
 

 

 
Customizing   tables and  

filters 
 
 

 
Understanding the concept of FIELD 

Namely, the software offers 6 field possibilities:     
1. Task fields 
2.  Task-time phased   fields 
3. Resource  fields 
4.  Resource-time phased    fields 
5. Mapping  fields 
6.  Assignment-time phased    fields 



2 

 

 

 

 

For example... 
A TASK FIELD contains data that is directly related  
to  the  task or deliverables. 

 

 
 
 
 

For example... 
 A  TASK-TIMEPHASED   FIELD 
contains that data of the  temporal 
distribution  based    on  the  duration  of  the  
task. 
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For example... 
 

 

An   ASSIGNMENT  FIELD  contains  data directly      
related  to  the  assignment. 

 

 
 

  Two-pane  view 
 
 

To separate the screen into two panes do the following: 
go to VISTA | View in two panes and check the  'Details' 
field.  In  the  combo    type  field on the  right, you 
can  select  different  panels. 
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  Two-pane view 
If you choose the task form, the information 
related to the currently selected task is displayed. 
when you right-click on    the  form region  a  
window  appears   
with different  options  to  deploy. 

 
 
 
 
 
 

  Two-pane  view 
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Understanding the  concept  of  FIELD  in 
views, tables, filters,    and  groups 

 
 

Project contains a variety of clearly defined 
views, tables, filters, and groups (included in 
the Organizer window).   
• A Table  is  a set  of  fields  (columns). 
• A Filter  shows  you  a  specific  extract  

of  information. 
• A Group  is  an  organized  set  of  data. 

 
 
 
 
 

Understanding the  concept  of  FIELD  
in  views,  tables,  filters and groups 

• Finally,  we have  the  'Screen',  which  is  
the graphic or    timephased  type    
format. 

• The view  is  a  combination  of  the 
previous items:   

View =  Table  +  Filter  +  Group  +  Screen 
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   Organize and    format    project  details 
 

 

• After the creation of a Project Plan, there is the 
possibility    that    you want to  examine specific 
details,    both  to carry out  your own analysis 
and to share it with the rest  of  the  Interested 
Parties. 

 

 

   Organize and    format    project 
details 

• Although project 2019's own views, tables, and  
reports represent an option for visualizing    
data,  you  might    want to  organize  it  under 
some of your own criteria  or  characteristics.   
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Sort   project    data 
 

 

• Sorting  data  is the     easiest  way   to rearrange task or 
resource data in Project. They can  be sorted  
according to        predefined criteria,  or  they  can  
create  their own sort order  with  a  maximum  of  three 
levels.   

 
 
 
 

Sort   project    data 
To activate  the sort function:   

• Select |  VIEW |  data Sort. 
 



8 

 

 

 

 

Sort   project    data 
• It has  default  to sort  the  tasks  by:    Start Date,    

End Date,  Priority,  Cost  and  Identifier.     
 

 
 

Sort   project    data 
• It has  default  to sort  the  resources  by:  Cost,  

Name  and  Identifier. 
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Sort   project    data 
 

 

• Other   criteria  can be  set by selecting  the 'Sort 
by...' option, located  at the end  of  the    'Sort'  
options: 

 
 
 

Group       project data 
 
 

• Grouping  allows  you to organize    information  about  
tasks  or  resources     according to  the  criteria      you  
choose. 

• Groupings can significantly change the  way        task 
and resource    data    is  presented.   

• Project 2019 includes several predefined groups of 
tasks  and  resources. 

 
To  group  the  data  in the selected  view,  do    the  
following: 
Go to  |  VIEW Data  and  select  the  combo type  
field  'Group  by:'. 
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Group       project data 

 

By selecting 'More  groups...'  we arrive  at: 

 

By selecting 'New...'  in  'More  groups...' we can  
customize  a  new  grouping: 
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Filter       project data 
 

• Filtering involves  hiding    the data  of  tasks  or resources 
that do not meet specific criteria, thus showing only those data 
that you want to  see  at  a specific time.   

• There are two  ways    to view    'Filters',  so 
default   or  by applying  the  autofilter. 

 
 

Filter         project data 
To filter  the  data  in  the  selected  view,  
do  the  following: 

Go to  |  VIEW Data 
and select  the  
combo type  field 
 'Filter'. 
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Customize   views 
 

• Virtually all      project    2019  work  shows  through  
views.   

• Remember that  a  View  contains  elements such  as: 
tables, groups, filters, text elements and  graphics. 

• But you have the option to customize  a  table  based   
on  your  requirements. 

 
 
 
 
 
 
 
 
 


