What’s New

Microsoft Office Project 2007

Dale A. Howard
Gary L. Chefetz



What's New
Microsoft Office Project 2007

Copyright © 2007 Soho Corp. dba MsProjectExperts

Publisher: Soho Corp dba MsProjectExperts
Authors: Dale A. Howard and Gary L. Chefetz
Cover Design:Tony Valenzuela

Copy Editor: Rodney L. Walker

Cover Photo: Peter Hurley

ISBN 978-1-934240-04-5

Library of Congress Control Number: 2007930474

All rights reserved. You may not reproduce or transmit any part of this work in any
form or by any means, electronic or mechanical, including photocopying, recording,
or by any information storage or retrieval system, without the prior written consent
of the copyright owner and the publisher.

We use trademarked names in this book in an editorial context and to the benefit of
the trademark owner with no intention of infringement of the trademark.

Published and distributed by Soho Corp. dba MsProjectExperts, 90 John Street, Suite
404, New York, NY 10038. (646) 736-1688 http://www.msprojectexperts.com

We provide the information contained in this book on an “as is” basis, without
warranty. Although we make every effort to ensure the accuracy of information
provided herein, neither the authors nor the publisher shall have any liability to any
person or entity with respect to any loss or damage caused or allegedly caused
directly or indirectly by the information contained in this work.

EPM Learning™

EPM Learning™ is a complete series of role-based training/reference manuals for
Microsoft’s Enterprise Project Management software including Microsoft Office Project
and Microsoft Office Project Server. Use our books for self-study or for classroom
learning delivered by professional trainers and corporate training programs. To learn
more about the EPM Learning™ courseware series for Administrators, Implementers,
Project Managers, Resource Managers, Executives, Team Members, and Developers,
or to obtain instructor companion products and materials, contact MsProjectExperts
by phone (646) 736-1688 or by email info@msprojectexperts.com.



Contents

INtroduction ....cciciiiiiisi s rr s s s s s s r s n s \"
Download the Sample FileS......ccioimiiiiiiie i s s r s s s s s snasnnsas \"
Module 01: What's New Project Planning ......cccccvvirnncmrnncsnnansns 1
Using Microsoft Office Project 2007 Templates.......ccvvcmvmrnanrsannnnss 3
Defining a New Project .....ccccciiiiiicm i s s sns v s s s snnsnnnnns 5
Creating and Editing Base Calendars ..........uveuiiieiiisiiiiisinisisnisinnnins 5
Setting the Daily Working Schedule .............ccooeviiiiiiiiiiiiiiiiiaan, 10
Creating a New Base Calendar ..........c.ouuvieiiiiiiiiiiiiiiiiiinsnsisnnnn, 12
Setting ProjecCt OPLiONS ... it iist st assiiissaaeeeassaaans 14
Module 02: What's New Task Planning ......cccccviemmmsnmmsnsssansnnas 19
Understanding Change Highlighting........c.ccvciiiiniiicnicnicnnnnennns 21
Adding Cell Background Formatting ......cccuvemiermnmmnnmsesssssnssansnans 24
Using Multi-Level UNdo .....ccciiiiiiciiincmmn s smssssmsssssssnssssnnssnannnns 27
Using the Task Drivers Feature.........cccvimimimrnmsnesnessssmssesnmsnnsnnas 28
Module 03: What's New Resource & Assignment Planning ..... 31
Entering Resource Information.......cccuvemiemmnmssmsssmsssnnssanssnssnnsnes 33
Changing WOrking TimME ......ee.ueeeissie e esi e eaas e aaaiaaasaeaasannneens 34
Using CoSt RESOUICES.....ccuumiumiumiamrmsansansansassansassansassansansansansansanss 45
Creating a Budget COSt RESOUICE.......cuuiieiiiiee it iiiiieaasinannan, 45
Creating an Expense COSt RESOUICE .....vuuiseiiiiineeeiissiiissnnnnennnna, 47
Assigning a Budget Cost Resource to @ TasK......couvveeiieiiiiniiinnnnnnn. 48
Assigning an Expense Cost Resource to a Task ........ocovvviiivniiiinnnnnn, 51
Entering Actuals for Expense COSt RESOUICES......ccvvvviiiniiiiinnnniinnn. 53
Module 04: What's New Project Reporting .....cuverviemrnsnnssannnnas 63
Using Project 2007 Visual Reports......ccccvirrmmiemmsesmsnsranssasssnssnnnnas 65
Creating Visual REPOITS ... .ttt ettt ti e aa it aaaaee 65
Viewing a Visual REPOIT. ... 70
Customizing a Microsoft Office Excel 2007 Visual Report................. 76
Customizing a Microsoft Office Visio 2007 Visual Report.................. 80
Saving Local OLAP Cube Data for a Visual Report.............ccovvvnnnnns 88

Creating Visual Report Templates .........couvvvuiiiiiiiiiiiiiiiiiiniiiinnnnnn, 89



Contents

Editing Visual Report TemMpPlates ........ccuvvuueiiiiiiiiiiieiiiieiiiiniinnnninns 97
Managing Your Visual Report Templates .........c.ccovviiniiiiniiinnninnnn. 102
Using Cell Background and Text Formatting to Highlight Critical
LI T €S 102
Identifying the Critical Path ............cooieiiiii i 103
Module 05: What's New Miscellaneous .........cccvvemivncninncnnnanns 111
Using the Cost Field in the Assign Resources Dialog ......cccxveeuees 113
Saving Project Files in Earlier Versions ......ccccciuvminnnscsnnsnnnnnes 114
Exporting Project Data.......ccccvevmiemimiemmsmess s s s snessnssnsnnsnnnnns 116
Understanding the New Earned Value Fields.......cccccviiiiiiiinnnn 118
Module 06: What's New MacCroS....cccuiieemmimnncmmmssnssssssnnssnsnnnnss 123
UNAOING MACKOS ..ciuciuciumiumsmsmsmsnsnsansansansansansansansansansansansansannas 125
I T = 129



Introduction

Thank you for choosing What’s New Microsoft Office Project 2007. We
designed this book as a quick learning guide to get you up to speed with the
new features in Microsoft Office Project 2007. The content of this book
derives from the Ultimate Learning Guide to Microsoft Office Project 2007,
(ISBN: 978-1-934240-00-7) published 1/15/2007. Consider obtaining The
Ultimate Learning Guide for a complete learning experience and reference
manual, which includes the new features in Project 2007 presented in
context with Project Management Institute (PMI) best practices and project
management cycle.

Microsoft Office Project 2007 functionality remains mostly unchanged from its
2000-series predecessors; however, Microsoft added a few select features
that greatly enhance Project’s usability. Perhaps the most potent new feature
is the long awaited multi-level undo capability. You can now set your
application to support up to 100 levels of undo, and Microsoft added support
for undoing macros. For project managers who spend much of their time
using Microsoft Project, this feature alone, makes an upgrade worthwhile.

The 2007 edition introduces two additional planning support features to make
your life easier. These include Task Change Highlighting and the new Task
Drivers pane. Task Change Highlighting instantly highlights all affected tasks
in your schedule to indicate the impact of the changes as you make them.
The new Task Drivers pane provides you with instant feedback when you
need to determine the factors driving a task start date. Finally, the new
Visual Reports feature delivers the type of robust reporting capabilities that
Project Managers have been yearning for since Project’s introduction.

Numerous smaller and more subtle enhancements round out the changes in
Project 2007 and we cover these changes as well, after exploring the meat
and potatoes. Enjoy!

Download the Sample Files

Before working on any of the Hands-On Exercises in this book, you must
download and unzip the sample files required for each exercise. You can
download these sample files from the following URL:

http://www.msprojectexperts.com/whatsnew
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