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Welcome to Seavus Project Viewer

Introduction
Seavus Project Viewer™ is a complete viewer for Microsoft® Project plans stored in .mpp files.

It facilitates excellent collaboration in those projects where people and teams need to view
and share information from project managers.

Seavus Project Viewer™ is a lightweight and fast standalone application that reads the native
.mpp file format and does not require a previous installation of Microsoft® Project on the
user’'s computer.

It is capable of reading project information from project plans created in 2016, 2019 and 2021
and displays an extensive set of views over the project information.

The new version of Seavus Project Viewer™, 19.1, closely matches the capabilities of
Microsoft® Project 2016, Microsoft® Project 2019 and Microsoft® Project 2021 mpp data
files. It provides a very close look & feel/implementation of the features in Microsoft® Project
and requires no additional training for those users with previous Microsoft® Project
experience.

If you would like to read about the new enhancements in version 19.1, see section “What's
New in Using Seavus Project Viewer™" in this manual.

For additional information about the benefits of Seavus Project Viewer™ that individual users
and organizations can gain by using Seavus Project Viewer™, see the section titled "Benefits
of Using Seavus Project Viewer™" in this manual.

What's New in Using Seavus Project Viewer ™
Seavus Project Viewer™ 19.1 contains an extensive set of additional features for working with
project plans.

Below is the list of supported options categorized by view types:
Additional Improvements

* Resolved issues reported by the clients.

Benefits of Using Seavus Project Viewer ™

With Seavus Project Viewer™, users are able to open native Microsoft® Project files (.mpp)
and read/view and print project plans while eliminating the need to purchase the more
expensive Microsoft® Project suite of products.

Typically, Users can be categorized into three groups: Team Members (personnel involved in
the project implementation), Executives (executive management supervising the projects) and

External users (vendors, distributors, sub-contractors, customers, i.e. all personnel outside the
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organization involved in project implementation or monitoring). Analysis shows that the
number of users with project plan viewing needs is significantly greater than the number of
users that create project plans.

Due to high cost involved in using a full copy of Microsoft® Project for users with occasional
need to view project plans, many organizations decide to provide project information to them
by using exported files or static copies (pictures) of the plans.

These static views often leave out critical information that can only be seen by looking at
several different views of the same project. For example, a user might need to look at the Gantt
chart and then look at the 'task information’ for a selected task and then look at the resources
assigned to that particular task. This information is often missing when static views are given
to users. There is a more productive way for companies to share this information.

By using Seavus Project Viewer™ with its complete viewing capabilities, organizations can
improve their project execution, control and monitoring processes by providing the same
information to all users involved in a project. Seavus Project Viewer™ enables project managers
to communicate with the rest of the project users by showing all formatting, drawings,
highlighting, grouping, and data organization in general as defined in Microsoft® Project.

Finally, Seavus Project Viewer™ displays project information and views with 100% accuracy,

presenting the same project views as the project manager created them in Microsoft® Project.
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Graphic User Interface

Menus

File

This menu allows you to open project plans, print the opened plan, exit the program, etc. The table

below shows the available actions found under this menu.

Feature Description

Open Shows the Open File dialog where you can browse for
and select a project plan (.mpp, .xml, .mpx, .mpd, .ssv or
.mdb file) to open in Seavus Project Viewer™.

Recent Files This is a sub-menu that contains a list of files you have
recently opened, providing a quick shortcut option for
opening them again without going through the Open

File dialog
Close Closes the currently opened file.
Open from SharePoint Server This is a sub-menu that contains a list of files you have

recently opened, providing a quick shortcut option for
opening them again without going through the Open
File dialog.

Save Saves the changes that are made on the project plan
using some of the Seavus Project Viewer™ features
such as: Text Styles properties, User Profile and Custom

Layer

Pack Custom Layer Creates a .zip file containing the original .mpp file and
the customizations that are made

Import From This sub-menu contains a list of applications from
which Seavus Project Viewer™ can import entire project
plans.

Export to This sub-menu contains a list of formats and
applications to which Seavus Project Viewer™ can
export the information from the currently active view,
i.e. its associated table

Page Setup Opens the Page Setup dialog for the currently active
view.

Print Preview Shows the Print Preview window for the currently active
view.

Print Shows the Print dialog where you can choose a printer

to print the currently active view.
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Sent To This sub-menu contains a list of features that allow
users to send the project files trough Microsoft®
Outlook
Properties Opens the File Properties dialog for the currently

opened file, where you can find information like

document title, author and company name, file name,
location and size.

Exit Closes the main windows and exits the program

Additional reading

* Go to the "Printing” section for more information about printing and printing options

* Importing functionality is described in the “Import” section

* Exporting functionality is described in the “Exporting” section

* Sending functionality is described in the "Send To" section

* Go to the "Window"” menu reference for information about opening multiple files in Seavus
Project Viewer™ at once

Edit

This menu allows you to search through the task and resource information or directly go to a task
or a position on the timeline in the selected view. The table below shows the available actions found
under this menu.

Feature Description

Undo Undo the last action.

Redo Redo the previously undone action.

Find Provides an opportunity to search through the tasks or
resources in the currently active view by using different
criteria.

Go To... Provides an option to directly go to a task (by its ID) or
position on a timeline (by date) in the currently active
view.

Hyperlink Opens a sub-menu with options to work with the

associated hyperlink (if any) of the selected task or
resource from the current view. See section “"Hyperlink”
for more information.

Additional reading




SEAVUS

Projectviewer

*  You can read everything about views in Seavus Project Viewer™ in the “Views" section of this
manual.

Hyperlink
This sub-menu provides several options to work with hyperlinks associated with tasks and
resources. The table below shows the available actions found under this menu.

Feature Description

Open Opens the hyperlink associated with the selected task
or resource in the current view.

Open in New Window Like the previous action, this one opens the hyperlink
Window as well, but in a new window.

Copy Hyperlink Copies the hyperlink (e.g. the URL it points to)
associated with the selected task or resource in the
current view to the clipboard, so it can be pasted in
other applications.

Add to Favourites Adds a link in the favorites list to the hyperlink
associated with the selected task or resource in the
current view.

Additional reading

* You can read everything about views in Seavus Project Viewer™ in the "Views" section of this
manual.

View

This menu provides options for the user to switch between the different views, switch the tables
associated with a view, view reports, zoom the current view, etc. The table below shows the available
actions found under this menu.

Feature Description

[Task Views] In this section of the View menu, a list of task views
(views showing tasks in different ways) which are
selected to be shown in the menu for a quick access
(e.g. most frequently used ones) is listed. Usually, i.e. by
default, this group of views contains the following
views: Calendar, Gantt Chart, Task Usage, Network
Diagram, and Tracking Gantt.
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[Resource Views] In this section of the View menu, a list of resource views
(views showing resources in different ways) which are
selected to be shown in the menu for a quick access
(e.g. most frequently used ones) is listed. Usually, i.e. by
default, this group of views contains the following
views: Resource Graph, Resource Sheet, and Resource
Usage.

More Views... Opens up a dialog that lists all available views,
regardless if they are visible in the menu or not. You
can choose to display a view in the View menu by
checking the checkbox next to the view name in the list
or show a view by selecting the view in the list and
clicking on the Apply button.

Table: [Current Table] This item shows the currently associated table with the
view currently active in the display. It also opens a sub-
menu with options to change the associated table.

Reports Opens up a sub menu with options for selecting to work
with Reports or to compare two versions of sama

project plan.

Toolbars Opens up a sub-menu with options to manipulate the
application toolbars.

View Bar Toggles between showing and hiding the view bar, i.e.
the left bar showing the most frequently used views, as
they are setup to appear under the View menu as well.

Search Toggles between showing and hiding the search bar,
i.e. bar located on the right side for searching various
terms in tasks and resources.

Zoom Opens up a dialog with different options to zoom the
information shown in the view, e.g. zoom to 1 week, 2
weeks, 1T month, entire project, etc.

Additional reading

* Read more about setting up the default views in Seavus Project Viewer™ in the "Global
template” section

* You can read everything about views and related functionality in Seavus Project Viewer™ in the
“Views" section

* Deeper coverage of reports and options for working with them is given in the “Reports” section

*  You can find more information how to use the View Bar in the “View bar” section
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Compare Project
This menu provides options to view the changes that are made in the project plan regarding tasks

and/or resources.

Feature Description
Compare Projects Activate the Compare Project feature.
[Task/Resource Comparison] Switching between project's tasks and project's resources.
Display Items In this section of the Compare Project sub-menu, a list

of items for viewing different information of task's or
resource's status (depending of selected comparing
mode) is presented. (e.g. changed, unchanged or
common items). Usually, i.e. by default, all items are
displayed in the comparison report.

View Columns In this section of the Compare Project sub-menu, a list
of column types for presenting different task or
resource information in the Gantt table/Resource Sheet
table is presented. Usually, i.e. by default, all columns
are displayed in the comparison report.

Show Legend Shows the legend for the Comparing report.

Tables
This menu provides options to change the table associated with a view and switch to some of the
other available tables or create a completely new table of your own.

The table below shows the available actions found under this menu.

Feature Description

[Tables] In this section of the Tables sub-menu, a list of task or
resource tables (depending of the view currently active)
which are selected to be shown in the menu for a quick
access (e.g. most frequently used ones) is listed. Usually,
i.e. by default, this group contains the same tables as in
Microsoft® Project when started for the first time. Clicking
on one of the tables changes the table associated with the
currently active view..
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More Tables... Opens up a dialog with all available task and resource
tables, regardless if they are visible in the Tables sub- menu
or not. You can choose to display a view in the Tables sub-
menu by checking the checkbox next to the table name in
the list or show a view by selecting the view in the list and
clicking on the Apply button. In this dialog, you can also
manipulate the tables by editing/deleting the existing ones
or create new one.

Additional reading

* Read more about setting up the default views in Seavus Project Viewer™ in the "Global
template” section

* You can read everything about views and related functionality in Seavus Project Viewer™ in the
“Views" section

* Deeper coverage of reports and options for working with them is given in the "Reports” section

* You can find more information how to use the View Bar in the “View bar” section

Toolbars

This menu provides options to manipulate the available toolbars in the application. The table below
shows the available actions found under this menu.

Feature Description

Standard Toggles between showing and hiding the “Standard”
toolbar in the application.

Formatting Toggles between showing and hiding the “Formatting”
toolbar in the application.

Tracking Toggles between showing and hiding the “Tracking”
toolbar in the application.

Custom Forms Toggles between showing and hiding the “Custom
Forms” toolbar in the application.

Collaborate Toggles between showing and hiding the “Collaborate”
toolbar in the application.

Customize Opens up a dialog which provides extensive set of
options for customizing the toolbars, menus, and
keyboard shortcuts.

Additional reading
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* Read more about setting up the default views in Seavus Project Viewer™ in the “Standard
toolbar”, “"Formatting toolbar”, “Tracking toolbar” and “Charts toolbar” section correspondingly

* You can read everything about views and related functionality in Seavus Project Viewer™ in the
“Customizing Toolbar” section

Insert
This menu provides options to insert fields in the different views. The table below shows the
available actions found under this menu.

Feature Description

Column Inserts a new field (column) in the associated table of
the currently active view.

[Custom Bars] In this section of the Insert menu, a list of task types
that can be inserted in the Gantt chart part of the Gantt
view is presented. Beside the tasks, features for
saving/loading, inserting comments as well as option
for setting the visual effects are presented. Usually, i.e.
by default, this group of views contains the following
task types: task, summary task, and milestone.

Page Break/Remove Page Break Insert/Remove Page Breaks in the project plan.

Additional reading

* You can read everything about tables and related functionality in Seavus Project Viewer™ in
the "Tables" section

* In addition, you can read everything about views and related functionality in Seavus Project
Viewer™ in the “Views" section

* Now you can add and view Enterprise columns (Enterprise Custom Fields) from your Enterprise
Project imported from the Microsoft Office Project Server 2007. For the supported Enterprise
fields, please see Additional Features — “Enterprise Custom Fields” section.

Format
This menu provides options for formatting different aspects of the currently active view. The table
below shows the available actions found under this menu.

Feature Description

Timescale Opens up a dialog for formatting the timescale of the
currently active view (if the view supports this feature).
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Timeline Tasks Opens a dialog with a task list for showing/hiding tasks
on/from the timeline in the Timeline view.

[Detail Styles] Opens up a dialog for formatting the detail styles of the
currently active view (if the view supports this feature).
This feature depends on the active view.

Details Shows a sub-menu containing a list of detail fields that
can be shown for the currently active view (if the view
supports this feature). Depending on the view, the sub-
menu will be populated with time-phased fields
supported by the view to be shown in the “usage” table
or graph and selected for quick access in this sub-menu.

More detail fields can usually be accessed using the
Detail Styles action, described above. This feature
depends on the active view.

Layout Opens up a dialog for configuring the layout of the
currently active view (if the view supports this feature).

This feature depends on the active view.

Text Styles Opens up a dialog for changing the visual style of the
text in the Gantt table for specific type of category in
the view.

Font Opens up a dialog for changing the visual style of

random selected text, cell or column in the Gantt table.

Additional reading

* You can read everything about views and related functionality in Seavus Project Viewer™ in the
"Views" section. This section also gives you an overview of the supported layout, formatting
and styles options, as well as supported detail field for each view type

* The options for formatting the timescale are covered in details in the "Timescale formatting”
section

* The options for formatting the detail styles are described in the “Detail styles formatting”
section

* Information about configuring the layout options is available in the “Layout formatting” section

Tools
This menu provides options for configuring the program options, menus, language and toolbars,
or set-up one or more progress lines for tracking tasks in Gantt Chart views.

The table below shows the available actions found under this menu.
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Feature Description

Progress Lines Opens up a dialog for configuring the progress line(s)
shown in the currently active Gantt Chart view. This feature
is not available for other views, except Gantt Chart views.

Link Between Projects Opens up a dialog which provides information regarding
the external tasks predecessors and successors in the
project plan

Customize... Opens up a dialog which provides extensive set of options
for customizing the toolbars, menus, and keyboard
shortcuts.

Options Opens up a dialog with configuration options for the
application.

Save My Settings — User Profile Opens a sub-menu with features for saving the settings

that are made in the application.

Language Opens a sub-menu with languages that are available for
Seavus Project Viewer™. You can switch the application
language by simple click on the desired language and
restarting of the application.

Graphic User Interface This sub-menu contains the options for switching the
graphical user interface of the application. You can choose
between ribbons and standard user interface

Style This sub-menu contains options for changing application’s
color.

Additional reading

* Read more about the progress lines and their options in the “Progress Lines” section

* Detailed information about the program options is available in the “Program Options” section

* More information about creating own toolbars, or customizing the existing ones can be found
in the "Customizing toolbars" section

Project

This menu provides various functions for organizing the project information in the active view and
accessing the information dialogs for the project or the selected task, resource, or assignment. The
table below shows the available actions found under this menu.

Feature Description

Sort Opens up a sub-menu containing various sort options

available for the current view.
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Filtered for: [Current Filter] Shows the currently active filter and opens up a sub-
menu containing various filtering options available for
the current view.

Grouped by: [Current Group] Shows the currently active group and opens up a sub-
menu containing various grouping options available for
the current view.

Outline Opens up a sub-menu containing various outline
options available for the current view.

[Task/Res/Ass. Information] Opens up the information dialog for the selected task,
resource, or assignment.

[Task/Res/Ass. Notes] Just like the previous command, it opens up the
information dialog for the selected task, resource, or
assignment, but it goes directly to the Notes tab of the
dialog.

Project Information Opens up the Project Information dialog.

Additional reading

*  Section "Information dialogs” provides more information about the project, task, resource, and
assignment dialogs available in Seavus Project Viewer™.

Sort

This sub-menu contains different sorting options. They are shown in the table below.

Feature Description

[Sorts] Depending on the view type (showing tasks or resources),
this section of menu items contains a list of pre-defined
sorting options.

For task views, the available options are:

* by Start Date
* by Finish Date

* by Priority
* by Cost
* bylID

For resource views, the list contains the following options:

* by Cost
* by Name
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* bylID

Clicking on one of the options, the tasks or resources
shown in the active view are sorted by the field specified in
the options in ascending order.

Sort By... Opens up a dialog for specifying custom sorting criteria,
where you can choose up to three fields for sorting and
choose the direction in which the values in the selected
fields should be sorted.

Additional reading

®* You can check which views support sorting functionality in Seavus Project Viewer™ in the
“Views" section

Filters

This sub-menu contains different filtering options. They are shown in the table below.

Feature Description

[Filters] This section of menu items contains a list of filters that
are selected to be accessible through the menu (as a
quick access list). Usually, i.e. by default, this section
contains the same filters as in Microsoft® Project when
started for the first time. Clicking on one of the filters
activates the particular filter for the currently active
view.

More Filters Opens up a dialog with all available filters, regardless if
they are visible in the section specified above or not.
This dialog lets you choose which filters should be
accessible through the menu (by ticking the checkbox

next to the filter name) or activate a filter (by selecting
it and clicking the Highlight or Apply button).
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Auto Filter Activates the “AutoFilter” feature for the currently

active view.

Additional reading

* You can read everything about filters and filtering functionality in Seavus Project Viewer™ in
the “Filters” section

Groups
This sub-menu contains different grouping options. They are shown in the table below.

Feature Description

[Groups] This section of menu items contains a list of groups that
are selected to be accessible through the menu (as a quick
access list). Usually, i.e. by default, this section contains the
same groups as in Microsoft® Project when started for the
first time. Clicking on one of the groups activates the
particular group for the currently active view.

More Groups Opens up a dialog with all available groups, regardless if
they are visible in the section specified above or not. This
dialog lets you choose which groups should be accessible
through the menu (by ticking the checkbox next to the
group name) or activates a group (by selecting it and click
on the Apply Button)

Additional reading

*  You can read everything about groups and grouping functionality in Seavus Project Viewer™
in the "Groups” section

* In addition, you can check which views support grouping functionality in Seavus Project
Viewer™ in the "Views" section

Outline
This sub-menu contains different outlining options. They are shown in the table below.

Feature Description

Show Subtasks Clicking this action expands the subtasks of the selected
task in a task view, causing them to show on the view.

Hide Subtasks Clicking this action collapses the subtasks of the selected
task in a task view, causing them to be hidden from the

view.
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[Show/Hide Assignments] Toggles between expanding and collapsing the
assignments in the Resource Usage and Task Usage views.
When assignments are hidden, only summary work
grouped by resources/tasks is shown in the view.

Show Opens up a sub-menu for choosing the maximum outline
level at which tasks should be shown (expanded) in the
view. The sub-menu contains an option to choose to show
all subtasks or select an outline level of 1-9 at which tasks
should be shown, i.e. expanded.

[Show/Hide Outline Symbols] Toggles between showing/hiding the outline symbols in
the view.

Additional reading

*  You can check which views support outlining functionality in Seavus Project Viewer™ in the
“Views" section

Custom Layer
This menu contains options for inserting custom bars in the Gantt Chart view. The table shows the
available actions found under this menu.

Feature Description

[Insert] Opens up a sub-menu for choosing the type of task that
will be entered in the Gantt Chart (user can insert the
following task types: ordinary task, summary task,
milestone), to insert deadline or insert comments
regarding the project’s tasks.

Show/Hide Layer Loads all custom bars and text box in the project plan.

Properties Opens the Property dialog, where you can make the
necessary adjustments for the custom bars in term of
changing color and transparency of the bars, font and color
of the comments, etc.

Window

This menu contains options for splitting the Seavus Project Viewer™ window in two parallel views
or open another window with a different (or the same) file. The table below shows the available
actions found under this menu.
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Feature Description.

Open in New Window Similar to functionality with Open, but when you open an
.mpp file using this action, a new Seavus Project Viewer™
window is opened with the selected file, while the
currently opened file remains in the old Seavus Project
Viewer™ window.

[Split/Remove Split] Toggles between activating/removing the split views
functionality.

Additional reading

* You can read more about split views functionality in section “Combined views".

Help

This menu provides you with access to the integrated help system in Seavus Project Viewer™ and
the Live Update functionality for Seavus products. The table below shows the available actions
found under this menu.

Feature Description

Content Opens up the Contents menu of the context help, which lets
you to navigate the entire help through the available
categories organized in hierarchy.

Index Opens up the index of the context help which lets you
quickly access information about a particular issue by using
a keyword based search of the help index.

Email our Support Opens a dialog form where user can submit issues,
Team questions or comments regarding Seavus Project Viewer™
to the support team.

Change License Opens a dialog form where user can enter new license key
Propose a Feature Opens a dialog form which allows user to email suggestions

on a new feature or feature's improvement to the support
team.
Live Update... Runs a check of available upgrades of the program and
downloads them through the Seavus Live Update system.
Customer Support Opens the Customer Support dialog, where you can find

information how to contact the Seavus Customer Support
center.
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About Seavus Project Viewer Opens up the About dialog for the product.

Additional reading

* Section "How to get new upgrades with Live update” provides detailed description about using

the Live Update functionality and program upgrade options in Seavus Project Viewer™
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Toolbars
Standard Toolbar

This toolbar contains the most common actions used when viewing the projects in Seavus Project

Viewer™, as shown on the figure below:

Standard v X
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The following tables lists the commands found in the toolbar.

Feature Description

X Open/Open recent Displays the Open dialog box so that you can open an
existing project file.

In addition, when clicking on the arrow, a sub-menu that
contains a list of files you have recently opened is shown,
providing a quick shortcut option for opening them again
without going through the Open dialog

Close Closes the currently opened project file.

Save Saves the changes that are made on the project plan using
some of the Seavus Project Viewer™ features such as: Text
Styles properties, User Profile and Custom Layer.

b Import from Project Server Opens a dialog box with project plans that are published
on Microsoft Project Server 2007/2010/2013.

M Page Setup Displays the Page Setup dialog, where you can set different
print configuration options for the currently active view.

i print Displays the Print dialog where you can choose a printer to
print the active view.

2 Print Preview Displays each page of the active view as it will look when
printed. The status bar at the bottom of the screen shows
the current page number and the total number of pages in
the selected view.

[Task/Res/Ass. Information] Displays task, resource, or assignment information in the
standard Information dialogs.

L2 [Task/Res/Ass. Notes] Displays the Notes tab in the Information dialog box of the
task, resource, or assignment.

Group By Displays the name of the grouping applied to the active
view and lists the groupings available for the view.

View Search Opens a search bar that allows searching various terms in

tasks and resources.
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Zoom In Shows a smaller time increment on the timescale.
Zoom Out Shows a larger time increment on the timescale.
Entire Project Presents entire project plan on the screen.
7 Go to Selected Task Moves to the area on the Gantt Chart containing the bar
for the selected task.
(7] Help Displays the Seavus Project Viewer™ help window.
Additional reading

* Go to the "Printing” section for more information about printing and printing options

*  You can read everything about views in Seavus Project Viewer™ in the "Views" section of this
manual

* Section "Information dialogs” provides more information about the project, task, resource, and
assignment dialogs available in Seavus Project Viewer™.

* You can read everything about groups and grouping functionality in Seavus Project Viewer™ in
the “Groups” section

* More information about creating own toolbars, or customizing the existing ones can be found
in the "Customizing toolbars” section

Formatting Toolbar
This toolbar contains the most common options for formatting the information in the views in
Seavus Project Viewer™, as shown on the figure below:

Formatting v =
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The following tables lists the commands found in the toolbar.

Feature Description

Show Subtasks Displays the subtasks that are one level below the selected
summary tasks.

Hide Subtasks Hides the subtasks of the selected summary tasks.

[Show/Hide Assignments] Toggles between displaying and hiding the assignments in
the usage views.
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Show [Outline Level Selection] Opens up a sub-menu for choosing the maximum outline
level at which tasks should be shown (expanded) in the
view. The sub-menu contains an option to choose to show
all subtasks or select an outline level of 1-9 at which tasks
should be shown, i.e. expanded.

Filter Displays the name of the filter applied to the active view
and lists the filters available for the view.

Auto Filter Displays or hides the AutoFilter of the column headings,
which appear in the sheet views.

Sort By... Opens up a sub-menu containing various sort options
available for the current view.

Reports Opens up a dialog with selection of reports organized in
categories.

Additional reading

* You can read everything about views in Seavus Project Viewer™ in the "Views" section of this
manual

*  You can check which views support outlining functionality in Seavus Project Viewer™ in the
“Views" section

* You can read everything about filters and filtering functionality in Seavus Project Viewer™ in
the “Filters” section

* More information about creating own toolbars, or customizing the existing ones can be found
in the "Customizing toolbars" section

Tracking Toolbar

This toolbar contains features which are useful when tracking the project progress using Seavus
Project Viewer™.

Tracking v X
by | (=]

The following tables lists the commands found in the toolbar.

Feature Description

Project Statistic Displays the Project Statistics dialog box, which shows the

project start and finish dates, duration, work, and cost.
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Progress Line Opens up a dialog for configuring the progress line(s)
shown in the active Gantt Chart view. Progress lines
connect those tasks that are currently scheduled to have
started but are not yet finished to a vertical line on the
Gantt Chart that represents the progress date.

Add Progress Line Allows you to add a progress line to one of the Gantt
views. Drag the pointer and click the desired date in the
chart portion of the view to set the progress line.

Using Resources Filters your view with the Using Resource filter, which is an
interactive filter that prompts you for the resource whose
tasks you want to view. This filter is especially helpful for
evaluating the progress of a specific resource.

Additional reading

*  You can read everything about views in Seavus Project Viewer™ in the "Views" section of this
manual

* Read more about the progress lines and their options in the “Progress Lines” section

* You can read everything about filters and filtering functionality in Seavus Project Viewer™ in
the “Filters” section

* More information about creating own toolbars, or customizing the existing ones can be found
in the " Customizing toolbars" section

Custom Bars Toolbar
This toolbars contains the most common options for inserting, saving and loading custom bars in
the Gantt Chart part of the Gant Chart view in Seavus Project Viewer™, as shown on the figure

below:

Custom Gantt Layer v X
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The following tables lists the commands found in the toolbar.

Feature Description
Task Bar Inserts custom ordinary task in the Gantt chart.
Summary Task Inserts custom summary task in the Gantt chart.
Milestone Inserts custom milestone in the Gantt chart.
Deadline Inserts custom deadline in the Gantt chart.
Add Comment Inserts custom text box where you can inserts your

comments.
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Show/Hide Loads all custom bars and text box in the project plan.
Customization Properties Opens the Property dialog, where you can make the

necessary adjustments for the custom bars in term of
changing color and transparency of the bars, font and color
of the comments, etc.

View
The View Bar appears along the left edge of the Project window and provides a convenient means
of changing views by just clicking the icons that appear on the View Bar. If the view you want to

display does not appear on the View Bar, click More Views “=lon the View Bar, and then select
the view from the More Views dialog box.

If you do not want Seavus Project Viewer™ to display the View Bar, click View Bar on the View menu.
Alternatively, you can click Options on the Tools menu. In the Show box, select or clear the View
bar check box.

The views shown on the View Bar are the same as those shown in the View menu, i.e. their
appearance in the View Bar is defined by the “Show in menu” checkbox in the More Views dialog.
By default, the View Bar contains icons for the following views:

Feature Description

Calendar A monthly calendar showing tasks and durations. Use this
task view to show the tasks scheduled in a specific week or
range of weeks.

Gantt Chart A list of tasks and related information, and a chart showing
tasks and durations over time. Use this task view to the list
of tasks and their schedule.

Network Diagram A diagram showing all tasks and task dependencies. Use
this task view to view your schedule in a flowchart format.

Task Usage A list of tasks showing assigned resources grouped under

each task. Use this task view to see which resources are
assigned to specific tasks.

Tracking Gantt A list of tasks and related information, and a chart showing
baseline and scheduled Gantt bars for each task. Use this
task view to compare the baseline schedule with the actual
schedule.

Resource Graph A graph showing resource allocation, cost, or work over
time. Use this resource view to display information about a

single resource or group of resources over time.
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Resource Sheet A list of resources and related information. Use this
resource view to review resource information in a
spreadsheet-like format.

Resource Usage A list of resources showing allocation, cost, or work
information for each resource over time. Use this resource
view to show cost or work allocation information for each
resource.

Status Bar
The status bar displays information at the bottom of the Microsoft Project window about the
current activity or mode.

To show or hide the status bar, click Options on the Tools menu. In the Show box, select or clear
the Status bar check box.

The right side of the status bar shows whether the Extend Selection, Caps Lock, Num Lock, Scroll
Lock, and Overtype, modes are turned on.

The left side of the status bar displays the description of the menu actions and/or toolbar buttons
when the mouse is hovering on top of them.

Custom Forms Toolbar
This toolbar contains the most common actions used when viewing the projects in Seavus Project
Viewer™, as shown on the figure below:

Custom Forms v X
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The following tables lists the commands found in the toolbar.

Feature Description
3 Entry Displays the Entry window where you can view the main
task’s information such as: Name, Duration, Start and

Finish Date.
Al Cost Tracking Displays the Cost Tracking window where you can view

the cost information for the task, such as: Total Cost,
Baseline Cost, Variance, Fixed Cost, Actual Cost and
Remaining Cost, as well as the task’s Duration, Work, %
Complete and % Work Complete.

& Work Tracking Displays the Work Tracking window where you can view the
progress information for the task, such as: Total Work,
Actual Work Baseline Work, % Complete, Remaining Work
and Variance, as well as the Task Name, Resource Name,

Duration, and % Complete.
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Schedule Tracking Displays the Schedule Tracking window where you can view
the schedule information for the task, such as: Baseline
Start Schedule Start, Variance, Baseline Finish, Baseline
Schedule, Variance, as well as the Task Name, Resource
Name, Duration, and % Complete.

& Task Relationship Displays the Task Relationship window where you can view
the task’s predecessors and successors.

Tracking Displays the Tracking window where you can view the
information for the task, such as: Task Name, % Complete,
Actual Start, Actual Finish, Start, Finish, Duration and
Remaining Work.

Customizing Toolbar

A menu displays a list of commands. Some of these commands have images next to them so you
can quickly associate the command with the image. Most menus are located on the menu bar,
which is the toolbar at the top of the screen. Toolbars can contain buttons, menus, or a combination
of both.

You can customize menus and toolbars yourself; you can add and remove buttons and menus on
toolbars, create your own custom toolbars, hide or display toolbars, and move toolbars. You can
customize the menu bar the same way you customize any built-in toolbar — for example, you can
quickly add and remove buttons and menus on the menu bar — but you cannot hide the menu bar.

You can use the Customize dialog available on the Tools menu, or the Toolbars sub- menu of the
View menu to customize menus and toolbars yourself. It enables you to do the following:

*  Create a custom toolbar or menu

* Rename a custom toolbar or menu

* Delete a custom toolbar or menu

* Show or hide a toolbar

* Add a button, menu, or a command to a toolbar

* Move or copy a button, menu, or menu command

* Rename a button, menu command, or menu

* Delete a toolbar button or a menu command

* Change a picture on a toolbar

* Change the size of the toolbar buttons

* Display an icon, text or both on a menu command or button

* Group related buttons and menus on a toolbar

* Assign and/or change the keyboard shortcuts for the menu commands
* Restore original settings for menus, buttons, commands, or toolbars
* Show or hide shortcut keys in ScreenTips

* Show or hide toolbar ScreenTips




*  Show or hide menu shadows

SEAVUS

* Personalize menus to show recently used commands first

Search

The Search Bar appears on the right side of the project window and provides a set of search options

that can be used for searching, as shown in the Table below:

Feature

Description

Search Field

Start New Search

Case Sensitive

Match Exactly

Space where the term that is searched in the project plan is
entered.

The results from the previous search option, as well as
search settings and search term, are deleted.

Search terms in task and resource category that are
capitalization sensitive.

Search the exact name of a task or resource in the project
plan.

Search for Task/Resource only

Task Only

Resource Only

Both

Task Search Results

Resource Search Results

Back
Forward

Home

Search terms only in the Task Name column and Resource
Name column.

The search option will be performed only in the task text
fields.

The search option will be performed only in the resource
text fields.

The search option will be performed both in the task and
resource text fields.

Field where search results are presented as links. By clicking
on the link, Task Entry view is opened.

Field where search results are presented as links. By clicking
on the link, Resource Form view is opened.

Takes you several steps back until the first searched term.
Takes you from the first searched term until the last.

Presents the main Search window.

Projectviewer
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Ribbons

Introduction

Beside the Standard Graphical User Interface (GUI), that consists of menus and toolbars, Seavus
Project Viewer™ giving you the possibility to work with Ribbon GUI. By its definition, Ribbon is a
single tab bar that contains graphical elements as representation for different functionalities.
Several application’s control with similar functionalities can form a Group inside the Ribbon.

The Seavus Project Viewer™ Ribbon GUI consists of Application menu, where all features from the
File menu from the Standard GUI are placed and Ribbons containing the other viewing features.
There is no difference between Standard and Ribbon GUI from functionality point of view: all
features from the first workaround are implemented in the other one.
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| Gan Task _ Tables
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. Task Views Resource Views Data
Backstage Task Task Name Duration  Start Finish
View Mode

, = E View testing 29 days? |Tue 6/29/10 |Fri 8/6/!
‘_7‘ 1 = B summary 29 days? |Tue 6/29/10 |Fri8/6/1(

Backstage view

Introduction

The Backstage view is the first ribbon in Seavus Project Viewer™ viewing from left to right. It consists
of functions and tabs arranged in vertical order. Named as “File”, it is a place where you can manage
your project plans .Through the Backstage view you can open/close project plans, take a closer look
on the project details using the print preview or make printout of the project plan. Export and
Import features are placed inside the Backstage view along the features for collaboration with
Microsoft Outlook.

The look of the Backstage view is presented in the figure below.
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@ Software development plan.mpp - Seavus Project Viewer - & X

W open Information About "Software development plan”

B save D A Project Files in MSP 2013\Software development plan.mpp

5 Open from SharePoint

o = Project Properties
— Opens up the Project Information dialog with general information for the
project plan

Recent Properties
Print

Import/Export | Project Statistics
|

Opens up the Project Statistic dialog with statistical overview on project’s
e Statistics work, duration and costs

B ciose

# Options

T exit

It contains 5 tabs in the following order:

* Info
¢ Recent
e  Print

*  Export/Import
* Help

As well 5 functions for managing project and application’s preferences:

*  Open
* Save
* Close
* Options
e Exit
Info

The “Info” tab, presented on the figure below, displays information of the project plan. It is divided
into two sections: the left section consists of features for presenting detailed project information
while the right section contains project’s dates such as Star and Finish date, Status and Current date
as well as project calendar and its priority.

The functions that are available in the Info tab are:

Feature Description
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Opens up the Project Information dialog with general
Project Information information for the project plan.
_I/‘-, Opens up the Project Statistic dialog with statistical
! Project Statistic overview on project’s work, duration and costs.
Recent

"Resent” tab contains list of recently opened files in Seavus Project Viewer™. On left mouse-click,
the selected project will be opened.

Print

To manage a project effectively, you may need to communicate project information to a variety of
people. With Seavus Project Viewer™, you can print views and reports that present the exact
information you want.

The process of printing the information you need can be as simple as clicking a button or as refined
as customizing and previewing the existing views. No matter how simple or refined the process,
printing a view or report consists of essentially the same steps:

* Select the view or report that best presents the information you want — If a predefined view or
report does not meet your exact needs, you can apply different tables or filters, or change the
way tasks, resources, or assignments are grouped or sorted.

* Make display changes to the view or report — For example, you may want to scale information
to fit on a single page.

* Preview a view or report before it is printed — Previewing a view or report can help you verify
content and display changes you made so you can adjust them again if necessary.

* Print the view or report — To make printing as efficient as possible you can specify the options
you want. For example, you can print a range of pages (defined by page numbers or dates),
suppress blank pages, and print multiple copies.

You can make changes to the way a printed view or report looks by specifying page setup options
such as page orientation, scale, or paper size. The Page Setup dialog for a view is directly accessible
through the Page Setup command on the File tab. The page setup options for a report, on the other
hand, are accessible through the following procedure:

1. In the Project ribbon, click Reports.

2. Click the report type you want, and then click Select.
3. Click the report you want, and then click Select.

4. Click Page Setup link.

Once you open the Page Setup dialog, you can follow the steps below to specify the page and other

printing options for a view or a report. Note that some of the options in the Page Setup dialog
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available for views may not be available for the reports. Some options may differ between different
views as well:

1. Click the Page tab in the Page Setup dialog.

2. To change page orientation, under Orientation, click Portrait (vertical) or Landscape
(horizontal).

3. To scale pages, under Scaling, click Adjust to, and then type the percentage at which you want
information to appear on your printed pages in the % normal size box.

4. To adjust page fit (some views only), under Scaling, click Fit to, and then specify the number of
pages you want in the pages wide by and tall boxes.

5. To change the paper size, click the paper size you want in the Paper Size box.

6. Click the Margins tab.

7. In the Top, Bottom, Left, and Right boxes, type or select the new margin settings

8. To display or hide page borders, under Borders around, click Every page, or None.

9. Click on the Header tab

10. Select the type of the header in the Choose Header frame.

11. To select the font of the Custom header, click on the Font button

12. To insert an image in the Custom header, click on the Image button

13. To select the alignment of the header’s text or image, click on the Right, Center or Left button

14. Click on the Footer tab

15. Select the type of the footer in the Choose Footer frame

16. To select the font of the Custom header, click on the Font button

17. To insert an image in the Custom footer, click on the Image button

18. To select the alignment of the footer's text or image, click on the Right, Center or Left button

19. Click the View tab (gantt, sheet and calendar views only).

20. If you are printing a gantt or a sheet view, you can:

a Tick the Print all sheet columns box if you would like to print all columns in the sheet
portion of the view, even though they are not visible on the screen, e.g. hidden behind
the chart portion of the view.

b Tick the Print first N columns on all pages and specify the number of columns if you wish
to have the specified number of leftmost columns printed on every page of the view.

c Tick the Print notes if you would like to print the notes entered in the notes tab in the
Task information window on separate page in the Gantt Chart.

d Tick the Print blank pages box if you wish to print the pages in a view that contain no
data.

21. If you are printing a calendar view, you can:

a Select the Months per page option if you want months displayed on your printed
calendar. Select either one or two months per page.

b If you selected the above option, you can also tick the Only show days in month box to
display dates in date boxes for the printed month only, and/or the Only show weeks in

month box to displays dates in date boxes for only the weeks that include days in the
printed month.
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c Select the Weeks per page option and then type the number of weeks in the box to print

the specified number of weeks per page.
d Select the Week height as on screen option to print the weeks at the same height as they
are shown in the Calendar view.
22. In the Legend section choose where to print the legend by selecting Every page, Legend page

or None.
23. In the same section specify the width of the legend in the Width box.

Before printing a view or report, in addition to the page setup options, you can specify print options
such as the printer and its properties, the print range for pages, the number of copies, and the date

range.

1. In the File tab, click on the Print sub-tab.
2. From the Printer drop-down menu select the appropriate printer.
3. In the Settings portion of the Print sub-tab select the print range of the project plan, page

orientation and paper size.
4. To change printer properties, click Printer Properties, select the options you want, and then

click OK.
5. To print the view or report click on the Print button

In addition, users can print the project plan using the Print with Seavus Project Viewer™ feature,

with the following procedure:

* Open the Window Explorer
* Select the .mpp file that you want to print
* Click on the right mouse button and select the Print with Seavus Project Viewer™ feature

After performing this procedure the Print window will open. You may then make changes to print

the document the way you want.

Import/Export

“Import/Export” tab is divided in 3 major sub-tabs that allows opening project plans in formats
different than .mpp options for sending project plan trough Microsoft Outlook. The implemented
features in the “Import/Export” tab are described in the sections below.

Send As
“Send As” sub-tab contains the following options:

Feature Description

[ Opens the Untitled Message window, with the project plan
=<1 Mail recipient (As Attachment) attached in the Attachment field.

5% Gives an opportunity to the users to send messages with an
><] Mail recipient (as Schedule image of the selected task(s) from the project plan or send the
Note) entire project plan as an attachment.
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Import

The following features are implemented in the “Import” tab:

X Microsoft Excel (XML) Imports the information in XLS format. Previously, the project
== information is entered in special Microsoft® Excel template and saved
in xlIs format. After importing in Seavus Project Viewer™, the project

plan looks like it was created in Microsoft® Project.

or Microsoft Outlook  Exports the information in a textual, comma-delimited format. The

il exported file can be opened in Microsoft® Excel or any text editor.
This format exports the task or resource information in raw table
format, with no formatting or outline information.

3 Import project plans that are published on Microsoft Project Server
=1 ODBC version 2003.
g Import project plans that are published on Microsoft Project Server
=] Project Server 2007/2010/2013.
E:> Imports project plans that are published on Microsoft® SharePoint
SharePoint Server  Server 2007/2010/2013 as well as Microsoft® SharePoint Server 365.

Export
"Export” tab contains the following options:

Feature Description
Microsoft Excel (XML) Exports the information in an XML Spreadsheet format. The
L exported file can be opened in Microsoft® Excel, just like any
Excel spreadsheet file. This format will preserve the outline
information and format the data for better viewing.
EIE Microsoft Excel (CSV) Exports the information in a textual, comma-delimited format.
=3 The exported file can be opened in Microsoft® Excel or any
text editor. This format exports the task or resource
information in raw table format, with no formatting or outline
information.
oy Microsoft Outlook Exports the information in the "Task” tab in Microsoft®
[]
s Outlook.
<. 3] Exports the information in HTML (HyperText Mark-up
' HyperText Mark-up Language Language) format. This format allows the users to publish the
(HTML) project plan on World Wide Web pages.
Hg Microsoft PowerPoint Exports project information into Microsoft® PowerPoint.

C |
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Pack Custom Layer

“Pack Custom Layer” tab contains the following options:

Feature Description

Creates a .zip file containing the original .mpp file and the
§ Export customizations that are made.

Help

The "Help” tab provides you with access to the integrated help system in Seavus Project Viewer™
and the Live Update functionality for Seavus products. Divided into 4 sections, the “"Help” tab offers
links to the Help file, live update feature, web page with Seavus related solutions and so on.

The table below shows the available actions found under this menu.

Feature Description
Opens up the Contents menu of the context help, which lets you to
navigate the entire help through the available categories organized
Contents in hierarchy.
Opens up the index of the context help which lets you quickly
access information about a particular issue by using a keyword
Index

based search of the help index.

Opens the official web page where user can see other products.
Related Solutions

Runs a check of available upgrades of the program and downloads
them through the Seavus Live Update system.

Live Update

Opens the Customer Support dialog, where you can find

9 e

information how to contact the Customer Support center.
Customer Support

Opens a dialog form where user can submit issues, questions or

comments regarding Seavus Project Viewer™ to the support team.
Email our Support team

Opens a dialog form which allows user to email suggestions on a

new feature or feature’s improvement to the support team.
Propose a Feature

O -_ .
T

Opens up a dialog with configuration options for the application.
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Ribbon overview

Seavus Project Viewer™ contains five standard ribbons:

* Task

®* Resource

* Project

* View

* Seavus Add-ins

Depending from the selected view, at the end of the standard ribbon arrangement, a new ribbon
appears. This ribbon contains features that are unique for the selected view or unique to the
category that the selected view belongs.

Detailed description of the Seavus Project Viewer™ ribbons is given in the “Walkthrough Seavus
Project Viewer™ ribbons” section.

Working space
After installing and starting Seavus Project Viewer™ you will see user interface as it is presented on
the figure below.
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Chart - | Usage~ g Other Views ~ Planner~ g Other Views - - Outline~ -
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. 1 S task21  |2days  |Tue6/29/10 |Wed6/30/10| R4 L e |
5 19 = task 2.2 2 days Mon 7/5/10 |Tue 7/6/10 |18FS+2days |RS -—— R
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The main elements of the Seavus Project Viewer™ user interface are:

* Ribbons - containing all commands available in Seavus Project Viewer™ grouped by the type
of action. Detail explanation of the commands is given later in this chapter.
* Quick Access Toolbar — set of commands that allows user to perform the same actions as using

the Application menu, but much quicker. Quick Access toolbar can be customized allowing user
to adjust it according its needs.
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* View bar — special type of bar that contains only views. The view bar in Seavus Project Viewer™
contains the default views as Microsoft Project as well as option for inserting views that are not
visible at the moment of work in the View Bar.

* Working area — space where the project plan is viewed.
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Walkthrough Seavus Project Viewer™ ribbons
Task ribbon

Task ribbon in Seavus Project Viewer™ contains commands that are related with the tasks in the
project plan. You can select the view to work with, change the font of the inserted text, view specific
tasks and their properties, etc. All features are categorized according their similarity and
functionality and organized in four groups.

O i > Software Development Plan.mpp - Seavus Proje
FILE TASK | RESOURCE REPORTS PROJECT VIEW ADDAI
- ' Find
=l | |catibri -1 - E D it Fin

| B GoTo
Gantt | B 7 U & ~ A ~ Info  MNotes Details | . '
Chart ~ — &4 Hyperlink -
View Font P Properties Editing

The available subset of functions placed in the Task ribbon classified in groups is presented below:

View group
The look of the View group in the Task ribbon is presented on the figure below:

Gantt
Chart =~

View

The View group contain one drop-down button with all available views in Seavus Project Viewer™.
At the end of the list with the views, there is feature for applying the views that are not visible in
the ribbon/view bar. Default view for the Task ribbon is the Gantt Chart view.

Font group
The look of the Font group in the Task ribbon is presented on the figure below:

Calibri |11~
B I U &-A-

Font I

All necessary functions for editing text styles are placed in the Font group. The following actions

are available:
Feature Description
Font Type Change the font type of the selected text in the project plan

Font Size Change the font size of the selected text
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B Bold Make text bold

T Jtalic Make text italic

U Underline Underline the selected text

A Change Font Color Change the color of the selected text

% Fill Color Change the color of the cell’s background

Properties group
Properties group with the implemented functionalities is presented on the figure below:

EER NE

Info  Motes Details

Properties

The main information for the project’s tasks can be viewed using the features from the Properties
group. The following actions are available:

Feature Description

m Opens up the Task Information dialog for the selected task.
Task Info

Just like the previous command, it opens up the
Task Notes information dialog for the selected task, but it goes directly
to the Notes tab of the dialog.

E Splits the main window in two windows, where in the lower
Task Details window the Task Details Form view is applied.

Edit group

The look of the Edit group in the Task ribbon is presented on the figure below:
{#: Find
W[ GoTo

I'%H}.fpvi'rlink =
Editing

The Edit group contains three features that allow users to go to specific task, open hyperlinks or
find task(s) according specific keywords. The actions that are implemented in the Edit group are:

Feature Description
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H Provides an opportunity to search through the tasks or

Find resources in the currently active view by using different
criteria.

-[1 Provides an option to directly go to a task (by its ID) or

© GoTo position on a timeline (by date) in the currently active view.

(ma] Opens a sub-menu with options to work with the
&2 [Hyperlink] associated hyperlink (if any) of the selected task or resource
from the current view.

Resource ribbon

Resource information, selected resource view, additional resource’s properties are just few features
from the set of features that Resource ribbon contains. Similar to the Task ribbon, the Resource
ribbon has four groups that are categorized according their similarity and functionality.

© s Projet C.
TASK | RESOURCE | REPORTS Pl
= E 2 = | # Find
o

HE GoTo
Team Info  Motes Details & )
Planner - e Hyperllnk A
View Properties Editing

Detailed description of the commands that are implemented in the Resource ribbon’s groups is

presented below.

View group
The look of the View group in the Resource ribbon is presented on the figure below:

Team
Planner =

View

The View group contain one drop-down button with all available views in Seavus Project Viewer™.
At the end of the list with the views, there is feature for applying the views that are not visible in
the ribbon/view bar. Default view for the Resource ribbon is the Team Planner view.

Properties group
Properties group with the implemented functionalities is presented on the figure below:

o

Info  Motes Details

Properties
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The main information for the resource’s tasks can be viewed using the features from the Properties
group. The following actions are available:

Feature Description
E Opens Resource Information window.
Info
2% Opens the notes tab from the Resource Information
Resource Notes window.
E Splits the main window in two windows, where in the lower
Resource Details window the Resource Form view is applied.
Edit group
The look of the Edit group in the Resource ribbon is presented on the figure below:
#% Find
B® Go To

r-g':,Hj.rpE:rlinl‘; o
Editing

The Edit group contains three features that allow users to go to specific resource, open hyperlinks
or find resource(s) according specific keywords. The actions that are implemented in the Edit group
are:

Feature Description
[H] Provides an opportunity to search through the tasks or
Find resources in the currently active view by using different
criteria.
-[1_ Provides an option to directly go to a task (by its ID) or
" GoTo position on a timeline (by date) in the currently active view.
N Opens a sub-menu with options to work with the
&2 [Hyperlink] associated hyperlink (if any) of the selected task or
resource from the current view.
Reports

Information regarding project’s tasks and resources and can be obtained using the features from
the Reports tab. Graphical reports are generated with one click, allowing project participant to get

exact information regarding project’s, resources assignments or tasks. The implemented features
in the Report ribbon are placed in five groups, according their similarity and functionality.
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Recent Reports
The look of the Recent Reports group in the Reports ribbon is presented on the figure below:

Reset Reports

The Recent Reports group contains one drop-down button with all recently opened reports in
Seavus Project Viewer.

View Reports
View Reports group with the implemented functionalities is presented on the figure below:

Dashboards Resources Costs

- - -

View Reports

All default reports are categorized into three categories and placed in this group. Each group
consists of drop-down list, from which the user can easily select the desired report. The following
categories are available:

Feature Description

=| Dashboard Contains four reports (Cost Overview, Work Overview,
Project Overview and Upcoming Tasks) in the drop- down
list, for building dynamics reports based on project's data.

El

= Resource Notes Contains one report - Resource Overview, allowing you to
analyze reports based on resource's data

3

Cost Contains three reports (Cost Overruns, Resource Cost
Overview and Task Cost Overview) in the drop-down list,
for building dynamics reports based on project's cost data.

[l
L

Zoom Reports
Zoom reports group with the implemented functionalities is presented on the figure below:
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Zoom Zoom
In Qut

Zoom Report

Implemented features in this group allows you to adjust the level of the focus on the report. The
following actions are available:

Feature Description

E{T.D\ Increase the levels of the focus on the report, making
2] (1 the report’s elements more visible.

Decrease the levels of the focus on the report, making

==
& zoom Out the report’s elements less visible.

Page Setup group

Page Setup group with the implemented functionalities is presented on the figure below:

3 O

Page Orientation Size
Breaks \ ™

Page Setup

Managing the layout of the reports are done using the features from the Page Setup group. The
following actions are available:

Feature Description

Inserts lines in the Report view presenting the borders of

Page Breaks the paper in the report view area.
“:-:14 Drop-down menu with options for selecting the alignment
Page Orientation of the printout of the reports.

[ Size Drop-down menu with available paper sizes for the
I—I document’s printout.

Reset Reports
Properties group with the implemented functionalities is presented on the figure below

==
[ 1]
Reset

-

Reset Reports
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There are two options for resetting the reports: Reset current reports and Reset all reports. By
resetting the reports, you are clearing all customization that is done in the report(s), applying the
initial overall visual style.

Project ribbon
The first group in the Project ribbon contains commands that allow user to view the main project’s
information. The second Project ribbon group contains command regarding project’s reports.

O = I Master Project.mp

TASK RESOURCE REPORTS PROJECT

A g =
e ZINT ] - -
oy vy == | e d

Project  Link Between Project | Reports Compare
Information  Projects  Statistics Projects

Properties Reports

Detailed description of the commands that are implemented in the Project ribbon’s groups is
presented below.

Properties group
The look of the Properties group in the Resource ribbon is presented on the figure below:

| E— ’__| ‘h‘

ﬂ| nﬂo ' ‘\'II
Project  Link Between Project

Information  Projects  Statistics

Properties

The main information for the project plan can be viewed using the features from the Properties
group. The following actions are available:

Feature Description
Opens up the Project Information dialog with general
Project Information information for the project plan.
@ Link Between Opens up a dialog which provides information regarding
= Projects the external tasks predecessors and successors in the
project plan.
_I/\Ur_ Opens up the Project Statistic dialog with statistical
Project Statistic overview on project’s work, duration and costs.

Reports group
The look of the Reports group in the Resource ribbon is presented on the figure below:
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g 3le

Reports Compare
Projects

Reports

For viewing and analyzing different project’'s parameters you can use the report feature in Seavus
Project Viewer™. The actions that are implemented in the Reports group are:

Feature Description
g Opens up a dialog with selection of reports organized in
Reports categories.
== Compare two versions of a project. A comparison report is
== Compare Projects created to show you the differences between the two
projects, such as if new tasks were added or existing tasks
were deleted/modified.
View ribbon

View ribbon comprises of five groups with features that are related with the Seavus Project
Viewer™'’s views as well as with the features that are closely connected with the visual presentation
of the project’s information. In the first two groups, features for viewing different project's
properties are placed. Features for manipulating with the project data are placed in the third group,
followed by the zoom group. The last one contains features for splitting the view.

O i 5 Software Development Plan.mpp - Seavus Project Viewer GANTT CHART TOOLS

FILE TASK RESOURCE REPORTS PROJECT VIEW ADD-INS TASK UPDATE FORMAT

= Iﬁ E:::\:r:rnviagram' [E‘:. [F% Resource Usage ~ él d‘:] D}:{It::pv' [EC-)I q H:Da D

[[i'; Resource Sheet ~ ===

Gantt Task = : Team = $ Sort Show Tables Entire Zoom Timescale Split
Chart~ Usagev 71 OtherViews ~ Planner v 'f& Other Views ~ v Outliner ~ Project - v
Task Views Resource Views Data Zoom Split View

Detailed description of the commands that are implemented in the View ribbon’s groups is
presented below.

Task Views group
The look of the Task Views group in the View ribbon is presented on the figure below:

,ﬁ E Metwork Diagram ~
—-— [

IE Calendar -
Gantt Task =
Chart~ Usage~ o Other Views -

Task Views

For viewing different task(s) and assignment(s) information, you can use the commands that are
located in the Task Views group. The following features are implemented in this group:
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Feature Description
=T This command contains list for views based on the Gantt
== [Gantt Chart] Chart, for viewing those project's information that are

available in Gantt Chart based views. Usually, i.e. by default,
this group of views is consists of Gantt Chart and Tracking
Gantt and option for starting the More Views dialog for
selecting other task view.

’E Task Usage command contains the Task Usage view, for
= [Task Usage] viewing project's information in time-phase data. Usually,
i.e. by default, this group of views is consists of Task Usage
view and option for starting the More Views dialog for

selecting other task view.

515 . This command contains the Network Diagram view, for
~ | [Network Diagram]

viewing project’s flow. Usually, i.e. by default, this group of
views is consists of Network diagram view and option for
starting the More Views dialog for selecting other task view.

Calendar command contains the Calendar view, for viewing

[Calendar] project’s tasks in calendar format. Usually, i.e. by default,
this group of views is consists of Calendar view and option
for starting the More Views dialog for selecting other task
view.

. Opens up a dialog that lists all available views, regardless if
[Other Views] they are visible in the menu or not. You can choose to
display a view in the View menu by checking the checkbox

next to the view name in the list or show a view by selecting

the view in the list and clicking on the Apply button.

Resource Views group
The look of the Resource Views group in the View ribbon is presented on the figure below:

e ﬁ Resource Usage ~
“ [E Resource Sheet -
Team
Planner ~ rr‘; Other Views ~

Resource Views

For viewing different resource(s) and assignment(s) information, you can use the commands that
are located in the Task Views group. The following features are implemented in this group:

Data group
The look of the Data group in the View ribbon is presented on the figure below:
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Data

For organizing the project information in the active view and accessing the information dialogs for
the project or the selected task, resource, or assignment you can use the commands from the Data
group. The following features are implemented in the Data group:

Feature Description
A l Depending on the view type (showing tasks or resources),
4 [Sort] this section of menu items contains a list of pre-defined

sorting options.
For task views, the available options are:

* by Start Date
* By Finish Date

* by Priority
* by Cost
*  bylID

For resource views, the list contains the following options:

* by Cost
* by Name
* bylD

Clicking on one of the options, the tasks or resources
shown in the active view are sorted by the field specified in
the options in ascending order.

Opens up a drop-down list containing various outline
[Show Outline] options available for the current view.

Table command contains a list of task or resource tables

[Tables] (depending of the view currently active) which are selected
to be shown in the menu for a quick access (e.g. most
frequently used ones) is listed. Usually, i.e. by default, this
group contains the same tables as in Microsoft® Project
when started for the first time.

th oF

Clicking on one of the tables changes the table associated

with the currently active view.
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Filter command contains a list of filters that are selected to

[Filter] be accessible through the menu (as a quick access list).
Usually, i.e. by default, this section contains the same filters
as in Microsoft® Project when started for the first time.
Clicking on one of the filters activates the particular filter
for the currently active view.

[Group] Group feature contains a list of groups that are selected to
be accessible through the menu (as a quick access list).
Usually, i.e. by default, this section contains the same
groups as in Microsoft® Project when started for the first
time. Clicking on one of the groups activates the particular
group for the currently active view.

Zoom group
The look of the Zoom group in the View ribbon is presented on the figure below:

| Q [q

Entire Zoom Timescale
Project = ~

Zoom

Zoom group contains features for viewing project details in various timescale arrangements. The
following commands are implemented in this group:

Feature Description
ﬂﬁ Presents entire project plan on the screen
Entire Project
Q Opens up a drop-down list with different options to zoom
Zoom

the information shown in the view, e.g. zoom to 1 week, 2
weeks, 1T month, entire project, etc.

ﬂﬂ Opens up a drop-down list with different options for

Timescale formatting the timescale of the currently active view (if the
view supports this feature), e.g. set bottom tier to days,
weeks, hours, etc.

Split View group
The look of the Split group in the View ribbon is presented on the figure below:

]

Split

Split View
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To view more detailed information about a selection of task or resources in one of the available
views, you can use the features that are implemented in Split view group.

It contains the following actions:

Feature Description

Splits the window into two views, where the top and the
Split bottom pane contains combination of views that is
supported by Seavus Project Viewer™

Add-ins ribbon

Add-ins ribbon encloses features for viewing different project data. You can draw custom layers
and add comments in project plan using the Custom Layer functionality, create and save your
workaround using the Save User Profile feature, etc.

O il b Software Development Plan.mpp - Seavus Project Vig
FILE TASK RESOURCE REPORTS PROJECT VIEW ADD-INS 7
4 7 Show/Hide | : ol I E« |
|| Properties bt "
Task ' Profile Entry Page Search
Bar~ - . Break
Custom Layer User Profile | Custom Forms | Page Break | Search

Detailed description of the commands that are implemented in the Add-ins ribbon'’s groups is
presented below.

Custom Layer group

The look of the Custom Layer group in the Add-ins ribbon is presented on the figure below:

Show/Hide
e 1

| Properties
||

Task

Bar~

Custom Layer

The Custom Layer group contains features for inserting custom bars and comments in the Gantt
Chart. These features will not modify the project plan. You can use them to visualize your thoughts
and give comments regarding tasks and assignments.

The features that are implemented in Custom Layer group are:

Feature Description
o Insert custom ordinary task in the Gantt Chart
ol
Task Bar
Summary Task Insert custom summary task in the Gantt Chart

Milestone Insert custom milestone in the Gantt Chart
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Deadline Insert custom deadline in the Gantt Chart

Text Box Insert custom text box where you can insert your
comments.

Show/Hide Customization Show/Hide all custom bars and comments in the project
plan

Properties Opens the Property dialog, where you can make the

User Profile group
The look of the User Profile group in the Add-ins ribbon is presented on the figure below:

ki

Profile

-

User Profile

This group contains features for saving and loading the workaround that you have created it by
selecting the view and the columns in which the project plan will be shown.

The features that are implemented in this group are:

Feature Description
| 1 Saves the customization that you have made on
as*®  Save User Profile app“cation level.
Load User Profile Visualize the workaround that you have created under

the specific name.

Custom Forms group
The look of the Custom Forms group in the Add-ins ribbon is presented on the figure below:

mE

Entry

-

Custom Forms

This group contains dialogs for presenting different project information. The dialogs that are
implemented in this group are:

Feature Description

Entry Displays the Entry window where you can view the main
task’s information such as: Name, Duration, Start and

Finish Date.
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Cost Tracking Displays the Cost Tracking window where you can view
the cost information for the task, such as: Total Cost
Baseline Cost, Variance, Fixed Cost, Actual Cost and
Remaining Cost, as well as the task’s Duration, Work, %
Complete and % Work Complete.

S ||
E)

LG Work Tracking Displays the Work Tracking window where you can view the
progress information for the task, such as: Total Work,
Actual Work Baseline Work, % Complete,

Remaining Work and Variance, as well as the Task
Name, Resource Name, Duration, and % Complete.

=i Displays the Schedule Tracking window where you can view
Schedule Tracking the schedule information for the task, such as: Baseline Start
Schedule Start, Variance, Baseline Finish, Baseline Schedule,
Variance, as well as the Task Name, Resource Name,

Duration, and % Complete.

= Displays the Task Relationship window where you can view
Task Relationship the task’s predecessors and successors.

=i Displays the Tracking window where you can view the

Tracking information for the task, such as: Task Name, % Complete,
Actual Start, Actual Finish, Start, Finish, Duration and
Remaining Work.

Page Break group
The Page Break group inside the Seavus Add-in ribbon contains command for creating/removing
page breaks that exist in the project plan.

Page
Break

Page Break

Search group
Similar to the Page Break group, the Search group inside Seavus Add-in ribbon contains feature
that activates/deactivates the Search bar, located on the right side of the application.

Ko

Search

Search
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Compare Projects ribbon

Compare Project is a dynamic ribbon that appears next to the "Task ribbon” when the "Compare
Project” feature is activated. It contains set of functions that allows users to compare task’s and
resource’s parameters and view these differences through tables and chart.

O s Comparison Rept
COMPARE PROJECTS TASK RESOURCE REPORTS

=1 s Yltems: All Items ¥
3[¢] X

|:1 Columns: Data and Differenc -

Task Resource

Close
Comparison Comparison Comparison
View Show Compare

View group
The look of the View group in the Compare Project ribbon is presented on the figure below:

o :
sleiy B8]
Sl Bl

Task Resource
Comparison Comparison

View

The features that are implemented in View group are:

Feature Description

Show the task view in the project plan to compare tasks.

1"
Tl

Task Comparison

= & Show the resource view in the project plan to compare
= .
Resource Comparison the resources.

&

Show group

The look of the Show group in the Compare Project ribbon is presented on the figure below:

Yltems: All Items v
[ Columns: |Data and Differenc -

Show

The features that are implemented in View group are:

Feature Description

Lists which items will be displayed in the comparison

Items report.

Lists which columns will be displayed in the comparison

Columns report.
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Compare group

The Compare group inside the Compare Projects ribbon contains command for closing the
comparison functionality.

Close
Comparison

Compare

Task Update ribbon

Task Update ribbon is a dynamic ribbon that appears next to the “"View" ribbon when the Task
Update add-in is installed within Seavus Project Viewer™. It contains set of functions that allows
users to update tasks and assignments, insert or delete comments regarding their daily activities,
view the comments that are inserted by project managers, etc.

O b Seavus Project Viewer GANTT |
FILE TASK RESOURCE REPORTS PROJECT VIEW ADD-INS | TASK UPDATE FC
o= Eq t—L Qe a - ‘
= -|2 == - @ i— ’ "
= t7 | 52 WD = 9
Collaboration Update Copy  Paste |Insert ClearAll Resetto Marked As Insert Delete
Maode Method * | Selection Value Values Reff, Values Completed
Collaboration Edit Marked As Completed Comments

Collaboration group

The look of the Collaboration group in the Compare Project ribbon is presented on the figure
below:

= i
- L3
TN Cz
Collaboration Update
Mode Method =

Collaboration

The features that are implemented in Collaboration group are:

Feature Description
E Turn on/Turn off the collaboration feature within Seavus
Collaboration Mode Project Viewer™.

Change the updating method from “Update
Update Method Assignments” into "Update Tasks” and vice versa. When

changing the updating method, all previously created

updates for the current update method will be deleted.

-

I
N,
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Edit group
The look of the Edit group in the Task Update ribbon is presented on the figure below:

= allla E‘
h= & E
Copy Paste Insert Clear All Resetto
Selection Value WValues Reff, Values
Edit

The features that are implemented in Edit group are:

Feature Description
Eh Copy the value from the selected cell in the Gantt Chart
Copy Selection view or in Usage views.

— Insert the copied value in the selected field(s). In case of
D Paste multi selection, where fields from different columns are
selected, the value will be copied in the those fields from

which the value is copied.

== Opens the “Insert Value” dialog where you user can insert
Insert Value the appropriate value for updating selected task(s) /
assignment(s).

Deletes  the  created updates  for  selected
— Clear All Values task(s)/assignment(s).

f‘:] Resets all updates to the referent value.
~——IReset to Referent Values

Marked As Completed group
The look of the Marked As Completed group in the Task Update ribbon is presented on the figure
below:
o
Marked As

Completed
Marked As Completed

The features that are implemented in Comments group are:

Feature Description

"-5 Marked the assignment as 100% complete, although there
Marked as Completed are still days left for completing it.
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Comments group

The look of the Comments group in the Task Update ribbon is presented on the figure below:

Insert Delete

Comments

The features that are implemented in Comments group are:

Feature Description

Opens the "Add comments” widow where user can insert
Insert its comments regarding the task/assignment and reads the
comments that are inserted by the project manager

Deletes previously inserted comments for the
Delete task/assignment

Tools ribbons

Tools ribbons are dynamic ribbons i.e. the features that are implemented in them depends from
the selected view. Views that belong to the Gantt Chart family (Gantt Chart, Multiple Baseline Gantt
Chart, Leveling Gantt, Tracking Gantt, Milestone Rollup, Milestone Date Rollup) have same Tools
ribbon while the assignment views (Task Usage view and Resource usage view) have similar Tools
ribbon.

Calendar tools ribbon
Layout
The look of the Layout group in the Calendar Tools ribbon is presented on the figure below:
.
A ¢l I
Text Adjust Week Timescale

Styles Height
Format

The following actions are available in this group:

Feature Description
ﬁj Change the visual style of the text in the Gantt table for
Text Styles specific type of category in the view
ED Adjust the height of the row that represent the working
%Ll Adjust Week Height week in order all tasks to be visible in all cells

Modify the time units that appears on the timescale. The

ol

Timescale timescale is the time period indicator at the top of the view
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Gantt tools ribbon

Gantt tools ribbon contains functions that allow you to modify the output of the Gantt Chart as
well as the Gantt table. Using the features inside this ribbon you can modify the color of the task
bars i.e. to the Gantt Chart style of the project plan, to show or hide different project’s information
such as critical tasks, late tasks or summary tasks or to change the details of the Gantt table’s text
(font, size, color...)

Format
The look of the Format group in the Gantt tools ribbon is presented on the figure below:

A

Text Progress Layout
Styles Lines

Format

Changing the font, size, color and other attributes of the text in the tables can be done with the
commands located in the Format group. The following actions are available in this group:

Feature Description
)éj Change the visual style of the text in the Gantt table for
Text Styles specific type of category in the view.
C Opens up a dialog for configuring the progress line(s)
- Progress Lines shown in the currently active Gantt Chart view. This feature

is not available for other views, except Gantt Chart views.

—

pt Opens up a dialog for configuring the layout of the

g Layout

currently active view (if the view supports this feature).

This feature depends on the active view.

Columns
The look of the Columns group in the Gantt tools ribbon is presented on the figure below:

=4

—
o3
—
M1
Il
i

Column Settings ~
Insert
Column

Columns

The following actions are available in this group:

Feature Description

LU Inserts a new field (column) in the associated table of the
Insert Column currently active view.
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= Align Text Left Align the text of the selected column to the left.

= Center Center the text in the selected column.

= Align Text Right Align the text of the selected column to the right.

= Wrap Text Make the column’s content visible by displaying it in
multiple lines.

Column Settings Contains expandable menu with functions for inserting,

hiding or updating column in the view.

Network Diagram tools ribbon

Display
The look of the Display group in the Network Diagram tools ribbon is presented on the figure
below:
Y
Collapse
Boxes
Display
The following action is available in this group:
Feature Description

Zoom out the project plan in order to fit more project's
Collapse Boxes tasks in the view for viewing/analyzing/printing the tasks
relationships.

Resource Graph tools ribbon

Text Styles
The look of the Text Styles group in the Graph tools ribbon is presented on the figure below:

A

Text
Styles

Format

The following actions are available in this group:

Feature Description
f_\j Change the visual style of the text in the Gantt table for
Text Styles specific type of category in the view.
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Navigate
The look of the Navigate group in the Graph tools ribbon is presented on the figure below:

€« >

Previous Mext
Resource Resource

Mavigate
The following action is available in this group:
Feature Description
e Navigate from the currently selected resource to the
Previous Resource previous resource that has assignments in the project plan.
é Navigate from the current selected resource to the next
Next Resource resource that has assignments in the project plan

Details
The look of the Details group in the Graph tools ribbon is presented on the figure below:

I_H

Graph
Details
The following action is available in this group:
Feature Description
I_l Display drop-down list with the type of data that can be
[Graph] presented in the graph. You can selected the following

data: Cost, Cumulative Cost, Cumulative Work,

Overallocation, Peak Units, Percent Allocation, Remaining
Availability, Unit Availability, Work, Work Availability.

Resource Sheet tools ribbon

Text Styles

The look of the Text Styles group in the Resource Sheet tools ribbon is presented on the figure
below:

Text
Styles
Format
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The following actions are available in this group:

Feature Description
ﬁj Change the visual style of the text in the Gantt table for
Text Styles specific type of category in the view.

Columns
The look of the column group in the Resource Sheet tools ribbon is presented on the figure below:

=4

Il
i

RN —
Column Settings ~

Insert
Column

Columns

The following action is available in this group:

Feature Description
LI Inserts a new field (column) in the associated table of the
1 Insert Column currently active view.
= Align Text Left Align the text of the selected column to the left.

Center the text in the selected column.

= Align Text Right Align the text of the selected column to the right.

Make the column’s content visible by displaying it in

multiple lines.

=
=¥ Wrap Text

Contains expandable menu with functions for inserting,
hiding or updating column in the view.

Column Settings

Resource Usage tools ribbon

Text Styles
The look of the Text Styles group in the Resource Usage tools ribbon is presented on the figure

below:

A

Text
Styles

Format

The following actions are available in this group:

Feature Description
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ﬁj Change the visual style of the text in the Gantt table for
Text Styles specific type of category in the view.

The look of the column group in the Format ribbon is presented on the figure below:

4

L =
Column Settings ~

Insert
Column

Columns

The following action is available in this group:

Feature Description
LU Inserts a new field (column) in the associated table of the
" insert Column currently active view.
= Align Text Left Align the text of the selected column to the left.
= Center Center the text in the selected column.
= Align Text Right Align the text of the selected column to the right.
= Wrap Text Make the column’s content visible by displaying it in

multiple lines.

Contains expandable menu with functions for inserting,
hiding or updating column in the view.

Column Settings

Details
The look of the Details group in the Format ribbon is presented on the figure below:

v Work Qverallocated Eﬂ

Actual Wark Cost =
Cumulative Work | | Remaining Availability D’ifa‘?ls
Details
The following actions are available in the Details group:
Feature Description
Work Show/Hide the Work detail field in the time-phase part of

the view for all tasks in the project plan.

Actual Work Show/Hide the Actual Work detail field in the time-phase
part of the view for all tasks in the project plan.
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Cumulative Work Show/Hide the Cumulative Work detail field in the time-
phase part of the view for all tasks in the project plan.

Overallocation Show/Hide the Overallocation detail field in the time-
phase part of the view for all tasks in the project plan.

Cost Show/Hide the Cost detail field in the time-phase part of
the view for all tasks in the project plan.

Remaining Work Show/Hide the Remaining Work detail field in the time-
phase part of the view for all tasks in the project plan.

E‘ Opens up a dialog for formatting the detail styles of the
i1 Add Details currently active view.

Assignments
The look of the Assignment group in the Format ribbon is presented on the figure below:

Info  Notes

Assignment

The following actions are available in this group:

Feature Description

D Displays assignment information in the standard

Info ) )
Information dialogs

Displays the Notes tab in the Assignment Information
Notes dialog box for the selected assignment

Task Usage tools ribbon

Text Styles

The look of the Text Styles group in the Resource Usage tools ribbon is presented on the figure
below:

A

Text
Styles

Format

The following actions are available in this group:

Feature Description
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ﬁj Change the visual style of the text in the Gantt table for
Text Styles specific type of category in the view.

Columns
The look of the column group in the Format ribbon is presented on the figure below:

4

NI —
Column Settings ~

Insert
Column

Columns

The following action is available in this group:

Feature Description
LI Inserts a new field (column) in the associated table of the
" Insert Column currently active view.
= Align Text Left Align the text of the selected column to the left.
£ Center Center the text in the selected column.
= Align Text Right Align the text of the selected column to the right.
= Wrap Text Make the column’s content visible by displaying it in
multiple lines.
Column Settings Contains expandable menu with functions for inserting,
hiding or updating column in the view.
Details

The look of the Details group in the Format ribbon is presented on the figure below:

v| Work Baseline Work T
Actual Work Cost iT
Cumulative Work Actual Cost Adc_!
Details
Details
The following actions are available in this group:
Feature Description
Work Show/Hide the Work detail field in the time-phase part of

the view for all tasks in the project plan.

Actual Work Show/Hide the Actual Work detail field in the time-phase
part of the view for all tasks in the project plan.

Cumulative Work Show/Hide the Cumulative Work detail field in the time-
phase part of the view for all tasks in the project plan.
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Baseline Work Show/Hide the Baseline Work detail field in the time-
phase part of the view for all tasks in the project plan.

Cost Show/Hide the Cost detail field in the time-phase part of
the view for all tasks in the project plan.

Actual Cost Show/Hide the Actual Cost detail field in the time-phase
part of the view for all tasks in the project plan.

D Opens up a dialog for formatting the detail styles of the
i1 Add Details currently active view.

Assignments
The look of the Assignment group in the Format ribbon is presented on the figure below:

£

Info  Motes

Assignment

The following actions are available in this group:

Feature Description

D Displays assignment information in the standard

Info . .
Information dialogs

Displays the Notes tab in the Assignment Information
Notes dialog box for the selected assignment

Task Form tools ribbon

Type
The look of the Type group in the Format ribbon is presented on the figure below:

"= Task Form
'ﬁTask Details Form

W= Task Name Form
Type

The following actions are available in this group:

Feature Description

= Task Form Opens the Task Form view, showing basic information for
the task and details that are selected.
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2 Task Details Form Opens the Task Details Form view, showing detailed
information for the task and details that are selected.

= Task Name Form Opens the Task Name Form view, showing only the task
name and the details that are selected.

Details

The look of the Details group in the Format ribbon is presented on the figure below:

P “=. Predecessors & SUCCESSOrs
— .
=% Resources & Predecessors

Schedule Work Cost  Motes
== Resources & SUCCessors

Details

The following actions are available in this group:

Feature Description
[ Displays the Schedule task table for the view, presenting
Schedule scheduling information for one task at time.

Displays the Work task table for the view, presenting work
Work information for one task at time.

Displays the Cost task table for the view, presenting costs
Cost information for one task at time.

Displays the notes that are inserted for the selected task.

Notes
““-Predecessors & Successors Displays two tables for the selected task: one table with
information for the task’s predecessor(s) and the other for
the task’s successor(s).

'E Resources & Predecessors Displays two tables for the selected task: one table with
information for the task’s resource(s) and the other for the
task’s predecessor(s)

'EResources & Successors Displays two tables for the selected task: one table with

information for the task’s resource(s) and the other for the
task’s successor(s)

Resource Form tools ribbon

Type
The look of the Type group in the Format ribbon is presented on the figure below:




SEAVUS.
‘ Projectviewer

*
—» Resource Form

L
—# Resource Mame Form

Type

The following actions are available in this group:

Feature Description
= Resource Form Opens the Resource Form view, showing basic information
for the resource and details that are selected.
o Resource Name Opens the Resource Name Form view, showing only
resource name and details that are selected.
Form
Details

The look of the Details group in the Format ribbon is presented on the figure below:

i =,

Schedule Work Cost Notes

Details

The following actions are available in this group:

Feature Description
mman Displays the Schedule resource table for the view,
Schedule presenting scheduling information for one resource at
time.
= Displays the Work resource table for the view, presenting
Work work information for one resource at time.
Displays the notes that are inserted for the selected
Cost resource.
Displays the notes that are inserted for the selected task.
Notes

Timeline tools ribbon

Insert

The look of the Insert group in the Format ribbon is presented on the figure below:
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|

i

Timeline
Tasks

Insert

The following action is available in this group:

Feature Description

+ Displays dialog for inserting tasks from the project
w88 Timeline Tasks plan into the timeline. The same dialog can be used

for removing the tasks from the timeline bar.

Current Selection

The look of the Current selection group in the Format ribbon is presented on the figure below:
B =

Display Display
as Bar as Callout

Current Selection

The following actions are available in this group:

Feature Description

Tl ] Presents the project task as bar inside the timeline bar.
Display as Bar

= Takes out the project task from the timeline bar and
= Display as Callout displays as callout.

Report Chart Format ribbon

Chart Type
The look of the Chart Type group in the Format ribbon is presented on the figure below:

Chart Type

The Chart Type group allows user to select different charts for the reports.
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Chart Layout
The look of the Chart Layout group in the Format ribbon is presented on the figure below:

1%
Add Chart
Element =

Chart Layout

The following actions are available in this group:

Feature Description
i Add or remove the axis from the chart.
Axis
Add title to the vertical and/or horizontal chart's axis.
Axis Title
Add title to the chart.
ll—l— Chart Title
| i Insert the column values at the top of each column.
Data Labels
|| 1 Insert data table with chart's information under the chart.
Data Table
|| i Add or remove the horizontal markers line in/from the chart.
Gridlines

Insert or remove the elements description from the chart.

[I—[ Legend

Chart Axis
The look of the Chart Axis group in the Format ribbon is presented on the figure below:

It

4k

Minimum Bound: |0

'

Maximum Bound: | 6000

Units: 1000 s | Auto
Chart Axis
The following actions are available in this group:
Feature Description
Minimum Bound Insert the minimum bound of the chart in the vertical axis.

Maximum Bound Insert the maximum bound of the chart in the vertical axis.
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Units Insert the step between two values in the vertical axis.

Auto Allow application recalculate the minimum, maximum bound as
well as the units of the chart.

Chart Data
The look of the Chart Data group in the Format ribbon is presented on the figure below:

R B iy @

Filters  Sort Sort Show Show Add/Remove Active
- - Order~ Qutline = Hierarchy Field = field~

Chart Data

The following actions are available in this group:

Feature Description
— Filter the report based on the selected criteria. For example,
Trilter you can show only incompleted or late tasks.
a_r' Arrange the items in the report.
~'Sort
Al Sorts the project’s elements by ascending or descending
Z Sort Order order.
Show Outline Specify which outline level should be used in the task
reports.
Show Hierarchy Include the summary tasks in the report.
Add/Remove Fields Insert of delete field from the report’s chart or table.
Active Fields Presents the project’s fields that is drawn in the Pie chart.
Chart Category

The look of the Chart Category group in the Format ribbon is presented on the figure below:

Chart Category:
Mame
Edit

Timescale
Chart Category

Time

The following actions are available in this group:

Feature Description
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Chart Category Choose how project’s parameter will be presented through
time or name.
Edit Timescale Define the date range of the presented values in the chart

as well as the units and the date format.

Arrange

The look of the Arrange group in the Format ribbon is presented on the figure below:

=l

Bring Send
to Front to Back

Arrange

The following actions are available in this group:

Feature Description
Brings the selected object (table, chart or text box) forward
. Bring to Front one level so that it is hidden behind fewer objects.

Sends the selected object (table, chart, or text box) back on
H send to Back level so that it is hidden behind more objects.

Reports Table Format
Text Format

The look of the Text Format group in the Format ribbon is presented on the figure below:

Calibri 11 -
B I U abc A-5 -

Text Format

The following actions are available in this group:

Feature Description
Font Type Change the font type of the selected text
Font Size Change the font size of the selected text
E Bold Make selected text bold
T talic Make selected text italic

U ynderline Underline the selected text
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Draw a line through the middle of the selected text

3beStrikethrough

AChange Font Change the color of the selected text

P Fill Color Change the color of the topic's inside

Arrange
The look of the Arrange group in the Format ribbon is presented on the figure below:

=l Ry

Bring  Send
to Front to Back

Arrange

The following actions are available in this group:

Feature Description
Brings the selected object (table, chart or text box) forward
] Bring to Front one level so that it is hidden behind fewer objects.

Sends the selected object (table, chart, or text box) back on
B send to Back level so that it is hidden behind more objects.

Report Text Box Format ribbon

Shape Outline
The look of the Insert group in the Format ribbon is presented on the figure below:

7

Shape
Qutline -
Shape Styles
The following action is available in this group:
Feature Description

Color Change the color of the text's boundary.

Weights Define the weight of the line that surround the text box.
Dashes Define the style of the line that surround the text box.

Text Format
The look of the Text Format group in the Format ribbon is presented on the figure below:
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Calibri -1 -

B I Uake A~2-~

Text Format

The following actions are available in this group:

Feature Description
Font Type Change the font type of the selected text
Font Size Change the font size of the selected text
B Bold Make selected text bold
T \talic Make selected text italic
U Underline Underline the selected text
abestrikethrough Draw a line through the middle of the selected text
AChange Font Change the color of the selected text
Fill Color Change the color of the topic's inside
Arrange

The look of the Arrange group in the Format ribbon is presented on the figure below:

- 0

Bring  Send
to Front to Back

Arrange

The following actions are available in this group:

Feature Description
Brings the selected object (table, chart or text box) forward
. Bring to Front one level so that it is hidden behind fewer objects.

Sends the selected object (table, chart, or text box) back on
B send to Back level so that it is hidden behind more objects.




SEAVUS.
‘ Projectviewer

User References

Views

Overview

Views are Microsoft® Project’s way of communicating with you. Therefore, they are fully supported
in Seavus Project Viewer™. They display in a particular format a subset of the information you
typically enter in Microsoft Project. That subset of information gets stored in Microsoft Project plan
(.mpp file) and can be displayed in any view in Seavus Project Viewer™ that calls for that information.

You use a view in Seavus Project Viewer™ to display information about tasks, resources, or
assignments. Because a view displays closely related information in a logical and easy-to-read
format, you can quickly see and understand the status of a particular aspect of your project. For
example, a bar graph view of resource allocation shows you which of your resources are
overallocated.

Views can be displayed one at a time or as a combination view, which contains two views. When you
select a task or resource in the top pane of a combination view, the view in the bottom pane shows
detailed information about the selected task or resource.

Seavus Project Viewer™ supports the following types of views:

* Gantt Chart view presents information graphically. It consists of a table on the left and a chart
showing the tasks as bars on a timeline on the right:

© e PM - Version 1.mpp - Seavus Project Viewer GANTT CHART TOOLS = 2 x
FILE TASK  RESOURCE  PROJECT | VIEW ~ SEAVUSADD-INS  SEAVUSTASKUPDATE FORMAT A style v InputMode v X
ey [== [iNetworkDiagam~ | === [T Resou A l IE ™ Yrite- | p= Q o)
= T M calendar - =2 [ Resource - B Group * =N .
Gantt Task Team = Sort Show  Tables Entire Zoom Timescale Split
Chart~ Usage- & Other Views v Planner~ 7 Other Views ~ - = Project  ~ v
Task Views Resource Views Data Zoom Split View
i Task Name . |Work _ |Duration _ [start . Fini [Aug31,'18 Sep7, '14 Sep 14,'14 Sep 21,713 |Sep 28,714 |Oct5, 14 A
[~ | SIM[TIW[TIF[S|SIM[TWIT[F[S|S[MTW[T[F[S|S[M[TW[T[F[S|S M[T[W[T[F S|SM[T]|
Rrusicd 1 F Project Management (PM)] 1652 hrs 1085dys?  Mon9/1/14 1
] 2 B Initiating 200 hrs 18 dys Mon9/1/14 W T 1
= 3 E Develop Project Charter 96 hrs 9 dys Mon9/1/14 1 T 1 /
Sanit | s \densfy Goals and Objectives 16hrs 2dys Mond/i/ie g et Director -
5 Develop Strategies and Plans 24 hrs 3dys Fri9/5/14 §s ] Project Director
T G Research Previous Experience 28 hrs Sdys Mon 9/8/14 53¢ BN M Project Manager
e 7 Develop Project Charter 32 hrs 3dys Mon9/8/14 W o 1 Acceptor, Project Manager
Diagram 8 El Develop Preliminary Project Scope Statemen 104 hrs 13 dys Mon 9/8/14 W T 1
T Conduct Planning Workshop Bhrs 1dy Fri 8/12/14 o3 I Praject Director
5 10 Document Project Costs and Benefits 48hrs 2dys Mon 9/15/14 o - ation Afchitect, Project Manager, Technical Architect
Task Form || 11 Develop High Level Work Breakdown Stru 16 hrs 2 dys Frig/19/14 M 1 Project Manager
— 12 Conduct Pear Review 8hrs 1dy Tue 8/23/14 g9, II-Project Manager
e 1 13 Prepare Praliminary Project Scope Staten 24 hrs 3 dys Mon9/8/14 67&'- Bl Acceptor, Project Manager
Task 14 B Planning 600 hrs 48 dys? Mon 9/22/14 We T
vl E] Set Up Project Environment 72 hrs 7 dys Mon9/22/14 1 7 |
= | BT Prepare Facilities 16 hrs 2 dys Thu 9/25/14 - o M Project Manager
_ 17 Set Up Project Standards and Procedures 32 hrs 4 dys Mon 8/22/14 L| { Quality Assurance Manager
J::‘f? 18 Set Up Project Management Tools 16hrs 2dys Frig/2s/14 N o IS Prcject Manager
s 19 Set Up Project Book 8hrs 1dy Tue 9/30/14 o5 I Proiect Manager
=] 20 E] Define Scope 96 hrs 10 dys Wed 10/1/14 Tu
Timeline 21 Document Scope Management Plan 16 hrs 2dys Wed 10/1/14 o M Project Manage
pasin) 22 Specify Deliverables and Acceptance Crit 32 hrs 4 dys Mon 10/6/14 {
= || = Define Scope 24 hrs 3dys Tue 10/7/14  © o
Tracking |f| 24 Document Assumpbions 24 hrs Sdys Fri10/10/14 W
Gantt 25 E Develop Project Schedule 56 hrs 9 dys? Wed 10/15/14 Mc L
[ M < > | ¢ >

* Network Diagram view presents information graphically as well. However, it consists only of a

chart showing the tasks as cards on a cardboard:
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as bars on a calendar display organized by days and weeks:

Calendar view presents information graphically in a classical calendar display. It shows the tasks
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Resource Graph view presents information on a graph. It consists of a resource selector window

on the left and a graph showing the work, i.e. allocation of the selected resource on a timeline:
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* Sheet views (such as the Task Sheet and Resource Sheet) present information in rows and
columns, i.e. they resemble a spreadsheet or table of information. Rows contain information
about tasks or resources. Columns are fields with specific information about tasks or resources.
(Columns in Seavus Project Viewer™, similarly to Microsoft® Project, are typically referred to as
fields.)
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* Usage views (such as Task Usage and Resource Usage) present time phased assignment
information in rows and columns. They consist of two tables. The left table shows the task or
resource information at first outline level and assignment information at the second outline level.
The right table shows the selected details like work and cost information for the task or resources
and corresponding assignments time phased in units like days, weeks or similar:
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* Relationship diagram view displays predecessors and successors of the tasks in the project plan.
It can be used in the Split feature, placed at the bottom of the task view or as single view. When
it is used with the combined view, the relationship diagram shows immediate predecessors and
successors for the task that is selected in the top pane.
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* Form views (such as Task Form view and Task Entry view) belong to the non- graphical views
category. They are focused on a single task and provide more detailed information compared
with the other views, for example Gantt Chart. In some cases, they can be combined with Gantt
Chart for better overview on the project. When the Form views are used in combination with

Gantt Chart usually they are placed in the bottom pane of the split screen.
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* Timeline View presents the project information in horizontal linear diagram. It consists of
horizontal bars organized according the selection the viewable tasks as well as from selected

features for displaying the tasks.
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* Team Planner view combines the information about the resources assignments in the project
plan and the tasks that missed resources. It consists of tasks presents as bards in the Gantt Chart
combined with resource’s assignment information. Tasks that missed resources are presents only

1

with bars in the Gantt Chart
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Views are made up of individual components such as tables, filters, groups, and details. To focus on
specific task, resource, or assignment information in a view, you can display a different table and
change the filter or group that is applied. In some views, you can also change the set of details that
is applied.

* Atableis aset of fields displayed in the sheet portion of a view as columns and rows. The default
table displayed differs by view.

* Afilter is a set of criteria for displaying specific tasks, resources, or assignments. The default filter
applied to a view is either the All Tasks filter (for task views) or the All Resources filter (for
resource views).

* Agroup displays a specific category of project information. By grouping, you can categorize and
view rolled-up tasks, resource, or assignment information in a variety of ways. No group is
applied by default.

* Details consist of closely related fields that are displayed either in columns, as in a form view, or
in tables that show information over time, as in a usage view.

Changing tables, filters, groups, or details does not add or delete information stored in .mpp file; it
merely presents a portion of the information in different ways. If the project manager in Microsoft®
Project chooses to present the project information in a particular way, he or she can customize and
save a view with different default settings for tables, filters, groups, and details. Seavus Project
Viewer™ will read the settings as saved by the project manager and show you the view in the same
way as it appears in Microsoft® Project.

As discussed above, task and resource views appear in several formats, including graph, chart, form,
and sheet (or table) formats. Assignment views show task cost and work broken down by resource.
Choose the format you find most suitable. For example, you can view resource allocation information
either in a graph format (the Resource Graph view) or in a table format (the Resource Sheet view or

the Resource Usage view).
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Before project managers distribute information about their project in .mpp files after having selected
a view, they may want to format the view to better meet their needs or apply an organizational
standard for presenting projects. To make the project easier to read, project managers usually
highlight milestones, change the colors of task bars to match corporate standards, or change field
titles to match organization's terminology. When the project manager saves the project in an .mpp
file, the formatting information is stored along the project information in the same file. Seavus
Project Viewer™ reads this information when opening .mpp files, showing the same formatting and
visual styles as in Microsoft® Project.

Calendar

Description

Using the Calendar view, you can review your project tasks in a calendar format: Task bars span the
days or weeks that the tasks are scheduled. This familiar format enables you to quickly see which
tasks are scheduled on particular days, weeks, or months.

Standard (default) views
Seavus Project Viewer™ supports the standard Calendar view, available in Microsoft® Project by
default.

Additional (custom) views
No additional Calendar views, custom-created in Microsoft® Project, are supported in Seavus
Project Viewer™.

Best uses
Use the Calendar view to:

* Show the tasks scheduled in a specific week or range of weeks.
* Review the tasks that are scheduled on particular days, weeks, or months.

Customization
You are also able to customize the Calendar view in Seavus Project Viewer™, using one of the
following opportunities:

* Resize the week rows and/or day columns to show more tasks/information in the calendar cells.

Tables
The Calendar view does not make use of any tables.

Filters

The Calendar view can use any of the task filters to display only the tasks you want to see. When you
select a filter, the Calendar view displays the information as defined by that filter's criteria. To print
a calendar with all of the tasks that a specific resource needs to perform, you can apply the Using
Resource filter.

Note that only a limited number of task bars will display or print on a given date in the Calendar

view (depending on the row height). To make sure you can review or print the tasks you are
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interested in, you can apply a filter to display only those tasks before you review or print the
Calendar. The default filter is the All Tasks filter.

Grouping
The Calendar view does not support grouping.

Gantt Chart

Description

The Gantt Chart view displays project information in two ways: The left side displays information as
a sheet and the right side displays information as a chart.

The sheet portion displays information about the project's tasks, such as when they start and end,
how long they are, and the resources assigned to them.

The chart portion displays each task graphically, most often as a task bar. The bar's length and
position on the timescale indicate when that task begins and ends. In addition, the position of one
task bar in relation to another indicates whether the tasks follow one another or overlap.

Standard (default) views
The following standard Gantt Chart views, available in Microsoft® Project by default, are supported
in Seavus Project Viewer™:

* Bar Rollup — With large projects, you may have a number of subtasks grouped under summary
tasks to help keep your project better organized. The Bar Rollup view, when used after the project
manager runs the Rollup_Formatting macro in Microsoft® Project, displays subtasks rolled up
and overlaid as bars on top of their respective summary tasks.

* Milestone Rollup — Like with Bar Rollup view, the Milestone Rollup view displays subtasks rolled
up as milestones that are marked with each task's name and overlaid on top of their respective
summary tasks

* Milestone Date Rollup — This is a variation of the Milestone Rollup view, differing only by the fact
that for the subtasks rolled up as milestones it shows not only the task's name but the start date
as well.

* Detail Gantt — The Detail Gantt view is a variation of the Gantt Chart view, and it depicts slack
and slippage in your project. It does so by portraying slack and slippage as thin bars between
tasks. These depictions serve as visual cues when you are scanning the progress of a project.

* Leveling Gantt — The Leveling Gantt view is a variation of the Gantt Chart view, where the sheet
portion displays a list of tasks and information about task delays, while the chart portion shows
the before and after effects of leveling.

* Tracking Gantt — The Tracking Gantt view displays two task bars, one on top of the other, for
each task. The lower bar shows baseline start and finish dates, and the upper bar shows
scheduled start and finish dates. (Or, if the task has already started, meaning that the percent
work complete is greater than zero; the upper bar shows the actual start and the date through
which work has been completed. If the task is 100% complete, the upper bar shows the actual

start and finish dates.)
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* Multiple Baselines Gantt — The Multiple Baselines Gantt view displays different colored task bars
for the first three baselines (Baseline, Baseline1, and Baseline2) on summary tasks and subtasks
in the chart portion of this view.

Additional (custom) views
If the project manager creates additional Gantt Chart views in Microsoft® Project, they can be
viewed in Seavus Project Viewer™ along with the standard ones as well.

Best uses
Use the different Gantt Chart views to:

* View tasks graphically while still having access to detailed information about the tasks. (Gantt
Chart view)

* View tasks as rolled-up bars or milestones on their respective summary task bars, enabling you
to see your whole project without losing sight of the tasks. (Bar, Milestone, and Milestone Date
Rollup views)

* See how tasks progress across time and evaluate the slack and slippage between tasks. You can
track progress by comparing planned and actual start and finish dates, and by checking the
completion percentage of each task. (Detail Gantt view)

* Review changes made to tasks during levelling and the effects of resource leveling on task
completion. (Leveling Gantt view)

* See how tasks progress across time. Review progress by comparing planned (baseline) dates and
actual start and finish dates, and by checking the progress of each task. (Tracking Gantt view)

* See the baselines the project manager saved for the project. (Multiple Baselines Gantt view)

Customization

Seavus Project Viewer™ is able to read the following formatting and style customizations made by
the project manager for each of the Gantt Chart views in Microsoft® Project and saved in the .mpp
file:

* Layout options — options for drawing the links between tasks, date format, bar height, etc.

* Bar styles —the styles for drawing the bars and displaying information about bars in the particular
view

* Text styles — the font styles for the various texts in the view

* Bar formatting — the specific formatting of a particular bar in the chart, in case the project
manager intentionally changed the format to make the task stand- out from the others by its
visual presentation

* Row, Column, and Cell Font formatting — the specific font formatting of a particular row, column,
or cell in the sheet portion of the view, in case the project manager intentionally applied a
different format to highlight the particular task, field, or value

* Progress Lines formatting — the progress lines activated for the view and formatting options
related to them

* Timescale formatting — the formatting of the different timescale tiers, as well as the calendar and

presentation of the working and non-working days
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* Gridlines formatting — the formatting of the different gridlines for the sheet and chart portions

of the view

* Drawings - the different drawings and text boxes placed on the chart by the project manager, in
order to place additional information for the tasks or emphasise a certain phase in the plan.

You are also able to customize the Gantt Chart views in Seavus Project Viewer™, using one of the
following opportunities:

* Change the different Layout options for the active Gantt Chart view.

* Display, hide, or change the appearance of the timescale tiers.

* Display, hide, or change the appearance of nonworking time.

* Create a combination view for the Gantt Chart view to display additional information about the
tasks or about the resources assigned to those tasks in a different view

Tables

The sheet portion displays categories of information about the tasks, arranged in tables. The default
table for the Gantt Chart views depends on the view. For example, the default table for the standard
Gantt Chart view is the Entry table, for the Bar and Milestone Rollup — the Rollup table, for the
Tracking Gantt — the Tracking table, etc. You can also select any of the task tables to display
information about the project's tasks.

Filters

The Gantt Chart view can use any of the task filters to display only the tasks you want to see. When
you select a filter, both the sheet and chart portions of the Gantt Chart display the information as
defined by that filter's criteria. The default filter is the All Tasks filter.

Grouping
The Gantt Chart view allows you to group tasks.

Timeline View

Description

The Timeline view presents high-level overview of the date range of your project plan. All project
assignments and tasks can be presented in one or several horizontal lines depending from the
combination of the selected tasks. Tasks and milestones can be added on the timeline for
highlighting their importance or to mark the deliverables in the project plan.

To improve the collaboration inside the team or between the teams and the stakeholders, the
timeline can be copied and send via e-mail or placed inside PowerPoint presentation.

Standard (default) views
Seavus Project Viewer™ supports both cases for showing Timeline view, available in MicrosoftProject
by default: Timeline view as stand-alone view and in combination with Gantt Chart view, which is

default view in Microsoft Project 2016.
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When it is in combination with Gantt Chart view (or with any view that has timescale), the timeline
can be used to pan and zoom around tasks dates. Pan and zoom functionality is missing when the
timeline view is applied alone.

Additional (custom) views
If the Project Manager creates additional Timeline views in MicrosoftOOProject, they can be viewed
in Seavus Project Viewer™ as well.

Best Uses
Use the Timeline view to:

* View the timeframe of the entire project plan along with all summary tasks, assignments and
milestones;

* View the milestones in the project plan when important are scheduled;

* Improve communication inside the team and/or with the external stakeholders by sharing the
project’s timeline using some of the Microsoft Office applications.

Customization
You are able to customize the Timeline view in Seavus Project Viewer™, using one of the following
opportunities:

* Text formatting - the font styles for the various texts in the view

* Styles formatting - the specific formatting of a particular bar in the chart, in case the project
manager intentionally changed the format to make the task stand-out from the others by its
visual presentation

You are also able to customize the Timeline views in Seavus Project Viewer™, using one of the
following opportunities:

* Show or hide the project’s tasks;

Tables
The Timeline view does not make use of any table.

Filters
The Timeline view does not support filtering.

Grouping
The Timeline view does not support grouping.

Team Planner View

Description
The Team Planner view belongs to the resource assignment category of views presenting the
assigned tasks as well as the tasks that are not assigned to anyone (such as milestones or ordinary

tasks). The Team Planner view is split in two frames arranged vertically in the view.
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In the upper frame of the view are presented all assigned tasks in the project plan while in the lower
portion of the view are presented the tasks that missed resources.

In each frame the project information is presented as a sheet on the left side of the view and as a
chart on the right side of the view.

The sheet portion presents resource information in a sheet format, in which you can review
information about each resource.

The chart portion displays each task graphically, most often as a task bar. The bar's length and
position on the timescale indicate when that task begins and ends. In addition, if there is resource
overallocation on particular tasks, the background on those tasks will be colored red.

Standard (default) views
Seavus Project Viewer™ supports the standard Team Planner view, available in Microsoft Project by
default.

Additional (custom) views
If the Project Manager creates additional Team Planner views in Microsoft Project, they can be
viewed in Seavus Project Viewer™ as well.

Best Uses
Use Team Planner view to:

* View tasks graphically while still having access to detailed information about the assigned
resources;

* View the tasks in the project plan that are unassigned;

* View which resource is overallocated and on which tasks the overallocation occur;

* View the unassigned areas and unscheduled areas in the project plan.

Customization
You are able to customize the Team Planner view in Seavus Project Viewer™, using one of the
following opportunities:

* Text formatting - the font styles for the various texts in the view

* Gridlines formatting - the formatting of the different gridlines for the sheet and chart portions
of the view

* Styles formatting - the specific formatting of a particular bar in the chart, in case the project
manager intentionally changed the format to make the task stand-out from the others by its
visual presentation

You are also able to customize the Team Planner views in Seavus Project Viewer™, using one of the
following opportunities:

* Show or hide the unassigned tasks;
* Show or hide the unscheduled tasks;

* Expand or collapse the resource rows.
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Tables
The Team Planner view does not make use of any table.

Filters

The Team Planner view can use any of the resource filters to display only the information you want
to see. When you select a filter, the Team Planner view displays the information as defined by that
filter's criteria. The default filter is the All Resources filter.

Grouping
The Team Planner view allows you to group the resources

Network Diagram

Description

Using the Network Diagram view, you can review, create, or edit your project tasks and task
dependencies as a network diagram (or flowchart). A box (also called a node) represents each task,
and a line connecting two boxes represents the dependency between two tasks. By default, the
Network Diagram view displays one diagonal line through a task that is in progress and crossed
diagonal lines through a completed task.

Standard (default) views

Seavus Project Viewer™ supports both standard Network Diagram views, available in Microsoft®
Project by default: Network Diagram and Descriptive Network Diagram. The main difference between
these two views is the size, and the detail of the boxes that represent tasks. The boxes on the
Descriptive Network Diagram view are larger than those in the Network Diagram view and can
contain labels for the data elements in the box. These larger boxes take up more space, and thus
fewer boxes fit on a printed page.

Additional (custom) views
If the project manager creates additional Network Diagram views in Microsoft® Project, they can be
viewed in Seavus Project Viewer™ as well.

Best uses
Use the Network Diagram view to:

* Review your schedule in a flowchart format.
* Graphically show completed, in-progress, and not-yet-started tasks.

Customization

Seavus Project Viewer™ is able to read the following formatting and style customizations made by
the project manager for each of the Network Diagram views in Microsoft® Project and saved in the
.mpp file:

* Layout options — options for drawing the order of appearance of the boxes, links between the

boxes, etc.




SEAVUS.
Projectviewer

* Box styles — the styles for drawing the boxes in the particular view

* Data templates — the templates for showing information in the boxes

* Box formatting — the specific formatting of a particular box in the diagram, in case the project
manager intentionally changed the format to make the task stand-out from the others by its
visual presentation

You are also able to customize the Network Diagram views in Seavus Project Viewer™, using one of
the following opportunities:

* Change the different Layout options for the active Network Diagram view.

Tables
The Network Diagram view does not make use of any tables.

Filters

The Network Diagram view can use any of the task filters to display only the tasks you want to see.
When you select a filter, the Network Diagram view displays the information as defined by that filter's
criteria. The default filter is the All Tasks filter.

Grouping
The Network Diagram view does not support grouping.

Task Sheet

Description

The Task Sheet view displays information about each task (such as task duration, start and finish
dates, and cost) in a sheet format.

Standard (default) views
Seavus Project Viewer™ supports the standard Task Sheet view, available in Microsoft® Project by
default.

Additional (custom) views
If the project manager creates additional Task Sheet views in Microsoft® Project, they can be viewed
in Seavus Project Viewer™ as well.

Best uses
Use the Task Sheet view to:

* View the list of tasks and task information quickly when you do not need to see the information
graphically over time.

* Review progress by comparing planned (baseline) dates and actual start and finish dates, and by
checking the progress of each task.




SEAVUS.
Projectviewer

Customization

Seavus Project Viewer™ is able to read the following formatting and style customizations made by
the project manager for each of the Task Sheet views in Microsoft® Project and saved in the .mpp
file:

* Text styles — the font styles for the various texts in the view

* Row, Column, and Cell Font formatting — the specific font formatting of a particular row, column,
or cell in the view, in case the project manager intentionally applied a different format to
highlight the particular task, field, or value.

* Gridlines formatting — the formatting of the different gridlines for the view

You are also able to customize the Task Sheet views in Seavus Project Viewer™, using one of the
following opportunities:

* Create a combination view for the Task Sheet view to display additional information about the
tasks or about the resources assigned to those tasks in a different view

Tables

The Task Sheet view displays categories of information about the tasks, arranged in tables. The
default table for the Task Sheet view is the Entry table, but you can select any of the task tables to
display information about the project's tasks.

Filters

The Task Sheet view can use any of the task filters to display only the tasks you want to see. When
you select a filter, the Task Sheet view displays the information as defined by that filter's criteria. The
default filter is the All Tasks filter.

Grouping
The Task Sheet view allows you to group tasks.

Relationship Diagram

Description

Using the Relationship Diagram view, users can review the project tasks and task dependencies as a
relationship diagram. A box (also called a node) represents each task, and a line that connects the
boxes represents the dependency between the tasks in the project. By default, the Relationship
Diagram view displays the selected task in the middle of the view, colored black and on the left and
right side are placed the predecessor(s) and successor(s) of the selected task. Near the task box,
under the dependency line, the type of dependency is placed.

Standard (default) views
From the Relationship diagram category, Seavus Project Viewer™ supports the standard Relationship
Diagram view, available in Microsoft® Project by default. The boxes in the Relationship Diagram

view contain only the name of the task and the ID number.
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Additional (custom) views

If the project manager creates additional Relationship Diagram views in Microsoft® Project, they
can be viewed in Seavus Project Viewer™ as well.

Best uses
Use the Relationship Diagram view to:

* Review the predecessors and successors of every task.
* In combination with the Gantt Chart with the Split window feature, to view predecessor(s) and
successor(s) of a particular task selected in the Gantt Chart.

Tables
The Relationship Diagram view does not make use of any tables.

Filters

The Relationship Diagram view can use any of the task filters to display only the tasks you wish to
see. When you select a filter, the Relationship Diagram view displays the information as defined by
that filter's criteria. The default filter is the All Tasks filter.

Grouping
The Relationship Diagram view does not support grouping.

Task Usage
Description
The Task Usage view lists for each task the resources assigned to it and the amount of work that
each resource has performed over time, whether per day, week, month, or other time increment. If
you are more interested in cost than work, you can use the Task Usage view to display the cost of
each resource assigned to a task over time. You can also display multiple pieces of information
simultaneously, such as work and actual work, so that you can compare the various sets of
information.

The sheet portion of the Task Usage view displays tasks with the resources indented underneath the
task to which they are assigned. By default, the information displayed in the sheet portion is more
oriented toward the task (work, duration, start, and finish). The timescale portion of the view is more
oriented toward the resources, displaying information about work effort per resource or cost per
resource. However, you can customize the Task Usage view to display a variety of information about
the tasks (by applying a different table) or about the resources (by changing the details displayed in
the timescale).

This view is used by the Collaborate option for entering task update information and its previewing.

Standard (default) views
Seavus Project Viewer™ supports the standard Task Usage view, available in Microsoft® Project by
default.
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Additional (custom) views

If the project manager creates additional Task Usage views in Microsoft® Project, they can be viewed
in Seavus Project Viewer™ as well.

Best uses
Use the Task Usage view to:

* View people and other resources assigned to tasks.

* View task and resource information together, such as work, start and finish dates, cost, work
allocation, and work availability.

* Find out how many hours each resource is scheduled to work on particular tasks.

Customization

Seavus Project Viewer™ is able to read the following formatting and style customizations made by
the project manager for each of the Task Usage views in Microsoft® Project and saved in the . mpp
file:

* Detail styles — the font and background styles for the various detail fields in the view

* Text styles — the font styles for the various texts in the view

* Timescale formatting — the formatting of the different timescale tiers, as well as the calendar and
presentation of the working and non-working days

* Row, Column, and Cell Font formatting — the specific font formatting of a particular row, column,
or cell in the view, in case the project manager intentionally applied a different format to
highlight the particular task/assignment, field, or value

* Gridlines formatting — the formatting of the different gridlines for the view

You are also able to customize the Task Usage views in Seavus Project Viewer™, using one of the
following opportunities:

* Display, hide, or change the appearance of the detail fields using the Detail Styles dialog and
the Details sub-menu available under the Format menu.

* Display, hide, or change the appearance of the timescale tiers.

* Display, hide, or change the appearance of the nonworking time.

* Create a combination view for the Task Usage view to display additional information about the
tasks or about the resources assigned to those tasks in a different view

Details
The default detail used by the Task Usage view is Work, but you can apply other details by pointing
to Details on the Format menu, and then clicking the details you want to apply.

You can also select additional usage details, such as actual cost, actual work, or baseline cost, by
clicking Detail Styles on the Format menu, and then moving the details you want to the Show these
fields list.

This is the complete list of available details in Seavus Project Viewer™:

* Actual Cost
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* Actual Overtime Work
* Actual Work

* ACWP

* Baseline Cost

* Baseline Work

* Baseline1-10 Cost
* Baseline1-10 Work
* BCWP- BCWS

* Cost
e CV
* Fixed Cost

* Percent (%) Complete
* Regular Work

e SV
*  Work
Tables

The Task Usage view displays categories of information about the tasks, arranged in tables. The
default table for the Task Usage view is the Usage table, but you can select any of the task tables to
display information about the project's tasks and associated resources.

Filters

The Task Usage view can use any of the task filters to display only the tasks you want to see. When
you select a filter, both the sheet and timescale portions of the Task Usage view display the
information as defined by that filter's criteria. The default filter is the All Tasks filter.

Grouping
The Task Usage view does not support grouping.

Resource Graph

Description

The Resource Graph view graphically displays information about the allocation, work, or cost of
resources over time. By displaying the Resource Graph in a combination view, with a resource view
in the top pane and the Resource Graph in the bottom pane, you can review the resource information
for one resource at a time, for the selected resources, or for a single resource and the combined
selected resources simultaneously. When you display a task view in the top pane, the Resource Graph
shows resource information for each task or selected tasks, and for each resource assigned to those
tasks.

Standard (default) views
Seavus Project Viewer™ supports the standard Resource Graph view, available in Microsoft® Project
by default.
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Additional (custom) views

If the project manager creates additional Resource Graph views in Microsoft® Project, they can be

viewed in Seavus Project Viewer™ as well.

Best uses

Use the Resource Graph view to:

Evaluate which resources are overallocated and by how much.

See the work capacity (in terms of a percentage) for each resource.

Find out how many hours each resource is scheduled to work.

Determine how much time a resource has available for additional work assignments.

Review resource costs.

Customization

Seavus Project Viewer™ is able to read the following formatting and style customizations made by

the project manager for each of the Resource Graph views in Microsoft® Project and saved in the

.mpp file:

Bar styles — the bar styles for the various detail fields in the view

Text styles — the font styles for the various texts in the view

Timescale formatting — the formatting of the different timescale tiers
Gridlines formatting — the formatting of the different gridlines for the view

You are also able to customize the Resource Graph views in Seavus Project Viewer™, using one of

the following opportunities:

Display, hide, or change the appearance of the detail fields using the Bar Styles dialog and the
Details sub-menu available under the Format menu.

Display, hide, or change the appearance of the timescale tiers.

Create a combination view for the Resource Usage view to display additional information about
the resources or about the tasks assigned to those resources in a different view

Details
The default detail used by the Resource Graph view is Peak Units, but you can apply other details by
pointing to Details on the Format menu, and then clicking the details you want to apply.

This is the complete list of available details in Seavus Project Viewer™:

Peak Units

Work

Cumulative Work
Overallocation
Percent (%) Allocation

Remaining Availability
Cost
Cumulative Cost
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*  Work Availability
* Unit Availability

Tables
The Resource Graph view does not make use of any tables.

Filters

The Resource Graph view can use any of the resource filters to display only the information you want
to see. When you select a filter, the Resource Graph view displays the information as defined by that
filter's criteria. The default filter is the All Resources filter.

Grouping
The Resource Graph view does not support grouping.

Resource Sheet

Description

The Resource Sheet view displays resource information in a sheet format, in which you can review
information about each resource. Such information includes the payment rate, the number of work-
hours assigned, and the planned (baseline) and actual cost. A resource can be an individual, a
company or department, a piece of equipment, a room, or any other resource used for the project.

Standard (default) views
Seavus Project Viewer™ supports the standard Resource Sheet view, available in Microsoft® Project
by default.

Additional (custom) views
If the project manager creates additional Resource Sheet views in Microsoft® Project, they can be
viewed in Seavus Project Viewer™ as well.

Best uses
Use the Resource Sheet view to:

* View the resource information.

* Compare a resource's planned costs and work against actual costs and work.
* Review the number of work-hours assigned to each resource.

* Review resource costs.

* Evaluate the effectiveness of a person on the project.

Customization

Seavus Project Viewer™ is able to read the following formatting and style customizations made by
the project manager for each of the Resource Sheet views in Microsoft® Project and saved in the
.mpp file:

* Text styles — the font styles for the various texts in the view
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* Row, Column, and Cell Font formatting — the specific font formatting of a particular row, column,
or cell in the view, in case the project manager intentionally applied a different format to
highlight the particular resource, field, or value

* Gridlines formatting — the formatting of the different gridlines for the view

You are also able to customize the Resource Sheet views in Seavus Project Viewer™, using one of
the following opportunities:

e Create a combination view for the Resource Sheet view to display additional information about
the resources or about the tasks assigned to those resources in a different view

Tables

The Resource Sheet view displays categories of information about the resources, arranged in tables.
The default table for the Resource Sheet view is the Entry table, but you can select any of the resource
tables to display information about the project's resources.

Filters

The Resource Sheet view can use any of the resource filters to display only the information you want
to see. When you select a filter, the Resource Sheet view displays the information as defined by that
filter's criteria. The default filter is the All Resources filter.

Grouping
The Resource Sheet allows you to group resources.

Resource Usage

Description

The Resource Usage view lists for each resource the assigned tasks and the total amount of work
that the resource is scheduled to perform on each task, whether per day, week, month, or other time
increment. If you are more interested in cost than work, you can use the Resource Usage view to
display the cost of a resource's tasks over time, or you can display both cost and work at the same
time.

This view is also used by the Collaborate option for entering task update information and its
previewing.

Standard (default) views
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Seavus Project Viewer™ supports the standard Resource Usage view, available in Microsoft® Project
by default.

Additional (custom) views
If the project manager creates additional Resource Usage views in Microsoft® Project, they can be
viewed in Seavus Project Viewer™ as well.

Best uses
Use the Resource Usage view to:

* View information on a resource's task assignment, such as cost, work allocation, and work
availability.

» See which resources are overallocated and by how much.

* Find out how many hours each resource is scheduled to work.

» See the work capacity (in terms of a percentage) for each resource.

* Determine how much time each resource has available for additional work assignments.

* View each resource's work progress in days, weeks, months, or other time increments.

* Review resource costs.

Customization

Seavus Project Viewer™ is able to read the following formatting and style customizations made by
the project manager for each of the Resource Usage views in Microsoft® Project and saved in the
.mpp file:

* Detail styles — the font and background styles for the various detail fields in the view

* Text styles — the font styles for the various texts in the view

* Timescale formatting — the formatting of the different timescale tiers, as well as the calendar and
presentation of the working and non-working days

* Row, Column, and Cell Font formatting — the specific font formatting of a particular row, column,
or cell in the view, in case the project manager intentionally applied a different format to highlight
the particular resource/assignment, field, or value

* Gridlines formatting — the formatting of the different gridlines for the view

You are also able to customize the Resource Usage views in Seavus Project Viewer™, using one of the
following opportunities:

* Display, hide, or change the appearance of the detail fields using the Detail Styles dialog and the
Details sub-menu available under the Format menu.

* Display, hide, or change the appearance of the timescale tiers.

* Display, hide, or change the appearance of the nonworking time.

* Create a combination view for the Resource Usage view to display additional information about

the resources or about the tasks assigned to those resources in a different view
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Details
The default detail used by the Resource Usage view is Work, but you can apply other details by
pointing to Details on the Format menu, and then clicking the details you want to apply.

You can also select additional usage details, such as actual cost, actual work, or baseline cost, by
clicking Detail Styles on the Format menu, and then moving the details you want to the Show these
fields list.

This is the complete list of available details in Seavus Project Viewer™:

* Actual Cost

* Actual Overtime Work
* Actual Work

* ACWP

* Baseline Cost

* Baseline Work

* BCWP- BCWS
* Cost

* Cumulative Cost

*  Cumulative Work
* Overallocation

*  Overtime Work

* Peak Units

* Percent Allocation
* Regular Work

* Remaining Availability

* SV
* Unit Availability
*  Work

*  Work Availability

Tables

The Resource Usage view displays categories of information about the resources, arranged in tables.
The default table for the Resource Usage view is the Usage table, but you can select any of the
resource tables to display information about the project's resources.

Filters

The Resource Usage view can use any of the resource filters to display only the information you want
to see. When you select a filter, the Resource Usage view displays the information as defined by that
filter's criteria. The default filter is the All Resources filter.

Grouping

The Resource Usage view does not support grouping.
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Task Entry

Description

Task Entry view is combination of two views: Gantt Chart view placed in the top pane and the Task
Form view placed in the bottom pane. Using the Task Entry view, you can see different types of
information: in the top pane, you can view how the task is presented over the timescale and in the
bottom pane you can view detailed task’s information.

Standard (default) views
Seavus Project Viewer™ supports the standard Task Entry View, available in Microsoft® Project by
default.

Additional (custom) views
If the project manager creates additional Task Entry views in Microsoft® Project, they can be viewed
in Seavus Project Viewer™ along with the standard ones as well.

Best uses
Use the Task Entry view to:

* Have better overview of the project plan.

* See how resources are assigned to different tasks.

* Review changes made to tasks during leveling and the effects of resource leveling on task
completion. (combination of Leveling Gantt and Task Form view)

* See how tasks progress across time. Review progress by comparing planned (baseline) dates and
actual start and finish dates, and by checking the progress of each task. (combination of Tracking
Gantt view and Task Form view)

Customization
You can make a custom Task Entry view using customized Gantt Chart view.

Details
The default detail used by the Task Entry view is Resources & Predecessors, but you can apply other
details by right-click on the mouse button and select the detail you want to apply.

This is the complete list of available details in Seavus Project Viewer™:

* Hide Form View

* Resources & Predecessors
® Resources & Successors

® Successors & Predecessors
* Resource Schedule

* Resource Work

®* Resource Cost
* Notes
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Tables
You can work with the tables that are available for the Gantt Chart View.

Filters
You can work with the filters that are available for the Gantt Chart View.

Grouping
You can work with the groups that are available for the Gantt Chart View.

Task Form

Description

You can use the Task Form view for viewing more detailed information regarding the tasks from the
project plan. The task information is present in form format and you can see information only for one
task at time. The Task Format view presents more task information compared with sheet views, for
example Gantt Chart view.

Standard (default) views
Seavus Project Viewer™ supports the standard Task Form view, available in Microsoft® Project by
default.

Additional (custom) views
Project managers can customize the Task Form view by choosing which combination of information
will be presented in the view.

Best uses
Use the Task Entry view to:

* Have detailed information of every task in the project plan.

Customization
The customization is available in Seavus Project Viewer™ in term of selecting the details that will be
displayed on the screen.

Details
The default detail used by the Task Form view is Resources & Predecessors, but you can apply other
details by right-click on the mouse button and select the detail you want to apply.

This is the complete list of available details in Seavus Project Viewer™:

* Hide Form View

* Resources & Predecessors
® Resources & Successors

® Successors & Predecessors
* Resource Schedule

* Resource Work

®* Resource Cost
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* Notes

Tables
The Task Form view does not support the use of tables.

Filters
You can work with the filters that are available for the Gantt Chart View.

Grouping
The Task Form view does not support grouping.

Resource Form

Description

You can use the Resource Form view for viewing more detailed information on the resources assigned
in your project plan. The resource information is presented in a form format, and you can see
information only for one resource at time. For viewing all resources, use the "Next” and "Previous”
buttons in the upper right corner of the view. The Resource Form view presents more resource

information compared to the Resource View category, such as the Resource Sheet view.

Standard (default) Views
Seavus Project Viewer™ supports the standard Resource Form view available by default in Microsoft®
Project.

Additional (custom) Views
Project managers can customize the Resource Form view by choosing the combination of information
presented in the view.

Best Uses
Use the Resource Form view to:

* Have detailed information about all resources that are assigned in the project plan
* See how one resource is assigned to tasks in one project plan
* See how one resource is assigned to tasks in several project plans (Master Plan)

Customization
The customization is available in Seavus Project Viewer™ in terms of selecting the details displayed
on the screen.

Details

The default detail used by the Resource Form view is Schedule, but you can apply other details by
right-clicking on the mouse button and selecting the detail you want to apply. The following details
are available in the Resource Form:

* Schedule
* Cost
*  Work
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* Notes

Tables
The Resource Form view does not support the use of tables.

Filters
You can work with any resource filter in the Resource Form view.

Grouping
The Resource Form view does not support grouping.
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Graphical Reports

Overview

Seavus Project Viewer comes with brand new visual reports and dashboard, allowing team members,
team leads and other project participant to view the health of the project plan. Using the visual reports
team members can view the upcoming tasks, which tasks are behind the schedule or to get
information regarding the critical tasks in the project plan while the team leads, project stakeholders
can observe the tasks and resource costs and analyze whether they are aligned according the project
budget or to be informed about the project status via the burndown reports.

The following categories and reports are implemented in Seavus Project Viewer:

* Dashboard category
= Cost Overview
=  Work Overview
= Project Overview
» Upcoming Tasks
* Resources category
= Resource Overview
* Cost category
= Cost Overruns
= Resource Cost Overview
= Task Cost Overview

Important Note: Due to technical limitations, Graphical reports cannot be generated using: project
plans from Microsoft Project Server, password protected files and project plans imported from
Microsoft Excel, Microsoft Outlook, .xml file format.

Project Overview Report
Project Overview report informs the user about the % Complete of the project, upcoming milestones
and the late tasks in the project plan.

It consists of one Column chart - % Complete, showing the status of all project’s top level tasks. In
addition to this chart, the Project Overview report contains two tables:

* Milestone due table

* Late tasks table presents the tasks in the project plan that are passed due compared with the
current date.

Milestone due table presents the project’s milestone tasks that are coming compared with the current
date.

Late tasks table presents the tasks in the project plan that are passed due compared with the current
date.

Customize Project Overview report

Project Overview report is customizable report. You can:
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* Change the position of the report’s label and the name of the report;
* Customize the font, font size and the color of the report’s label
* Format the line and the fill of the report’s label
« Change the position and the size of the graphic’s chart
« Change the position and the size of the report’s table
e Customize the font, font size, font color as well as the fill of the table’s cells.

The look of the Project Overview report is presented on the image below.
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Work Overview

The Work Overview reports gives work statistic for all top level tasks in order user to know the
percentage of completion and what's left to be done.

The Cost overview report consists of two charts:

*  Work stats

®* Resource stats
The work stats chart shows work stats for all top level tasks.
The resource stats chart shows work stats for all work resources.

Customize Work Overview report
Work Overview report is customizable report. You can:

* Change the position of the report’s label and the name of the report;
* Customize the font, font size and the color of the report’s label
* Format the line and the fill of the report’s label

* Change the position and the size of the graphic’s chart
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* Change the position and the size of the report’s table
* Customize the font, font size, font color as well as the fill of the table’s cells.

The look of the Work Overview report is presented on the image below.

(&) ¢ ¥ Pragert traming mpg - Lesaut Progeet Viewas
n TASK  RESOAMCE  ROPORTS | PROMCT  VEW  SEAVUAADOUNS  SEAVUS TASKUMDATE o R R
‘ : 00 i :
2 9 (ug =y | P g | °
Saecem Ouinbsards Retountes Costi | Jsom losm Poge  Oriertamon  Loe Resnt
. . v . on e " . .
Rerem Sepoers view Bepoeny Toom Pegon Fage tenp Reset Repams

= | WORK OVERVIEW

> W Wt Commgiete Revwmning Work: Actow Woik

Cost Overview

Cost Overview report gives overview of the project’s costs and the costs of its top level tasks, actual
and remaining costs, cumulative costs and the % complete of the project plan in order to have clear
overview whether the project plan is within planned budget.

The Cost overview report consists of two charts:

* Progress versus cost chart
* Cost status chart

The Progress versus cost chart, presented with Line chart, shows the progress made in the project
plan versus the cost spent over time.

The Cost status chart, presented as Column chart, shows the cost for all project’s top level tasks.

In addition of these charts, the Cost Overview report contains one table — “Cost Status”, covering cost
information, presented through Cost, Actual and Remaining Cost, Baseline Cost and Cost Variance
columns, of the project’s top level tasks.

Customize Cost overview report
Cost Overview report is customizable report. You can:

* Change the position of the report’s label and the name of the report;
*  Customize the font, font size and the color of the report’s label

* Format the line and the fill of the report’s label
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* Change the position and the size of the graphic’s chart

* Change the position and the size of the report’s table
* Customize the font, font size, font color as well as the fill of the table’s cells.

The look of the Cost Overview report is presented on the image below.
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Upcoming Tasks

The Upcoming Tasks report shows the word done in the week, status of the remaining tasks and the
tasks that starts soon, i.e. in the upcoming week. It consists of one Column chart — "Remaining Chart”,
showing the status of the remaining tasks that are due in the reported week.

In addition to the chart, the Upcoming reports contains one table, “Task Starting Soon”, containing
information about project’s tasks that starts in the upcoming week, through several columns: Work,
Start and Finish Date and Resource Name.

Customize Upcoming Tasks report
Upcoming Tasks report is customizable report. You can:

* Change the position of the report’s label and the name of the report;

* Customize the font, font size and the color of the report’s label

* Format the line and the fill of the report’s label

* Change the position and the size of the graphic’s chart

* Change the position and the size of the report’s table

* Customize the font, font size, font color as well as the fill of the table’s cells.

The look of the Upcoming Tasks report is presented on the image below.
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Resource Overview

Resource Overview report shows the working status of the project’s resource, the amount of work
done and the remaining work.

The Resource Overview reports consists of two Column charts:

®* Resource Stats
*  Work Status

Resource Stats chart shows the Work status of all project’s resources presented through Actual Work,
Remaining Work and Baseline Work.

Work Status chart shows the % work done by all project’s resources.

In addition to these charts, the Resource Overview report contains one table — “"Resource Status”
table, presenting the Remain Work for all resource in the project.

Customize Resource Overview report
Resource Overview report is customizable report. You can:

* Change the position of the report’s label and the name of the report;

* Customize the font, font size and the color of the report’s label

* Format the line and the fill of the report’s label

* Change the position and the size of the graphic’s chart

* Change the position and the size of the report’s table

* Customize the font, font size, font color as well as the fill of the table’s cells.

The look of the Resource Overview report is presented on the image below.
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Cost Overruns
The Cost Overruns reports shows the cost variance for all top level tasks in the project plan and
working resource in order to indicate whether the actual costs overruns the budget cost.

This report consists of two charts: Task Cost Variance chart, presented as Line chart, presenting the
cost variance for the project’s top level tasks and Resource Cost Variance chart, covering the cost
variance of the work resource.

Customize Cost Overruns report
Cost Overruns report is customizable report. You can:

* Change the position of the report’s label
* Change the name of the report
* Customize the font, font size and the color of the report’s label The look of the

Cost Overruns report is presented on the image below.
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Resource Cost Overview

The Resource Cost Overview report presents the cost status for all working resources (human and
material) in the project plan. It consists of Cost Status chart with information about the status of the
work resource, Cost Distribution pie chart showing how costs are spent among different resources
and a Cost Details table for all resources.

Customize Resource Cost report
Resource Cost report is customizable report. You can:

* Change the position of the report’s label and the name of the report;
* Customize the font, font size and the color of the report’s label
* Format the line and the fill of the report’s label

* Change the position and the size of the graphic's chart

* Change the position and the size of the report's table

* Customize the font, font size, font color as well as the fill of the table’s cells The look of the
Resource Cost report is presented on the image below.
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Task Cost Overview

The Task Cost Overview report presents the cost status for all top level tasks in the project plan. It
consists of Cost Status chart with information about the status of the top-level tasks, Cost Distribution
pie chart showing how costs are spent among tasks based on their status (complete, on schedule and
future tasks) and a Cost Details table for all top-level tasks.

Customize Task Cost report
Task Cost report is customizable report. You can:

* Change the position of the report’s label and the name of the report;
* Customize the font, font size and the color of the report’s label

* Format the line and the fill of the report’s label

* Change the position and the size of the graphic's chart

* Change the position and the size of the report's table

* Customize the font, font size, font color as well as the fill of the table’s cells The look of the Task
Cost report is presented on the image below.
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Create Graphic Report
Creating graphic report in Seavus Project Viewer is very easy and can be done in several steps:

1. Open project plan
2. Select the Reports ribbon

© s F Project t
FILE TASK  RESOURCE | REPORTS | PROJECT ~ VIEW  SEAVUSADD-INS  SEAVUS TASI

- R R E D D] F

¢
kF
€l

Recent Dashboards Resources Costs Zoom Zoom Page CQOrientation 5ize Reset
< ~ = = In Qut Breaks = = =
Recent Reports View Reports Zoom Report Page Setup Reset Reports

1. From the View Reports group click on the one from the available categories drop-down button

f; i—l:a T

Dashboards Resources Costs

- - -

Qi

View Reports

2. Select the appropriate report

After selecting the report, Seavus Project Viewer will open new working space, with generated report
in it. Further user can customize the output of the report by changing the label’s, table’s or chart’s

view or print the report.
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Edit Graphic Report

Editing different elements from the Graphical reports, such as report’s label, table or table sheet, is
performed using the features from the Task Panel. Task Panel is dynamically expanded working area
that provides variety of features in correlation with selected element from the report.

To modify some element from the report, perform the following steps (assumed that the graphical
report is already created):

1. Select report’s element
2. Click on the Format ribbon and select the appropriate element for editing

In the next chapters, user can read how to edit specific element from the report.

Edit label
Labels are text fields in the reports. Their main role is to give description about report, charts and
table. You can change the text format of the labels, their shape styles and their positions.

To do customize report’s labels, perform the following steps:

1. Select the label that will be customized;
Select the Report Textbox Tools ribbon;
3. For editing the text select one from the available options:
a. Shape Outline for editing the color and of the label’s frame;

O 5 Project training.mpp - Seavus Project Viewer
FILE TASK RESOURCE REPORTS PROJECT VIEW SEAVUS ADD-INS SEAVL

%

Shape

Qutline ~

s & colors »
= Weight »

Dashes

r== DROJECT OVERVIEW

]

G
c

b. Text Format for editing the label's text;

oo
=
=y
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c. Arrange for editing label's position.
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Note: All changes in the report are automatically saved. If user wants to clear customization and have
the initial view of the report, he\she can reset the reports view by using the "Reset Report” feature
located in: Reports -> Reset-> Current Report.

Edit table
Report's tables contain information for the selected items in tabular form. Like the labels, they can be
visually customized in order to meet user’s expectation.

To do customize report’s tables, perform the following steps:

1. Select the table that will be customized;
2. Select the Report Table Tools ribbon;
3. For editing the table select one from the available options:

a. Shape Outline for editing the color and of the table’s frame;
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b. Text Format for editing the table’s text;
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C.
the Chart Data

To manage table data (insert filter, sort data, add or remove fields) use the featured from

ject training.mpp - Seavus Project Viewe REPORT TABLETOOLS
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d. Arrange for editing table’s position.
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Note: All changes in the report are automatically saved. If user wants to clear customization and have
the initial view of the report, he\she can reset the reports view by using the "Reset Report” feature
located in: Reports -> Reset-> Current Report.

Change Chart

Chart (or Data Chart) is type of diagram that organizes and represents a set of numerical data, derived
from the project plan. Depend from the report’'s type and the user's needs, project data can be
visualized on several ways. Seavus Project Viewer supports 22 chart types:

Feature Description

A Clustered column chart is used to compare values
across a few categories. Use it when the order of

Clustered Column categories is not important.

A Stacked column chart is used to compare parts of a
whole. Use it to show how segments of a whole change

Stacked Column over time

A 100% Stacked Column chart is used to compare the
percentage that each value contributes to a total. Use it
to show how the percentage each value contributes
changes over time.

100% Stacked Column

A Line chart is used to display trends over time (years,
' months, and days) or categories when the order is
Line important. Use it when there are many data points and

the order is important.

A Stacked line is used to show how parts of a whole
change over time. Use it to show how segments of a
whole change over time.

< DR EF

Stacked Line
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A 100% Stacked line is used to show the percentage

\/l contribution to a whole over time or categories. Use it

100% Stacked Line to show the change to the percentage that each value
contributes over time.

A Line with Markers is used to show trends over time
| M (years, months and days) or categories. Use it to show
& Line With Markers when there are few data points and the order of

categories is important.

| A Staked Line with markers is used to show how parts
of a whole changes over time. Use it to show how

Stacked Line With Markers segments of a whole change over time.

A 100% Staked Line with markers is used to show the
percentage contribution to a whole over time or

l( L o . :
100% Stacked Line With categories. Use it to show the change to the percentage

Markers that each value contributes over time.

A Pie chart is used to show proportions of a whole. Use
it to show numbers that relate to a larger sum and
always equal 100%. Do not use this chart if it contains
many slices as angels are hard to estimate

Pie

A Pie of pie is used to show the proportions of a whole.
Use it to show values from the first pie and combine
them in a second pie to make small percentage more

Pie of Pie
readable or highlight the values in

A Bar of pie is used to show proportions of a whole. Use

it to show values from the first pie and combine them
Bar of Pie in a stacked bar to make small percentage more
readable or highlight the values in the stacked

A Doughnut is used to show proportions of a whole. Use
it instead of a pie chart when there are multiple series

Doughnut that relate to a larger sum.

A Clustered bar chart is used to compare values across
a few categories. Use it when the chart shows duration

Clustered Bar or when the category text is long.

A Stacked bar chart is used to compare parts of a whole
across categories. Use it to show how segments of a

Stacked Bar whole change over time.

A 100% Stacked bar chart is used to compare the
percentage that each value contributes to a total. Use it
to show how the percentage that each value contributes

Mo e

100% Stacked Bar

over time.
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A Area chart is used to show trends over time (years,
months and days) or categories. Use it to highlight the
magnitude of a change over time and the category

Area
order is important.

A Stacked Area is used to show the relationship of parts
to a whole over time or categories. Use it to draw
sl iz attention to the total value across a trend and highlight

the magnitude change over time.

A 100% Stacked Area is used to show the percentage
contribution to a whole over time or categories. Use it

S T 3

100% Stacked Area to highlight the magnitude of change to the percentage

that each value

' A Radar chart shows the values relative to a e center

1 J point. Use it when the categories are not directly
* Radar comparable.
s A Radar with Markers shows the values relative to a

center point. Use it when the categories are not directly

7774 Radar With Markers comparable

| A Filled Radar shows relative to a center point. Use it

1 J when the categories are not directly
- Filled Radar

To change the chart type in the report, perform the following steps:

1. Select the chart that will be changed;
2. Select the Report Chart Tools ribbon;
3. From the Chart Type library select one report

Note: All changes in the report are automatically saved. If user wants to clear customization and have
the initial view of the report, he\she can reset the reports view by using the "Reset Report” feature
located in: Reports -> Reset-> Current Report.

Add Chart elements
After the report is generated, user can add different chart elements (in case the report contains chart).
Depending from the chart’s type, user can customize the chart by adding the following elements:

Feature Description Applicable in

Axis Change the layout of each axis. All available chart categories except “Pie”

[II Add title to the vertical and horizontal All available chart categories except “Pie”
* Axis Title axis of the chart. chart and “Radar”
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Add Title to the chart All available chart categories
[I—I— Chart Title

i Add/Remove the element’s label with All available chart categories
Data Labels  actual data values on/from the chart

Data Table Add a data table to the bottom of the All available chart categories except “Pie”
chart chart and “Radar”

Gridlines Turn on or off the gridlines (vertical and All available chart categories except “Pie”
horizontal guiding lines) in the chart chart category

Legend Add or remove chart's legend All available chart categories

Changing chart elements in the report is very easy and it is performed in several steps:

1. Select the chart in the report;
2. From the Chart Layout drop-down list select one of the available features.

Insert filter
Filtering the chart data will help you to get better, viewable report, from which you will see the
important information in a second. Adding filter in the report doesn’t require much of your time and

it can be done in just two steps:

1. Select the chart in the report;
2. From the Filter drop-down list select the filtering criteria that matches your needs.

REPORT CHART TOOLS

FORMAT

] p—
T A O[] i i

¢ [JEL L 5 g
Filters  Sort  Sort Show Show Add/Remave Active
> ~  Orderv Outline * Hierarchy  Field ~ field~

v Al Tasks Chart Data
Active Tasks [
Completed Tasks
Critical
In Progress Tasks
Incomplete Tasks
Milestones
Summary Tasks
Unstarted Tasks
Late Tasks
Tasks Starting Soon
Tasks Due This Week

Note: Depending from the report’s type, the “Filter” drop-down menu will contain either task or

resource filters.
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Add or Remove Fields
Inserting field(s) in the report combined with the “Filter” option is very powerful feature combination.

Comparing several fields from same category (for example: Cost, Actual Cost and Remaining Cost)
will visualize the project’s information in more detailed way and help you to bring the make the right
decision for your project.

FORMAT
nmACZ O

Filters Sort  Sort Show Show Add/Remaove
o = Order~ OQutline ~ Hierarchy | Field =

Chart Data Cost P v Cost
Work/Duration » Baseline Cost
Humber ¥ v Actual Cost

Fixed Cost
Remaining Cost
Cost1

Cost2

Cost3
Overtime Cost
Actual Overtime Cost

a
ﬁ Bos Remaining Overtime Cost
E 50%
S A0% Cost4
. 0%
30% Costs
20% Coste
. Cost?
Definition for \..'ha_car use 15 Days Trial Costd
SPV sPV
Cost9
W% Complate 100% 100% 100%
Wor 16 nrs 16 hrs 16 hrs Costi0
Cast 5$160.20 $160.20 $240.30 $160.30 $180 60
WActual Cost $160.30 $160.20 $240.30 5160.30 $180.60

Active Field (only for “Pie” Chart category)

Except the "Pie” and "Radar” chart category, all other charts have the possibility to present several
fields at time. In order to meet this requirement in the mentioned reports, we have implemented the
“Active Field” feature that contains the fields that are added from the “Add/Remove” drop-down list.

How it works?
1. Add fields from the mentioned drop-down list (for example “Cost” and “Actual Cost");

e iy,

Show Add/Remove Active
* Hierarchy Field = field -

t Data Cost b Standard Rate |
Wark/Duration » Overtime Rate
Number ¥ v Actual Cost
v Cost

EBaseline Cost

Cost Per Use

Remaining Cost
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Select some of the chart from the “Pie” category;
3. The field that is presented in the Chart is marked with symbol in the "Active Field” drop-down list
(For example: The "Cost” field);

=02 2 B iy g W

Filters  Sort Sort Show Show Add/Remove Active Bring Send
w2 2 Order~ Outline * Hierarchy  Field ~ field~ | to Front to Back

Chart Data v Cost nge

LN

51,602.70

Actual Cost

W Anz Bianca W Cynthia W Endry W Davis W Franklin ™ Jacod
Michasl Matthew Hannah W Emily Christoper W Nicholas B Andrew
o Kayla W Vistoria W Nicole B Grace Justin Robert Madison
Alexis W Haley Samuel W Jordzn B Amandz ¥ Alexandra Daniel
W 3randon W Nicole W Azron W Eric W Sophiz W Srooke W Katelyn
W Steven W Nathan Mariz

4. Select another field from the “Active Field” (for example “Actual Cost”);

p— p— e
T A [ iy
¥ Ll L % B O O
Filters Sort Sort Show Show Add/Remove Active Bring Send
~  Order~ Outline ~ Hierarchy  Field ~ field~ | to Front to Back
Chart Data Cost nge

v Actual Cost

W Ana Bianca W Cynthiz W Endry W Davis W Frandin W Jacob

Michae! Matthew Hannah W Emily Christoper B Nicholas W Andrew
W Kayla W Vistoria W Nicole W Grace Justin Robert Madison
Alexis B Haley Samuel W Jordan B Amanda B Alexandra Daniel
W Erandon W Nicole W Azron W Eric W Sophia W Brooke W Katelyn

W Steven M Nathan Maria

5. The "Pie” chart will be updated.

Example for customize graphical report
You can customize existing graphical reports into new ones. One of the possibility is to create
“Resource Usage” graphical report. It can be created with several steps:

Select the "Project Overview” report, located in the Dashboard section.
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Select the graphical report that you want to customize. In this example, the “% Complete” Report will

be customized.
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From “Filters” drop-down list select the "Using Resources” filter and select the appropriate resource.
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Tables

Overview

In Seavus Project Viewer™, you can use the predefined Microsoft Project tables to show only the
fields you want or create your own tables. There are two kinds of tables: task tables (which you can
apply to task views) and resource tables (which you can apply to resource views).

In Seavus Project Viewer™, you can change the table associated by the currently active view by using
the Tables sub-menu of the View menu, or the More Tables dialog, accessible from the same menu.
In this dialog, you can also specify which tables should be available from a quick access through the
Tables sub-menu.

Besides using the Tables sub-menu of the View menu, you can also quickly change a table by right-
clicking on the top-left cell on the sheet portion of the active view.

If you would like to manipulate the tables in Seavus Project Viewer™, you can use the More Tables
dialog to edit, or even create tables of your own, or you can simply use the Insert menu or the context
menu available when you right-click on any column in the header row of the sheet portion of the
view, to insert or remove fields from the current table associated with the view.

Available Task Tables
This is the list of standard task tables, available by default in Microsoft® Project, supported in Seavus
Project Viewer™:

* Baseline — displays estimates for task dates, durations, work, and costs.

* Constraint Dates — displays task constraints, including constraint type and constraint date.

* Cost —displays cost information about your project tasks (including cost, planned cost, variance,
actual cost, and remaining cost).

* Delay — shows information that helps you level resources, including leveling, delay, duration,
scheduled start and finish dates, successors, and resource names.

* Earned Value — uses traditional project management categories to compare the relationship
between work and costs. For example, you may want to compare your estimated cost of the work
performed (BCWP) with what the work is actually costing (ACWP).

* Entry — displays basic information regarding tasks, including the task name, duration, start date,
finish date, predecessors, and resource names.

* Export — used to display a broad range of task-related fields.

* Hyperlink — used to show the shortcuts associated with a task

* Rollup Table — used with the Bar Rollup view, the Milestone Date Rollup view, and the Milestone
Rollup view to optimize the display of rolled-up tasks.

* Schedule - displays scheduling information, including scheduled start and finish dates, late start
and finish dates, free slack, and total slack.

* Summary — provides an overview of basic project information, including task duration, scheduled
start and finish dates, percent work complete, cost, and work.

* Tracking — displays actual information about the project, as opposed to scheduled information.
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* Usage - displays project tasks and shows their work, duration, and start and finish dates.
* Variance — emphasizes the variations between actual start and finish dates and baseline start and
finish dates.

*  Work - displays work information, including baseline work, work variance, actual work, overtime
work, and remaining work.

If the project manager created one or more custom task tables in Microsoft® Project

and saved them in the project plan, Seavus Project Viewer™ will read them from the .mpp file and
present them to you in the Tables menu, or the More Tables dialog.

Available Resource Tables
This is the list of standard resource tables, available by default in Microsoft® Project, supported in
Seavus Project Viewer™:

* Cost — displays cost information about your project resources (including cost, planned cost,
variance, actual cost, and remaining cost).

* Earned Value — uses traditional project management categories to compare the relationship
between work and costs. For example, you may want to compare your estimated cost of the work
performed (BCWP) with what the work is actually costing (ACWP).

* Entry — displays basic information regarding resources, including the resource type, group,
standard rate, overtime rate, cost per use, and accrual method.

* Entry - Material Resources — displays basic information about material resources, including the
resource name, group, standard rate, cost per use, and accrual method.

* Entry - Work Resources — displays basic information about work resources, including the resource
name, type, group, maximum units, standard rate, overtime rate, cost per use, and accrual
method.

* Export — used to display a broad range of resource-related fields (columns).

* Hyperlink — used to show the shortcuts associated with a resource

* Summary — provides an overview of the project resources, including the resource name, group,
standard and overtime rates, maximum units, and peak units.

* Usage - displays the project resources and shows how much work is assigned to each of them.

*  Work —displays work information, including baseline work, work variance, actual work, overtime
work, and remaining work.

If the project manager created one or more custom resource tables in Microsoft® Project and saved
them in the project plan, Seavus Project Viewer™ will read them from the .mpp file and present them

to you in the Tables menu, or the More Tables dialog.
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Filters

Overview

There are times when you want to view only a particular type of information in your project. For
example, you may want to view only the milestones of your project or see tasks that have not started.
If your project has many tasks and involves many resources, filters can be very useful for viewing a
specific range of information. Filters allow you to display only the information you are interested in
and hide the rest. Selecting a filter does not delete information from your project; it only filters it from
your view.

Seavus Project Viewer™ supports all standard task filters, available by default in Microsoft® Project,
for viewing specific aspects of tasks and resource filters for viewing specific aspects of resources. In
addition, project managers can create a new filter or modify an existing filter by customizing a filter's
criteria in Microsoft® Project. These new filters and customizations of the existing ones can be used
in Seavus Project Viewer™ as well.

In Seavus Project Viewer™, you can change the filter in the currently active view by using the Filters
sub-menu of the Project menu, or the More Filters dialog, accessible from the same menu. In this
dialog, you can also specify which filters should be available for a quick access through the Filters
sub-menu.

Besides using the Filters sub-menu of the Project menu, you can also quickly change a filter by using
the Filters drop-down box on the Formatting toolbar.

Seavus Project Viewer™ provides you with two options for activating the filters. If you apply filters
from the quick-access menu or the Filters drop-down box, they will cause only the task, resources,
and assignments satisfying the filter criteria to be shown in the view. However, when using the More
Filters dialog, you can also choose to activate a filter in highlight mode by selecting a filter and clicking
on the Highlight button. This will cause the task, resources, and assignments satisfying the filter
criteria to be highlighted with different color in the sheet portion of the active view.

In addition to standard filters, Seavus Project Viewer™ features AutoFilter option, which is visible in
most sheet views. Each field in a sheet view has its own AutoFilter. By default, AutoFilter option is

turned off, but you can turn it on by clicking on the AutoFilter “*button on the Formatting toolbar.

Available Task Filters
This is the list of standard task filters, available by default in Microsoft® Project, supported in Seavus
Project Viewer™:

All Tasks — shows all tasks regardless of their characteristics.

* Completed Tasks — shows only those tasks that have been finished (marked as 100% complete)

* Cost Greater Than... — interactive filter that prompts you for a cost amount and then shows those
tasks that cost more than that amount

* Cost Overbudget — shows all tasks that have a scheduled cost greater than the baseline cost

* Created After... — interactive filter that prompts you for a date and then shows tasks that were

created in your project on or after that date
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* Critical — shows all tasks that are on the critical path

* Date Range... —interactive filter that prompts you for two dates and then shows all tasks that start
after the earlier date and finish before the later date

* In Progress Tasks — shows all tasks that have started but have not been completed

* Incomplete Tasks — shows all tasks and assignments that have not finished, regardless of whether
they have started

* Late/Overbudget Tasks Assigned To... — interactive filter that prompts you for a resource name
and then shows the tasks assigned to that resource that are exceeding the allocated budget or
finishing after the finish date in the baseline plan

* Linked Fields — shows only those tasks to which information from other programs has been linked

* Milestones — shows only those tasks that are milestones

* Resource Group... — interactive filter that prompts you to enter the name of a resource group and
then displays those tasks that are being carried out by the resources that belong to that group

* Should Start By... — interactive filter that prompts you for a date and then shows all tasks that
should start by that date but have not

* Should Start/Finish By... — interactive filter that prompts you for two dates: the date that a task or
assignment should have started and the date that a task or assignment should have finished, and
then displays those tasks or assignments that have not started and finished within the date range
you specified

* Slipped/Late Progress — displays tasks that have either slipped behind their scheduled finish date
in the baseline plan or have not been progressing on schedule

* Slipping Tasks — shows all tasks that have been delayed from their original baseline plan and have
not yet been completed

* Summary Tasks — shows all tasks that are summary tasks

* Task Range... —interactive filter that prompts you for two ID numbers and then shows all the tasks
between and including those two numbers

* Tasks With A Task Calendar Assigned — shows tasks that have a calendar assigned

* Tasks With Attachments — shows tasks that have objects attached or a note in the Notes box

* Tasks With Deadlines — shows all tasks that have a specified deadline

* Tasks With Estimated Durations — shows all tasks whose duration is an estimate and their summary
tasks

* Tasks With Fixed Dates — shows all tasks that do not have the As Soon As Possible constraint or
that have an actual start date

* Tasks/Assignments With Overtime — shows those tasks or assignments that are specified as
overtime work

* Top Level Tasks — shows only the highest-level summary tasks

* Unstarted Tasks — shows tasks that have not yet started

* Using Resource In Date Range... — interactive filter that prompts you for three different pieces of

information: the name of a resource and two dates, and then shows the tasks assigned to a
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resource you specify that start or finish after a date you specify and before another date that you
specify

* Using Resource... — interactive filter that prompts you for the resource whose tasks you want to
view

* Work Overbudget — shows all tasks with scheduled work greater than the baseline work

If the project manager created one or more custom task filters in Microsoft® Project and saved them
in the project plan, Seavus Project Viewer™ will read them from the .mpp file and present them
to you in the Filters menu, or the More Filters dialog.

Available Resource Filters
This is the list of standard resource filters, available by default in Microsoft® Project, supported in
Seavus Project Viewer™:

* All Resources — shows all resources regardless of their characteristics

* Cost Greater Than... — interactive filter that prompts you for a cost amount and then shows those
resources with assignments that cost more than that amount

* Cost Overbudget — shows all resources that have a scheduled cost greater than the baseline cost

* Created After... — interactive filter that prompts you for a date and then shows resources that were
created in your project on or after that date

* Date Range... —interactive filter that prompts you for two dates and then shows all resources with
assignments that start after the earlier date and finish before the later date

* Group... — interactive filter that shows all resources belonging to the group you specify

* In Progress Assignment —shows the assignments that have been started but have not been
completed

* Linked Fields — shows only those resources to which information from other programs has been
linked

* Overallocated Resources — shows all resources that are scheduled to do more work than they can
accomplish in the time specified

* Resource Range... — interactive filter that shows all resources with ID numbers within the range
you specify

* Resources — Material — shows material resources like wood, nails, or cement

* Resources — Work — shows work resources like people and equipment

* Resources With Attachments — shows resources that have objects attached or a note in the Notes
box

* Resources/Assignments With Overtime — shows those resources or assignments that are specified
as working overtime

* Should Start By... — interactive filter that prompts you for a date and then shows all resources with

assignments that should start by that date but have not
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* Should Start/Finish By... — interactive filter that prompts you for two dates: the date that an

assignment should have started and the date that an assignment should have finished, and then
displays those assignments that have not started and finished within the date range you specified

* Slipped/Late Progress — displays assignments that have either slipped behind their scheduled
finish date in the baseline plan or have not been progressing on schedule

* Slipping Assignments — shows all assignments that have been delayed from their original baseline
plan and have not yet been completed

* Unstarted Assignments — shows those assignments that have not yet started

*  Work Complete — shows all completed assignments, and resources that have completed all their
assigned tasks

* Work Incomplete — shows all resources with an amount of scheduled work that is less than the
amount of baseline work

* Work Overbudget — shows all resources with scheduled work greater than the baseline work

If the project manager created one or more custom resource filters in Microsoft® Project and saved
them in the project plan, Seavus Project Viewer™ will read them from the .mpp file and present them

to you in the Filters menu, or the More Filters dialog.
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Groups

Overview

In Seavus Project Viewer™, you can use the standard groups, available by default in Microsoft®
Project, to categorize and view rolled up task, resource, or assignment information in a variety of
ways. In addition, project managers can also create custom groups that are stored in the .mpp file
when saving the project. You are able to use those groups in Seavus Project Viewer™ as well.

There are two types of predefined groups: task groups (which you can apply to task sheet views) and
resource groups (which you can apply to resource sheet views).

In Seavus Project Viewer™, you can change the group in the currently active view by using the Groups
sub-menu of the Project menu, or the More Groups dialog, accessible from the same menu. In this
dialog, you can also specify which group should be available for a quick access through the Groups
sub-menu.

Besides using the Groups sub-menu of the Project menu, you can also quickly change a group by
using the Groups drop-down box on the Standard toolbar.

Available Task Groups
This is the list of standard task groups, available by default in Microsoft® Project, supported in Seavus
Project Viewer™:

* Complete and Incomplete Tasks — categorizes and displays your project's tasks in these three %
Work Complete groups: 0, 1-99, and 100

* Constraint Type — categorizes and displays your project's tasks according to one of the following
constraints: As Late As Possible, As Soon As Possible, Finish No Earlier Than, Finish No Later Than,
Must Finish On, Must Start On, Start No Earlier Than, and Start No Later Than

* Critical — displays your project's tasks according to whether the task is critical

* Duration - categorizes and displays your project's tasks according to the number of days they
should take to complete

* Duration then Priority — categorizes and displays your project's tasks first according to the number
of days they should take to complete, and then by priority (in intervals of 100) within each
duration group

* Milestones — displays your project's tasks according to whether the task is a milestone

* Priority — categorizes and displays your project's tasks by their priority (in intervals of 100)

* Priority Keeping Outline Structure — categorizes and displays your project's tasks first by their
outline numbers, and then by their priority within the outline

If the project manager created one or more custom task groups in Microsoft® Project and saved
them in the project plan, Seavus Project Viewer™ will read them from the .mpp file and present

them to you in the Groups menu, or the More Groups dialog.
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Available Resource Groups

This is the list of standard resource groups, available by default in Microsoft® Project, supported in
Seavus Project Viewer™:

* Assignments Keeping Outline Structure — categorizes and displays the resource assignments first
by resource name and then by task outline number

* Complete and Incomplete Resources — categorizes and displays your project's resources in these
three % Work Complete groups: 0, 1-99, and 100

* Resource Group — categorizes and displays resources by their resource group field

* Standard Rate — categorizes and displays your project's resources according to their standard rate
(their rate of pay for regular, non-overtime work)

* Work vs. Material Resources — categorizes your project's resources according to whether each is
a material resource or a work resource

If the project manager created one or more custom resource groups in Microsoft® Project and saved

them in the project plan, Seavus Project Viewer™ will read them from the .mpp file and present them
to you in the Groups menu, or the More Groups dialog.
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Reports

Overview

To manage a project effectively, you may need to communicate project information to a variety of
people. With SPV, you can print views and reports that present the exact information you want.

Even though views provide extensive information about the project, using even graphical
presentation in charts and graphs, sometimes the information presented in the view may not be
sufficient or easy to use when reviewing and analysing a project by the company management.
Therefore, in Seavus Project Viewer™, beside the printing capability for views, you are also able to
print the project information using the reports feature.

Reports provide a specially formatted and ready to print descriptive overview over the project, and
project tasks, resources and assignments.

With Seavus Project Viewer™, you can print information about tasks, resources, costs, and progress
in a report that suits your needs.

Seavus Project Viewer™ includes many predefined task, resource, and crosstab reports and
categorizes them by overview, current activities, costs, assignments, workload, and custom reports.
Several of these reports, such as the Project Summary, Top Level Tasks, or Budget reports, are
especially useful for printing project status information.

Available Reports
Overview

*  Project Summary — A summary of the number of tasks and resources, project cost, start and finish
dates, and total amount of work.

* Top-Level Tasks — A list of the highest level tasks and summary tasks showing the scheduled start
and finish dates, duration, percent complete, cost, and work.

* Critical Tasks — A list of critical tasks showing the scheduled start and finish dates and the
predecessors and successors of each task.

* Milestones — A list of milestones sorted by start date.

* Working Days — A list of working times for each day of a week in the base calendar.

Current Activities

* Unstarted Tasks — A list of tasks that have not yet started, their durations, predecessor tasks, start
and finish dates, resources, and assignments, all sorted by start date.

* Tasks Starting Soon — A list of tasks starting within a time period that you specify.

* Tasks In Progress — A list of tasks that are currently in progress, showing the months in which the
tasks occur.

* Completed Tasks — A list of completed tasks, showing the months in which the tasks occur.
* Should Have Started Tasks — A list of the tasks that should have started by the date you specify.
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* Slipping Tasks — A list of the tasks that have been rescheduled to finish after their baseline finish
dates.

Costs

* Cash Flow — A table showing costs per task in weekly increments.

* Budget - A list of tasks showing the budgeted cost of each task and the variance between
budgeted costs and current costs.

* Overbudget Tasks — A list of tasks whose costs exceed the baseline cost.

* Overbudget Resources — A list of resources whose costs exceed the baseline cost.

* Earned Value — A list of tasks showing earned value, in particular whether you are ahead of or
behind schedule as compared with the actual costs incurred.

Assignments

* Who Does What — A list of resources showing their assigned tasks, the work scheduled for each
task, the start and finish dates, and the resource details.

*  Who Does What When — A list of resources showing their assigned tasks and the daily work
scheduled for each task.

* To Do List — A list of tasks with their durations, start and finish dates, and predecessors broken
out by week for a resource you specify.

* Overallocated Resources — A list of overallocated resources and the tasks to which they are
assigned.

Workload

* Task Usage — A list of tasks showing assigned resources and the amount of work scheduled work
in weekly increments.

* Resource Usage — A list of resources showing the tasks to which each resource is assigned and
the amount of scheduled work in weekly increments.

Custom

* Resource Usage (material or work) — A list of resources showing the tasks to which each resource
is assigned and the amount of scheduled work in weekly increments.

* Task — A custom report showing task information.

* Resource (material, work, or both) — A custom report showing resource information.

* Crosstab — A custom tabular report with task and resource information in rows and time

increments in columns.
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Save my Settings

Overview

‘Save My Settings’ User Profile functionality will remember the ‘view' preferences you wish to see
when displaying project plan information so you will no longer need to adjust your views when you
open a new .mpp file. Additionally, it will allow you to standardize your Seavus Project Viewer™
interface to see only the information you want, in a format that you prefer.

Users can change the settings, such as the timescale, they can insert or hide specific columns in the
Gantt Chart or view detailed information in the Task Usage view or a filtered Resource Usage view
and once they set up their viewing preferences, the preferences can be saved and used for viewing
any and all other projects in the future.

Available Settings
The following list of the 'view' settings can be saved in Seavus Project Viewer™:

Columns
The following information can be saved for this category:

Field Name.

* Align Title.

* Align Data.

* Header Text Wrapping
*  Width

Views: Gantt Chart, Task Usage, Tracking Gantt, Resource Sheet, Resource Usage Timescale

The following information can be saved for this category:

* Tiers
= Tier Type (Top, Middle, Bottom).
= Units
= Label
= Count
= Align.

» Use Fiscal Year
» Tick Lines.
= Size
= Show Scale Separator.
= Field Name.
* Non-Working time
= Draw

= Color
» Pattern Align Title.
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Views: Gantt Chart, Task Usage, Tracking Gantt, Resource Graph, Resource Usage

Details
The following information can be saved for this category:

*  Work

* Actual Work

*  Cumulative Work
* Baseline Work
* Cost
* Actual Cost

Views: Task Usage, Resource Usage
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Languages
This is new feature that became available in Seavus Project Viewer™ from version 4.1 build 6610. Now,

the option for choosing the application language has been removed from the installation steps and
placed within the application — Tools menu, Language option.

With this feature the need of reinstalling the application in order to change the application language
has been avoided. You can now switch the application language by simple click on the desired
language and restarting the application.

There are eleven available languages: English (default), German, French, Spanish, Czech, Russian,
Polish, Dutch, Italian, Japanese and Chinese (Simplified).
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Custom Bars

Overview

Custom Bars functionality will draw new layer(s) over the Gantt Chart part (right side) of the Gantt
Chart view, giving users possibility to make their own work around by adding custom bars in the
Gantt chart or comments regarding the tasks or assignments. If the user wants to make some kind of
versioning or tracking the changes in the project plan, custom bars functionality can to offer to the
user complete set of functionality for comparing and commenting.

Inserted bars and comment boxes are transparent, without any possibilities for hiding information
that is inserted in the project plan by the project manager and can be important for the project scope.

User can change the settings for the custom layers in the chart by modifying the color and the
transparency of the inserted bars, font and color of the text in the comment box.

Available Features

Inserting tasks

Inserting tasks feature is the main feature from the entire set of features that constitute this
functionality. User can insert all types of tasks that are available in Microsoft Project by default.
Selecting the appropriate task type from the menu/ribbon, user can insert task (subtask, ordinary
task) to compare his/her view of the project assignment with the original duration, summary task for
estimating the duration for the tasks group or creating custom summary task or to insert milestone
for marking project deliverance.

This feature is available only for the Gantt Chart view.

Inserting comments

Beside the bars that can be inserted in the Gantt Chart, Custom Bars functionality gives opportunity
to the users to insert comments in the project plan. The range for using this functionality is wide: it
can be used for inserting comments of custom inserted project’s tasks, commenting the original ones
i.e. tasks from the project plan that are inserted by the project manager or simply to make comment,
note, suggestion for anything

Saving customization

After the customization is done or partially done, user can save the created workspace. These changes
will be saved on the user’'s PC and uploaded on user's demand. This work space is unique, i.e. it is
related with the project plan that is opened during the customization process. It cannot be related
with another project plan.

Saving the custom bar and comments is very easy, by selecting the Save Customization feature from
the Custom Bars menu in Standard interface or by selecting the same feature from the Custom Bars
group in the Seavus Add-in ribbon in the interface.

Show/Hide
During the work with the project plan, there will be cases when you want to hide all inserted

comments or custom bars in order to print the project plan, make detail analysis and so on. On other
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occasions, maybe you will want these comments and bars to be visible in order to emphasize the
importance of the given suggestions.

Showing or hiding the custom layer into the Gantt Chart can be done using the Show/Hide feature
from the Custom bars menu or from the Seavus Add-in ribbon, depending from the selected interface
presentation.

Export

Custom Bars functionality allows you to create your own, unique working environment consists of
comments and bars with different shapes, patterns, fonts and colors. In case, you want to share your
thoughts, ideas or simply share your workaround with your team members, the Export functionality
can help you to do that.

The .zip file that is the output from the Export feature contains two files: the project plan and file with
your customizations. Using e-mail, Skype, share folder, or any other type of communication you can

share your workaround, without any worry from missing something or someone.
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Additional Features

Program Options
This dialog provides you with several configuration options for the Seavus Project Viewer™

application, as well as the currently opened project file. It can be accessed through the Options
command on the Tools menu.

Program Option window contains four tabs: General, Display, Advanced and Calendar.

General Tab
This is the list of all the configuration options you can change in the View tab:

Date format
Specifies the format for displaying dates. Some information, such as time formats and the date
separator are set through the Microsoft Windows Control Panel. For more information, see your
Microsoft Windows documentation.

Application Language
Use the drop-down list with the available options to set the application language. Supported
languages are English (default), German, French, Dutch, Spanish, Polish, Russian, Czech, Japanese and
Chinese-Simplified. The selected language will be applied after the application’s restart.

Skype for Business Integration
Use the mentioned functionality for enabling the resource online status next to the resource name.
This functionality will work in a working environment where Skype for Business is used and the right
e-mail addresses are inserted in the project plan.

Group by Lookup table
Use this functionality to group the project plan according to the description or values that are inserted
in the lookup table.

Show assignment units as

Use this functionality to present the resources peak units as a number or percentage value.

This is a global setting for the application.

Show section

Use this section to specify which Project interface elements you want to display or hide.

* View Bar - see the "View bar” section for a description of the view bar interface element

* Status Bar — see the "Options” section for a description of the status bar interface element

* Bars and shapes in Gantt views in 3-D — changes the project’s bar in 3D style like in Microsoft
Project 2010

These are global settings.

Display tab
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Custom Currency options
Use this section to set options for currency formatting. Currency options are local settings and apply
only to the active project.

* Symbol - Specifies the currency symbol. By default, the currency symbol is $.

* Decimal digits — Specifies the number of digits after the decimal. The default setting is 2.
* Placement — Specifies the position the currency symbol occupies. The default setting is

* $1, with the symbol just before amount.

* Currency — Specifies the currency name. By default, the field for currency is empty

Custom Outline options
Use this section to specify outlining options. Outline options are local settings and apply nly to the
active project.

* Indent name — Indents the names of subtasks in the Task Name column. Indenting subtasks lets
you quickly see the outline of your project. By default, this check box is selected.

* Show outline symbol — Displays outline symbols next to each task name. Project shows a plus sign
next to rolled-up summary tasks and a minus sign next to summary tasks showing their subtasks.
By default, this check box is selected.

* Show outline number — Displays the outline number next to each task name. By default, this check
box is cleared.

Custom Time units options

This section sets the default labels that Seavus Project Viewer™ uses to indicate time units.

* Minutes — Sets the label for minutes. The default setting is min.

* Hours — Sets the label for hours. The default setting is hr.

* Days — Sets the label for days. The default setting is day.

* Weeks — Sets the label for weeks. The default setting is wk.

* Months — Sets the label for months. The default setting is mon.

* Years — Sets the label for years. The default setting for this check box is yr.

* Add space before label — Adds a space between numbers and time unit labels.

By default, this check box is selected.

* Show that tasks have estimated durations — Adds a question mark (?) next to the time unit of the
duration field if the task duration is marked as estimated

* Duration is displayed in — Specifies the unit of time (minutes, hours, days, weeks, or months) used
when displaying the Duration field in the current project. The default setting is Days.

*  Work is displayed in — Specifies the default unit of time (minutes, hours, days, weeks, or months)
used when displaying the Work field in the current project.

The default setting is Hours.
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Advances tab

General

Use this section for defining the starting options when Seavus Project Viewer™ is starting.

* Open Last file on Startup — load the last file that has been opened in the previous working session
when Seavus Project Viewer™ is started.
* Open project file on Current Date - load the file to the current date in the Gantt Chart view.

Template
In this section you can change the global template identifying the default views, tables, filters, and
groups in Seavus Project Viewer™. You can click Browse to navigate to your own template on the disk
or a template stored on the network. You must restart the Seavus Project Viewer™ application in
order for the change to take effect. You can read more about the functionality behind the global
template in the “Template” section of this manual.

Default Open Location
Use this section to specify the default location for opening project file. Every time when the opening
functionality is chosen, Seavus Project Viewer™ will open the specified folder. You can click the Browse
button to navigate to the specified location or type it inside the empty field near the Browse button.
If this option is not selected, then Seavus Project Viewer™ opens the file location from which the last
project file is opened.

Calendar Tab
The following information can be viewed in the Calendar tab:

* Project Name: — Displays the name of the project plan

* Week starts on: — Gives information regarding the starting day of the week

* Fiscal year starts in: — Gives information regarding the starting month of the fiscal year
* Default Start time: — Gives information regarding the starting time of the working day

* Default End time: — Gives information regarding the end time of the working day

* Working hours per day: — Displays number that represent the working hours per day

* Working hours per week: — Displays number that represent the working hours per week
* Work days per month: — Displays number that represent the working days per month

Template

Using the global template helps you standardize the use and appearance of project files when viewed
in Seavus Project Viewer™ within a team or across an organization. Information in a template can
include views, calendars, tables, filters, and groups.

When a project (mpp) file is opened in Seavus Project Viewer™, the application first loads the views,
calendars, tables, filters, and groups that are found in the .mpp file and then adds all of the missing

stuff from the global template. This way, each project plan would always have, as a minimum, all of
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the views and related features that are available in the global template, while keeping the modified
views found in the .mpp file, i.e. as saves by the project manager in Microsoft® Project.

As you can see in section “Program Options” of this manual, the Options dialog in Seavus Project
Viewer™ allows you to change the global template to another template (mpt) file, stored either locally
on the disk or available on some network share, thus you are not limited to the standard template
file coming through the Seavus Project Viewer™ installation.

The global template opens up for several exciting uses of it in Seavus Project Viewer™: Enforcing
company standards

It is common for many, if not all organizations to have a standard way of presenting project plans,
including the selection of data in the task and resource tables, different styles and visual options for
the views, organization of the data using filters and groups, etc. By setting up one global template
on a network share for all users of Seavus Project Viewer™, organizations will be able to provide the
same set of views for everyone, without the need to manually copy the views, tables, filters, groups
and calendars into the project (.mpp) file using the Organizer in Microsoft® Project for each project.

Simplify the use of the product

By deploying one or more “slimmer” global templates for one or more target user groups, the
organizations can provide only a limited, i.e. well-known and easy to understand/use, set of views
and related features to the different user, without them having to worry about things like “I have no
idea what this Network Diagram is here, how can/should | use it?!".

Personalize the views and features in the product

Individuals can use their own, personal, templates with the product, by first creating them in
Microsoft® Project (e.g. financial officer asking one of the project managers to create a template with
custom views showing costs and budget information) and then using them with Seavus Project
Viewer™.

Customizable distribution

Since Seavus Project Viewer™ is distributed as an MSI distributable setup, IT administrators can
customize the setup and either deploy their own global template or configure Seavus Project Viewer™
to use a template from a network share, thus requiring no work on the user side to customize the
product.

Proxy Settings

Proxy Settings button opens a new dialog box where you must make the necessary adjustments in
order to access ProjectOffice.net. You can use this functionality if proxy servers exist in your working
environment. By default, Detect proxy automatically radio button is selected. If the IT department
provides you with additional information regarding the proxy server in your company, you must select

the Use the following proxy radio button and enter the parameters.
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Autoload file

Seavus Project Viewer has the capability of autoloading the project file, without any human
interaction with the software. It is very useful functionality in case the project plan is updated very
often, and you and your team need to have the latest version loaded. Enabling the autoload
functionality is done by selecting the “"Enable Auto Reload For...” check-box, located in the Options

menu, Advanced tab.
Task Update
Enable Auto Reload Faor This Project In Standard Mode Period: : minutes

The timer next to the "Period” spin-box indicate the time interval for checking whether there is new
version that should be loaded in the application.

Combined views

Combination views are views that contain two views. The bottom pane view shows detailed
information about the tasks or resources in the top pane view. Combination views can be created in
Seavus Project Viewer™ by using the Split action on the Window menu. Alternatively, you can activate
the combined view functionality by dragging the split bar up, as shown on the figure below, which
can be found in the bottom down corner of the application window, between the horizontal and
vertical scrollbars.

Combination views can be useful when you are interested to view more detailed information about
a selection of task or resources in one of the available views. By activating a different view in the
bottom pane of the combination view window, you can select one or more tasks in the top view and
view the associated task, resources, or assignments in the bottom view.

Here are few useful examples when you can use combination views to help you better analyze the
project information and schedule:

When you display any resource view in the top pane and the Calendar view in the bottom pane, the
view in the bottom pane shows the assigned tasks for the resources selected in the top pane,
presenting them as they are scheduled on particular days, weeks, or months

* When you display any resource view in the top pane and the Gantt Chart view in the bottom pane,
the view in the bottom pane shows the assigned tasks for the resources selected in the top pane,

along with information about those tasks.
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* When you display any task view in the top pane and the Network Diagram in the bottom pane,
the view in the bottom pane shows the network diagram boxes for the tasks selected in the top
pane.

* When you display any task view in the top pane and the Resource Graph view in the bottom pane,
the view in the bottom pane shows allocation information for the first resource assigned to the
tasks selected in the top pane. (You can scroll to see information about additional resources
assigned to the tasks.)

* When you display any task view in the top pane and the Resource Usage view in the bottom pane,
the view in the bottom pane shows the resources assigned to the tasks selected in the top pane,
along with information about those resources. The resource information shown pertains to all
assigned tasks for each resource, not just to the tasks selected in the top pane.

* When you display any resource view in the top pane and the Task Usage view in the bottom pane,
the view in the bottom pane shows the resource selected in the top pane with each assigned task,
along with information about the assigned tasks.

Multiple Timeline View

As it was mentioned previously, the Timeline view gives overall view of the project plan. You can insert
any task from the project plan in timeline view and create your own timeline where you will emphasize
the important tasks.

To add or to remove tasks from the timeline bar use the “Timeline Tasks” feature from the Format
ribbon within the Timeline view.

—_—
O 5 New Business Plan - Multiple timeline.mpp - Seavus Project Viewer TIMELINE TOOLS
TASK RESOURCE REPORTS PROJECT VIEW ADD-INS TASK UPDATE FORMAT
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Insert Current Selection
=
:Today (MonFeb20 | WedMar1 | FriMar1d | Sun
Bar boconen o [ -
Rollup Tue 1122 2 -
Add Tasks to Timeline X
:"I
= Select tasks:
Calendar i +[Jobtain needed insurance A
ko I:\Establish security plan
=-[]pevelop Marketing Program
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Network ~~[Jpevelop alogo
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— - - - — =] @Provide Physical Facilities —
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—
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S0 - Provide Physi 15 days Wed Cancel
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Using the multiple timeline feature, presented with the icon, you can add more than one timeline in
order to illustrate different stages of the project plan and have more detailed overview of entire

project plan.
How to add more timeline bars?
Step 1

Select the Timeline view and click on the Timeline bar icon in Format menu.

TIMELINE TOOLS

o fi 5 New Business Plan - Multiple timeline.mpp - Seavus Project Viewer
TASK RESOURCE REPORTS PROJECT VIEW ADD-INS TASK UPDATE FORMAT
tm
Timeline [Timeline
Bar Tasks.

Current Selection

Descriptive
Network
Diagram
:" 70 Task  Name . \Duration  _ Start . Finish . Predece [Nov 13,"16 [ Dec 18,716 [Jan 22,17 [ Feb 26, "17
C| Mode s [ 7 T [ s A v e s 2 [ i |
: I
Detail o = E New Business 124 days  Hi##### Fri 5/12/17 |
Gantt .
N 1 - Phase 1- Strategi 23 days SIS (UM
;" 26 - Phase 2 - Define {1 27 days Fri 12/23/16 sttty
-
it 47 - B Phase 3 - Plan for 21 days Tue 1/31/17 Tue 2/28/17

Step 2

Select the newly inserted timeline and click on the Timeline Tasks icon.

TIMELINE TOOLS - - X

A Style v Input Mode ~ X

New Business Plan - Multiple timeline.mpp - Seavus Project Viewer

© > 3

T | g
+= |
Timeline| Timeline
Bar | Tasks

Insert

RESOURCE REPORTS PROJECT VIEW ADD-INS TASK UPDATE FORMAT

Current Selection

Descriptive
Network v
Diagram
o © [Tesk _ [Name . Duration _ Start . Finish . Predece [Nov 13,'16 [Dec 18,16 [1an 22,17 [Feb 26,17 [Apr2,17
- ) Mode s T [T s [ m [ F ) T [ s [ ¢
Detail o B New Business 124 days  #E##E##E Fri 5/12/17
Gantt g
i 1 - Phase 1 - Strategi 23 days SHHHIHIHEHE, ST
B3| 26 - Phase 2 - Define 1 27 days Fri 12/23/16
i 47 - E phase 3 - Plan for 21 days Tue 1/31/17 Tue 2/28/17
‘Chart 48 - Develop Deta 21 days Tue 1/31/17 Tue 2/28/17

Step 3

Using the Add Tasks to Timeline dialog add tasks insert the tasks from particular project’s phase that
you want to emphasis.
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Milestone

Timescale formatting

Some views, such as the Gantt Chart, have a timescale at the top. By default, the timescale displays
two tiers, but in Seavus Project Viewer™ you can customize it to show up to three tiers: a top tier, a
middle tier, and a bottom tier. You can adjust all timescale tiers independently to view your project
at the level of detail you need.

You can also hide any or all timescale tiers.
The steps to customize the timescale can be summarized as follows:

On the Format menu, click Timescale, and then click the Top Tier, Middle Tier, or Bottom Tier tab.
On the tab for the displayed timescale tier, in the Units box, click the time unit you want to use.
In the Label box, click the label you want for displaying the time unit.

In the Align box, click the label alignment you want.

vk wn o=

In the Count box, type a number to specify the frequency of unit labels on the timescale tier. For
example, if the unit is weeks, and you type 2, then the timescale tier is separated into 2-week
segments.

6. To display or hide vertical lines between unit labels, select or clear the Tick lines check box.

7. To base the timescale tier labels on your fiscal-year settings, select the Use fiscal year check box,
or clear the check box to base your timescale tier labels on the calendar year.

8. Todisplay a horizontal line between the timescale tiers, select the Scale separator check box.
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9. To condense or spread out the columns of the timescale tier, type or select the percentage you

want in the Size box.

In addition, for some views you can also specify the options for presenting the non- working time,
like the calendar which defines the working and non-working days and time, the color and pattern
that should be used when drawing the non-working time, and how to draw the non-working time in
relation to the task bars.

If the project manager customized the timescale in Microsoft® Project, the timescale format is saved
in the project (.mpp) file and will be displayed as saved by the project manager in Seavus Project
Viewer™.

Layout formatting

In some views (Gantt Chart and Network Diagram), Seavus Project Viewer™ enables you to change
the layout of the chart, i.e. the bars/boxes laid out in the chart portion of the view. You can change
the layout options for the active view by using the Layout dialog for the corresponding view, by
clicking on the Layout command on the Format menu.

Gantt Chart
In any of the Gantt Chart views, you can change the following layout options for the active view in
Seavus Project Viewer™:

* The style in which links between tasks should be drawn

* The date format for the date fields shown around the bars

* The option to always roll-up Gantt bars to the summary bars, regardless of the task setting
* The option to hide the roll-up bars from the summary bars, when they are expanded

Network Diagram
In any of the Network Diagram views, you can change the following layout options for the active view
in Seavus Project Viewer™:

* The arrangement of the box layout

* The alignment, spacing, height and width of the boxes in the rows and columns
* The option to show summary tasks

* The style in which links between boxes should be drawn

* The link color

* The background of the diagram

Detail styles formatting
In some views (Task and Resource Usage), Seavus Project Viewer™ enables you to change the
formatting of the detail fields, i.e. change the detail styles (Task and Resource Usage) for the different

detail fields shown in the view.
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You can change the detail styles for the active view by using the Detail Styles dialog for the
corresponding view, by clicking on the Detail Styles command on the Format menu.

In any of the Task and Resource Usage views, you can change the front and background formatting
(color and pattern) associated with a detail field. In addition, the Detail Styles dialog allows you to
choose which fields should be shown in the usage portion of the view, and which fields should be
placed in the Details sub-menu of the Format menu for quick access.

Progress Lines

To create a visual representation of the progress of your project, you can display progress lines on
your Gantt Chart. For a given progress date (or the status date) of your project, Seavus Project
Viewer™ draws a progress line connecting inprogress tasks and tasks that should have started,
creating a graph on the Gantt Chart with peaks pointing to the left for work that is behind schedule
and peaks pointing to the right for work that is ahead of schedule. The distance from the vertical line
to the peak indicates the degree to which the task is ahead of or behind schedule as of the progress
or status date.

You can display multiple progress lines for different dates in your project and change the way the
lines look. You can also display progress lines relative to your actual plan or to a saved baseline plan.

You can manage the progress lines with the help of the Progress Lines dialog, accessible when clicking
the Progress Lines command on the Tools menu or the Progress Lines button on the Tracking toolbar.

In this dialog you can:

* Display the current progress lines by choosing between the project status date or current date as
a reference

* Display progress lines at recurring intervals, by specifying the recurrence options from the
available settings

* Display selected progress lines by specifying particular dates at which they should be drawn

* Set the option to display the progress lines in relation to the actual or the baseline plan

* Change the line type to be drawn for the progress lines from the available options

* Change the line style, i.e. line and progress point colors and shapes

* Set the option to display a date for each progress line at the top, right below the timescale

* Change the format for the date displayed for the progress lines

Information dialogs

Seavus Project Viewer™ provides the option to quickly review the scheduling option and other
information about the project, tasks, resources, and assignments through the various information
dialogs available in the application. They match their counterparts in Microsoft® Project, thus anyone
with some experience in Microsoft® Project will be able to easily follow the information presented

there.
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This is the complete list of information dialogs in Seavus Project Viewer™:

* Project Information — presents the basic scheduling information for the project, like start/finish
date, if the project tasks are scheduled from the start or the end, and the base calendar used in
the project. You can also access the Project Statistics dialog from this dialog as well.

* Project Statistics — presents the overall project statistics for start and finish dates, duration, work,
and costs

* Task Information — presents detailed information about the selected task like name, duration,
percent completed, priority, start and end dates, constraint information, deadline, task calendar,
list of predecessors, assigned resources, task notes, etc.

* Recurring Task Information — presents detailed information about the selected recurring task like
name, duration, recurrence pattern, task calendar, etc.

* Resource Information — presents detailed information about the selected resource like name, e-
mail, type, booking type, availability, calendar, different cost rates, resource notes, etc.

* Assignment Information — presents detailed information about the selected assignment like task
and resource name, scheduled work and units, start and finish dates, cost, work contour, actual
work, start and finish, percent completed, assignment notes, etc.

In addition to these dialogs, Seavus Project Viewer™ has an interactive dialog that gives the user the
opportunity to enter specific information and send this information to the project manager.

Task Update presents a dialog box where a user can enter specific information regarding the task,
such as its own e-mail, the e-mail of the person to whom these updates will be sent (usually, the
project manager) and the Actual working hours.

The information dialogs can be opened from the Project menu, the Standard toolbar or by double-
clicking the selected task, resource or assignment.

Document properties
The 'Document Properties’ in Seavus Project Viewer™ has four tabs, which contain information that
describes the project plan. The General tab is the default.

This is the complete list of document properties tabs dialogs in Seavus Project Viewer™:

* General — presents statistics about the project file such as name, type, size and the location of
the file. Users can also see the date when the file was created, last modified and last opened.

* Summary — presents descriptive information about the project plan and the resources associated
with it as well as the author of the project file, his\her manager and the name of the company
where the project plan is created.

* Statistics — presents detailed information about the project plan such as date of creation, when
the project plan was last modified and accessed. It also shows who last saved the plan, how many

times the document was revised and total amount of computer time spent on editing the file
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* Contents — presents the most commonly reviewed statistic about the project plan, such as the
start and finish date, work and costs and the percentage completed for duration and work
consequently

The document properties dialogs can only be opened from the Project menu.

Print from Command line

Beside the functionality implemented in the backstage view for the ribbon GUI and in the File menu
for the Standard GUI, Seavus Project Viewer users can print their project plans using the command
line. The generic overview of the command that user has to insert in the command line in order to
print the project plan is:

[Application location] — [command for print] -[command for outline level] [short name of the
view][location of the printing file]

Example: If Seavus Project Viewer is installed on the default location (C:\Program Files

\Seavus\Seavus Project Viewer) and the project file is saved in folder in My Documents
(Libraries\Documents\My Projects\Project1.mpp), then with the following command inserted in the
command line, user can print the project plan:

"C:\Program Files (x86)\Seavus\Seavus Project Viewer” —p —gc "“Libraries\Documents\My
Projects\Project1.mpp”

Where:

- Pis the printing command
- GCis short name of the Gantt Chart view

If they want to print the outline level 3, then the command will be:

nu

“C:\Program Files (x86)\Seavus\Seavus Project Viewer" —p —-I3 —gc ““Libraries\Documents\My

nm

Projects\Project1.mpp
Where:

- Pis the printing command
- 13 is command for outline level 3
- GCis short name of the Gantt Chart view

The commands that you can use are presented in the table below.

Feature Description
Print -p
Outline level -1

Expand all -e
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The shortcuts for the supported views for printing are presented in the table below.

Feature Description
Barr Rollup -br
Calendar -ca
Descriptive Network Diagram -dnd
Gantt Chart -gc
Gantt with Timeline -gt
Leveling Gantt -Ig
Milestone Date Rollup -mdr
Milestone Rollup -mr
Multiple Baseline Gantt -mbg
Network Diagram -nd
Relationship Diagram -rd
Resource Graph -rg
Resource Sheet -rs
Resource Usage -ru
Task Sheet -ts
Task Usage -tu
Timeline -tl
Tracking Gantt -tg

The shortcuts for the Outline levels are presented in the table below.

Feature Description
Outline level 1 -1
Outline level 2 -12
Outline level 3 -13
Outline level 4 -14
Outline level 5 -I5
Outline level 6 -16

Outline level 7 -7
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Outline level 8 -18

Outline level 9 -19

Resource Pools

One resource can be a part of individual resource lists for several different projects, or the resource
can be a part of a single shared resource pool. Many organizations have the same resources assigned
in more than one project or have shared resources in more than one project. In Microsoft® Project,
project managers can combine all the resource information into a resource pool. The resource pool
is a special project (.mpp) file, whose resources are shared across projects.

When a project whose resources are shared in a resource pool file is opened in Seavus Project
Viewer™, it loads the task information from the project file, and resource and assignment information
from the resource pool file. Commonly, the project itself contains its own, local resources specific to
the project in question. In that case, Seavus Project Viewer™ loads the local resources not matching
the shared ones from the project file.

However, the local resources may have the same name as some of the shared resources. In Seavus
Project Viewer™, you can choose whether to load the resource pool or not and the precedence of the
shared resources over the local ones with the same name. This is enabled through the Open Resource
Pool Information dialog shown when opening a project using shared resource pool.

In case Seavus Project Viewer™ fails to open the resource pool for some reason, e.g. the file has been
moved to a different location or you do not have permission to open it, a warning message appears
and only the project file with its local resources will be loaded.

Master project, subprojects, and external tasks

By consolidating related projects into a master project, project managers can organize and manage
complex projects or multiple related projects more effectively. Commonly, master projects consist
only of inserted subprojects, but in some cases, the master project can have tasks own tasks as well.

When opening a master project file in Seavus Project Viewer™, all of its inserted subprojects are
loaded as well. If, for some reason, Seavus Project Viewer™ fails to load some of the subprojects, e.g.
the file has been moved to a different location or you do not have permission to open it, a warning
message appears and only the project summary task for the subproject is shown in the views.

Inserted projects are indicated in the Indicators icon with the Hicon. Pointing at the icon with your
mouse, a tooltip with the location of the subproject file appears. You can also view the location of
the subproject file if you insert the Subproject File column in the table portion of the view.

Tasks from different subprojects can be linked together, forming a predecessor/successor

dependency. When you open one of the subprojects in Seavus Project Viewer™, all of the predecessor
tasks from other subprojects will be shown next to the local tasks in the project being opened. They
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appear with different bar/box style and font in the different task views, e.g. in grey color, so they can
be visually distinguished from the local tasks. These tasks are called External tasks.

By having the external tasks shown in the views, Seavus Project Viewer™ is able to draw the links
between them and the local task, providing a more realistic view over the whole set of tasks and their
dependencies. In addition, the predecessor or successor field for the local tasks linked to some
external task shows the path to the project file in which the external task is defined and the ID of that
task in that project.

Enterprise Custom Fields

Enterprise fields are custom fields that are created on the Microsoft Office Project Server, available
only for Enterprise Projects with purpose to apply on a corporate level certain needed customized
fields that can contain formulas, costs, durations, dates, flags, calendars, outline code, etc.

Seavus Project Viewer™ besides presenting the standard columns now supports displaying Enterprise
custom fields from Enterprise Projects imported from Project Server 2007. Following fields are
supported:

* Enterprise Project Text
* Enterprise Project Cost
* Enterprise Project Duration
* Enterprise Project Date
* Enterprise Project Number

* Enterprise Project Flag

Advanced Search

Beside the standard search options with the “Find” and "Go To" functionalities, Seavus Project
Viewer™ has an advanced search option that allows for a detailed project plan search. You can search
any type of term or name in the Tasks and Resources text fields. If you know the exact name you want
to find in the project, you can restrict the search by selecting "Match Exactly” feature, or you can
search entire project plan.

The search result is presented in Task Form view or Resource Form view, depending on the settings
that you made in the Search Options. These forms can help you to view detailed information on the
searched term, as well as other information that is directly or indirectly related to the search result.

Open password protected files

In order to avoid unauthorized editing of the project plan, project manager can insert password that
will protect the information that is inserted inside the .mpp file. When this type of file is open with
Seavus Project Viewer™, a dialog will pop up, asking the team member to insert the right password
for opening the project file. In case when wrong password is inserted, the team member is notified

that the password is mistaken and the project file will not be opened.
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Page Break

The Page Break is a visual marker that when it is inserted “tells” the document interpreter (in most
cases the document interpreter is a printer) that the content, which follows, is part of a new page.
User will have several possibilities for working with this feature: to insert or remove page breaks in
the project plan; to print the project plan with the inserted page breaks; to ignore them and print
entire project plan; etc.

When the page breaks are inserted in the project plan, by the project manager or by the user itself,
the location of these markers in the Gantt table will be (----- ) or () depending from the selected Gantt

view.

The Page Break is available for using only in the views from the Gantt Chart category (Gantt Chart,
Leveling Gantt, Tracking Gantt...).
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Collaboration

Introduction

In project management terminology, collaboration is work between individuals, teams, departments,

in one company to do a task or between several companies for performing a series of tasks.
Collaboration is recursive process, repeating the working steps in self-similar way, numerous times
in a row, in which team members are organized and work together for achieving the project
milestones or common objectives.

Since it is defined as process, the collaboration requires several preconditions to be fulfilled, in order
the shared goals to be achieved. Good organizational structure in the working teams is the key
element for successful collaboration. Knowing the responsible person for creating and sharing the
project plan and the information regarding the project (project manager), people responsible for
executing the tasks (team members and team leads) as well as the other project participants (project
stakeholders) is guarantee for positive output for the shared work.

Implementing collaboration features in Seavus Project Viewer, companies can be assured that the
project information is shared and accessed on time; project teams and the resources are aware for
their timeframes, assignments and goals and the overall collaboration process established in well-
organized company will give positive results.

Very Important Notes

Setting Online connection

In order Seavus Project Viewer™ to be able to connect to the Project Server Online and the SharePoint
Server Online, the Azure IT Administrator must make one customization in the Azure Active Directory
admin center.

The "Enable Security Defaults” option must be turned off.
To disable the mentioned functionality, please perform the following steps:

Go to the Azure Active Directory admin center and select the Azure Active Directory;
Select the Properties sub-menu.

Click on the Manage Security Defaults hyperlink
Select "No” for "Enable Security Defaults".

Hwn =
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Azure Active Directory admin center & I’ & ? © I]uhlsa@dmamnmk,:or:ﬁ &
Dashboar Enable Security defaults X
(L Dashbeard ;
111 Home | Properties
= Allservices *1 Azure Active Directory
Security defaults is  set of basic identity security mechanisms
% FAVORITES “ recommended by Microsoft. When enabled, these recommendations
= will be automatically enforced in your o ministrators
B Azure Active Directory ¥ Custom damain names and users will be better protected from common identity related
Country or region anacks
2 M ADM and MAA g
&k Users 1 2 Mobility (MDM and MAM) North Macedonia Learn mor
B Enterprise applications Password reset
Location Enable Security defaults
itional Acc M company bra EU Model Clause compliant datacenters
® Azure AD Conditional Access Company branding F ves (D |4
& User settings Notification language
English
Properties £

. s 2 Tenant ID
6f0467da-eaad-45bf-8281-e57438c11568
Monitoring
Technical contact
D signins ljubisa_mbube@hotmail.com
E Audit logs

Global privacy contact

ning logs (Preview)

Privacy statement URL
B piagnostic settings

@ workbooks

o Access management for Azure resources
fil Usage & insights

Ljubisha M (ljubisa@dinamomk.onmicrosoft.com) can manage access to all Azure subscriptions and

Troubleshaoting + Suppart management groups in this tenant. Learn more

@ virtual assistant (Preview)

& New support request

Can't connect to the Project Server/SharePoint Server

Although the Administrator granted you access to the Project Server/SharePoint Server, from some
reasons, you can't connect to the specified servers. In order to make the connections work, you have
to delete the credentials, that stored the information for logging to the Project Server/SharePoint
Server. This “generic credentials” can be deleted in the Credential Manager.

To delete the specific the Windows Credential, please perform the following steps:

1. Go to the Control Panel and select the User Accounts option;
2. In the User Accounts, select the Manage Windows Credentials option.

2% User Accounts

¢« > ~ 4 & > Control Panel > User Accounts

Control Panel Home

Se User Accounts

. 18 i i
System and Security G Give other users access to this computer GChange account type

Network and Internet |"‘.‘r Credential Manager
2/

Hardware and Sound Manage Web Credentials Manage Windows Credentials I

Programs (@ Mail (Microsoft Outlook 2016)

® User Accounts

Appearance and
Personalization

Flmrls mmd Damian

3. In the Generic Credential navigate to the SPV/SharePoint credentials.

4. Expand it and click on the Remove link.
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Manage your credentials
View and delete your saved logon information for websites, connected applications and networks.
= o Web Credentials T l Windows Credentials

ol o

Back up Credentials Restore Credentials

Windows Credentials Add a Windows credential

No Windows credentials.

Certificate-Based Credentials Add a certificate-based credential

No certificates.

Generic Credentials Add a generic credential

SPV/SharePoint Modified: 9/2/2020 (1)

Internet or network address: SPV/SharePoint
User name: ljubisa@dinamomk.onmicrosoftcom
Password: sssesses

Persistence: Local computer

virtualapp/didlogical Modified: 8/12/2020 ( /)

SSO_POP_Useruser= Modified: Today ()

Once the credential is removed, go back to the Seavus Project Viewer and repeat the connecting
process to Project Server/SharePoint Server.

Microsoft® Project Server Integration

You can build EPM (Enterprise Project Management) environment in your company by using
Microsoft® EPM 2013, 2016 or 2019 versions. Project managers can create tasks, assign resources
and publish the project plan on Project Server 2019. Team members, external stakeholders and
anyone with access to Project Server 2019 and using Seavus Project Viewer™ can connect to it and
open the appropriate plan. Before using this feature, make sure that the administrator has granted
you access to Project Server 2019 and you know the exact Project Server’s URL.

Connect to Microsoft Project Server
Once you open the Connect to Project Server dialog, you can follow the steps below to specify the
Project Server URL address and open project file.

1. In the Project Server URL field insert the valid URL address. Usually, this address is provided
by the local IT Administrator or SharePoint Administrator.
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Connect to Project Server X

Login to the Project Server using Windows authentication

Enter the Project Server URL address:

| https://dinamomk.sharepoint.com/sites/pwa/default.aspx

[] save the URL address Cancel

2. If this location is site from which you upload project plans very often, can save it as default
account using the Save the URL Address check button.

3. Insert the Username and the Password for login to the Project Server. The local IT
Administrator will inform you about the authentication process.

ProjectServer Login X
Username:
Password:
| Login ]

4. From the available project plans in the list select one project and continue with the wizard.

Open project from Project Server

Project list is loaded. Please select a project plan.

Project Name: | |

Projec Project Name - Created By  Creation . Fr
New Test Project FWA PDF... 2020-08-..

“ Test project19 SKD-JOVL.. | 2020-08-.. ‘

3 Test Server FWA PDF... 2020-08-..

< >

Logged in as

ljubisa@dinamomk.onmicrosoft.com

Logout Open Cancel

5. From the last dialog select the custom fields that will be imported from the Project Server into
Seavus Project Viewer™. Otherwise select the Ok button for loading the file into Seavus Project

Viewer™,
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Before using this feature, make sure that the administrator has granted you access to the Microsoft
Project Server and you know the exact Project Server's URL.

Microsoft® SharePoint Integration

Microsoft SharePoint is the most used application for storing, organizing, sharing and accessing data,
with main accent on content and document management. It is used in most companies from Fortune
500 group. Beside uploading and editing files created in different applications from the Office suite,
you can create your own project management environment and upload your project plans on
Microsoft SharePoint site specially created for that purpose and share it with your team and project'’s
stakeholders.

With Microsoft's SharePoint integration within Seavus Project Viewer™, you do not need a web
browser any more for accessing the project files. The workflow is more than simple: Project Manager
creates and uploads project plan from Microsoft Project to Microsoft SharePoint Server. Using the
SharePoint functionality in Seavus Project Viewer™ and its Windows credentials, the team member
connects to the specified site where the project plan is located and downloads it. Once the project
plan is loaded in Seavus Project Viewer™, team member can use all implemented features for better
viewing/printing the project’s assignments.

Before opening the project files stored on Microsoft SharePoint Server, you have to set the account
for connecting the Seavus Project Viewer™ with Microsoft SharePoint Server. The account contains
information for the URL, where the project plans are stored. Usually the URL address will be provided
by your IT Administrator or Project Server Administrator.

Setting the connection to the SharePoint Server
Once you open the Options dialog, you can follow the steps below to specify the Project Server URL
address.

1. In the File menu select the Options functionality;
2. Click on the SharePoint tab in the Options dialog.

Options X

Name URL Defa.. SharePointdom..

Add Edit Remove Setas Default

SharePoint Folder Location

‘c U ppDatalL Project B

0K Cancel
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3. Click on the Add button to create new SharePoint connection.
4. Give the Name of the connection. This will help you to make differences between several

5.

inserted connections.

Name:

Account Properties X

| SharePoint 2019]

SharePoint URL:

SharePoint Domain:

[]set as default

Username: |

Password: |

[ JRemember password [] Automatically sign in

In the SharePoint URL field insert the valid URL address. Usually, this address is provided
by the local IT Administrator or SharePoint Administrator.

Account Properties X

Name:

| sharePoint 2019 |

SharePoint URL:

| https://dinamomk.sharepoint.com/sites/Project |

SharePoint Domain:
| |

[ set as default

Username: | |

Password: | |

[Jremember password [] Automatically sign in

6. Enter the domain to which the SharePoint server belongs.
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Name:

Account Properties X

| SharePoint 2019

SharePoint URL:

| https://dinamomk.sharepoint.com/sites/Project

SharePoint Domain:

| dinamomk.onmicrosoft.com

Set as default

Username: |

Password: |

[ JRemember password [] Automatically sign in

Insert the username and the password for accessing the SharePoint Server.

Account Properties X

Name:

| SharePoint 2019]

SharePoint URL:

| https://dinamomk.sharepoint.com/sites/Project

SharePoint Domain:

| dinamomk.onmicrosoft.com |

Set as default

Username: | ljubisa

Password: | [TTTTYITYYTYY

Remember password [] Automatically sign in

If this location is site from which you upload project plans very often, can make it as default
account using the Set as Default check button.

Before using this feature, make sure that the administrator has granted you access to the Microsoft
SharePoint Server and you know the exact SharePoint’s URL.

Open project files uploaded on the SharePoint Server

Once the connection to the Microsoft SharePoint Server is set, you can login to the server and import
project plans that are published on SharePoint.

To open the project plan from SharePoint Server, perform the following steps:

1. From the File menu, select the Import/Export functionality;
2. In the new sub-menu, select the Import functionality and click on the SharePoint option;
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Seavus Project Viewsr

Send

a3 * Impoits he ifor
g + A imparing i
% Send as .

& projectplan looks ke was cisated in Microsol® Project

Import/Export

il port pr plans that are publshed on Miciosolt Project Server 201
= | Impart from

oneH
4a| Exportio

3 *Impor project plans that are pubkshed on MicrosoR Project Server 2007/2010/2013
4 Pack Custom Layer

-0

Outook

a o project plans hat are uploaded on SharePoit

SharePoint

3. Login to the SharePoint with your credentials;

Login to SharePoint X
SharePoint account: | SharePoint 2019 v
Username: | ljubisa |
Pasmord: | SRR RREN |

4. Select the Documents folder;

O SharePoint X
B> SharePoint

‘ Site Content ‘ E E

Documents Form Templates Site Assets Style Library

5. Open the appropriate project plan.
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@ SharePoint

‘[Documents ‘ E lE‘

© © © ©

Forms Manuall Scheduled ~ WBS - Mask - WBS - Mask -Lower WBS -
Tasks.mpp Characters.mpp Case.mpp Standard.mpp
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Compare Projects

In Project Management 2.0 environment, where companies initializes, creates and tracks their project
plans, Compare Project feature can be very useful for visualizing project's changes and gives
possibilities to all project’s participants to give their thoughts regarding the scheduling process and
project’'s deliverables. Decentralization of the project’'s control, bottom-up scheduling and the
collaborative environment are just few areas where the Compare Project functionality can stress out
the need of revision of the resource'’s allocation, task’s scheduling or project’s milestones.

Version

1
999998 _

=

Version

Version 2
999984

Team members, Team Leads, External Stakeholders can use Compare Projects feature in one of the
following situations:

* Analyzing “What-If" scenarios when there is more than one project’s version. Giving quality
feedback to the project manager regarding project’s scheduling and resource allocation can lead
to successfully project’'s ending and achieving delegated milestones.

* Track project changes in order to create local project’s history for viewing and analyzing how
project plan has evolved and differentiate from the original one.

* Track and revision of resource’'s assignments through project’s lifecycle. Team leaders can
compare resources assignments and made appropriate assignment reports at the end of the
project.

Compare Tasks and Resources

Compare Projects feature is presented through a special view, where two versions of same project
are compared line by line, in order to see the actual differences. You can compare the following
project’s parameters:

* Tasks

®* Resources
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Compare Task

Differences between tasks in the project plans are presented in specially modified Gantt Chart view.
The Gantt table contains columns for the current version (containing the word “Current” in the
column’s header) and previous version (containing the word “Previous” in the column’s header) as
well as summary columns that present the differences between compared values. The Gantt Chart
presents the two projects on same view, from which user can easily views the existing differences in
the task’s schedules.

To compare tasks from two versions of the same project perform the following steps:

1. Open one version of the project plan. This will be “Current” version of the project plan
2. Select the Report ribbon

= =
| =

3. Click on the "Compare Project” feature
Navigate to the desired version of the project plan using the “Browse” button
5. For the fields that you want to compare, select a table from “Task” drop-down list

Compare Resources

Modified Resource Sheet view presents information regarding the modified resources in the project
plan. The column’s description is similar like those for the tasks comparison: “Current” and “Previous”
columns for presenting the parameters from both project plans and "Difference” columns, presenting
the differences between the same parameters from both project plans.

To compare tasks from two versions of the same project perform the following steps:

1. Open one version of the project plan. This will be “"Current” version of the project plan
2. Select the Report ribbon

= =
@ =

3. Click on the “Compare Project” feature

Navigate to the desired version of the project plan using the “Browse” button
5. For the fields that you want to compare, select a table from “"Resource” drop- down list
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Skype for Business Integration

Skype for Business (previously known as Lync) is a tool for communication and collaboration between
teams within company. It consists of instant-messaging client and Skype for business Server. It is very
powerful productivity tool for those companies who have Skype for Business standardization,
providing them with combination of instant messaging, video conferencing and files sharing.

Seavus Project Viewer is seamlessly integrated with Skype for Business, providing the end users with
the following features:

* Presence Status of team member;
* View team member’s contact card;

* Start Instant Messaging (IM) with any team member.

View the presence status of your team

Viewing the presence status of your team can be very useful in the everyday practice. If you are
already have Skype for Business installed in your company and you are using it as communication
tool, when Seavus Project Viewer opens project plan, you will immediately see the presence status of
your team.

The view of your team status will look like the image below.

O f 5 Software Development Plan.mpp - Seavus Project Viewer GANTT CHART TOOLS
TASK RESOURCE REPORTS PROJECT VIEW ADD-INS TASK UPDATE FORMAT
r_ﬂ E Network Diagram ~ = F[?, Resource Usage ~ Al ij Y Filter ~ 5 q [
= = [ calendar ~ &8 [ Resource Sheet ~ E] B Group ~ Q Q
Gantt Task = ; Team = 3 Sort Show Tables Entire Zoom Tlmescale Spli
Chart~ Usage~ . Other Views ~ Planner~ ‘T8 Other Views ~ v Outlinev ~ Project
Task Views Resource Views Data Zoom Split v
© Task _ TaskName o Duration - |Start - Finish . Resource Name _ |.'16 Jul31,
= Mode _ _ TIW[T[F[s[s[M]
e 1 - Task 1 1day? 12/13/16  12/13/16 M ljubisha - Ljubisha
Rollup 2 - Task 2 1day? 12/13/16  12/13/16 Erdem - Erdem
E % - Task 3 1day? 12/13/16 12/13/16 ¥ Renata - Renata
“ - Task 4 1day? 12/13/16  12/13/16 Aleksandar - Aleksandar

The only pre-requisite for viewing the presence status is to have inserted the resources e-mail in the
project plan. Project Manager must insert the e-mails that resources are using to login to Skype for

Business, in the Email field, inside the Resource Information Window.
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Resource Information X
General | Costs | Notes | Custom Fields
Resource name: Initials: L
Email: name.surname@company.com Group:
Logon Account... Code:
Booking type: Committed v | Type: | Work v
[[] Generic []Budget

Depending from the current working status of the resource (away from the PC, on meeting, on

conference call, etc.) you can see different symbols in front of the resource name. The following

statuses are available in Seavus Project Viewer/Skype for Business:

Presence icon Presence status

Description

() Available User is online and available for communication
Be Right Back User steps away from the PC for a few moments
Away/Appear Away User is logged on the PC but the PC has been idle, or user is away
from the PC for a specified period of time.
Off Work User is not working and not available for communication
. Busy User is busy and don’t want to be interrupted
@ Inacall User is in a Skype for Business call (a two-way audio call) and
don’t want to be disturbed
‘ In a meeting User is in a meeting and don’t want to be disturbed.
. In a conference call User is in a Skype for Business conference call (a2 Skype for
Business meeting with audio) and don’t want to be disturbed.
° Do Not Disturbing User don’t want to be disturbed and will see conversation
notifications only if sent by someone in your workgroup
° Presenting User gives a presentation and can’t be disturbed
@ Out of office User is out of office
@ Out of office (automatic User has set automatic reply feature in Microsoft Outlook
reply is on)
Offline User is not signed in.
Unknown User presence can’t be detected

Manage Online Status

If you don’t want to see the online status of your colleagues, you can turn-off this feature from the
Options dialog. For that purpose, open the Window dialog and in the

General Tab unselect the check box in front of the “Show Online status next to resource

name”. The location of this feature is presented on the image below.
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View resource contact card

If the “"Online status” feature is turned on and you hover the mouse cursor over some resource, you
will see that temporary dialog will pop-up. That is the resource’s Contact Card. The contact Card is a
feature in the Business Contact Manager for Outlook that contains information specific to your
business data. Typically, the contact card looks like the image below.

Name & Surname

Available - Video Capable
Title Department
S v
Start IM Send e-mail
Start Skype Call
Start Video Call

Using the expanding button, located in the lower left angle, you can expand the contact card with
additional information for the appropriate resource. The data that is visible in the contact card
depends from the information that is inserted in the Business Contact Manager for Outlook by the IT
Administrator.

Send Instant Messages (IM)

Besides viewing resource’s information, the contact card gives you possibility to start Instant
Messaging with your teammates. On the image below, you can see the actions that you can take
using the Contact Card.

Name & Surname

Available - Video Capable
Title Department
< v
Start IM Send e-mail
Start Skype Call
Start Video Call

By simply clicking on the icon for IM - new dialog will pop-up for starting the conversation.
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Seavus Project Viewer Task update

Introduction

With Task Update option in Seavus Project Viewer™ the users now have the ability to collaborate with

project managers so they will have up-to-date information about the current status of the project
tasks and track if all assignments in the project plan are finished on time. Team members that are
using Seavus Project Viewer™ and Project Managers using Microsoft Project can collaborate with only
shared location in their company’s network.

In order to use Task update you must have:

* Seavus Project Viewer™ with Task Update feature installed on your computer;

* Microsoft Project and Seavus Add-in for Microsoft Project installed on Manager’'s Computer, file
previously marked as collaborative by project manager, located on a shared location;

* Read/write permissions to the shared location.

Benefits from Task Update
Since collaboration between the Project Manager and his Team members is essential for successfully
running projects, Seavus Project Viewer™ Task Update can be great tool for reaching this goal.

Seavus Project Viewer™ Task Update can help companies to decrease their costs, easily track their
projects and have better overview of their projects.

Moreover, you can avoid useless e-mail communication with your project manager.

Creating Updates
When you are opening a project file from a shared location, if collaboration is enabled on it, you
should get a popup asking you how you would like to open the file. You have two options:

* Collaboration mode — if you choose this option you'll be able to create you updates.
* Standard mode - if you choose this option your project plan will be opened without editing
options.

r ~N
Collaborative File

The selected project file is collaborative.
Please select in which mode you want to open the file,

[ Collaboration Mode ] I Standard Mode

If you have opened the project file in one mode and you want to change the mode while working,

you can always select or unselect the Collaboration mode option.
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If you are working in Ribbon Graphic User Interface, the option for activating/deactivating the
Collaboration mode is located in the Seavus Add-in ribbon, in the Task Update group, as it is

presented on the figure below.
= |
e 7

Collaboration Update
Mode Method =

Collaboration

After you have opened the project file in Collaboration mode, you can create your updates by using
either the Resource/Task Usage views or Gantt Chart.

Updating Assignments
Updating Assignments process is performed on those assignments for which the resources are
selected from the dialog box that is presented on the figure below.

r 5
Collaboration Mode '.&J
Please select time range and resources to create appropriate progress
updates.
From: 1/18/2011  [Ev  Tor 1/24/2011 [~
Resource Name:
Resource Name

] ra

B r3

2

B rn

b

You can report time and progress on working days beginning from the start date of the project till
the finish date of the project. The updating can be done in %Work complete or Actual Work and/or
Actual Overtime Work.

With Seavus Project Viewer™ Task Update your project plan is flexible enough, so you don't have to
worry about missing a day out of work or forgetting to send updates.

* You can report more work than the planned work and planned overtime work for the proper day.

*  You can report time or progress for incoming days or for days in the past, out of the task’s time
range.

* You can report overtime work even if your project manager did not planned overtime work.
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* You cannot create updates out of project’s time range. Your updates must be within the start and
end date of the project.

*  You cannot report %Work complete smaller than 0% or bigger than 100%.

*  You can report time or progress on tasks that has no assigned resource (Unassigned tasks)
* The updates can be created only on work resources.

* You can insert comments regarding the updates

Updating via Task Usage and Resource Usage Views
After you have opened the project from the shared location you can start making updates. Resource
and Task Usage views contain two types of fields:

* General assignment fields in the left panel
* Time phased fields in the right usage panel.

If using collaborative project file you will be able to edit %Work complete in the left panel or Actual
Work and Actual Overtime Work (time-phased) in the right usage panel.

Updating % Work Complete

You can update % Work Complete using the table sheet in the Task or Resource Usage view, as it is
presented on the figure below.

©  Resource Name Work | %Work
Complete
4 E R4 64 hrs 38%)|

i) task 5 32 hrs| E H

The process of updating assignment’s % Work Complete is more than easy. Just perform the following

steps:

1. Select the assignment that you want to update

2. Click with the mouse in the appropriate cell of the % Work Complete column
3. Using the cell’s spinner, navigate to the desired value or type it in the cell

4. Save the updates (Seavus Add-ins =Task Update group =>Save)

Updating Actual Work
Updating the Actual Work and Actual Overtime work is done in the right part of the Resource Usage
or Task Usage view, as it is presented on the figure below.
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Work 8h 8h 8h
Actu..] 8h |8

QOve...

Actu...l 0Oh

To update assignment’s Actual Work and/or Actual Overtime Work follow the next procedure:

1. Select the assignment that you want to update

2. Click with the mouse in the appropriate cell of the Actual Work and/or Actual Overtime Work row
in the time-phase data

3. Insert the appropriate value in the cell
Save the updates (Seavus Add-ins =Task Update group = Save)

Updating Tasks
Updating Tasks from the project plans starts with the dialog presented on the figure below:

r ™
Collaboration Mode ﬁ

Please select tasks to create appropriate progress updates.
Task Mame:
[C]  TaskName o
[ =
[
O
[
[
[
[
F -
Continue

After selecting the tasks form the dialog, you can report progress on project’'s tasks using the
following available fields: % Complete, % Work Complete and Actual Work.

With Seavus Project Viewer™ Task Update your project plan is flexible enough, so you don't have to
worry about missing a day out of work or forgetting to send updates.

You cannot report % Complete and Work complete smaller than 0% or bigger than 100%.

* You can report time or progress for incoming days or for days in the past, out of the task’s time
range.
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* You cannot create updates out of project’s time range. Your updates must be within the start and
end date of the project.

* You can insert comments regarding the updates

Updating via Gantt Chart Views

After you have opened the project from the shared location you can start making updates. Gantt
Chart views contain only one category of fields:

* General task fields in the left panel

If using collaborative project file you will be able to edit % Complete, % Work complete and Actual
Work in the left working panel i.e. in the Gantt Chart table.

Updating % Complete
You can update % Complete using the table sheet in the Gantt Chart view, as it is presented on the
figure below.

i i 92~ Task Update.mpp - Seavus Project Viewer Gantt Chart Tools

File Task Resource Reports Project View Add-ins Task Update Format

= a4

Collaboration Update Copy Paste Insert Clear All

Mode Method™ Selection Value Values
Collaboration Edit Marked As Completed Comments
— Task Task Nan _ Duration Start Finish % Pre | Dec 6, '20 Dec 13, '2
= Mode v N N " complet 7| [SIM[TIW[T[F[S[SIM[T[V
Bar 1 @ - Task1 8days Mon 12/14/20 Wed 12/23/20 0%
Rollup o = Task2 6 days Mon 12/14/20 Mon 12/21/20 2
= 3 @ = Task3 5 days Mon 12/14/20 Fri 12/18/20

Calendar

The process of updating assignment’s % Work Complete is more than easy. Just perform the following
steps:

1. Select the task that you want to update

2. Click with the mouse in the appropriate cell of the % Complete column

3. Using the cell's spinner () nEvigate to the desired value or type it in the cell 4. Save the updates
(Seavus Add-ins =Task Update group =Save)

Insert Comments

Regardless of the update mode you are working in, you can insert comments for the inserted updates.

These comments will be sent to the project manager together with the assignment’s updates.
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Pointing the mouse cursor over cell and clicking on the right mouse button, a context menu will pop-
up with the following options:

* Insert Comments — You can insert comment for the appropriate update, or give reply to the
project manager's comment

* Delete Comments — Deleting all comments that are inserted for the appropriate updates

* C(Clear Value — You will delete entire set of information that is connected for the appropriate
assignment (updates and comments)

The dialog that wills pop-up after you select the Insert Comments feature is presented on the figure

below.
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In case when comments exist for the assignment you can edit the comments by selecting the Edit
comments from the Comment contextual menu.

Note: You can't insert comment until you don't update the assignment.

Indicators Column

By clicking on the icon in the indicators column, you can:

* Reset to referent values — Your updates will be reset to the referent values they had before making

any changes;
* Clear all values — All of you updates that you made, but did not saved, will be cleared and you will
have the possibility to create new updates;
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* Mark assignment as completed - If you finish you task earlier, you can always mark it as
completed. This option will not add hours or percent complete to you task, but will notify your
project manager that your task is finished.

* Change update method — If you started to update an assignment with %Work complete, the
editing fields in the right usage panel will be disabled.

Saving updates

When you are finished updating, all you have to do is to save your updates. You can do that by using
the Save Updates €A feature inside the Task Update group.
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When your updates are saved, your project manager can review and accept or reject them.

If this option is disabled, it means that you do not have any newly created update.




