*).
6. Click Open to add the file as a hyperlink.

Hyperlink a Symbol to a URL

7. Click the Add URL button the Add Internet or Intranet URL dialog box displays.

8. Enter the complete address to the site, and then click OK.
9. View hyperlinks by clicking the drop arrow to the left of Add File.
Edit a Hyperlink

10. Click the Edit Links button the Edit Hyperlink List dialog box displays.
11. Change, copy or paste Hyperlinks in this dialog box.
Symbol Hyperlink Options
With a symbol selected, in Selection | Hyperlinks | Hyperlink Display choose to.
e |¥| Highlight Symbols With Hyperlinks to add an arrow icon to all symbols
that contain hyperlinks, as shown here:
e |¥|Include Hyperlink References When Creating HTML
Files to include a numbered list of hyperlink URLs in the HTML
document created by the Internet Publishing Wizard. This setting will be

overridden if Include Symbol Hyperlinks in HTML File is checked/unchecked
during the Internet Publishing Wizard process.
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Launch a Hyperlink from a Symbol

When the user selects a hyperlinked file or URL, the selected file or URL will launch in
the appropriate program.

1. Click the (\) Arrow tool in the toolbox. '
2. Hover over the symbol to see the
available hyperlinks. For this feature, 1 |Friday 111113
. Text: Web Project
tooltips must be turned on for the Hyperlink: http:/fwww.kidasa.com/|
scht_adule area in Tools | Program B tranom o P i
Options | Help. ﬁimimaﬁzﬁ%
&) Zoom outto
3. Right-click the symbol that contains the ft“”oz”:"" F:‘ — '
. ; : . n On Dependency Mode
hyperlink, and view the list of hyperlinks o5yl for P
at the bottom of the right-click menu. Rt
. . i |A] Font.
4. Click once on the hyperlinks wish to Seect Tosk
launch. Schedule Recurring Task...
Link to active MS Project Task...
. . . . Link to active MS Project Task baselinefinish with unique id
5. The hyperlink will open in the appropriate e e

Remove a Hyperlink from a Symbol

application (e.g. Word, Internet Explorer,
Milestones, etc.).

&5 The length of time and space for the
tooltip display when hovering over a
symbol can be increased. Choose
Tools | Program Options | Help.
Under Normal Tooltip Display,
choose a different length of time.
For more space, check the box
next to Expanded Symbol Hover
information display.

Edit Text...
Edit Notes.

Edit Size or Calor.

Edit Text or Date Position...
Create or Update Hyperlink...
Edit Constraint...

Edit Symbol to Symbol Links...
Edit Symbol ValugSet...

Select Symbol and Bar in Toolbox
Select all Instances of this Symbol Type
Select all Symbols

All Hyperlinks Dialog..

Highlight Dependent Symbols
Dehighlight Dependent Symbols

Symbal Shift-Arrow Key Amount r

Delete one or all hyperlinks attached to a symbol on the schedule.

1. Click the () Arrow tool in the toolbox.

2. Click once on the symbol which has the hyperlink(s).

3. Choose the Selection | Hyperlinks tab.

4. Click the drop-down arrow to view all available hyperlinks, and select the link to
be deleted.

5. Click the Break Link button.

25 To remove all hyperlinks from all symbols: Tools | Other Tools | Manage:
Symbols, Pictures, Free Form Text, Lines, Boxes, Circles | Remove all

hyperlinks from every symbol.

Manage Multiple Files 8-15




Add a Hyperlink to a Task Row

Dozens of hyperlinks can be attached to any task row on the schedule. Custom import
(see Chapter 12 pg. 12-11) allows hyperlinks to be imported from a spreadsheet into a
Milestones task row.

1. Click the (\) Arrow tool in the toolbox.

2. Click once on any column cell on the appropriate task row. The row should now
be highlighted. If the cell only is highlighted, click Selection | Current Object:
Task Row | Switch to Selected Task.

3. Find the Hyperlink Settings section.

Hyperlink a Task Row to a File
4. Click the Add File button.

5. In, the Select the Document File to Link dialog box select the file to hyperlink.
251t may be necessary to change the Files of type to All Files(*.*).
6. Click Open to add the file as a hyperlink.
Hyperlink a Task Row to a URL

7. Click the Add URL button the Add Internet or Intranet URL dialog box
displays.

8. Enter the complete address to the site, and then click OK.

Task Row Hyperlink Options
With a task row selected, in Selection | Hyperlink Settings choose to:

e |¥| Show Hyperlink icons to add an arrow icon to all task rows that contain
hyperlinks. The icon appears in the column cell on the left side of the schedule,
closest to the schedule area.

Spreadsheet Upgrades Software Purchases
Information Systems ‘ﬁf’ *
17 2112 313

e View all hyperlinks for that task row by clicking the drop down arrow.
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Launch a Hyperlink from a Task Row

When the user opens (or launches) a hyperlinked file or URL, the selected file or URL
will launch in the appropriate program.

1. Click the hyperlink icon associated with the task row.

&5 |If the icon is not visible, then skip to the next method described.

2. Inthe Select Hyperlink to Launch dialog box, choose the file or URL from the
list and then OK.

- or -
1. Right-click a task row that has a hyperlink.
2. Choose Hyperlink and select from the list of hyperlinked files and URLSs.

Remove a Hyperlink from a Task Row

1. Click the () Arrow tool in the toolbox.
2. Click once on the task row. The task row will be highlighted.

In the Hyperlink Settings section click the drop-down arrow to view all
available hyperlinks, and select the link to be deleted.

4. Click the Break Link button.

Launch a Hyperlink while in Calendar View

Only hyperlinks attached to symbols szt:; :r;hzzﬁtge
while in the Gantt View are carried S Mon  Tue  Wed  Thu Fri sat
over to the Calendar View. Note 0 ‘ ‘ ’ ‘ 5

that symbols on summary rows will - .
not display symbol hyperlinks in the U T;\F“es""w
Calendar View. Only symbol hyperlinks - = S - -
attached to symbols at the lowest i St

outline level will appear in the Calendar  }s g E 5 2 5 5

View.

7 28"

1. Move the cursor to the arrow next
to the calendar day. 5 v : g 7 : 5

2. Click the arrow to launch the list
of hyperlinks for that day; or right-
click and choose Hyperlinks.

3. Choose the hyperlink and then OK.
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Hyperlinks as Column Text or Freeform Text

A hyperlink can be added as a column cell text entry or as a freeform text entry. The
link can be to a URL or document.

1. Click the (T) Text tool in the toolbox.

2. Click once in the column cell that will contain the hyperlink (or anywhere in or
outside the schedule for freeform text).

3. Type the URL (e.g. http://www.kidasa.com) or document link (e.g. C:\Financial\
ProjectXBudget.xIs).

4. To launch the hyperlink, use the text tool and highlight the entire document path
and name.

5. With the URL highlighted, press and hold the CTRL, ALT, then L key on the
keyboard. This should launch the highlighted hyperlink.

Add a Hyperlink to a Picture

A hyperlink can be added to a graphic file placed in the schedule.
1. Click the () Arrow tool in the toolbox.
2. Click once on any picture. This will display the Selection menu for that graphic.

3. Inthe Selection menu, next to Hyperlink:, input the hyperlink path and press
the apply button.

4. Open by right-clicking the picture and selecting the hyperlink.

Edit Hyperlink Filenames

Change the names of multiple referenced files within hyperlinks at once.
1. Go to Tools | Other Tools | Update Filename Links.

2. Enter the text to change in the From: box. Enter a replacement text string in the
To: dialog box.

3. Press the Update Strings in Links button.

Hyperlinks Report

Generate a Hyperlinks Report. Select Tools | Reports | Schedule | Hyperlinks.
This report displays data for each task row and symbol with hyperlinks. The report
includes the task row on which the hyperlink or symbol with hyperlink appears, the
symbol’s ordinal placement from left to right along the task row, the symbol’s date and
the full path to the hyperlinked file or URL.
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Chapter 9: Share Schedules

Milestones Professional offers many ways to share schedules with others:

e Save schedules as PDF files to share via e-mail or internet distribution.

e Copy all pages to PowerPoint.

e Copy and paste a schedule to other Windows applications.

e Print for paper distribution or display.

e Publish a complete hierarchy of schedules as HTML pages for Internet or local

Intranet.

e Have others download and install the free Milestones Viewer. Then, send them
schedules which they will be able to view but not change.

e Use Full Screen mode to both present and modify the schedule in a working

meeting.

e Use Presentation Mode to display schedules in a slide-show format.

I:IIH'T (LNES

Presentationl -

E._El Slide Sorter :
lg Motes Page

Mormal
24 Reading View | Views ~

Microsoft PowerPoint

= 2R

(=}

Home Insert | Desigr | Transit| Anima | Slide 5| Review  View | Acrob: & e

B &k Q

Master | Show Zoom Color/

@ Master Phasing Schedule -
File Edit View Window

Adobe Acrobat Pro
Help

[E=%EoE =5

x

2

ki
[~

E]]Eﬂ
i

o w1

Commercial C¢

Page 1 of 4

Storm Drain

Fire Hydrant
Water / Gas.
Farking Lot Grade
Curb / Guiter
Site Electrical
Irrigation

Bass

Fave

Sidewalks / Steps.
Landscaps
Stipe / Bumpers

Click to add notes

slide1 of 4 | “Office Theme” | |[B]22 B3 T 100% (]

Presentation Views @ Create ~ | D % | :::Ja} @ @ Iz‘
f2 | - Tools Comment Share

Master Phasing -

Phase Two

14.00x8.50 in 4

Year One Year Two \
Quarter First Second Third Fourth First Second Third Fourth First §
Program Milestones 0 ° ° O 0 =
Subcont Milestones | 9 &
Phase One PR
A\ specs

n 3
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Save to PDF

The built-in “Save As PDF”option saves a Milestones Professional schedule in the
PDF format.

] Milestones Professional Schedule - Adobe Acrobat Pro == [E=h = Select File I Files and
File Edit View Window Help £ Templates: Open and Save
£3 crome - B0 % \“ PCPBOE B Options | PDF and enter a
Ol NG| @ @ o] - Tools | Comment | Share filename. Then, when the
marl [ il . H
L] ‘m - — | e| o htractoH file has been created, click
[P ‘D B e Page 1 of 4 m OK to view the new PDF.
plumbing . H
Z || pumbing Variety Products, Inc. Milestones YVI|| at_tempt to
2z || T pumbing2 Oxnard, CA launch the file using the
oA P piumginaa™™ Job No.: WH-870059-05 .
Plumbing4 T COrezzzzzz: default PDF viewer.
Storm Drain [~ ] . .
Fire Hydrant o The PDF file includes a
Water / Gas m | H
Parking Lot Grade = bookmark section ma<_:ie
Curb / Gutter up of any bookmarks in
;‘f::j:::‘mm the schedule, and optional
Base buttons for hyperlinks.
Pave - (Only the first hyperlink on
e : each symbol or task row is
included.)

Copy All Pages to PowerPoint

It is possible to copy all pages to a PowerPoint presentation with one click.
PowerPoint 2007 or later must be installed.

1. Choose Connections | Microsoft PowerPoint | r:-q
Copy all pages to PowerPoint. 2

2. The prompt Create a New PowerPoint to PowerPoin
Presentation? will display. Choose Yes to
create a new PowerPoint document, or No to
include slide in the active presentation.

3. Optionally, choose Connections | Microsoft PowerPoint | Create PowerPoint
Slides from Project to open the Project to Milestones Wizard and paste the
imported Milestones schedule into a PowerPoint presentation (see Chapter 10).
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Paste a Picture of the Schedule into Another Application

When only a static image of the schedule is needed, generate a metafile (enhanced
picture) or bitmap of the schedule and paste it into another application.

Copy a Single Page to Clipboard as a Metafile or Bitmap

1 In Milestones, choose Edit | Copy Schedule | Copy Metafile to Clipboard or
Copy Bitmap to Clipboard.

2. Click OK when the Metafile/Bitmap is on the Clipboard message appears.
In the other application (Word, Excel, etc.), choose Edit | Paste Special.

4. In the Paste Special dialog choose Picture (Enhanced Metafile) for a metafile
copy or Bitmap, for a bitmap copy and then OK.

Copy to Clipboard Bitmap (Selected Rows)

1. In Milestones, choose the (X\) Arrow tool to select the lines to be pasted. Hold
the Shift key to select contiguous task rows. Hold the Ctrl key to select specific
task rows.

2. Choose Edit | Copy Schedule | Copy Bitmap to Clipboard (Selected Rows).
e Copy Selected Rows and Date Heading

Tasks Resource June July Remaining
1 [ 3 57 9 |11 ]13]16 17 [19 21 |23 |25 |2r |28 | 31 | 33 | 35 | 37 | 3e | Duration
Preparation ______________________________.:.___
ISP / Domain Setup  Bil %‘ i v 0
Register Domain Bill v 0
Install FrontPage Jim % v 0

e Copy Only Selected Rows

Preparation

ISP / Domain Setup Bill v 0
Register Domain Bill v 0
Install FrontPage Jim v 0

& To accomplish the selected lines image, all rows are hidden except for
the selected rows. Then the image is made. This means that any free
form text or other graphics previously near these lines will not move
while the line does.

3. Click OK when the Bitmap is on the Clipboard message appears.
4. In the other application (Word, Excel, etc.), choose Edit | Paste Special.
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5. Inthe Paste Special dialog choose Bitmap, and then OK.

e Set bitmap scale factor: The larger the scale factor, the larger the bitmap.

25\When pasting a bitmap into a document to be printed use a larger scale
factor than for a document only being viewed on the screen.

.25 A printed metafile output is usually better than a printed bitmap output.
Scaling up usually helps with a bitmap’s printed output.

25\When used on screen a bitmap takes advantage of anti-aliasing.
Metafiles do not.

Link and Embed Schedules in Other Applications

Because Milestones Professional is an Object Linking and Embedding server, it is
possible to paste entire schedules into other OLE compliant applications.

Once embedded or linked, it's possible to launch the schedule in Milestones from that
application, by double-clicking the schedule.

Link Verses Embed e I
Hame | inert_Poge oyout_Reteences_wilings Review View Acsbat & @

{ Calibri Body) -

Use linking to automatically update the linked | " 575 s x = | 18
schedule in the destination document when i M A .
the schedule is updated. Linking is the best D
approach when maintaining the schedule b M o o e, [

separately from the document in which it

is included. Remember that if a document
containing links to other objects is moved,
from one computer to another computer, those
documents will need to be relinked.

Embedding is a better choice to keep a
document portable.

If different pages of the schedule need to s ——
be displayed in another document, then use " B s et e s
neither linking nor embedding - instead paste TSmOl o g iy e sprmadshest i
each schedule page as a picture, as described || ° fuism e e oo :
in the previous section. pope 1o | worssis [ S | B | [EB8 =2 G U@
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Embed a Schedule in Another Document

An embedded schedule becomes a part of the document in which it is embedded.
The embedded schedule is not linked to the original source schedule - meaning

a change in the source schedule does not equate to a change in the embedded
schedule. Changes to the embedded schedule, will be retained in the embedded
schedule in the Windows document.

1. In Milestones, choose Edit | Copy Schedule | Copy Schedule to Clipboard
(OLE).

2. In the other Windows document (any OLE application like word), click Edit |
Paste Special. The document’s Paste Special dialog box displays.

3. Inthe Paste Special dialog box choose @ Paste and Milestones
Professional Schedule Object and then click OK.

4. Close the Milestones schedule used in Step 1, and then double-click on the
embedded schedule. The schedule opens in Milestones.

5. Make changes in the Milestones schedule.
Close the Milestones schedule using the X. No need to save the schedule in
Milestones, the file will be saved in the document.

£50LE only works with single page schedules.

Link a Schedule in Another Document

When a Milestones schedule is inserted into a document as a “linked object,” a
connection is maintained between the source schedule and the inserted schedule—
meaning a change in the source schedule equates to a change in the schedule that
was inserted in the document.

1. In Milestones, choose Edit | Clipboard | Copy Schedule to Clipboard.

2. In the other Windows document (any OLE application), click Edit | Paste
Special. The document’s Paste Special dialog box appears.

3. In the Paste Special dialog box choose @ Paste Link and Milestones
Professional Schedule Object and then click OK.

4. Double-click on the linked schedule. The schedule will open within Milestones.

&5 Changes to the source schedule will appear in the linked schedule.
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Print a Schedule

With Milestones Professional it's possible to print miniature to wall-size schedules
using a variety of printing options.

Print Preview @
[ Print This Page | [Printing Options...| [ Page Layout... | [ Zoom Reset :;f;iat:h‘e area

Zoom In: Left mouse button
Zoom Qut: Right mouse button

Paper: 8.50 tall x 11.00 wide Chart: 5.50 tall x 11.00 wide X Scale: [1.00 ¥ Scale: [1.00

MULTIPROJECT OVERVIEW REVIEW

Oveniew o o o o [ [ o [ o e s [ [ [ o o o [ e [ [ e e [ o [ [ e e
I Toskt A

{Project 1 T i l
H -, Qem == - | 1 Tas10 Tams G-,

iProject2 1 Tamet b -

Teee

D Ormn

iProject 3

iProject 4

{Project 5

iProject &
{Project 7

iProject 8

{Project 8

Print Preview

Use the Print Preview feature to see a sample of how the schedule will print.
1. Choose File | Printing | Print Preview.

2. Click the Prev and Next buttons to move from schedule page to page.

3. Click Printing Options for output format selections (addressed in the next
section).

4. Click Page Layout to change the chart size, margins, and rows per page.

Point the cursor to a part of the schedule and zoom-in by clicking the left mouse
button. Zoom-out with the right mouse button.

The light blue dashed line around the edges shows the margins that have been
selected. The yellow border identifies the unprintable portion of the schedule. If the
chart extends into this yellow area, it may be cut off when it is printed.
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Print Setup

Use the Print Setup option to change to a different printer or to make changes to the
current printer’s settings.

Choose File | Printing | Print Setup. Choose the Printer, the printer properties, the
Paper Size and Source, and the page Orientation.

Print Options

[ s

To format the printing output of the schedule,
choose File | Printing | Printing Options.

General Tab
Symbol Notes and Collapse/Expand Indicators

e |¥|Include Symbol Notes Page to print a
separate page containing the Symbol Notes
entries. These will be numbered according
to the numbered symbols on the schedule,
to match the notes to the symbols.

£5To print the symbol notes without printing the schedule, choose Tools |
Reports | Symbol | Symbol Notes. Press the Copy Report to Clipboard
button and then paste into another application for printing.

e |v| Only Print Symbol Notes for Printed Symbols to print only notes within
the specified date range (as set under the Print by Date Range tab); thus
ignoring notes from symbols that are outside the date range being printed.

e |¥|Include Collapse/Expand Indicators on Output to print summary roll-up
indicators if they are shown on the schedule.

o |v|Always include note indicators on prints and metafiles to print symbol
note indicators if they are shown on the schedule.

Color

e |v| Print Colors in Shades of Gray to cause the software to use shades of
gray on non-color printers.

e |¥| Force Color Output to ensure that color commands are sent to color
printers. It is ignored on non-color printers. Generally, this should be selected.

Background Colors (Also Affects Column Background)

e |v|Include on Prints and Metafiles to print the background color as set in
Format | Frame, Highlights | Background color, border, frame corners.

e ¥|Interior Areas Only to print the background color only within the schedule
frame. Areas outside of this frame will not be shaded.
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Specify Output Size

o Use Specified Size to retain the schedule’s horizontal and vertical size
settings as set in the Layout menu. This setting allows the schedule page to
span across multiple sheets of paper. This option is also important to choose
if the schedule includes graphics or free-form text.

e Scale to Fit Selected Paper Size to force the size of the schedule to scale
down or up to the size of the printing paper.

e Use Custom Scaling Specified to increase or decrease the horizontal and
vertical scale of the schedule. For example, change the Horizontal factor to
.5 to reduce the schedule size horizontally by 50%. The default scaling factor
of 1is for 100%. Note that with custom scaling, a schedule page will not span
across multiple sheets of paper. Only the Use Specified Size option allows
that.

If the Print Options dialog box is invoked while in Print Preview, the option Preview
Selected Lines Only is visible. This option allows preview of selected task rows
within the Print Preview screen.

Print by Date Range Tab

Choose to print the entire schedule date range or a specific date range portion of the
schedule.

e @ Print Entire Date Range to print the schedule from start date to end date as
set under Dates | Start and End Dates.

e @ Print Date Range Below Only to specify the start and end date range to be
printed. Enter a Start Date and End Date, or click the calendar icons to choose
each date.

e @ Print Using the Time Periods Below to select a time period to be printed
on each page.

Exclude Columns for Print

Under the Exclude Columns tab, check each column that should be hidden while
printing. Column heading text appears next to column numbers.

Default Printer

The Default Printer tab is useful if using a different printer for Milestones than the
printer set as the default on the computer. Check Use this printer as the default,
then each time Milestones starts, it pre-selects this printer as the current Milestones
printer.
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Publish for the Internet/Intranet

Milestones Professional’s built-in Internet Publishing Wizard offers several HTML and
graphics output options:

e Generate a graphic file of each page of the Milestones Professional schedule.

e Create a single HTML document that contains a picture of each page of the
schedule, a table of schedule data; the start and end date of the schedule, the
schedule title, and symbol notes and symbol hyperlinks.

e Create HTML and graphics for a collection of hyperlinked schedules. Symbol
hyperlinks become hotspots in the HTML page. See the example below.

e Create a tiered, interactive picture of the rolled-up schedule. Then click a task
on the HTML page to drill-down for more details. Includes any hyperlinks from
symbols and task rows to URLs and other non-Milestones files.

({2 )(=)| £ CATHTML\Master_Plan_of Phasestmi

[ 2 P

i Hall Proposal Review | 2 School Construction

Sched.. %[ |

File Edit View Favories Tools Help

X Google

o 52 Google Maps &) Web Slice Gallery v Mo B v @ v Pagev Sofetyv Tookv @v

= | Search + More > Signln W ~

School Construction Schedule
Comprehensive Facility Master

Plan - Proposed Workplan

School Construction Schedule
Comprehensive Facility Master Plan - Proposed Workplan

First Seoond Third Fourth
[Work Element Wer | Apr | Way | Jun | Jul | Aug | se | Ow | fiov | De
|campus Flan Landsodpe Optiong_ Growthloptions | _Builai
Waster Plan 9.
Eig T

A~

In this example, the top-level schedule
“Milestones Chart” has hyperlinks to other
Milestones schedules.
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Building Construction Schedule and Budget A

Junding Status
g

ST

L] 290,000
()| &) CAHTML parin Hallmif tmi e
42 Parin Hall Proposal Review | (& Parlin Hall Proposal Review | | B S;::: NN
3 E® Google Maps &) Web Sice Gallery ¥ v B v @ v Pagev Safetyv Toolsv @ & ;m‘m
Parlin Hall Proposal Review // s1.000000)
_— | waw ) v
Fresentation O Jin_Hall.mif.html #100% ~
e —
Enviren Architests. —  ss00,000| § 2000
> The Internet Publishing Wizard
‘ . creates HTML and graphics of
ot T e e — the top-level schedule and all
, hyperlinked schedules.
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Graphics Output and Bitmap Options

All of the following settings are available in the Internet Publishing Wizard. \When
applicable, refer to these suggestions and explanations for making optimal choices.

Create a Bitmap for each page of the schedule or Include a bitmap of each page:
Generates a picture of each schedule page.

Include a Hyperlink Image Map: Creates a hotspot for each symbol that has a
hyperlink. Up to nine hotspots are supported for any one symbol.

Bitmap Format (for the graphics output): PNG is usually the best choice if the image
will be viewed with a browser. Not all browsers support BMP files. GIF is limited to
only 256 colors, so any included bitmaps or gradient fills will degrade in quality. JPEG
is a format best suited for photos (not charts and graphs). All browsers support PNG
(Portable Network Graphics) files; it is not limited to 256 colors and is a lossless
format; and is an alternative to GIF. PNG files are about the same size as GIF files.

JPEG Compression factor: A factor from 10 to 99 (or none). The lower the JPEG
Compression number selected, the smaller the file will be. However, the image quality
will degrade accordingly.

Image Scale ratio: Determines how large the resultant bitmap is. 1.0 is full size
according to the Page Size set in the Layout tab. 0.5 is 50% of the Page Size.

Graphic File Name Starter. Adds a letter which prefixes all graphics file names, e.g.
G0001.jpg.

Show Roll-up Indicators in Graphics Output. Displays an expand indicator ¥ next
to tasks that have sub-task information hidden below them. If this is not selected it is
still possible to right click a task and view sub-tasks.

Create a Graphic Only of Each Schedule Page

With the Internet Publishing Wizard, create a picture (bitmap) of each page of the
schedule.

1. Choose Connections | Other | Internet Publishing Wizard.
2. Choose Graphic File Only, then Next.

3. |+| Create a bitmap for each page of the schedule to create a graphic file for
all schedule pages. [| To create a graphic file of the first page only.

Select the Graphic Output Options, then Next.
Choose Browse to find a folder for the output files, then Next.
Review selections and press Finish.

To save a schedule as a Metafile (WMF or .EMF), choose File | Export Options |
Graphics | Export Graphics Metafile, then name the file and choose Save.
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Create an HTML File with Graphics and Optional Hyperlinks

With the Internet Publishing Wizard, create a picture of each page of the schedule
and display those graphics in a web page. Optionally, create HTML and graphics
pages for schedules hyperlinked to symbols in that schedule. Those links become
web page hotspots.

1.

2.
3.

Choose Connections | Other | Internet Publishing Wizard.

@ HTML file with optional graphics.

The two checkboxes are used to specify how symbol hyperlinks within the
published Milestones file are handled, as follows:

e If neither box is checked, then no symbol hyperlinks are processed.

e |¥|Create HTML Files for Hyperlinked schedules from this file and
all linked schedules. All hyperlinks are processed. If any refer to other
Milestones schedules, then the hyperlinks within those schedules are also
processed, and so on, until the entire tree of hyperlinked schedules has
been processed. Each schedule results in its own HTML file.

e  Create HTML Files for Hyperlinked schedules from this file only: Just
the hyperlinks for the current schedule are processed.

Choose Next.

Click Change to choose an HTML
Background Color for the HMTL
page, then Next.

Enter a Title for the HTML page,
optional HTML code for the <body>
section, then click Next. For no title,
just key an HTML command, such as
<br>,

Select the Bitmap Options and then
Next.
e Graphic File Name Starter
is only used when creating an
HTML page and images for just

Proposal Schedule with Outlininge—
Company Name

Title I
Revision Day Month Year «—
Htmi Background Color

Project Start Date: 8/9/11g¢— Start and

Project End Date: 12/3/114— "0 D3

File Name: C:\New Folder'\Label.mld 4—  File Name I

Tasks Duration

Symbols in
Task table

Proposal Summary 139d&symbol(3,1.20,14,19.L-255)
Tnitial Consultation 43d&symbol(3,1.20,14,19,.L-65535) {
Analyze Requi &symbol(6,1.20,14,19..-32768) 8/19/11 §27/11

Set Goals

Training

Raan—tol(3 1 20,14,19,L-63535) §30/11 1012111 (1)
Task Table F(6:1,20: 91-32768)

Software Applications 15d&symbol(6,1 20,1419 L-32768) 915111 9/29/11

Program Features and Benefits 12d&symbol(6.1.20.14.19.L-32768) 9/22/1110/3/11

Launch Program 69désymbel(3,1.20,14,19,L-255)

Advertising 53d&symbol(3.1.20.14,19 L-65535) 9/29/11 11/20/11

PR Campaign 16d&symbol(6.1.20,14,19,1-32768) 10/4/11 10/19/11
Symbol

HyperLinks: Hyperlinks

(1.) HyperLink: C:New Folder\Cost Account Plan mld

the current schedule. The starting letters or numbers will be added to the
beginning of the saved graphic file name.

Select from Task Table Options and then Next:

e |v¥| Exclude Symbols from Task Table to exclude symbol dates from the

Task Table portion of the HTML file.

e |v¥| Exclude Task Table from HTML File to exclude the Task Table from the

HTML file.
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9. Select Additional Options and then Next:

e |¥| Exclude File Name from HTML File to exclude the name of the
Milestones file from the HTML file.

e |v| Exclude Start and End Date from HTML File to exclude the schedule
start and end date (Format | Dates | Schedule Details) from the HTML file.

e v |Include Symbol Hyperlinks in HTML File to display a number in
the Task Table next to the symbol dates. This number is a hyperlink to
the appropriate file or URL. The same link is included with the file’s path
name in the Hyperlinks: list directly below the task table. If this option is
selected, then the Task Table and Symbol dates must also be included.

e |¥| Exclude hidden tasks from table. Tasks can be hidden in a Milestones
chart ..If they are, choose this option to have them not show in the table.

10. Choose Browse to select the file name and location for the HTML and graphics
files. All other HTML files and graphic image files will be placed in the same
folder.

e Itis recommended that the HTML files and images for any one publishing
session be saved in a separate folder.

e When publishing an entire tree of hyperlinked schedules and images,
quite a few files can be produced. All references to files created by the
wizard are relative to the folder chosen. That is, no referenced file or
image has a path in front of the filename. This makes it easy to move the
contents of the entire folder to a web server.

e HTML files or images created that are based upon filenames that have
blanks, will have underscores where the blanks were. This is done
because some browsers cannot handle blanks in filenames.

11. Choose Next.

12. In Summary of Selections dialog box review selections and press Finish.
The imaging and HTML process will begin. The Status Bar indicates the progress.
When the process is complete, a Message Box displays offering to view the output.
Press Yes, the browser is started with the first HTML page created.

If a symbol on the schedule contained a hyperlink (which is now a hotspot in the
HTML document), position the cursor over that symbol and notice that the cursor
changes to the finger-pointer. The browser status bar shows the location of the
referenced hyperlink.

For symbols with multiple hyperlinks, move the cursor slightly when hovering over the
symbol hotspot in the web page and see the different linked files in the Status Bar.
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Tiered Hierarchy: Web Drill-Down with Optional Hyperlinks

Use the Internet Publishing Wizard to create an HTML document containing a set of
graphics of an outlined schedule. Milestones generates the top level schedule as well
as schedules for all lower levels. When the top level schedule displays in the browser,
click an upper level task to display a separate lower-level schedule. Schedules can
also include any hyperlinks from symbols to URLs and other non-Milestones files.

1. Choose Connections | Other | Internet Publishing Wizard.
2. @ Tiered Hierarchy (HTML with Graphics)

3. |¥| PDF also to generate a PDF file of each page, then Next.
4

Click Change to choose an HTML Background Color for the HMTL page, then
Next.

5. Enter a Title for the HTML page, optional HTML code for the <body> section,
then click Next. For no title, just key an HTML command, such as <br>.

6. See Graphics Output/Bitmap Options on page 9-11 for choosing Bitmap
Options.

e ¥|Include a Hyperlink Image Map will create a hotspot for each symbol
that has a hyperlink to a URL or non-Milestones file. Hyperlinks to
Milestones schedules are not processed.

7. Choose Next.

8. Choose Browse to select the file name and location for the HTML and graphics
files. All other HTML files and graphic image files, including optional PDF files,
will be placed in the same folder.

e Create a folder in which to place these numerous HTML and graphics files.

e When an entire tree of hyperlinked schedules and images is published,
quite a few files can be produced. All references to files created by the
wizard are relative to the folder chosen. That is, no referenced file or image
has a path in front of the filename. This makes it easy to move the contents
of the entire folder to a web server.

e HTML files or images created that are based upon filenames that have
blanks, will have underscores where the blanks were. This is done because
some browsers cannot handle blanks in filenames.

9. Choose Next.
10. Review selections and press Finish.

The initial rolled-up HTML page and graphic is named after the MLF file name.
Subsequent HTML files and graphics are named using WBS numbers.
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Free Milestones Viewer

Using the free Milestones Viewer, clients and co-workers can view Milestones
schedules. The free Viewer shares these features with Milestones Professional:

Open a Milestones schedule.
Full printing and preview options.
View symbol notes.

Launch symbol hyperlinks.

Copy a metafile of the schedule
to the clipboard (then paste into
another application).

Complete task filtering options.

Tooltip and hover time control.

Target shared charts, holidays,
and symbols folders for better
collaboration.

Zoom controls.

Calendar and Continuous view
modes.

Find and Go To Page options.

In the Viewer, schedules cannot be edited, nor can they be saved.

Right-click a symbol to launch a hyperlink or view the symbol notes. Set folder
locations, tooltip options, color settings and more under File | Preferences. To
Window-over to another schedule opened in the Viewer, choose from other files listed
at the bottom of the File menu.

To download the free Milestones viewer go to www.kidasa.com/downloads.

Full-Screen Mode

Need to make changes to a schedule during a meeting? Full-Screen mode displays a
schedule at the largest size possible by eliminating the toolbar, status bar and menus.

The sidebar and/or toolbox can also be hidden.

1. Choose View | Viewing Options | Page View | Full Screen, or press Ctrl+F.

2. Use the Esc key or Ctrl+F to exit full screen mode.
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Presentation Mode

Use the Presentation view mode to present one or a series of separate Milestones
schedules as a “slide show” with a full screen option and schedule manipulation
controls.

Before using Presentation Mode, change the File | Printing | Printing Options |
General setting to Scale to Fit Selected Paper Size. This ensures that the schedule
pages will be scaled to fit the screen.

Present a Single Schedule

1. Choose VIeW | VieWing Presentation Mode Settings @

Options | Page View |
Presentation Mode.

(@) Present the Current Schedule

When this option is chosen, just the current schedule is shown under
Presentation Mode,

2. Choose Present the

(7 Master Schedule List contains Schedules to Present
Current Schedule.

When this option is chosen, the schedules in the Master Schedule List {see File
menu, Master Schedule... option) of this schedule are presented.

3- # Use Fu” Screen to fl" Mote that you should not check the "Automatically Update' option under the File
: . Menu, Master Schedule... opti I Iso want the schedules listed to by
the entire screen W|th the m::;ed :Ism ;his ;;e option unless you also want the schedules lis e
MIIeStones SChedUIe1W|thOUt [] use Full Screen (Use Esckey to terminate)
any V|S|b|e Controls [] Use All Monitors (if Multi-Monitor enabled)

4. |+ Use All Monitors if the
computer has multiple monitors (the schedule will span all the monitors).

5. Click Close Presentation or press the Esc key to exit Full Screen and
Presentation mode.

Present Many Schedules

To present multiple schedules, first use the Master Scheduling option to input a list of
schedules. The presentation schedules’ formatting does not have to be the same as it
does when merging master schedules.

1. Click File | Files and Templates: Open and Save Options | New.

Choose File | Master/Update | Master Schedule....

v | Treat the Current Schedule as a Master Schedule.

Click the Add Schedule button, find the schedule, and double-click to add it.

Repeat Step 4 to add more schedules to the presentation list.

o gk~ oD

Click Move Up or Move Down to rearrange the order of the schedule
presentation.

N

Click Delete to remove any schedules from the presentation list.
Click OK.
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9. Choose View | Viewing Options | Page View | Presentation Mode.

10. Choose @ Master Schedule List contains Schedules to Present, then OK.

25 Note that the Automatically Update option should not be checked as in this
case the schedules will not be merged.

Presentation Mode Controls

Manipulate the schedules while in Presentation Mode with these controls. On-screen
buttons are not available with the Full Screen option.

e Esc or Close Presentation button: Exit Presentation Mode.

e Left Mouse Button: Zoom in.

e Right Mouse Button: Zoom out.

e Left/Right/Up/Down Arrow keys: When zoomed in use to scroll the direction.
e < Prev button: View previous page.

e Next > button: View next page.

e Zoom Reset button: Return the zoom to fit-in-window.

e |<< button: Exit Presentation Mode when only presenting one schedule; return
to first schedule when presenting multiple schedules.

Development Scenario 1

o I

Jul'o4 Jan'05

Jan'07

Jul'05 Jan'06 Jul'06 Jul'o7 Jan'08 Jul'og

Dates are assumptions based on ...

Study 1
0> Study. R
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1Q2008

Share and Present Schedules 9-16



The Milestones Professional Project to Milestones Wizard makes it easy to import
information from Microsoft Project 2010 or later into presentation-ready Milestones
schedules. These Milestones schedules can later be refreshed to stay up to date with
changes made in the original Microsoft Project files. For a lesson on this topic see
Help | Help Files |Tutorials | Lesson 16.

Milestones Professional Coded Symbols and Bars

Start and Finish Mil Start and Finish Bars- Start and Finish Bars with
2012 \ 2013
Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec | Jan | Feb | Mar | Apr | May | Jun
QPriect Apha Project Beta
Mipitiesiores @Prject Gamma Profct Deladp
Prject Epsion@ Project 612

DESIGN “Alpha Design i Bela Design

TEST

REVIEW

Beta Review  PPR

Gamma Review PPR 21 £
o
Delta Review
o
Epsilon Review PPR _ PPR
o
20
Zota Roviow
o

The Connections Tab

The Connections tab is used for working with other applications. Choose Create
Report from Project or Create Report from Project Server to create a presentation
schedule from Microsoft Project, Project Server or Project Online information.

To go straight from Microsoft Project to PowerPoint choose Create PowerPoint
Slides from Project.

Choose Refresh Previously Imported Project to update a Milestones schedule with
the latest dates from Microsoft Project.

Choose Export to Project to create a Microsoft Project schedule from a Milestones
schedule.

*Project Server and Project Online use the same options.

[iZ] File | Connections | Edit  Dates  Inset  Layout  Format  View  Tools  Selection (@) Help

' Oy Oy By - B Hw . Oy - -
=) =) kN S =] =]
& | copy Memne copy CresteReponrom  CraseReportfiom  Refrash Praviousy | Copy et | ImporyUpaste Import Outiook Intermat PUBlshing  Export Scheduie 1 Impen Schedule
{Picturz Ony) o Cl Project Project Server imponed Project PowerPaint from Excel Tasks or Calendar Wiza XML Fie #om XER, XML, ete
@ 10 Clipboard  (F - File
Object) = = — v [P ==l
Q (P| LY Papulste Column from Project when
Save Custom Project Manzgs Custom Exportto Project | Creste PowerPoint Expon Tasks to column tag added
— Tempiate Project Templates Sides from Project Outlook [ Retresn Hignagheng coor |
el Clipboard Microsoft Project PowerPaint Excel Microsoft Outlook Other
|
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Create Presentation Reports from Microsoft Project

Milestones Professional offers a direct interface to Microsoft Project 2010 or higher.
The wizard makes it easy to generate chart formats beyond the standard formats
offered by Microsoft Project.

Project to Milestones Wizard

Select the wizard to import Project information into Milestones schedules.
1. Choose Connections | Microsoft Project | Create Report from Project.

e If importing from Project Server or Project Online first log onto Project
Server or Project Online. Next choose Create Report from Project Server.

Select the Microsoft Project schedule and click Open.
The Project to Milestones Wizard will start.

4. On the initial screen of the Project to Milestones Wizard at the top there are
four import feature some are optional. At the bottom are the four possible import
options: If Microsoft Project is not installed only 3 options are available to use.

5] X

Create a presentation report from your project

IDField (required)  [Uniaue> | @)  Outline level [optional) (7]
Nickname (optional)  none ©  mportfsg (optional) (7]

' SRR
Try a built-in template Sﬁ’s Make a swimlane chart
—

Use your own custom template

)

§s

Let the wizard guide you

CANCEL

e ID Field (required): Choose a unique identifier to link the Milestones
schedule to the Project schedule.

25\When information is imported from Microsoft Project to Milestones
Professional, all task rows, columns, and symbols are “tagged” with
an identifier. This is important for schedule Refresh later. The Project
UniquelD is the default for unique identifier. Other fields can be used.
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e Nickname (optional): The Microsoft Project file can be assigned a
nickname of up to 8 characters. This nickname uniquely identifies the
task with its Microsoft Project file. The nickname field is important if the
schedule will be updated from more than one Microsoft Project schedule.
(If Microsoft Project is not installed, this option is not available to use.)

e Outline level (optional): Choose the maximum outline level of tasks from
Microsoft Project to be imported into Milestones.

e Import flag (optional). Set a flag field in Microsoft Project, applying “yes”
to all tasks to be imported. Select that flag field. Only those task with yes in
the flag field will be imported.

425 A Project file can also be filtered prior to import to limit the amount of
information imported into the Milestones schedule.

e Try a built in template: Select from one of the 10 categories. Once a
category is picked, several formats will be presented.

e Let the wizard guide you: Step through the wizard selecting import
options such as symbology, columns, datagraphs, stoplight, text and more.

e Make a swim lane chart. Coded schedules offer a convenient way to
“shrink” a Microsoft Project schedule onto a presentation Milestones
schedule. “Code” just the tasks to be imported. (If Microsoft Project is not
installed this option is not available to use.)

e Use your own custom template: Once Microsoft Project information
has been imported in to a Milestones schedule using one of the built in
templates, the generated Milestones schedule can be modified and then
saved as a Custom Project Template. Schedules saved as Custom Project
Template will be listed in the wizard as an import option under this choice.

5. If importing using Project Server, the Reload Enterprise Fields button is
present. In order to have enterprise fields available to choose throughout the
wizard, select this button to load the fields into the wizard. Whenever new fields
are added to Project Server Reload Enterprise Fields must be selected.

6. Choose one of the four import options (Try a built in template, Let the wizard
guide you, Make a swim lane chart or Use your own custom template the
Project to Milestones Wizard). If Microsoft Project is not installed you can
only choose from three options, (Try a built in template, Let the wizard guide
you, or Use your own custom template.

The next pages of this chapter explain the options for the four import choices.

For more on importing from Microsoft Project, see Help | Help Topics.
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Try a Built-In Template

The Project to Milestones Wizard offers 10 built-in template categories. Each
category has a variety of formats. If Microsoft Project is not installed 8 of the 10
categories are available. Some categories will also have fewer options.

] X

Project to Milestones Wizard - Try a built-in template

Project Alpha

<< back cancel finish next >>

Categories for Built-In Formats:

Top Templates contains the templates most often used for importing.
Gantt contains layouts for a basic Gantt charts.

Stoplight formats offer several commonly used presentation red, yellow, green
stoplight charts for easy viewing of key indicators.

Milestone charts show tasks with zero duration or finish dates only.
Summary charts are condensed presentation formats.

Earned Value charts display earned value columns and show an earned value
graph along with a schedule. Most use Microsoft Project’s timescaled values.

Resource charts show work variance, resources and other data by task, often
with a graph below the schedule. If Microsoft Project is not installed this option
is not available.

Status charts display current, remaining, or slipping tasks.

Dashboard charts offer several unique formats with the popular “dashboard”
appearance and content.

Special charts offer three formats which did not fall into one of the previous
categories: Work Remaining Versus Money Remaining, Percent Complete Bar
Graph, and Finish Variance. If Microsoft Project is not installed this option is not
available.
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Built-In Templates Options

Each Built-In Template import style has optional features. Here are the options
available when a built-in template is picked. (The options available are based on the
template chosen.)

Symbology Options

Summary bars Options
o Project (] Shade % ] Critical tasks red
) Milestones [ % for individual bars ] Date Line

[_| Dependencies ) status line

[ Scatter vertically

e Summary Bars:

»

»

Project. Summary bars will be drawn from Microsoft Project information.

Milestones: The summary bars are determined by Milestones, using
the lower level task dates. These are usually the same as the Project
summary bars.

e Status:

»

»

»

»

»

»

»

Shade % complete: If checked, symbols and bars will be shaded based
on the % complete of the Project task.

Set % for individual bars: Choose this to set the % complete for
individual bars and symbols.

Show Dependencies: Vertical links will be drawn between tasks based
on Microsoft Project successor information.

Color Tasks Red: If a task is marked Critical in Project, red symbols and
bars are drawn.

Show Current Date Line: Choose to draw a line that extends vertically
at the status date of the Microsoft Project file.

Show Status Line: Choose to draw a line that extends vertically along
the current date line and bulges to the left or right according to each
Microsoft Project task row’s status date.

Scatter symbols vertically: If milestone symbols are imported by the
selected import option into a single task row, the symbols will be placed at
different vertical levels on the task row.
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Add a Title
Title options are available in all of the Built in Templates.

© Enter a new title O Get title from Project

MS Project Filel.mpp

e Get title from Project: Milestones imports the title from Microsoft Project
(found under Project Information | Advance Properties | Summary.) (If Microsoft
Project is not installed, this option is not available.)

e Enter a new title: Type in a title for the imported schedule.
Add Symbol Text and Notes

Symbol text and notes options are available in all of the Built in Templates. Some of
the choices might be disabled, depending on the template picked.

Start text and notes Finish text and notes
Line 1: ||"'JE“""E \’| Line 1: |% Complete v|
Line 2: |"'°"'E V| Line 2: |r|0ne v|
Line 3: |r|0ne v| Line 3: |r|one v|
Mote: |n0nE V| Note: ||'|0ne v|

] show notes

Text or notes can be added to a start date or finish date symbol. The text and notes
added can be chosen from the Microsoft Project fields available in the drop down
menu.

£51If using Project Server and enterprise fields are not available in the drop
down menu you may have to reload the enterprise fields. This option is
found on the bottom left of the first screen of the wizard.

Each Symbol can have up to 3 lines of symbol text. Each line can populate with a
different Microsoft Project field.

Notes in Milestones can be displayed or hidden. Check on Show notes on schedule
to have notes display. Notes will still import if this option is not checked (see Chapter
3 pg. 3-18 for more information about symbol notes.)

25 Symbol text and notes can be reformatted on the imported schedule (see
Chapter 3).
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Set Schedules Size and Rows

Size Density
|Letter Size(11 by 8.5 in) V| [CJ Reduce row height if possible
=
Width 11 @ EBest fit for rows
Height 85 @ show the Legend

e Schedule Dimensions: Select your schedule size from the list of paper sizes
available. The width and height of the paper size selected will display.

e Schedule Density
» Rows per page: Choose from 6 to 300 rows per page.

» Best fit for rows Pick this along with Reduce row height if possible to
have Milestones figure out how many rows will fit without overlap.

e Show the legend: A rectangle will display at the bottom of the schedule
for inserting of legend entries. Some schedule may already have legend
information. (see Chapters 2 and 3).

Apply a Color Theme

Pick a theme Options
|none V| [ Leave out gridlines @ Highlights & shadows
|USE Schedule Shading v| @ Include toolbox colors

e Pick from the list of color themes (see Chapter 2 pg. 2-29).
e Pick from a list of shading options (see Chapter 2 pg. 2-29).

» Highlights & Shadows: Gives a 3-D look to some imported symbols and
adds shadows to all symbols and bars imported.

» Include toolbox colors: The color theme’s toolbox colors will be applied.

» Leave out grid lines: Gridlines will be removed from imported schedule.
(see Chapter 2 pg. 2-29).

25 Any Milestones schedule generated from Try a Built-In Template can be
saved as a custom project template. Once it is saved it can be recalled in
the wizard under the Use your own custom template option (see pg. 10-24)
thus eliminating the need to step through the many wizard option again when
generating a new schedule from another Microsoft Project file.
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Let the Wizard Guide You

The Let the Wizard guide you option offers more flexibility as to what information is
imported into the resulting Milestones Professional schedule. The wizard will step you
through setting up columns, choosing symbology, and more. As selections are made,
the wizard displays the image of the schedule that will result from the import.

oy x

Project to Milestones Wizard - Choose symbology

‘22 ‘ '23
I T I

- o
= i

v

S

—

Symbology Type:  |Gantt bars - Current ~

Symbology Set: 1 &

<< back cancel finish next >

Choose Symbology

Choose from predesigned symbology options which include: Gantt bars - current
and baseline, Gantt bars - compact sequential, Gantt bars - spacesaver,
Milestones - condensed finish dates, Milestones - finish dates, Milestones -
finish and baseline, or Milestones - finish dates rolled up to summary level. Or,
choose your own custom symbology. Two options are available: Gantt bars - custom
symbology or Gantt bars - custom symbology 2. The Wizard displays a picture of
the symbology choices as they are made. If Microsoft Project is not installed, some
symbology options are not available.

Once you have made your symbology choice, some options offer the Symbology
Set option. Click through to select a symbol, horizontal bar, symbol combination to
represent the Microsoft Project date fields in the imported schedule. The Wizard
displays a picture of the Symbology Sets as they are clicked through.

Work with Microsoft Project 10-8



Customize Symbology

For greater customization choose Gantt bars - custom symbology or Gantt bars -
custom symbology 2.

e Gantt bars - Custom Symbology:
Have up to 7 Microsoft Project date fields from a single task import as symbols
into a task row of the Milestone schedule. Select symbols to set their properties.
Bars can be added between symbols. Optionally, choose Get Template to
bring in a template you previously formatted.
Project to Milestones Wizard - Design your own import symbology

Click a symbol or bar to customize it
Open aschedle witha needed oolbox and formatting | GetTempie ercent complete feld; [1Comie ]

1 2 3 4 5 6 7

— A A

Date field 1: Date field 2: Date field 3: Date field 4: Date field 5: Date field 6: Date field 7:
Start Finish Baseline Start Baseline Finish none. none none

Middle Middle Middle Middle
Symbol Text: Symbol Text: Symbol Text: Symbol Text:
Symbol Note: Symbol Note: Symbol Note: Symbol Note:

Symbol type: Symbol type: Symbol type: Symbol type:
Normal Normal Baseline Baseline.

Cancel oK

» Click a numbered square. The Customize a symbol dialog box displays.
Add a symbol and set its properties.

L] X

1. Select a Date Field for the symbol.

Customize a symbol

2. Check on Set % Complete to set the | e st s
. .. . Date Feld et % Complete
individual percent complete for this symbol. ...

3. Pick one of the toolbox symbols. If B[] Ao T
importing a baseline date, pick a symbol | .o
which indicates “baseline”. Otherwise, pick
a “normal” symbol.

. e Symbol Note: —_rmne ~| 00 Show note

4. There are 11 vertical positions on a task ’ g

CANCEL OK

row. To reposition a symbol check on
Override vertical level, and select a new
level.

5. Each symbol can have three lines of Symbol Text. Each line can be
information from a different Microsoft Project field.

6. Add one of the Project fields to the symbol note. Check on Show on
schedule to have the note visible on the schedule.

Once selections are complete select OK. The Custom symbology dialog
box now displays the choices just made.
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» If the symbols need to be connected with a horizontal bar, select the
rectangle between the symbols to have the Customize bar dialog box

display.
1. Select No connector to hide the bar. & - o x
2. Select Choose Connector to connect Choose a bar

two symbols with a bar. —

() Choose connector

3. Choose from the list of horizontal bars,
which are reflective of the horizontal bars
in the toolbox of the template selected.

1

CANCEL OK

e Gantt bars - Custom Symbology 2:

With this symbology choice, a total of four bars (or 8 dates) are possible.
Pick date fields for each row. For each set of dates, if a bar is needed click
on the check box next to the bar.

» Show this symbology = SR
only to have just the ‘ ‘
selected date field

. © Show this hal onl Is and Bars (Check to include the bar)
Sym bOIOgy |mp0rt. © Show this symbology + nirma\ start and finish + baseline start and finish
Change symbols and bars as needed after import.

» Show this symbology + Comment el
normal start and finish +| ~ o v
baseline start and finish | ™ e
to have selected date Comment symiels
i i i = w
field symbology importin | e -
addition to normal start
and finish and baseline o 0o L o
start and finish. e

H Comment symbols

» Optionally selef:t thg AE e N E—
text from a Project field Tort - Tox -
to import with selected () e e or ot @ Namber s ield for sttus
symbols. [

y i FINISH

» Date field for status
check on so symbols and
bars in the imported schedule fill to status based on the Project date field
selected from the drop down.

» Number% field for status check on so symbols and bars in the imported
schedule fill to status based on the Project % or number field selected.
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Pick Symbology Option
See page 10-5.
Set Up Columns

Leftside

Right side

Choose to have information from [fome

a Microsoft Project field enter into

[none
oo
oo
[rons

a column . Have up to 5 columns

[rane
[rone
[pone <
[nane
[none

on the left side and right side of the
schedule.

Add a Graph and Add a Second Graph

Choose up to two datagraphs (see Chapter 7) to display on the schedule based on
cost or budget information from a Microsoft Project field. If Microsoft Project is not

installed this option is not available.
Alignment: 3 fields to graph:

O show graph 1 1 (pone

2 [none
Bar Line Paints Wide
3 none
() Overlay on schedule
() show graph 2

Bar Line Paints Wide Bar

2 none

3 |none

1 none

Cumulative
Cumulative

Cumulative

3 fields to graph:

O cumulative
O cumulative

O cumulative

e Select daily weekly monthly or quarterly Alignment for the information to graph.

425 Alignment is global therefore Graph 2 will adhere to the alignment selection.

e Check on Show Graph 1 to have the datagraph display.

e Choose to have the information graph as a Bar, Line, Points or Wide Bar.

e Overlay on schedule will have the datagraph display under the symbols and

bars in the schedule area.

250nly graph 1 has this option.

e Select up to three Microsoft Project cost or budget fields to graph.

e Check on Cumulative to have the datagraph add the value for each alignment

period to the previous total.

The Add a second graph dialog box will only display if Graph 1 is chosen.

e Check on Show Graph 2.

e Choose to have the information graph as a Bar, Line, Points or Wide Bar.

e Graph 2 can have up three Microsoft Project cost or budget fields in its graph.

e Check on Cumulative to have the datagraph add the value for each alignment

period to the previous total.
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Stoplight Column

Choose to add a stoplight column(see Chapter 6 pg. 6-4) that contains a red, yellow
or green indicator for each task. Indicator color is based on the selected Microsoft
Project field’s value or a comparison of values from two Microsoft Project fields. (If
Microsoft Project is not installed, this option is not available.)

B Fields
[} Add Stoplight Column
1 number column QaA=B Az
2 number columns ()A=B B:

2 date columns D A<B

Project status field Title: Stoplight

e Select One number column to use the value in a selected Microsoft Project
field. (Only certain fields, like cost or number, can be selected). Select the drop
down arrow to view available fields. Show a green stoplight for values greater
than 0, a yellow stoplight for values equal to 0, or a red stoplight for values less
than zero.

e Select Two number columns to compare values in two selected Microsoft
Project fields. Showing a green stoplight if Field A is greater than Field B, a
yellow stoplight if the fields are equal, or a red stoplight if Field A is less than
Field B. (Only certain fields, like cost or number, can be selected. Select the
drop down arrow to view available fields.)

e Select Two date columns to compare values in two selected Microsoft Project
fields. Showing a green stoplight if selected Field A is after selected Field B, a
yellow stoplight if the fields are on the same day, or a red stoplight if Field A is
before Field B. (Only date fields can be selected. Select the drop down arrow
to view available fields.)

e Select Project status field to have a stoplight column display indicators based
on the task’s status (Uses the Microsoft Project status field). A check mark will
display for Complete tasks, a green diamond for task that are On Schedule,
blue triangle for Future tasks or a red triangle for Late tasks.

e Under Column Title type in the name for the stoplight column.

Add a Title
See page 10-6.

Add Symbol Text and Notes
See page 10-6.
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Set Schedule Size and Rows

See page 10-7.

Apply a Color Theme

See page 10-7.

25 Any Milestones schedule generated from the Let the wizard guide you option
can be saved as a custom project template. Once it is saved it can be recalled
in the wizard under the Use your own custom template option (see pg. 10-24)
thus eliminating the need to step through the many wizard option again when
generating a new schedule from another Microsoft Project file.

Let The Wizard Guide You

make it your way
[ w [ w [ | m [ w Baseline 1|  Finish VS
Task name Jun| Jul [Aug[sep]| oct [Nov[Dec| Jan [Feb] Mar| Apr [May[Jun | Jul [Aug]sep| oct [Nov| Finish Finish | Baseline 10 Finish
Project Alpha v - v 1/31/2018 1/31/2018 O
14
Design Auliets 4 5/312017 6/3/2017
L W @}
v v
Test ALLLLL S50 6/2012017 | 7/20/2017 @)
Review v 4 13172018 | 1/31/2018 O
—_—
Project Beta v v 6/6/2018 6/6/2018 O
3
Design v v 11172017 11172017 O
—_—
Test v v 37712018 20712018 ()
—_—
Review v 4 6/6/2018 5/6/2018 ()
_—
Project Gamma A 4 41132018 | 4/13/2018 O
3
Design 4 v 12412017 | 121412017
e @)
Test v 4 2/112018 2/112018 O
—_—
Review - . 411212018 | 411212018 O
Cost $300,000.00 o o
Actual
Actual Cost
cUalEOST $150,000.00
$0.00|
Baseline
Budget $7,000,000.00
$3,500,000.00 © Baseline 10 Finish
$0.00)
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Make a Swimlane Chart

Use a simple coding scheme and choose from schedule types Birds on a Wire,
Coded Finish Dates, Coded Gantt Bars, Coded Gantt Chart, Dynamic Rollup,
Coded Presentation Timeline, Coded Symbols, Coded Symbols and Batrs,
Coded Symbols With Slips, Coded Symbols and Bars 2, Coded Outlined. (If
Microsoft Project is not installed, this option is not available to use.)

Choose code fields, symbology, symbol type, symbol colors, symbol text, and layout.

Milestones Professional Coded Symbols and Bars
Start and Finish Milestones-Start and Finish Bars- Start and Finish Bars with Baseline
2012 2013
Jan ‘ Feb ‘ Mar ‘ Apr ‘ May ‘ Jun ‘ Jul ‘ Aug ‘ Sep ‘ Oct ‘ Nov ‘ Dec Jan ‘ Feb ‘ Mar ‘ Apr ‘ May ‘ Jun

QProject Alpha Project Betadp
Major Milestones
d QProject Gamma Project Delta)
Project Epsilon€) Project Zetadp

PDROM W.CDR PDRM1 WCor
DESIGN Alpha Design [ Beta Design

15
PpRO DR
27

DR

DR psilo
pha

oS!
Delta Test

TEST Alpha Test [ Beta Test ]
Epsilon Test = —
Alpha Review PR
[V LV Q
REVIEW [a} a
15
Beta Review PPR
Gamma Review PPR 21 B
o a
Delta Review
o A
Epsilon Review PPR  PPR
@ o0
o a

How to Code

There are several aspects to coding the variety of Swimlane schedule options
available in the Project to Milestones Wizard. Some coded formats require the use

of a user defined code to bring information onto specific rows or swim lanes. Others
allow you to select the Milestones row number into which information is imported. For
more control, some of the coded formats allow a code for specification of symbology
(see pg. 10-22). Other formats use the row number of the Milestones toolbox as

a code to specify the symbol(s) or symbol, horizontal bar, symbol combinations to
display.

Each coding option requires text, number and/or outline fields to be set up in the
Microsoft Project file to enter the codes.

Instructional videos are available for many coded formats at www.kidasa.com.
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Code to Have Information Import into a Swimlane

Coded options Birds on the Wire, Coded Finish Dates, Coded Gantt Chart,
Dynamic Rollup, Coded Presentation Timeline, and Coded Symbols with Slips
use predesigned Milestones templates that import specific date information, in a
specific format into a Milestones schedule. By coding, the user determines which
swimlanes of the Milestones schedule will include specific Microsoft Project tasks. All
tasks with the same code will be displayed in the same swimlane.

The “Birds on the Wire” format, imports Microsoft Project task finish dates to display
as triangles above a bar. Coding set-up in the Microsoft Project file determines on
which swimlane the tasks are displayed.

In Microsoft Project:

1. Open a Microsoft Project .mpp file.

2. Insert a Text or Number field to code. Swi
wimlane

3. Code the Microsoft Project field. Milestones will look for Codes
a 3 to 20 digit code entered for each Microsoft Project -
task to be imported. Each unique code will determine - Field
into which swimlane the Microsoft Project task is to be Length 4
displayed. See illustration of coding to the right.

In Milestones Project to Milestones Wizard:

4. Inthe Wizard’s initial dialog box choose Make a Swimlane Chart. Choose
Next. Select the options for the second screen (see pg. 10-3). Choose Next.

5. In the Project to Milestones Wizard Coded Summary dialog box under Pick
a type choose one of these options Birds on the Wire, Coded Finish Dates,
Coded Gantt Chart, Dynamic Rollup, Coded Presentation Timeline, or
Coded symbols with slips.

6. For the Code Field select the Microsoft Project text or number field used for
coding in step 2.

7. For Field Length enter the number of digits used in the code.

GroupBox 1
Pick a type |Bird5 on the Wire v| numberl Set % for indiv. bars

Show Baseline

Code Field | Text] ~ Set Code
ber2 . i .
Field length |3 = Names DS Use Matching Colors
= and Colors [ Show note on schedule
ber3
Text1 fomee Show Summary
Symbol Text datel Use customn template

Symbol Note Get Template
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8. Also in this dialog there are other options to select based on the schedule type
chosen. Thus some or all the options below may display.

e Symbol Text. Pick a Microsoft Project field from the drop down. The task
information from that field will be added to the imported finish symbol.

e Set % for indiv. bars: Symbols and horizontal bars will fill with color based
on the percent complete.

e Show Baseline: If Baseline start and finish dates are present in the
Microsoft Project file then they will be imported if this option is selected.

e Show Summary: A summary bar will be generated based on date
information in each swimlane.

e Use Matching Colors: The date symbol’s color and its baseline symbol’s
color will be the same.

9. Select Set Code Names and Colors:

a. Under For this code: enter the unique codes from the Microsoft Project file.
See illustration of coding thelow and compare with illustration of coding on
pg. 10-15. Tasks with the same code will be imported into the same titled

L X

Project to Milestones Wizard - Set up swimlane codes

For this code:  Use this title: Use this color:
[Proj | [Project Milestanes |

[ sme | [ped | [Design Milestones

| Retrieve ‘ [Fest | [testing

| |
=
Delete [revi | [Reden | | |
| | |
| | |
[ |

Match codes to
Microsoft Project field.
! -

and colored swimlane.
b. Under Use this title: enter text to label the swimlane.
c. Under Use this color: select the color for the swimlane.

By choosing a Set (1-10) and then Save, codes with their title and color settings
will be available for future imports.

10. Choose OK to get back to the Project to Milestones Wizard Coded Summary
dialog box. Click Next to go to the Layout options dialog (see pg. 10-7).
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Code to Import Specific Symbology into Swimlanes

Coded options Coded Gantt Bars and Coded Symbols and Bars 2 use one coded
Microsoft Project text or number field to import Microsoft Project tasks into swimlanes
of a Milestones schedule.

Coded Gantt Bars uses a predesigned
Milestones template with symbols,and
symbol, horizontal bar, symbol
combinations all being the same style
in the toolbox. During import this
option uses the code to order the tasks
into swimlanes. Symbology and the
symbology color can be set for each
code.

..............

In Microsoft Project,code as described
in Code to have Information Import into a Swimlane. Follow steps 1-3 (see pg. 10-
15).

In the Milestones Project to Milestones Wizard follow step 4 for Code to have
Information Import into a Swimlane (see pg. 10-15). For step 5 pick Coded Gantt
Bars and, follow steps 6,7,8, and 10.

Note that Step 9, Set Code Names and Colors dialog box is different . Use the
following directions for Step 9.

9. Select Set Code Names and Colors:

a. Under For this code ay x
enter the unique codes
set up in the Microsoft Set up swimlane codes
. . For thiscode:  Use this title: Color: Symbology:
Project field. ez o] [ proect Mieones ] SR
R . Desi Design Change |  Bar: Start + Finish
b. Under Use this title enter| [ =& | = e | [T
text to label the swimlane.| L22E [ei | [Rerien Mistons chanee o
. LY Match codes to Shenee =
c. Under Use this color Microsoft Project field. | [crarez | Mitestone Frish -
select the color for the T | e |ttt ot -
symbology.

d. Under Symbology choose to have the coded Microsoft Project tasks
import into the Milestones schedule as single milestones on the finish
(Milestone:Finish) or start date (Milestone:Start) or as a symbol, bar, symbol
combination connecting the start and finish date (Bar: Start +Finish).

By choosing a Set (1-10) and then Save, codes with their title, color and
symbology settings will be available for future imports.
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Coded Symbols and Bars 2 lets the user import into a custom Milestones
Professional (Get Template) file (.ml*). During import this option uses the code to
place the Microsoft Project task information on the Milestones row that was selected,
the type of symbology to be used and the symbol(s) and symbol, horizontal bar,
symbol combinations from the toolbox row selected.

In Microsoft Project code as describe in Code to have Information Import into a
Swimlane, follow steps 1-3 (see pg. 10-15).

In the Milestones Project to Milestones Wizard follow step 4 for Code to have
Information Import into a Swimlane (see pg. 10-15), step 5 pick Coded Symbols
and Bars 2, follow steps 6,7,8, and 10.

Note that Step 9, Set Code Names and Colors dialog box is different . Use the
following directions for Step 9.

9. Select Set Code Names and Colors:

a. Under For this code, enter the unique codes set up in the Microsoft Project
field.

b. Under Row, select the Milestones row to import the Microsoft Project task
information.

c. Under Symbology, (see pg. 10-22) choose how to display the Microsoft
Project task date information when it is imported into Milestones.

d. Under Toolbox Rows,

. By _
click through the = .
available symbol and Project to Milestones Wizard - Set up swimlane codes
horizontal bars. These Forthis code:  Row Symbology: Toolbox Row:
choices reflect the (B T [H v—a

. Desi 2 Miesione: Fish | 2 Wy

symbols and horizontal s B pan
bars in the toolbox =] R LA v
of the Milestones file Vatch codes o Miestone: Frish | 1 0
(mlg) Chosen under the [ Microsoft Project field. Miestone: Finish ! E‘—Q

option Get Template.

By choosing a Set (1-10) and then Save, codes with Milestones’ row,
symbology and toolbox row settings will be available for future imports.

Work with Microsoft Project 10-18



Code to Import into Swimlanes with Specific Symbology as User
Defined Symbols and/or Bars

Coded option Coded Symbols and Bars uses three fields in Microsoft Project for
coding the task placement in a row, the type of symbology (see pg. 10-22) and the
toolbox row containing the symbol and bar style to import into a selected Milestones
Professional file.

In Microsoft Project

1. Code three number, outline,or text fields.

173 MS Project File.mpp

Number 1 . NumberZ _ Number 3 . |Task Name -
Milestones Row  |Symbology |Toolbox Row

1 11 9 1 ~ Project Alpha

2 |4 1 2 Design

3 |5 1 3 Test

4 |6 1 4 Review

5 |2 9 1 = Project Beta

6 |4 1 2 Design

7 |5 1 3 Test

Code with a number for the Milestones schedule’s row.

Code with a number between 1-12 for Symbology (see pg. 10-22).

Code with a number between 1-32 for the Milestones Toolbox row (see
Chapter 2 pg. 2-14).
If using text fields you can code multiple import parameters for a single task.
Import a task into multiple swimlanes (Milestones schedule’s rows) as well as
import using different symbology (see pg. 10-22) and symbol and bar styles
from the toolbox. Commas are used to delineate each selection.

Text10 Textll Text12
Milestones Row » Symbology » Toolbox Row » Task Name
1 (1 5 5 4 ALl TASKS
21 51 513 4 Project Alpha
3 3,2 5,1 6,10 Alpha Design
4 14,2 5,1 7,11 Alpha Engineering
5 |52 5,1 8,12 Alpha Test
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CODE EXAMPLE

Text10 - Textll Textl2 Task Name
Milestones Row Symbology Toolbox Row
1 5 5 ~ ALL TASKS
2 21 5,1 5,13 = Project Alpha
3 (3,2 5,1 6,10 Alpha Design
4 |42 31 7,11

Milestones Row

Alpha Engineering

In the above example Task 3 Alpha Design will import into row 3 and 2 of the

Milestones schedule.
Symbology (see pg. 10-22)

In row 3 the Task 3 Alpha Design symbology will be a start date symbol with
a bar attached to the finish date symbol, characterized by coding a 5.

In row 2 the Task 3 Alpha Design symbology will be a finish date milestone

characterized by coding a 1.
Toolbox Row

In row 3 the Task 3 Alpha Design toolbox row selection is row 6, which is a
null symbol, orange horizontal bar, null symbol in the template being used.

In row 2 the Task 3 Alpha Design toolbox row selection is row 710. The
symbol on right will be used for a finish date which is an orange diamond in

the template being used.

Pagelofl
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In Milestones Project to Milestones Wizard (see pg. 10-2):

2. Pick a type: Coded Symbols and Bars.

By x
Project to Milestones Wizard - Create a swimlane schedule
2028 | 2029
Aug| Sep | Oct | Nov | Dec | Jan | Feb | Mar | Apr [May [ jun | ul | Aug | Sep | Oct | Nov [Dec
=y & & v 4 & ¥
= & ° . ° ¢ e
<< BACK NEXT >>
o v Fay v
T
%
oo A N— v
& & ‘, u
e v —"
-  —— )
o Siaphp— . < &
. . - Vs Y
GroupBox1
Pick a type ‘Cnded Symbols And Bars V‘ Milestones ‘numbeﬂ V| Set % for indiv. bars
Textl P row Show Baseline
et Code
n S Narnes Symbology Use Matching Colors
= and Colors Show note on schedule
" y

none Status Field [ datet ] [ Use custom template

nene Get Template
HELP CANCEL FINISH

3. Select Get Template to be able to choose the Milestones file to be used for
impOI’ting + |Number2 _ ‘Number:  |TextS + |Task Name -

- . . . 5 5 All Projects ~ ALLTASKS
4. Title Field (Optional): Set up a text field B roject - project Alpha
. . . . . . 1 9 Design Alpha Design
in Microsoft Project assigning a Title to : 1 Engneenng Alphe Enginesring
at least one of the tasks that is being T e Ao baner
imported into a specific row. Note that if . >z e bonn
multiple titles are assigned to tasks that @ © [T s [ e e
. . . Project
are being imported into the same row ! .l "
. . . esign
Milestones will assign the last found text : o F—— 0 ®
for that specific row as the row’s Title. 1 w
1 12
25 This option can not be used if DELIVERY
text fields are used to code multiple import Al Projects

parameters for a single task.

5. Select the Microsoft Project coded fields used for Milestones row, Symbology
and Toolbox row.

6. Status Field choose a Microsoft Project percent or a numeric field to have the
symbols and bars fill to status based on that field. When symbology (see pg.
10-22) option 9 or 12 is coded, select a date field to populate a symbol between
the start and end date with connecting bars.
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Symbology

Numbers defined to use as a code to import specific Microsoft Project date fields as a
symbol, symbols or symbol, bar, symbol combination into a Milestones schedule.

Code

Description & Display

Example

Status

1

Milestone: Finish - Displays Finish date as
a single milestone.

&

Uses numeric % complete
field specified or % com-
plete. If <100%, will use
after status shape and color.

Finish text and note are
added to Finish date

Milestone: Start - Displays Start date as a
single milestone.

Uses numeric % complete
field specified or % complete
If % complete=0, will use
after status shape and color.
Otherwise will use shape
and color shown in toolbox..

Start text and note are
added to Start date

Milestones: Start and Finish - Start and
Finish dates are displayed as individual
milestones

Same behavior as described
above for Start and Finish.

Start text and note are
added to Start date.
Finish text and note are
added to Finish date.

Milestones: Start and Finish and Baseline
Start and Finish - Displays Start, Finish,
Baseline Start and Finish as individual
milestones. Baseline symbols will use the
toolbox row immediately following the
toolbox row specified for Start and Finish

1O | ©
<80 O

Uses numeric % complete
field specified or % complete
to set progress for the bar.

Start text and note are
added to Start date.
Finish text and note are
added to Finish date.

Bar: Start and Finish - Displays the Start
and Finish dates connected using the bar
in the toolbox row specified

Uses numeric % complete
field specified or % complete
to set progress for the bar.

Start text and note are
added to Start date.
Finish text and note are
added to Finish date.

Bar: Baseline Start and Baseline Finish
- Displays the Baseline Start and Finish
dates connected by a bar

(o |
—

N/A

Start text and note
are added to Baseline
Start date. Finish text
and note are added to
Baseline Finish date.

Bar: Finish with slip - Displays the Finish
date, connected to the Baseline Finish
date

r_T'“v

Uses numeric % com-
plete field specified or %
complete. If <100, Finish
milestone will use after
status shape and color.

Finish text and note are
added to Finish date.

Bars: Start-Finish and Baseline Start-
Baseline Finish - Two bars are added. The
first bar is the Start date connected to the
Finish date using the symbols and bar in
the row specified. The second bar is the
Baseline Start connected to the Baseline
Finish, using the symbols and bar in the
row immediately below the row specified

Uses numeric % complete
field specified or % complete
to set progress for the bar.

Start text and note are
added to Start and Base-
line start dates. Finish
text and note are added
to Finish and Baseline
Finish dates.

Bar: Start and Finish with Status.

The Start date is connected to the Status
Date field specified in the wizard. Then,
the second bar is drawn from Status Date
to Finish date.

The left-most symbol of the toolbox row
specified is used for both the start and
end dates. The right-most symbol is used
for the status date (if a date field is used
for status.)

If a numeric status field is
specified (like % complete),
draws the bar from start to
finish using the % complete
field specified.

Otherwise draws two bars
using status date field.

Start text and note are
added to Start and Base-
line start dates. Finish
text and note are added
to Finish and Baseline
Finish dates.
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Code Description & Display Example Status

10 Bar: Start and Finish with slips. The Start Uses numeric % complete field | Start text and
date is connected to the Finish date using |V~ ¢ """V | specified or % complete. note are added to
symbology on the toolbox row specified. Start date: If % complete=0, Start and Baseline
The Start date is then connected to the will use after status shape and | start dates. Finish
Baseline Start using the left-most symbol color. Finish date: If <100, text and note are
of the toolbox row immediately below the will use after status shape added to Finish
toolbox row specified. and color and Baseline Fin-
Last, the Finish date is connected to the ish dates.
Baseline Finish using the right-most symbol
of the toolbox row immediately below the
toolbox row specified.

11 Bar: Baseline Start and Baseline Finish Uses numeric % complete field | Start text and
with slips. 6'"@"D specified or % complete note are added to
The Baseline Start date is connected to Start date: If % complete=0, Start and Baseline
Baseline Finish date using symbology on will use after status shape start dates. Finish
the toolbox row specified. and color. Otherwise will use text and note are
The Start date is connected to the Baseline shape and color shown in added to Finish
Start date using the left-most symbol of toolbox. and Baseline Fin-
the toolbox row immediately below the Finish date: If <100, will use ish dates.
toolbox row specified. after status shape and color.
The Finish date is connected to the
Baseline Finish date using the right-most
symbol of the toolbox row immediately
below the toolbox row specified.

12 Bar: Start and Finish with Status and Uses numeric % complete field | Start text and
Baseline. m specified or % complete note are added to
This is the same as #9 but will also show Start date: If % complete=0, Start and Baseline
baseline. NM———57 | will use after status shape start dates. Finish
The Start date is connected to Status Date and color. Otherwise will use text and note are
field specified in the wizard. Then, the shape and color shown in added to Finish
second bar is drawn from Status Date to toolbox. and Baseline Fin-
Finish date. Finish date: If <100, will use ish dates.
The left-most symbol of the toolbox row after status shape and color.
specified is used for both the start and
end dates. The right-most symbol is used
for the status date if a date field is used
for status

13-22 | Bar: Baseline(1-10) Start and Base- N/A Start text and

line(1-10) Finish ~—~7 note are added

Displays the Baseline Start and Finish dates
connected by a bar
13-Baselinel
14-Baseline2
15-Baseline3
16-Baseline4
17-Baseline5
18-Baseline6
19-Baseline7
20-Baseline8
21-Baseline9
22-Baseline10

to Baseline start
dates. Finish

text and note are
added to Baseline
Finish dates.
(Baseline 1-10)
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Coded Outlined - Select Tasks and Symbology While Maintaining
the Outline Structure

Coded option Coded Outlined imports lower level task into the schedule, as coded.
Summary bars are based on the lower level tasks. Coded Outlined uses two code
fields: the Symbology type and the Toolbox Row.

In Microsoft Project

1.

Code two number or outline
Code fleIdS_ Project to Milestones Wizard - Create a swimlane schedule

o=}
X

a. Code with a number
between 1-12 for :
Symbology (see pg. 10- i
22)‘ uuuuuuu

b. Code with a number
between 1-32 for the
Milestones Toolbox row.
(see picture on next
page, 10-20)

25Don’t code the top level
summary task. Only
code the lower level
tasks and any lower
level summary tasks
which need to roll up.

Symbology  [nu

Toolbox row [

Status Field

In Milestones

2
3
4.
5

Pick a type: Coded Outlined.
Select Symbol Text to be added to the start symbols of each task imported.
Select Get Template to choose the Milestones file to be used as a template.

Select the Microsoft Project coded fields used for Symbology and Toolbox
row.

When symbology option 9 or 12 is coded, select the Status Field to have the
symbols and bars fill to status based on the selected field.

25 Any Milestones schedule generated from Create a swimlane schedule option

can be saved as a custom project template. Once it is saved it can be recalled
in the wizard under the Start with a custom template option (see pg. 10-25)
thus eliminating the need to step through the many wizard option again when
generating a new schedule from another Microsoft Project file.
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Use Your Own Custom Template
1.

Custom templates are a great time saver and are easy to create. Build a custom
template by first running an import using Let the Wizard Guide You, Try a
built in template or Create, or a swimlane schedule. Then, customize the
resulting schedule by adding columns, changing colors and more.

Things to avoid changing:

e The symbol type (from
normal, baseline,

Finish Dates - Rolled UP

6/3012014

comment or status)

e The “automation tag” for
a column

e The order of the original |-
columns (Do not move [
the original columns)

Save the customized chart as|
a Custom Project Template.
Choose Connections

| Microsoft Project | Save
Custom Project Template.

25 There will be a prompts to

O|le|oje|c|o|]O0|c B

7.0%

5]

4
5}

enter a description of the

template and save the file. The description of the template only appears
in the Manage Custom Project Templates dialog box. The saved name
appears in the Start with a custom template option in the Project to

Milestones Wizard.

250nce the template is saved do not move it or it will no longer be available in

the wizard.

The Custom Project Template created is then available by selecting the
option Use your own custom template in the initial screen of the Project to
Milestones Wizard. Templates created from the various import styles put up a
different set of options to select from before importing.

To delete or change templates previously saved, go to Connections |
Microsoft Project | Manage Custom Project Templates.

e To change a template, select the template from the menu and choose Open

Selected Template.

e To delete a template, select the template from the menu and choose Delete

Selected Template.
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Manually Tag/Build a Free-Form Presentation Schedule

It's possible to design a Milestones presentation chart “free-form” and link it to
Microsoft Project schedules for future updates. There are two options to build and tag
a schedule to Microsoft Project. The easiest is to use Link to Active MS Project task.
With this option it’s possible to bring in a single task or a group of tasks. The second
option is to add symbols, then “manually tag” them to Project. (If Microsoft Project is
not installed, this option is not available to use.)

Build a Schedule using Link to Active MS Project task

In Microsoft Project:
1. Open a Microsoft Project .mpp file.

2. Select the row or rows within the Microsoft Project file that contains the
information for the corresponding Milestones task row or rows.

&5If multiple tasks in the Microsoft Project file need the same date field and
symbology added to the Milestones file those task can all be selected.
In Milestones:
3. Inthe column area right-click a Milestones task row to which the Project task(s)
will be added to or below Select Link to Active MS Project Task.

4. The Link a Milestones task to selected Project Task(s) dialog will display.
Make selections.

e Tag Task Rows: Check on to have | -
all column cells in the task row Link a Milestones task to selected Project task(s)
tagged with the unique identifier from Grgmon N e
the Microsoft Project task(s) selected. S ]

e Tag with this ID field for future 0 ovonaimares o o e s
updates: Choose an unique  Add symboloy to schece

identifier for refreshing the Milestones O e s e
schedule from an updated Microsoft
Project file. For the unique id field,

ws [ ignore Times

setsymbology

use the MS Project Un|que Id’ GUID @Standardsvmhn\ngy (A variety of pre-set symbology options.)
or WBS field or create a unique id for © cusommsoiar (e e,y s
each task in a MS Project text field.

All symbols and column cells on the
task row will be tagged with the unique identifier.

e Optional manual tag for a single task: Type in the unique identifier.

e Nickname: Give the Microsoft Project file a nickname (see pg. 10-40) of 1
to 8 characters unless a Refresh File List (see pg. 10-40) is already set up,
then the nicknames will be available to select. This is a step to uniquely
identify the task with its Microsoft Project file. All symbols and column cells
on the task row will be tagged with the nickname.
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»

Add Symbology: Check to add the Microsoft Project dates as symbols to

the schedule.

Task Name Start Finish

On single row: All tasks selected N N "
. . . . . SN - Project Alpha 1/1/2012 1/31/2013
in the Microsoft Project file will be o TR

added to the selected task row in
the Milestone file.

6/29/2012

7/1/2012
11/2/2012

11/1/2012
3/7/2013

Dec | Ian | Feb | Mar | Apr | May | Jun

PROJECT MILESTONES

»

1proj 1rei

1 s

On new row(s): All selected tasks

in the Microsoft Project file will be
added to their own new task row,

Task Name Start - Finish

~ Project Alpha

Design

1/31/2013
1/1/2012 )12
6/29/2012

. . 3 Test 5/4/2012
inserted §tart|ng gt the task row . om0 iz
selected in the Milestone file. 5 = Project Beta 7/1/2012  6/6/2013

oec [ son [ ee [ wer [ wr [ oy [ sun | i | sug [ v | o [ wov | oec | s

Feb | Mar | Apr

PROJECT MILESTONES

»

»

»

Lproj 1rei 2p0]  3pro]

1 g1 7

8/1/2012
Ledesi| 1 [
2-desi N s m— T
3-desi o1 ]

11/2/2012
2/1/2013

3/7/2013
6/6/2013

Outline task on new row: Check on to have the Microsoft Project outline

level assigned to the imported task

Ignore time: Uses the Milestones schedule’s time option when adding
symbol to a date rather than Microsoft Project time for the task.

Set Symbology: Choose either Standard symbology or Custom

symbology then choose Set-Up.

Standard symbology: Add
tasks using standard
symbology dialog displays.
Choose from set combinations
of date fields (symbology),
symbol(s), horizontal bars as

Level: 0 ]
well as optional text and notes to om

be imported.

Add tasks using standard symbology

symbology: [BarFwithsip ]
O Use best symbols and bars
® Choose symbols and bars
Toolbox Row:
=k e—m e
Type

Normal Normal

Tag Symbol Text and Notes

Starttext and note Finish textand note

line1  Name tne1 [mone

Line2 [nene

Lines [none

<Jlef<]l<

Note |none

CANCEL oK
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¢ Symbology: Pick from the list of symbology options (see pg. 10-22).

» Use best symbols and bars: Select to have Milestones choose
the symbols and horizontal bars to be used to represent the chosen
symbology.

» Choose Symbols and bars: To make your own selections from
the schedule’s toolbox of the symbol(s) and/or horizontal bar to
represent the chosen symbology.

v Toolbox Row: Scroll through and select from the available sets
of symbol-horizontal bar symbol-combinations. The symbol type
and vertical symbol level will display based on the selection.

» Set %: Check on to have symbol and bar fill to status based on a
Project’s % or number field. For the two symbology status options 9
and 12 choose a date field so symbols and bars will fill to that date.

¢ Tag Symbol Text and Notes: Check on to have selected Microsoft
Project field information import as text and/or notes associated with the
start or finish date symbol

¢ Start Text and Note: Line 1, Line 2, and/or Line 3 select a Microsoft
Project field for start symbol text. Note select a Microsoft Project field
to add the information as a note attached to the start symbol

¢ Finish Text and Note: Line 1, Line 2, and/or Line 3 select a Microsoft
Project field for finish symbol text. Note select a Microsoft Project field
to add the information as a note attached to the finish symbol.

» Custom symbology: [= x
Design your own Project to Milestones Wizard - Design your own import symbology
import Symbology Click a symbol or bar to customize it v
dialog box displays L

1 2 3 4 5 6 7

(see pg. 10-8). Select
custom combinations
of date fields, symbol | "
and horizontal bars as ||
well as symbol vertical| | ="
position. Also pick R ™| |

text and notes to be ] =
imported.

5. Once the Link to active MS Project Task feature has been used, Milestones
will retain the selections. Tag other task rows with the same selections by right
clicking the task row and choose the option directly above Link to active MS
Project Task which will be Link to active MS Project with uniqueid (unique
identifier chosen will display after with).

Date field 6: Date field 7:

‘Symbol Note: Symbol Note: ‘Symbol Note:
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Build a Schedule then Manually Tag to Project

Link symbols on a schedule to tasks in Microsoft Project. (If Microsoft Project is not
installed, this option is not available to use.)

In Microsoft Project:
1. Open the Microsoft Project .mpp file.

2. Select the row within the Microsoft Project file that contains the information for
the corresponding Milestones symbol.

In Milestones:
3. Right-click the symbol to link to the Microsoft Project file.

4. Choose Link to Active MS

. [+ <
Project Task. Tag Symbol | =
dialog box displays. Link a symbol to a selected Project task
e Date Field: Choose the Date and D fields
MS Project date field for Date Field [finsh -]
the tag from the drop- iDfortag [Unigue 19 ~] O Use D keyed below
down menu. Nickname | 7

e ID for tag: Choose the MS| Text and note fields

Project unique identifier Symbol Text Line 1 Name | A Tag symbal Text
fOF the tag from the drOp- Symbol Text Line 2 ‘HDHE v|

dOWh menu. Symbol Text Line 3 ‘HDHE V|
&5 Use the MS Project Symbol Note _[none -]

Unique ID, GUID or
WBS field or create a
unique id for each task
in a MS Project text
field.

e Use ID keyed below: Instead of selecting the unique id field type in the
unique id for the symbol.

HELP TAG AND UPDDATE TAG CANCEL

e File nickname: Give the Microsoft Project file a File Nickname (see pg.
10-40) of up to 8 characters unless a Refresh File List (see pg. 10-40) is
already set up, then the nicknames will be available to select. This is a step
to uniquely identify the task with its Microsoft Project file. The nickname will
be used in the tagging process as another tier of unique identification.

£5File Nickname tag option is only necessary if using multiple Microsoft
Project files to refresh the Milestone file being tagged.

e Symbol Text Line 1, 2, and/or 3: Choose the text to be associated with the
symbol from the drop-down menu containing Microsoft Project fields.
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e Symbol Note: Choose the note to be associated with the symbol from the
drop-down menu containing Microsoft Project fields.

£$Symbol Notes can be displayed or hidden on a Milestones schedule.

e Tag Symbol Text: Check on to have the text and note selections take effect
when Tag or Tag and Update is selected.

e Choose Tag to have the symbol tag with the selected choices. The symbol
will not update with the selections until it is refreshed (see pg. 10-33).

e Choose Tag and Update: To tag the symbol and have it immediately
update based on the selections made.

5. Once the Link to active MS Project Task feature has been used, Milestones
will retain the selections. Tag other symbols with the same selections by right
clicking the symbol to be tagged and choosing the option directly below Link to
active MS Project Task which will be Link to active MS Project Task Finish
(date field chosen) with uniqueid (unique identifier chosen).

Symbol Tag

The tag of a symbol can be seen by selecting a symbol and choosing the Symbol
Links tab on the toolbar. Atag can be entered manually in the Automation tag box.
Alternatively, Create Edit tag for Refresh option, found under the Automation tag box
can be used to build the tag.

The tag format is:

Unique Identifier,Date Field,Symbol Text Line 1,Symbol Build Symbol Tag for Refrech

For later refresh, a symbel tag can have up to seven fields. Use the controls below to aid in creating
s tag.

Text Line 2,Symbol Text Line 3,Symbol Note,Nickname i

An actual tag with all fields selected will look
like the following example. There are no ere ks [t ] skt e e e ol s
spaces and commas separate the fields to be P—— o] et ot
populated.

Symbol TextLine 2: |none v|= lace in this symbol's

| Select the field to place in this symbol's
thirdline of symbol text.

3,finish,name,%complete,actualcost,resource,File1 Symbl TextLine 3: [none

| Select the field to place in this symbols
Symbol Note: |none e

. . . . File Nickname I:lEntEr the nickname for this tag.
The unique identifier and the date field are e catsnce v sont e

required. Other fields are optional.

o

6,start

25Refresh (see pg. 10-33) makes it possible to add symbol text and notes fields,
so tagging those fields manually is not necessary.

Clear Symbol Tags

To remove symbol tags from all symbols Tools | Other Tools | Manage: Symbols,
Pictures, Free Form Text, Lines, Boxes, Circles | Remove symbol tags from
every symbol.
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Add a Microsoft Project Column to a Schedule

To import Project information into a column, first the column must be tagged with the
name of the Project field. Next, each cell to be populated must be tagged with the
Project task’s unique identifier. (If Microsoft Project is not installed, this option is not

available to use.)

Add a Microsoft Project column to an imported or previously tagged schedule:

1.
2.

If building a schedule from scratch and using the Link to active MS Project option

Open the Microsoft Project .mpp file that the schedule is tagged to.

In Milestones choose Insert | Rows, Columns | New Column | Microsoft

Project Column....

From the drop down menu that displays select the Microsoft Project field to be

used to populate the column.

The Populate this column dialog | & -

box displays. It shows the Microsoft
Project field being added as a
column. Choose the Unique ID field
you are using for this schedule.

Press OK. Press OK. Milestones will
then bring the field in for each row
which was previously tagged with a

Populate a column from Microsoft Project

Populate this column from the active Microsoft Project schedule?

Field name: percentcomplete

Unique ID; [uniguelD) v

HELP CANCEL

FINISH

unique ID..

add the columns before you open the Microsoft Project file.

1.

In Milestones choose Insert | Rows, Columns | New Column | Microsoft

Project Column....
Choose which Microsoft Project field
Tag each column cell in a task row.

a. Open a Microsoft Project .mpp file.

b. Select the row(s) within the Project file that contain the information for the

Milestones task row.

c. In Milestones, right-click any column cell in the task row to be populated
with corresponding information from the selected Microsoft Project task(s).

to use to populate the column.

d. Choose Link to Active MS Project Tasks. The Link to selected MS
Project task(s) dialog box displays.

e. Check on Tag task rows.
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f. Tag with this ID field for future updates: Choose a unique identifier
for refreshing the Milestones schedule from an updated Microsoft Project
file. The unique id field, text field or the WBS field can be selected as the
identifier. All symbols and column cells on the task row will be tagged with
the unique identifier.

ID keyed below: Manually type in a unique identifier.

h. Optionally under File nickname for multi-project refresh enter the file
nickname (see pg. 10-40) or choose from the drop down menu if a Refresh
File List (see pg. 10-40) has been set up.

i. If only tagging the column cells uncheck Add Symbology. If adding
symbology (see pg. 10-27) check on Add Symbology.

j-  Click the OK button. Milestones will then populate each task cell in all
the columns with the unique ID. To have the columns populate with the
Microsoft Project information run Refresh (see pg. 10-33).

Manually Tag a Column’s Cell

1. Click once on the cell to tag. This will highlight the task row. Click again on the
cell and the cell will highlight. The toolbar Selection menu for that cell is now

active.
File Connections Edit Dates Insert Layout Format View Tools Selection e Help
Current Object: Text Syle Set Text Color Moo | )
Cell
B I u (=) [ Ces) o (S updste
Desslect ® | signment Text Size 7 Caiet
e -
[N sitch to Automaticn Tag
IS o iected Task e e e Text Color Ovenides date
€ Selectad Task Set Line by Line Text Color Overiides Mo w LFie1 #:;“'L
Cell Text Settings Cell and Tag Text

2. In Selection | Cell and Tag Text | Automation Tag enter the unique identifier
and optionally the file nickname (see pg. 10-40), Example: 8,File1.

3. Press Update Tag. No change will take place in the Milestones schedule until
the Refresh (see pg. 10-33) option is run.
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Refresh a Schedule (MS Project Installed)

When the Project to Milestones Wizard creates a schedule from a Microsoft Project
file, symbols, columns, task rows, and cells are tagged with a unique identifier. Free-
form schedules are manually tagged in the same format.

During the refresh process, tagged items in Milestones are matched to their
counterparts in the selected Microsoft Project file. All tagged items are updated with

the latest data from the Microsoft Project file.

Refresh to Update a Milestones Schedule

1. Go to Connections | Microsoft Project. Click on the drop down arrow next to

Refresh Previously Imported Project.

2. Choose the Refresh from option that correlates to the type of file imported.

3. The Select the Schedule to Open dialog displays, select the file to use for
refresh.

4. The Milestones Refresh Options - Refresh from Microsoft Project dialog
box displays.

Refresh Options

e Refresh Using: Select
the identifier used Refresh a Milestones schedule from Microsoft Project
when the schedule was “‘E:::j:;“”& vl
imported or tagged.

e Symbol Text. Updates | smeoirex PERCENT COMPLETE

»

»

text/values attached to

symbols with the source

field’s text/values.
Check on to access the
following sub options.

Update only symbols

with symbol text

tags: Tagged symbols

will update with new
selected source

field. Symbol text on
symbols without a tag
will not be affected.

Update start and

[] Refresh Symbol Text
Update only symbols with symbol text tags

Update start and finish symbols using:

Start: Finish:

name none

none none

SYMBOL NOTES
[ Refresh Symbol Notes

Update only symbols with symbol note tags

Update start and finish

Start:

[ Update symbol tags

HELP

CANCEL

Refresh percent complete
[ Update individual bars & symbols

% Complete v

% complete field:

OPTIONS

[ Refresh tagged columns

[ Update dependent symbols
Ignore times (compare date only)
Highlight Changed Dates

[] Reset date Range

[J Append new tasks
[ Report obsolete milestones

[ Highlight obsolete milestones

[ Report untagged milestones

[ Refresh only tasks visible in Project
[ Report missing Project tasks

Constraint Field:

REFRESH

finish symbols: Symbol text on all start and finish symbols will be
updated with the source field selected under Start: and Finish:. More
about symbol text (see Chapter 3 pg. 3-18).
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Symbol Note: Updates text/values attached to symbols with the source

field’s text/values. Check on to access the following sub options.

»

»

»

»

»

»

»

»

»

»

Update only symbols with symbol note tags: Tagged symbols will
update with new selected source field. Symbol notes on symbols without
a tag will not be affected.

Update start and finish symbols: Symbol notes on all start and finish
symbols will be updated with the source field selected under Start: and
Finish:. More about symbol notes (see Chapter 3 pg. 3-18).

Update symbol tags: Check on to have the symbol tags refresh based
on the new note and text selections. Check this if a filled field is changing
to none. More about symbol tags (see pg. 10-30).

Percent Complete: Select these options to update the fill to status of the
symbols and bars.

Refresh percent complete: Choose this option to have Milestones’
symbols and/or horizontal bars fill to status. Then select the percent field
that will drive the fill to status (percent complete, percent work complete,
physical percent complete or a number field).

Update individual bars & symbols: This option must also be selected
when multiple task are on a single task row in the Milestones schedule.

Options

Refresh tagged columns: Updates column text/values with the source
field’s text/values.

Update dependent symbols: Any symbol in the Milestones schedule that
is not tagged and is dependent on a tagged symbol will move the same
number of days the tagged symbol moved during the Refresh process.

Ignore Times: \When checked, only the date is used to update. The hour
and minute are ignored.

Highlight Changed Dates: Causes any dates which are changed during
the Refresh process to be highlighted. Once highlighted, it's possible to
toggle the display on and off by checking or un-checking the Refresh
Highlighting in Connections | Other.

Reset Date Range: Check this if the date range (start/end dates) of the
Milestones chart should be changed to reflect the changes made during
the Refresh process. If this option is not checked, the schedule’s date
range will not be changed and new dates might not be visible.
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»

»

»

»

Append New Tasks from Project. Check to add all new or flagged
Microsoft Project task(s) with specific symbology, symbol and bar style,
and text to the end of the Milestones schedule or on and below a specific
Milestones task row. Choose Customize button to make selections.

> Tasks to bring in: Select | & opions for agsing newtass 7 x
which new tasks added to Append tasks during refresh
H H - . Tasks to bring in
Microsoft PrOjeCt file will Add all tasks which are not ‘Add only tasks with this flag

be added to the Milestones already on the schecile fild et o Ve,
schedule © AllTesks O Tasks with this flag:

Flag 1
» All Tasks: Check onto | ,.imewtssis
have all new tasks added A nevetssks atthe Picca number ield in the Project file which
. . bottem of the schedule. indicates the Milestones row for each task.
to the MlcrOSOft ProJeCt @ Atbottom O Add/merge on rows specified
f||e Number 1

» Task with this flag: symbology
CheCk on and ple the Pick Project date fields to add and choose symbaols and bars.
flag field from the drop I Custorize Symbology
down menu to limit the
new tasks imported. First
set up a flag field in the
Microsoft Project file, then mark all new tasks to be imported into
the Milestones schedule with yes.

CANCEL oK

» Add new tasks: Select where the tasks should import.

» At bottom of schedule: Check on to have all new Microsoft
Project task(s) import at the bottom of the Milestones schedule.

» Add/merge on rows specified: Set up a number column in
Microsoft Project and enter the Milestones task row number the
Microsoft Project information is to be imported into. Then check on
this option and select the number field from the drop down menu.

» Symbology: Select the Customize Symbology button to have the
Custom Symbology (see pg. 10-8) dialog display. Pick the symbology,
symbol and horizontal bar style and position as well as text to be
imported for the new Microsoft Project task(s).

Report obsolete milestones: Tagged symbols in the Milestones
schedule that are no longer in the Microsoft Project file will be reported in
the Refresh Results report.

Highlight obsolete milestones: Tagged symbols in the Milestones
schedule that are no longer in the Microsoft Project file will be changed to
a question mark symbol.

Report untagged milestones: Untagged symbols in the Milestones
schedule will be reported in the Refresh Results report.
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» Refresh only tasks visible in Project. \When selected, only visible task
in Microsoft Project will refresh. For instance, if a Microsoft Project file
is filtered and a task on your Milestones schedule is not in the Microsoft
Project file’s filter the task in the Milestones schedule will not update.

» Report missing Project tasks: \When selected, all tasks in your
Microsoft Project file that were not selected for importing will be reported
in the Refresh Results report.

» Constraint Field: Milestones Professional has symbol constraints that
can be applied to imported symbols during the Refresh process.

» Set up a date field in Microsoft Project file containing the constraint
date. In the Constraint Field select the date field that was set up.
Two new fields display.

» In Type select one of the constraint options must be on this date, no
later than, no earlier than, lock to this date, display notes on this
date, and launch hyperlink on this date.

> In Add to select the date field in Microsoft Project to have the
constraint applied.

4. Refresh: Once selected, Milestones will update all tagged symbols to their new
dates and any Refresh options selected will also be applied to the schedule.
A Refresh Results report will be generated containing changes made to the
schedule. The report can be printed.

Once a schedule has been refreshed you can compare the updated schedule with the
original schedule (see pg. 10-43).

Task 2018 ‘ 2019
Apr ‘ May ‘ Jun ‘ Jul ‘ Aug ‘ Sep ‘ Oct ‘ Nov ‘ Dec ‘ Jan ‘ Feb ‘ Mar ‘ Apr ‘ May ‘ Jun ‘ Jul ‘ Aug
Before Appended pesign | R N
Customized Refresh. ’ '
Test Gamma goia
Task 2018 ‘ 2019
Apr ‘ May ‘ Jun ‘ Jul ‘ Aug ‘ Sep ‘ Oct ‘ Nov ‘ Dec ‘ Jan ‘ Feb ‘ Mar ‘ Apr ‘ May ‘ Jun ‘ Jul ‘ Aug
G om 200 aora comma
e ol A IN Iy A el
B0 N ol *
= r-CR—. ©
Test < <
A " A A
Review e umﬁ
After Appended
complete G SR S ° Customized Refresh.
< <
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Refresh a Schedule (MS Project Not Installed)

When the Project to Milestones Wizard creates a schedule from a Microsoft Project
file, symbols, columns, task rows, and cells are tagged with a unique identifier. Free-
form schedules are manually tagged in the same format.

During the refresh process, tagged items in Milestones are matched to their
counterparts in the selected Microsoft Project file. All tagged items are updated with
the latest data from the Microsoft Project file.

1. Go to Connections | Microsoft Project. Click on the drop down arrow next to
Refresh Previously Imported Project.

2. Choose the Refresh from MPP/MPD File.
3. The Select File to Refresh dialog displays, select the file to use for refresh.

4. The MS Project Format XML Refresh Options dialog box displays. Make
selections from the following options.

| M5 Project Format XML Refresh Options X

| Select the options to be used when refreshing a Miestanes file from an MS Project format XML file.

Note that symbols whose ID match the ID selected here always have their
date updated. Please select the optional items below that you also wish to
update.

Refresh Using:  UniquelD ~

SYMBOL TEXT
[(JRefresh Symbol Text
Update only symbols with symbol text tags

Update start and finish symbols using:

Line: Start: Finish:

L None Mone

z Mone Mone

3 None Mone
SYMBOL NOTES

[CJ Refresh Symbol Motes
Update only symbols with symbol note tags

Update start and finish symbols using:

Start: Finish:

None None

PERCENT COMPLETE
B Refresh Percent Complete

[Jupdate individual bars and symbols

%% complete field:  %Complete v
OPTIONS
B Refresh tagged columns

8 Update dependent symbols if Dependency Made is

[[J1gnore times {compare date anly)
B Highlight changed dates

8 ionore Status Symbols

18 tgnore Comment Symbols

(] Automatically Recompute Date Range when
Refresh is complete.

Ignore Nidnames when refreshing from a file
I

(] Copy serialized XML file to Clipboard

[TJLeave Tme off of displayed dates

CANCEL REFRESH

Refresh Using: Select the identifier used when the schedule was imported or tagged.
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SYMBOL TEXT

e Refresh Symbol Text. Update text/values attached to symbols with the
source field’s text/values.

» Update only symbols with symbol text tags: Symbol text on symbols
with tags will be updated.

» Update start and finish symbols: Symbol text on all start and finish
symbols will be updated with the field(s) selected under Start: and
Finish:.

SYMBOL NOTES

e Refresh Symbol Note: Update text/values attached to symbols with the
source field’s text/values.

» Update only symbols with symbol note tags: Symbol notes on
symbols with a symbol note tag will be updated.

» Update start and finish symbols: Symbol notes on all start and finish
symbols will be updated with the field selected under Start: and Finish:

PERCENT COMPLETE
e Percent Complete: Updates the fill to status of the symbols and bars.

» Refresh percent complete: Choose this option to have Milestones’
symbols and/or horizontal bars fill to status. Then select the percent field
that will drive the fill to status (percent complete, percent work complete,
physical percent complete or a number field).

» Update individual bars & symbols: This option must also be selected
when multiple task are on a single task row in the Milestones schedule.

OPTIONS

e Refresh tagged columns: Updates column text/values with the source
field’s text/values.

e Update dependent symbols if Dependency Mode is active: Any symbol
in the Milestones schedule that is not tagged and is dependent on a tagged
symbol will move the same number of days the tagged symbol moved.

e Ignore Times: When checked, only the date is used to update. The hour
and minute are ignored.
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e Highlight changed dates: Causes any dates which are changed during
the Refresh process to be highlighted. Once highlighted, it's possible to
toggle the display on and off by checking or un-checking the Refresh
Highlighting in Connections | Other.

» Ignore Status Symbols: Status symbols will not highlight if selected.

» Ignore Comment Symbols: Comment symbols will not highlight if
selected.

e Automatically Recompute Date Range when Refresh is complete:
Check this if the date range (start/end dates) of the Milestones chart should
be changed to reflect the changes made during the refresh process. If this
option is not checked, the schedule’s date range will not be changed and
new dates

e Ignore Nicknames when refreshing from a file list. (If Microsoft Project
is not installed, this option is not available.)

e Copy Serialized XML file to clipboard: It's possible to paste the clipboard
information into a spread sheet program like Excel for easier reading of the
XML file information. If multiple files are being used for refresh only the last
file will be copied to the clipboard.

e Leave time off of displayed dates: \When selected imported dates will not
show time.

Once a schedule has been refreshed you can compare the updated schedule with the
original schedule (see pg. 10-43).
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Update a Milestones Schedule from Multiple Project files

It is possible to update a single Milestones presentation schedule from multiple
Microsoft Project files. If Microsoft Project is not installed this option is not available.

Create a Refresh List

During import using the Project to Milestones Wizard or when manually tagging,
Milestones offers the option to nickname a Microsoft Project file which in turn tags all
symbols, task rows and cells from that file with its nickname.

For Milestones to associate the assigned nicknames with the Microsoft Project file
a Refresh List needs to be set up for the Milestones schedule built from multiple
Microsoft Project files.

1. Open the Milestones file that was tagged with Nicknames or the Milestones file
that will be used to import or tagged to multiple Microsoft Project files.

2. Choose Connections | Microsoft Project | Refresh Previously Imported
Project | Create/Edit Refresh File List.

3. Nickname for use in Tagging
e Current File Nickname: Select the Add button for the appropriate file type.
Browse to the Microsoft Project file used or to be used for importing. Select
the file, its path will display. Next, type in the 1 to 8 character nickname (no
spaces) given at the time of import or that will be given when imported or

manually tagged. Select Press to Update Nickname. The Nickname will
now be include at the beginning of the files path.

Refresh File List

Use this list to indicate which Microsoft Project files should be searched during a refresh operation. The use of nicknames for each file, shown in <> before each name,
makes it easy to refresh the current schedule from multiple Project files.

<Firs t>C\2u17\P] ct Files \North Projects.mpp
Pro pp

Add Sched... | | Add Project Server Schedie | | Add Project WML Schedie.. | | Delete Scheduie || MoveUp Move Dawn Change...
File Nidname for use in Tagging (for currently selected fie)
Nickname starter characters:
| Current File Nickname: | Third | | Press to Update Nikname | | [Proi
Nickname may be from 1 Update the Nickname and Press the Enter up to 5 characters to be
e et F e s T e e T e e L i e
s Fie 1", FieZ, etc.

OK - Save abave changes Cancel Changes
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e Nickname Starter Characters. Type in up to 5 characters to be used as
the generic nickname, then Milestones will add a number to the generic
name as each Microsoft file is added to the dialog box. This makes each
file’s nickname unique. Assign the generic name plus the number of the so
nicknamed file when using it to import or manually tag.

?

re each rame,

Press to Update Nidname.
m 1 Update the Nickname and Press the
button above.

e Change: Select a file. Then choose this option to change the current file to
a different file. The nickname will not change (only the file path).

&S File’s nickname can be changed. Select that file, type the new nickname
into the Current File Nickname box. Select Press to Update Nickname.

4. Once all the Microsoft Project files are named and added choose OK Save
above Changes. This only has to be done one time and the Milestones file will
remember the Refresh File List for future refreshes.

Refresh a Nicknamed Schedule
1. Connections | Microsoft Project | Refresh Previously Imported Project
2. Choose the Refresh option that correlates to the type of file imported.

3. The Refresh Options (Refresh using Milestones refresh file list) dialog box
will display.

4. Refresh Using: Select the identifier used when importing or tagging symbols.
5. Select Schedule is tagged with file nicknames.

6. Select Refresh options (see pg. 10-33).

25 Append New Tasks from Project and Constraint Field options are not
available in multiple Microsoft Project file Refresh.

7. Refresh: Once selected, Milestones will update all tagged symbols to their new
dates and any Refresh options selected will also be applied to the schedule. A
Refresh Report will be generated containing changes made to the schedule.
The report can be printed.
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Symbol Tags Report

It's possible to generate a report on all tagged symbols in a Milestones presentation
schedule. The Symbol Tag Report displays data for each symbol that has a tag. This
includes the task row on which the symbol appears, the symbol’'s ordinal placement
from left to right along the task row, the symbol’s date, the symbol’s text, the full tag
text, and the Unique ID.

1. Select Tools | Reports | Symbol ™ | Symbol Tags....

N Symbol Tags Report

Row Symbol Date Symbol Text Tag Text UID Part of Tag

1 1 01/01/2012 [Project Alpha] 1,start,name,,,,first 1
1 2 01/31/2013 [ 1 1,finish,,,,,first 1

2 1 05/03/2012 [Design 1 2 finish,name, , first 2
3 1 06/29/2012 [Test 1 3,finish,name, ,, first 3
4 1 01f31/2013 [Review 1 4, finish,name, ,, first 4
5 1 07/01/2012 [Project Beta ] 5,start,name,,,, first 5
5 2 06/06/2013 [ 1 5,finish,,,,,first 5

& 1 11f01/2012 [Design 1 &, finish,name, ,, first &
7 1 03072013 [Test 1 7 finish,name, , first 7
8 1 NAMAZN13 Review 1 &.finish.name... first 8

e If multiple tagged schedules are open in the same instance of Milestones
they also can be included in the report by selecting Include all Open files
in report. Now the report will contain the file names at the top of the report
and next to each symbol reported.

N Symbol Tags Report

File 1: Window Title: Finish Dates Milestones.mlg
File 2: Window Title: Schedule1.mlg

Row Symbol Date Symbol Text Tag Text UID Part of Tag File Name

1 1 01/01/2012 [Project Alpha] 1,start,name,,, first 1 Finish Dates Milestones.mlg
1 2 014312013 [ 1 1,finish, ., first 1 Finish Dates Milestones. mig

2 1 05/032012 [Design 1 2,finish,name, ,, first 2 Finish Dates Milestones.mlg
3 1 06/29/2012 [Test 1 3,finish,name, ,, first 3 Finish Dates Milestones.mlg
4 1 014312013 [Review ] 4,finish,name, ,,, first 4 Finish Dates Milestones.mig
5 1 07/01f2012 [Project Beta ] 5,start,name,,,, first 5 Finish Dates Milestones.mlg
5 2 06,06/2013 [ 1 5, finish, ., first 5 Finish Dates Milestones.mlg

e Leave Out Symbol Text: Check on to remove symbol text from the report.

2. Press Copy Report To Clipboard to place the entire text of the report on the
clipboard for pasting into a document.

Display Symbol Tags Next to Symbols

Symbol Tags can be displayed above all tagged symbol for easy reference. There

are three display options ID only, ID and Date field and Entire tag. This option is
global and applies to all open schedules within the same instance of Milestones. This
information is also shown in PDFs, metafiles, and prints. View | Others | No symbol
tags Overlay, Overlay tags: ID only, Overlay tags: ID and Date field, or Overlay
tags: Entire tag.

ag: 21 ag: 21, finish Tag: 21 finish,name,,,,,
D) Project Zeta D) Project Zeta D) Project Zeta
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Compare Files

Often, it is useful to generate a report of differences between a Milestones file which
was imported from Microsoft Project or Primavera XML (the “original” file) and your
most recently refreshed version of the file (the “updated” file). With Milestones
Professional’s File Compare feature, it's possible to view a Milestones Professional
schedule which graphically presents the changes.

£S5 Important if you save the updated file before using the Compare File
feature be sure to save your updated file under a different name than the
original file.

File Compare first makes a copy of either the original file or the updated file, then
allows the selection of the following options to show the changes made:

Copy of the original file is made with added selected symbolgy (i.e. Start Date)
represented by selected symbol(s) and horizontal bar(s) to show the changes.

-228d—]
REQUIREMENTS g *

1018

Copy of the updated file is made with added selected symbolgy (i.e. Start Date)
represented by selected symbol(s) and horizontal bar(s) to show the changes.

A copy of the updated schedule is made with add shadows of the original symboil(s),
horizontal bar(s).

REQUIREMENTS Y

61

1. Go to Connections | Microsoft Project | Refresh Previously Imported
Project | Compare Tagged Files the Compare Two Milestones Files dialog
displays.

Choose Browse to select the Original File.
Choose Browse to select the Updated File.

Optional, select Ignore Changes in time (compare dates only).

o > 0D

Optional, select 1-300 days for the comparison to Ignore unless date changes
by at least this many days.
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6a. Choose Show Changes in Copy of Original File to select specific symbology
and symbol(s) and bar(s) to show the changes on the original file as a new
compare file.

-9
[ ——————
1 7 15

1. Look to the right and check on Include in Compare for the symbology,
Start Date, Finish, Baseline Start, Baseline Finish and/or Other Dates,
to show on the compare schedule.

Pick symbology for showing changed dates. This assumes that the Toolbox layout is identical in both the original and updated files.

Indude in Compare [ indude in Compare [Jindude in Compare [indude in Compare [Jindude in Compare
Updated Start Date is Updated Finish Date is Updated Baseline Start Updated Baseline Finish Other Dates - Updated
Earlier Earlier Date is Earlier Date is Earlier Date is Earlier:

54 | 8= | |45# ~|la.O0=-~|1 ~|| L[]~ 1 ~| L[]~ |1 ~| .-
Updated Start Date is Updated Finish Date is Updated Baseline Start Updated Baseline Finish Other Dates - Updated
Later Later Date is Later Date is Later Date is Later:

504 |8 O o] v ||| 504 || 8 [ =]~ ||| 1 | L[] ~|| 1 ~| LT ~| ||t |1 (O]~

2. Select the symbol(s) and horizontal bar(s) to use to represent the
symbology selected in step 1. The selected horizontal bar will originate
from the original symbol and connect to the selected updated symbol.

&SFor a specific symbology (i.e. Start Date) a different symbol and
horizontal bar can be used to distinguish dates that are earlier or later
than the original dates.

25 The symbols available are from the toolbox of the selected file.

3. Optional, Check on Show duration between original and updated
symbols to have the duration value added as symbol text to the changed
symbol selected in step d below.

£&5|f this option is selected and the duration does not show, hide is the
selected text placement for that symbol. Change the text placement for
that symbol in the toolbox (see Chapter 2 pg. 2-23).

4. Optional, check on Highlight changed symbols, to have changed symbols
highlight in orange. Once in the schedule this feature can be turned off by
selecting Connections | Other | Refresh Highlighting.

401200

-4
Dessigpn ______.’
1 7 15

=-0r-
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6b. Choose Show Changes in Copy of Updated file to have the selected specific
symbology and symbol(s) and bar(s) to show the changes on the updated file as
a new compare file.
| R ——— —

1 7 15

1. Look to the right and check on Include in Compare for the symbology,
Start Date, Finish, Baseline Start, Baseline Finish and/or Other Dates,
to show on the compare schedule (see picture on previous page).

2. Select the symbol(s) and horizontal bar(s) to use to represent the
symbology selected in step c. The selected horizontal bar will originate
from the original symbol and connect to the selected updated symbol.

2SFor a specific symbology (i.e. Start Date) a different symbol and
horizontal bar can be used to distinguish dates that are earlier or later
than the original dates.

2$The symbols available are from the toolbox of the selected file.

3. Optional, check on Highlight changed symbols, to have changed symbols
highlight in orange. Once in the schedule this feature can be turned off by
selecting Connections | Other | Refresh Highlighting.

Db
4012020

-or-

6¢. Choose Show Changes in Copy of Updated File by showing original dates
in light gray.

REQUIREMENTS Y

&M

1. Optional, by default Milestones will place the original shadow symbols 1
level above the updated symbols. You can choose between 1-4 levels to
raise the original shadow symbols above the updated symbols.

£51f updated symbols position are at levels; 3 levels, 4 levels and 5 levels
up from middle best practice would be to choose 1 for this selection.

7. Choose Compare Now. A schedule will be generated showing the comparison
featuring the selected compare options.

2{The Compare Two Milestones Files dialog box will not close This
allows selection of a different comparison feature generating a
completely new file.

8. Choose the Done button to close the dialog.
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Direct to Microsoft Project Export

It's possible to export a Milestones schedule to project and then update the Project file
when the Milestones schedule changes. If Microsoft Project is not installed this option
is not available.

Choose Connections | Microsoft Project | Export to Project.
The Milestones to Project Export Options dialog box displays.

e Generate multiple Microsoft Office Project schedules for this Master
Schedule: Select if the schedule is a Milestones Professional master schedule
to export the entire hierarchy of schedules.

e Adjust row height in Microsoft Office Project as needed: Select to allow
Microsoft Project to adjust row height based on information in the task row.

e Tag this Schedule for later Refresh: Select to have the Milestones chart
tagged for a later Refresh from the exported Microsoft Project file.

e Place All independent Milestones on separate tasks in Project: Select
this option when multiple symbols and bars are on a single task row in the
Milestones Professional file. Every symbol or symbol bar symbol combination
will import into a task row. If there is text on a the start symbol of the symbol,
bar, symbol combination or a single symbol it will be imported into the name
column. Each set of symbols and symbol, bar, symbol combination from a
single Milestones task row will also have a summary bar populated in the
Microsoft Project file based on the very first symbol and the last symbol in the
Milestones task row.

e Map this column to the Microsoft Project Name field: Choose from the list
of Milestones’ column headings to import that column’s information into the
Name field in Microsoft Project.

= - o X
Create Microsoft Project Schedule

Map this Milestones column to the Microsoft Project Name
[ v

[[] Place all independent milestones on separate tasks in Project

[] Set % complete in Project

O Tag This Schedule for later Refresh

[] Adjust row height in Microsoft Office Project as needed.

[] This is a Milestones master schedule. Generate multiple Project schedules.

HELP CANCEL CREATE MICROSOFT PROJECT SCHEDULE
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Transform Primavera schedules into executive level presentation reports with
Milestones Professional. Create a wide variety of schedules using Milestones
Professional’s Project to Milestones Wizard.

(For a lesson on this topic see Help | Help Files |Tutorials | Lesson 18)

INTEGRATED DESIGN & ANALYSIS SUMMARY SCHEDULE
Name o s e T [ o [ [ [y [ [ [ |
1A Milostones wWhe

o T ow T T e [ [ 7 T [ [ [ o [ [ T

First Stage Milestones
Upper Stage Miestones
Upper Stage 2 Milestones
28 Milestones

Ground Testing

3A Milestones

Import from Primavera using the Wizard

1. Export a Primavera file to the XER format.

2. In Milestones Professional, choose Connections | Other | Import Schedule
from XER, XML etc. File | XER: Primavera XER etc. via Project Import

Wizard. Next pick, the XER file to be imported. The Project to Milestones
Wizard opens.

ay X

Create a presentation report from your project

ioFielarequres) ©  ouine evel oprona) [
Nickname (optional)  rone ©  mport flag (optional) e
| I —
. Try a built-in template s,//’}s Make a swimlane chart
|
Let the wizard guide you = D"“’" Use your own custom template
u

CANCEL
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3. On the initial screen of the Project to Milestones Wizard at the top there are four
import features. Some are not available with XER import. At the bottom are
four possible import options. XER import can use 3 of the options.

FEATURES

e ID Field (required): Choose Text 1. (When a Primavera file is exported to
an XER file the Activity ID exports into the Text 1 field.)

2SWhen information is imported from a Primavera XER file to Milestones
Professional, all task rows, columns, and symbols are “tagged” with an
identifier. This is important for schedule Refresh later. By picking Text 1,
the Primavera Activity ID is used as the unique identifier.

e Nickname (optional): This feature is not used for XER files.

e Outline level (optional): Choose the maximum outline level of tasks from
Primavera to be imported into Milestones.

e Import flag (optional): This feature is not available for XER files.
IMPORT OPTIONS

e Try a built in template: Select from one of the 8 categories. Once a
category is picked, several formats will be available to select.

e Let the wizard guide you: Step through the wizard selecting import
options such as symbology, columns, text and more.

e Make a swim lane chart. This option is not available for XER files.

e Use your own custom template: Once Primavera information has been
imported in to a Milestones schedule using one of the built in templates,
the generated Milestones schedule can be modified and then saved as a
Custom Project Template. Schedules saved as Custom Project Template
will be listed in the wizard as an import option under this choice.

4. Choose one of the three import options. (Try a built in template, Let the
wizard guide you or Use your own custom template) The Project to
Milestones Wizard opens the start dialog box for the import option selected.
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Try a Built-In Template

When Try a Built-in Template is selected, the Pick a built-in template dialog displays.
In this dialog choose from 8 built-in template categories. Each category has a variety
of schedule types. As the category and type are selected, the wizard displays a picture
of the selection. Each format may have the following import options: Pick symbology,
Enter a new title, Add symbol text and notes, Set schedule size and rows and/or
Apply a color theme.

Categories for Built-In Formats:

By X
Project to Milestones Wizard - Try a built-in template
Name 2024 ‘ 2025 ‘ 2026 | percent
Complete
Oct|pov]Dec | an [ eblmadaor paafun [t [aue[senloct [nor]oec | 1an oo war
Project Alpha > =
5] || g o —
Test @ =
Review S o
Project Beta z 5 oD e
Designz Qfﬁ U
‘ — — ez p— —
Like it's name implies, this is a basic Gantt chart format.
Baseline and current dates are displayed. Once imported,
bars can be re-arranged. when changes are made to the
imparted schedule, the Milestones schedule can be
refreshed.
HELP CANCEL FINISH

e Top Templates contains the templates most often used for importing.
e Gantt contains layouts for a basic Gantt charts.

e Stoplight formats offer several commonly used presentation red, yellow, green
stoplight charts for easy viewing of key indicators.

e Milestone charts show tasks with zero duration or finish dates only.
e Summary charts are condensed presentation formats.

e Earned Value charts display earned value columns and show an earned value
graph along with a schedule.

e Status charts display current, remaining, or slipping tasks.

e Dashboard charts offer several unique formats with the popular “dashboard”
appearance and content.
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Pick Symbology Options

e Summary Bars:

»

»

Project. Summary Sy bas St
. . [] Shade % complete [] Color Critical Tasks Red
@ Project
ba-rs will bg drawn from : M”Jm:m ] Set % for individust bars [ Show Current Dote Line
Primavera information. [ Show Dependencies [ s Status Line

[ Scatter symbols vertically

Milestones: The

summary bars are

determined by Milestones, using the lower level task dates. These are
usually the same as the Project summary bars.

e Status Options:

»

»

»

»

»

»

»

Shade % complete: If checked, symbols and bars will be shaded based
on the % complete of the Project task.

Set % for individual bars: Choose this to set the % complete for
individual bars and symbols.

Show Dependencies: Vertical links will be drawn between tasks based
on Primavera successor information.

Color Critical Tasks Red: If a task is marked Critical in Primavera, red
symbols and bars are drawn.

Show Current Date Line: Choose to draw a line that extends vertically
at the status date of the Primavera file.

Show Status Line: Choose to draw a line that extends vertically along
the current date line and bulges to the left or right according to each
Primavera task row’s status date.

Scatter symbols vertically: If milestone symbols are imported by the
selected import option into a single task row, the symbols will be placed at
different vertical levels on the task row.

Add a New Title

e Enter a new title: Enter up to three separate @ entera new title

lines as a title for the imported schedule.

|Pr0ject Nano |

|Schedu|e review |

[1une 2021] |
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Add Symbol Text and Notes

Symbol text or notes can be added to  symeeltextandnotes
a start date or finish date symbol. The = =¥ e -
text and notes added can be chosen Line 3 rane -
from the available fields available in -

Finish

Line 2:[none none

aw
W o e

z o £ oo
5 5

Note: | none

[ show notes

the drop down menu.

Each Symbol can have up to 3 lines of
symbol text. Each line can populate with a different field.

Notes in Milestones can be displayed or hidden. Check on Show notes on schedule
to have notes display. Notes will still import if this option is not checked.

&5 Symbol text and notes can be reformatted on the imported schedule (see
Chapter 3).

Set schedule size and rows

Schedule Dimensions: sie bensiy -

Select your schedule size from WM s o —
the list of paper sizes available.

The width and height of the
paper size selected will display.

Height 85 @ show the Legend

Schedule Density
» Rows per page: Choose from 6 to 300 rows per page.

» Best fit for rows Pick this along with Reduce row height to have
Milestones figure out how many rows will fit without overlap.

» Show the Legend: A box will display at the bottom of the schedule for
inserting of legend entries. Some schedules may already have legend
information. (See Chapters 2 and 3 for more information).

Apply a color theme

Pick from the list of color themes

(see Chapter 2 pg. 2-29). [ Leave out gridlines
. . . . Highlights & shadows
Pick from a list of shading options

(see Chapter 2 pg. 2-29).

» Include toolbox colors: The
color theme’s toolbox colors will be applied.

» Leave out grid lines: Gridlines will be removed from imported schedule.
(see Chapter 2 pg. 2-29).

» Highlights & Shadows: Gives a 3-D look to some imported symbols and
adds shadows to all symbols and bars imported.
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Let the Wizard Guide You

The Let the Wizard guide you option offers more flexibility as to what information is
imported into the resulting Milestones Professional schedule. The wizard will step you
through setting up columns, choosing symbology, and more. As selections are made
the wizard displays the image of the schedule that will result from the import.

Symbology

Choose from predesigned symbology options which include: Gantt bars - current
Gantt bars - current and baseline, Gantt bars - custom symbology or Gantt
bars - custom symbology 2, Milestones - finish dates, Milestones - finish and
baseline, or Milestones - finish dates rolled up to summary level. The Wizard
displays a picture of the symbology choices as they are made.

Once you have made your symbology choice, some options offer the Symbology
Set option. Click through to select a symbol, horizontal bar, symbol combination to
represent the Primavera date fields in the imported schedule. The Wizard displays a
picture of the Symbology Sets as they are clicked through.

Customize Symbology

For greater customization choose Gantt bars - custom symbology or Gantt bars -
custom symbology 2. Then choose the Customize button.

e Gantt bars - Custom Symbology:
Has up to 7 date fields from a single task import as symbols into a task row
of the Milestone schedule. Select symbols to set their properties. Bars can
be added between symbols. Optionally, bring in a template you previously

my x
Project to Milestones Wizard - Design your own import symbology
Click a symbol or bar to customize it
Opena schedule with ajgeeded toolbox and formatting Percent complete field:
1 2 3 4 5 6 7
#* * A A
Date field 1: Date field 2: Date field 3: Date field 4: Date field 5: Date field 6: Date field 7:
Start Finish Baseline Start Baseline Finish none
Vertical level: Vertical level: Vertical level: Vertical level:
Middle Middle Middle Middle
Symbol Text: Symbol Text: Symbol Text: Symbol Text:
none none none none
Symbol Note: Symbol Note: Symbol Note: Symbol Note:
none none none none
Symbol type: Symbol type: Symbol type: Symbol type:
Comment it Comment Baseline Baseline
CANCEL 0K
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»

»

Click a numbered square, the Customize a symbol dialog box displays.

Add a symbol and set its properties.
1. Select the Date Field for the symbol.

2. Check on Set % Complete to set the
individual percent complete for this
symbol.

3. Pick one of the toolbox symbols. If
importing a baseline date, pick a
symbol which indicates “baseline”.
Otherwise, pick a “normal” symbol.

4. There are 11 vertical positions on
a task row. To reposition a symbol,

check on Override vertical level, and

select a new level.

Customize a symbol
Date settings
Symbol settings

S:F

Type: normal

[ Override vertical level |1 =

Level: Center

Symbol text and notes

on schedule

HELP CANCEL OK

5. Each symbol can have three lines of Symbol Text. Each line can be
information from a different Primavera field.

6. Add one of the Primavera fields to the symbol note. Check on Show on
schedule to have the note visible on the schedule.

Once selections are complete select OK. The Custom symbology dialog
box now displays the choices just made.

If the symbols need to be connected with a horizontal bar, select the
rectangle between the symbols to have the Customize bar dialog box

display.

1. Select No connector to hide the bar

2. Select Choose Connector to
connect two symbols with a bar.

3. Choose from the list of horizontal
bars, which are reflective of the
horizontal bars in the toolbox of the
template selected.

Choose a bar
() Mo connector
(® Choose connector

4 -

HELP CANCEL oK
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e Gantt bars - Custom Symbology 2:
With this symbology choice, a total of four bars (or 8 dates) are possible. Pick
date fields for each row. For each set of dates, if a bar is needed click on the
check box next to the bar.
» Show this symbology only =
to have just the selected date

[ Froec to Mietones Ward - Optonai Symbot s Bare

field symbology import. oo
» Show this symbolf)qy + - :
normal start and finish + ]
baseline start and fln(sh o
to have selected date field o
symbology import |n_an|t|on . ;
to normal start and finish and || ==
baseline start and finish. R —
. TEX'|7—|V
» Optionally select the text from Dosetstorman @ Mmoo o

none v

FINISH

a Primavera field to import
with selected symbols.

» Date field for status check on so symbols and bars in the imported
schedule fill to status based on the Primavera date field selected from the
drop down.

» Number% field for status check on so symbols and bars in the imported
schedule fill to status based on the Primavera % or number field selected.

Pick Symbology Options
See page 11-4.

Columns

Choose to have information from Primavera fields enter into a column. Have up to 5
columns on the left side and/or right side of the schedule.

Add a New Title
See page 11-4.

Add Symbol Text and Notes
See page 11-5.

Set Schedule Size and Rows

See page 11-5.
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Apply a Color Theme

See page 11-5.

£5Any Milestones schedule generated from the Let the wizard guide you option

can be saved as a custom project template. Once it is saved it can be recalled
in the wizard under the Use your own custom template option (see next
section) thus eliminating the need to step through the many wizard option again
when generating a new schedule from another XER file.

Use Your Own Custom Template

1.

Custom templates are a great time saver and are easy to create. Build a custom
template by first running an import using Let the wizard guide you or Try a

built in template. Then, customize the resulting schedule by adding columns,
changing colors and more.

Things to avoid changing:
e The symbol type (from normal, baseline, comment or status)
e The “automation tag” for a column

Save the customized chart as a Custom Project Template. Choose
Connections | Microsoft Project | Save Custom Project Template.

25 There will be a prompts to enter a description of the template and save
the file. The description of the template appears in the Manage Custom
Project Templates dialog box. The saved name appears in the Start with a
custom template option in the Project to Milestones Wizard.

£50nce the template is saved do not move it or it will no longer be available in
the wizard.

The Custom Project Template created is then available by selecting the
option Use your own custom template in the initial screen of the Project to
Milestones Wizard. Templates created from the various import styles put up a
different set of options to select from before importing.

To delete or change templates previously saved, go to Connections |
Microsoft Project | Manage Custom Project Templates.

e To change a template, select the template from the menu and choose Open
Selected Template.

o To delete a template, select the template from the menu and choose Delete
Selected Template.
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Manually Tag a Schedule to Primavera for Refresh

It's possible to design a Milestones presentation chart “free-form” and link it to a
Primavera file for future updates. Tag the symbols, columns and cells then Refresh
the schedule with an XER file to sync with the Primavera information.

Tag a symbol to link with a Primavera task:
= 1. Build a schedule in
Milestones.

Activiy Trpe Origial

Activiy ID Activity Name
Duraton

ALDDD s Edit Dates Insert Layout Format View Tools Selection (@ Help
al10 uni g Links - Usea .
A1020  ted)

2. In Milestones select a symbol

AL1030 e
. t = to be tagged. The toolbar
S ) FUIGS.... oo changes to Selection for the
:ig;g y T Tea [\ Sze/Color || Summeny/herc [ Notes ] rvperink || Constmnt | IEareltel| Symbol.

Februal March
i Suves R W,,W, ‘ R 3. At the bottom of the toolbar
prel L A St L L select the Symbol Links tab.

4. Select the Create/edit tag for Refresh button.

Automation Tag:

e Unique ID: Enter the Activity ID of the e,
Primavera task.

ol date will be based upon the date of the »

ate/acit tag for Refresh
| Atso updste this symbal's text from taraet symbal's

| Build Symbol Tag for Refresh X !
|

For |ater refresh, a symbel tag can have up to seven fields. Use the controls below to aid in reating

e Date Field: Select the date field that ™™

Enter the UniqueID or other unique identifier

controls this symbol’s date. tnae o 267 ko e e e
Date Field: Start ~ g;‘s;s&ws :;ne field that contrals this
e Symbol Text Line 1, 2, 3: Select the g e it
< irst line of symbol text.

field(s) to place in this symbol’s text
lines.

e - . Select the fild to place i this symbol's

second line of symbol text.

Select the field to place in this symbol's
third line of symbol text.

<

Symbol TextLine 3: none

| Select the field to place in this symbol's
Symbol Note: none oy

e Symbol Note: Select the field to place
H H 3 File Nickname Enter the nickname for this tag.
in this symbol’s note. e rrers ity et st

Refresh List. However, once you have a Refresh List, then only
nicknames in that list can be used

e File Nickname: This feature is not

available for XER files.

Tag a column to link it with a Primavera field.

1. In Milestones double-click the column heading, the Column Properties dialog
box display. Choose the Column Formatting tab.

2. Under Automation Tag select the down arrow under Microsoft Project field
and select the Primavera field to populate the column.
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Tag a cell to link it with a Primavera task. All cells in a row need to be tagged with the

unique identifier.

1. In Milestones double-click a task row. The Column Text and Task Row

Properties dialog box displays.

2. Choose the Cell Settings tab. In the Automation Tag box enter the Activity
ID of the Primavera task information to populate the cells in the task row.

Once the schedule is tagged, view the Refresh directions below to synchronize the
schedule and keep it updated with the latest Primavera information.

25 To remove all symbol tags (see Chapter 10 pg. 10-30).

425 To see and print a symbol tags report (see Chapter 10 pg. 10-42).

25 To display symbol tags on symbols (see Chapter 10 pg. 10-42).

Refresh a Presentation Schedule

Use the refresh option to update a tagged Milestones Professional schedule when the
dates from Primavera change. During the refresh process, tagged items in Milestones
are matched to their counterparts in the selected Primavera file. All tagged items are

updated with the latest data from the Primavera file.

1. Save the changed Primavera schedule as an XER file.

2. In Milestones Professional, on the Connections tab, choose the arrow next to

Refresh Previously Imported Project.

Choose Refresh from Primavera XER File.

The Select the File to Refresh dialog displays, select the saved changed

Primavera XER file.

5. The MS Project Format XML e ot oL e Ostare *

Select the options to be used

Refresh Options dialog box displays. essmirec

e

‘freshing a Milestones fil from an MS Project format XML fle.

esktop\ER \100 xer

Make selections from the following
options.

Note that symbos whose ID match the ID selected here always have ther
date updated. Please select the optional items below that you also wish to
update.

SYMBOL TEXT

e Refresh Using: Select Text 1 Oretmrsiaros [y

=

(when an XER file is generated

the Activity ID is imported into the = © .
Text 1 field). -

% None

PERCENT COMPLETE
B Refresh Percent Complete:
(0 Update individual bars and symbols

9% complete field:  %Complete ~

cANCEL REFRESH
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SYMBOL TEXT

e Refresh Symbol Text. Update text/values attached to symbols with the
source field’s text/values.

» Update only symbols with symbol text tags: Symbol text on symbols
with tags will be updated.

» Update start and finish symbols: Symbol text on all start and finish
symbols will be updated with the field(s) selected under Start: and
Finish:.

SYMBOL NOTES

e Refresh Symbol Note: Update text/values attached to symbols with the
source field’s text/values.

» Update only symbols with symbol note tags: Symbol notes on
symbols with a symbol note tag will be updated.

» Update start and finish symbols: Symbol notes on all start and finish
symbols will be updated with the field selected under Start: and Finish:.
PERCENT COMPLETE

e Percent Complete: Updates the fill to status of the symbols and bars.

» Refresh percent complete: Choose this option to have Milestones’
symbols and/or horizontal bars fill to status. Then select the percent field
that will drive the fill to status (percent complete, percent work complete,
physical percent complete or a number field).

» Update individual bars & symbols: This option must also be selected
when multiple task are on a single task row in the Milestones schedule.
OPTIONS
e Refresh tagged columns: Updates column text/values with the source
field’s text/values.

e Update dependent symbols if Dependency Mode is active: Any symbol
in the Milestones schedule that is not tagged and is dependent on a tagged
symbol will move the same number of days the tagged symbol moved.

e Ignore Times: When checked, only the date is used to update. The hour
and minute are ignored.

e Highlight changed dates: Causes any dates which are changed during
the Refresh process to be highlighted. Once highlighted, it's possible to
toggle the display on and off by checking or un-checking the Refresh
Highlighting in Connections | Other.

» Ignore Status Symbols: Status symbols will not highlight if selected.
» Ignore Comment Symbols: Comment symbols will not highlight if
selected.
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e Recompute Date Range when Refresh is complete: Check this if the
date range (start/end dates) of the Milestones chart should be changed to
reflect the changes made during the refresh process. If this option is not
checked, the schedule’s date range will not be changed and new dates

e Ignore Nicknames when refreshing from a file list. This feature is not
available for XER files.

e Copy Serialized XML file to clipboard: It's possible to paste the clipboard
information into a spread sheet program like Excel for easier reading of the
XML file information. If multiple files are being used for refresh only the last
file will be copied to the clipboard.

e Leave time off of displayed dates: \When selected imported dates will not
show time.

Once a schedule has been refreshed it can be compared the with the original
schedule (see Chapter 10 pg. 10-43).
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Milestones Professional can read information from other sources including Microsoft
Outlook tasks or calendar items, comma delimited files, Excel and other spreadsheet
data copied to the clipboard (For a lesson on this topic see Help | Help Files |
Tutorials | Lesson 9), and more.

For moving data from Milestones to other applications, Milestones schedules can be
exported to MPX, CSV, and XML formats.

For programmers, Milestones Professional also supports a custom interface between
Milestones and any OLE compliant application. Using Visual Basic, C++ or other
programming languages, it's easy to interchange data programmatically with other
applications and databases. The programming that makes use of this automation
feature is created by the user.

The Connections and File Tabs

The Connections tab contains most of the options for interfacing with Microsoft Office
applications and other programs, as well as the Windows clipboard.

[:Z] File | Conmections | Edit  Dates  Insert  Layout  Format  View  Tools  Selection (@ Help

o = =, [Pyl [Pk} Iy ~ =l By - [o]3n PR -
| E E = — ;. = — < &
= = 2 = = = =
E Copy Metafile Copy Schedule |  Create Repont from Create Repont from Refresh Previcusly Copy all pagesto | Impory/Update Import Gutiook. Internet Publishing  Export Scheduleto Import Schedule.
| {Picturz OnYy) 10 Cipbaard Preject Project Server impanad Project Powerboint ] Tasks or Calendar Wizsra XML Fiie from XER XML atc
| @ 1o Clipboard  (Picture, Text, ﬂ- File
' d = - P i) ==l
[x] = = =y Papulste Column from Praject when
Save Custom Project Manage Custom Export'to Project | (Creste PowerPoint Export Tesks to column tzg added
— Tempiate Project Templates Sides from Project Outlook [ Retesn v
M sh Highighting Color
= Clipboard Microsoft Project PowerPaint Excel Microsoft Outlook Other

Other importing options can be found in the File tab in the Import Options section.

li‘ File Connections Edit Dates Insert Layout Format View Tools Selection Q Help

O, o | Iy %1 Iy
® s R LB 9
End — —_— =
E New Wizard Open Open Samples or Cloze Save 5 Save At Project Custom Qutiook KER/XML
Lessons PDF. Import Options

| IS |Open = recenty used fie

° B LB Re
EEELE] 2fbmip v i BSIWCH \)ﬂ = »m
- Project MML Outiock Internet  Pictures
@ Files and Templates: Open and Save Options Export Options
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Import Export Microsoft Outlook

Outlook to Milestones Import Wizard

Milestones can import both Tasks and Calendar Appointments from Microsoft Outlook
(version 2010 or later). Choose Connections | Microsoft Outlook | Import Outlook
Tasks or Calendar to start the wizard.

1.

Under Pick a folder, choose from the calendar or task folder options available
in the drop down.

Choose the Start and End dates of the tasks or calendar events to be imported
into the Milestones Professional schedule.

Under Pick a chart type note that the chart formats available depend on
whether a task folder or a calendar folder was chosen (#1.).

&S For easy selection of the format to use, the wizard displays each format as it

is chosen.

Calendar option Milestones Chart. Imports all events from the selected
calendar folder within the date range specified. Tasks import as a symbol
unless a task spans multiple days. A symbol, bar, symbol combination
will be added in this case. Symbols and bars fill to status based on %
complete.

» After the first screen of the wizard when Milestones is chosen, the next
wizard screen offers selection of up to 9 columns to be imported, 5 on
the right side and 4 on the left side of the schedule. Pick the Outlook
fields to be shown in the columns. The column closest to the schedule is
a set column which will always import the Outlook Subject information.

» The third screen of the wizard when Milestones Chart is chosen allows
import of three lines of symbol text and a symbol note. Choose the drop
down arrows to select the Outlook information to be imported as symbol
text and/or a symbol note. The symbol text and note are assigned to the
start symbol.

Calendar option Presentation Timeline: In Outlook, assign categories to
calendar events. Presentation Timeline will import all the same category
events from the selected folder within the date range specified into a single
task row.

> After the first screen of the wizard when Presentation Timeline is chosen
the second screen of the wizard allows import of a single line of symbol
text and a symbol note. Choose the drop down arrows to select the
Outlook information to be imported as symbol text and/or a symbol note.
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Task option Basic Gantt. Imports all tasks from the selected task folder
within the date range specified. Tasks import as a symbol, bar, symbol
combination Symbols and bars fill to status based on % complete.

> After the first screen of the wizard when Basic Gantt is chosen, the
second screen of the wizard allows selection of up to 9 columns to be
imported, 5 on the right side and 4 on the left side of the schedule.
Choose the drop down arrows to select the task information from Outlook
that can be imported into columns. On the left side of the schedule there
are a total of 5 columns. The column closest to the schedule is a fixed
column that will always import the Outlook Subject information.

» The third screen of the wizard when Basic Gantt is chosen allows import
of three lines of symbol text and a symbol note. Choose the drop
down arrows to select the task information from Outlook to be imported
as symbol text and/or a symbol note. The symbol text and note are
assigned to the start symbol.

Task option Completed Tasks: Imports all completed task from the
selected task folder within the date range specified. Tasks import as a
symbol, bar, symbol, combination. Four columns on the left side of the
schedule populate with the following Outlook information: Subject, Owner,
Category, Start Date and Due Date.

> After the first screen of the wizard when Completed Tasks is chosen the
second screen of the wizard allows import of a single line of symbol text
and a symbol note. Choose the drop down arrows to select the task
information from Outlook to be imported as symbol text and/or a symbol
note. The symbol text and note are assigned to the start symbol.

Task option Stoplight Chart. Imports all task from the selected task folder
within the date range specified. Tasks import showing the start date and
due date as a symbol, bar, symbol combination. Symbols and bars fill to
status based on % complete. Two columns on the left side of the schedule
populate with the following Outlook information Percent Complete and
Subject. Two columns on the right side of the schedule populate with
indicators based on the following Outlook information: Status and Priority.

&5 The percent complete column shows the percent as a pie symbol.
&5 The legend of the schedule defines the indicators in the Status column.

> After the first screen of the wizard when Stoplight Chart is chosen, the
second screen of the wizard allows import of a single line of symbol text
and a symbol note. Choose the drop down arrows to select the task
information from Outlook to be imported as symbol text and/or a symbol
note. The symbol text and note are assigned to the start symbol.
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e Task option Finish Dates: Imports all tasks from the selected task folder
within the date range specified. Tasks import as symbols on the due date.

> After the first screen of the wizard when Finish Dates is chosen the
second screen of the wizard allows selection of up to 9 columns to be
imported, 5 on the right side and 4 on the left side of the schedule.
Choose the drop down arrows to select the task information from Outlook
that can be imported into columns. On the left side of the schedule there
are a total of 5 columns. The column closest to the schedule is a fixed
column that will always import the Outlook Subject information.

» The third screen of the Outlook to Milestones Wizard when Basic Gantt
is chosen allows import of three lines of symbol text and a symbol note.
Choose the drop down arrows to select the task information from Outlook
to be imported as symbol text and/or a symbol note. The symbol text
and note are assigned to the start symbol.

e Task option To Do List. Imports all tasks from the selected task folder
within the date range specified. Tasks import as a symbol, bar, symbol
combination Symbols and bars fill to status based on % complete. One
column on the left side populates with Outlook information Subject. Three
columns on the right side of the schedule populate with the following
Outlook information: Due Date, Status, Percent Complete.

&5 The percent complete column shows the percent as a pie symbol.
&5 The legend of the schedule defines the indicators in the Status column.

> After the first screen of the wizard when To Do List is chosen, the
second screen of the wizard allows import of a single line of symbol text
and a symbol note. Choose the drop down arrows to select the task
information from Outlook to be imported as symbol text and/or a symbol
note. The symbol text and note are assigned to the start symbol.

Export to Microsoft Outlook

Tasks can also be exported from Milestones to Outlook by choosing Connections |
Microsoft Outlook | Export Tasks to Outlook.

1. Select the Outlook task folder that will contain the imported Milestones tasks.
2. Select the column in Milestones that will import into the Subject field in Outlook.

3. Select how the task are to be exported to Outlook.

e One task per Milestones row: The first and last symbol of each Milestones
task row will be exported to Outlook as a task.

e One task per Milestones symbol: Each symbol on a Milestones task row
will be be exported to Outlook as a task.

e One task per Milestones bar: Each symbol bar symbol combination and
individual symbol in a Milestones schedule will be be exported as a task.
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Smart Import from Clipboard

Importing into Milestones from a spreadsheet is easier with the Smart Import From
Clipboard feature. This feature allows importing of a schedule from a spreadsheet
without mapping individual fields to corresponding columns in Milestones.

Import a Spreadsheet Using Smart Import From Clipboard

1. Open both Milestones Professional and the spreadsheet application.

2. In Milestones, format the schedule with the necessary SmartColumns (see pg.
12-6) to accept the data from the spreadsheet to generate a schedule.

e For the Smart Import From Clipboard to import information into the correct
SmartColumn, column headings in the spreadsheet and in the Milestones
schedule must match and be single line headings. Or go to Connections
| Excel | Import/Update from Excel | Smart Import options to assign
existing spreadsheet column names to the SmartColumn that should
receive the imported information.

Smart Import from Clipboard Lesson Example
Outline Level Project Tasks Start End Baseline Start Baseline End

B 5 D E F G H

Outline Level Project Tasks Start End Baseline Start Baseline End % Comp
1 Project
2 Computer Checkout 3/9/2018 11/20/2018 3/9/2018  11/20/2018 100

e Set the Milestones date range to accommodate the dates in the
spreadsheet (Dates | Start and End Dates | Displayed Start Date,
Displayed End Date).

e If importing an outline structure using an Outline Level and/or WBS
SmartColumn, set up outline features such as summary bars (Refer to
Chapter 4) and an indentation value for column text.

e If importing status using a Percent Complete SmartColumn, set up status
features such as Dates | Date Related Settings |Symbols/Bars: Fill to
Status Date and Dates | More Date Settings | Hourly, Minute and Shift
Settings | Allow Hourly/Minute Detail (to portray exact percent complete
as shown on spreadsheet).

3. Inthe spreadsheet, highlight and copy the cells to be pasted into Milestones.

e Each record is expected to be on a line by itself and have the same field
layout. Date fields must be formatted in the default date order for the
computer. When using a different separator, choose the format with two
digits for each, dd.mm.yy.

4. In Milestones, choose Connections | Excel | Import/Update from Excel |
Smart Import from Clipboard.
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Accepted SmartColumns for Smart Import From Clipboard
The following accepted Milestones SmartColumns should be present in the Milestones

schedule before selecting Smart Import from Clipboard.

Insert the following SmartColumns into the Milestones schedule to have the Smart
Import from Clipboard populate them and generate the schedule information like
symbols, bars, outline features, and percent features:

e Start Date SmartColumn - brings a milestone into the schedule area.” If this
column is not setup no information will appear in the schedule area.

e Baseline Start Date SmartColumn - brings a milestone into the schedule
area.” If this column is not setup no information will appear in the schedule
area.

e End Date SmartColumn- brings a milestone into the schedule area.” If this
column is not setup no information will appear in the schedule area.

e Baseline End Date SmartColumn - brings a milestone into the schedule area.”
If this column is not setup no information will appear in the schedule area.

e Outline SmartColumn - defines an outline structure.
e WBS SmartColumn - defines an outline structure.

e Percent Complete SmartColumn - a status symbol is added defining percent
complete.

e EV: Budget at completion (BAC or Budget) - brings information in as an
Earned Value budget value.

e EV: Actual Cost (AC or ACWP) - brings information in as an Earned Value
actual value.
25 Choose Insert | Rows, Columns | New Column to add the SmartColumns.
25 All other columns from the spreadsheet will be brought into the Milestones
schedule as text columns.

* If both a start date and an end date or a baseline start and a baseline end date
are on the same row, they will be connected with a bar.

*The 32nd symbol in the toolbox becomes the status symbol. Double click this
symbol in the toolbox to change its properties.

Refresh a Schedule Generated from Smart Import From Clipboard

When creating a spreadsheet for import include an Unique ID column with the
heading Unique ID in the spreadsheet. In the column give each task a unique alpha
and/or numeric string. Milestones will tag all symbols with the Unique ID for later
refresh when the spreadsheet information changes (see pg. 12-12).
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Create a Milestones Schedule From a Spreadsheet

Milestones’ Custom Import from Clipboard feature is designed to generate a
Milestones schedule from data of any application, like Excel, that can copy data to the
Windows Clipboard. If the data in the application changes the generated Milestones
file can then be refreshed with the new data.

Import a Spreadsheet using Custom Import From Clipboard

1.
2.

Open both Milestones Professional and the spreadsheet application.

In Milestones, create columns to accept the data from the spreadsheet. Choose
Insert | Rows, Columns.

e Dates need to be mapped to Task Start Date and Task End Date fields
to be plotted in the schedule area, not columns (see pg. 12-8). However
dates can also be mapped to text columns. Added Date SmartColumns will
automatically pick-up their information from the schedule area.

e If you are importing an outline structure using an Outline Level and/or WBS
SmartColumn, set up outline features such as summary bars (Refer to
Chapter 4) and an indentation value for column text.

e If you are importing status using a Percent Complete SmartColumn, set up
status features such as Dates | Date Related Settings | Symbols/Bars:
Fill to Status Date and Dates | More Date Settings | Hourly, Minute and
Shift Settings | Allow Hourly/Minute Detail.

Set the Milestones date range to accommodate the dates in the spreadsheet.
Dates | Start and End Dates Displayed Start Date, Displayed End Date.

In the spreadsheet, highlight and copy the cells to be pasted into Milestones.

e Each record is expected to be on a line by itself and have the same field
layout. Date fields must be formatted in the default date order for the
computer. When using a different separator, choose the format with two
digits for each, e.g. dd.mm.yy.

In Milestones, choose Connections | Excel | Import/Update from Excel |

Custom Import from Clipboard.

In the Import: Custom Format dialog box, select an existing filter and choose
Retrieve Settings. Or, create a new import filter using the Create a new filter
(see pg. 12-8).

Append Imported Data if the data on the clipboard should appear below
existing data in the Milestones schedule. Otherwise, existing data will be
overwritten.

Click Continue Import Using Current Filter to import using the selected filter’s
column mapping.
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Create a New Filter in the Import: Custom Format Dialog Box

Designate where data should be placed in Milestones by mapping spreadsheet fields
to Milestones fields. Then the mapping should be named and saved as a “filter”.

1. Click Clear Settings to clear any
mapping lines.

2. Under Fields from line 1 of input
file (these are populated from the
spreadsheet, Field 1 is the left-most
column in the spreadsheet. Field 2 is
the second column, and so on), click
once on a spreadsheet field; under
Field Usage in Schedule (these
standard Milestones fields when
selected import the spreadsheet data
into a specific area of the schedule),
click on a Milestones field where that Em,
data should import.

D field to be mapped. First ne of imported data should be the field names to be
i.e. the fiekd names, wil NOT be imported into the schedue

mmmmmmmmm

£5 A connecting line displays to show
the mapping. Double-click a field on the right to remove the mapping line.

e Milestones columns are numbered 1 to 10 on the left side of the schedule,
with column 10 being closest to the schedule area. Column_10_Left: Task
Milestones columns are numbered 11 to 20 on the  Column_11 Right: Start

. . . . Column_12_Right: End
right side of the schedule, with column 11 being Column_13_Right: Status

closest to the schedule area. Column_14_Right: %

£5For accurate import of the fields from the
spreadsheet into the columns in the Milestones’ schedule, the import dialog
box displays the column name from the schedule next to the column field.

e To have symbol, bar, symbol combinations import into the schedule area,
map start dates to Task_(1-4 or 9-20)_Start_Date and their finish dates to
the same numerical task Task_ (1-4 or 9-20) _End_Date.

e Map milestone dates (zero duration tasks) to Milestone_Date_(1-4). Also
use either Task_(1-4 or 9-20)_Start_Date only or Task_ (1-4 or 9-20)
_End_Date only. Do not use Task _Start_Date and Task_End_Date fields
together as a bar will be drawn between symbols.

£$Each date field brings in a symbol from a specific position in the toolbox.
The order is Task_1_Start_Date brings in the left symbol of row one
in the toolbox, Task_1_End_Date brings in the right symbol of row
one, Task_2_Start_Date brings in the left symbol of row two Task_2_
Start_Date brings in the right symbol of row two etc (note the multiple
fields numbered 5,6,7 and 8 will bring in only a single symbol for each
number).
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29Bars import between the same numeric date fields . The bar in the
toolbox that is imported between Task_1_Start_Date and Task_1_End
_Date is the bar in the first row of the toolbox. Note that Milestones do
not use bars so the bars that are between the symbols in the toolbox
used for Milestones will be used for the next same numeric date fields.
See Help |Help Files | Tutorials | Lesson 9 for the toolbox map.

e To Map multiple milestones or symbols, bar, symbol combinations into
a single task row, separate date fields (columns) need to be set-up in
the spreadsheet. Then each spreadsheet date field (column) should be
mapped to a different Milestones Field Usage date field, like Task_1_Start_
Date.

Map spreadsheet fields to acceptable Milestones fields (see pg. 12-10).
Under Current Filter Name, enter a name for the current mapped fields.

Click Save Settings. These settings can now be retrieved during subsequent
uses of Custom Import.

Check on Tag imported data for later refresh of the Milestones schedule when
the spreadsheet information changes.

25 An Unique Id field must be in the spreadsheet to use this option (see pg.
2-11).

Click Continue Import Using Current Filter to populate the Milestones
schedule with the spreadsheet information.

If a filter needs to be shared with other Milestones users, choose Export
Filter and save the filter as a .txt file. Send the .txt file to colleagues or other
Milestones users. They can use the Import Filter option to transfer the .txt file
from a saved location to the Import: Custom Format dialog box.

N Task Start Baseline _ Baseline %
Pro]ect Tasks Responsibility Date Start Date |2 End Date Comp.
Intial Procedures 3918 | 3/918 T O | 1201 413018 (85% @
—
11/2011
Computer Checkout| ~ Team 3 39118 | 3/9/18 —_— 5 113018 | 100%@
Upgrade|  Team 1 359118 | 3/9118 | A 7116118 | 716118 |80% @
Requirements|  Team 2 9/26/18 | 9/26/18 v 9/26/18 | 9/30/18 |100%@
Guide| Team2 716118 | 716118 4 716118 | 716118 0% O
A B c D E F G H 1
Systems 1 | Outline Resource Task Start End Baseline Start  Baseline End Unique ID %
Development| 1 Intial Procedures abcl
3 2 Team3 Computer Checkout 3/9/2018 11/20/2018 3/19/2018 11/30/2018 abcz 100
TestP 4 2 Teaml Upgrade 3/9/2018  7/16/2018 3/9/2018 7/16/2018 abc3 80
5 2 Team2 Requirements 9/26/2018 9/30/2018 abcd 100
6 2 Team2 Guide 7/16/2018 7/16/2018 abcs 0
Test everll 7 2 Team3  Systems Development 3/9/2018 7/2/2018 3/19/2018 7/12/2018 abcé 60
8 1 Test Plans abcll
9 2 Team3 Testeventl 3/17/2018  5/11/2018 3/17/2018 5/11/2018 abcs 40
Testoimm 10| 2 [ _Team3 Tsftjeventl 5/11/1013[ _8/11/2018 5!}}/@1? 8/11/2018  abclo 30
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Custom Import: Accepted Milestones Fields and SmartColumns

Column Custom Fields

Column_1_Left Column_1 l_R?ght
When mapped into the Milestones fields, seen to the right, ~ Column_2 Left  Column_12 Right
. . . . R . Column_3_left Column_13_Right
information from a spreadsheet will display in a Milestones  column_4_teft  Column_14 Right

text column. Milestones text columns display textand do  Coumr—2 1k Coumn-2Rent

not populate the schedule or calculate values. Milestones  Column_7 Left  Column_17 Right
Column_g_Left Column_18_Right

SmartColumns can set up to receive imported data. Column_9_left  Column_19_Right
Column_10_Left  Column_20_Right

Task Start and End Date Custom Fields

When date columns from the spread sheet  Task_t Start Date Task_9_Start_Date Task_15_Start Date
. Task_1_End_Date Task_9_End_Date  Task_15_End_Date
are mapped to both the same numeric Task_2_Start_Date Task_10_Start_Date Task_16_Start_Date

Task_2_End_Date  Task_10_End_Date Task_16_End_Date
Ta,Sk—#—Star_.t Date and TaSk—#.—End Date Task_3_Start_Date Task_11_Start_Date Task_17_Start_Date
Milestones fields, seen to the right, date Task_3 End Date Task_11_End Date Task_17 End Date

. . e Task_4_Start_Date Task_12_Start_Date Task_18_Start_Date
information from a spreadsheet will import @s 154 nd pate  Task_12.End_Date Task 18 End_Date

a start symbol connected with a horizontal Task_13_Start Date Task_19_Start Dats
R . Task_13_End_Date Task_19_End_Date
bar to an end symbol in the Milestones Task_14 Start Date Task_20_Start Date

schedule area. To import a single Milestone Task_14.End Pate  Task_20_End Date

into the schedule area map a date column
from a spreadsheet into either the Task_# Start Date or the Task_# End field.

&5 Milestones’ Custom Import uses the symbols from the toolbox in a specific order.
For more information see Help | Help Topics | Custom Import from Clipboard

Task Milestone Date Custom Fields

. . . Milestone_Date_1
When mapped to the Milestones fields,seen to the right, date Milestone_Date_2

information from a spreadsheet will display individual symbols in the =~ Milestone Date 3
Milestones schedule area. Milestone_Date_1

Task Date and Time Custom Fields

When separate date Task_5_Start_Year Task_6_Start Year  Task_7_Start_Year Task_8_Start_Year
. . Task_5_Start_Month Task_6_Start_Month Task_7_Start_Month Task_8_Start_Month
and time columns in the Task_5 Start Day  Task 6 Start Day  Task 7 Start Day  Task 8 Start Day

Task_5_Start_Hour  Task_6_Start_Hour  Task_7_Start Hour  Task_8_Start_Hour

SpreadSheet are mapped Task_5_Start_Minute Task_6_Start_Minute Task_7_Start_Minute Task_8_Start_Minute
to the same numeric array Task_5 End Year  Task_6_End_Year Task_7 End_Year  Task_8 End_Year

. Task_5_End_Month  Task_&_End_Month  Task_7_End_Month  Task_8_End_Month
Start and End Milestones Task_5_End_Day Task_6_End_Day Task_7_End_Day Task_8_End_Day
; P Task_5_End_Hour Task_6_End_Hour Task_7_End_Hour Task_8_End_Hour
fle|dS, seen to the rlght’ a_ Task_5_End_Minute Task_6_End_Minute Task_7 End_Minute Task_8_End_Minute
start symbol connected with

a horizontal bar to an end symbol will import into the Milestones schedule area. To
import a single milestone into the Milestones schedule area map a date column from a
spreadsheet into either the numeric array of a Start or End field.

Outline Level/WBS Custom Fields

Cutline_Level
When mapped into the Milestones fields Outline_Level or WBS_ W%g”ﬁgnfg:r

Number, Outline Level and/or WBS information from a spreadsheet
will create an outline structure in the Milestones schedule.
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Chart Title
When mapped to the Chart Title field Milestones uses the text in  Chart_Title:

the spreadsheet’s last cell of the column as the charts title. gUEE?jSSDFS:
LIraaon.
Successors Custom Field Megative _Duration:

. . , Percent_Complete:
When mapped into the Milestones field Successors, successor  pyperiirik:

information from a spreadsheet will display vertical links UniguelD:
between tasks in the Milestones schedule. To accurately import
successors, format the spreadsheet as follows:

e Click on the cell within the successor field where the link is to start.

e Enter the task row number for the successor of the link (the end symbol). Note:
The first task row in a spreadsheet is counted as 0.

e Finally, enter the direction of the link. Choose from one of the following options:
SF (Start to Finish) SS (Start to Start) FS (Finish to Start) FF (Finish to Finish).

Duration Custom Field

When mapped into the Milestones fields Duration or Negative Duration, duration
information from a spreadsheet will display as a task bar with start and end symbols in
the Milestones schedule.

e Apositive duration value in the spreadsheet is used to generate a task
bar and an end symbol when the task’s start date is imported from the
spreadsheet.

e Anegative duration value in the spreadsheet is used to generate a task bar
and start symbol when the task’s end date is imported from the spreadsheet.

e The Negative_Duration import field in the Milestones custom import should be
used only when a negative number can not be used in the duration field.

Percent Complete Custom Field

When mapped into the Milestones field Percent_Complete, Percent Complete
information from a spreadsheet will display the percent complete of a task by
establishing a status symbol.

Hyperlink

A column of Hyperlinks in a spreadsheet can be mapped to the Milestones Hyperlink
field to have the hyperlinks import into the task row of the Milestones file. After the

import the task rows with hyperlinks will be marked with the hyperlink icon, which can
then be right clicked to select the Hyperlink option to view and launch the hyperlink.

Unique Id

Column set up in the spreadsheet with each task having a unique alpha and/or
numeric string. Used to tag imported symbols for Refresh (see pg 12-12).

425 To insure proper Refresh never change the Unique ID of a task in the
spreadsheet once the information is imported into the Milestones schedule.
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Refresh a Schedule when the Spreadsheet Changes.

A Milestones schedule generated from a spreadsheet can be updated when the
spreadsheet changes. The following steps are necessary to have the Milestones
schedule tagged so that it then can be refreshed, when the spreadsheet changes.

Spreadsheet and Import Steps Necessary for Refresh

1. The first row of data placed on the Clipboard must be a row of column headings
which will be used as the tag names for symbols, columns, and cells.

2. To refresh a spreadsheet a Unique ID field (see pg 12-11) must be in the

spreadsheet.
A B c D E F 15 H [

1 Joutline Task Start End Baseline Start Baseline End JUnique ID| %  Resource]
2 1  Intial Procedures abcl

3 2 Computer Checkout 3/9/2018 11/20/2018 3/19/2018 11/30/2018] abc2z | 100 Team3

4 2 Upgrade 3/9/2018 7/16/2018 3/9/2018  7/16/2018| abc3 80 Team1l

5 2 Requirements 9/26/2018 9/30/2018] abca 100 Team 2
6 2 Guide 7/16/2018 7/16/2018 abcs 0 Team2

7 2 Systems Development  3/9/2018  7/2/2018 3/19/2018 7/12/2018] abch 60 Team3

8 1  TestPlans abcll

9 2 Testeventl 3/17/2018 5/11/2018 3/17/2018  5/11/2018] abc9 40 Team 3
10| 2 Testevent2 5/11/2018 8/11/2018 5/11/2018  8/11/2018] abcio | 30 Team3

3. During the initial import of the spreadsheet, in the Import Custom Format
dialog, check on Tag Imported data.

Tag imported data. (Requires a UnigueID field to be mapped. First line of imported data should be the field names to be
used for tagging). The first line of data, i.e. the field names, will NOT be imported into the schedule.

4. The UniquelD field from the S ... - A
Spreadsheet must be mapped to the R Fields from line 1 of input fle. Maps To Field Usage in Schedule

Field 1: Qutine Task_13 Start Date:
Task_13_End_Date:

Milestones UniquelD field. fz = L

Field 4 End Task_14_End Date:
Field 5: Baseline Start

Field 6: Baseline End

Once the spreadsheet is imported (see pg.
12-7) the symbols, columns and cells will
be tagged.

Field 8: % Task_16_End_Date:
Task_17_Start Date:
Task_17_End_Date:
Task_1_Start Date:
Task_18_End Date:
Task_19_5tart Date:
Task_19_End_Date:
Task_20_Start Date:
Task 20 End Date:
Chart_Title:
Successors:
Duration:
Negative_Duration:
Percent_Complete:
Hyperlink:

UniquelD:

Automation Tag

| abcz,start |

v

Milestones Refresh from Spreadsheet Steps
The tagged imported Milestones schedule can now be Refreshed when the
spreadsheet changes.

1. Open the changed spreadsheet, highlight and copy the spreadsheet cells.

2$When changing your spreadsheet never alter the column headings or the
Unique Id of a task that has already been imported. The copied spreadsheet
data must include the Unique ID column and all original columns with their
original headings for successful refresh of the Milestones schedule.
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2. Choose Connections | Excel | Import/
Update from Excel | Refresh from
Clipboard. The Refresh from Clipboard
dialog displays.

3. Refresh Using: Select the drop down
arrow, all column headings from the

spreadsheet copy will display in the menu. Zoo ... I —

The column containing the Unique ID’s .
must be chosen to have the refresh work.

utomsticaly Recompute Date Range when
Refresh s compete.

Symbol Text and Symbol Notes: =
Symbol text and notes can be

added to the schedule from column

information in the spreadsheet upon Refresh. First the symbols on the
imported Milestones schedule need to be manually tagged with the
spreadsheet column headings. Then by checking on the option Refresh
Symbol Text and/or Refresh Symbol Notes the symbols that were
manually tagged will display the text upon Refresh. Here is the tag format to
manually tag the symbols. Substitute different column headings for any or
all bold fields (no spaces and all commas are necessary to delineate fields).

Unique ldentifier,Date Field,Symbol Text Line 1,Symbol Text Line 2,Symbol Text Line 3,Symbol Note

ACTUAL TAG EXAMPLE: abc3,start, Task,,,Resource
Unique Identifier task numbered abc3, the Date field is for the Start symbol, Symbol Text -

Line 1 is information from the spreadsheet Task column, nothing is imported into Symbol
Text Line 2 and 3, Symbol Note is information from the Spreadsheet Resource column.

Upgrade
Percent Complete
» Refresh Percent Complete check on and select the column from the
spreadsheet that contains the percent complete value. Milestones’
symbols and/or horizontal bars will fill to status based on the value.

» Update individual bars & symbols: Check on this option if multiple
task are on a single task row in the Milestones schedule.

Refresh tagged columns check on to have changed spreadsheet column
information update the column information in the Milestones schedule.

Highlight changed dates Check on to have dates which are changed
during the Refresh process highlight. Once highlighted, it's possible to
toggle the display on and off Connections | Other | Refresh Highlighting.

Automatically recompute Date Range when refresh is complete. Check
on if the date range of the Milestones chart should be changed to reflect the
changes made during the Refresh process. If this option is not checked, the
schedule’s date range will not change and new dates might not be visible.

4. Once all refresh options are selected choose OK. The Milestones schedule will
update and a dialog box displays showing update information.
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Paste Text and Numbers into Single Columns or Cells

Instead of copying multiple columns of information from another application and using
Custom Import to map those columns to Milestones, you can copy and paste single
columns or cells of data into Milestones columns.

Copy and Paste the Same Text into a Cell and Subsequent Cells

Task ‘ Task
1. Highlight and copy the text to be pasted into the T =
Milestones column'’s cells.
h
2. In the Milestones column, use the toolbox (X) Arrow tool
to click once in the top cell to receive the copied text, the
task row will highlight. Click the cell again, the cell will TN
highlight. Now the toolbar at the top of the Milestones | =
window Selection tab will be active for thatcell. | |
3. Inthe Cell Text Setting section select Multiple Paste | | |
(current and later cells). Now the selected cellandall | | |7
subsequent cells contain the copied text.
Copy and Paste Text into Column Cells
A column of cells or a single cell in another . .
application can be copied and pasted into any Outline Level  Alpha Praject

Milestones Column.

1

Task

1. In the other application,
highlight and copy the
column of text, as shown
to the right.

+ o

Click here to select
entire column.

Wit o v w ke

[SREERESRY SRRy Ry )

Project

Computer Checkout
Upgrade
Requirements

Guide

Systems Development
Procedures Guide

Test Plans & Procedures

2. In Milestones, use the toolbox (N) Arrow tool to select the

column that will receive the text, as shown to the left. Now
the toolbar at the top of the Milestones window Selection

3.

tab will be active for that column.

In the toolbar’s Selection tab go to Column Type and
Format | More Column Options | Paste Column Text.
The results are shown to the right. Any text already existing
in the column will be over-written with the pasted text.

s en
) Copy Column Text
T Poste Column Tat

Reset Column Font and Font Colors to Default
Reset All Row and Cell Font/Color Overrides for all Columns.

Close menu

Work with other Applications 12-14

Task

len

Project
Computer Checkout
Upgrade
Requirements

Guide




Copy and Paste Text into Column Cells Below Existing Text

I's possible to paste information
below existing text.

1.

In the other application,
highlight and copy the column
of text.

In Milestones, click the (<)
Arrow tool in the toolbox.

Click once in the cell below
the existing text - pause - then
click again to highlight just that
cell. Now the toolbar at the
top of the Milestones window
Selection tab will be active for
that cell.

In the toolbar’s Selection tab
go to | Cell Text Settings |
Paste.

B

Alpha Project

Project

Computer Checkout

Upgrade

Requirements Task

Guide fen

Systems Developr
Procedures Guide

Test Plans & Proce
Test event 1

Test event 2

Project
Computer
Upgrade
Regquirements

Guide

Copy and Paste Text into a Single Column Cell

Cells can also be pasted into a single column cell in Milestones.

1.

In the other application, highlight and copy the column of text

(or single text entry).

In Milestones, click the (T) Text tool in the toolbox.

Click once in the cell in which the text should appear. Now

the toolbar at the top of the Milestones window Selection tab

will be active for that cell.

In the toolbar’s Selection tab go to | Cell Text Settings |

Paste.

Task

Jan

Project

Computer

" Upgrade

Requirements

Guide

Test event 1

Test event 2

Task

Jan

Project
Computer
Upgrade
Requirements

Guide

Test Flans &
Procedures

Testevent 1
Test event 2

Copy and Paste Column Text and Numbers into Other Applications

It is possible to copy an entire Milestones column to the clipboard. First select the
In the toolbar the Selection menu will be come active for that column.
In the toolbar’s Selection tab go to | Column Type and Format | More Column

entire column.

Options | Copy Column Text.

Once the column of text is on the clipboard, it can be pasted into a spreadsheet,

another Milestones column, or any program that allows columns to be pasted from the
clipboard.
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Paste Text and Values into Multiple Columns and Rows

As described earlier in this chapter, the Custom Import feature uses “column mapping”
to populate the Milestones schedule. Here, it is possible to paste cells from a
spreadsheet directly into the Milestones column cells, across many rows.

1. In the other application, highlight and copy the cells, as shown.

I B [ v [ 1+ ]

1 Project Resource Cost
| 2 [Computer Checkout lones 5,000
| 3 |Upgrade Smyth 54,000
| 4 |Requirements Taylor 53,000
| 5 |Guide Vincent $5,000|
| 6 [systems Development Barry $10,000|
| 7 |Procedures Guide Boxer 55,000
| 8 [TestPlans & Procedures Douglas 510,000
| 9 [Testeventl 55,000
10 |Test event 2 55,000

accept this specific data
(i.e. the columns match
the information in the
spreadsheet), click the (<)
Arrow tool in the toolbox.

2. In a Milestones schedule m Fist_ | Second | third | Fourth
. ask Resource Cost
that is prepared to Jen ‘Frh‘Mel!Ap-l‘Mw‘mn!lu\ |AAqg|Sep!D¢l|Nw|Du

3. Click once in the cell that
will “anchor” the pasted

. . First Second Third Fourth
information - pause - then Task R R I E e B
CI|Ck aga|n ‘to h|ghl|ght JUSt Computer Checkout lones $5,000
o h Vo ' | A
that Ce"’ as Shown beIOW ::s;?r:nents i:’:‘;r :z;g
In the toolbar the Selection |suie Vincent $5,000
menu will be come active Systems Development _ |Barry P ! ! S
. Procedures Guide Boxer $5,000
for that cell. This cell Test blans & Douglas i | | $10,000
is where the pasting of Test event 1 . i $5,000

information will begin. i — | S
4. In the toolbar’s Selection tab go to | Cell Text Settings | Paste Cell Text.
£$You can also paste text into multiple columns below existing text.

£$Date SmartColumn cells will not accept information when pasting multiple
column text.
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Copy and Paste Numbers into a ValueSet

Numbers from the clipboard can be pasted into a Type 1 or Type 2 ValueSet. Refer to

Chapter 7 to set up these ValueSets.

1. In the other application,
highlight and copy the column

of values.

In the Type 1 or Type 2
ValueSet’s Edit Values dialog
box, click the Import Values
from Clipboard button, as
shown to the right.

£$Values and dates from Type

1 or Type 2 ValueSets can
be copied to the clipboard.

E idit Values

Budget

53,000,
54,000
$3,000
54,000
56,000
59,000

L=

Enter or update values for sach of the time periods. Values are always displayed to the
immeciiate left of each date on the schedule,

From: To: Value:
[1 fwed [y1/2014 Fri [1/31/2014 3000.00 -
[2 pat Py Fi s <0000
[3 pat  piyania Fion  [i51/2014 3000.00
[4 e [y jwed frzo2014 000,00
[5 fhu [5i1/2014 Eat  [5/31/2014 £000.00
[6 fun fizj014 fon  [/30/2014  s000.00
[[7 e [y fha FAy21 000
[& Fi pu:  fm pAy21d 0o
[8 PMon 12014 flue /302014 0.00
[10 fwed [w0/1/201% i [0/51/201%  0.00 ~
@Foward @ Bacward | 1 Months)
[ Copy Values and Dates to Clipboard |
[ Copy Values to Cipboard ] [ ox ]
[ Import Values from Cipboard | [ concel |

Copy Milestones Schedule Information to Another Application

Milestones Professional schedule information can be pasted into the columns and
cells of a spreadsheet or a word processing document.

1.

In Milestones, select the Edit | Copy Schedule to Clipboard (Picture,

Text,Object).

In the other application select Paste Special, and select the Text option.

Milestones Prof | Coded Symbols and Bars
Start and Finish Start and Finish Bars- Start and Finish Bars with Baseline
2012 ‘ 2013
Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | Nov | Dec | Jan | Feb | Mar | Apr | May | Jun
Qroject Agha Project Betady
Major Milestones QPrect Gamma Project Deta @
Projoct Epsiond) ProjectZeta @
DESIGN O R0 el Dl
<& - p& A B D E F G H | J
1 Milestones Professional Task Report
2
3 Project Title: Milestones Professional Coded Symbols and Bars
TEST g Test 4 Start and Finish Milestones-Start and Finish Bars- Start and Finish Bars with Baseline
5
Gamme Test 6 Project Start Date: 1/1/2012
[t 7 Project End Date: 6/20/2013
8
REVIEW 8= 5 Taskno.
10 1 1/10/2012  7/1/2012
1 2 MajorMilestones  2/1/2012  8/1/2012
12 3 3/1/2012  9/1/2012
o |13 4 DESIGN 2/1/2012  3/1/2012 4/1/2012 6/5/2012  7/1/2012  7/17/2012 10/10/2012  11/19/2012
1 5 3/1/2012  3/6/2012  4/18/2012  5/10/2012  §/1/2012 8[15/2012 9/18/2012 10/23/2012
15 6 4/1/2012 4/12/2012  5/17/2012  6/18/2012  9/1/2012 9/27/2012 11/11/2012 1/3/2013
16 7 TEST 5/4/2012  6/29/2012  10/2/2012 3/7/2013
= 8 6/6/2012  §/1/2012  11/2/2012 3/7/2013
18 9 7/4/2012  8[29/2012  12/2/2012 3/7/2013
19 10 REVIEW 8/9/2012  8/9/2012 12/15/2012  1/31/2013 1/31/2013
20 1 1/23/2013  2/1/2013  4/30/2013  5/30/2013  5/31/2013
2 1 8/9/2012  9/9/2012  1/31/201z  2/21/2013  3/1/2013
2 13 2/1/2013  3/23/2013  4/16/2013  5/30/2013 5/31/2013
23 14 8/9/2012  10/9/2012  1/31/2013  3/20/2013  4/2/2013
2 15 2/1/2013  3(23/2013  4/26/2013  5/30/2013  5/31/2013
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Quick View

No need to have Microsoft Project of Primavera installed to view the information in an
MPP, XER or XML file with Milestones Professional Quick View. Quick View interprets
MPP, XER and XML file information displaying it in the Milestones Professional’s
format.

1. On the File tab, click the drop-down for Import Options | XER/XML:
2. Choose Quick View: XER, XML, or MPP....
25 To use your own template, click the Quick View Setup..., select Personal
Template Folder.
3. Locate MPP, XER or XML file. Choose Open.

Create Quick View personal template

Quick View Setup lets you determine whether you want to use the default (provided)
template or use a template you have saved.

1. Bring a schedule into Milestones using the Quick View option.

2. Modify the schedule. (Do not delete the date columns.)

425 Columns can be added that do not exist in the current template, however
the column tagging must match exactly the column heading in the file being
imported. Using the XER, XML or MPP Save Flat File for Excel option the
headings can be viewed for tagging.

3. Save the schedule in your Personal Templates folder using the name
QuickView.MLP (must be this name).Choose File tab, choose Save As,
choose Charts, choose Personal Templates.

XML XER, or MPP Save Flat File for Excel

No need to have Microsoft Project of Primavera installed to view the information in an
MPP, XER or XML file with Milestones Professional Save Flat File for Excel option.

1. On the File tab, in the Import Options section choose XER/XML:
2. Choose Save Flat File for Excel: from ....

3. Locate MPP, XER, or XML file, choose Open. A .txt file will be generated that
can be opened in excel.
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Export as XML

A Milestones Professional schedule can be exported in an XML format. Map the
columns in Milestones to selected fields,then save as an XML file. Open that file in an
application which reads XML files. The same basic method applies to MPX exporting.

Choose which Milestones columns to export to XML:

1. Choose Connections | Other | Export Schedule to XML | XML Column
Mapping.
2. On the XML Export Preferences dialog box, choose <NAME> next to the

column heading for the project activities. This is the only required field to export.
Other critical data is exported by default.

3. Choose other fields next to any other Milestones columns be to exported.
Export the selected data to an XML file:

1. Choose Connections | Other | Export Schedule to XML | Export Schedule
to XML File (Microsoft Project Schema) to then open the XML file in another
application which reads MPX files.

2. Choose Connections | Other | Export Schedule to XML | Export Schedule
to XML File (Microsoft Project Schema) to then open the XML file in another
application which reads MPX files.

2. Enter a File name and Save.

Other Export and Import Formats

Milestones Professional supports several older (legacy) CSV based import and export
formats. The primary proprietary format is the “Expanded 20 Column” format. This
format gives you access, via a CSV file, to most task row and symbol properties.

When Milestones is started from a command line or by another application, it is
possible to pass it a CSV file, and other information needed, via the command line.
This is an alternate method of controlling Milestones via another application.

Automation

The automation interface, built into Milestones Professional, makes it possible for
programs written in Visual Basic, or any other language which support automation,

to interchange data programmatically between Milestones Professional and other
automation capable applications, such as Microsoft Project, Access, Excel, and more.

Complete documentation of all the methods and properties supported by this
interface, as well as program examples, are given under Help | Help Files |
Automation Help.

For more information: https://kidasa.com/support-for-automation-interface/.
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: lix A: Quick Ref Tabl

Scheduling Basics

TO ADD OR SET:

DO THIS:

Project tasks or other column
text

Click the (T) Text tool. Click in a column cell and
begin typing.

Symbol

Click the (+) Large Plus tool. Click once on
the symbol to add, click with the mouse in the
schedule area, and drag.

Horizontal bar between two
symbols

Click the (+) Large Plus tool. Click once on the
left-most symbol on the schedule. Click once on
the horizontal bar type in the toolbox. Then, click
once on the right-most symbol on the schedule.

Vertical link

Click the (+) Large Plus tool. Click once on the
“from” (top) symbol. Click once on the vertical
link type in the toolbox. Then, click once on the
“t0” (bottom) symbol.

Many vertical links at once

Click the () Arrow tool. Hold the Ctrl key and
click once on each task row whose symbols will
be connected vertically.

Choose Insert | Vertical Links | Vertical Links
between selected task rows.

Task row, in-between two
existing task rows

Click the () Arrow tool. Select the task row
above which you want to insert the new row.
Choose Insert | Rows, Columns | New Task
Row.

Current date line

Choose Dates | Current Date to format.

Date headings

Click once on the date headings within the
schedule with the () Arrow tool. This will
activate the Selection menu. Or choose Dates |
Date Headings.

Start and/or end date for the
schedule

Choose Dates | Start and End Dates to change
the displayed date range of the schedule.
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Scheduling Basics

TO ADD OR SET:

DO THIS:

To turn on date sensitivity

Choose Dates in the Date Related
Settings section check on Symbols: Fill
to Status Date. Repeat for Bars: Fill

to Status Date. This causes bars and/or
symbols to display an “after-status” fill color
after the current date.

Progress of a task row using a status
symbol

Add a status symbol by double-clicking on
one of your toolbox symbols and clicking
the Status Symbol option. Add the
symbol on any task row to adjust the task’s
progress.

Constraint date for a symbol

Click the () Arrow tool. Click once on
the symbol, then choose Selection |
Constraints.

Set up a column for indenting

Click once on the column heading. Choose
Switch to Column, then in the Column
Type and Format section, enter a value
for Indent per outline level.

Change the outline level of task
row(s)

Click the (X\) Arrow tool. Select the task
row you want to indent or outdent. The
outline level settings are located in the
Task Row Setti section.

To indent: click—"— the Indent icon.

To outdent: click the Outdent icon.

Roll up all tasks to a certain level

Right-click a task that is at the level
you want to roll all tasks to. Then click
Collapse All Tasks to Selected Level.

Work and display weekends

Choose Dates | More Date Settings |
Weekly, Daily and Holiday Shading.

Work-week starting day

Choose Dates | More Date Settings |
Weekly, Daily and Holiday Shading.
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Scheduling Basics

TO ADD OR SET:

DO THIS:

Color themes

Choose Format | Color Themes to apply
pre-formatted background coloring to the
schedule.

Choose Format | Color Themes | Manage
Color Themes to save a user-created
color theme.

Date range override for single page

Choose Dates | More Date Settings |
Page by Page Date Range Overrides
Enter dates for Current Page Override.

Shading, gridlines, text and summary
bars by outline level

Choose Format | Gridlines | Gridlines,
Shading, Font Sizes by Outline Level.

Custom coloring for “after-status” fill-
colors for symbols and bars

In the toolbox, double-click the symbol or
bar.

For symbols, click the Color/Pattern/Size/
Shadow tab and then choose an After
Status Color.

For bars, change the After Status Fill
Color.

Page number format

Click the () Arrow tool. Click once on
the page number at the top left part of the
schedule.

If the page numbers are not displayed,
choose View | Optional Iltems | Page
Number then repeat the above steps.

Workday hours

Choose Dates | More Date Settings |
Hourly, Minute and Shift Settings.

Check on Allow Hourly Detail, and then
enter the Displayed Time and/or Work
Day Time(s).

Fiscal year starting month

Choose Dates | More Date Settings
| Yearly, Monthly and Fiscal Year
Settings.
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Add Graphics, Text and Legend

TO ADD:

DO THIS:

Title

Select Insert | Title | Insert/Edit Chart Title.

Freeform text

Click the (T) Text tool. Click in the area you want
to place the text, and begin typing.

Text to a symbol

Click the () Arrow tool. Click once on the
symbol on the schedule. Click the Text tab in the
toolbar.

Symbol notes

Click the (X) Arrow tool. Click once on the
symbol on the schedule. Click the Notes tab in
the toolbar.

Symbol notes can be viewed by hovering over
the symbol, or choose Tools | Reports | Symbol
| Symbol Notes.

Current date, system date,
page number, max page
number, or filename as free-
form text

Click the (T) Text tool. Click on the schedule and
type:

&date for the current chart date

&sysdate for the computer date

&curpage for the current page number
&maxpage for the maximum page #

&systime for the computer time

&filename for the name of the chart

Line, box or circle

Click the (\) Line tool, the (O) Box tool or the
(O) Circle tool, and then click-and-drag on the
schedule to add a line, a box or a circle.

Legend

Layout | Legend Size and enter a value for
Enter Legend Height. No value deletes legend.

Legend entry

Choose Insert | Picture, Legend | New Legend
Entry.

Graphic

Choose Insert | Picture, Legend | Picture
from File. Or, copy the graphic to the clipboard
from another application. Choose Edit | Paste |
Picture. To embedded graphic in the schedule
select the graphic, then choose Selection |
Properties | Convert to Embedded Graphic.

Column heading text

Click in column heading, in the toolbar enter the
heading text. Press Apply Text Changes button.
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Format the Schedule

TO ADD OR CHANGE:

DO THIS:

Chart size

Choose Layout | Page Size | Chart Size.

Number of task rows per page

Choose Layout | Page Size | Rows per Page.

Add a page to a schedule

Choose Insert | Page | Insert a New Page
before Current Page or Insert a New Page
After the Last Page.

Insert a Column

Choose Insert | Rows, Columns | New
Column.

Background color or frame
options

Choose Format | Frame, Highlights |
Background color, border, frame corners.

Margins

Choose Layout | Page Size | Page Margins.

Column width

Click the (X\) Arrow tool. Click-and-drag on the
column edge with your mouse. The cursor will
change to > at the column edge.

Date format for symbol dates

Choose Dates | Date Related Settings | Set
Symbol Date Format.

Gridlines between task rows

Choose Format | Gridlines | Horizontal
Gridlines for entire schedule. Then choose
the Gridlines tab.

Task row shading entire
schedule

Choose Format | Gridlines | Horizontal
Gridlines for entire schedule. Then choose
the Shading tab.

Individual task row gridlines or
shading

Right click the task row choose Gridline/Shade.
Choose either/or Gridlines or Shading tab.

Curtains

Choose Format | Vertical Shading | Curtains
(Shade by Date Range).

Holiday and weekend shading

Choose Format | Vertical Shading | Weekend
and Holiday Shading....
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Format the Schedule

TO ADD OR CHANGE:

DO THIS:

Default symbol date and text
location for a symbol in your
toolbox

Double-click the symbol in the toolbox. Click the
Text and Date Properties tab.

Default symbol size

Choose Format | Frame, Highlights | Symbol
Size.

SmartColumns

Choose Insert | Rows, Columns | New
Column, or click once on an existing column
heading, choose Switch to Column Heading,
then use the drop down menu under Column
Type and Format to choose one of the
SmartColumn Definitions.

Default text styles

Choose Format | Default Text.

A page break

Click the () Arrow tool. Right-click the task row
you want at the top of the next page, and then
click Insert Page Break.

Default symbol text

Double-click the symbol in the toolbox. Click the
Default Text tab. Enter text or choose a column
and press Insert.
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Make Changes

TO CHANGE:

DO THIS:

Alegend entry

Click once on the legend entry you want to
change.

To move a legend entry, first click the () Arrow
tool. Click the legend entry, drag to the new
location and drop.

A single link on your schedule
from one type to another type
that is in your toolbox

Click the () Arrow tool. Select the left-most
symbol (or in the case of vertical links, select the
symbol from which it originates). Click once on
the new link type in your toolbox.

Selected symbol(s) on your
schedule from one type to
another type that is in your
toolbox

Click the (X) Arrow tool. Select the symbol(s)
to be changed (hold down Shift to select more
than one symbol). Next, click once on the new
symbol type in your toolbox.

All symbols or bars of one type,
on your schedule, to another

type

Double-click the symbol or bar in your toolbox.
Choose a new symbol type (shape).

The dates of a group of tasks
linked with vertical links

Choose Dates | Date Related Settings |
Dependency Mode.

A check by Dependency Mode indicates that it is
turned on. Then, use the (X) Arrow tool. to click-
and-drag a symbol.

All dependent symbols will move by the same
amount.

The dates of all the tasks on
your schedule

Choose Dates | Date Range Tools | Shift all
task dates to shift all symbol dates forward or
backward by a specified number of days.

Select all of one type of symbol
on the schedule

Right click any instance of that symbol on the
schedule. Choose Select all Instances of this
Symbol Type. The toolbar is now active for all
selected symbols, make changes in the toolbar.
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Make Changes

TO CHANGE:

DO THIS:

Text size of an individual
symbol or an individual task
row’s column text

Click the () Arrow tool. Select the item to be
changed.

Next, choose the Text tab and change the Font
Size or Color.

Individual symbol color

Click the () Arrow tool. Select the symbol on
the chart. Next, choose the Size/Color tab and
change the Symbol Fill Color.

Height of individual task rows

Choose Tools | Program Options | Edit. Make
sure there is a check next to Allow Task Row
Height Adjustments.

Click the () Arrow tool. Click-and-drag the
light blue row guide (or gridline if you are using
gridlines) at the bottom of your task row and
within the column area.

. 4 .
The cursor will change to F . Release to resize.

Summary bar preferences

Choose Layout | Other | Summary Bar
Settings.

Choose how and when you want the Summary
Bars to appear. Also, choose the symbols and
bar to use for summary bars.

The date of a symbol

Click the (K\) Arrow tool. Then click-and-drag the
symbol on the schedule.

Or, click once on the symbol you want to change.
Enter a new date under Selection | Current
Object: Symbol (1 Selected).

Or, click the () Arrow tool. Click once on the
symbol on the schedule and release the mouse
button. Hold down the Shift key and press the
left or right arrow keys.
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Delete Items

TO DELETE:

DO THIS:

Symbol(s)

Click the (X\) Arrow tool. Select the symbol to be
deleted.

Press the Delete key on your keyboard.

To delete several symbols at once, hold down
the Shift key while selecting the symbols. Then
press the Delete key.

Horizontal bar(s)

Click the () Arrow tool. Right-click the
start symbol of the symbol + bar + symbol
combination. Click Clear Horizontal Bars
(Bars).

Vertical link(s)

Click the () Arrow tool. Right-click the starting
symbol for the vertical link. Click Clear Vertical
Links.

Task row(s)

Click the () Arrow tool. Right-click a task row.
Then click Delete Task.

To delete several task rows, hold down the Shift
key while selecting the task rows and then press
the Delete key.

To delete several non-contiguous task rows, hold
down the Cirl key while selecting the task rows
and then press the Delete key.

Legend entry

Click the () Arrow tool. Click once on the
legend entry you want to delete. Press the
Delete key.

Legend Choose Layout | Legend Size | Enter Legend
Height, enter 0.
Column Click the () Arrow tool. Right click in the

column heading choose Delete Column.

Page on your schedule

go to the page to be deleted. Choose Edit |
Delete | Current Page.
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Customizing Milestones Professional

TO CUSTOMIZE:

DO THIS:

The starting template

Create the format you need, including
customization of your toolbox and page layout.

Click File | Files and Templates: Open

and Save Options | Save As.... Next, click
Personal Template. Save the schedule with

the name default. mtp. From now on every time
you click New | New Empty Schedule, a blank
schedule template using your format and toolbox
settings will be displayed.

The default file locations

Choose Tools | Program Options | Folders.
Click the Browse button to set the default
locations.

A bar or link in your toolbox

Double-click on a horizontal bar or vertical link in
the toolbox.

A symbol in your toolbox

Double-click on a symbol in the toolbox.

The toolbox size, other options

Right-click the toolbox and choose Toolbox
Properties. Select the number of symbol/bar/
symbol combinations, and other options.

The sidebar

Choose Tools | Customize | Sidebar Options.
Changes to the “Show” and “Do not show”
options require you to close and restart
Milestones.

Month and week day names

Choose Format | International | International,
Number, and Currency Settings. Pick

from Month Names, Weekday Names, and
Page n of n.
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Work with Other Applications

TO DO THIS:

DO THIS:

Copy all pages to PowerPoint

Choose Connections| PowerPoint | Copy all
pages to PowerPoint

Copy a picture of the schedule
to a document

Choose Edit | Copy Schedule | Copy Metafile
to Clipboard. In your other application, click
Paste Special. Choose Enhanced Metafile.

Embed a schedule into another
document

Choose Edit | Copy Schedule | Copy
Schedule to Clipboard (OLE). In your other
Windows application, click Paste Special.

Export schedule pages as
graphics (JPG, PNG, BMP, GIF)

Choose File | Export Options | Graphics.
Click Export Bitmap File.

Import information from a table
or spreadsheet

Copy data from a spreadsheet, In Milestones
Professional choose File | Import Options |
Custom | Custom Import From Clipboard.

Refresh information from a table
or spreadsheet

Choose Connections| Microsoft Project
| Refresh Previously Imported Project |
Refresh from Clipboard.

Import information from
Microsoft Project

*Project Server and Project
Online use the same options.

Choose Connections| Microsoft

Project | Create Report from Project.

If using Project Server: open up Project Server
the choose Connections| Microsoft Project |
Create Report from Project Server.

Create PowerPoint slides from
Microsoft Project

Choose Connections | PowerPoint | Create
PowerPoint slides from Project.

Refresh imported information
from Microsoft Project

Choose Connections| Microsoft Project |
Refresh Previously Imported Project |
Refresh from MPP/MPD File or Project
Server.

Export to Microsoft Project

Choose Connections| Microsoft Project |
Export to Project.

Import information from
Primavera file exported as a
XML:MS Project file

Choose Connections| Other | Import
Schedule from XML file | XML: MS Project
Schema via MS Project Wizard.

Import tasks and calendar from
Outlook

Choose Connections| Microsoft Outlook |
Import Outlook Tasks or Calendar.

Export tasks to Outlook

Choose Connections| Microsoft Outlook |
Export Tasks to Outlook.
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Print Your Schedules

TO DO THIS:

DO THIS:

Print to PDF

Choose File | Files and Templates: Open and
Save Options | Save as PDF.

Print schedule - default settings

Choose File | Printing | Print.

Print schedule -choose options

Choose File | Printing | Printing Options.

Print a large chart on one sheet

Printing Options, choose Scale to Fit
Selected Paper Size.

Print a large chart in “pieces”

Print Options, choose Use Specified Size.

Enlarge a small schedule to fit on
a larger paper size

Print Options, choose Scale to Fit Selected
Paper Size.

Scale a schedule, set horizontal
and vertical scaling factors

Print Options, choose Use Custom Scaling
Specified, enter scale factors for Horizontal
and Vertical.

Print color schedules on a black
and white printer

Print Options, check on Print Colors in
Shades of Gray.

Print all open schedules

Choose File | Printing | Print All Pages.

Set up printer

Choose File | Printing | Printer Setup.

Exclude columns when printing

Print Options choose Exclude Columns tab,
check on the columns to exclude from printing.

Print symbol notes separately

Limit symbol notes to symbols
printed on schedule,

Include symbol note indicators on
printed schedule.

Print Options, check on Include Symbol
Notes Page. Optionally, check on Only

Print Symbol Notes of Printed Symbols.
Optionally, check on Always include note
indicators on prints and metfiles. Or, choose
Tools | Reports | Symbol | Symbol Notes.

Print Collapse/Expand indicators
on the printed schedule.

Print Options, check on Include Collapse/
Expand Indicators on Output.

Print schedule by time period

Print Options, choose Print tab, check

on Print Using the Time Periods Below.
Choose a frequency then time period, years
months, weeks, days.

Print a certain date range

Print Options, choose Print tab, check on
Print Date Range Below Only . Specify start
and end date of range to print.
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Appendix B: Support and Where to Get More
Information

Help Reference Information

Milestones Professional offers extensive reference information in an easy-to-use
manner. In fact, the Milestones Professional Help Topics contain more detail than this
manual.

To access the reference information, just choose Help | Help Files | Help Topics.
Browse the Contents, or search for keywords under the Index and Search tabs. Help
is well organized and extensive, giving you precise answers and instructions.

Online Support

Choose Help | Internet Support for a list of useful links to our website, including the
Main Support Home Page, Quick Tips, Knowledge Base, The latest news, and
more.

E-Mail Support

You can e-mail us at support@kidasa.com with any questions or suggestions that you
may have. We try to answer e-mail questions 7 days a week.

Technical Support by Telephone

You can call us at 1-512-368-2326 between 9:00 am and 4:30 pm Central Time on
normal workdays.

There is no charge for technical support.

Web Site

Our web site is at http://www.kidasa.com. It contains a significant amount of
information: white papers, question and answer sections, movies, samples, additional
documentation, and more.

Automation Help

Choose Help | Help Files | Automation Help for everything you need to know for
programming your own interface to Milestones.

Movies

Choose Help | Internet Support | Online Movies to go to our movies page on our
website.
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A

add

horizontal bar, 3-3

hyperlink, 8-14

legend entry, 3-25

page, 2-6

symbol, 3-2

symbol hyperlink, 8-14

task row hyperlink, 8-16

text, 3-18

title, 3-24

vertical link, 3-15
after status symbol, 2-22
angled text

freeform, 3-22

symbol, 3-8
applications

work with others, 12-1
arrow tool, 2-18
automation, 12-19

B

bars. See horizontal bars
baseline, 1-4
duration, 5-12
formatting, 5-10
highlight, 5-11
insert, 5-11
lock baseline, 5-11
remove, 5-12
setup wizard, 5-10
show/hide, 5-11
smartcolumns, 5-10
summary display, 4-6
symbol, 2-21
symbols only, 5-12
bitmap symbols, 2-21
bookmark, 1-7, 3-39
box tool, 2-18

Index

C

calculation between two symbol dates, 6-13
Calculation/Indicator SmartColumn, 1-8,
6-10
create, 6-12
Calendar View, 1-22, 3-50
hyperlinks, 8-17

cell, 3-30
blank, 3-31
border, 3-32

combine, 3-31
remove overrides, 3-32
text
blank, 3-31
line by line color override, 3-30
vertical, 3-29
wrap/overflow, 3-31
charts, 2-39
clone, 2-39
merge, 2-39
chart size, 2-5
circle tool, 2-18
clone, 2-39
collaboration, 9-1
color themes, 1-19
apply, 2-30
create, 2-29
delete, 2-29
import previous versions, 2-29
share, 2-29
column heading, 2-3, 3-32
column heading dividers, 2-7, 3-32
text overflow, 3-32

Index-1



columns, 3-27
add, 2-5
adjust widths, 3-27
column dividers, 2-7, 3-31
copy and paste, 12-16
delete, 2-5
filter, 3-36
hide, 3-28
indent, 3-29
move, 3-27, 3-28
move between column cells, 3-28
numbering, 2-5
paste text and numbers, 12-14
select, 3-27
shading, 3-30
show/hide, 2-5
text, 3-29
add, 3-18
vertical, 3-29
time and date display, 3-30
comment symbol, 2-21
compare files, 10-43
compute rolled-up values, 4-10
constraints, 1-4, 3-12
Continuous View mode, 3-49
shortcut, 3-46
copy/paste
column text, 12-14
freeform text, 3-22
legend, 3-26
multiple column cells, 12-16
picture/metafile, 9-3
same cell text, 12-14
single column, 12-14
symbol/horizontal bar, 3-6
task row, 3-34
to another application, 12-17
toolbox, 2-19
row, 2-19
ValueSet values, 12-17

Create Swimlane Schedules Using Codes.
See Microsoft Project to Milestones

Wizard
CSvV
import, 1-11

Index-2

currency, 3-29
symbology display, 6-19
current date, 5-2
current date line, 5-2
curtains, 1-18, 2-33
add, edit, delete, 2-33
DataGraph, 2-34, 2-37
date range, 2-35
name, 2-34
repeat, 2-35
show over gridlines, 2-34
task row, 2-36
remove all, 2-37, 3-34
custom date headings, 2-12
share, 2-12
custom import from clipboard, 12-7
accepted fields, 12-10
accepted SmartColumns, 12-10
mapping, 12-8

D

DataGraph, 1-9, 2-3,7-18
assign ValueSets, 7-19
curtain, 2-34, 2-37

DataGraph and ValueSet Wizard, 7-2

Date From Symbol Automation Tag Smart-

Column, 2-25, 6-13
date headings, 2-3, 2-10
custom headings, 2-12
Share, 2-12
date headings dividers, 2-7
frequency number, 2-11
Logarithmic view, 3-53
negative sign, 2-11
prefix/suffix, 2-10
scroll, 1-20
# of days, 2-13
start number, 2-11
task row, 2-10
remove, 2-11

date offset
remove, 3-34

date range, 2-13



dates
custom format characters, 3-8
hide all symbol dates, 3-21
schedule start and end, 2-13
shift, 2-14
symbol date, 2-23
Dates SmartColumns, 5-4
days in month, 2-13
decimal, 3-29
places, 6-19
default
chart text, 3-18
column text, 3-29
datagraph text, 3-18
freeform text, 3-18
legend text, 3-18
symbol note text, 3-18
template, 2-43
text for added symbol, 2-25
toolbox
horizontal bars, 2-27
symbols, 2-20
vertical links, 2-28
default printer, 9-8
delete
baseline, 5-12
column, 2-5
horizontal bars, 3-6
legend, 2-8
page, 2-6
status symbols, 5-3
symbols, 3-6
vertical links, 3-6
dependencies, 1-3. See also vetical links
movement rules, 3-14
dependency mode, 1-3, 3-13
distribute schedules, 1-5
copy all pages to PowerPoint, 9-2
Internet Publishing Wizard, 9-9
link or embed, 9-5
print, 9-6
save as PDF, 9-2
Viewer, 9-14
drawing tools, 2-17

duration

acurate, 2-14

baseline, 5-12

display settings, 5-7

factors in computation, 5-8

indicators, 5-8

milestone, 2-14

summary row display, 4-10
Duration View, 1-22, 3-51

E

Earned Value, 1-8, 6-15
Reports, 6-18
SmartColumns, 6-16
embedding, 9-5
enterprise fields. See Microsoft Project to
Milestones Wizard
Excel. See Microsoft Excel
expand/collapse indicators, 4-12
export, 1-10
CSV, 12-19
Microsoft Excel, 12-17
Microsoft Outlook, 12-4
Microsoft Project, 10-46

F

file name, 2-39

fill to current date, 5-2
summary bars, 4-14

fill to status, 1-3, 5-3
summary bars, 4-14

filter, 1-7, 3-36
outline level, 4-13

find files, 3-40

find & replace, 3-40

fiscal year, 2-13

frame. See page border; See schedule frame
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freeform text, 1-13
add, 3-21
angle, 3-22
copy/paste, 3-22
default, 3-22
format, 3-22
hyperlink, 3-22
line-by-line color, 3-22
move, 3-22
substitutable text, 3-23
watermark layer, 3-22
free viewer, 9-14
Full Screen view mode, 3-49, 9-14

G

Gantt views
normal, 3-50
roll-up, 1-20, 3-50
graph. See Datagraph
graphics. See picture
graph values, 7-1

gridlines. See horizontal gridlines, veritcal

gridlines
H

Help, B-1
hide. See show/hide
highlight
baseline, 5-11
invisible symbol, 3-2
moved symbol, 3-6
holidays, 1-4, 2-38

Index-4

shade, 1-18, 2-13
horizontal bars, 1-15, 2-27
adding, 3-2, 3-3
after status fill color, 2-27
always-on-top, 3-11
Baseline End Date SmartColumn, 3-4
Baseline Start Date SmartColumn, 3-4
delete, 3-6
End Date SmartColumn, 3-4
fill color, 2-27
on top, 3-11
override
color, 3-10
% fill, 3-10
Start Date SmartColumn, 3-4
text, 2-23
total number
Toolbox, 2-16
vertical position, 1-15, 2-24
horizontal gridlines
by outline level, 4-7
for schedule, 2-31
individual task row, 2-31
percent complete, 5-6
horizontal shading
by outline level, 4-8
for schedule, 2-32
individual task row, 2-31
hourly/minute detail, 2-14
hyperlinks, 1-7, 8-13
as text, 8-18
Calendar View, 8-17
clear, 8-15, 8-17
edit, 8-18
freeform text, 3-22
internet publishing wizard, 8-14, 9-12
master schedule, 8-4
picture, 8-18
symbols, 8-14



task row, 3-34, 8-16

I

import
Microsoft Excel, 1-11, 12-5, 12-7
Microsoft Outlook, 1-12, 12-2
Microsoft Project, 1-10, 10-2
Microsoft Project not installed
Let the wizard guide you, 10-8
MPP, 12-18
Try a built in template, 10-4
Use your own custom template, 10-25
options, 1-11
Primavera, 11-1
single column, 12-14
spreadsheet, 12-5, 12-7
XER, 12-18
XML, 12-18
indenting, 4-2
column text, 4-3
shortcut, 3-46
indicator symbols
in SmartColumns, 6-2
predefined indicators, 6-3
insert
baseline, 5-11
bookmark, 3-39
column, 3-27
legend entry, 3-25
page break, 3-38
picture, 3-26
task row, 3-33
international, 1-16, 2-44
numbers format, 6-19
internet publishing, 1-5, 9-9
create graphics and web pages, 9-11, 9-13
create graphics only, 9-10
hyperlinks, 9-12
tiered hierarchy, 9-13
web page with drill-down, 9-13
ISO numbering, 1-17, 2-44

K

keyboard shortcuts, 3-46

L

landscape, 2-4
language settings, 1-17, 2-44
layout, 2-4
legend, 2-3, 2-8
add legend entry, 3-25
copy and paste, 3-26
default text, 2-9, 3-25
delete legend entry, 3-25
floating
resize, 2-9
format, 2-8, 2-9
move, 2-9
move legend entry, 3-25
Let the Wizard guide you. See Microsoft Proj-
ect to Milestones Wizard
line guides, 3-33
line tool, 2-18
linking
OLE, 9-5
to another application, 9-4
link symbols, 8-10
Microsoft Project, 10-26
same schedule, 8-10
separate schedule, 8-7
update, 8-9
vertically, 3-13
lock layout, 2-4
Logarithmic View, 1-21, 3-53

M

manage Lines, Boxes and Circles, 2-18
manually tag
Microsoft Project, 10-26
margins, 2-4, 2-5
master schedule, 1-6, 8-2
create, 8-3
example, 8-2
format, 8-3
tips, 8-5
versus symbol linking, 8-12
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merge, 2-39
Microsoft Excel, 1-11
custom import from clipboard, 12-7
Milestones to Excel, 12-17
refresh, 12-12
smart import from clipboard, 12-5
Microsoft Outlook, 1-12
export, 12-4
import, 1-12
calendar, 12-2
task, 12-3
Microsoft PowerPoint, 1-5, 9-2
Microsoft Project, 1-10
compare files, 10-43
export, 10-46
manually tag/link symbols, 10-26
nickname, 10-26
refresh, 10-33
Microsoft Project to Milestones Wizard, 10-2
Create Swimlane Schedules Using Codes,
10-14
import into a swimlane, 10-15
import symbology into swimlanes, 10-17
import user defined symbols/bar, 10-19
symbology, 10-22
Custom Project Template, 10-25
enterprise fields, 10-3
Let the Wizard Guide You, 10-8
datagraphs, 10-11
stoplight column, 10-12
symbology, 10-8
nickname, 10-3, 10-40
Start with a custom template, 10-7, 10-13,
10-24
symbology, 10-22
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unique identifier, 10-2
Use a Built-In Template, 10-4
format, 10-7
color theme, 10-7
layout, 10-7
rows, legend, 10-7
schedule size, 10-7
symbology options, 10-5
color critical tasks red, 10-5
summary bars, 10-5
symbol text and notes, 10-6
title, 10-6
vertical links, 10-5
Milestones Viewer, 9-14
move
keyboard shortcuts
symbol, 3-47
symbol text/date, 3-48
legend entry, 3-25
symbol, 3-5
symbol note, 3-19

N

negative number format, 6-19
negative sign in date heading, 2-11
nickname, 10-3, 10-26, 10-40, 10-41
normal symbol, 2-21

note. See symbol note

numbers format, 6-19

o

OLE, 1-12,9-4
outgoing link, 8-11



Outline Level SmartColumn, 4-4
outlining, 1-2, 4-1

collapse/expand indicators, 4-12

entering tasks, 4-3

filter by outline level, 4-13

green arrows, 4-2

gridline task row, 4-8

ident column text, 4-2

indent/outdent, 4-3

Outline Level SmartColumn, 4-4

roll-up, 4-12, 4-13

shade task row, 4-8

summary bar, 4-9

tab key, 4-2

WBS SmartColumn, 4-4
Outlook. See Microsoft Outlook
overrides

horizontal bar

color, 3-10
% complete, 3-10

page date, 2-13

summary bar, 4-7

symbol attributes, 3-7

vertical link attributes, 3-10

P

page
add, 2-6
date override, 2-13
delete, 2-6
margins, 2-4
navitgate, 2-6
number
add, 2-6
format, 2-6
page border, 2-7
page break, 3-38
paper size, 2-4
paste. See copy/paste

PDE 1-5,9-2
percent complete
gridlines, 5-6
individual bar override, 3-10
clear, 3-10
individual symbol override, 3-10
clear, 3-10
symbol (pie), 1-9, 5-4
in a column, 5-5
Percent Complete SmartColumn, 1-9, 5-4
create, 5-5
example, 5-3
Percent Complete view, 1-21, 3-51
options, 3-52
picture
hyperlink, 3-26, 8-18
insert, 3-26
manage, 3-27
resize, 3-26
rotate, 3-26
show on top, 3-26
symbol note, 3-19
watermark layer, 3-26
plus tool, 2-18
PowerPoint. See Microsoft PowerPoint
predecessor/successor, 3-13
Predefined Indicators, 6-3
Presentation view mode, 9-15
screen controls, 9-16
presenting the schedule, 9-1
Primavera, 11-1
import, 11-1
manually tag, 11-10
Project to Milestones Wizard, 11-1
ID Field, 11-2
Let the Wizard guide you, 11-6
Try a built in template, 11-3
Your own custom template, 11-9
refresh, 11-11
printer
default, 9-8
orientation, 2-4

Index-7



setup, 9-7
printing options, 9-6
custom scaling, 9-8
exclude columns, 9-8
scale to fit, 9-8
specified size, 9-8
symbol notes, 9-7
print preview, 9-6
programming, 12-19
Project. See Microsoft Project

Q

Quick View, 12-18
R

recurring
symbol, 3-3
task, 3-3
redo, 3-40
redraw screen, 3-46
refresh
Excel, 12-12
Microsoft Project, 10-33
Microsoft Project not installed, 10-37
XER, 11-10
remove
baseline, 5-12
replace. See find & replace
reports
hyperlink, 8-18
print symbol notes, 9-7
symbol attributes, 8-12
symbol links, 8-12
symbol names, 8-12
symbol tags, 10-42

Resource Allocation Percent SmartColumn,

1-9,5-9
right-click menus, 3-41
roll-up
column values, 4-10
task row, 4-12

Index-8

row. See task row

S

Saturdays
shade, 2-13
show, 2-13
work, 2-13
Save As PDE, 9-2
schedule
background, 2-6
frame, 2-6
color, 2-7
edges, 2-7
shift, 2-14
start and end dates, 2-13
title, 3-24
schedule area, 2-3
scroll date range, 1-20, 2-13
Setup Wizard, 2-2
templates, 2-2, 2-43
shading
curtains (vertical), 2-33
holidays, 2-13
outline level, 4-8
Saturday/Sunday, 2-13
task row, default, 2-32

task row specified dates, 2-36

shift
schedule dates, 2-14
symbols, 2-14
task row dates, 2-14
shortcuts
keyboard, 3-46
show/hide
baseline, 5-11
column, 2-5, 3-28
summary bars, 4-6
summary text/date, 4-11
symbol date, 2-23
symbol text, 2-23
task row, 3-34



sidebar, 1-14, 2-3, 2-15 symbols fill to status date, 1-3, 5-3

icons, 2-16 symbols fill to staus date, 2-22
SmartColumns, 2-3 status bar, 2-3
available SmartColumns, 6-1 dependency mode, 3-13
Baseline End Date, 3-4 status line, 5-2
symbol & horizontal bar, 3-4, 3-30 status symbol, 2-21, 5-3
Baseline Start Date, 3-4 Stoplight SmartColumn, 1-8, 6-4
symbol & horizontal bar, 3-4, 3-30 substitutable text, 1-13
Calculation/Indicator, 1-8, 6-10 column, 3-24
Date from Symbol Automation Tag, 2-25, freeform, 3-24
6-13 symbol notes, 3-23
Duration, 5-7 symbol text, 3-23
Earned Value, 6-16 successor/predecessor, 3-13
End Date, 3-4 summary bar, 4-6
symbol & horizontal bar, 3-4, 3-30 baseline display, 4-6
indicators, 6-2 display lower level symbols and bars, 4-11
Outline Level, 4-4 display options, 4-6
Percent Complete, 5-4 display selected symbols, 4-11
predefined indicators, 6-3 display symbols only, 4-11
Resource Allocation %, 1-9, 5-9 fill to current date, 4-14
Start Date, 3-4 fill to status, 4-14
symbol & horizontal bar, 3-4, 3-30 hide dates/text, 4-11
Status Date, 5-4 outline level, 4-9
Stoplight, 1-8, 6-4 override
Symbol Count, 3-12 color, 3-34
Symbol Text, 3-21 outline level, 4-7
Values, 1-8, 6-6 summary row, 4-6
ValueSet, 7-20 column value roll-up, 4-10
WBS Number, 1-2, 4-4 duration display, 4-10
Smart Import from Clipboard, 12-5 roll-up
sort task rows, 3-35 filter, 4-13
spreadsheet indicators, 4-12
export to, 12-17 Sundays
import, 12-7 shade, 2-13
refresh, 12-12 show, 2-13
start/end dates
page, 2-13
schedule, 2-13
status
bars fill to status date, 1-3, 2-27, 5-3
date, 5-2
line, 5-2
Percent Complete SmartColumn, 5-5
symbol, 1-14
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work, 2-13
Symbol Count SmartColumn, 3-12
symbol date, 2-23
angle, 2-24
background, 2-23
format
all symbols, 2-24
individual symbol, 3-8
symbol (toolbox), 2-24
hide, 2-23
hide all, 3-21
placement, 2-23
prefix, 3-8
suffix, 3-8
symbol hyperlinks
activate, 8-15
add, 8-14
clear, 8-15, 8-18
symbol linking, 1-6
clear link & name, 8-8
example, 8-6
Excel/Spreadsheet, 12-11
formatting options, 8-9
Microsoft Project, 10-30
outgoing link, 8-8, 8-11
reports, 8-12
symbol name, 8-8
symbols in same schedule, 8-10
symbols on different schedules, 8-7
target symbol, 8-7, 8-10
update linked symbols, 8-9
versus master scheduling, 8-12
Symbol Maker, 1-14
symbol note, 1-13
defaults, 3-19
display, 3-18
line-by-line features, 3-19
picture, 3-19
printing, 9-7
remove all, 3-19

Index-10

reports, 9-7
substitutable text, 3-23

symbol position, 1-15, 2-24

change, 2-24
keyboard shortcut, 3-48
vertical, 3-11
vertical spacing %
schedule, 2-24
task row, 2-24

symbols, 1-14, 2-23

3D Look, 2-20
adding, 3-2
add to summary, 3-11
after status color, 2-22
after status fill pattern, 2-22
after status symbol, 2-22
baseline, 5-10
Baseline End Date SmartColumn, 3-4
Baseline Start Date SmartColumn, 3-4
bitmap, 2-21
changing date, 3-5, 3-47
color
individual, 3-9
symbol (toolbox), 2-22
constraints, 1-4, 3-12
copy, 3-6
default settings, 2-20
default symbol text, 2-25
default values, 2-26
delete, 3-6
displayed on summary lines, 4-11
End Date SmartColumn, 3-4
fill color, 2-22
fill to status, 5-3
filter, 3-36
gray out, 3-9
highlight moved, 3-6
items to change dialog, 2-20
letter marking, 2-20
position, 2-24
line pattern, 2-22
mark, 2-22, 3-11
move, 3-5
on top, 3-11
outline color, 2-22



% override, 3-9
shadow, 2-22
shape, 2-20
shift date, 2-14
size
individaul, 3-9
schedule, 2-22
symbol (toolbox), 2-22
Start Date SmartColumn, 3-4
text. See symbol text
total number, 2-16
type, 1-14, 2-21
vertical position
individual, 3-11
symbol (toolbox), 2-24
symbols cannot be selected, 4-6, 5-11
symbol tags
clear, 10-30, 11-11
display, 10-42, 11-11
Excel, 12-12
MicroSoft Project, 10-30
Symbol Tags Report, 10-42, 11-11
symbol text, 1-13, 2-23
add, 3-18
angle
individual, 3-8
symbol (toolbox), 2-24
background, 2-23
based on column text, 2-25
clear, 3-18
color
individual or line-by-line, 3-7
schedule, 2-22
default symbol text, 2-25
hide, 2-23
hide all, 3-21
placement, 2-23
bar, 2-23
keyboard shortcut, 3-48
size
individual, 3-7
schedule, 3-18
SmartColumn, 3-21
substitutable, 3-23
Symbol Text SmartColumn, 3-21
Symbol ValueSets, 7-11

symbol default value, 2-26
T

target symbol, 1-6, 8-10
task row, 2-3, 3-33
bookmark, 3-39
copy, 3-34
curtain, 2-36
date heading, 2-10
remove, 2-11
gridlines
individual, 3-33
outline level, 4-7
schedule, 2-31
height, 2-4, 3-33
hide, 3-34
hyperlinks, 3-34, 8-16
insert, 3-33
line guides, 3-33
remove overrides, 3-34
reset, 2-4
rows per page, 2-4
shade
individual, 3-33
outline level, 4-7
schedule, 2-32
shift, 2-14
templates, 1-17, 2-39
create, 2-43
default, 2-43
format a blank schedule, 2-41, 2-43
format existing schedule, 2-42
save, 2-43
setup wizard, 2-2, 2-43
what templates retain, 2-40
text, 1-13
cell. See cell
default style, 3-18
find & replace, 3-40
freeform. See freeform
note. See symbol note
symbol. See symbol text
text tool, 2-18
time detail, 3-30
title, 2-3, 3-24
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toolbar, 2-3
toolbox, 1-14
arrow tool, 2-18
box tool, 2-18
circle tool, 2-18
copy, 2-19
floating, 2-15
horizontal bars, 2-27
Legacy, 2-15, 2-16
line tool, 2-18
numbering, 2-19
plus tool, 2-18
row
copy, 2-19
sidebar, 2-15
size, 2-17
Standard, 2-15, 2-16
symbol and bar numbers, 2-16
symbols, 2-20
text tool, 2-18
tips, 2-19
tools, 2-18
vertical links, 2-28
top margin remove, 2-4, 3-24
tutorials, 2-1, 3-1
Type 1 ValueSet: Keyed-in Global Values.
See ValueSet
Type 2 ValueSet: Sum of Values Keyed Into
Task Tows. See ValueSet
Type 3 ValueSet: Allocate Column Values
Across Timeline. See ValueSet

Type 4 ValueSet: Use Values from Symbols.

See ValueSet
Type 5 ValueSet: Total of Other ValueSets.

Index-12

See ValueSet

U

undo, 3-40
unique identifier
Excel, 12-6, 12-9, 12-11, 12-12
Microsoft Project, 10-2, 10-26, 10-29
update
Excel, 12-12
master schedule, 8-4
Microsoft Project, 10-40
symbol linking, 8-9
Use a Built-In Template. See Microsoft Project
to Milestones Wizard

\%

values
roll-up, 4-10
ValueSet, 7-3
assign to DataGraph, 7-19
color and pattern display, 7-17
display in column, 7-20
graphic properties, 7-15
paste values, 12-17
Type 1 - Keyed-in Global Values, 7-4
Type 2 - Sum of Values Keyed Into Task
Tows, 7-6
Type 3 - Allocate Column Values Across
Timeline, 7-9
Type 4
default symbol value, 2-26
Type 4 - Use Values from Symbols, 7-11,
7-12
Type 5 - Total of Other ValueSets, 7-13
ValueSet SmartColumn, 7-20
Values SmartColumn, 1-8, 6-6
vertical gridlines, 2-33



curtain, 2-33
vertical links, 1-3, 2-28
add, 3-15
adding many, 3-16
arrowhead, 2-28
change on schedule, 3-16
connections bubbles, 2-28
delete, 3-17
dependency mode, 3-13
override
color, 3-16
line pattern, 3-16
type, 3-17
show/hide, 3-13
show on top, 2-28
track, 2-28
vertical shading. See curtains
vertical text. See cell
Viewer, 9-14
view options, 1-20, 3-49
Calendar, 3-50
Calendar View, 1-22
Continuous, 3-49
Duration View, 1-22, 3-51
Full Screen, 3-49, 9-14
Gantt, 3-50
Gantt Roll-Up, 1-20, 3-50
Logarithmic View, 1-21
Percent Complete, 3-51
Presentation, 9-15
switch time period, 1-20
Visual Basic, 12-19

w

WBS SmartColumn, 1-2, 4-4
alphanumeric display, 4-5
week
start day, 2-13
weekends
shading, 2-13
show, 2-13
work, 2-13

window, 2-3

wizard
DataGraph and ValueSet Wizard, 7-2
Internet Publishing Wizard, 9-9
Microsoft Project to Milestones Wizard,

10-2

Schedule Setup, 2-2, 2-43
XER, XML, 11-1

workday time, 2-14

X

XER

QuickView, 12-18
XML

Quick View, 12-18
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