Project Commander  HINTS & TIPS
Add user text around the bars   

It is possible to add user text anywhere around any bar.

HOW TO USE ..

There are two types of text in Project Commander …

Bar text

Freeform text

Bar text is for permanent text that you want to show on all views/reports and is attached to the bar. The advantage of this type is that if the bar moves the text will automatically move with it.

Freeform text is more like a post-it note that you want to place on a part of the paper – but is not usually attached to a bar. Freeform text only appears on the page and the view you place it on. If you want the same freeform text to appear on more than one view/report  - you would need to add t again manually – you cannot copy & paste it.

To add Bar text.

Double click in the centre of any bar or milestone symbol.
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A window will appear and the cursor will be blinking in the Text box. You can enter the text and to say where you want to position the task in relation to the bar, click on the DOWN ARROW for the DISPLAY box opposite.
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There are 5 options ….

· Top & Bottom  - be careful of these options – as you might know which bar the text appertains to – but some one reading it may be confused.

· Inside – means that the text will fit only inside the bar itself – so if the text is long and the bar short – the text will be cut off and unreadable. So this option is only used for short text.

· Left & Right are the most popular. You will decide which side to put after taking into account where the bar sits on the page.

Note: 

If the text is too long – it will be cut off when it comes to the edge of the page on the right or the start of the timescale on the left.

The text box allows you to put more than 1 line of text. However, if you enter more than one line, the text may interfere by overwriting the bars below. So it is recommended that you use one line of text.

There is a FONT button on that window that allows you to change the default font from Times New Roman 10pt black 

Important. You cannot add user text to summary bars.







