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Merlin Project Express Help

Download, Test & Subscribe
Welcome!

Thank you for using Merlin Project Express - the little brother of Merlin Project - offering
a basic key features set for project management.

This is the Merlin Project Express  documentation for the Mac.

It will help you get off to a flying start, providing you with basic and further information.

Help and support

Use the built-in help in the Help menu.

For further help and support, please visit the Support section on our
| website: www.projectwizards.net or email our support team
support@projectwizards.net .
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System requirements

Merlin Project Express  requires an Apple Mac with Intel processor and macOS 10.13
as a minimum.

Installation and trial period

Visit our website . This is where you will find all our products and further information.
Click Merlin Project Express .

14-day trial

Try Merlin Project Express for free and without restriction. The first time the program is
started, the following message will appear.

Welcome to Merlin Project Express

Project management with a bit of magic

Without a subscription you can open and read existing Merlin

Only Use for Reading .
Project Express documents.

Subscribe Now... Please subscribe to be able to create and edit documents.
: You can however first test Merlin Project Express for
Sl Al k 14 days with full functionality.

The trial period allows you to test Merlin Project Express in full for 14 days starting from
when you first launch the program.

During your 14-day trial period a notification will be displayed on the top right of the
program window. This tells you how many days remain of the trial period.

(1 ays remaining orth i, |
AR § N = T

General

At the end of the trial period youOll still be able to open and view project files, although you
wonOt be able to edit them. A subscription is required to edit projects again.

System requirements | Merlin Project Express Help
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Subscription

If you start Merlin Project Express after the trial period, a  Not licensed message will
appear in the upper right corner of the main window.

ot lcensed |
f A X 3 O

General

If you click Not licensed , the following window will appear.

Welcome to Merlin Project Express

Project management with a bit of magic

Your 14 day trial period is expired.

Without a subscription you can open and read existing Merlin
Project Express documents.

Subscribe Now... k Please subscribe to be able to create and edit documents.

Click on Subscribe NowE  to open the Subscription panel.

Only Use for Reading

Click Only Use for Reading , to use the application to open and read existing Merlin
Project Express documents.

The Only Use for Reading  option does not allow opening  files of third
. party formats or the use of templates.
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Subscribe NowE

[ NON ) Subscription

Merlin Project Express Subscription

Without a subscription you can open and read existing Merlin Project Express documents.
Please subscribe to be able to create and edit documents.

Subscribe for 3,99 € per month...

Subscribe for 39,99 € per year... k

You save 16 %.

Terms of Use Privacy policy Restore Purchases

Your subscription will be billed by the service you subscribed from, i. e. App Store or
Setapp. For information on your running subscription, click on Manage Subscription

[ NON ) Subscription

Merlin Project Express Subscription

Thanks for subscribing to Merlin Project Express!

Your monthly subscription will expire on Sep 17, 2019.

Manage Subscription

Terms of Use Privacy policy Support

n You can cancel a running subscription at any time and start a new again
whenever needed.

Subscription | Merlin Project Express Help



New projects

The following guide will help you get started with new projects.

Opening a new project

When Merlin Project Express starts without an open project, or when you call File > NewE
following window will be displayed:

[ NN ] Merlin Project Express

@ New Document

(B' Recent Documents
I/;P\

(7) Help & Instructions

Empty Document Demo Document
= own Templates

</

Big birthday Online advertising Road trip Simple activity plan
campaign

Start of self Wedding
employment

Open existing document... Cancel | Create |
To create a new empty project, click the  Empty Document  button.
To start a project out a specific template, select the template and click the Create button.

To open an existing project, click the  Open existing document  button and select the file.

Recently opened files are listed in the Recent Documents area.
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[ JONX ) Merlin Project

@1 New Document Document Last Opened
My Project
3 Dy k{ojec Today at 12:25
@ Recent Documents [ BEEEE

@ Help & Instructions

= own Templates

Open existing document... Cancel -ﬂm_

Opening a new project | Merlin Project Express Help 9



Naming your project

Name your project. To do this, double-click  New Project in row #0 of the outline and give
your project a new title.

0@
+ v v R
" Work Breakdown
# | Traits | Title Given Work | WK 17, 23. A \
2728 |29 30 1
om® ‘ New Project ‘ 1day? New Project

Project Inspector

Display the Inspector by clicking row #0 (the project). It contains a number of options for
the selected project. Here you can also change the title and start date of the project.

Each Inspector has multiple tabs containing further options. When you
select elements, as in this case row #0 , the corresponding Inspector
always appears.

s) %

» Title New Project

Work 1day ? %

Duration

Milestone

Start Earliest

Earliest 30. April 2018 at 00:00

Setting the projectOs direction

You can plan a project forwards or backwards. If youOve already got a fixed end date for
the overall project, you can also take a backward-looking approach. To do this, in your
project click Settings and set the Direction to EBackwardC.

10 Naming your project



General

¥ Date Presets

Direction [/ Forward 8

Backward
Start m%mﬂ

First day of week Sunday @

Project Inspector | Merlin Project Express Help
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Start Date

In the Inspector, click the Calendar icon inthe Start > Earliest field. Use the calendar to
set the earliest planned start for the project.

= —
0
p Title New Project

Work 1day ?
Duration

Milestone

Start Earliest

Earliest 30. April 2018 at 00:00
End ! (€] 2018 > April
W T F S
13 28 29 30 A
14 4 5 6 7
15| 9 11 12 13 14
Status 16 | 16 18 19 20 21
17 23 25 26 28

Start
1)1 2 3 4 s

End

Alignment

¥ Expected

Today

| Fixed earliest start date

First day of week

Per default youOll find Sunday to be the first day of week for new projects. To change it,
just select another day in the Settings > General > Date Presets . You may need to do this
for projects taking place abroad, for instance.
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General
it HH
v Date Presets

Direction Forward

Start
Sunday

First day of week Monday
Tuesday
Wednesday
Thursday

¥ Work

Hours per work day Friday
Saturday
Hours per work week™ 40

Project Inspector | Merlin Project Express Help
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Regular working times

Working times are configured in the settings for each project. Click the Settings icon (1)
and then the Calendar tab (2).

Calendar Project Calendar
24 hours

Night Shift

Standard

+ — *v

Regular Week % Exceptions

8h 8h 8h 8h 8h
Mon Tue Wed Thu Fri

Work intervals 8h in total

0 2 4 6 8 10 12 14 16 18 20 22 24
S e

The Inspector shown here contains calendars for the Regular Week and Exceptions
such as vacation time and extra working time .

Click the Regular Week tab:

The default calendar is active (checkbox ticked). Further calendars are available in the list
and can be configured as project calendars.

| By clicking the plus or minus icons you can create new calendars or
. delete existing ones.

Click one or more (while holding down the cmd key) weekdays and then click the Work
intervals to change the calendar settings.

n The calendar settings have a direct impact on project planning and the
working time in the active project.

The exceptions work according to the same principle. Read more about this in the Non-
working Time guide.
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Views
In Merlin Project Express there are two views for your project:

¥ Work Breakdown

¥ Resources

The views support the Dark Mode, available in macOS Mojave or later

Even if using the app in Dark Mode, printing always takes place in the
| light appearance, while image exports take place in the currently
selected appearance.

Merlin Project Express shows in the upper left corner the name of the current view.

| NN
+ |v @~
" Work Breakdown
#‘ Title k March 2017
WK 11, 3/13

Switching views

Switch to another view, by selecting another item from the view list.

Iy ® Big birthday
R nre f 4 ¥ | =0
7 Work Breakdown
#, |Traits ke Given Work | WK 10, March & WK 11, March 13 WK 12, March 20 WK 13, Mareh 2
8/ 9 [10 1112 1314151617 18 19 20|21 22 23|24 25 |26 27|28 | 29 |3
0 @@ ¥ Big birthday ™~
[ NON ] Big birthday
+ v vl @ ] P X | = [T
v 7 Work Breakdown
A Resources Given Work | WK 10, March & WK 11, March 13 WK 12, March 20 WK 13, March 2
8/ 9 [10 1112 13|14 1516 17 |18 19 20|21 22 23|24 25|28 27|28 |29 |3
0 W@ ¥ Big birthday ¥

Views | Merlin Project Express Help 15
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Work Breakdown

Typically, a Work Breakdown representation with an Outline and a Bar Gannt chart is
used in project management.

[ NN Big birthday

-._ Work Breakdown
Title Given Work ‘WK 10, March 6 WK 11, March 13 .
8/ 9 (10|11 12 13 14 |15|16 17 18
¥ Big birthday v P Title
> Set date -Tpm celebrating big birthday
¥ Preparation v
¥ Guest list

]
[c]

Big birthday

Duration
[> Create guest list Parsan| calabrating big birthday )
Milestone
Guest list created

¥ Location v Start Earliest

e I ]

[> Make loeation inquiries
and compare

[> Negotiate terms Person eelebrating big End Unrestricted

Person celebrating big birth Earliest March 16, 2016 at 12:00 AM

[> Book location Person celebra Alignment | SASAP

Celebration location ;
booked & confirmed

¥ Invitation v -
Status On time

[> design Friend wit!
> print Start Mar 9, 2017 at 8:00 AM

> send = End Jul 17, 2017 at 2:00 AM

Expected

[> Note confirmations = k 1.56 months
invkations sont & RASVP'd > Duration 4.6 months (4.32 emenths)
¥ Catering =

[> Sort out food & drinks

Utilization

Resources

The Resources view contains all resources involved and assigned in the project. This gives
you an overview of the resources available in the project.

Y o & Big birthday
e ol s NallxalO

7 Work Breakdown
v X Resources

3
Traits | Title Type Material Unit Available Units | Initials

A Default Resource Person 100%

2 > Title
& Person celebrating big birthday Person 100% J
1 Band Person 100% B. Initials
A Landlord Person 100% G. Ph
ione
A Caterer Person 100% C.
Email
2 Printer Person 100% D :
A Guests Person 100% G Type Bereon)
A Partner of person celebrating their big Person 100% PD.J. ) )
birthday Available Units 100%
A Friend with design expertise Person 100% FV.J.M.D.

Status 4 Under-utilized

A Hotelier Person 100%

Image

16 Work Breakdown



Attachments

The Attachments view provides an overview of all file attachments  in the project.

[ NON ] Big birthday

7 Work Breakdown

Traits | Title Given Work | WK 10, March 6 WK 11, March 13 E
8 9 (10|11 |12 |13 |14 |15 |16 |17 |18 | 19 i

E® ¥ Big birthday v
I> Set date -TPs'soﬂ Jebrating big birthday
¥ Preparation v Author

¥ Guest list Status New
[> Create guest list Person| calebrating big birthd;
g 212 2 [5 hotel-reservation.rtf
Guest list created \

¥ Location - v Comment

» Title Hotel reservation

[> Make location inquiries

Person celebrating big birth
and compare

[> Negotiate terms Parson eelebrating big
[> Book location Person celebra

VTR Se S ST J

size 41 k
@ Attachments Size 33 kB

Title e Type rich text (RTF)

[5 Hotel reservation S Created Mar 8, 2017 at 4:07 PM
[# Invitation card Source: |

Modified  Mar 6, 2017 at 4:07 PM

5 Invitation e-mail Added on Dec 15, 2020 at 12:45 PM
5 Menu Source: |

www.deu

speisekal

To show or hide it call the according toolbar icon.

+ |~ v il @~ FALX | 00

Hides or shows the attachments view

View Options

The layout of the current view can be changed and graphically adjusted in the View
Options . To do this, click on the wrench .

[ NN ] New Project

T Work Breakdown

= Traits | Title Given Work | Given Earliest | Resources WK 16, April 12 WK 17, April 19

Depending on the selected view, this inspector is context sensitive and contains different
options.

Attachments | Merlin Project Express Help 17



Inspector EView Options: Work BreakdownC
Following inspector appears when the  Work Breakdown view is enabled.

-._ Work Breakdown View Merlin Project Express

#‘ Traits | Title WK 51, December 14
15| 16 | 17 | 18 | 19 |20

ome @ Big birthday C] Dependencies

Critical Path

Bar
Labels

Group Boundaries

p Conflicts

p Advanced

Objects Sorting Field

Activities #

It contains the following options:

¥ Critical Path
¥ Dependency Lines
¥ Bar
I Labels
I Group Boundaries
¥ Conflicts
I Strong
I Weak
¥ Advanced
I' Highlight Changes
I Details in secondary View
I Selection-dependent Styles
I' Dimming non-editable fields

I Bundle adjacent lines
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I Gradients
I Shadows

¥ Objects and Sorting Fields

View Options | Merlin Project Express Help
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Inspector EView Options: ResourcesC

This inspector appears when the Resources view is enabled.

1 Resources View Merlin Project Express

Traits | Title ¥ Advanced

A Default Resource Highlight Changes v

Details in secondary View i
Selection-dependent Styles

Dimming non-editable fields

Objects Sorting Field

Any object type #

It contains the following options:

¥ Advanced
I' Highlight Changes
I Details in secondary View
I Selection-dependent Styles
I' Dimming non-editable fields

¥ Objects and Sorting Fields

20 View Options



Inspector EView Options: AttachmentsC
This inspector appears when the Attachments view is enabled.

=._ Work Breakdown View Merlin Project Express

#‘ Traits | Title WK 51, December 14 v Advancsd

15(16 | 17 | 18 | 19 |20
oOme Big birthday Highlight Changes
@ )

Details in secondary View
Selection-dependent Styles
Dimming non-editable fields

Attachments of descendants

Objects Sorting Field

Any object ty...  Title

@ Attachments

Title
[5 Hotel reservation

It contains the following options:

¥ Advanced
I' Highlight Changes
I Details in secondary View
I Selection-dependent Styles
I' Dimming non-editable fields

I Attachments of descendants

View Options | Merlin Project Express Help 21



View Options in detalil

Critical Path

The Critical Path option enables/disables the display of the critical path in the Gantt chart.
Here, the dependency lines between the operations are highlighted graphically.

The display of the Ciritical Path can also be activated by clicking the corresponding icon on
the toolbar.

+ |v e ollrya cl@® X =2 O

The critical path is always present when the linked tasks influence the
end of the project. Any change to one of the linked tasks on the critical
path automatically leads to a change in the end of the entire project.
More information about the critical path can be found at ~ Wikipedia. .

- Work Breakdown View Merlin Project Express

ecember 13 WK 52, December 20 WK 1, December 27
7 18 |19 |20 |21 |22 |23 |24 (25 |26 27 |28 |29 | 30 31

> —q\‘ Person celebrating big birthday; Landlord EEmETELS
Bar

—

Critical Path +

Labels

:] Friend with design expertise

Group Boundaries

¢ Conflicts

" " 4 -
Invitations sent & ASVP'd > [ —

Dependency Lines

The Dependency Lines option is available in the View Options of the Work Breakdown
view.

With it you can activate or deactivate the display of the dependency lines between the
Gantts bars.

22 View Options
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--_ Work Breakdown

ecember 13 WK 52, December 20
718 18 20 21

» .
L 2

|
L= D Friand with design expertisa
B a )
)

B
2 (

WK 1, December 27
22 23 24 25 26 27 28 29 30 A
Perszon celebrating big birthday; Landlord

Printer

Partner of person celebrating thelr B

Invitafions sent & ASVP'd =>

Bar

View Merlin Project Express
Critical Path

Dependencies

Bar
Labels

Group Boundaries

» Conflicts

» Advanced

The Bar options section is available in the Work Breakdown view and affects how bars are

displayed in the Gantt chart.

--_ Werk Breakdown

ecember 13
7|18

WK 52, December 20
19 |20 | 21

WK 1, December 27
22 23 24 25 286 27 28 29 30 I
Parson celebrating big birthday; Landlord

C] Friend with design expertise
Printar

Partner pf person celebrating their b

Invitations sent & ASVP'd => -

-_ Work Breakdown

ecember 13 WK 52, December 20
7/18 |19 20 21

WK 1, December 27
22 |23 |24 25|26 27 (2B | 29|30 3

Invitations sent & RSVF'd ==

Up to three labels can be defined per Gantt element in the

Group Boundaries

View Merlin Project Express
Critical Path

Dependencias

Bar
Lab e&
Group Boundaries

¢ Conflicts

b Advanced

View Merlin Project Express
Critical Path

Dependencies

Bar

Labels

Group Boundaries %

» Conflicts

» Advanced

styles.

The Group Boundaries option enables/disables the display of graphical boundaries of

View Options | Merlin Project Express Help
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groups in the Gantt chart.

--_ Werk Breakdown View Merlin Project Express

ecember 13 WK 52, December 20 WH 1, December 27
7,18 |19 |20 |21 |22 |23 24 |25 | 26|27 28 29 |30 |3
> Parson celebrating big birthday; Landlord Dependencies

Critical Path

Bar

|

[ Friend with design expertise Labels "

| Group Boundaries &
of person celebrating thelr b %

| » Conflicts v

Invitations sent & RSVP'd =>

p Advanced

| The Group Boundaries option increases the clarity of groups and
subgroups.

Conflicts

These options allow to control the display of Conflicts in the Work Breakdown.

--_ Work Breakdown View Merlin Project Express

March 2017

WK 11, 313 ¥ Conflicts
Celebration location s Strong k

booked & confirmed
P Invitation B ) Friend wif Weak v
Invitations sent & RSVP'd @
P Catering

Food & drinks are selected
& booked

b Advanced

Objects Sorting Field

Activities #

¥ Overnight
accommodation

[> Make hotel inquiries and

Partner of parson celebrating their bl
compare pee 7 99

The Conflicts option enables/disables the display of all possible planning conflicts.

.. Work Breakdown View Merlin Project Express
Mareh 2017 f
WK 11, 313 v Conflicts %

Celebration location .
booked & confirmed

» Invitation B Friand wit Weak
Invitations sent & RSVP'd Lo

Strong

» Advanced

P Catering

Food & drinks are selected
& booked

Objects Serting Field

Activities #

¥ Overnight
accommodation

[> Make hotel inquiries and
compare

Expand them if you want to display Strong or Weak Conflicts differently.

24 View Options



The Strong option enables/disables the display of possible strong planning conflicts.

The Weak option enables/disables the display of possible weak planning conflicts

You can learn more about what Conflicts are and how to resolve them,

Advanced

The Advanced section contains advanced View Options .

Highlight Changes

here.

The option Highlight Changes activates/deactivates the highlighting of the last changed
values. This highlighting is only effective for the display and will not be printed.

Details in secondary View

The option Details in secondary View defines whether the information of the Details view
refers only to the current selection of the main view or to the entire project.

@ ~
7 Work Breakdown

# |Traits | Title

¥ Guest list
[> Create guest list
Guest list created
¥ Location

[> Make location inquiries
and compare

[> Negotiate terms
> Book location

Celebration location
booked & confirmed

¥ Invitation

Given Work WK 10, March 6
8 @ |10 11

1 day g PaTon celebrat

WK 11, March 13

12 |13 |14 |15 | 16 |17 [ 1B | 19

ting big birthday

v

1 day

sbrating big birthe

Person celabrating big

Person celebra

Lo

[> design

| Friend wit

@ Mttachments

Title
[ Invitation card

View Merlin Project Express
¥ Advanced
Highlight Chan
Details in seco W A
Selection-dependent Styles h
Dimming non-editable fields

Attachments of descendants &

Sarting Field

n Disable this option if you want the Details view to show information for
your complete project.

View Options | Merlin Project Express Help
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View Merlin Project Express

“A Traits | Title Given Work | WK 10, March & WK 11, March 13 v Advanosd
8|9 (10|11 |12 |13 |14 |15 |16 |17 (1B |18
3 ¥ Guest list Highlight Changes v
4 [> Create guest list 1 day Person celebrating big birthday Details in secondary View
5 Guest list created __ %
Selection-dependent Styles
6 ¥ Location L L J
n Dimming non-editable fields
7 > Make location inquiries 1 day Person caisbrating big bith
and compare Attachments of descendants &
8 > Negotiate terms 1 day Person celebrating big
9 [> Book location 1 day Parson celebra Obije Sarting Field
10 Celebration location ; y obj ype Title
booked & confirmed
1 ¥ Invitation - q—
12 @ B design 2 days | Friend wit

@ Attachments

Title

[# Hotel reservation B New

(& Invitation card B New Source: |
sprueche

[F Invitation e-malil W New

[ Menu W New Source: |
www.deu
speisekal

Selection-dependent Styles

The Selection-dependent Styles  option enables/disables the display of styles depending
on the selection.

Dimming non-editable fields

The Dimming non-editable fields  option turns on/off the display of calculated fields in
gray.

Attachments of descendants

The Attachments of descendants option is available in the View Options of Attachments
views. It controls the display of attachments in the detail view if the project window is
configured as a main view with a detail view.

If this option disabled, and you select a row in the main view in which some attachments
are defined, the Attachments Detail view will show these attachments.

If this option is disabled and you select a row in the main view in which no attachments are
defined, the Attachments Detail view will not show any attachments.

If this option is enabled and you select a row in the main view where attachments are
defined in its substructure (in sub-activities or child activities), the Attachments Detalil
view will show the attachments of the substructure.

If this option is enabled, and you select a row in the main view where some attachments
and in its substructure (in sub-activities or child activities) more attachments are defined,
the Attachments Detail view will show the attachments of the selected row and those of
the substructure.

26 View Options



Bundle adjacent lines

The Bundle adjacent lines option bundles the display of link lines in the bar chart. This
makes the display of the links in the project more graphically appealing.

Gradients

The Gradients option enables/disables the display of color gradients if the Gradients style
is enabled for bar elements of this view.

Shadows

The Shadows option enables/disables the display of shadows if the ~ Shadows style is
enabled for bar elements of this view.

Objects and Sorting Fields

This table can be used to sort the current view by specific fields in descending or
ascending order.

A mouse click on the + creates a new sorting option.

View Options | Merlin Project Express Help 27



Project content

Below you will learn how to create project content (activities, milestones and more) in
Merlin Project Express.

Plus icon

[ NON | New Project —

#‘ Traits | Title Given Work | WK 17, 23. A W
27|28 29 30 1

0 m® V¥ New Project New Project (— )

1 ‘New Activity | 1day?]| Newhctuty | |

The easiest way to create new activities is to click  New (the plus icon in the toolbar) or
even faster with the keyboard shortcut cmd + N .

n If you repeat the step several times, the activities appear in
chronological order.

Newly created content is activated and ready to be named. Add a  title to the activity.

You can quickly convert an activity into a milestone. To do this, tick the
| checkbox next to the Milestone option in the Inspector. If you uncheck
the box, a milestone will become an activity again.

L NN New Project —

" Work Breakdown

#a

Traits ‘ Title Given Work =§9 A

0 B® V¥ New Project
1 New Milestone

» Title New Milestone

AN Work

Duration

Milestone V'

Start Unrestricted

Insertion options

If you click the arrow to the right of the plus icon, a menu appears with further content for
selection.

28 Project content



® O New Project — |

Milestone
#  Chid Given Work
P
redecessor ct
Successor
Assignment vity _ 1day?
i ?
Attachment > ﬂty i 1 day *

Depending on your current selection, you can create the following content:

¥ Activity (creates an activity)
¥ Milestone (creates a milestone)
¥ Child (creates an indented activity)
¥ Aunt (creates an outdented activity)
¥ Predecessor (creates a link to the successor)
¥ Successor (creates a link to the predecessor)
¥ Assignment (creates an assigned resource)
¥ File Attachment (allows you to attach a file)
¥ Column (inserts a column into the outline)
The aunt option remains grayed out until an indented activity is selected

at least one level down. Only then will an outdented activity be created
using the aunt option.

Insert menu

You can also create the content listed above using the  Insert menu item.

Insert menu | Merlin Project Express Help 29



@ Merlin Project Express File Edit Format Structure View Window

Activity %N
Milestone X #EM
Child X ¥G

Assignment  \_3A

File Attachment...

Column

Insert menu - context menu

In addition, the context menu shown can be called up in the view by performing a
secondary-click. Among other things, it includes the Insert option.

Rz
Show Overview J
o

Assignments S > Milestone

Child
Copy
Completion >
Save Selection... Assignment
Style S File Attachment...
Hide Outline

New content is created beneath the current selection . If nothing is
l selected in the main area, new content is created  beneath the last row
at the end of the project.

30 Insert menu - context menu



More content

A project needs content. This content can be  inserted manually , copied from a template,
the library or imported from different documents.

n The Library is a feature existing only in Merlin Project, not in Merlin
Project Express.

Import

Merlin Project Express can open various file formats:

¥ CSV text (recommended for import of EXCEL sheets)
¥ ics (iCalendar files)
¥ Merlin 2

¥ Microsoft Project (.mpp files from MS Project 2003, 2007, 2010, 2013 and 2016
as well as XML and MPX)

¥ MindManager / FreeMind / NovaMind 4 & NovaMind 5
¥ Omniplan 2
¥ OPML

¥ Merlin Project XML
There are two ways to import new content:
¥ File > Open
¥ Drag & drop using the mouse
File > Open

Call the File ! OpenE menu item. It opens existing documents. If the format of the
selected document is supported, Merlin Project Express imports the content and opens it
in a new document.

=v Er [ Projects Archive S Q
Favorites Name Date Modified v Size Kind

=7 Dropbox S My project 9:24 AM 2MB  Merlin Project Document
@ Project 2 9:24 AM 2.3 MB Merlin Project Document

@ Recents

:/-\; Applications

) Desktop

@ Documents

0 Downloads

New Document Cancel m
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Drag & drop using the mouse

You can drag & drop a document directly onto the Merlin Project Express application icon
or onto an existing project. Latter, imports the document into the existing project.
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Content from templates

Project templates  make working with recurring content easier. They are perfect for
starting new projects quickly.

A large number of templates can be found inthe  File ! NewE (1) menu item.

@ Merlin Project Express m Edit Format Insert Structure View Window Debug Help

Open... ®O
Open Recent 2

Close W
Save... #S

Duplicate... {+35

Rename...

Move To...

, Save As Template... 3T

Z
-

St

You can save existing projects for later use as templates. To create a template of your own
from a project, call the File ! Save As TemplateE (2) menu item.

Content from templates | Merlin Project Express Help



Work and duration

In Merlin Project Express you can schedule activities by work, duration, start and end date
constrains.

Simply select an activity, use the Plan inspector and define your activity as required.
Alternatively you can use related columns in the outline.

For flexible planning and easier adjustment throughout the life of your
project, we recommend that you define as few start and finish dates as
possible and as many as needed.

Work

If you want to schedule your activity by the  effort it will need to be completed, use the
Plan inspector or enter the effort in the  Given work outline column.

Example

You want to schedule the painting of a room. You estimate the required effort for the
activity as 2.5 working days . You expect that when assigning this activity to letOs say two
resources, each resourceOs effort will be half as much.

¥ So you create a new activity.
¥ Select it.
¥ Check in Plan inspector.
¥ Change the Work value to 2.5 days .
¥ Leave the value in the Duration field empty.
You can adjust the Default Value '1 day ?' for work in Settings > General

> Work The ? indicates that the value is estimated. Remove it when you
are sure about the value or donOt need so much detail in your planning.

[ NoN [£ My Project

WK 28, July 5
s[7[8]a]w0][n
0 @@ ¥ My Project —

1 paint a room )

Work 2.5 days

Duration

Milestone

Alternatively: You can edit the Given Work value in the outline column.
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Duration

If you want to schedule your activity by the  duration it will need to be completed, use the
Plan inspector or enter the effortin the  Given duration outline column.

Example

You want to schedule a seminar. The duration for this seminar is 2 working days . You
expect that when assigning it to your trainer personel, all assigned trainers will work
throughout the complete duration of this seminar.

¥ So you create a new activity.
¥ Select it.

¥ Check in Plan inspector.

¥ Blank the Work value.

¥ Enter 2 days in the Duration field.

1n You can adjust the Default Value for duration in Settings > General >
Duration

eCe | My Project

WK 28, July 5 % =
6/ 789 [10[n = =0
0 @W® ¥ MyProject —

b Title seminar

1 seminar :]

Work
Duration 2 days

Milestone

Alternatively: You can edit the Given Duration value in the outline column.

Example team meeting

You schedule a team meeting on a remote location. You want to plan with 1.5 working
days. But also need to block 3 working days of your team for the overall duration. Within
those 3 days, your team transfers to the remote location, works for those 1.5 working days
and transfers back to its base.

¥ So you create a new activity.

¥ Select it.

¥ Check in Plan inspector.

¥ Change the Work value to 1.5 days .

¥ Enter 3 days inthe Duration field.

Example 72hours event
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You want to schedule an event for which you know it will be 3 calendar days long. It starts
on Friday and the weekend (which is usually non working time) should be included in the
overall duration.

¥ S0 you create a new activity.

¥ Select it.

¥ Check in Plan inspector.

¥ Blank the Work value.

¥ Enter 3 edays inthe Duration field.

eCe | My Project

Given Work | WK 23, May WK 24, June 7

456 | 7[8[9]10] &

0 m® ¥ MyProject G > Title

1 event

Work
Duration 3 edays

Milestone

Alternatively: You can edit the Given Duration value in the outline column.

Such an event starting first thing on Friday and ending on first thing on
Monday, includes only working times on Friday. If you want to adjust the
included effort, modify the Work value accordingly.

Example placing a concrete slab

You want to schedule the placing of a concrete slab. You estimate the required effort for
the activity as 1.5 working days . You know concrete starts drying directly as you pour it
and requires at least 1 calendar week of overall drying time.

¥ So you create a new activity.

¥ Select it.

¥ Check in Plan inspector.

¥ Change the Work value to 1.5 days .

¥ Enter 1 eweek in the Duration field.

Alternatively: You can editthe Given Work and Given Duration values in the outline
columns.

Working times

In the above examples we used the terms  working days , working week .

For simplicity reasons, we enter them in Merlin Project Express as '2 days' or '1 week'.
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How does this calculate in other units?

LetOs check the defaults in Settings > General > Work

[ NoN ] | My Project

WK 28, July 5
8 o

0E® ¥ MyProject » Date Presets

1 seminar 2 days

2 place a concrete 1 week ¥ Work
slab

Hours per work day a8
Hours per work week 40
Days per work month 20

Default Value

Per default, 1 working day are 8 working hours, 40 working hours make a week and 20
days a month.

So '2 days' are those '2 working days' of '8 working hours' each. '1 week' means '40
working hours' which calculates as '5 working days' or '8 working hours' each.

When do working times start or end?

LetOs check the defaults Settings > Calendars

¥ Select the calendar on which the checkbox  Project Calendar is enabled

¥ Check the Regular Week tab

eCe | My Project

Calendars

WK 28, July § oo

0 Em® ¥ MyProject

1 seminar 2 days

2 place a concrete 1 week
slab

Calendar
24 hours
Night Shift
Standard

4
Regular Week

Sun Mon Tue
8h 8h

Work intervals

Project Calendar
O
O
%]

.

Exceptions

Wed Thu Fri
8h 8h 8h

Bh in total

C 2 4 6 g0 20 6 8 10 C
PO R

Per default, there are 5 work days: Monday to Friday. Each work day includes work
intervals from 8am to 12pm and 1pm to 5pm.

So the working time on Monday starts at 8am and ends at 5pm.

Work and duration | Merlin Project Express Help
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Should you choose to adjust your regular week or work intervals in
Settings > Calendars make sure you also adjust your defaults in ~ Settings
> General > Work to match the new values.

How long are working times really?

LetOs select an activity of '2.5 days' work and open the  Plan inspector.

We see in the Expected

[ NoN ] 5| My Project

Given Work WK 27, June 28 =
30 1 2 0

0E® ¥ MyProject ——
1 paint a room 3

> Title paint a room

Work 2.5 days
Duration

Milestone

Start Unrestricted
End Unrestricted

Alignment | “ASAP

Expected

Status Unscheduled

Start Jul 1, 2020 at 8:00 AM
End

Werk 2.5 days

Duration 2.5 days (2.17 edays)

¥ Work: 2.5 days

¥ Duration: 2.5 days (2.17 edays)

We know that 2.5 days are 2.5 working days, 20 working hours. This activity has the same
amount of effort and duration.

2.17 edays is the elapsed calendar time and time period to expect the activity to be
completed. The prefix "e" denotes "elapsed".

How do elapsed e-durations calculate?

The elapsed duration is the duration plus the free time contained.

By default and according to the settings ( Settings > Calendars ) a regular work day starts
at 8am, contains a lunch break between 12pm and 1pm and ends at 5pm.
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5 My Project

WK 27, June 28
ao| 1 2

0 E® ¥ MyProject

G

1 paint a room

9

Calendar
24 hours
Night Shift
Standard

_l’_
Regular Week

Sun Mon Tue
8h 8h

Work intarvals

Calendars

B

Project Calendar
O
O
%]

Exceptions

Wed Thu Fri
8h 8h 8h

8h in total

C 2 4 6 8 10% 2 46 8 10 (C
NS B N

An activity with the planned 2.5 days of work, which starts at 8am requires for the first 8

hours (four in the morning, four in the afternoon) 9 consecutive hours (

day.

The works stop at 5pm and start next day at 8am. So there are 15 hours of
8am until 5pm on the second day there are further 8 hours (9 ehours), until once again at
5pm 15 hours of free time start again.

ehours) on the first

free time . From

The remaining 4 hours can be scheduled on the third day to start at 8am and finish at
12pm. So to the 20 hours of work, you add 32 hours of free time which calculates as 52

ehours.

52 ehours divided by 24 ehours equals 2.16666 edays, or 2.17 edays.

Should you change the Calculation Unit

5 My Project

WHK 27, June 28
30| 1 2

0 Em® ¥ MyProject

T

1 paint a room

)

» Date Presets

» Work

¥ Duration
Default Value

Caleulation Unit | «

» Status Date

Actual Start/End

» Resources

Currency Symbc

And select again your activity, youOll see expected values in hours thus:

Work and duration | Merlin Project Express Help
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Dynamically

Second
Minute
Hour
Day
Week
Month
Quarter
Year
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¥ Work: 20 hours

¥ Duration: 20 hours (52 ehours)

[ ] [ ] =l My Project

. Work Breakdown

Given Work |\ WK 27, June 28
3| 1 2

W©® ¥ MyProject T
paint a room .

P> Title paint a room

Work 2.5 days
Duration

Milestone

Start Unrestricted
End Unrestricted

Alignment | SASAP

Expected

Status Unscheduled

Start . 2020 at 8:00 AM
End

Work

Duration 20 hours (52 ehours)

Utilization 10
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Project structure

ItOs a good idea to group activities together to structure your project. This gives a clearer

picture of the individual project phases.

¥ My Project
¥ Group
Indented Activity (Child)
Indented Activity (Child)
Indented Activity (Child)
Outdented Activity (Aunt)

Indent

The indention of activities in the outline creates

child activities ~ (children ) and child groups

My Project

Group
Indented Activity (Child)
Indented Activity (
Indented Activity (Child) (|
Outdented|Activity (Aunt)

groups and, if required, further indented
automatically.

X
Indenting to another level creates a child activity and a resulting group automatically.
0 m® V¥ MyProject My Project ()
1 ¥ Group Group ()
2 Subactivity (indented) | Subactivity (indented) [ |

N
The activity above the indented content becomes a
identifiable graphically by the group bar .

Outdent

The outdent

Select one or more activities and then click the

outdent

group automatically, which is

A project is always a group and, like all groups, can be expanded and
collapsed using the small triangle .

icon moves activities out of a group and its child groups.

icon.

Outdenting is only active if the selected activities or milestones are already in a group. An

outdented activity is called an aunt .

Project structure | Merlin Project Express Help
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You can indent multiple selected activities/milestones . Additionally,

you can use your mouse to nest activities in other activities or indent or
outdent activities in the levels using the Structure ! Indent or
Structure ! Outdent menu item or the corresponding keyboard
shortcuts cmd + ! orcmd + "
Outdent



Link and connect
This guide shows you how to create dependencies in Merlin Project Express.

Why link

The aim of linking content in a project is to define the sequence in which the activities are
worked through logically.

#‘A Traits |Title Successors | Predecessors Week 1
i e R
0 m® V¥ MyProject My Project C————)

1 Activity A 2 Activity A
2 Activity B 1 Activity B

Example : Only when Activity A is completed can Activity B begin. Activity A is the
predecessor of Activity B, which is its successor.

Creating links

You can link project activities. When linking, dependencies are created that define a logical
sequence.

Select at least two activities that you want to link together.

&

A4
.

On the toolbar you will find the  Link button. If you click the arrow to the right of the Link
icon, the available link types and the optionto  separate existing links appear.

2
i ¥ v
End to Start
End to End

Start to Start ces
Start to End

Projec

ctivity A

Click the Link icon or use the keyboard shortcut ctrl + cmd + L for the End to Start
dependency type. The two activities are now linked with an  arrow .

Activity A
Activity B
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Alternatives

All roads lead to Rome, including the various possibilities for creating links.

Menu and context menu

In the Structure ! Link menu item you will find the same options.

My Project (. ———)

Activity A

Mkﬁ Show Overview

Cut

Copy
Delete
Copy Link

Insert >
Assignments | 2

End to Start

Completion > End to End
Start to Start
Save Selection... Start to End
Style and Content | 2
Hide Gantt Chart
1n Secondary-clicking selected content will display the context menu . This

contains the dependency option with the four

Linking using the mouse

dependency types

You can also link activities in the Gantt chart using your mouse. Press and hold the alt
button while hovering the mouse pointer over an activity bar or milestone.

Activity A

A small black dot appears on the activity. While holding down the  alt key, move the

mouse to another activity (successor).

The dependency will be created as soon as you release the mouse button.
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Linking with columns

In the Predecessor or Successor columns, you can see the predecessor or successor

activity numbers  (#).

#A Traits | Title Predecessors

Successors

0 m® ¥ New Project

1 New Activity |
2 New Activity
& New Activity

Enter an activity number in the Predecessor or Successor columns, to create a

dependency of the current activity row to that number.

Disconnecting links

To disconnect links, click a link line and press the  delete key.

k Activity B

If you need to delete several links, select all activities and use the
one of the Link menus.

Activity A

Disconnecting links | Merlin Project Express Help
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Disconnect

option in
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Dependency Inspector

If you select a link, the Dependency inspector appears.

The options contained in the Dependency inspector are responsible for the dependency
of linked activities, groups, and milestones.

Dependency
¥ Predecessor -
Activity # 1

Title Activity A

Successor L 2

Activity # P

Title Activity B

Type End to Start
Lead/Lag
Expected Critical yes

Planned Critical yes

Here you can modify the predecessors and successors, and find them quickly in the
project by clicking the arrow .

In the Type drop-down menu, you can selectthe dependency types . This lets you change
the current dependency:

¥ End to Start
¥ End to End
¥ Start to Start

¥ Startto End
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Lead/Lag in links

Click a link line to access the Dependency inspector.

k Activity B

Enter a time unit in the Lead/Lag field to lengthen the dependency between the linked
activities.

Activity A

If you enter a negative value, the dependency and the linked activity will move back along

the timeline according to the entered lag value. For example, enter -2 days in the
Lead/Lag field.

Lead/Lag can be entered manually in the Predecessor or Successor

. columns.
# . Traits ‘Title ‘ Predecessors ~ Successors
0@m0® ¥ MyProject
1 Activity A 5ES+2 days
2 Activity B k
30 Activity C
4 0O Activity D
—

50 Activity E 1ES+2 days

Example : If you enter the value 5ES+2 days in the Successor column for an activity, an
End to Start dependency will be created with the  Activity #5 and a lead/lag of 2 days .

At the same time, the Activity #5 will be also linked to Activity #1 by a lead/lag of 2 days .
Its Predecessor column will show then: 1ES+2 days

Lead/Lag in links | Merlin Project Express Help 47



Resources

This guide shows you how to create resources and assignments in Merlin Project Express.

What are resources
Resource is a term for people, materials and equipment used in the project.
Merlin Project Express offers the following  resource types

¥ Person (involved in the project actively or inactively)

¥ Material

¥ Company

¥ Equipment

" The default resource type is Person .
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Creating resources

The Resources toolbar icon opens a pop-up window listing all resources in your project.

FAL X2 O

New Resource Resources View

You can quickly create new resources in Merlin Project Express by clicking New Resource
in the pop-up window.

Resources

4 New Resource

New Resource Resources View
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Using resources pop-up

The resources pop-up is perfect for gaining a quick overview of project resources.

For more information on your resources and for a more detailed edit of the values of your
resources, click on Resources View . Merlin Project Express will switch quickly to  that
view.

[ NON J New Project —
+ Iy m Y B Y E3 ElE

l Resources

Traits | Title ‘Image ‘Type Resources
4 Resource A
A Default Resource Person 1 Resource B
A Resource A Person 1 Resource C ‘
A Resource B Person
A Resource C Person | ‘
® Sy
| New Resource Resources View ‘
| Switch to the Resources View to insert an image for your resource,
. thusk

The resources pop-up can be used as a separate window. Move the window down with the
mouse pointer.

fF A X g O

——1
® My @

New Resource Resources View

New Resource

[ ] Resouces )
N

® @

New Resource Resources View

® AN
\Resou rces View

50 Creating resources



| You can quickly show or hide the resources pop-up as a separate
. window using the F4 key or via the Window menu item.

Creating resources | Merlin Project Express Help
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Creating assignments

Move a resource from the resources pop-up to an activity, group, or milestone. An
assignment is created automatically.

n A resource assigned to an activity is called an assignment . This
resource works on the activity assigned to it in the project.

“_" Work Breakdown

# . Traits | Title ‘ Given Work | Resources
A Resource A
0 m® V¥ New Project / A Resource B
1 New Activity A Resource A 1day?| XL ResourceC

‘ New Resource

The assignments are identifiable by the  white triangle . Multiple assignments can be
created for an activity and these share the work automatically.

# | Traits
A

Title ‘ Given Work

0 mO® V¥ New Project

1 V. New Activity 1day ?
kv Resource A 50 %
© Resource B 50 %

For selected activities in a view, the  Assign option appears in the resources pop-up . This

allows you to add additional resources as assignments to the activity quickly by marking
the check box.
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New Project —

Title ‘ Given Work = Resources LG
A Resource A
¥ New Project AL Resource B
V New Activity 1 day ? ‘ A Resource C Ol E
@ Resource A 50 % k
@ Resource B 50 % ‘ ‘
® O
‘ New Resource Resources View ‘
\ \

If the checkmark is removed, the assigned resource is also removed from the activity.

You can create new assignments for the selected activities automatically
| using the Insert ! Assignment menu item or the corresponding
shortcut option + cmd + A
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Time scale

What is the time scale

The time scale is the display of time in the Gantt chart. The default time scale contains
two tiers , the upper and the lower one.

In the time scale Inspector, you can make a range of adjustments to the time units and
other options.

Time scale Inspector

Click a row in the time scale to open the corresponding Inspector.

There you will find a range of options for adjusting the clicked time scale and settings for
Non-working Time

Tier
Unit

Fix Time Unit

Date Format WK 22, 28. May

Current Time Unit

Time Line

n The selected time scale is shaded blue. The options only apply to this
selected tier of the time scale.
¥ Unit (Minutes / Hours / Days / Weeks / Months / Quarters / Years)

¥ Fix Time Unit (fixes the selected Gantt unit and preserves it even when zooming
the view)

¥ Date Format (absolute and relative formats for displaying the units, e.g. from
project start or end)
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Current Time Unit

WK 18 WK 19 WK 20
[3][4]5[6|7][8]a10]11][12]13]14][15]16]17
V)
stivity [ E
New Activity
NewActivity “+ ]

If you enable the Current Time Unit

Tier

Unit

Fix Time Unit
Date Format WK 22
Current Time Unit v/

N

Time Line

option the time unit in the Gantt chart which contains

the status date , will be shaded blue . This gives you an additional highlight on the Gantt of
the project, to quickly visually identify the tasks that are due during this period.

Time line

WK 19

WK 20

7 8|9[10/11][12]13 14 15
I

16| 17

Similar to the Current Time Unit
marker to the Gantt chart.

New Activity [ :j
New Activity

Tier

9 Unit

Fix Time Unit

Date Format

Current Time Unit

WK 22

v

Time Line

option, the Time Line option allows you to add a vertical

If you check the Time Line option, the status date will appear as a thin red line on the

project Gantt.

n The status date updates automatically by default and shows the macOS

date and time, but can also be set in the

Time scale Inspector | Merlin Project Express Help
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Time scale context menu

Secondary-click the time scale to display the context menu.

N\J Add Top Tier
5 3'§ Remove Tier
b | Adjust Scale to Fit Labels

TUTITE=TAS

Zoom In
New Aq Zoom Out
Fit Project [:

vi
Complete Work as of Sun, 6. May 2018 ‘

Style »
\ \

Add Top Tier
The Add Top Tier option lets you insert one more tier to the time scale.

" The time scale can show up to four tiers.

Remove Tier
The Remove Tier option lets you remove the selected tier from the time scale.

[ 1] . . .
The time scale requires at least one tier.

Adjust Scale to Fit Labels

The Adjust Scale to Fit Labels  option adjusts the width of all active time scale columns
automatically.

The available space on the time scale is set automatically to the best width.
Zoom In / Out
The time scale is enlarged or reduced according to the selection.

The content of the time scale grows or shrinks with it. The time units are adjusted
automatically as required.

Fit Project

The Fit Project option adapts the time scale to the project.

The entire project is zoomed into until it fits into the visible area. The time scale grows
automatically with it.
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Fit Selection

The Fit Selection option adapts the time scale to the activities selected in the project.

The selection is zoomed into until it fits into the visible area. The time scale grows or
shrinks automatically with it.

n At least one activity, group, or milestone must be selected in the project
for this option to be active.

Complete Work as of

The Complete Work as of  sets all activities contained in the project to the status
Completed up to the date clicked in the time scale.

This makes it easy to determine the progress of the project just by clicking.

Style

The Style option changes the graphical appearance of the time scale.

For more information on style options, see the  Styles and contents
guide.

Time scale Inspector | Merlin Project Express Help
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Non-working time

Non-working time  is grayed out in Merlin Project Express. For example, the  weekends in
the project calendar are darkened by default.

WK 31
Fri | Sat ‘ Sun | Mon | Tue |Wed | Thu | Fri ‘ Sat ‘ Sun | Mon

Click the time scale . In the Inspector you will find three options for adjusting the non-
working time.

Non-working Time

Based on Calendars in Use

Darken Uniformly

Hide regular non-working hours

[
Show All Hide All

Based on

The Based on option lets you display the calendar based on its non-working time in the
project.

Non-working Tim Project Calendar

Based on v Calendars in Use

Darken 24 hours

Night Shift

Standard
Hide re S ——

By default, the project calendar s preset as the base calendar for non-

n working time. There are further calendars to choose from in the drop-
down menu. The calendar settings are located in the project settings
and can be edited there.
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Calendars

Calendar Project Calendar
24 hours O

Night Shift J

Standard

+

Darken

The Darken option has three configurations to control the  display of non-working time in
the project:

¥ None
¥ Uniformly

¥ Individually per row

Non-working Time

=

Darken v Uniformly 3
Individually per row N

The Never option stops darkening the display of non-working time in the project.

The Uniformly  option is set by default. The non-working times for the regular week in
the project are displayed.

Activate the Individually per row option so that you can see the non-working times of
resources and their vacation periods in the project in the respective row.
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Regular non-working time

Using the slider , set whether you want the regular non-working times  to be displayed or
hidden.

Choose from the following options to display the working times:

¥ Show All

¥ Hide all regular non-working minutes
¥ Hide regular non-working hours

¥ Hide all regular non-working days

¥ Hide all non-working days

¥ Hide all non-working times

Hide regular non-working hours

Show All % Hide All

n The effect of the slider setting depends on the selected zoom level in
the active view.
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Styles and contents

This guide contains information on using and modifying styles and contents in Merlin
Project Express.

What are styles?

Styles let you change how elements (bars, groups, milestones, columns, timescales, etc.)
are displayed in the views to suit your preferences. You can do this using the style options
for view elements, such as to change the format of  colors , borders , shadows , or fonts .

Colovful Project
New Activity
New Activity
New Activity
New Activity

New Activity
New Activity

What are contents?

Contents let you store a range of project information in the view, for example in the labels
(to the left and right of the bars and on the bars themselves) or in the Cards of the Net
Plan or Kanban view.

Colorful Project

$0.00
2 days ? March 19, 2019 at B:00 AM
Unscheduled 3

New Activity
Colorful Project

Style and Content Inspector

The Style and Content Inspector gives you control over styles and contents in a couple
of mouse clicks.

You can access the Style and Content Inspector quickly by right-clicking an element in
the active view and going to the associated context menu
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