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Topic: Tasks by Week report

Question: What | would really like to see is a report that would show me all tasks that are due
by week. When | use the date range filter, | am getting too many tasks. How could | create this
report?

Answer: | like this question because it is something many users would like and have been
looking for. There is a little used option in grouping called intervals that could help you with this
request. Please see below for the steps and the result:

Create a group called “Tasks by Week”
1. Project > Group by > More Groups - New
2. Name: Tasks by Week, Group by: Finish, Select a color > Define Group Intervals
3. Inthe Define Group Interval form: Group on-> Weeks, Group Interval 1 for every week
4. Click OK to close the Define Interval form,
Click OK to close and save the Group Definition

5. Totest: Click on the Task by Week Group > Click Apply
Another option: If you would like the tasks grouped by week by resource,
add Resource Name as a secondary grouping next to “Then by”
1 |=]
Gantt Chart -
Groups: (%) Task () Resource Cglatina G = s
No Group (e fp#fEUEsg v - Q7 @6,
Complete and Incomplete Tasks e =
Constraint Type v
Critical roup Definition in ‘stuff for jan article.mpp -
Durati ( )
DEF:ﬁ:g then Priority Name: |T35k5 by Week /\ 2 / | [Ishowin menu ||
Milestones —. -
Priority | Eirds i = ; I
Priority Keeping Outline Structure | Eld Name | FieldType | Order =
| Group By Task g.ﬁ.scending |
| Then By :
| Then By |
|__ThenBy | |
|:|Grcup assignmentz, not tasks
E Group by setting for Finish
Font: | arial & pt, Bald
ENE Il Preliminary| el background: |[] Aqua Ete
S g - = T e roup on |
=] - | AsSiOnTel  pattern; Mon 2/4/05
] 10 Develop § Gtart at: | on
(U]
i : |1
:; Evaluate [ T Inhervals.ﬂ Group interval: |
2 il [ 5how summary tasks
14 | Produ = ¥
| Evalu T ok | [ cancel
18 identif. : :

©Copyright Lehnert Computer Services, 2007. All rights reserved.



Lehnert Computer Services

1482 Gone Away Ct.
Wheaton, IL 60187
(630)260-4770

E-Mail: ellen@lehnertcs.com

Below is an example of the result. You can expand and contract each week to show the detail.
Using the Show button on the formatting toolbar and selecting level 1 will expand and contact all
the groups at once. This grouping may now be applied to any task report or view.

Task Name Dur: | February 2008 March 2008 S
E‘E-|2S|31| 3 |6 | 9 |12|1E-|1S|21 |24|2T 1 | 4 | 7 |10|13|16|19|22|25|2S|3’
[2 Finish: Mon 2/4/08 - Sun 2/10/08 | = ]
3 New product opportunity identified 2i4
4 Describe new product idea (1-page written die Product engineering
E Finish: Mon 2/11/08 - Sun 2117/08
5 Gather information required for gofno-go decis roduct engineering
E Finish: Mon 2/18/08 - Sun 2/24/08
6 Convene opportunity of screening committes Product engineering
= T Decigion point - go/no-go to preliminary investi 0121'13
E | Assign rezources to preliminary investigation ent
E B Finish: Mon 2/26/08 - Sun 3/2/08
IS 10 Develop preliminary investigation plan Product engineering,Project manage
= 12 Analyze the competition Marketing
E Finish: Mon 3/3/08 - Sun 3/9/08 1 —
" Evaluate the market 1 Marketing
El Finish: Mon 3/10/08 - Sun 3/16/08 1
14 Produce lab scale product 1 Product engineering
E Finish: Mon 3/17/08 - Sun 3123/08

Using Define Group Interval opens up many options and possibilities for creative reporting.
Define Interval is not available for all fields in the database. Try date field or a number field (ie:
duration, priority, % complete, cost, etc) as well as custom fields including text fields among
others. Resource grouping are also available.

NOTE: The group you created exists in the one project that it was created in. To allow the
grouping to be available in other project schedules, copy the object through the organizer:
Tools = Organizer - Groups - select the object on the right and copy it to the left.

Cool trick: If you are managing multiple projects, combine them using the New Window function
and then apply this grouping. To make the information more clear, insert the column Project into
the task table. You will now have a report of tasks per week with the name of the project on each
task.
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