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Task Summary Milestone |
ﬁ insert : ,o Project | Custom Fields | Outline Codes ,x 5l a5 5l oyl
,U. Insert Summary Task i
VITIF Insert a summary task to help .1 .
organize the task list. Lfb < I[,@ LQJ"‘" A_ud QL;U\ < 6= Lg)‘f‘ U‘?‘*‘c 4_, A.I..S‘s"“o )“‘" Aud o~ ood

If any tasks are selected, they are
grouped under the newly created

summary task. A.:}M: solal WBS d.Lo.} )‘
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Project View Help Gantt Chart Format £ Tell me what you want to do

F@ —Ei_Eﬁ @% r_:Cg @ Status Date: [ ] NA a\b/c
Set

ﬁ Update Project

Project Custom Links Between WBS Change Calculate Move Spelling
iformation  Fields Projects v Working Time Proj e s
Custom Fields >
Properties
Field
~ Duration -  Start ~ Finish O Task @ Resolice Project Type: m [F - & - - .
5 days ﬁ
Y Field cot W )b u. -
2 wks Cutline Codel Direation I . w
8 days > Outline Code2 Finish ““ w 3 )
Ask the PM  2025-10-30 Outline Code3 Flag
10 days Ask the PM Cutline Coded Mumber
5d 2025-10-20  2025-11-04 | Oine Codes otart
ays Outline Code6 Text

Outline Code7 Outline Code

Outline Code&

Rename... Delete Add Field to Enterprise... Import Field...

Custom attributes

Mone © Lookup... Formula...

. Calculation for task and group summary rows

Maone Rollup: Use formula

Calculation for assignment rows

Maone Roll down unless manually entered

| Values to display

Data Graphical Indicators...

<
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Edit Lookup Table for Outline Code1 X 1

Tell me what you want to do . Qg—o.’
Code mask (optional)
= = Status D
= il

m Ut You can edit the mask for the lookup
culate Set Move table, including adding or deleting levels.

o N Code preview:

C o . & . ® * *
- Lookup table w —
| Field N )
23

Edit Mask...

© Task (O Resource & [E ?ﬁ - ++ B I . ’l é w
Field Ruw‘ ! . 3 )
Outline Codel | = .Va ue Description
Outline Cade2 — = <

2 Basic Design
Qutline Code3 — )
3 Detailed Design
Outline Coded
4 |4 Procurement
Outline Codes
5 Fareign ~
Outline Codes
6 Laocal
Outline Code? Move
Outline Code8 o
| Rename... Delete | =
7| Custom attributes — 17
None ©
Calculation for task and group summ|
| B Display indenting in lookup table
MNaone Rollup: .
[l Use a value from the table as the default entry for the field
CaletiticutorasS e Set Default (Click button after selecting a value above)
None Roll down unless man{
Display order for lookup table
Values to display . 5 . 5
© By row number () Sort ascending () Sort descending Sort
Data
Data entry options

Help [ Allow additional items to be entered into the fields. (Values will be added to lookup)

[l Allow only codes that have no subordinate values

Help Import Lookup Table...
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Resource  Report Project View Help Gantt Chart Format £ Tellme
N _ T+ —
Get Add-ins = I:@ = - = [
H FQ s = [0 g
O(:] My Add-ins v | fProJe:’F Clgstlzm Lml;s 393;9% WEBS " C:ang_l? C;Icgl:e :
nrormation 1elds rojecis ~ orking lme e][= al - : & |“ s u - . r
Add-ins Properties E8 Define Code.. Sch ) . “J
- b b«g“” 2 )‘S
Mode = | TaskMName ~ | Duration - WBS Code Definition in 'Project2’ x
bzl A 5 days
B B 2 wks Code preview: |

b C 2 davs Project Code Prefix;

Code mask (excluding prefix):
Level Sequence Length Separator |
Mumbers (ordered)

> Uppercase Letters (ordered)

Lowercase Letters (ordered)
—| Characters (unordered)

Generate WBS code for new task

Verify uniqueness of new WES codes
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- Code mask (optional)

You can edit the mask for the lockup
table, including adding or deleting levels.

Code preview:

Lookup table

X M @ 3 3 « = [+ [—| &
Row Value Description|
1 |4 Engineering

2 Basic Design

T Detailed Design

" 4 |4 Procurement

T Foreign

6 Local

@ Display indenting in lookup table

[ use a value from the table as the default entry for the field
Set Default (Click button after selecting a value above)

Display order for lookup table

O By row number (O Sort ascending (O Sort descending

Data entry options

[l allow only codes that have no subordinate values

Edit Mask...

'25 Nov 17 25 Nov 24
S | S A| T |W|[T|F|[S|S|[M|T|V

Code Mask Definition for Qutline Code1 *
Code preview: | = = |
Code mask:
Level Sequence Length Separator |

1 |Characters ~ Anyi.

2 |Characters Any;.

3 |Characters Any:.

-

| Allow additional items to be entered into the fields. (Values will be added to lookup)

Help Import Lockup Table..,
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>-Maw! MSP (sg, g oges wlssl 1, Excel cw,d b LB File | Open au S 5l ol iso ool sl gl @

Comlnmmlialm Temlem
Import Wizard - Task Mapping
Map Tasks Data
Source worksheet name:
| Task_Tablel w
Verify or edit how you want to map the data.
From: Excel Field To: Microsoft Project Field Data Type |
WEBS WES Text I —~
Mame Mame Text
Duration Duration Text Move
Predecessors Predecessors Text v
sSuccessors Successors Text
Add all Clear all Insert Row Delete Row
Preview
Excel: WBS MName Duration Predecessors
Project  WBS Name Duration Predecessors
Preview: |0 394 days?
1 Engineering 75 days
11 BASIC DESIGN  i45 davs
} Help < Back MNext > Cancel
ACEMI \

g0 Map
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[Task Team Sort Outline Tables Zoom Entire
Chart~ Usage ~ £ Other Views - Planner = L?,g, Other Views - - - . EGroup by: [MoGroup] ~ = Project
Task Views Resource Views Data Zoom
T 18 Oct 28 18 Mov 04 18 Nov 1
0 Maode » Task Name + | Duration - | Start ~ Finish ~ Pre|S M| T W, T F S S M T W T F 58 5 M
1 b A 5 days : :
2 A9 B 2 wks :
3 7 c 8 days 2018-11-03 2018-11-11 1 1
i~ D Ask The Manager :
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File  Task Resource Report Project View Help GanttChart Format 52 Tell me what
"L\'|'j A Cut |Ca|i|::|ri v”'l'l v| |J:| LLEHI uEnI % % ? Marlk on Tra
(3 copy ~ —_— e | €2> Respect Link
Gantt Paste B I U <& v ﬁ v = = i @ gﬁ
Chart ~ e {5‘, Format Painter = |nactivate
WView Clipboard Font Iy Schedule
@ Unigue Task Indent Task (Alt+5hift+Right)
ID Mode Taslk Name uration This task becomes a subtask.
1 1 = A 1 day?
. o . Creating a hierarchy will help you
- 4 ~ ml. 1 day: better organize your tasks.
3 5 = C 1 day? |
4 b = D 1 day? 2025-10-29 2025-10-29
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Email : Shahinebrahimi.pm@gmail.com

LinkedIn: www.linkedin.com/in/shahinebrahimi-pmp

Instagram : Shahin-ebrahimi62
Tel : 09102369670 - 09181734470
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