ConceptDraw

PROJECT

o User Interface Reference
o Keyboard Shortcuts

www.conceptdraw.com

© 2024 CS Odessa corp.



ConceptDraw PROJECT User Interface Reference

Welcome to ConceptDraw PROJECT 15 for Windows 1
Toolbar Tour 2
QUICK ACCESS ...uuiiieuiiiiiieie i i et e e et i ee e et ta s eetaaaseeeasasseeeassseeenssnserenssnseeenssnserenssnserenssnsernnnnnsens 3
Y 4
o T 0L o o= 1= TR 6
101 o T o 7
s o 8
[0 o 1 1= PSSP 9
T o1 = o X o
Deadline Reminders
L o L= e = 2 T = 11 T
T PPN
L6 T4 0 5 - T 18
Gantt Chart ContEXt IMIBNU..........uiiiei ettt st e b e e e s bt e sb e e be e e sabeesbeeebeeennne 21
L =T o T U o o=
RESOUICES CONEXE IMEINUL ...ttt ettt st e bt e s bt sab e e e beeesabeesaneeebeeennne
Multiproject Dashboard ............cccecu.
Multiproject Context Menu
Multiproject Settings..........ccocoeevieeenne.
LT o LU T oY L= T TN
11 L= =T 1 o o -
L0 1 4o 1 - 1
£ 3 - Y S
DIAGRAM
MINDMAP
MS Excel
Dialogs
LI == | - PP 42
Column CuStOMIZAtioN .....c.cceuiieiiieiiii e s e e s s s s s s s rn e s rnn s rnnrransnnnrnnsenns 43
T (1= T oY N 48
L (=Y Lo o == o PSPPI 49
= PSP 50
L' £ o o 1= 53
(D T Yo U5 0 1= 1 o o o T=Y o £ =N 55
o o PSPPI 63
= o - N 64
Floating Panels 65
L= GO 66
e o =Y 2 PP 70
=0 11 o N 7
ASSIGN RESOUICES ....ceuiiiiiiiiei s e e e e e s ra s e e s e e s e nannrrns 72

© 2024 CS Odessa corp.



Contents

£ o ] 1111 1o Y 3 = 73

JLIE= Lo LU F= Tl 5 T=Y o T
Custom Repots
Mind Map Reports

Visual Reports .......ccccuenuee
Dashboards .......cccccveueene
Project DashbDO@Id.............couoiiiii e 87
= T F= 0 = SRS 90
TactiCal DASHDOAIT........c..uiiiiiiiie ettt ettt e e e it e st e e et e nar e nr e e tre e 91
£ 1 e L= 1= 1Y e - 1 o 93
1Y/ o =Y Lo = 94
3N 95
Keyboard Shortcuts and Mouse Actions 96

© 2024 CS Odessa corp.



Welcome to ConceptDraw PROJECT 15 for Windows

A full-featured project management solution with all the necessary functions right at your fingertips.
Generates an extensive variety of reports on project and task statuses on macOS and Windows
platforms. Centralizes project information through embedded documents and hyperlinks. Unique
Multiproject Dashboard manages multiple projects from a single file. Powerful integration with other
ConceptDraw products makes project management easier than ever before.

Manage Plans, Reports, and Changes

Benefits

ConceptDraw Maintenance Assurance

Technical Support

Manage Plans, Reports, and Changes

ConceptDraw PROJECT makes planning projects and managing change easy because of the project
focused tools that manage every aspect you, the Project Manager encounters. ConceptDraw PROJECT
builds on established project management methodologies while simplifying the process of managing
project data, making effective responses, and working with project teams.

ConceptDraw PROJECT helps you manage all of your project variables from a single view. You can
quickly generate a broad range of One Click Reports for project variables such as resource usage, task
planning by resource, and budgets. Display up-to-data status on dashboards to keep you current as the
variables change.

ConceptDraw PROJECT is the complete solution to manage single or multiple projects and their
associated resources with a very low cost of ownership.

Your Benefits

ConceptDraw PROJECT gives you the tools to evaluate your project planning. Streamlines meetings and
ensures more effective planning and control thanks to live project dashboard illustrations, mind map
reports, and knowledge metrics.

ConceptDraw Maintenance Assurance
We have developed an innovative maintenance program that makes sure you stay up to date. At the time
of your buy a ConceptDraw product, you are able to purchase ConceptDraw Maintenance Assurance .

Technical Support

We offer unlimited free technical support to our users.

To send us a problem report or feature request, submit the ticket form in the Help Desk section on our
Web site.

Replies are normally sent within one business day. We are always happy to answer your questions and
hear your feedback.



https://www.conceptdraw.com/helpdesk/how-to-upgrade-from-previous-versions
https://helpdesk.conceptdraw.com/ticket.php
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The ConceptDraw PROJECT toolbar provides quick access to functions that are commonly performed
within the program.

Quick Access
File

Home

View

Share




Quick Access
B TM & B

Quick Access menu facilitates access to the most frequently used functions. It is located at the top of
Toolbar.

Tl New Start a new document

| Open Open an existing document

M save Save the current document

¥ Undo Undo the last action

™ Redo Redo the last undone action

@ Print Send the document directly to the default printer without making changes
. Print Preview and make changes to pages before printing

Preview




Mew

Open

Import

Export

Properties

Opticns

New
Open
Recent
Sawe
Save As
Import

Export
Print
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o
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Close

Properties

Options

Recent Documents

Software Development Alpha-r.cdpz
ChUsershannat Documents\My ConceptDraw
proeduct_launch.cdpz
Ch\Users\anna\Documents\My ConceptDraw
Meetings.cdpz

ChUsershannat Documents\My ConceptDraw
Comrmercial Construction_multiproject.cdpz
Ch\Users\anna\Documents\My ConceptDraw
Business Startup.cdpz

ChUsershannat Documents\My ConceptDraw

Audit.cdpz
Ch\Users\anna\Documents\My ConceptDraw

el ol el ! el &

Create a new document.

Open an existing project.

Show recently opened files.
Sawe the current document.
Sawe a copy of the document.
Import the document.

Export the document.

Preview and print the document.
Send a document.

Close ConceptDraw PROJECT.

Contains options allowing you to configure the parameters of the particular
document in the Document Properties dialog.

Allows to configure the application settings in the Options dialog. It allows
you to change default application settings that will be applied to all new
documents created in ConceptDraw PROJECT.




Preview and print the current ConceptDraw PROJECT file

_ Print Send the document to the default printer as it is.

= Use the View tab to setup the printed document view.
illPrint Preview Opens Print Preview tab

® Print to Print to Adobe PDF using the current print settings
%8 Adobe PDF

Send the current document
E E-mail Send a copy of the document via e-mail as attachment

=_ Open in MINDMAP  Open the current document in ConceptDraw MINDMAP
|




Print Preview
Preview and make changes to pages before printing.

@rint  [Snagit13

PDF &7 Printing Properties Dates Range 2 - [8r277200 L Legend Page Margins  Next Page

Select Printer e Do not Print None &8 Qrientation

Print
g Print the current document
!ﬁ“ Print to Adobe PDF using the current print settings
Brother DCP-80650 «
& Printing properties Select the printer and set the printer properties
Print View
Select view to print Select exactly the view you need to print: Gantt Chart, or Multiproject.

Active view (Gantt Chart} =

MultiProject
Scaling
Actual - Print the document in zoom 100% of the actual size.
Fit to - Set the number of pages , your document will be printed

Grid
Set the print options: Print the outline and Gantt chart , or Gantt chart only

Timescale

The timescale printing radio button allows to print the entire project timescale.
The dates range selection allows to select the time period to print.

"Do not print" radio button allows to print the entire document without timescale
Legend

ﬁ Phase J\ Deadline =+ Link

Gl - & Miestone
Every page - Print the legend at the bottom of each page.
Legend page - Print the separate legend page.
None - Do not print legend.
Page Setup
Margins - Set the margins for the current document.
Orientation - Switch the pages between portrait and landscape layout.
Size - Choose the page size from the drop-down list.
Preview
Previous page/Next Page - Navigate between pages on page preview.
Fit page - Zoom the document so that entire document fits one page.
Close - Close Print preview.

| Print  (®) All ®) Every Page T Scale IB Size 4 Previous Page [ Close Print Preview

ihe-




Import

Create ConceptDraw PROJECT document from other file types. The Import section provides the access
to ConceptDraw PROJECT import opportunities:

MS Excel - Create project in new document from text outline

MS Project File - Creating new document on the basis of information taken from Microsoft
Project *.mpp document

Mindjet MindManager - Creating new document on the basis of information taken from
Mindjet MindManager *.mmap document

il B il

Text outline - Creating new document on the basis of information taken from Microsoft Excel
* . xIsx workbook




Export

Create other file types from a ConceptDraw PROJECT document. The Export section provides the
access to ConceptDraw PROJECT export opportunities

ﬁ Adobe PDF - Export the document to Adobe PDF

H ! MS Excel - Save project tables from all views as Microsoft Excel workbook ( *.xIsx)

MS Project File - Export the document to Microsoft Project XML

=
L:I

Mindjet MindManager - Save the document in Mindjet MindManager *.mmap format

H

Text Outline - Export the document to the text outline

il
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Home
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Paste C Tt Ab~ A A Solutions gh Resources Muttip HT.'; £ Microrep dd
Clipboard

Format Text

Arial Unicode PAS =12 -

Biwraptet ab~ A A

Solutions

Select View

masEul @

Font

Font size

Grow font

Shrink font

Make upper case
Make lower case
Make title case

Make sentence
case

Wrap text

Solutions

Gantt Chart

Resources

Multiproject

Resource usage

nsett _ Add
Sul

it

elete

L -
- mia TTEE T
Add Text Link inl Indent tdent Up  Down elects y

Box -

Paste content from the Clipboard
Cut selection and put it into Clipboard.

Copy the selection and put it into the Clipboard.

Select font face

Select font size

Increase font size

Decrease font size

Convert selected to upper case
Convert selected to lower case
Convert selected to title case

Convert selected to sentence case

Makes all content visible within a cell by
displaying it on multiple lines

Activate Solutions panel
Switch to Gantt Chart View
Switch to Resource list

Switch to Multiproject Dashboard

Switch to Resource usage view
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Microreports

D Microreports

General

Link

N Add
[

]
ﬂlnsert

]

== Add sub item
|

]
B Delete
]

Z=|Add text box

ELink

,E=Un|ink

Link Edit button

Displays the generation window of the last report. If no reports
have been created yet, a window will open for creating the first
report in alphabetical order in the list of available reports, provided
in the Solutions panel.

Generate Microreports

Add new item to end
Inserts new item into selected position
Add sub item to selected item

Delete selection

Add a text note to selected task or phase. You can use the Text
Box to add work details, supporting information, or other notes to
tasks and phases on a project Gantt chart directly. A Text Box
can contain just a text with no formatting.

= Designing _ —|"
Feature —
. T
Database architecture ﬁ
User interface 4 ERD
diagram

[ o -]

Link two or more selected items
E Finish to start

|:: Start to start

O8N Startto finish

= Finish to finish

Unlink two or more selected items

Edit predecessors using the Predecessors dialog
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Markers

HEE
EEN
W X

Markers

Edit Markers button

Calendar

Calendar

Replace

]

ﬂ Smart Enter

Indent selected item (Move selected item one position right)

Outdent selected item (Mowe selected item one position left)

Mowe selected item one position up

Mowe selected item one position down

Show selected task on Gantt Chart

Show today's tasks on Gantt Chart view

Mark selected item with color. Using color markers is an
efficient way to highlight rows on the project timeline and help
you position and arrange the project items.

Opens the Edit markers dialog

Shows Document Properties dialog, Calendar tab

Sawe Baseline settings for selected tasks

Activate Eind dialog

Activate Replace dialog

On/Off the Smart Enter Mode.
When the Smart Enter Mode is active a new Task is added by
the Enter key.




Microreports
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[Audit.cdma - Gantt Chart] - ConceptDraw PROJECT

ConceptDraw PROJECT gives you an opportunity to communicate with your team faster by using micro-
reports.

A micro-report is a small piece of project information associated with specific task, phase, resource or
project, which you can send via e-mail. It’s a great time saver feature for daily communication with your

team, and it allows you to report project statuses quickly and easily. The list of micro-reports for

choosing is available:

o from the context menu of the the task, phase, resource or project;
¢ from the Micro-reports button D on the Home tab.

List of reports available for various project tables:

Gantt Chart
Phase

Task
1.
2.
3.

Deadline reminder for all projects.
Deadline reminder for the current project.

Today tasks list.

Critical tasks list.

Today tasks list with assigned resources
Today resources list

Deadline reminder for all projects.
Deadline reminder for the current project.
Task status.

Resources

©OND>OAWN =

Today tasks list for all resources.
Today tasks list.

Milestones.

Objectives.

Projects list.

Next tasks.

Assigned tasks.

Critical tasks.

Deadline reminder for the selected resource.

Multiproject Dashboard

aorDd =~

Deadline reminder for all projects.

Today tasks list.

Today resources list.

Nearest milestones

Deadline reminder for the current project.
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You need to select the desired type of microreport from the drop-down list, and it will be generated as a

ready-to-send e-mail. Microreports of all types, except reports on deadlines, are generated in both text
and mind map form as ConceptDraw MINDMAP files (CDMZ), attached to the email message.

H © G 5  Assigned taskss Martha Erown - M... &= (]
File Message Insert Options Format Text Review Help G Tell me
| To.. | |William.Bmwn@example.mm |
=\ e, | |
Send . -
Subject |A55|gned tasks: Martha Brown |

= s 2023-08-31_19-12-39_Assigned tasks.cdmz
Attached L Q 5 KB N

bemm position [task]

PERT diagram [task]
Database architecture [task]
User interface [task]

Bug fixing [task]

eB
- O Decomposition

Assigned tasks Plarnin
.. O/ 88
[T

) \ FERT disgram
© = Martha Brown & ©
O Bug fxing

O _Im plem entation —_ O Dstabasze amhitecturs
L . . —
O Designing ‘_] @
'\ O User inter&oe

Deadline Reminders

A deadline is a target date indicating when a project task must be completed. If the deadline expires and
the task is not completed, the deadline becomes overdue. Deadline Reminders are used to inform
employees inwolved in a project of the task's upcoming and overdue deadlines. Microreports on deadlines

are generated as email messages addressed to employees assigned to tasks that have upcoming or
overdue deadlines.
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Select a project, task, or resource. You need to choose the needed type of Microreport from the drop-
down list. Ready-to-send e-mails will be generated. A task is included in the Deadline Reminder if all of
the following conditions are met. You can check them on the Task panel.

1. The task has a Deadline parameter checked.

Dates
Start: 8/31/2023 &:00 AM [~
Finish: 10/10/2023 5:00PM [
Deadline: 9132023 12:00 AM -~

2. Task completion is less than 100%.

Task h
Proje Task | Assign Links | Reso Hype
Info
Mame: | ,.L"..DN"."EF‘.SIDN F‘.EQUIF‘.EMEN|
Duration: 29 > |Days v
Complete: 45 8 ?

3. The Task Finish date is later than the report date.

Dates
Start: 8/31/2023 &:00 AM [~
Finish: 10/10/2023 5:00PM [
Deadline: 9132023 12:00 AM -~

Ready-to-send deadline reminders can be created automatically every time you run a project file. Simply
check the "Generate deadline Microreports” option in the ConceptDraw PROJECT Options dialog box.
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Project Baseline

ConceptDraw PROJECT provides the possibility to set a Project baseline. A Project baseline is a
snapshot (copy) of the current main values of the project and tasks (Start, Finish, Cost). It is used for
assessing performance, and improving the estimation accuracy. Save a baseline when the planning of
project is completed and later compare with it the real values at the implementation and after completion
your project.

e
—
-

To sawe a Baseline, click the Save Baseline button =[] on the Home tab. The following message will
appear:

sl =aIsE 1 [Financial.cdptz - Gantt Chart] - ConcetDraw PROIECT - B8 X

ﬁ&:w Asisl E . '_%é‘) |F "EW‘ Q =—l-l; HEEI EJ_
i Add
Subtern

Insert Find Replace Smart
Enter

Share

Paste B Copy EBWRRTEH ah- A A Solutions Gentl Resources Multiproject Resource Reports  Microreports
Chart Usage .

Warning

Baseline was resaved. Note. that you can undo this action

To undo the last action, click the Undo button on the Quick Access Toolbar or Ctrl+Z on the keyboard. .
Baseline in ConceptDraw PROJECT includes three parameters: Baseline Start, Baseline Finish, and
Baseline Cost. To display them on the Gantt chart, use the Column Customization dialog. Also the value
of Baseline cost can also be found on the Task panel. As the project progresses, the Baseline will help
you measure any changes in the plan and to determine any differences from your original plan and the
actual state of your project. You can highlight baseline using the button on the View tab.

“ereptDare PROJECT - 0O x
neo
- ¥ “ € sue Bavelbne Select = [ Panch
- - - [ Window
ke |
s e .-
COE - - I TR T T S BT T I T - - - T
L
Errig
Pl Tty charmel par e
Curabion; 10,14 L ey v
o F T =
Mieginne; |
—— James Smih; Sohn Brown ; Mary Wikams; Aobert Moo
Praniy: o
Lo pwo0os;Retand Miler Dorea ball | 1 S Procr . [reve rop——
| Costs
= RGO, Rahand Maler Clothes [ 1] ansiea: F145L C
Aol FLESL TS
[
||_ Siart: NN SiaM G
Ll BALD0RMarpWikams, Faper | 1] ] Firmfc B0 TN kM
Ll wany i Kanes Marn Susan White [ 33%] o1 O
Susharch ey
Type: Frupd Lints w
Effg drreer )
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[Audit.cdpz - Gantt Chant] - ConceptDraw PROJECT

g v

:

£ il
“
-
-1

I |

'.l

H]

Select View

I

—_—
]

|

Timescale

+
»

Ay 4

Gantt Chart: Switch to Gantt Chart View.

Resources: Switch to Resource list.

Multiproject: Switch to Multiproject Dashboard.

Resource usage: Switch to Resource usage view.

Zoom in

Zoom out

Timeline: Adjust zoom so, that the entire project timeline fit the screen.

Scale: Show the scale choice drop-down list.

The button at the right bottom of the section opens Timescale dialog (A timescale ruler (or calendar)
measures time for the tasks in your document. )
Expand/collapse

E-
]
E-

] p—
] p—
] p—

=

Expand all: Expand all sub items.

Collapse all: Collapse all sub items.

Expand: Expand selected item.

Collapse: Collapse selected item.

Outline level: Show tasks of the certain outline level.
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Filters
Thaeta: <z x o Oelect Filter:
sewpreses [ s Select the embedded filter and activate Filters mode.
e Y ] Apply previously selected filter.
Clear the current filtering.
@ Invert the current filter.
Show phases: Show/Hide phases.
Show Highlight: Show/Hide Highlight.
Edit Filter button: Open the Filters Dialog.
Themes
= = == Themes: Select the one of the available Gantt chart views
Show/Hide
¥| Critical path Critical path: Show/hide the critical path

v| Assigned resources - Assigned resources: Show/hide the resources assigned to tasks on the Gantt
v showtetbores  ghow text boxes: Show/hide _text boxes
[_=-' Baseline: Show/hide the saved project baseline on the Gantt Chart
L]

Columns

Customize columns: Open the Columns customization dialog and select columns to
display in the project outline.

Select

Ld

Panels and Windows

=  Panels: Manage Eloating panels.
==

Panels

-

: Windows: Shows the list of opened windows.
Wind ows

-
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Gantt Chart

Typically each project has tasks and phases. Every task represents a single unit of work — a single
step in a multi-step project. A group of related project tasks can be joined into phases. The Gantt chart
window consists of two parts: the project outline — a list of the project tasks and phases and its graphic
representation — Gantt chart. The Gantt chart is the default vie& of the project file when you run

ConceptDraw PROJECT. Also, it is accessible by the button =" on the Home or View tab.

Construction Contract Awsed 1 T2z 0% & T304
2% Accept S T4 0% iy .‘-'1'3-2']?-1-
3% Stake lines and grades By 8520 100 % el Surveyor |
4 % Clearing and Site Grading e BR0R0 BT % : - — Bob's Excavation Excavator [ 1]]
&Y LRilties BN 9220 100 % — = | Surveyor 2
& ¥ Excavation T A0 100 % Bob's Ex 100 %) Excanrator | 1]
T ¥ E Foundstion and Backfill [ I % T — —
8w Footings 2024 11 0% ] Surveyce 1
8w Spread Footings BN 20 51% M- Baier Flooring. Concrete mixer | 1]
0 ¥ Caoncrete Piles [ [T 30 % [ IS~ Bob's Excavation Concrete mixer [ 1]
1n Shab on Grads 2024 BRR0 10 % | 1 Surveyad 2
13 W Walls 162024 W 3% ;"'F ] Baker Flaonng, Treck [1]
13 % 2 Exterior Wall Surlsces T W2 &% B e ——
4 W Beack TiI02024 W2z 40 % . | Bob's Excavatscn Excavator [ 1]
18 ¥ Extencr Tam TR0 0% I'" TV
8 e Rough a: Ductwork, Plumbing and S0 Bl’lifﬁﬂ T % ; —
17 132024 W2z 3% T | Baker Flaonng Track [ 1]

LI 4

1. A task can be added to the document with one of the following methods:
e By pressing Enter
e Using the General section on the Home tab

¢ Applying the command Insert New Task from the context menu.
To turn the selected task into a phase, use the Outdent command. To add a task to a phase, use the
Add Subtask command.
All parameters of the project tasks and phases can be specified in the Tasks dialog. Some parameters
can be specified in the context menu and on the Gantt chart.
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Columns that contain the project outline information can be managed using the Task Grid Context

Menu.
# Name Start Finish
. ) ¥  Sort Ascending
2 “¥FAccept Site
Sort Descending
14 *Brick 024
No Sorting
4 ¥ Clearing and Site Grad i 024
Hide Column
10 ¥ Concrete Piles . 024
'r| Column Customization...
1 *Construction Contract AWard T BITI202%
& ¥ Excavation 8/14/2024 9/4/2024
15 *Exterior Trim 8/23/2024
13 % Exterior Wall Surfaces 8/23/2024 9/26/2024
] ?Fuotings 9/18/2024 10/7/2024
7 % Foundation and Backfill 91412024 100712024
17 *%Install Heatpumps 9/6/2024 9/26/2024
19 *Panelboards 9/6/2024

Complete

0%
40 %
67 %
30 %

0%

100 %
0%
40 %
0%
32 %
33%

100 %

Cost

0%
40,700
24,700 §
16,700 &

0%

26,300 &

0%
40,700 $
11,200 §
69,300 $
19,900 §

0%

Baseline Cost Resources

0%

40,700 % Bob's Excavation, Excavator

32,700 $ Bob's Excavation, Excavator

16,700 % Bob's Excavation, Concrete mixer
0%

26,300 % Bob's Excavation, Excavator
0%

40,700 5

11,200 % Surveyor 1

67,700 §

19,900 $ Baker Flooring, Truck
0% Surveyor 2

Sort Ascending - Sort the project outline list by the column selected (A to Z for words, or smallest to

largest for numbers);

Sort Descending - Sort the project outline list by the column selected (Zto A for words, or largest to

smallest for numbers );
Not Sorting - Cancel sorting;
Hide Column - Hide the selected column;

Column Customization - invoke the Column Customization dialog.
The width of a column can also be changed. For this set the cursor to the right edge of the column (the
cursor should turn a double-sided arrow) and drag it to the needed direction.
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2. The Gantt chart displays task as bars. Bars are arranged in accordance with the timescale, displaying
the task start /end time and its duration.
The timescale can be changed. This can be done in the Timescale dialog, that can be accessed from the
context menu.
Also can change the task start/end date, its duration and completion . To change start/end dates move
the bar by your mouse. To change the task duration draw by the right edge of the bar, to change the
percentage of completion draw by the left edge. In both cases the cursor should turn a double-sided
arrow. The non-completed part of the task and the completed one are shown in different colors,
depending on the current Theme. To show/hide the resources involved in these tasks, use the Show/Hide
section in the View tab.
Links between dependent tasks are shown with arrows. The most common link type, finish to start, is
assigned by the following way: first select the tasks to which you want to assign links, and then use one
of the following:

e The Link group in the Home tab

e The context menu of the Gantt chart view
Any link type can be customized using the dialog Predecessors.
The widths of the text and graphic parts of the diagram can be changed. For this set the cursor on the
dividing line and draw to the needed direction.

3. The navigation bar at the bottom of the Gantt chart window allows you to quickly navigate between the
multiple projects Gantt windows that your multiproject contains. Use the "Multi Gantt" option to manage
all the projects of a multiproject file from a single window.

Wi, 1840 224 w35, 25 Aug 2004 Wi, 01 Sep 024
— = — R EE R EEE R,
1 ¥ B Construction TAZ0 10EZ024 5%
3 Y B Consiruction Project TAZFO2 BIE0M 1%
5 E;wmsl;m::mn Coniract T 0%
L Accept Site TS24 0%
5 ¥ Stake ks o graces |- i) W20 100 % Sunieyor 1
LI Clearing and Ste Grading SS20M B202024 ET % Bob's Excavation Excavator [ 1)
T W Lhiktias BN W2I2024 W% ———
L Excavation THSH24 Brari24 100 % Excavator[ 1]
"y 5 Foundation and Backiill e V12024 %
Ll Footings B2 024 0%
"y Speesd Footings a0 w2024 3% - t  Baker Floonng Concrete mover | 1]
LI Concrete Pilss -0 e B2A2024 W% Bob's Excavation Concrele mixer [ 1]
LRI Slab on Grade BAE024 204 W00 % 1 Surveyed 2
" Y Walls LT (e ] LT e % - Baka
v O Exterior Wall Surfaces i rar ] WEIA 40 %
%Y Brck T Arirkode RS __________________ | Bob's Excavation

LEa Extenos Trim T2 0%

Actual Cout: 506,630 §
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Gantt Chart Context Menu

Access the most frequently used operations at Gantt Chart window via the context menu.

# Name

Clearing and Site Grading

4 %
5 % Utilities
& % Excavation

7 % E Foundation and Backfill

8% Footings

9 ¥ Spread Footings

10 % Concrete Piles

1 % Slab on Grade

12 % Walls

13 % B Exterior Wall Surfaces

14 % Brick

18 % Exterior Trim

6 % E g::\::!';::.lll Ductwork, Plumbing and
17 % Install Heatpumps

18 % Venting

19 % Panelboards

20| % Telephone, Secunty, and

Electrical Wiring

Gantt Chart Context Menu
Arial =10

A A aB ab AB Ab & -

Copy

B S

Paste

Paste as... ]
Cust

Select All

Insert Mew Task

Add Mew Subtask

Delete

Indent

HIHI W am 5<

Qutdent

Customn Mark

Tasks Link ¥
Create MINDMAP File

ui  Add Text Box

Markers

EEPEEEEX

. - . 24 August2024 September 2024 October 2024
= — OMPIEE 28 wm WA wal  w® w33 w3 w35 wi Wi wi w3 wiD  wdl

Arial -0 -~ | -
8972024 B/29/2024 67 % T‘ . — — Bob's Excavation Excavator [ 1]]
82002024 9232024 100 % A A ABabAB bW | Surveyor2
7/19/2024 8/9/2024 100 % B Copy | Bob's Excavation [ 100 %]; Excavator [ 1]
8/9/2024 91172024 32% B Poe ———
8232024 91172024 0% Paste as... » Surveyor 1
8/9/2024 812912024 53 % p ST Baker Flooring; Concrete mixer [ 1]
8M16/2024  8/29/2024 30 % Select All Bob's Excavation Concrete mixer [ 1]
B/16/2024  B/19/2024 100 % S InsertNewTask |: | Surveyor 2
816/2024 | 952024 33% =  Add New Subtask I Baker Flooring; Truck [ 1]
TI30/2024 9212024 40 % Bk Delete e —
732024 /272024 40 % == Indent ] Bob's Excavation Excavator [1]
77302024 0% = =
8132024 9122024 67 % Custom Mark ’ —_—

Tasks Link v
B/13/2024 9212024 33 % | Baker Flooring Truck [ 1]
Create MINDMAP File

81372024 B192024 100 % N e | Bob's Excavation

i AddText B L
81372024 100 % wa RO e B e 81372024 Surveyor2

Markers 1
81372024  8/26/2024 100 % EEDEEEEX [T I Baker Flooring: Truck [ 1]

<

Text Format

Microreports

Copy
Paste

Paste as

Cut

Select All

Insert New Task
Add New Subtask
Delete

Indent

Outdent
Custom Mark
Task Link

Create MINDMAP File

Add Text Box
Markers

Profit: 15,480 §

Actual Cost: 230,400 §

Change the text format of the project schedule
Generate Microreports

Copy the selection and put it into the Clipboard.
Paste content from the Clipboard.

Options for pasting tasks copied to the clipboard.
Cut selection and put it into Clipboard.

Select all tasks.

Inserts new task into selected position.

Add sub task to selected task.

Delete selection.

Indent selected tasks (Mowve selected item one
position right).

Outdent selected tasks (Mowe selected item one
position left).

Mark the tasks that need to be represented in the
diagram.

Link two or more selected items.

Generate a mind map (*. cdmz) from selected
tasks.

The file will be opened in ConceptDraw MINDMAP
Add a text box to selected item.

Make the selected items looking like marked with
a highlighter.
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Gantt Chart Timescale Context Menu

#, ZoomIn cl== Zoom In Displays timescale in more detail (day instead of weeks, etc.)

=, Zoom Qut Crl+- Zoom out Displays a more generalized timescale (weeks instead of days,
Timescale.. Ctrl+Alt+T etC_)

B Calendar.. Timescale  Calls Timescale dialog that allows to customize timescale

appearance. It gives more possibilities for this than Zoom In and
Zoom Out commands. On the other hand mentioned commands
allows to change calendar scale quicker.

Calendar Opens the Standard Calendar dialog
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Resources

By clicking the button &% on the Home or View tab, you open the Resources window. This window
contains a list of resources with their characteristics.

To assign resources to a specific task you should open Gantt Chart, select a task and then assign
resources to task using the Assign Resources panel.

The information on the resources can be edited in the Resource panel.

1 Hamg Type Cod Group E-Mad Habes

1 Bob's Excavation Nark 1655h  Excavabon ob excavalion@amai con =
2 % Surveyor 1 Wiark 1005h  Surveyor surveworEgmail gom T

Baker Flooring Noark 1405h  Floonng paker fiooringsSagmaoom -

@Surae;nfﬂ Nork 100 8"  Surveyor By Rgmail com -
5% Excavator Equipmant T00 5 Excavation Landscape
B ¥ Truck 3 Equipment 7005 Excavabon Landscape
T W Concrete miowr Equipment TO0% Floonng
B % Tom Sheldon W 150 50  SurveyorExcavation  flom_sheldong@gmalcom =
8 ¥ Rich Gannon \@ 150 %M  SuneyorFlooring rich_gannongigmalcom =
10 % Jod Smith Work 15:: Sunaryar Floofing o@_smifE@gmail com =
1" % Tom Famell Wiark 154 urveyor,Landscape [ =
12 ¥ Mike Grabowski Wiork 150 5h Surieyorhvac | E L -
13 % Jang Postal Wark 1505M  Lancscape [ 7 =
14 ¥ Pat OTormey Wark 150 %h  Landscape .l-_
18 % HVAC R LS Company 50005 hWac
16 ¥ Exteriors Linlirmited hiaterial 5.000 5 Lanascape

1. Hyperlink. Click the % iconto add a hyperlink to the resource. The icon “* means that this resource
is already accompanied by a hyperlink.

2. Resources can be added by pressing Enter, or from the context menu by applying the command Add
Resource.

3. Click the Type field of the Resource row. Add the resource type using the drop down menu. There are
five types of Resources in ConceptDraw PROJECT:

Work resources — People assigned to complete a task. Has a cost depending on the time unit.

Material resources — Consumables used as project proceeds. Has a cost per unit.

Cost resources — Financial cost associated with a task. Has a cost per unit and is applied to specify
the applicable cost, every time you use the resource.

Equipment resources - Technical equipment used to perform a task. Has a cost per unit and is applied
if the cost of the equipment used does not depend on the time units

Company resources — Cost associated with corporate resources assigned to a task. Has a cost per
unit and is applied to specify the applicable cost, every time you use the company resource.

4. Click the Cost field of the Resource row. Add cost value using the drop down menu. Cost of the Work
resources are those with a cost over time. Other types of resources hawe a fixed cost per unit.

5. Group. You can categorize project resources by groups. To add a group name, just click the field and
type it. The same resource can be engaged to several groups. Use the Resource panel for grouping.
Assigning a resource group to a task means assigning all resources included in this group in an equal
percentage. Grouping resources allows you to view and report summary information of resources and
assignments.
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6. Columns that contains contact email and the additional resources information.

7. Click the icon * to open the Work resource individual calendar. You can modify the common working
hour schedules individually for each employee.

Columns that contains the resources information can be managed using the Resource List Context
Menu.

& MHame " Type Cost Group E-Mail

3 * Baker Flooring ¥ SortAscending h  Flooring baker flooring@gmailcom T
Sort Descending

1 % Bob's Excavation No Sorting h  Excavation bob excavation@gmail.com
7 % Concrete mixer Hide Column Building
5 % Excavator Tl Column Customization... Excawvation
18 * Exteriors Unlimited Work 150%h  Building =
15 % HVAC RUs Work 150 $/h  Facilities =
13 ¥ Jane Postal Work 150 $/h  Facilities i
10 * Joe Smith Work 150 $h Facilities =
12 ¥ Mike Grabowski Work 150 $/h  Building T
14 % PatO'Tormey Work 150 $/h  Building P
g * Rich Gannon Waork 150 $/h Building =

Sort Ascending - Sort the resource list by the column selected (A to Z for words, or smallest to largest
for numbers);

Sort Descending - Sort the resource list by the column selected (Zto A for words, or largest to smallest
for numbers );

Not Sorting - Cancel sorting;

Hide Column - Hide the selected column;

Column Customization - invoke the Column Customization dialog.

The width of a column can also be changed. For this set the cursor to the right edge of the column (the
cursor should turn a double-sided arrow) and drag it to the needed direction.
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Resources Context Menu

Access the most frequently used operations with resources via the context menu.

Mame Type Cost Group
Bob's Excavation Arial -9 = ||Excavation
Surveyor 1 A’ A AB ab AB Ab [ ~ |Surveyor
BakerFlooring Work 140 &h Floaring
Surveyor 2 W Copy Surveyor
Excavator E E Paste Excavation
,}g Cut I i
Truck E Excavation
= AddR I
Concrete mixer = EeeureE Floaring
: = Delete Resource(s) 1 _
Bob's Excavation — Excavation
mz Calendar... g
Excavator Excavation
Markers L
Truck E EENEEENX _Exu:a*.ratn:un
BakerFlooring Floaring
Concrete mixer Equipment T00 & Floaring
Resources List Context Menu
Arial -0 - Text Format Change the text format of the project schedule
A A AB ab AB Ab bud ~ Microreports Generate Microreports
B Copy Copy Copy the selection and put it into the Clipboard
g . Cut Cut selection and put it into Clipboard.
= raste Paste Paste content from the Clipboard
,}g Cut Add Resource Inserts new resource
= Resource Delete Resource(s) Delete selected resources
- - Calendar Opens the Standard Calendar dialog
Bk Delete Resource(s) Markers Set color markers
_‘ Calendar...
Markers

ERECEERENEX
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Multiproject Dashboard
ConceptDraw PROJECT lets you track multiple projects at the same time. The Multiproject View permits
the managing of multiple projects and a mutual resource pool from a single file. When you’ve got a multi-

project file, use the button } on the Home or View tab. It opens the Multiproject window. This window
contains a list of projects with their characteristics.

. arE»n . _ ! 2 [Commercial Construction_multiproject_new.cdpz - Multiproject Dashboard] - ConceptDraw
“ Home View Share Settings ;
E Paste | Anal ~|§ = Solutions o Gantt Chart '-‘: Resource Usage () Microreports * = Delete Link ~ == IBc.'.r'
g
% Cut '—]:I'.':.'ap Tet & Resources = Reports E " Add Text Box [: Unlink
B Copy ab- A A TE Multiproject = e
3rd Quarter 2024 4th Quarter 2024 1sti
# Project Start Date Finish Cate Budget
Jun Jul Aug Sep Dt How Dec J
1 % E Construction 611772024 101712024 §158808 P —
Construction Project 87/2024 10/17/2024 2458805 I /chn Smith
Site Arrangement 61772024 9/13/2024 370,0008 _— Tom Brown
4 % 5 Renovation 13072024 111212024 430,0005 P —
5 % Lease aMew Facility 811472024 1112/2024 250,0005 I o Erown
6 Y Kitchen Renovation 773072024 11472024 180,0005 I /ohn Smith

1. Projects can be added to the document with one of the following methods:
By pressing Enter

Using the General section on the Home tab

Applying the command Insert New Task from the context menu.

2. You can set the visual parameters of the multiple project Gantt chart using the Multiproject Settings
tab.

3. The timescale can be changed. This can be done in the Timescale dialog, that can be accessed from
the context menu.

Also can change the task start/end date, its duration and completion . To change start/end dates move
the bar by your mouse. To change the task duration you need to switch to Gantt Chart view.

4. Project Group treats each project similarly to a phase, so all the properties are aggregated from the
projects you include. Please note that Project Group only groups projects, so it does not hawe its own
tasks. You can group projects using the context menu . You can then select a project and use the
Group Projects command from the context menu or create a New Project Group where you can then
move your projects to.
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Columns that contains information on the multiple project can be managed using the Project Grid
Context Menu.

# Project Mame Start Date Finish Date Budget Company Project Manager

¥  Sort Ascending

o )
%= Construction Sort Descending 615,880 %

-

2 *:Construction Project No Serting 2458805 ABC Construction John Smith

Hide Column

6 % Kitchen Renovation o 180,0008 ABC Construction John Smith
ﬂ Column Customization...

5 *:Lease a Mew Facility 250,000% Constructor Lid  Tom Brown

4 *#Renovation 713012024 111272024 430,0005%

3 *:Site Arrangement GM7/2024 9M3/2024 3700008 Constructor Ltd ~ Tom Brown

Sort Ascending - Sort the project outline list by the column selected (A to Z for words, or smallest to
largest for numbers);

Sort Descending - Sort the project outline list by the column selected (Zto A for words, or largest to
smallest for numbers );

Not Sorting - Cancel sorting;

Hide Column - Hide the selected column;

Column Customization - invoke the Column Customization dialog.

The width of a column can also be changed. For this set the cursor to the right edge of the column (the
cursor should turn a double-sided arrow) and drag it to the needed direction.
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Multiproject Context Menu

Access the most frequently used operations at Multiproject window via the context menu.

e Ovparter 2024 4th Quarter 2024
# Project Name Start Date Finish Daie Arial ~|9 -
& Aug Sep Oct Now Dec
1 *#Construction 672024 10/17/2024 A A AB ab AR Ab bad ~
2 *Construction Project 2712024 10/17/2024 View Gantt Chart I ohn Smith
- : |
Mew Project
& *Kitchen Renovation 7/30/2024 111472024 - Tewlrojec I JohnSmith
Mew Project Group |
g o i - .
5 *rLease 3 New Facility 81472024 111122024 Insert project from file... I_ Tom Brown
4 *#Renovation 713012024 111212024 - P —

[

* Site Arrangement GrT2024 91372024

Bk Delete Project(s)

Sroup project I oo

Ungroup projects

Create MINDMAP File

Projects Link b
il Add Text Box
Markers
EERDEEENERX
Multiproject Context Menu
Arial |10 = Text Format Change the text format of the project schedule
A A AB ab AR Ab B - Microreports Generate Microreports

View Gantt Chart View Gantt Chart
New Project

== Mew Project g
_ New Project Group
Mew Project Group ] .
— ] ] Insert project from file
=y Insert project from file.., Add Subproject
-

Group Projects
Group projects Ungroup Projects
Ungroup projects Create Mind Map
Create MINDMAP File

Delete Project(s)
= ! Delete Project (s)

Projects Link
.rujec in ' Project Link Link
o& Add Text Box Add Text Box
Markers

Markers
EECTEEDENX

Multiproject Timescale Context Menu

Switch to Gantt Chart View

Add a new project

Add new project group

Add a new project from file

Add sub project to selected project

Join selected projects into a Project Group
Split the Project Group into separate projects
Generate a multipage mind map (*. cdmz) from
selected projects. The file will be opened in
ConceptDraw MINDMAP

Delete selected project (s)

Link two or more selected projects

Add a text box to selected item

Make the selected items looking like marked
with a highlighter

# ZoomIn cl==  Zoom In Displays timescale in more detail (day instead of weeks, etc.)
=, Zoom Qut Cerl+- Zoom out Displays a more generalized timescale (weeks instead of days,
Wt Timescale.. Ctrl+Al+T etC.)

HHi Calendar.. Timescale Calls Timescale dialog that allows to customize timescale

appearance. It gives more possibilities for this than Zoom In and
Zoom Out commands. On the other hand mentioned commands
allows to change calendar scale quicker.

Calendar Opens the Standard Calendar dialog
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Multiproject Settings

You can change the visual parameters of the Multiproject View

BOIiM"~@8R

Planned Complete

Views Share

Settings

%

Select tracking penicd

%

Complete Change Value

%

Coemplete Change Rate

o Complete Journ

- Project Mame R Start Date
1 ¥ Construction GATI2024
2 % Construction Project BITI2024
& *#Kilchen Renovation TE02024

Multiprey...

=5 Tazks Completion

Fimish Date
10MT2024
10172024

117472024

Show/hide

Planned Show/hide the planned complete mark on
complete the project Gantt chart

Complete Show/hide the change of the complete value

change value

[Commercial {
Budget
615880 %
2458803
1800003
Mow Dec Jan Feh Ielar Apr
50 % Brad Pitt
100% 3% Richard Miller
‘ ln;] 0% =/ MaryWilliams
Mow Dec Jan Feh ar Aar
::ﬁ |5n%| Brad Pitt

ﬁ 33 Richard Miller

‘ |[j_@]izl Mary Williams
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Complete
change rate

Tracking
period

Task
Completion

Show/hide the symbol of the complete
change rate.

Mo Dec Jan Fek hdar Aar

l::i SU%D Brad Pitt

Project’s dynamics are shown using colored
symbols:

* yellow arrows indicate a normal
completion level

 green arrows means that a project is
ahead of schedule

* orange square symbol signals that the
project’s completion didn’t change, the
project “sleeps” and we have zero progress.

Select tracking period
Set the frequency of complete values
verification

Show/hide the colored bar representing the
situation with the completeness of the
project’s tasks. You can see the number of
completed

tasks, the ones in the process, and those
that

have not been started.

Iﬁ 100% [ 299 ] Richard Mitier

‘ |Ij 0% Mary Williams

s Day
Week
Month
Quarter
Half year

Year

B JohnSmith
I EETE| Tom Erown
I T onn Smith
IETI| Tom Erown
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Resource Usage

By clicking the button “= on the Home or View tab, you open the Resource Usage window.
Resource Usage diagram consists of two parts: the task list and graphic presentation of the tasks.

Harma ProjectMame  Expenses w36, 01 Sep 2024 w37, 04 Sep 2024
M oM 02 03 04 05 06 OF 08 09 10 11 12 13
E Bob's Excavation 148,80 o | [ 200 [ ] B [
Clearing and Site Grading Construction 24,000 100% 100%
Excavation Construction 25,600 100%
Concrele Piles Construction 16,000 100%
Brck Construction 40,000 100% 1008
Wenting Construction %000 % 10 T
Design provides Construction Site Arrangement 17,6005
Design provides Construction Lease aMew Facility 17,600 5 10 100%
E Surveyor 1 19,200 100% 100%
Stake lines and grades Construction 8,000 % 100% 100%
Footings Construction 11,200
[ Baker Flooring 84,480 wos ] [ e
E Surveyor 2 21,600 100%

It is a kind of a Gantt Chart which shows you all resources with their usage by tasks and money.

1. You can find out which projects resources are used in, what tasks are assigned to them, and finally,
how much it costs.

2. To quickly mowe to the Resource view just make double-click on a resource name.

3. To mowe to the Gantt chart view make a double-click on a task name.

4. The graphic part of the diagram displays tasks as bars. Bars are arranged in accordance with the
Timescale, displaying the task start /end time, duration, and percentage of resource working time

occupied on a task.
5. If the total resource load currently exceeds 100%, the resource chart bar will show it with a red color.
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Columns that contains the resources usage information can be managed using the Resource Usage Grid
Context Menu.

MName Project Mame Expenses

Sort Ascending
"14™ Bulkhead at Kneewall” .
Sort Descending

"“14™ Bulkheadfor Crown & Faux"
"15™ Deep Wall at Fantry”

2xd 'Wall Studs

Mo Serting

ﬂ Colurmn Customization...
Alarm Rough-In e PULITETT PRI AT T U T

Architectdesigns preliminary Space Flan Lease aMew Facility 6,000 3%

Baker Flooring 84,480
Beams,Trim, etc. Kitchen Renovation 1,200%
Bob's Excavation 148,80
Brick Construction 40,000
Brick Hearth & Mantle Kitchen Renovation 11,2003

Sort Ascending - Sort the resource usage list by the column selected (A to Z for words, or smallest to
largest for numbers);

Sort Descending - Sort the resource usage list by the column selected (Zto A for words, or largest to
smallest for numbers );

Not Sorting - Cancel sorting;

Hide Column - Hide the selected column;

Column Customization - invoke the Column Customization dialog.

The width of a column can also be changed. For this set the cursor to the right edge of the column (the
cursor should turn a double-sided arrow) and drag it to the needed direction.
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Filters Mode

The embedded filters of ConceptDraw PROJECT can be very useful for viewing a specific range of
information. You can apply filters to tasks, resources and even projects. Filters mode can be activated
from the Filters section on the View tab.

1. Select one of the embedded filters from the drop-down menu.

. O ™8 E [Commencial Construction_multiproject_new.cdpz - G
Home View Share

- e bem = i il e " — o

— L— — g - =

=« F =20 qazTm ZE=F L E T < Xd

Gantt Resources Multiproject Resource Reports In Out Timeline Scale Expand Collapse Outhine Show Phases Shew/Highlight
Chart Usage - AR Al Level -

Sebect View Timescae a Expand /Collapre Fifters

Filter Mode: Milestones

? Your changes are not fitered unt you press Refiter button @

i — Priody Sl 2023 Septembaer 2021 October 2023
wil w3 WM Wl WM Wl WM Wl Wi Wl
1 % Construction Contract Award 1 peeD0  sm2023 ﬁ_ﬂ?mn
2%  AcceptSite 00000  aMa2023 8/14/2023
15 ¥ Exterior Tim 00000 s2w2023 * 8232023
=l L ) e e e L e ' - " oo e - oAl

2. Toggle Show/Highlight item, to highlight filtered items without hiding the other data.

. ow 8K [Commercial Construction_multiproject_new.cdpe - Ge
Heme View Share
— I T =l = B BE o e .
= s EH e TMmM = F L E T  exa
Gantt Resources Multiproject Resource Reports in Out Timeline Scale  Expand Collapse Outhine Show Phas
Chart Usage - All All Lewel ™
Sebect View Tumeicae % Expand Collapse Filters [

Filter Mode: Milestones

? Yeour changes are not fitered untl you press Refizer button @

Fosal Sepleaber 2003 Oclobs

g R ] -~ :;m W Wl WM w3 Wl Wi Wi W wid

1% Construction Contract Award 1 o000 a7 |

2 % AcceptSite BOR00 84202

3 % Stake lines and grades 0000 8282023 |

4% Clearing and Site Grading 0000 2N Boby's Exce

5% Unilities 80000 a2

& % Excavation 00000 8142023 PSSl Boli's Excavation [ 100 %] Exer

7 % B Foundstion and Rackfill BRE00  wNT —

ConceptDraw PROJECT User Interface Reference © 2024 CS Odessa corp.
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3. Toggle Show Phases item to display phases that are associated with tasks which are shown in the

filtered view.

. il AaEalkel B ) [Commercial Construction_multiproject_new.cdpz « G-

“ Home View Share
—_— [T das == - o — T e B~ — Ly (e - =,
=« F 8 =M Z=FL E Y  Joxg
Gantt Resources Multiproject Resource Reports In COut Timeline Scale  Expand Collapse Qutline | [+ Show Phases|| | Shew/Highlight
Chart Usage . All Al Level

Select View Timescals fa Expand/Collapss Filters L

Filter Mode: Milestones

? Your changes are not fitered untl you press Refiter button @

¢

H e AL L ‘:ﬂlﬁlﬁ w33 wid  w3b M:szn?:ar wid  wag G:r

1 % Construction Contract Award 1 peR00  sw2023 ﬁji?.fzﬂﬁ

2% AcceptSite BRR00 8142023 81412023

13 * E Exterior Wall Surfaces 000 PN v

15 % Exterior Tim BRR00 822023 * 82372023

16 %@ Soughin Ductwork, Plumbing and ' g 3901 arei2023 b —

19 % Panrihgarg= BARND ey * PPN Gerypagr ?

4. You can reverse filtering condition using Invert button.

. B8 ' H "y ' E [Commercial Construction_multiproject_new.cdpz - Ga
“ Home View Share
— | [ T - o] i B B p—  [Cp— g p— . )
— [ — O [ 7 - : e -
= 2 H e FTMA == F 8 E Yo = {d
Gantt Resources Multiproject Resource Reports Ins Qut Timeline Scale  Expand Collapse Outliny Show Phases Shiow/ Highlight
Chart Usage . All All Level™
Salpct View Timescais H Expand/Collagse Fitters n

Filter Mode: Milestones

? Your changes are not filtered untl you press Refiter button @

. Name o - September 2023 October 2023 t
w35 w3B w37 wdE  w3D  widD  wdl wd2  wdl waf
3 ¥ Stake lines and grades BRR00 a/2802023 Survayer 1
4 % Clearing and Site Grading pee00 942023 Bob's Excavation Excavator [ 1]
& % Utilities BOR00 932023 - Surveyor 2
& ¥ Excavation BRR00 gEM4/2023 Boly's Excavation [ 100 %]; Excavator [1]
7 ¥ B Tny Aap om ol Pack™ RADL o grarapan

=
5. Use the Refilter button #* to reapply the filter when you have made changes in the project
schedule.

6. To remowe the filter, click on the Clear Filter button.

T|Mi|e5tu:ur1e5 '|4 X h‘

Show phases [ | Show/Highlight

Filters ]

You can customize the filtering options using the Eilters dialog.

ConceptDraw PROJECT User Interface Reference © 2024 CS Odessa corp.
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Critical Path

Critical Path Analysis helps identify the minimum length of time needed to complete a project. When you
need to run an accelerated project, the critical path will help you identify which project steps you should
accelerate to complete the project within the available time. Select the Gantt Chart View or Multiproject
View and check the Critical path option on the View toolbar. The critical path will be highlighted with the
red color.

The critical path of a single project shows which tasks are most critical: the ones that add up to the
longest project duration.

Critical Path is defined for each task individually.A task is displayed as Critical if its slack (delay
potential) does not exceed the value specified in the Document Properties, Advanced tab and this delay
would delay the entire project.

[ BN B-Kalal B % [Commercial Construction_multiproject_new.cdpz - Gantt Chart] - ConceptDraw PROJECT
Home View Share
S| BizE RQTm EE [EAC—
Gantt | Resources Multiproject Resource Reports In Out Timeline Scale  Expand Collapse Outline
Chart Usage - ] All Level=
‘ o - Fibh T August 2023 September 2023 October 2003
L wid wi wi2 wid wi wis wis wiT wid wid wald wil wa2 wald
2 % Accept Site BIGI2023 0% BI6/2023
3 %  Stake lines and grades BI28/2023 Y2023 100 %
4 % Clearing and Site Grading BAZ023 222023 6T % - ==
5 % Utilities 91142023 1001372023 100 % ]
& % Excavation 81472023 942023 100 % —
7 % E Foundation and Backfill Q2023 101372023 32% :
8% Footings 182023 101572023 0%
9 % Spread Footings BIA2023 Q222023 53%
10 % Concrete Piles /1172023 9/22/2023 30 %
1 % Slab on Grade 81252023 B26/2023 100 %
12 % Walls 252023 1001372023 B%
13 % 5 Exterior Wall Surfaces BI2172083 L rrlrirs] 40 %

The critical path of a multiple project shows which projects are most critical to complete all the projects
on time.

] a2l B, Ry Ic ial €. ject_new.cdpz - Multiproject D, ) - ConceptDraw PROJECT
Multipro;
“ Home View Share Settings
g [T | b = = - = - th
S &[FS H | ¢ = Y hotie —=ll—al— .
- - » & 2 — -
Gantt Resourced Multiprojeet| Resource Reports In Out Timeline Scale  Expand Collapse Outline * _& —
Chart Usage - All All Level™ ¥| Show Text Boxes
r. 5 e, Hide
e 203 3rd Quarter 2023 4th Quuarter 2023 15t Quarter 2024 2nd Quartes 2024
£ Project Name Start Date Finish Date Budge Company
May Jun Jul Aug Sep Oet Mew Dec Jan Feb Mar Apr May
1 % E Construction 7302023 11152023 6158805 ———
2% Construction Project 73012023 10132023 2458805 ABCConstruction I T ohn Smith
3% Site Arrangement TR0z 111502023 3700005 Constructor Lid B TR o Giovn
4 % E Renovation TIZBROZI 11102023 430,000% P——
5 % Lease aNew Facility 81472023 111072023 2500005 Constructor Lid T EETE TcrEiown
B ¥ Kitehen Renovation TrR82023 117212023 1800005 ABC Construction m John Smith
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Share

. A U H "y A = [Commercial Construction_multiproject_new.cdpz - Gantt Chart] - ConceptDraw PROJECT

Home View Share
]} oo - ] 1
= B M|
= & @ g K g o
Capture Images MS DIAGRAM  Open in Adobe MS MSs Mindjet Text

Shde~ PowerPoint - MINDMAP PDF  Excel™ Project MindManager Qutline
Presentation ConceptDraw Exports

il

Presentation
=| Capture Slides

— d Visible area
= Whole view
ConceptDraw PROJECT allows you to make slides for presentation. You can
create slides from any of project views.

Make slide from the current project view according to chosen option. The slides
will appear in the pop-up Slide Preview panel.

CEC mages: Sawe slides in PNG format.

=

LDl MS PowerPoint: Save slides as MS PowerPoint presentation (PPTX).

r3

ConceptDraw
DIAGRAM: Create a Project Management diagram in ConceptDraw DIAGRAM
Open in MINDMAP: Open the current document in ConceptDraw MINDMAP ,
having closed it in ConceptDraw PROJECT.

Exports

Adobe PDF: Export the document to Adobe PDF.

MS Excel: Options for Export project tables, as they appear in View mode, to a
Microsoft Excel workbook (XLSX).
MS Project: Export the document to Microsoft Project XML.

Mindjet MaindManager: Sawe the document in Mindjet MindManager format
(MMAP).
Text Outline: Export the document to text outline.

il B ﬁ‘ﬁ ﬂ_ B
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DIAGRAM

Project management diagrams give you the ability to view at a detailed level project attributes such as
project scope, logical connections in the project, critical paths, key events on the timeline, milestones,
tasks, calendars for work, and resource utilization. Transforming project data into different visual forms is
a productive way of looking at your project from different perspectives. It also helps you deliver project
information in suitable way depending on your objectives and audience.

. M ' H "y A B [Commercial Construction_multiproject_new.cdpz - Gantt Chart] - ConceptDraw PROJECT

Home View Share
o o o ] | T
=& @ |20 Boea O

il

Capture Images M5 DIAGRAM| Open in Adobe M5 M5 Mindjet Text
Slide™ PowerPoint PMINDMAP PDF  Excel™ Project MindManager Qutline
Presentation ConceptDraw Exports

Select the proper diagram type from the drop-down list of the DIAGRAM button on the Share tab. There
are 10 types of visual project diagrams available: Gantt Chart, Milestones chart, PERT chart, Radial
Structure chart, Resource Calendar, Resource Usage diagram ,Timeline, Timeline From Marked Tasks ,
and WBS chart. The diagram will be generated and opened in ConceptDraw DIAGRAM.

Project Management Diagrams

Gantt Chart Milestone Chart

Create Gantt chart diagram from Show only linked milestones
projects tasks with an outline level

equal or less than two

Milestone Chart Extended ENEEEEEEE PERT Chart

Show all milestones Create Project Evaluation and
Review Technique diagram from
projects tasks

Radial Tasks Structure Resource Calendar

Create Radial Tasks Structure chart Create project calendars for

from projects tasks to show the — —==== resources assigned to projects tasks
volume of work

©m

Timeline

Create Timeline diagram from
project tasks with an cutline level
equal or less than two

= Timeline From Marked Tasks WES
L - Create Timeline diagram from égé Create Work Breakdown Structure

—h projects tasks with marking option diagram from projects tasks

Resource Usage
Create Resource Usage diagrams for
resources assigned to projects tasks
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MINDMAP

. i . H [a) a R [Commercial Construction_multiproject_new.cdpz - Gantt Chart] - ConceptDraw PROJECT

Home View Share
o o o ] b mal T
= = 2oa O
= & @ | ﬂ
Capture Images M5 DIAGRA| Open in Adobe M5 M5 Mindjet Text

Slide™ PowerPoint - PAINDIAP PDF  Excel™ Project MindManager Qutline
Presentation ConceptDraw Exports

The compatibility between ConceptDraw products allows you to migrate your documents from MINDMAP
to PROJECT and vise versa. You can see the project data in a mind map structure by opening your
project in ConceptDraw MINDMAP. Mind map will consist from topics of Project Management type,
which contain all project information. Project Notes will be opened as Notes to topics. All hyperlinks will
be displayed in the Hypernote panel. This way you are switching views without creating extra files. You
can see the same file in both applications:

il

ConceptDraw PROJECT

ug 2024 wi, 18 Aug 2024 w35, 25 Aug 2024 LA Task B x
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N
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ConceptDraw MINDMAP

s. Audit Planning

) Preliminary Analysis

Audit Actrabes

i : Subsequent Events Riveenw

Post Journal Entries

Compltte 100 &

Prixity o

Resources | Mie G sbowski:Pat O Torme st

Ohgecte

cont $400.00 -

4 Dates

St Date (7 | MG.08.2024 - 8:00 AM -5

,i tuebste O [16.0822% -] [scomfz]
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Home View Share
El oo o o ] | ﬁ
= & @ o 3| [0

MS M5

Capture Images M5
Slide™ PowerPoint - MINDMAP PDF | Excel™ Project MindManager Qutline

DIAGRAM  Open in Adob

Presentation ConceptDraw
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[Commercial Construction_multiproject_new.cdpz - Gantt Chart] - ConceptDraw PROJECT

The drop-down list of export to MS Excel options contains two items:
1. Export tables from all views (also available from the File menu)
In this case, the Excel file will contain all the tables from the project file. The same function is available in
the Export section of the File menu under the Export to MS Excel item.

D

Complete

100 %
67 %
50%
50%
100 %
37%
0%
33%

A B C

1 Name Start Finish
2 Audit Planning 8/13/2024 8/14/2024
3 |Preliminary Analysis 8/16/2024 8/19/2024
4 | Prepare Trial Balance 8f16/2024 8f19/2024
5 ] Test of Transactions 8/16/2024 8/19/2024
6 | Ratio Analysis 8/16/2024 8/16/2024
?_ Audit Activities 8/20f2024 8/27f2024
8 | Cashand Equivalents 8/20/2024

9 | Accounts Receivable 8/22/32024 8/26/2024

» Multiproject Dashboard | Audit - Gantt Chart | Resource Sheet | Resou ...

2. Export table from the current view
In this case, the Excel file will contain a single table - the last one opened before going to the Share tab.
For example, to export the Resources Usage table to MS Excel, the following steps are required:
1. Open Resource usage view.

2. Go to the Share tab and select item 2 from the drop-down menu.

A
WETulE

) |Mike Grabowski

Test of Transactions
Ratio Analysis
Accounts Receivable

34] Inventories

35 | PostAdjusting Journal
36 | PostReclassification
37 |Jane Postal

38 | Income Tgs—fecraat

Project Name

Audit
Audit
Audit
Audit
Audit
Audit

Audit

B

[+

C

Expenses

1,040.00 §
240.00 %
160.00 §
480.00%
640.00 §

80.00%
80.00%
160.00 §
160.00 §

Resource Usage Sheet |

i
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Dialogs

Dialogs are the main means of communication between the program and the user. They are used to set
various components and properties of the program. Modal dialogs are mostly called from the menus, or
by using the keyboard shortcuts. When this dialog is open, you can't work with other tools.

Timescale

Column Customization
Edit Markers
Predecessors

Filters

Options

Document Properties
Find

Replace
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Timescale

The Timescale dialog is called from the Timescale group of the View ribbon.
Use it to determine the time measure units for tasks in your document.

Home View Share

o Gantt Chart ©= Resource Usage ® In o= Expand All [
% Resources @ Reports =5, Out |: Scale @ Collapse All %E Outline Level
}Multipru:uject "= Timeline H
Select View Timescale M Expand/Collapse

Timescale >
Top Tier Formatting

Units: | Weeks w Align: | Left W
Bottom Tier Formatting

Units: | Days v Align: | Center =

Cancel

Units - Specify units from units list for large and small scales on Timescale gauge.
Align - Specify text alignment on timescale.
Count - Specify units interval.
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Column Customization

All project views: Multiproject, Gantt, Resources, and Resource Usage contain information lists divided
into columns. The Column Customization dialogs allow the management of the columns’ visibility. The
dialogs can be invoked from the context menu of the grid of each view. Also Customize Columns dialog
also can be accessed from View tab.

Home View Share Search
o+ *ZResource Usage & =B Y Mo fier . . A Critical Path [ Baseline

& = Reports Q ﬁscale B— = Outline Level mE | Assigned Resources
—_— Theme
] = ] ¥| Show Text Boxes

Select View imescale = Expand/Collapse Filters  Themes Show/Hide Columrs

The most massive is the column customization possibilities of the Gantt Chart. View and edit
information to be displayed at the project outline.

Column Customization >
Calumn Ll | (0]4 |
Hyperlinks Cancel
Mame
Duration Move Up
Priority
Start Move Down
Finish Select Al
Complete
Cost v | | Deselect Al

The Column Customization dialog contains the following columns:

Gantt Chart View

Baseline Cost Total planned cost for an task
Baseline Finish The planned completion date for a task.
Baseline Start The planned beginning date for a task.

The current status of task in percentages of the task’s

Complete duration that has been completed.

Cost The total scheduled cost for a task
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Column Customization
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Cost to Completion

The piece of total scheduled cost that remains for a task
{completion.

Cost1

The custom column, user can use to enter any additional
linformation on the task cost

CP

Tasks, marked in this column make a project's critical path.

Custom Mark

Indicates tasks marked to be used in the Timeline from
IMarked Tasks report.

Additional specific information important for a particular

Custom 1-10 'project added by user.
. The target data, indicates when the task should be
Deadline
lcompleted
Duration The total span of a working time for a task
Early Finish The earliest date that a task could possibly be completed.
Early Slack The duration between the Early Start and Early Finish Dates
Early Start The earliest date that a task could possibly begin.
Finish The date when a task is scheduled to be completed
Hyperlinks Add/Edit hyperlinks to a task
. The latest date that a task can finish without delaying the
Late Finish . .
{finish of the project.
Late Slack The duration between the Late Start and Late FinishDates
Late Start Th_e latest date _that a task can start without delaying the
{finish of the project.
Name Project task name

ConceptDraw PROJECT User Interface Reference

© 2024 CS Odessa corp.
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Notes

{Comment you can enter about the current project

Outline Level

|Displays the place of task in the project outline hierarchy.

Outline Number

The number that displays the associated task’s position in
Ithe project outline hierarchy.

Planned Complete

The planned task completion status (percentages) at the
lcurrent date.

The tasks numbers (#) on which the task depends before it

Predecessors ican be started or finished.
Priority The level of importance given to a task by project manager
Resources |Resources assigned to task
Start The date when a task is scheduled to be started
The tasks numbers (#) that act as successors for the current
Successors task (tasks, whose start or finish date is driven by their
predecessor task.)
The total amount of time , scheduled on a task for all
Work assigned resources., or the total amount of time , scheduled
for particular resource on a task (Assign Resource panel)
The Unique ID field contains the number that ConceptDraw
Unique ID PROJECT automatically designates whenever a new task is

created in the current project.

Multiproject View

Baseline Cost

Total planned cost for a project

Baseline Finish

The planned completion date for a project

Baseline Start

The planned beginning date for a project.

Budget

The budget, allocated to a project.

ConceptDraw PROJECT User Interface Reference

© 2024 CS Odessa corp.
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Company {Company Name

The current status of project in percentages of the project’s

Complete duration that has been completed.

Changing of the Complete value between the current and

Complete Increase , .
previously saved measured in percent

Changing of the Complete Increase value between the

Complete Increase Rate ) .
current and previously saved measured in percent

Cost The total scheduled cost for a project

Cost to Completion The piece of total scheduled cost that remains for a project

{completion
Duration The total span of a working time for a task
Finish Date The date when a project is scheduled to be completed
Hyperlinks Add/Edit hyperlinks to a project
Objective |Project objectives

The planned project completion status (percentages) at the

Planned Complete lcurrent date.

Priority The level of importance given to a project by project manager
Project Description Short description of the project

Project Manager Who is project Manager?

Project Name |Project name

Project Site Url of the corresponding website

ConceptDraw PROJECT User Interface Reference © 2024 CS Odessa corp.
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Start Date The date when a project is scheduled to be started
Resources View
For Work resource displays the cost that accrues every time
Cost unit, the resource is used.
For a non-human resource displays the cost that accrues at
one unit of the resource usage.
Email |Contact email address assigned to resource
Group A customizable field to structure resources into groups
Hyperlinks Add/Edit hyperlinks to a resource
Name IResource name
Notes {Comment you can enter about the current resource
Tvpe Type of the resource (work, material, cost, equipment,
yp lcompany)
The Unique ID field contains the number that ConceptDraw
Unique ID PROJECT automatically designates whenever a new
resource is created in the current project.

ConceptDraw PROJECT User Interface Reference © 2024 CS Odessa corp.
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Mark selected item with color. Using color markers is an efficient way to highlight rows on the project

timeline and help you position and arrange the project items.
The Edit Markers dialog is called from the Markers group of the Home ribbon.

Heome Wiew Share
‘ Paste |Aria| vl 10 Y| .Soluﬁnns = ‘§E Resource Usage ﬁ Microreports ~ = E E E
o Cut  EAWrap Text &, 5 Reports
i v General Link Move Go
' Copy ab~ A A t . . - to~
Clipboard Format Text Select View Microreports

Use the Edit markers dialog to set names for Markers. Just click a marker and start typing.

Edit markers

.

| Orange marker
| Yellow marker

EEE
EENE
m X

Markerslﬁ'l

ConceptDraw PROJECT User Interface Reference
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Predecessors
Predecessors dialog can be accessed from the Link section in the Home tab. The Predecessors
settings also available in the Links panel
Home View Share

EPaste |Aria| '|10 '| .Solutions - Gantt Chart AE Resource Usage ﬁMicroreports - => EDeIete ELink -

J‘: Cut JWrap Text &, Resources =i Reports E Add Text Box IE:UnIink

p—

‘CUP)‘ A A A .:Multiproject =
Clipboard Format Text Select View Micrarepors General Link

Once you have created a list of project tasks, you need to edit your project schedule in more detail by
moving tasks, setting dependences between project tasks, or making other changes using the Home tab
tools. For example: you have tasks that you would like to link together. But, also you need to add lag
time between 2 tasks.

You can make this using the Predecessors dialog.

- — = Foe Compiain 4 Seplember 2004 Cenaber 200
u Wi wld w5 wE wIT W Wi wld) wil] adl Wl wld
1 % Construction Contract Award 1 it % ¥ 2024
2% AcceptSie 2024 0% \—L—'-. BM400
3%  Siake hines and grades BI2072024 2024 100 % Sufviyor 1
4% Clessng and Site Grading ETE Tt QR4rM24 ET% - : Bob's Excavaticn Excavaior [ 1]
5% Lhikes 2028 0024 100 % Surngyod 2
& % Excavafion BrAr2024 G4y 150 % [ Bob's Excavation | 100/%]; Excarrator [ 1]
T % B Foundation and Backfil LT R RL %%
LI Fiaotings LRSI 10142024 TR Sureeyor 1
[ Speand Foolings Preducain w Baker Floonr
% W Concrate Piles _':| Bokrs Excay
"% Slab on Gerade Pt [ e Suriayor 2
Y Wl L eesse—
13 % E Extarlor Wall Surfaces Ll ) L) LN —
14 % Bngk @ - Arcept S Finish b Start e (— Bob's Excavateon Excavator [ 1]
1§ Extarics Trim & - Cliaong and Sie Grading Finish & Star 24
. ‘fﬂﬂmﬂw |5 - Excarvmsan Finbhie St 104
17 % Instal Heatpumps — Biaber Floonng Truck [ 1]
18 % Wanling Job s Excavalion
19 % Pansboards M Sureeyar 2
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Filters

Those who use ConceptDraw PROJECT in their daily work may have faced the need to filter their project
in some special way to get the appropriate information. To customize filtering options use the Filters
dialog that can be accessed from Edit Filter button in the Eilters section on the View tab.

Home View Share

o Gantt Chart *Z Resource Usage & In o= Expand All [

- — T Nofilter - i
®, Resources = Reports =, Out [ Scale B Collapse Al 2= Outline Level
| 3 Multiproject = Timeline [
select View Timescale 1 Expand/Collapse Filters

In the left part of the window, you can specify the project view, which is filtered by default. There is also
the filters list which contains predefined and user created filtering options.

Filters o~

Filters for: |Tasks w Hame: | Actve Tasks

Active Tosks | Desoriotion: [ Show tasks thethave been started but ot conpleted yet
Bazabne Frich Violaton v

Bacsaine Start Wolaton
Compiate RBNGE... Eoit Editcolumn Edt Edivaie
Comoieted Tasks Calurn colmn laks Test Value wale label

Cost Greater Than, ..
Complse Ha does nol egul
Ciost Overbudget E

Critieal A Ha 5 less than or eoal i

Date Range.,, Finesh Mo Is greater than or el i

Trecenpbe bed Tacshs

Irecoemple ted Tasios Using Resou

Late Critical Tasis

Late Tasks

Milesiones

Phases

Tack Rangs...

Tasks With Desdines

Tasks With Mame.,,

Tagks With Overalocated Reso

Top Lewel Tasks w
% > Thes filter s standerd and noneditable. Yo can onlly dupbcate it

T e o]l e

Relaton

g 88

Mo and

Filters for; [Tasks -

Filters for: Specify the project view, which is filtered by default: Project, Tasks, or Resources.
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Available Filters List: The filters list which contains predefined and custom filters.

Active Tasks -
Baseline Fimish Violation b
Baseline Start Violation

Complete Range...
Incompleted Tasks

Incompleted Tasks Using Resou

Tasks With Overallocated Resm

Top Level Tasks

IUnstarted Tasks -
a4 | m | b

m

. Add Filter: Add new custom filtering conditions. Edit custom filter using editing window. and * (-]
Add/Remove criteria buttons.

Filters

Filters for: | Tesis w Mame:  Baker Floorng

Active Tasks A

Baseire Finigh Violation

Descoriphion: | Saker Flooeing Achve Tasks

Baselne Start Violation Edt  Editcoumn Edt  Editwale

Compiets Flange... T courn labsi Tt Vilue valks 1abe Ruislon
Completed Tashks
Cost Greater Than..,

Coat Orverbiadoet
Cribcal Rz ourmes Ha Con s Tk Na o

Date fange... Resoumess Ha Conns Concrebe moer Ha o

Encompleted Tasks

Encompiated Tasks Lising Resouw

Laster Criscal Tosks

Lite Toaesles

Milestones

Fhames

Task Range...

Tasks With Deadines

Tasks With Nasme., ..

Tasks With Overallocated Fese v
< » *||=-

T ™ oa|| T

Complas Ha is greaber han 1] Hia
Resoumes Ho Conbns Floorng Wi and

L Remove Filter: Remowe the selected filters.
*The predefined filtering options cannot be edited or removed.

TTDupIicate Filter: Duplicate the selected filters. If you need to modify predefined filter, you should
duplicate this filter by clicking “Duplicate filter”
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T Export Filter to File: This operation allows exporting selected custom filters into single XML file

and copying it to other computer.

-l

Import Filter from File: This operation allows importing your custom filters from XML file. Thus,

the filters will be available on any computer no matter which ConceptDraw PROJECT document you

work with.

Bl o o s o
: = ® 3 & . a . T - B Panels
= Gaett Chart S Rescurce Usege %, In _ o Expand All | — Yo X g [ [e—] Critical Path b Baneline Sehect = [l Panels
&, Resources B Repeits 8 ow T esle BT Collapie bt Livel 3 r ; | o] Assgned Ressurces B windews
_— Shaw Phases [ ShowMighlight . -
B Mutipregecy < Timelne ] Show Text Bomes
alest View Tmescse 5 _— Tremes Hise ar

? Your changes ane not fitened unti you press Riefiter button lzl

. - . fren Compiae T Desober 2034 wenber 2004 December 2024
war wil =% WAl w1 il Wil wid wik il wAT wal w Wi

1% Construction Contract Avward 1 BT2024 0%

2% Accept Site B42024 0%

3% Siake bnes and grades 282024 S02024 100 % . Surveyor 1

4% Clearing and Site Grading QA0 VIR 67 % IS Eob's Excavation Excavator[1]

5%  Unikties WANEM T 100 % Suneeyor 2
8%  Excavation ERA2024 W20 100 % Bob's Excavation [ 100 %) Excavalor [1]

7% E Foundation and Backfill W24 TTI2024 T | ———

Lh Footings 2024 TT2024 100 % Baker Floosing

LE Spread Footings 42024 242024 3% __t‘ Blaker Floonng, Concrete mixer[ 1]
0% Cancrats Piles WI172024 22472024 %~ Ecb's Excavation Concrels mixer[ 1]
ne Slab o Grade W02 II0M 100 % u Survayor 2
b Walls 112024 012024 100 % Eiaker Flooning. Truck [ 1]
13% £ Exterior Wall Surfaces B0 W0 40 4, —
1 Brick BAN2024 WS04 40 % I Baob's Excavatson Excavator| 1]
5y Extenior Trim BZWZ2024 0%
158 m::iﬁhgmmu wE024  W2E04 7 % S—
ik install Heatpumps Qe2024 22024 1 % Buaker Floonng: Truck [ 1]
n Vaating V2024 122024 100 % —— Bab's Excavalion
8y Panelboards WEI024 100 % WEZ024; Surveyor 2

Tele Setirty, snd meeimang A ane n - [ - -
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Options

Can be accessed from the FEile tab. Allows to configure the default application settings that will be
applied to all new documents created in ConceptDraw PROJECT.

CongaptDnps PROJCT sptizne
.
Schedie
gy o ot Coler nchame:
dasoare
Gantt crart hoe
S chocument view petings:
Curment Bocumert 2
ant; T sl
Pk siaws | #
Currer
Curercy pmiot: | §
Cumency postiore | § 1.73
Siecmal dgts:
o | Caneed
CongaptDnps PROJCT sptizne
Gereral

Display on a new document: Set up document default
view
Color scheme: Set up document color scheme
New document view settings: Set up new document
view (custom or default)
Currency symbol: Set up currency symbol
Currency position: Select currency position
Decimal digits: Set up amount of decimal digits
Behaviour: On/Off the Smart Enter mode
On/Off the deadline Mircoreports automatic
generation

Calendars:

Working week days: Set up working week days.

Default working time: Set up default schedule. Schedule
is presented as set of daily working time intervals.

Work units:

Week starts on: Select week start.

Hours per day: Set up working hours amount per day.
Hours per week: Set up working hours amount per
week.

Day per month: Set up working days amount per month.

Scheduling:

Default task type: Choose what you would like to fix:
Units, Duration or Work

Default task duration: Set up a task duration on default
Default task start date : Set up a default start date of the
new task

Effort - driven check box: Set up the effort-driven options
for the new tasks

Read more how to use the Effort-Driven Scheduling
Method



https://www.conceptdraw.com/helpdesk/how-to-use-the-effort-driven-scheduling
https://www.conceptdraw.com/helpdesk/how-to-use-the-effort-driven-scheduling

Autosave

Concaptlnps FRONCT options
tereal

Aoz ptions

Sehedie

£ 1
e

Cancal

Autosave:

Switch on/of autosave
Every:

Set up autosave periodicity

54
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Document Properties

View and Edit parameters of the current document. Document Properties dialog is available from the File
ribbon. It contains three tabs: General, Calendar and Advanced.

General

General tab allows to set the starting points of project calculations.

1. Currency section. Here you can define the project currency options.

2. Work units section. Here you can set the units of measurement for calculating the costs of
employees engaged in the project.

3. Fiscal year section. Here you can change a fiscal year beginning date. This date affects the position
of quarters/half-years/years on the timeline and the choice of reporting period.

Document Properties =

General Calendar Access  Advanced

Currency
Currency symbal: | g v|
Currency position: |1 £ e
Decimal digits: | 0 |
Work Units
Hours per day: | 8 | =
Hours per week: | 40 | =
Days per month: | 20 | =
Fiscal Year

Start Date: January LT :

Cancel Apply
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Calendar

Calendar tab is used to customize the default project calendar. To make your new calendar available for
other projects to use, save the project as a template using the Save as option in the Eile menu. So the
new calendar will be there for every new project created with that template.

Document Properties

General

Calendar

Settings for calendar:
Standard

ACcess

Advanced

Su

11

18

25

Mo

n

12

—
=]

=]
&

Tu

o

13

8-2024

We Th

14

21

28

Fr

[35]

L

Sa

« | | Reset to default

Day working time:

] Morworking
From To
3:00 12:00
13:00 1700

G

Cancal

Apply
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You can set up schedule for particular resources in your project.

Select resource from the drop-down list to create a Work resource personal schedule. Selects set of
dates to do this. Set up schedule to selected dates. Schedule is presented as set of daily working time
intervals. You can set the selected dates as non-working.

Document Properties *

General Calendar Access Advanced

Settings for calendar:

Standard w | | Reset to default |~

Bob's Excavation prking time:
Surveyor 1
Baker Floaring working
Surveyor 2
Tom Sheldon am Ta
Rich Gannan
Joe Smith Hulu} 12:00
Tom Farrell =000 17:00
Mike Grabowski
Jane Postal

Pat O'Tormey
HVAC R Us
Exteriors Unlimited

25 26 27 28 29 30 I

ra
I
s

Corcel | sl
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Access

You can protect your document from unwanted access by setting a password and role-based access to
the project file. Role-based access control helps you manage who has access to project files, what they
can do, and what project information they can access. The "Protect Document Access" check box
allows you to toggle document protection mode on/off.

Document Properties et

General Calendar Access Advanced

|:| Protect Access to Document
User Rale Add User. .
Edit User...
Remove User...

Cancel Apply
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To set up role-based access to a project document, follow these steps:

1. Check the box.
2. Enter the username and password. The first user gets the Project Manager role by default.

Document Properties et

General Calendar Access  Advanced

Protect Access to Document

Add Project Manager X

User

User: | Richard Miller

Access type: |Project Manager

Pazeword: | eeesssses

Confirm password: | sesesssss|

oK Cancel

0K Cancel Apply




3. Add other users by specifying their roles:

60

Project manager (PM) - full access to all changes in the document. You can add several PM users.
Resource manager (RM) - access only to changes in the Resource view, Resource usage, and task

assignments.
Viewer (V) - read-only access without the right to save the document.

Add User >

User: | Tina tilson

Access type! |Project Manager i

Project Manager
Password;
Viewer

Confirm password;

o

Project Manager user can manage access of all users

m
m

General Calendar Access  Advanced

Protect Access to Document

User Role Add User. ..
Richard Miller (PM)
Tina Tilsen v Edit User. ..

Remove User,..

Ok Cancel

Apply




Dialogs Document Properties
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To access a protected document, one need to enter username and password.

Login *

Login *

Llser: | Richard Miller |

Password: | sesnsnnes |

Lo || caned |

ConceptDraw PROJECT User Interface Reference © 2024 CS Odessa corp.



Advanced

Advanced tab allows to set the critical path and critical task parameters.

Document Properties

General Calendar Access  Advanced
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Critical Path

Calculate independent critical path for each project

Task is critical if slack is less than or equal to: IEI = days

Cancel

Apply




Dialogs Find
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Find

This dialog allows you to search for text in a project schedule. You can call the dialog from the Home
tab.

I Paste | Arial v|9 ~| [Sclutions | GanttChart *= ResourceUsage (o) Microreports = i, B Delete = - T Eoown Foseected [l W M| FE Colendar  [lSave 5 Smart Enter
X ot Sawrap et &, Resources | Reports S Add TextBox  £2 = Brey HEEE " Replace
B copy b A A B Multiproject = - X

=
Clipboard Format Text

Select View Micrareports General Link Move Goto Markers & Calendar Easeline Editing

The Find dialog:

Find and Replace =

Find Replace

Find what: | | |

Loak in column: |AJI Columns e |

[ Match caze

Find P'rem'ous| | Find Mext | | Close |

ConceptDraw PROJECT User Interface Reference © 2024 CS Odessa corp.
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Replace
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Replace

This dialog allows you to replace text in a project schedule. You can call the dialog from the Home tab.

Home  View  Share iio-
I Paste | Arial v|9 ~| [Sclutions | GanttChart *= ResourceUsage (o) Microreports = i, B Delete = - = Eoown Foseected [l B W FHColendor FhSove JiFind  EE)Smart Enter
Yo Eawepte &, Resources B Reports B UaddTetBox €2 = Brody HHENE
Bcopy ab” A A W Multiproject - I X
Clipboad Format Text Select View Microreports General Link Move Goto Markers Calendar Easeline Editing
The Replace dialog:
Find and Replace =
Find Replace
Find what: | | |
Replace with: | |
Look in column: |AJI Columns Vl
[ |Match case
| Replace All | | Replace | |F|r'|d P'rem'uus| | Find Mext | | Close |

ConceptDraw PROJECT User Interface Reference
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Floating Panels

Some tools and features in ConceptDraw PROJECT are accessible from the floating panels. Floating

panels can be accessed from the drop down list of the Panels button on the View tab.
Home | View  Share ie-
am Y hotne - —Rl—al—= Critical Path 7o Baseline | (T[] Select -

o Gantt Chart = Resource Usage @, In B= Expand All
V] Assigned Resources Ttk

&, Resources [ Reports 8 out [Scale 3= Collapse All ‘f= Outline Level

B Muttiproject "= Timeline | Show Text Boxes Project

Resource
Assign Rescurce
Solutions

Slide Navigator
Hypemote
Links

Show selected

Bl « € 8 ¢ % & % %

Restore All

Task

Project

Resource

Assign Resources
Solutions

Slide Navigator

Hypernote
Links
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Task

Task dialog can be accessed from Panels button ~_ on the View tab.
Task dialog defines the project parameters and allows you to manage a task information from the Gantt
chart,

Name: Set up task name.

Duration: Set up task duration.

Measuring unit: Specify duration measuring unit.
Complete: Set up percentage of completeness.
Milestone: Convert task to milestone.

Priority: Set up task priority.

Marker: Specify task marker from list.

Baseline: Display task baseline cost.

Actual: Display task actual cost.

Start: Set up start date.

Finish: Set up finish date.

Deadline: Set up deadline date.

Scheduling: Set the Fixed Task Type

Effort driven: On/Off the Effort-Driven scheduling.
Task types: You can Split a task, or create a Recurring task.

The three Task Types used in ConceptDraw PROJECT are Fixed Units, Fixed Work, and Fixed
Duration. Fixed Units is set as default.

Each of the task types affects scheduling when you edit one of the three elements as follows.

Task type Units is edited Duration is edited |Work is edited
Fixed Units Duration is recalculated |Work is recalculated |Duration is recalculated
Fixed Work Duration is recalculated |Units are recalculated |Duration is recalculated

Fixed Duration |Work is recalculated Work is recalculated |Units are recalculated
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Effort - Driven Task

Effort-driven scheduling is the default scheduling method used in ConceptDraw PROJECT . The duration
of a task shortens or lengthens as resources were added or removed from a task, while the amount of
effort necessary to complete a task remains unchanged. Effort-driven scheduling only takes effect when
resources are added to or removed from a task.

Effort-driven calculation rules are not applied when you change work, duration, and unit values for
resources already assigned to a task.

When working with effort-driven scheduling, keep the following in mind:

The effort-driven calculations apply only after the first resources are initially assigned to the task.
After the first resources are assigned, the work value doesn't change as new resources are assigned
to or removed from the same task.

If the assigned task type is Fixed Units, assigning additional resources shortens the duration of the
task;

If the assigned task type is Fixed Duration, assigning additional resources decreases the individual
unit values for resources;

If the assigned task type is Fixed Work, assigning additional resources shortens the duration of the
task.




Floating Panels

Task

Split a Task
When you need to interrupt work on a task, you can split the task so that part of it starts later in the
schedule. You can split a task into as many sections as you need.

Hame

Construction Contract Award 1

r3
*

Accapt Site
5S1ake ines and grades

]
*

Cleanng and Site Grading
Hilities
Excavation

% B Foundation and Backfill

-

Jctaber J0E

wil will wi} wial

8% EFootings
B Y Footings Splitt
10 Foolings Split2

1" Foatings Splitd

12 % Spread Foolings

13 Y Concrete Piles

1" % Slab on Grade
15 % Walls

16 % 2 Exterior Wall Surfaces
iT ¥ Brick

LG

Movemiber 2022 December 2022
wlld Wik Wk widT will Wl wil
Durabon: 14 . |Days =
Compiete: 0% -
Milas bore:
Pricrity: e
Marker: [14o mavicar -]
Costs
Basedre: 11,200 § =
Actual: | 11,200 § |
Dabes
Start; 1oy02022 w00 - |
st o/z/022 2207
Deadine: | afs/2022 106 M
Schedulirg
Tyt ot
Exffiort drivven:
Task types:
Types: Split Task bl
Count: 3 .
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Task
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Recurring Tasks

If you have a task that occurs repeatedly during the course of a project, ConceptDraw PROJECT can

help you create it as a recurring task, so you only hawe to set it up once.
i Dchaber G

] Hame

1% Constrection Contract Award 1

1% Accepl Site
3% Stake ines and grades
4% Cleanng and Sde Grading

5%  Lhikties

L

w37 wiE wig wdll il
8112032
AfW2022

-

Wil wdd

& ¥ ElExcavation
T Excavalion Recwring1
B Excavalion Reowmings

L Excavalion Recaring

10 % E Fowndaticn and Backfill

11 % EFootings

12 % Footngs Spiitl
13 % Fooings Spiit2
i Foolings Spit2

1" ¥ Spread Foalings
i Concreis Piss
"% Siab on Grade

in % ialle

il

Hoeember JIZ

Irfa -~
Mawe: [Eaceraniton |

(Do Bt 265 2 e -
Complete: 0% =
Mbestone:

Pricrity: e

L] P marker w
ot

[

Aotual:
Detes

Sinrt:

Firgh;

Deaclires:
Schedulrg

Tygat: W
Effort draven;

Toesk bypes:

Types! Reguring Task -
Count: 3 :
Perigsd: 5 |= e v =
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Project

Project dialog can be accessed from Panels button = on the View tab.

Project dialog defines the project parameters and allows you to manage a project information from the
Gantt chart and the Multiproject View

Project B} x ;
- Name - Set up project name
fofe Start Date - Display project start d
MName: |I‘Gtchen Renavaﬁan| | a ate - Lisplay project sta ay
Start Date: | 7/30/2024 8:00AM [+ ‘ Finish Date - Display project finish day
e |1y 42024 m0oam (@~ | Duration - Display project duration. Select the duration
Duration: 89 Days v units using the drop-down list.
Budget: | 180,000 $ ‘ - Budget - Set up project budget
Company; | ABC Construction |
Company - Set up Company name
PM: | John Smith |
Site: |'.A"Nw.abcconst’uctiu:un.cu:um | PM - Set up project manager
Objective: | Renovate private kitchen | Site - Set up project web-site
Priority: aononn
Objective - Set up project objective
Marker: |N|:| marker - |

Priority - Specify project priority

Marker - Specify project marker from list
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Resource

Resource dialog can be accessed from Panels button = on the View tab.
Resource dialog defines parameters of the project resources and allows you to manage a resource
information in the Resources list,

Resource IS
Info Name - Set up resource name.
Mame: | | Type - Specify one of the following resource
type: Work,; Material; Cost; Equipment or
Type: Work w Company.

Cost: “1 [per hour ~ Cost - Set up resource cost. Work resources are

those with a cost over time. Other types of
Group: Flooring, Landscape v resources have a fixed cost per unit

E-Mail: |J':'E—Sm'ﬂ"@‘5'ma'|":':'m | Group - Set up resource group. The resource

can participate in several groups

Marker: |Nl:| marker w |

E-mail - Set up resource e-mail

Marker - Specify resource marker from list
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Assign Resources

Assign Resources dialog can be accessed from Panels button = on the View tab.

Use Assign Resources dialog to assign resources to project tasks,

Open Gantt Chart View and select a task to assign resources.

Select a particular resource from the resources listed at the Assign Resources panel and assign it to a
task by double clicking or pressing the Enter key.

You can even create a new resource using buttons. The new resource will be added to both the Assign
Resource dialog and the Resources list.

The Work resource you have assigned is displayed as 100% implementation. The other type resource is
displayed as 1 unit implementation.You can change this allocation manually after the resource has been
assigned.

Using the Effort Driven scheduling, when you assign or remowve people from a task, the duration of the
task will be the lengthened or shortened based on the number of resources assigned to it.

Assign Resources px

Tiecaue Unis | Work Resource - Displays the resource name.
[ E Excavation i
Bob's Excavation s0c0% &4h &l Unijts - Resource utilization for the current task.
Excavator 1.00 i
] Truck S
o Bob's Excavaion & Work - Man-hours for the Work type resource.
| Excavator s
| Truck [
= &8 Surveyor o u
g 23::2;; . 55 Add Work resource - Add new human resource
Surveyor2 5000% 64h into resource pool
] Surveyor 1 -
[ = Flooring i
| Baker Flooring &
g Concrete mixsr ® qp Add Material resource - Add new material
Baker Flooring - .
Comerete miver 100 a resource into resource pool.
b = . ,
e Move to Resources view - Switch to
[ - = .
— Resources view

Calendar - Set the specific calendar for Work
type resource
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Solutions

Solution panel contains a list of project management solutions located in Solution Park. It provides
access to the number of project schedule examples, various types of reports and live graphical project
dashboards. Open the example project file to modify it, or ienerate a tabular, visual and mind map

reports on your project. Access the panel from the button
in the View tab.

in the Home tab, or using the Panels list

A

>

F MINDIMAP Reports
P Overview Reports

F P Agile i

* PM Dashboards | 3

1. Search window. You can search for the required reports and examples. Enter the keyword in the
search field. The corresponding solutions will be displayed in the panel.

Solutions 0 x

||:|ash|:u:|aru:|| | ’
P MINDMAP Reports A

F Overview Reports
F P Agile

F PM Dashboards

2. Search in ConceptDraw STORE. You can run the ConceptDraw STORE application to search for
the the proper solution in Solution Park
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3. Solution section. This section contains the list of available solutions in alphabetical order.

The following options are available here:

a) Use the drop-down button to preview Examples and Reports contained in the certain solution. You
can open them by click.

b) Click to download and install a free, or previously purchased solution using the ConceptDraw
STORE application.

c) Check, to view just solutions that are already installed.

* Reports

Completed Tasks

Solutions o x

dashboard I
P Knowledge Reports

B e enprtvm L

* MIMDMAP Reports

& Custom Report
k PM Agile

- e L

Aol

} Project Exchange v
v | Only Installed Solutions P PM Response

» PM Teams
P Project Exchange

P Resource Usage Reports
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Tabular Reports

Tabular reports in ConceptDraw PROJECT are generated as electronic spreadsheets in MS Excell
format (XLSX). This ability is convenient for your own use and for easily sharing the reports with
stakeholders, even if they don’t have ConceptDraw PROJECT installed. There are more than pre-
designed 30 tabular reports in ConceptDraw PROJECT. Reports are combined into 7 case-oriented
solutions with many kinds of reports. Along with pre-designed tabular reports, ConceptDraw PROJECT
users can create custom reports based on a self-designed Excel template.

The group of pre-designed Table Reports includes the following types of reports:

1. Basic Projects:
o All Task Statuses — report the table of all tasks statuses for each project;
 Milestones — report the table of milestones for each project;
e Send Task List — report the table of tasks for each project;
e Task and Notes — report the table of tasks with start and finish dates and Text Notes.

2. Cash Flow Reports:
e Cash Flow on Projects — report the table of daily expenses per project during one month;
e Cash Flow on Resources — report the table of daily labor expenses per employee during one
month;
e Cash Flow on Tasks — report the table of daily expenses per task during one month.

3. Current Activities Reports:
e Completed Tasks — report the table of completed tasks for each project;
e Critical Tasks — report the table of critical tasks for each project;
e Overdue Tasks — report the table of overdue tasks for each project;
e Tasks in Progress — report the table of tasks in progress with task information for each
project;
e Unstarted Tasks — report the table of unstarted tasks with task information for each project.

4. Knowledge Reports:
e Knowledge Schedule — report the table of all hyperlinks with dates and associated tasks;
e Project Knowledge — report the table of all project hyperlinks;
e Resource Knowledge — report the table of all resources hyperlinks.

5. Oweniew Reports:
e Anonymous Project Ovenview — report the table of time, costs, tasks and resources overview
without Resource names;
e Multiproject Oveniew — report the table of time, costs, tasks and resources overview for each
project.

6. PM Planning:
e All Tasks All Columns List — report the table of entire project schedule including hidden
columns;
e All Visible Columns — report the table of project schedule excluding hidden columns;
o Milestones with Notes and Objectives — report the table of milestones with notes and objectives
for each project;
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Multiproject Goals — report the table of projects objectives for each project;

Multiproject Managers — report the table of projects managers for each project;

Project Team — report the table of project employee including hyperlinks;

Resource Report — report the table of all kinds projects resources for each project;

Top Lewvel Tasks — report the table of project top level phases and tasks with task information
for each project.

7. Resource Usage Reports:
e List of Materials — report the mind map of used materials for each project;
e Materials Utilization — report the table of material resources utilization by tasks;
e Ower Allocated Resources Details — report the table of overallocation periods with task
assignments for each employee;
Ovwer Allocated Resources — report the table of workloads per tasks for each employee;
Resource Report — report the table of all kinds projects resources for each project;
Resource Usage — report the table of resource usage details for the current week;
Resource Usage Summary — report the table of workload periods with costs per employee;
e Who Does What Details — report the table of tasks with statuses per employees for each
project for the current week;
e Who Does What Loading Percent — report the table of employees loading in % during the
period for each project;
® Who Does What Loading — report the table of employees loading during the period for each
project;
e Who Does What When — report the table of daily tasks assignments of employees during
current week for each project;
e Who Does What — report the table of employees workloads by tasks in current month for each
project.
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Follow the steps below to make the tabular report on your project:
1. On the Solutions panel find out the suitable report from the list above.
2. Click the report icon to view its preview on the right panel.
eport Farameters L]
Completed Tasks Rppn : :
SProjects
= wreal Actniterd Epedd &
MFMMT#NM ated for your progect represerts the dphaet conkaenng the B Coratruction Project L
* Examplen Crart mmu 1&??012?{*»@ ".i.sm'f- Jiﬁuﬁr::hﬂiﬁm“am =] S“'""'"'W":"
* Raports ?H.Ein‘}m.“piﬂfm"mf{&”m“‘“““*' ‘*""‘.‘:“..'f‘#w""'“““ P etated i OE) et
durabon, start and frésh dates, cost, basebne cost red responsile emplyees Sz‘*’d::‘wm" .
Ot

Ripor? Piridd | Document Timeline

Completad Tisks [E— R e SR W B A Steet [whzranas
1 e o Mo ame e - Firugh [a/a2maza
— sy
Tima Unt Uige Cwrrent Documen =
Crifical Ty e e L I

Tk i Progren.

by rataled Soh Sord

W oo . R P T L T I e T T I W T —
3. Specify the report parameters using the Report Parameters panel.

Report Parameters

Projects

Construction Project ~
[ Site Arrangement
=[] Renovation
O Lease a New Faciity
Kitchen Renovation v

*Dates

Report Period |Document Timeline -

Start [ 6/17/2024 |

Finish [11/12/2024 |
*Units

Time Unit |Use Current Documen -
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4. Press Generate to create the report.
5. The report will be generated and opened in MS Excel.
A A B C D E F G -
1 Duration Finish Complete
2 4 Stake lines and grades 10.00 d 8/28/2024 9/10/2024 100 % 8,000 %
3 | 11 Utilities 25.00d 9/13/2024 10/17/2024 100 % 20,000 $
4 12 Excavation 16.00 d B/14/2024 9/4/2024 100 % 26,300 %
5 | 17 Foundation and Backfill 24d 3/4/2024 10/7/2024 75% 76,020
5 14 Footings 14.00d 9/18/2024 10/7/2024 100 % 17,920 %
7| 17 Slab on Grade 2.00d 9/11/2024 9/12/2024 100 % 1,600 %
8 12 Walls 15d 9/11/2024 10/1/2024 100 % 19,900 %
9 | 22 Rough-in Ductwork, Plumbing and Electrical 15d a/6/2024 9/26/2024 67 % 41,400 5
10 24 Venting 5.00d 9/6/2024 9/12/2024 100 % 8,000%
11 | 25 Panelboards od 9/6/2024 9/6/2024 100 % 0s
12 26 Telephone, Security, and Electrical Wiring 10.00d 9/6/2024 9/19/2024 100 9% 13,500 8
13
14 -

Construction Project (O] i [ ] D

ConceptDraw PROJECT User Interface Reference © 2024 CS Odessa corp.
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Custom Repots

ConceptDraw PROJECT allows you to create a tabular project report based on a custom Excel template.
Using the Report Wizard you can generate a custom project status report based on the ConceptDraw
PROJECT file data. Use an Excel document to create a report template. With the help of customizable
macros place the necessary data in the required cells.
Follow the steps below to make the tabular report on your project:
1. Install the Custom Report Solution via ConceptDraw STORE. Find it in the Project

Management category on the Solutions tab.
2. Find out Custom Reports in the Solutions panel.
3. Click the report icon to view its preview on the right panel.

L | 8 S—

) Laste 3 Mow Fackty
B Kecheon Ravavaton

* Laamples

* Rapsra

L

saat

ot s i Rt

= &

1 Specify the report parameters usig e Rep arametrs panel.

Report Parameters g x
~Projects
Construction Project "

O Site Arrangement
= [ Renovation
O Lease a New Fadiity
Kitchen Renovation v

*Dates

Report Period | Document Timeline -

Start [ 6/17/2024 |

Finish [11/12/2024 |
*Units

Time Unit Use Current Documen =

2. Press Generate to create the report.

3. The report will be generated and opened in MS Excel.
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The Custom Reports solution includes the installation of an add-on for MS Excel. The CDProject menu
item will appear on the MS Excel toolbar after the successful installation of the solution.

The Report Wizard supplied with add-on allows you to build custom templates for various project reports
based on the ConceptDraw PROJECT file data.

2021-09-01_18-27-56_Project Report_Example 2 - Excel

Inzert Page Layout Formulas Data Review View Help CD Project ';) Tell me what you want to do

k] Project Name 2 Project Manager k] Project Site k] Project Start Date 2d Project Cost O Task Narme (ol Task Start Date 5 Task Cost
:1-( Project Budget -':;.1 Praject Description 3,-‘ Praject Duration :,-‘ Praject Finish Date ::,1 Task Duration :?H Task Finish Date +1 Task Costl
b Project Company 2 Project Goal 2 Project Priority k] Project Complete 5 Task Priority 4 Task Complete
Project Task
H ©-
4 v Jx
A B C D
1
2
W Project Name B 1ask Name [~ B 1ask cost -
4
5 |=COPRI_PROJECT_NAME() =COPRI_TASK_NAME() =COPRI_RESOURCE_NAME() =CDPRI_TASK_COST("##t> 10000")
6
How it works

1. Use an Excel blank Workbook to create a report template. With the help of customizable macros,
place the necessary data in the required cells.

2. In each line of the Template Sheet, the Report Wizard searches and processes certain macros. For
example:

CDPRJ_PROJECT_NAME () - displays the name of the Project.

CDPRJ_TASK_DURATION () - displays the duration of the Task.

CDPRJ_RESOURCE_TYPE () - displays the type of the resource.

CDPRJ_TASK_NAME ([PH]) - displays only Phases.

CDPRJ_TASK_NAME ([T]) - displays only Tasks

CDPRJ_TASK_NAME ([M]) - displays only Milestones

3. Filters by certain conditions can be used as parameters. For example:

CDPRJ_TASK_NAME (## = " Task1 ") - displays the name of the task if this name is "Task1".
CDPRJ_TASK_DURATION ("##> 5 & ## <10") - displays the duration of tasks from 5 to 10 units.

4. Use the saved Excel Template to start generating a report from the Report section in the Solutions
panel.

5. The Report Wizard loads the Excel Workbook with the report template and creates a new Workbook.

A B c D

3 |Project Name Task Name Resource Name Task Cost
4

5 Construction Project 1_4.Clearing and 5ite Grading  Bob's Excavation "17085.0

6 Construction Project 1_4.Clearing and Site Grading  Excavator "17985.0

7 |Construction Project 1_7.Foundation and Backfill Bob's Excavation '63063.0

8 Construction Project 1_7.Foundation and Backfill Surveyor 1 '63063.0

9 | Construction Project 1_7.Foundation and Backfill Baker Flooring '53063.0
10 | Construction Project 1_7.Foundation and Backfill Surveyor 2 '53063.0
11 Construction Project 1_7.Foundation and Backfill  Truck '63063.0
12 | Construction Project 1_7.Foundation and Backfill Concrete mixer "63063.0
13 | Construction Project 1_7.1.Footings Surveyor 1 "11200.0
14 Construction Project 1_7.2.5pread Footings Baker Flooring "13266.733

15 | Construction Project 1 7.2.5pread Footings Concrete mixer '13266,?33
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Mind Map Reports

The mind map reports in ConceptDraw PROJECT are generated as ConceptDraw MINDMAP files
(CDM2Z). You can generate the report mind map with the help of compatibility between PROJECT and
MINDMAP.

1. Find out MINDMAP reports in the Solutions panel.
2. Click the report icon to view its preview on the right panel.

Completed Tasks
" Completec ISKS S
THANOMAP Reports A
The “Completed Tasks™ report formed for your project représents the Mind Map composed from the Reerandhy = Constructon Project -
. of your project tatks whach are aliuady compbted ot the time of the repeetng panod, By delaul, the Ganarole [ 5t A ert
wamphes reporting penicd is a cument mornith, bat you can change it to the desired one before generating this report. Ange
- Reports For the multipeoject, a mutipage Mind Map document wil be treated, O Renovaton
O Lease a Mew Facity
B Krchen Renoyvaton "

Report Period | Decursant Tl

Completed Tatks Sort
Finish,
-—
-
_ @ = s
Critiel Taiks frecsmfeecd ey Smphoiach sl . [ Ty . [T e——— 9 -
0
1; =
List of Materials

Report Parameters

*Projects

Construction Project ~
[ Ste Arrangement
=[] Renovation
[ Lease a New Facility
Kitchen Renovation v

>Dates

Report Period | Document Timeline M

Start [ 6/17/2024 |
Finish [11/12/2024 |
*Units

Time Unit Use Current Documen =
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4. Press Generate to create the report.

5. The report will be generated and opened in ConceptDraw MINDMAP

Ragport dase; 20210827

@ Iratal Heatpuros
@ stk ines and grades

) \‘ e
@ T @ mr: Dructwod, Pumbing and
e e

L ——
Q I m.msmm] Completed Tasks for | @ oearngand ste Gradng
Wiring Construction F’r‘quL‘tJ
e - (el o?\ " @
Q v

@ Back @ Exterior Wal Surfaces

© semsreoms <

.—\ ®-Fu.r:hmna'dBaddl
@ Concmte Fies ,
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Visual Reports

Conceptdraw PROJECT has sewveral types of visual reports that can help assess visually the difference
between planned and actual project data. Conceptdraw PROJECT provides user with the possibility to
track how the project is going. Project Manager can compare the actual data with the planned and
assess possible measures to resolve issues. The main tool for effective monitoring of the project
implementation is the ability to save project Baseline. It includes the value of Baseline Start, Baseline
Finish and Baseline Cost. All these indicators can operate effectively only in one case - if the project
manager, constantly receives information about the actual data compared with planned.

Conceptdraw PROJECT has seweral types of visual reports that can help to assess visually the difference

between planned and actual project data. The visual reports in ConceptDraw PROJECT are generated as
ConceptDraw DIAGRAM files (CDDZ).

1. On the Solutions panel find out the suitable visual report.
2. Click the report icon to view its preview on the right panel.

™ wctuals per Project Period -
- Rapaint !
The "ty prar Proget Pasrad” regort reated Nowr your progt BusiTabes th [eopt s Sriuals g0 [t - B Comparny Mevwsketter
RO et LS @ vesiia Tosre ol Lanee Graphs, T ragih o Geided by wissis 2 el ey DEals Nele bent
BT Dol v jend erpeintrina o abch woadl withen d Feportng pened, [n o, fabrty you Cin shiiras ha
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rwradptnr Budgr Sthah o
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3. Press Generate to create the report.

4. The report will be generated and opened in ConceptDraw DIAGRAM

Company Newshetter Actuals per Project
Period Report

Repor] Dota:  3034-0815
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Dashboards

ConceptDraw PROJECT provides the possibility of creating visual project dashboards. The PM
Dashboards solution allows generating accurate, timely, and professional looking Project Dashboard,
Radar Chart and Tactical Dashboard. Project Dashboards are the helpful tool for tracking project
progress and catching critical points. The ConceptDraw PROJECT's dashboards are opened as
ConceptDraw DIAGRAM documents (CDDZ).

1. Find out the PM Dashboard solution in Solutions panel and select the dashboard type you need to
create.

2. Click the certain dashboard icon to view its preview on the right panel.

Droas == hBAsSEe
) Project dashboa
] ! o - - Pagjiety
= PA Dadhl e
Thee “Froject Dashboard™ report generated for your propect offers the ConceptiDraw DIAGRAM document H Constructon Projed
¥ Exampl T the infoemation acconding to your propect’s stabe on one page, which s draded into B Lease a Miw Facky
mples several parts daplayng peneral inlomabon about your progect, the guantitatree rabos of progecd tasks p—
- - ithat are late, on tme and early, the guanbtatree ratios of resources = overallorated, normally and = Kichen Rerenvaton
hopo underalizzated, a5 well 35 Lite, oaily 300 o e MESoUrces with thie hep of visual ki peromands & Ste Arangerment

meheators. You can also find the bars dep«ng the data on project comghste, costs and budget, the kst

of Eamd Vabst Schidubt Indecators cakidated fof vour projedt, anvd ks o addtonal oraphezal

reparts. The usage of several brsght colours provades addianal visual assistance n nscanty
recegriring whether aoerythrsd is moving waell in your project amd n identiicaion the problem areas.

» ? — Thish FOpOIE Tor B maltpana et will £ontIn M mdradudl pag Tor Seh prapct and ang page
fnmariers) the rdaimation about Ml pro o’ cospleted.

Pecjet Dushbourd Dashbaard, 2015 dogi

| o o=

3. Press Generate to create the dashboard.

4. Project Dashboard, Radar Chart and Tactical Dashboard will be generated and opened in
ConceptDraw DIAGRAM.
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Project Dashboard

The ConceptDraw PROJECT's dashboard displays the current status of your project and shows where
you need to direct your management efforts. A Project Dashboard diagram is generated from your
project data and will be opened in ConceptDraw DIAGRAM.

Project Dashboard is divided into sewveral parts, each of them provides an oveniew of the project status.
In other words Project Dashboard contains a summary of project information - general information about
project, Tasks Completion, Resource and Tasks indicator, Project Complete indicator, Cost and Budget,
Resource Allocation, and Earned Value Schedule Indicators.

Dashboard, 2024-Aug-15
Advertising Campaign

Project manager: Olin Reams Start: 2024-06-11 Duration: 76.0 day(s)
Goal: 1 Szle million copies Finish: 2024-0%-25 Complete: 98%
Budget: 5104,000
Tasks Resources and Tasks Project Complete
73.12%
Late tasks (522.4m/h)
On time tasks h 4
ey I
98% (700.22m/'h) 100%
Late tasks in progress 5

Mot started

Cost and Budgst

£63924.07
o e I
sources rate £2%
£62510.429 104000
3 25 most expensive taskes 6
Overcosted tasks
Resource Allocation Earned Valua Schedula Indicators
ACWR  $62,510.43 CPI o
overallocated 41% (7 pecple) BCWE %0 SPI 0
BCWS %0 EAC D
narmally 4 35% (5 people) sV o VAC O
SV o TCPI 0 7
underallocated 24% (4 people) cv -62510
C\'%%a o

1. The block of general information contains the data about name of Project Manager, goal, project’s
start and finish dates, completing status and budget.
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2. Tasks block provides the information about tasks completing. The indicators have a common color
notation: red denotes late tasks, yellow shows a normal status (on time tasks), and green indicates
tasks that are ahead of schedule (early tasks). Some indicators have links to additional graphical
reports, double-click the link to open the corresponding diagram with all additional information in full
screen mode. The list of tasks will be displayed with detailed information regarding their planned and
actual level of completion, and assigned resources.

3. Resource and Tasks section allows to see all information about project’s work resources. Resources
are divided on groups on this pie chart, the color indicates if the group of resources is late (red color),
ahead (green color), or in time (yellow color). The quantity of resources which contains each group is
indicated in percents and by number on each sector. You can also view the degree of late or ahead of
resources groups - the yellow sector is always on the circle’s border, green sector exceeds the circle’s
border, and red sector tends to the center, the degree of remoteness from the border to one side or
another is a degree of late or ahead.

This information is particularly useful for small projects, because for them the contribution of each
participant is greatly and valuable, and it's important that each work regularly and in time. Resource and
Tasks indicator for large projects allows to see immediately the red sector and resources that are much
late. Click the Resource rate link to receive the detailed information for each work resource of project:
which quantity of tasks it executes and what are their statuses.
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4. Project Complete indicator has three points you have to pay attention to color, current completion and
planned completion. Progress bar shows current project completion, below you can see the completing
status in percentage. Arrow shows planned project completion. You can click to get the additional
information about late tasks in progress and not started tasks, the additional diagrams will be opened on
the separated pages.

5. Cost and Budget Indicator shows at the right the allocated project budget, and progress bar shows its
actual cost. The color indicates whether the project execution is within budget or, in other words, it does
not exceed the project actual cost of allocated budget. You can click to get the additional information
about 25 most expensive tasks and over-costed tasks.

6. Resource Allocation section allows to visually see what resources are over-allocated, under-allocated,
and with normal status. Ower-allocation is the result of assigning more tasks to a resource than the
resource can accomplish in the working time available, under-allocation is assigning a resource to work
fewer hours than the resource has available. This information is represented in the form of colored bars,
and in percentage with information about quantity of persons at the brackets.

7. Earned Value Schedule Indicators [10] is a set of calculated project indicators:

o ACWRP (Actual Cost of Work Performed) - is calculated as the sum of the products of actual
costs of the task on the task complete for all tasks.

o BCWP (Budgeted Cost of Work Performed) - is calculated as the sum of the products of
baseline costs of the task on the task complete for all tasks.

o BCWS (Budgeted Cost of Work Scheduled) - is calculated as the sum of the products of

baseline costs of the task on the planned task complete for all tasks.

SV=BCWP-BCWS

SV%=(BCWP-BCWS)/BCWS, BCWS#0

CV=BCWP-ACWP

CV%=(BCWP-ACWP)/BCWP, BCWP#0

CPI=-BCWP/ACWP, ACWP#0

SPI=BCWP/BCWS, BCWS#0

EAC=ACWP+(BAC-BCWP)/CPI, where CPI#0and BAC is calculated as the sum of the

baseline costs of all tasks.

VAC= BAC-EAC

o TCPI=(BAC-BCWP)/(BAC-ACWP)
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Radar Chart

Radar Chart visually shows the degree of project completion. Each axis on the diagram corresponds to
one chain of linked milestones, and the number of marks on the axis corresponds to the number of

millstones.
- v T S — - hAug 2024 w33, 11 Aug 2024
ame v ory : 5 06 O7 08 09 10 11 12 13 14
1 % [ Project 23d drdrddrd 8/6/2024 /5202 F
2 ¥ Mew Product Launch i 86r2024 Brer2024
3 % Fhase 1 -Planning the Launch oo dr e BI6/2024 Bi62024
4 ¥ Define thelaunch group HHRIR 81772024 872024
5 * Define salesgoals #odd i 8712024 FO— 8772024
Define launch goals (launch timing rarararal
6 ¥ and publicity objectives) e e e Ay 8rar2024 Fo— 8812024
7T % Identify pariners (if needed) HARAR 8rar2024 ~o—  Bfe2024
8 W Identify channel patners 8r8r2024 +o— 82024
g % Identify retail partners 8r8r2024 Ho— 8812024
10 % Identify online opportunities 8812024 =0—  8/Br024

Purple polygon includes all milestones of all chains, the blue polygon includes the completed of them.
The ratio of the areas of these polygons displays a degree of project completion.

Radar chart, 2024-Aug-15

Disbesieriing Disdipel
nure el

Laumth budgel
Planning Complete appaoval
Dafire Lawsnch Budged Define the launch
group

identify partners (f
neaded)
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Tactical Dashboard

Tactical Dashboard allows to evaluate the progress of the project for some indexes and to compare it
with an expected progress. There are compared the current indexes for an unfinished project on the
tactical dashboard. So, it helps you make the tactical decisions.

o T Fomi — w33, 11 Aug 2024 w34, 18 Aug 2024 w35,
0 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25
1 % I Marketing Research 2M14/2024 8/15/2024 ]
2 % Definethelaunch group 42024 81502024 James Smith; John Brown; Mary Williams
E Define salesgoals 8/14/2024 8/15/2024
4 % Define launch goals (launch timing 8/14/2024 8/15/2024 David; Mike; Clarc
5 *: [ Planning the Launch 215/2024 3M6/2024
6 % Definethelaunch group 8M15/2024 8M16/2024 David; Mike; Clarc
7Y% Define salesgoals 811502024 8/16/2024
8 Define launch goals {launch timing 8M5/2024 8/16/2024 James Smith;John Brown; Mary Williams

A Tactical Dashboard diagram is generated from multiple project data and will appear in ConceptDraw
DIAGRAM. There are compared the main values: Cost, Work, Date and Work Resource Cost. The
Complete of the project is taken as a measure of comparison.

Tactical dashboard, 2024-Aug-15
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Tactical dashboard represents four positive quadrants of Cartesian coordinate system. The projects are
displayed as circles on the plane in this coordinate system. Each of the diagrams reflects four indexes:
e Xaxis is a project Complete;
e Y axis is a relative estimated completion of project by any index that is calculated as quotient of
the current value and the total value;
e Diameter of the circle is an absolute estimated completion by any index that is calculated as a
difference of the current value and the total value;
e Color of the circle is a comparison of the relative estimated completion and project Complete:
green reflects the ahead, red - the lag, and yellow - in time.

Note that diameters of all circles in the same coordinate system are standardized to the biggest that is
taken as 100. A relative estimated completion is depicted reversed. The sign of project progress: the
circles go down, the color is yellow or green, the diameters decrease.

Let’s see in details each of four diagrams represented on the Tactical

1. Diagram with an estimate by the actual cost (“Actual cost / Total cost”).

There are compared Actual cost and Total cost on this diagram. Actual cost is a sum of actual costs of
all tasks of the project that are multiplied on their Complete. Total cost is a sum of actual costs of all
tasks of the project.

2. Diagram with an estimate by the actual man-hour (“Actual man-hour / Total man-hour”).

There are compared Actual man-hour and Total man-hour on this diagram. Actual man-hour is a sum of
Work values of all tasks of the project that are multiplied on their Complete. Total man-hour is a sum of
Work values of all tasks of the project.

3. Diagram with an estimate by the actual time (“Actual time / Total time”).

There are compared Actual time and Total time on this diagram. Actual time is a period between more
earlier date from project finish or current date, and project start date (Actual time=min (Finish date,
Current date) - Start date).

Total time is a project duration, is calculated as difference between project finish and start dates (Total
time=Finish date - Start date).

4. Diagram with an estimate by the actual cost of human resources (“Actual cost human resources /
Total cost human resources”).

There are compared Actual cost human resources and Total cost human resources on this diagram.
Actual cost is a sum of Costs for all resource’s tasks that are multiplied on their Complete with Work
type in the project. Total cost human resources is a sum of Costs for all resource’s tasks with Work type
in the project.
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Slide Navigator

You can create a presentation slides from a project file using the Capture Slides button

Share tab. Slides will appear in the pop-up Slide Preview panel.
Slide Preview panel can be accessed from Panels button on the View tab.

L Hewy Gt

Conitrartos Comrast Awied 1 BT
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4% Claarg and Sta Gradesy LT
&Y LRitas i
8% Entsiabin A0
7 % B Foundation and Backfill VLFR
W Foistgs L]
LI Spesad Foalings B
U Concrete Pias ARl
" ¥ Siab on Grade W20
12 ¥ Winlls e
13 % E Exterios Wall Surisces RO
1 % Bnck B0
8 % Extiscs Tarm [ et}
oA, e
i % Wdtall HipMgsampd DR
L ‘Wening pRcrurs]
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Slide Preview
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0% * B0

0% BRI
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1T 5%
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10U 100% Loo—— Baker Flooang Truck [ 1]
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You can manage the slides in the Slide Preview panel using the context menu.

E Capture Slide
Delete Slide(s) Del

Save As PNG 4

Create Presentation From  #

Capture Slide - Capture slide from a \isible area of the current
project view

Delete Slide(s) - Delete the selected slides

Save as PNG - Export to PNG according to chosen option

[BF  annslides..

Selected Slide(s)..

Create Presentation from - Export to PowerPoint Presentation
according to chosen options

@ Al Slides...

Selected Slide(s)...
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Hypernote

Hypernote panel can be accessed from Panels button " on the View tab.

Note

A test of transaction focuses on the individual transactions
that make up an accoubt balance

Hyperlinks

T... Link Owner

www. finandal .com Test of Transactions

project.com Test of Transactions
G2  Cashand Equivalents Test of Transactions
i ]
Q}, i % Show Subitems d‘;‘

Notes - Notes section allows adding text Notes to project tasks, scheduled at the the Gantt chart View.
You can edit text Notes both from the Notes panel and the Notes column on the project grid. To display
the Notes column on the grid,

use the Column Customization dialog.

Hyperlinks - You can add sewveral files hyperlinked to one task in your project file. You can add
hyperlinks to documents or Web pages. Hyperlinks can also jump to tasks, resources or projects within
your project file. The number of hyperlinks, you can add to each project item is unlimited.

2 hyperlink to URL;
_ hyperlink to document;
« hyperlink to folder,
= hyperlink to email address;
hyperlink to other item in the current project file;

You can add a hyperlink by clicking the Hyperlink icon ¥ in the Gantt view grid.
To display the Hyperlink column on the grid,use the Column Customization dialog.

Any item with a hyperlink will be marked with icon: "

An item that has multiple hyperlinks will display this icon: e

This panel brought together the functions of adding text notes and multiple hyperlinks. The earlier
versions of ConceptDraw PROJECT had two different panels for these functionalities.
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Links

—

Links panel can be accessed from Panels button = on the View tab. It shows tasks linked with
selected task. Once you have created a list of project tasks, you need to edit your project schedule in
more detail by moving tasks, setting dependence between project tasks, or making other changes using
the Links panel tools. For example: you have tasks that you would like to link together. But, also you
need to add lag time between selected task and the preceding task on which it depends. You can make

this also using the Predecessors dialog.

E

Name

Duration

1d
6d
1d
id
1d
1d

18

19| 20 2‘1'22 23 24 26 26 2T 28 2 3N N M ® 02 M
|

]

e

- Links ] x

Predecessors  Successors

& Task Name Type | Lag
3 Taski F5 2d

If you need to set a time lag between selected task and the subsequent one, you have to use the

Successors tab.
®

1%  Task
2 % C Phase
3% Task 1
4% Task 2
5% Task 3
6% Task

Mame

Duration

1d
6d
1d
1d
1d
1d

18

19 20 21 22[ 23|24 25 26 27 28 20 3 M O 02 03 O4
|

F ——

— Links o x

Predecessors Successors

# Task Name Type |Lag
5 Task3 F5 id
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Keyboard

Operation

ConceptDraw OFFICE Tools

Ctrl + Shift+ M

Create ConceptDraw MINDMAP file

Documents and Windows

Ctrl +N Create a New Document
Ctrl+0 Open a Document
Ctrl +S Save the active document

Ctrl + Shift+S

Save the active document under a new file name

Ctrl +P Print Preview
Ctrl +Alt+P Print the active document
Ctrl +F Activate the Quick Find tool

Ctrl +Shift+F

Open the Find dialog

Ctrl +H Open the Replace dialog
Ctrl +F4 Close the active document
Ctrl +W

Ctrl + Tab Activate the next window

Ctrl + PageUp, Ctrl +
PageDown

Activate the next project in Gantt Chart View

Alt +F4

Quit ConceptDraw PROJECT




Keyboard Shortcuts and Mouse Actions

97

Keyboard Operation

Presentation

Ctrl + Shift + C Capture Slide (Visible area)

Application

F1 Call Help System

Alt +P Preferences (Application settings)

Ctrl +F1 Call ConceptDraw PROJECT About Dialog
Tasks

Insert Insert new task

Ctrl + Enter Add new subtask

Shift + Enter Insert new task after selected

Alt + Enter Add task to end of current level

Delete Delete selected task(s)

Ctrl+ M Mark task as milestone

Ctrl +B Create deadline for a task

Ctrl + Right Indent task

Ctrl + Left Outdent task

Ctrl + Down Move item to the next position (one line down)
Ctrl + Up Move item tone line up

Shift + Left Collapse selected phase
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Keyboard Operation
Shift + Right Expand selected phase
Ctrl +L Link selected tasks

Ctrl +Shift +L

Unlink selected tasks

Ctrl+G Go to selected task

Enter Fast adding of new entities
Projects(s)

Insert New project

Ctrl +Shift +N

New project

Delete Delete project

View

Tab Switch the View

Ctrl +Alt+G Switch to Gantt Chart View

Ctrl + Alt+R Switch to Resource List View

Ctrl + Alt +) Switch to Multiproject Dashboard
Ctrl + Alt+U Switch to Resource Usage View
Ctrl +R Call Reports dialog

Shift + Mouse wheel

Horizontal Scroll

Click in Print Preview

Change zoom level (in cycle)

Page Up

Scroll up in Print Preview

ConceptDraw PROJECT User Interface Reference

© 2024 CS Odessa corp.
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Keyboard Operation

Page Down Scroll down in Print Preview

Editing

Ctrl+2Z Undo the last operation

Alt + Backspace

Ctrl+Y Redo what was reserved by Undo

Ctrl +X Cut the selection to the Document

Shift + Del

Ctrl +C Copy the selection to the Document

Ctrl +V Paste the content from the Document

Shift + Insert

Esc Close Dialog

Selecting

Select with Shift Allow to select several tasks

Select with Ctrl Allow to select several tasks (from the first to the
second)

Ctrl + A Select all the tasks on document

Esc Deselect
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