INDEX

Baselines
clearing, 76, 77
saving a project, 65, 66
saving additional, 72, 73
saving an interim plan, 73, 74, 75
updating tasks, 70, 71
updating the entire project, 68, 69
using, 64
using tables, 64
Calculation
manual, 9
Consolidating
open projects, 168, 169
Copy picture
of a project, 233, 235
Copying
project data to a new project, 150
task names to a new project, 155
Costs
viewing with the Project Guide, 125, 126
Data
analyzing final, 149, 150
copying task names to a new project, 154, 155
correcting actual, 147, 148
exporting to the Project Excel Template, 210, 211
exporting with a custom map, 205, 207
exporting with an existing map, 202, 203, 204
importing with a custom map, 197, 199, 200
importing with an existing map, 195, 196
importing with the Project Excel Template, 210
saving a project as a database, 212, 214
using final in a new project, 150, 152, 153
using import/export maps, 194
Drawing toolbar
using, 10, 11, 12
Earned value
cost and schedule indicators, 123, 124, 125
viewing, 120, 122
Excel
importing/exporting with the Project Excel Template, 210
Export Wizard, 194
Exporting
data using a custom map, 205, 207
data using an existing map, 202, 203, 204
to a database, 212
to the Project Excel Template, 210, 211
Filters
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creating custom, 17, 18, 19
using AutoFilter, 16
Gantt Chart Wizard
using, 50, 51, 52
Graphical Indicators
using, 228, 229, 230
Graphics
copying a project to a picture, 233
inserting, 220, 222
using, 220
Grouping
creating a custom, 26, 27, 28
resources or tasks, 24, 25
HTML files
saving a project as, 237
Hyperlinks
creating to a view, 226, 227
creating to another file, 223, 224, 225
Import Wizard, 194
Import/Export maps
using, 194
Importing
data using a custom map, 197, 199, 200
data using an existing map, 195, 196
using the Project Excel Template, 210
Links
creating to another file, 223
Master projects
working with, 160
Microsoft Project
setting options, 2, 4
Options
Auto Save, 5
setting calculation, 9
setting save, 5, 6
setting schedule, 7, 8
Organizer
customizing the global template, 48, 49
using, 46, 47
Outline codes
creating custom, 53, 55
Printing
changing page setup options, 138, 139
using Print Preview, 136, 137
Progress
applying progress lines, 111, 112, 113
checking with the Project Guide, 109, 110
entering actual and remaining durations, 103
entering actual and remaining work, 100, 101
entering the percent complete, 97, 98, 99
entering timephased work values, 104, 105, 106
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setting the status date, 85, 86
tracking, 82
tracking with the Project Guide, 94, 95, 96
updating completed tasks, 83, 84
updating projects on schedule, 92, 93
updating tasks not on schedule, 88, 89
updating tasks on schedule, 86, 87
viewing slippage, 90, 91
viewing summary information, 114
Project Guide
viewing costs, 125, 126
Projects
analyzing final data, 149, 150
consolidating open, 168, 169
copying data to a new project, 150, 152, 153
copying to a picture, 233, 235
correcting actual data, 147, 148
creating a subproject, 160, 161, 162
inserting, 163, 164, 165
linking and unlinking subproject tasks, 170, 171, 172
linking other applications, 220
saving a workspace file, 174, 175
saving as a database, 212, 214
saving as an Excel workbook, 210
saving as an HTML file, 237, 238, 239
using graphics, 220
viewing multiple critical paths, 173, 174
working with master, 160
Reports
changing page setup options, 138, 139
creating, 127, 128
creating crosstab, 132, 133, 134
creating custom, 128, 129, 130
printing, 140, 141
using Print Preview, 136, 137
Resource pools
creating, 180, 181
linking to a project, 182, 183
opening, 188, 189
opening sharer files, 184, 185
updating, 186, 187
working with, 180
Sharer files
opening, 184, 185
Sorting
aview, 21
creating a custom, 22, 23
Status date
setting, 85, 86
Subprojects
creating, 160, 161, 162
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inserting, 163, 164, 165
linking tasks, 170, 171, 172
unlinking, 166, 167
unlinking tasks, 170, 171
Tables
adding columns, 43, 44
applying to a view, 34, 35
creating custom, 39, 40, 41
hiding columns, 45
Tasks
copying to a new project, 154
marking complete, 146
Tracking
actual and remaining durations, 103
actual and remaining work, 100, 101
applying progress lines, 111, 112, 113
entering the percent complete, 97, 98, 99
progress, 82
rescheduling uncompleted work, 107, 108
tasks completed on schedule, 83, 84
tasks not on schedule, 88, 89
tasks on schedule, 86, 87
timephased work values, 104, 105, 106
updating projects on schedule, 92, 93
using the Project Guide, 94, 95, 96
viewing slippage, 90, 91
Tracking Gantt
using, 66, 67
Views
creating a hyperlink to a view, 226, 227
creating custom, 36, 37
Tracking Gantt, 66, 67
Web pages
saving a project as an HTML file, 237, 238, 239
Work
rescheduling uncompleted, 107, 108
Workspace files
saving, 174, 175
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