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Asta Powerproject

Thank you for purchasing Asta Powerproject, a powerful, easy-

to-use project management solution that is specifically
designed to plan and deliver projects on time and within
budget.

This booklet is designed to help you start using Asta

Powerproject as quickly as possible. It introduces you to some

of the software’s key features.

The booklet covers:

To activate Asta Powerproject:

1. If you have an Internet connection available, ensure that the
connection to the Internet is currently active.

2. Click Activate. The Product Activation dialog appears. Note
that if you choose to use Asta Powerproject in trial mode
rather than activating it straightaway, you can access this
dialog at any time by clicking Activate on the Activation tab
of the Backstage view.

3. Enter details into the fields on the dialog — you must
complete all of the fields — then click OK. Asta Powerproject
attempts to activate itself automatically over the Internet.

4. If your serial
number is
associated with a
standalone licence,
a dialog appears to
inform you that the
activation was
successful when
the activation is
complete. You can
now continue to

Product Activation @

Please enter your details in the form below, then click OK
to activate Asta Powsmproject

Name:

E-mail address:
Company name
Company address:
Telephone number:
Fax number:

Serial number:
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To install Asta Powerproject:
1. Insert the Asta Powerproject CD into your computer.

2. The installation routine should begin automatically. If it does

not, launch Windows® Explorer, navigate to the contents of

the CD and double-click setup.exe.

3. Follow the steps in the installation routine to install Asta
Powerproject.

4. Once Asta Powerproject is installed, launch it by selecting it

from the Windows® Start menu.

If you are a new user

When you run Asta Powerproject for the first time, the Asta
Powerproject Activation dialog appears.

You can use Asta

Powerproject for a trial

Asta Powerproject Activation

=)

CD key: - - -
use Asta
Powerproject. I would ke to subscribe to Powerines, the manthiy

[ enewsletter for Asta Powerproject users with an upto-date
f i support cortract. Note, you may unsubscribe at any time

Astz Development may use these details to contact me
. If your serial 1y Devlomsnt PLC S

number is with information about training, support and products.
associated with a

network licence —
one that is contained within an Asta licence server — the
Locate Licence Server dialog appears. Enter the name of
the computer on which the licence server is located and click
OK. Contact your System Administrator for advice if you do
not know the name of the computer.

6. Asta Powerproject attempts to obtain a licence from the
licence server. If a licence is available, a dialog appears to
inform you that Asta Powerproject is now configured to
obtain its licence from the licence server. You can now
continue to use Asta Powerproject.

In some cases, automatic activation may not be successful.
Automatic activation will not work in the following circumstances:

e If you do not have a connection to the Internet, or if your
connection to the Internet is not currently active.

o [f Asta’s automatic activation service is currently unavailable.
e [f you have installed and are attempting to activate a single

period without activating it.
However, you must activate

Thank you for using Asta Powerproject. You can use Asta Powerproject
free for a 30 day trial period. Once the trial period is over, you must activate
Asta Powerproject to continue using it. You can activate Asta Powerproject
at any paint during the trial period.

copy of Asta Powerproject on more than one computer.
If you are reinstalling Asta Powerproject on a computer

Asta Powerproject by the
end of this period in order to
continue using it once the

you can activate Asta Powemroject manually with the help of Asta’s
Technical Support department.

 you have an Intemet connection, you can activate Asta Powerproject
automatically over the: Intemet. ff you do not have an Intemet connection,

trial period is over. Until you ‘

Acivde.. ] [ Continue Tid..

activate Asta Powerproject,

an activation reminder
appears each time you start the software.

If you have an Internet connection, you can activate Asta

Powerproject automatically over the Internet. If you do not have

an Internet connection, you can activate Asta Powerproject
manually with the aid of Asta’s Technical Support department.
Activating Asta Powerproject over the Internet is quicker and
easier than activating it via the Technical Support department.

whose hardware has been altered significantly.

If automatic activation fails, a dialog that informs you of the
problem will appear and you will either be asked to activate Asta
Powerproject manually — using the Asta Product Activation
wizard — or to contact Asta’s Technical Support department for
assistance.

If you are an existing user

If you are an existing Asta Powerproject user who is now
upgrading to Version 12 using the same computer, Asta
Powerproject recognises your existing licence and you can run the
software without having to activate it.

© 2011 Asta Development plc
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If you are an existing user who is now upgrading to Version 12
using a different computer, the Asta Powerproject Activation
dialog appears when you run Asta Powerproject for the first time.
Follow the instructions below to enable Asta Powerproject to
recognise your existing licence.

When the project opens, a chart window is displayed and Asta
Powerproject looks like the following illustration:

If your existing licence is located remotely on another Quick Access tOOIbar‘ Ribbon Date zone
computer — perhaps as part of a pool of Asta licences: ) ﬂ-[-?‘”f' ff%fJZ e smjf-i
1. Click Continue Trial. Another dialog appears, Ribbon tabs — s ——— * ffm:m: Tl s e MMD »
informing you of the number of days left in the trial PIEEA | g qt e VS
period. View tabs EQ":"‘F‘:P;X‘F“PWM x - - : 1 LI ’7
2. Click Continue Trial on this dialog to launch Asta - = e R

Powerproject in trial mode. Project view

3. Click the File tab, then click Activation to view the
Activation tab of the Backstage view.

4. Click Configure. A dialog appears in which you can
specify the name of the computer on which your
existing licence is located. If you are using a Copy
Control licence rather than an Asta licence, you

Spreadsheet

Bar chart

Properties view —

can choose to search for the licence if you do not . . Sotheras
o j ) Object Edit —
know where it is located. Once the licence is toolbar \
located, you can continue to use Asta T
i : progress - | 48 B | 4F Start Date 3¢ || Dureton Sermenate <[] by

Powerproject. Status bar ‘ = 2 = 2 I e e ve—c
If your existing licence is located locally on your old ‘
computer:

Note that depending on the template you use to create your
project, the project view, the properties view — and other elements
of the Asta Powerproject window — may not be visible initially.

1. Click Continue Trial. Another dialog appears, informing you
of the number of days left in the trial period.

2. Click Continue Trial on this dialog to launch Asta
Powerproject in trial mode.

: ) _ o _ Ribbon
3. Click the File tab, then click Activation to view the ‘ ‘
. . . Home | View  Project  Allocation Format Style Options ™ @
Activation tab of the BaCkStage View. Bpaste v [ o .| TRetetiesann - W 52 E Prakento- Fij;i — [Eproject Repart XH2 R
H H H q o cut Mconstraint Flag - | A SFAF X P assign- = B 000% g
4. Click Move Llcence. Thq Move Licence ngard appears. (0 I PRI R s o Bl 0 | i SR 6 &
Follow the steps in the wizard to move the licence from your

old computer to your new computer. Before the release of Asta Powerproject Version 12, the

commands that you use while working on a project were located
on menus and toolbars. With the release of Version 12, the
menus and toolbars have been replaced by a ‘Ribbon’. The
Ribbon is designed to provide faster access to the commands
that you need as you work with your projects.

To create a new project:

1. Launch Asta Powerproject by selecting it from the Windows®
Start menu. If you have already created or opened one or
more projects in Asta Powerproject, the Recent tab of the
Backstage view appears, displaying the projects you have
accessed most recently. If you have not yet accessed any
projects, the New tab of the Backstage view appears:

The commands are organised in logical groups, which are
collected together under tabs. Each tab relates to a type of
activity, such as displaying different items in a view or working
with allocations. Click the Ribbon tabs to move between them
and access the commands that they contain.

OIHY © PemY- | ooy cmn To find out the function of a command, hover the mouse pointer
T— over it. A tooltip displays the name of the command and a brief
b Available Templates Construction Template deSCriptiOn Of |t.
i -l = Hetame  UnHRip (] The File tab is slightly different to the other Ribbon tabs: click
K o Cnn | s CYerigtrtes SR poaimm e roneprge e this to display the Backstage view, which contains the commands
s - : e that you use to do things to a project, rather than within a
e ' project.
Lo o @ Senvce
e . = Quick Access toolbar
Help :J o —
gl e o | H9 Q-+ E€5HL-
[R5 Create
Above the Ribbon, at the top-left of the Asta Powerproject
window, is the Quick Access toolbar. You use the buttons on this
toolbar to access a number of commonly-used commands.

2. The New tab of the Backstage view displays all of the templates
that are available for use. Click Tutorial Template to specify

View tabs

that you want to create a project based on this template.

3. Enter a name to apply to the project file in the File name

field and a descriptive name for the project in the Title field.

4. Enter a date on which a Monday falls in the Start field — the

template will then ensure that the week numbers align to
Mondays — then click Create to create the project.

© 2011 Asta Development plc
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You use the view tabs above the spreadsheet and bar chart to
switch between the different views that you currently have open
onto a project. Each time you open a view, it appears under a
new tab. You can close a view by clicking

* at the top-right of its tab.
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Project view =@ Trial Praject
The project view provides a view onto the % Programme

. . Project 1
whole project, or programme of projects. g P:Ejz; 2
As well as displaying the natural order @ Project 3
hierarchy of a project, the project view (B Projert 4
also displays various libraries of objects, =8 Permanent Resaurces
Els Builder

including resources, cost centres, code

. . K -8 Steven Horrocks
libraries and calendars. Click the + box

-8 Stuart McPhee

alongside an object in the project view to @ carpenter
expand it and see its contents. - Electrician
-8 Plurmber

One of the quickest ways to assign -8 Cost Cantres
resources, costs, codes and calendars to =i code Libraries
tasks is to drag and drop them from the =5 Location
project view onto tasks in the bar chart.

You can also use the project view to
navigate between charts, re-arrange
charts in the project hierarchy and switch
between the different hierarchical views
(natural order, RBS and CBS).

The project view is attached to the spreadsheet. You can change
the proportion of the screen that is taken up by the project view
by dragging the vertical bar that separates it from the
spreadsheet. To turn the project view on or off, click & in the
status bar.

= Manchester
H-[1) Calendars

o-[3) Progress Periods
II-- WWBS Hierarchy

Spreadsheet
The Spl’eadsheet diSplays Line Name Duration Start Priarity
information about bars, ;
taSkS and allocations. A + 1 |Electrics Room 3 2w | 03/01/2012 ‘\-;u
typlcal Spreadsheet mlght 2 Electricians 2w 030172012 [v]
dlsplay Name Start + 3  Plastering 2w | 11i01/2012 \w'u
Durati d ’F. ) h’ 4 | Plasterers w| 10012 | @)
Ulra ion aYn Inis dd 5 | Work Approved 30/01/2012 0
columns. You Can a =
d I mn 6 Interior Finishing w3d | 311012012 U
and remove colu S 7 Carpenters 1w3d | 31012012 U

from the spreadsheet and
display virtually any project information in each column by
configuring the columns to display specific fields. You can
construct your own formulae to display precisely the information
you want in spreadsheet columns.

You can edit bars and tasks by typing in the spreadsheet. For
example, you can enter the names of bars and tasks and specify
start and finish dates by typing in the appropriate columns.

Bar chart
The bar chart is where

you draw and link tasks

to create your project
schedule. Most projects

comprise a number of

different charts. Each
chart has a series of

numbered bars — also

You can display a variety of time units in the date zone, for
example days, weeks, months and years, each one on its own
line. You can add and remove date zone lines to display the time
units you want.

You can change the horizontal scale of a project by clicking and
dragging one of the horizontal tick lines in the date zone.
Dragging to the left decreases the horizontal scale, ‘zooming out’
to see more tasks in less detail; dragging to the right increases
the horizontal scale, ‘zooming in’ to see fewer tasks in greater
detail.

You can split the date zone into two or three sections, each one
displaying a different scale. For example, you could show the past
and the future weeks’ work on a small scale, but show the
current week’s work on a larger scale.

Properties view

Bar & Task Properties %

Bar | Task | Task TaskEverts

Wertiication Wiscelaneous

o Name Electrics Room 3 Unscheduizble

Prorty Los; =
Matkfor hiding L]
Dates Tasks may overap ]

Stat 03/01/2012 08:00
Finish 16/01/2012 17:00

The properties view appears in the lower portion of the Asta
Powerproject window. It is divided into a number of tabs, each of
which displays a different type of information about the selected
task or bar. You can use the properties view to view and edit
information about the currently-selected bar or task.

To turn the properties view on or off, click in the status bar.

Object Edit toolbar

i2000% v <@ o | 40 0501/2012 - B[ |8d ¢ 16/01/2012 - 0% || | Low Risk -

You can use the Object Edit toolbar to carry out a variety of edits
on bars, tasks, links and allocations. For example, you can enter
progress, move and change the duration of tasks and assign
codes and calendars to tasks.

Status bar
| Assign resources, costs, code libraries, or calendars to tasks in the project E =i [ﬂ@ 100% (S—L0—3) i

The status bar displays messages as you work with your projects.
It also contains a number of buttons that you can use to toggle
elements of the Asta Powerproject window on and off, including
the project view, the bar chart and the properties view. Use the
slider control at the right of the status bar to zoom in and out of
your project.

Library Explorer

known as lines or rows — 7 7

each one containing one
or more tasks.

You can change the width of the bar chart to make it wider or
narrower. To do this, drag the vertical divider that separates the
bar chart from the spreadsheet.

Date zone
2011 2012
December January
a2 119 126 2 9 118 123
5 6 7 B | g | 0 11
LS, 18, g, g, 28, 31 i3 L 4 5 ) 6 810, 13, 16, 18, | | |
Prrrrrr et Monoy Tue p Wed  Thu o Fri MO T W T F M T W TR M T

The date zone is displayed at the top of each bar chart. It shows
the time plan of projects — in other words when tasks are
scheduled to take place.

Bar Chart View - My First roject (Prx | Admin - Librery Explorer - My Fir.. X
15 object(s) Contents of Trades Contractor’
[ Project Objects * | Name Foreground Fill Colour Background Fill Colour Pattern
£5 Calendar s Condscapng . [iedumasienod T —
=67 Code Library Bee Concrete Frame [ SR |
(2] Build Stages = Brickiayer & Son Ltd [res______________ [(C—)
] Design Discipline = CHarvey -MechanicalFiter [Golleod e ][]
£ Floor Level = carpenter &.Co
£ 1t = DD Groundwarker
23 House Type = 1 Demoition

[ Procurement Stages =l Nigefs Pumbing

7 Risk Factor = Peter Painter

£ Trades Contractor =| Pafs Colnge binte
=\ || Plasterer Cooperative 0
5 Cost Centre = southern Roofing e,
£3 Permanent Resource =| sparky Electrician [Whte e
S P et e —coc [
5 TeulrRept = Tusur scatiting oe ———  [TrS—(1E 1) RN RE 0]

Library Explorer provides a view onto all the library objects in your
project, such as resources, calendars and codes. You use Library
Explorer to create, edit and delete library objects. Library Explorer
has a hierarchical structure, similar to that of Windows Explorer.

To enter Library Explorer, on the View tab, in the Show group,
click Library Explorer, or click & in the Quick Access toolbar.
Library Explorer opens in a new tab.

© 2011 Asta Development plc
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The tree view in Library Explorer’s left pane displays all the
available libraries. The list view, in the right pane, displays the
objects within the selected library.

You can choose which libraries to display in Library Explorer: right-
click the list view and select Show Libraries, then select the
libraries you want to display in the dialog that appears.

This section introduces you to some of the basic techniques that
you will use as you plan your projects in Asta Powerproject. If you
work through this section, you will build up a small sample
project. The techniques that you learn as you do this are
applicable to all of the projects that you plan using Asta
Powerproject.

Creating your first task
To create a task:
1. Position the mouse pointer over the first bar in the bar chart.

2. Hold down the left mouse button, then drag the mouse
pointer to the right. As you drag, a popup displays the start
date, finish date and duration of the new task you are
drawing.

3. Release the mouse button when the task is 10 days long.

Start 14/11/2011
Finish 25/11/2011
‘| Duration  10d

4. Asta Powerproject displays the duration and start date of the
task in the spreadsheet, but does not give it a name. Click in
bar 1 in the Name column, type Task 1, then click away
from the field to finish editing.

Copying and pasting bars and tasks

1. Click number 1 in the Line column of the spreadsheet. Bar 1
is selected.

2. On the Home tab, in the Clipboard group, click Copy.

3. On the Home tab, in the Clipboard group, click Paste. The
existing bar and its task are pasted into bar 2.

4. Click Paste three more times to paste the bar into bars 3,
4 and 5. As you have copied and pasted a single bar, all the
tasks have the same name. Click in the Name column for
each bar and rename them Task 2, Task 3, Task 4 and
Task 5.

+ 1 | Task1 10d | 14112011
4+ 2 | Task2 10d | 14112011
+ 3 | Task3 10d | 141142011
+ 4 Task4 10d | 14112011
+ 5 |Task5b 10d | 14112011

Editing the duration of tasks
To edit the duration of a task in the spreadsheet:
1. Click in the Duration column on bar 2.

2. Change the duration to 3.5w (3% weeks) and press ENTER.
To edit the duration of a task in the bar chart:

1. Position the mouse pointer over the end of task 3 so that
the cursor changes to 4 .

2. Hold down the left mouse button and drag to the right.
3. Release the button when the task is 17 days long.

© 2011 Asta Development plc

14 2V Finish 06122011 | L

+ 1 | Taski 10d | 1471112011
i 2 |Task2 3w2.5d | 141122011
1 3 |Task3 17d | 14112011
+ 4 | Task4 10d | 141172011
+ 5 |Taskb 10d | 141112011

Moving tasks in the bar chart

1. Move the mouse pointer
over task 4 so that the
cursor changes to +=+.

2. Hold down the left mouse
button and drag right.

Name  Taskd4
- Start 28/11/2011
| Finish ~ 09/12/2011

4

3. Release the mouse button
when the task appears
approximately 2 weeks later.

Drawing multiple tasks on a bar

Drawing multiple tasks on a bar
can be very useful. For
Duration  5d | example, you could use each

: bar in a project to represent a
house and each task to
represent activities such as
laying foundations, roofing, etc.

Novem(gya 30/11/2001 |2¢

1. Position the mouse pointer so that it is to the right of the
task on bar 1.

2. Click and drag to the right to draw another task.
3. Release the mouse button when the task is 5 days in length.

Linking tasks
You specify the order in which tasks take place by drawing links
between them in the bar chart:
1. Position the mouse pointer to the bottom-right of the first
task on bar 1 so that the cursor changes to =

2. Hold down the left mouse button and drag the cursor away.
Notice that you now have a line from the end of the first task
to the cursor.

3. Position the end of the link

From: Taskl
on the top-left of the task 9 Lead/Lag:  0d
- Date: 25/11/2011 (—m+———
on bar 2 so that the cursor | Tz Task 2 J#
E | Lead/Lag: d =
changes to » then | Date: 14/11/2011 | 1110

release the mouse button.
A link is drawn between the
two tasks.

4. Now draw a link from the
end of the task on bar 2 to
the start of the second task
on bar 1.

You can also link tasks
automatically:

1. Click number 2 in the Line column of the spreadsheet to
select the bar.

2. Hold down SHIFT, then click number 5 in the Line column.
Bars 2, 3, 4 and 5 are
selected.

3. On the Home tab, in
the Schedule group,
click the Add/Delete
Links dropdown and
select Link Tasks.
Links are drawn
between the tasks.
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Rescheduling your project
Rescheduling a project reorders the tasks according to their links
and constraints within the project. To reschedule the project:

1. On the Home tab, in the Schedule group, click Reschedule
Branch.

2. Two dialogs appear in succession. Click OK to acknowledge
the dialogs. The tasks in the project are rescheduled and a
reschedule report appears in your web browser.

3. Close the web browser when you have reviewed the
reschedule report.

Saving your project

You may have noticed as you have been working with your project
that the bars you have edited have turned blue. The blue
colouring indicates unsaved changes. To save your project, click
E in the Quick Access toolbar. The blue colouring disappears.

Note that when you save, if you have changed any aspects of the
current view you will be asked if you want to save your changes
to the view as well as your changes to the project.

Creating a resource library

Asta Powerproject is a sophisticated resource management tool,
dealing with permanent resources such as people and machinery,
and consumable resources such as materials, components and
utilities.

You can organise your resource library as a hierarchy of skills.
Asta Powerproject supports demand and scheduled resource
management: you can assigh demand resources to tasks during
the early stages of project planning, to indicate that there is a
demand for a particular type of resource. In the later stages of
project planning you satisfy the demand resources by assigning
specific resources to the tasks.

To create a resource library:

1. Click @ in the Quick Access toolbar to enter Library
Explorer.

2. Within Library Explorer, click Permanent Resource in the left
pane. An existing permanent resource folder appears in the
right pane. You will now create new folders of your own.

3. Right-click a blank area of the right pane and select New

Folder. A new resource folder is created, with the cursor in
the Name column.

Contents of 'Permanent Resource'

Name Email Address Excluded
7 company
[ site Resources

|3 Mew Permanent Resource
ﬁ Mew Folder h
®,
Show Fields...
Show All Fields

4. Enter Roofers and press ENTER.

5. Double-click the Roofers folder to open it.

6. Right-click a blank area of the right pane and select New
Permanent Resource. A new permanent resource is
created, with the cursor in the Name column.

7. Enter Bob Smith as the name  (gntents of 'Roofers'
of this resource.

) Mame Ernail Address
8. Create two more resources in & Bob smith
this folder, called John Peters & John Peters
and Martin Webb. & Wartin webb

9. You will now create another permanent resource folder. Click
4" in the Quick Access toolbar to move up one level in the
resource hierarchy.

10. Follow the steps above to create a new permanent resource
folder called Electricians, containing a permanent resource
called Jane Griffiths.

11. Click £ in the Library Explorer tab to close Library Explorer.

Assigning resources to tasks

You can assign resources by dragging and dropping them onto
tasks in the bar chart from the project view:

1. Click + next to Permanent Resources in the project view to

display the permanent resource folders.
2. Click + next to each of the =@ My First Project

folders that you created to @

open them. = s Permanent Resources
3. Drag the Martin Webb resource g Company

. & Electricians

and drop it onto task 2. .. Jane Griffiths
4. Drag Jane Griffiths and drop

her onto task 3.

-8 Roofers

& Bob Smith
& John Peters
& Martin webb
Site Resources

5. Drag and drop Bob Smith onto
task 5.

Viewing an allocation histogram

You can use histograms to graph resource and cost information,
highlighting important details that are updated in real time.

To graph the allocation of roofers:

1. On the View tab, in the Graph group, click New Histogram.
A new pane appears at the bottom of the bar chart.

2. Click the first drop-down box in the histogram pane and
select the check box to the left of the Roofers folder to
indicate that you want to graph the permanent resources in
the Roofers folder.

1]/ @ mone
=08

Ds Electricians
— -- & Roofers

-- Site Resources
m Project Costs

L B i SN = R

1] © mone I E Y B G

4 1

3. Click the second drop-down box in the histogram pane and
select Allocation, Availability and Over-Allocation. A histogram
appears, graphing the allocation of roofers. You can resize
the histogram pane to enlarge the histogram if required.

(%
T

[;+]
h

Availability
Over Allocation
Capped Allocation

[=] -
T T
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Colour-coding tasks

You can colour-code the tasks in your projects so that their
appearance represents something relevant to you. You use code
libraries to do this. For example, you could use code libraries to
show the department or person responsible for each task, or the
location of each task.

1. Click B in the Quick Access toolbar to enter Library

Explorer.
2. Within Library Explorer, click Code Library in the left pane.

3. Right-click a blank area of the right pane and select New
Code Library. Call it Location.

4. Double-click the Location folder to open it.

5. Right-click a blank area of the right pane and select New
Code Library Entry. Call it London.

6. Create two more code library entries in this folder, called
Cardiff and Belfast.

7. Click the Foreground Fill Colour column and assign a
different colour to each code library entry.

Contents of 'Location’

Mame Outline Style Foreground Fill Colour
iZ[ London _—

Cardiff _—
Y Dcins  [—

8. Close the Library
Explorer tab.

9. You can assign code
library entries to tasks
in the same way as
you assign permanent
resources to tasks: by
dragging and dropping them from the project view onto tasks
in the bar chart. Try this now: drag and drop different
Location codes onto each of the tasks in the project.

10. A dialog appears asking if you want to display the Location
codes in the current view. Click Yes to display the codes in
the bar chart.

Progressing a project

You progress projects to keep them up to date. Asta Powerproject
lets you progress projects in a variety of ways, including the use
of progress periods to indicate when a task was completed. You
can baseline projects as well, to maintain a record of planned
work to compare against projects as they progress.

To progress the first task on
bar 1 in a simple way, right-
click the task, select the
Progress Up To submenu,
then select 100% Complete.
Shading along the top of the
task indicates that the task is
progressed.

To progress task 2 from its allocation in ‘progress entry mode’:

1. On the Home tab, in the Progress group, click the Enter
Progress dropdown and select Progress Entry Mode.

2. Position the mouse pointer over the Martin Webb allocation
until the cursor changes to &+ 23.

3. Click and drag to the right until the allocation is
approximately 50% progressed.

4. Right-click task 2 and select Progress from Allocations to
apply progress to the task.

© 2011 Asta Development plc

Printing a project

You can print whatever you see on the screen, including the bar
chart, spreadsheet and histograms. There are a wide range of
printing options, and you can print on a single piece of paper, or
on as many sheets as you like. You can design your own
‘borders’ to frame your printouts, including your company name,
address and logo for example.

It is easy to exclude items from a printout. For example, you may
want to exclude links, progress, float or the critical path,
depending on who is to view the printout. You can use the
commands in the Show/Hide group on the Format tab to
exclude items from the current view before printing.

To print the current view:
1. Click the File tab, then click Print to view the Print tab of
the Backstage view.
2. Click Print Now. The output is sent to your default printer.

Rather than clicking Print Now on the Print tab of the Backstage
view, click Print Options if you want to specify the printer to
which the output is sent, along with a variety of other printing
options.

Asta Powerproject’s online help provides all the information you
need to use Asta Powerproject to the full, presented in an easily-
accessible format.

Accessing the online help

= [

|'_§Q Asta Powerproject Help

¢ 2 S

@ Welcome to Asta Powerproject Help
’ Introduction to project management
O Introduction to Asta Powerproject
Q Activating Asta Powerproject

| »

What's new in Version 12

m

New, easy-to-use, Ribbon interface

Before the release of Asta Powerproject Version 12, the
" commands that you use while working on a project were
B Using the Asta Fonerpoject Rbbon and located on menus and toolbars. With the release of

B Cant find a menu command or toolbar butt Version 12, the menus and toolbars have been replaced

E by a 'Ribben'. The Ribbon is designed to provide faster

0 Using Help access to the cn;ﬂmands thzt you need as y;nu Tmr_k u‘wth
your projects. The commands are organised in logica

0 Aeta Powerproject shortouts aroups, which are collected together under tabs. Each tab

@ Statting work relates to a type of activity, such as displaying different

Q Bar chart editing items in a view or working with allocations.

’ Setting up the bar chart

O Structuring your project

0 Using the spreadsheet

@ Library Explorer and the libraries

Q Working with calendars

Q Working with views

@ Numbering tasks in a project 2 arat “Ja _
Booking out data for remote editin oy fio ! : o

% Workmgg with resources ¢ ‘ Mew Bycopy |BIS To-A- & Add/DeleteLinks = | B

@ Working with costs |[_view | cipboara Font : seneaule

0 Working with resource and cost allocation

’ Marking progress on tasks and allocations

0 Rescheduling projects

The Ribbon's Home tab is illustrated below:

I
| @IH9 @ S®Hl- BarChartTools At

‘m Home  View  Project  Allacation Fomat

- "B Reschedule Branah

Click the Ribbon tabs to move between them and access
the commands that they contain.

Asta Powerproject’s online help is context-sensitive. This means
that wherever you are in the software, you can always access
help that relates exactly to what you are trying to do. You can
access help in a number of ways:

* Press F1. You see help relating to the dialog you are currently
looking at. If you press F1 without a dialog open, you see the
main help screen.

¢ Click the File tab, then click Help to view the Help tab of the
Backstage view, then click Help. You see the main help
screen.

The left-hand pane of the help window, known as the Navigation
pane, is divided into a number of tabs — Contents, Index and
Search — which you can use to locate the information you need.
Help topics are displayed in the right-hand pane, known as the
Topic pane.

If the help takes up too much space on your screen, you can hide
the Navigation pane once you have found the topic you are looking
for so that you can see more of the Asta Powerproject window as
you are reading the help. To hide the Navigation pane, click in
the help toolbar. To redisplay it, click .
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Searching for specific information

[ Asta Powerproject Help

W e = ) &

Contents | Index| Search
Type in the word(s) to search for:

E=H BB =

Marking exceptions on a calendar

To assign an exception such as overtime, holidays or
hospital appeintments to @ calendar:

(o)  (oww ]| ||

marking holidays on a calendar -

Display the Calendar Properties dialog for the

Select topic Found: 9 calendar you want to edit. The Calendar tab displays
the current working and non-working time.
Ttle
2. The Exception Assignments tab may not currently
Glossary be displayed on the Calendar Properties dialog. If
Marking exceptions on a calendar it is not currently visible, click More >> to display it.

Copying exceptions from ene calendarto a..
Calendar Propetties dialog - Exception Assi
Add Exception dislog

Working with calendars

Exception Properties dialog

3. Click the Exception Assignments tab. This tab
contains a grid listing all the exceptions assigned to
the selected calendar.

]

4. To make a new exceptien assignment, click Add or
click the first blank line in the list of exceptions. To

Working with exceptions change an existing exception assignment, click its

Exceptions name in the list of exceptions. Select the exception
you want from the drop-down list that becomes
enabled.

5. Spedify the duration of the exception assignment by
setting a start date and finish date.

You can use the Search tab to locate help topics that contain
specific words or phrases. You enter the words or phrases you
want to find, then click List Topics to display a list of the topics
that contain the words or phrases you have entered.

This is a very powerful way of finding information, and you may
find that it is the quickest way of finding the information you
need.

For example, say you want to find out how to mark holidays on a
calendar. If you search for marking holidays on a calendar, the
Search tab finds a number of topics. The second topic in the list,
‘Marking exceptions on a calendar’, describes how to mark
holidays on a calendar. The other topics in the list provide more
information on holidays and calendars that may prove useful.

If the Search tab finds a large number of topics, you may find it
difficult to work out which one is the most relevant to you. You
can narrow down your search in the following ways:

¢ Add more words to your search. For example, say you want to
find out how to include your company logo on your printouts.
Searching for printing returns a large number of topics, but
searching for printing company logo returns just two topics, the
first of which describes how you can do this.

Search for phrases rather than single words. For example, say
you want to find information on permanent resource costs.
Searching for permanent resource costs returns all topics that
contain the words ‘permanent’, ‘resource’ and ‘costs’, but
searching for “permanent resource costs” returns only those
topics that contain the phrase ‘permanent resource costs’.

You can carry out quite sophisticated searches using the Search
tab to find precisely the information you need. Refer to the
‘Advanced searching techniques’ topic in the help for information
on how to do this.

Finding information in the index

@ Asta Powerproject Help

HE ¢ = ) S
Contents| Index | Search

Type inthe keyword to find:

===

Introduction to histograms

In Asta Powerproject you can use histograms to get
|H|slugrams graphical views of resource usage. Histograms are useful

resource management tools because they allow you to
anticipate any fluctuations in resource usage and take
corrective action, hence avoiding periods of over- or
under-allocation. Once a project is underway, you could
run the same resource histogram on a regular basis to
ensure that your planned resource usage is not being
exceeded.

changing drawing order of graphs
changing histogram report

changing the graphs included in
changing the resource being graphed
closing

copying to the clipboard

default resource graph definitions
displaying in a separate window

A histegram uses a histogram report, which can contain
one or more rescurce graph definitions. For example, you
. ’ y could set up a histogram to compare a resource's
gﬁﬂ?ﬁa‘%ggz:;“;:g;gs::m“ allocation and ava\lablh_ty. Asta Powerproject provides
ediing d_eFa_uIt resource definition _graphs, including graphs for
exporing to Microsoft Bxcel viewing availability, allocation, over-allocation and under-
fomatting text within allocation of a resource. You can customise these graphs
generaling to your own requirements, and add more graphs to
including legend in output create more sophisticated histograms. For example, you
prirting background colour can create graphs to:
producing for resources
reflecting percentage likelhood of projec
scaling forts when printing ]

* Monitor the cost of a resource.

sizing s Show cumulative values (values accumulated over
slicing types time) rather than the average value within a specific
snecifvina defanlt hackamind aolone time nerind.

The Index tab provides another effective way of finding the
information you need quickly. It displays a multi-level list of terms
and phrases. These index entries are associated with topics
within the help. When you double-click on an index entry, the
corresponding help topic appears in the Topic pane.

You can locate information in the Index tab by scrolling down the
tab or by typing the word or phrase that you want to find.

For example, if you want to find information on histograms, type
histograms into the tab. The ‘Histograms’ entry appears, together
with its subordinate entries. Double-click an index entry to display
the corresponding topic.

Using the table of contents

(9 Asta Powerproect Help =
G =t SE

Contents | Index: | Searcn| Creating tasks in the bar chart B

[E] Welcome to Asta Powerproject Help  «

@ Introduction to project management [ To create 5 task by drawing in the bar chart:

@ Introduction to Asta Powerproject

@ Activating Asta Powerproject 1. Move the mouse pointer over the bar on which you

0 Using the Asta Powerproject Ribban al want to draw a task.

|£] Cant find a menu command or toolbar 2. Press and hold down the left mouse button, then drag

5] What's new in Version 12 the mouse painter left or right (dragging it up or

@ Using Help down has no effect). A task appears on the bar and
extends up to the mouse pointer. A popup box shows

@ fcta Powerproject shortcuts the start date, finish date and duration of the task as

() Starting work

you drag:
’ Starting your work session
0 Ertering bar and task names Start 14/02j2012 09:00
m Creating bars and tasks Finish 03/03/2012 17:30
Creating tasks in the spreadsh Duration 2w 4d
] Creating tasks in the bar chart [ B
Creating tasks with specfic da| ~ E
Planning in working or elapsed 3. Release the mouse button when the task is the length

you want. The task is displayed in black, indicating

) Brchert sopring that it is selected

[£] How calendars affect tasks
Drawing tasks in one-task-per-
D Specifying that tasks on a bar
£ Speciying where new tasks in
Selecting bars and tasks

When you release the mouse button, the task may
appear to jump back to the closest time unit division.
This is known as ‘bar chart snapping’.

4. Click away from the task to deselect it.

’ Moving bars and tasks

The Contents tab displays a list of the help topics, arranged in a
logical hierarchy of books and pages. The table of contents

updates itself automatically as you move through help topics, to
show you whereabouts each topic is located within the hierarchy.

The Contents tab is useful as it shows you how the information in
the help is structured; topics containing information on a
particular subject are likely to appear close to one another in the
table of contents. As well as browsing through the table of
contents to locate information, keep your eye on it as you move
from one topic to another via ‘related topics’ links (see below), as
you may come across additional topics of interest to you as the
hierarchy opens and closes.

Finding information using ‘related topics’ links
Related topics links are a
very useful way of finding
out about something in
more detail. Most topics in
the help have a list of
related topics at the end,
which provide you with
information that is
connected to the current topic in some way. In some instances,
related topics might explain a related feature or give high-level —
or very detailed — information about a subject.

It is always worth checking the related topics at the end of each
help topic: they help to put information in context, making it more
useful to you.

Related Topics:

Creating tasks in the bar chart

Creating tasks with specific dates and durations
Specifying whether to apply the bar name to new tasks
Planning in working or elapsed time

Bar chart snapping

1. Display the topic you want to print in the Topic pane.

2. Click in the help toolbar. You may see a dialog offering
you the option to print the selected topic only, or the
selected topic and all its subtopics. Choose to print the
selected topic only.

3. You see the Print dialog.

4. Select the printer to which you want to send the topic and
click Print.

© 2011 Asta Development plc
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The Asta Powerproject tutorial

To delve deeper into what Asta Powerproject can do, refer to its
online tutorial, in which you build up a small programme of
projects. To access the tutorial:
1. Click the File tab, then click Help to view the Help tab of
the Backstage view.

2. Click Asta Powerproject Tutorial.

©IH9 @ €505 Bar Chart Tools Asta
Home  View  Project  Allacation Farmat
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Using Asta Powerproject, you can exchange data with people who
are using other project management software. This enables you
to share project plans with colleagues, clients and contractors
who do not use Asta Powerproject themselves.

Asta Powerproject can exchange data with the following software:
¢ Microsoft® Project (in XML and MPX formats).
* Primavera® software (in XER and P3B formats).
¢ Asta Easyplan (in PP format).

Refer to the ‘Transferring data to and from other applications’
topic in the help for more information.

Problem

Nothing happens when | put the Asta Powerproject CD
into my computer.

| am trying to activate Asta Powerproject, but the OK
button on the Product Activation dialog in unavailable.

| am trying to activate Asta Powerproject, but | am told that
automatic activation is not currently available.

My computer is connected to the Internet, but | am told that
automatic activation is not currently available.

| am trying to activate Asta Powerproject with a network

licence but | am told that the Asta licence server cannot
be reached.

© 2011 Asta Development plc

Training
Asta provides a comprehensive range of standard courses at its

training centre in Thame, Oxfordshire. Courses can also be held
at client premises. These courses can be tailored to your own

requirements. For further details of course content, available

training dates and prices, contact Asta’s Training department.

Contact details:

Telephone: +44 (0)1844 261700
Fax: +44 (0)1844 261314
Email: training@astadev.com

Postal address: Asta Development plc. Kingston House, 5
Goodsons Mews, Wellington Street,

Thame, Oxfordshire OX9 3BX UK

Technical support
Asta Development plc operates an accessible Technical Support

department staffed by skilled and knowledgeable experts
providing support on all of Asta’s products.

If you contact the Technical Support department, please have

your product serial number to hand.

You can telephone Technical Support between the hours of

09:00 and 17:00 (09:00 to 16:30 on Fridays). Outside these
hours you can leave a message on the answer machine and your
query will be answered as quickly as possible.

Contact details:

Telephone: +44 (0)1844 261609
Fax: +44 (0)1844 214504
Email: support@astadev.com

Postal address: Asta Development plc, Kingston House,

5 Goodsons Mews, Wellington Street,
Thame, Oxfordshire OX9 3BX UK

Solution

Launch Windows® Explorer, navigate to the contents of the
CD and double-click setup.exe to start the installation
routine manually.

Check that you have entered the correct information into all
of the fields on the dialog. Note that you must enter a valid
email address in order to proceed.

Check that your computer has a connection to the Internet
and that it is currently active.

Choose to activate Asta Powerproject manually, and follow
the instructions in the Asta Product Activation wizard.

Check that you have entered the name of the licence server
computer correctly and that the licence server computer is
currently running and available on the network. If the

Asta licence server still cannot be reached, check that any
firewall that you have running allows access to the Asta
licence server.




GETTING STARTED WITH ASTA POWERPROJECT VERSION 12

Asta Development plc
Kingston House
Goodsons Mews
Wellington Street
Thame

Oxfordshire

0X9 3BX

United Kingdom

Tel: +44 (0)1844 261700
Fax: +44 (0)1844 261314
www.astadev.com
enquiry@astadev.com

.
asta

An Eleco plc Company



