
MS Project Tips And tricks

Shortcuts

F3 undo highlights, filters
Ctrl F3 filter boxes
F2 edit
Right Click top left corner for tables
Right Click view titles/bar
Alt-Home
Insert key
F5 goto date or ID
F4 + T = current date in a field
Indent tasks with mouse
Ctrl + D to fill down
Shift F2 : info dialog box
Shift F3 : reset to sort on ID

Environment

Customize Status bar
Customized ribbon
Use time zoomer
QAT
Project Summary task
Word wrapping as in table
columns - on or off

Options

General Date

Shortcuts time notations

Automatic scheduling on

Add views to Global

Entry bar on

Project summary on

Current date and status date
Combine views
Use organizer to exchange
Tooltips and right click
Reset to default in tables and views

Tasks

% and  - lag
Multiple input

Conditional formatting
Gant bars

Text

Grouping by Time periods
e for elapsed dur
Format Duration macro

Reset all/multiple constraints
Shortcut: del startdate or del finishdate

Hiding bar splits
Show weeknumber in table

Scheduling

Insert Duration and then Work if
there is right away

Tasks will always honor their
constraint dates

Deactivate tasks
Multiple Critical paths

Additional tasks in a current
project can start on current date

Assign task calendars for special tasks
Hammock tasks

Progress lines

Resources
Replace resource

Resource leveling scope option

Use templates for recurring task
blocks in projects

Formulas

IIf([Scheduled Start]<ProjDateAdd(Now(),
5) And [% Complete]<>100,True,False)

IIf(CDATE([Finish])>"5/21/10","YES","NO")
iif (ProjDateDiff( [Project Start]; [Project Finish];

[Name] ) = ProjDateDiff( [Project Start];[Project
Finish];[Project Calendar] ); ""; "Check Resource
Calendar")

Switch( DateValue([Finish]) <=
#9/15/2017#;"Green";DateValue([Finish])
<=
#12/15/2017#;"Amber";True,"Red")

ProjDateConv([Start];pjDate_Www_dd)
Format([Start];"ww";2;2)
2=vbFirstFourDays
3=vbFirstFullWeek

Year To Date :  [Start] Between
DateSerial(Year( [Current Date] ), 1, 1) And
[Current Date]

Copy formulas to different
projects for them to work in
master files

Reporting

Print Gantt and table
Add new tables and views to Global setting

* in front of name of bar style to
omit it from legend

Drawings

Insert Text box linked to task

Remove drawing when printing

Add picture linked to milestone

Add other dates than start on timeline
Custom & details properties in file

Filters and Grouping

Filter for resources

Group by time period

Filter or group on % complete

Wild cards

Use  "Today is:"?  or  "Enter a date:"? in a value for filter


