Project Commander  HINTS & TIPS
Bar types & Legend 

When you create new bars for the legend, you must be careful, to choose the right type of bar from the list .

HOW TO USE ..

There are 3 ways to create a Legend for different bars. ….
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Click on the down arrow in the toolbar
· FORMAT menu, LEGEND
FORMAT menu SYMBOLS

Only assign bars with a description of UNTITLED 1 – UNTITLED 169 as task bars. The yellow bar (UNTITLED 23) is the default bar colour and should be used in the legend as one of the colours.

On the list, there are certain reserved bars that should not be used for Task bars …
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ALERTED -  bars that  show an Alert is actioned colour  (when using VIEW menu, COLOUR CHART BY, ALERT).
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BASELINE - there are 10 different coloured and numbered Baseline  bars.

HAS ALERT - bars that have an Alert, but not actioned.

MSP BAR, MILESTONE & SUMMARY - used  as the default colour  (when using VIEW menu, COLOUR CHART BY, MS PROJECT).

MILESTONE - there are over 50 different symbols that can be used on the chart.
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MULTI OVERLAP - shading on summary bar when colour roll up option on.

NO ALERT - bars that  show have no Alert  (when using VIEW menu, COLOUR CHART BY, ALERT).

RISK - part of bar that represents risk at the end of a bar.

SUMMARY - summary bar when colour roll up option off.

TO ASSIGN - the colour of bars where there are no resources assigned (when using VIEW menu, COLOUR CHART BY, RESOURCE).
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After choosing the bar colour, double click on it in the list, click a tick on the DRAW LEGEND box, delete out the text UNTITLED  NN, and type in the description you wish to see in the legend. 

Then click on OK twice. The entry will now show on the page at the bottom.
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Click on the down arrow in the toolbar 
If there is no legend created for that specific bar, when you change the colour of a bar from default yellow to another, it will prompt you to change the description and add to the legend.

Note - Milestone symbols cannot be added to the legend using this method.

FORMAT menu, LEGEND 

Click on the down arrow to choose the bar/symbol.

Edit the Description .

Click on UPDATE.







