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Introduction

The Project Manager's Guide to Project Web App provides detailed information about how to use Project
Web App (PWA) to work with Microsoft Project Server 2010 data and to perform project
management-related tasks. This guide helps project managers in your organization to better
understand elements of project management in PWA, such as the following:

Projects
Resources
Status updates and approvals

Project issues, risks, and documents

Notifications and alerts sent to project members
See the table of contents for a complete listing of the subjects covered in this guide.

Important: Although Project Professional 2010 can be used with Project Server 2010 to perform many project
management tasks, this guide only covers procedures done through PWA.

Send us your feedback (projdocs@microsoft.com). Please let us know what you think about the
quality of this content. If this does not meet your needs, let us know how to we can improve it. If
this text was helpful, let us know how it helped.

Who should read this book?

This book is designed to provide maximum benefits for the following professionals:
Project Managers

Those individuals in your organization who create and maintain projects and tasks, assign
resources to tasks, manage approvals for task status and timesheet updates, and configure
notifications for project team members

Project Management Office (PMO)

Those individuals who help to define and maintain project management standards and practices
throughout the organization

Microsoft Project Server 2010 Administrator's Guide

If you are looking for Project Server 2010 administrative guidance in a role-guide format that is
similar to this guide, we also have available the Microsoft Project Server 2010 Administrator's Guide. That
guide describes tasks that are involved with administering Project Server 2010. It provides many
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Introduction

step-by-step procedures (and accompanying user-interface screenshots) about how to manage Project
Server 2010 through the Project Web App Server Settings page.

You can download the Microsoft Project Server 2010 Adpinistrator's Guide in .docx, .pdf, or xps format

from the Microsoft Project Server 2010 Administrators Guide article in the Microsoft TechNet
library (http://technet.microsoft.com/en-us/library/gg663916.aspx).

Revision History

The following table provides the revision history of this document.

| Date Revision
December 2011 ® Initial Publication.



http://technet.microsoft.com/en-us/library/gg663916.aspx

Navigating Project Web App

Microsoft Project Web App (PWA) is a web-based application that together with Microsoft Project
Professional enables collaborative planning, task updates, issue tracking, risk tracking, and document
sharing among workgroup members, Project Managers, and other stakeholders. It is important that
Project Managers first understand the options available to both themselves and to PWA users.

When you log on to Project Web App, you first see your personalized Microsoft Project Web App
home page. This page provides summary information about items assigned to you, plus links to help
you navigate throughout the PWA web site.

Project Web App » Home

Project Web App

4

Frojects
Project Center
Approval Center

Wwaorkflow Approvals

My Work
Tasks

Issues and Risks

Resources
Resource Center

Status Reports

Strategy
Driver Library
Criver Priortization

Portfolio Analyses

Settings
Personal Settings

Server Settings

Libraries

Shared Documents

@ 2010 Mi

Reminders

Tasks
Z Youw have 1 new task assigned to you.
Timesheets

& Youhave no late timesheets from your resources,

(3 You have no unsubmitted timeshests,

Approvals
i  You have no task updates From resources pending your approval.

iy  You have no times ces pending your ap

G You have no adm ative: time-off req riding your approval.

Status Reports
‘fou have no overdue stabus reports.

Issues and Risks

&8 vouhave no acti

osoft Corporation. All Figh



Navigating Project Web App

The home page provides a Quick Launch that you can use to navigate to information such as My
Work, Projects, Resources, and others. Access to these system features is dependent on the security
model and the role that you have been assigned to. Contact the Project Server administrator if there
is a function, such as Project Center, that you should be seeing and you are not able to.

The Project Center provides a convenient way for project managers, team members, and other
project stakeholders to view detailed information about individual projects and to view summary
information about portfolios of projects. Users who have permission to access the Project Center in
Microsoft Project Web App or Microsoft Project Professional 2010 can use the Project Center to
work with any project or portfolio of projects to which they are assigned. Only projects that are
published to the Microsoft Project Server 2010 database are available in the Project Center.

The following table lists the Microsoft Project Server 2010 permissions that are required in order for
Microsoft Project Professional 2010 and Microsoft Project Web App users to work with the Project

Center.
Permission Permission Description
Type
Category Save Project Allows a user to save projects to the Project
Server database from Project Professional
Category Open Project Allows users to open and edit their project in
the project schedule view in Project Web App
Category Publish Project Allows the user to publish the project plan
Category Save Project to Project Server | Allows the user to save the project schedule to
the Project Server
Category View Projects Summary in Allows a user to view projects and project data
Project Center that is stored in Project Center
Category View Projects Schedule in Determines the list of projects (and
Project Web App corresponding project details) that are available
in the Project Center
Global Log on to Project Server from | Allows a user to load the Enterprise Global
Project Professional Template when connecting Project
Professional to Project Server
Global New Project Allows a user to add a new project to Project
Server by using Project Professional, Project
Web App or the Project Server Interface (PSI)
Global View Approvals Allows a user to view the Approval center in
Project Web App
Global View Project Center Allows a user to access the Project Center
from Project Web App or Project Professional
Global View Project Schedule View Allows a user to access and view project details
in the Project Center
Global Manage Check-Ins Allows a user to check in projects by using the
"Check in my projects" link in the Project
Center




Get oriented

Site Actions ~ RIS

P~ Project Web App » Home

Project Web App =~ Home
4 Reminders

Projects Tasks

Project Center @ Youhave 3200 new tasks assigned to you.

Approval Center Timesheets

Workflow Approvals =:§ You are the timesheet manager for resources with 76 unsubmitted timesheets in periods ending prior to 1/5/2011.
Ti) You have 76 unsubmitted imesheets,

RiyhWork Approvals

Tasks Jndg You have no task updates from resources pending your approval.

Timeshest % You have no timesheets from resources pending your approval,

Issues and Risks :% You have no administrative time-off requests from resources pending your approval.
Status Reports

Resources |ﬂ You have no overdue status reparts,

Resource Center
Issues and Risks

Status Reports
&b you have no active risks assigned to you.

si You have no active issues assigned to you.

Strategy
Driver Library
Driver Prioritization

Portfolio Analyses
Business Intelligence

Settings
Personal Settings
Server Settings

Manage Timesheets

The Project Web App interface is made up of three main areas:
®  (Quick Launch

® Ribbon

® Content display area



Navigating Project Web App

The Quick Launch area

Project Web App Home

4

Projects
Froject Center
Approval Center

Worlkflow Approvals
My Work
Tasks

Timesheet

Iz=ues and Risks

Resources
Resource Center

Status Reports

The Quick Launch, on the left side of the window, lists the main views and pages that you are able to
access. You can click these links to navigate to different areas of the program. Some pages in Project
Web App do not include the Quick Launch. For example, when you fill out a form, you must
complete and save the form or cancel out of it, in order to return to the Quick Launch.

The ribbon area

Project Server 2010 utilizes the ribbon interface, which provides a familiar and consistent navigation
experience. The ribbon is the toolbar that you use to perform actions on the project information in
the content display area. The ribbon replaces the previous navigation design that consisted of menus
and toolbar drop-down lists. This is the same navigation ribbon approach used in all Microsoft
Office 2010 applications. There may be multiple tabs on the ribbon, to change between different sets
of actions. Each tab contains groups of related buttons that you can use to interact with the page
content.

For example, the Project Center enables viewing and actions to the summary level project plan. It
uses multiple ribbon tabs, based on the actions you are taking within the Project Center.

The Projects details tab on the ribbon has multiple parts depending on whether the action involves
viewing or modifying project information or the project plan schedule.

= ’
E ~ L I3 Check in My Projects - —, | ' View: ept View - A
e BE S Q § m G & &
— - S Close Tasks to Update v R No Fiter g ~
New Open Update  Bulld Rejource  Project = Zoom t ! b

. v List Team Fan  Permissions T2 Project Site in . t

L

wortto  Print
xcel

Navigate
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The Task tab, under Schedule Tools on the ribbon, allows project managers to edit the project
schedule in PWA.

Schedule Tooks
Task l Options
— & cut | iy | 2y X = = Pa Wil | I View:
{ H = = esEre 9 O g &, 3
— 13 Copy L = = e v  \F Firer No Filter

Project tdming Task Dats

The Options tab, under Schedule Tools on the ribbon, has additional functionality for viewing the
project schedule details and linking information to the project site.

fehedule Tool
Task Dipkioni
a4 E o 5 - 4| —
e 3 | FF Project Summany Tk R
“'L .- -?c.- S L) =
Eportto  Print  lssues  Risks  Documents 5 Time with Date Choce ko
Excel Up-dates

Link Ta HicnHi e mrkt

The content display area

. = . . . -
P ~ 5fy Check in My Projects o= i Viewr: Create and Select Phi ~
T BE S 3 R] | 5T Ve & -
— =5 Close Tasks to Update 7 Filter: Mo Filter =
New Open Update Build Resource  Project Zoom Zoom Scrollto  Outline Exg)srtto Print |:
- - List Team Plan  Permissions .% Project Site In Out  Project - Group By:| Custom Group... - cel
Project Mavigate Zoom Data Share
4 @ | Project Name Project Departmer | Total Cost Total Benefit Start 2010
I} Jan_ Apr lul
Projects = Workflow Phase Name: 1. Create $5,955,000.00 $16,625,000.0( 1224 =
Project Center = Workflow Stage Name: 1. Initial Review 1224
Approval Center é Automated Software Design Architecture Upg| IT 12/24/|
Workflow Approvals = Corporate Web Site Server Software Upgrade IT 10/14/
é ERP System Infrastructure Revision IT 10/13/)
My Work é Human Capital Management HR 9/23/2 |
= .
Tasks = Identity Integration T 9/1/20 (=
= N
Timesheat = Internal Web Page Design T 3/22/2
é Knowledge Management System Enhancemer IT 11/2/2
Issues and Risks
é Production System Upgrade IT 8/12/2 [
@ Skills Inventory Management HR 4f21/2
Resources R X
S Skills Tracking Database IT 8/30/2 |
Resource Center .
é System Log Collection T 2/11/2
Status Reports . . 1
< Workflow Stage Name: 2. Define (Major Pr $5,955,000.00 §16,625,000.0( 6/10/ =
é Audit Tracking Solution Legal $600,000.00 $885,000.00 6/9/20
Strategy = .
| E-commerce Portal Development Finance $950,000.00 $2,900,000.00  2/21/2
DivegEbisry = EPM Software Implementation T $630,000.00 $1,940,000.00  5/26/2
DINeyRiontzaton = Knowledge Management outsourcing HR $565,000.00  $1,610,000.00  1/13/2
Portfolio Analyses = Partner Help Deck IT $530,000,00  $1,200,000,00 9

The content display area contains information about your portfolios, projects, and tasks. This is the
main focus of each page, and it is where you enter and review data.

Key areas

Project Web App is highly customizable, so your organization can have a unique starting page. By
default, the main page that appears when you open Project Web App is a great starting point. It
shows information about tasks, timesheets, approvals, status reportts, issues, and risks.

There are other useful places to start in Project Web App, depending on what you intend to do while
you are logged on. From a project manager perspective, the following are the key areas.
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Navigating Project Web App

Create projects and schedule tasks

In Project Web App, you can create projects and schedule tasks in the Project Center. On the Quick
Launch, under Projects, click Project Center. On the ribbon, click the Projects tab to access the
tools you can use in the Project Center. Here, you can create new projects by using templates or by
importing SharePoint lists. On the Projects tab of the ribbon, click the arrow on the New button.
Use the list that appears to choose which method you want to use to create a new project.

Once you have created a project, you can use the tools on the Project, Task, and Options tabs of the
ribbon to work with the project's tasks.

Work with resources

With a project and its tasks in place, the next step is to assign the resources that will complete the
tasks. In some organizations, a resource manager may be responsible for assigning resources to tasks,
but typically this falls on the project manager's plate. In Project Web App, you can add resources and
manage your enterprise resource pool in the Resource Center. On the Quick Launch, under
Resources, click Resource Center.

Once the resources you need for the tasks in your project are added to the Resource Center, you can
assign them to tasks by using the Project Center. On the Quick Launch, under Projects, click Project
Center. Click the name of your project in the list to open it for viewing, check the project out for
editing, and then build your team. Pick resources from your team to assign to tasks in your project.

Track time and task progress

Some project managers may find time and task progress tracking crucial for monitoring project
status. As a project progresses, team members assigned to project tasks report how much time they
spend on tasks and how much work is left. As the manager of the project where this data is being
reported, it is your responsibility to review and approve or reject this time and task progress as it is
reported.

The Approval Center provides a central location for approving both time and task progress. On the
Quick Launch, under Projects, click Approval Center. Here, you can review the data that has been
reported by team members, and then either approve the data, submitting it to the project, or reject it,
with notes to help communicate the reason for the rejection.

12



Managing projects in Project Web App

Managing projects through Project Web App (PWA) is a key responsibility of a project manager.
This chapter describes procedures a project manager does when managing projects through PWA,
including the following:

® (reating a new project

Viewing and opening a project

Checking in a project using the Forced Check-in feature
Setting up permissions to project

Editing custom fields

Changing ownership of a project

Exporting Project Center data to Microsoft Excel

Modifying a project plan

Using the ribbon to manage projects

The Project Center enables viewing and actions to the summary level project plan. It uses multiple
ribbon tabs, based on the actions you are taking within the Project Center.

The Projects details tab on the ribbon has multiple parts depending on whether the action involves
viewing or modifying project information or the project plan schedule.

The Task tab, under Schedule Tools on the ribbon, allows project managers to edit the project
schedule in PWA.

Schedule Tooks

Task t Options

Tk = ~j eeeee 9 B @ @

Save  Publish Calo MNAO nrert  Delet

= = % Manusly  AAo  dnsert Delete  Outhne
"y % Schedule Schedule . @8Gro

The Options tab, under Schedule Tools on the ribbon, has additional functionality for viewing the
project schedule details and linking information to the project site.
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Managing projects in Project Web App

Sehedule Tool
Tas Dk
L 1 i [ F Project Summany Taak R
e YR e S o =
Bportbo  Prink  Diswes  Risks Dooments [T Time with Date Lhaze to
Ewcel Up=dates

The Project tab on the ribbon shows different options when the project is in edit mode. It allows
project information to be modified.

Site Actions = Brinwse
l I r 3 = g Douments | Deeliverable:
. H lisaes AR Froject Perm
Swvt Close Progect  Build
e Team R Pk T Rerource Fia

The Permissions tab on the ribbon is available when a project in the Project Center is selected and
the Project Permissions button is clicked. This allows a user with the proper project permissions,
generally the project manager, to assign rights for the project and project site to individual users or
groups not on the project team.

Permiggicng

Q

Hews Edit Ren g Close

About the Project Center

The Project Center lists all of the projects that are saved and published to the Project Server database
that the current user has permission to view. The default view, Summary, lists basic data about the
projects. Other views of project data are also available and custom views can also be created.

In the Project Center, you can do the following:

® View a portfolio of projects or individual projects. You can see summary information about
multiple projects or detailed information about individual projects.

® Project information can be viewed in a detailed or high-level timescale with the ability to apply
filters and grouping to different views.

Open a project plan in edit or read-only mode in Project Professional or PWA.
® Update the project with a SharePoint task list.

® Build a project team from the enterprise resource pool based on the skill levels required for your
project and resource availability.

® Establish a resource plan associated with a project. A resource plan allows you to plan for
resource allocation without requiring you to have specific assignments.

Set project permissions for individual resources or groups to view or edit your project.
Check in checked-out projects.

Close specific tasks in a project to no longer allow updates by team members.

Project summary and detail information visible in the Project Center view to the left of the Gantt
chart can be exported to Microsoft Excel or printed.

® Access the project site for your individual project, including creating a discussion board, creating
a list of related files and documents, creating and updating issues and risks, and setting up a
document library.

14



® Show or hide subprojects.
® Update the enterprise project type associated with the project.

You can group and sort the list of Projects to view various types of rolled-up data about any project
that you can view, or you can view detailed information about a particular project without opening
Project Professional 2010. You can create, modify and assign resources to a project schedule in the
Project Center. Additionally, specific functions for particular projects can be performed as well; for
example, a project manager can check in a project that was not checked in propetly or an executive
can view information about a group of projects.

Creating new projects in PWA

You can initiate new project schedules in PWA. You now have the ability to begin your project with
a blank project plan or an enterprise template that uses project types in Project Server.

Note: It is important to understand that creating a project from a template in PWA includes not only the
project schedule template but also the project workspace template. So if your organization uses different
project workspace templates, you should create your project schedule in PWA to make sure that you have the
correct project schedule template and workspace template.

pTo create a new project schedule:

1. In PWA, select Project Center in the Quick Launch.

Projact Web App Hisfiyé wrel X F] u

e

2. In the Project Center, on the Projects tab of the ribbon, select New. This opens a drop-down
list to allow the creation of a new project schedule. Select the appropriate project plan.

== = 1
aa [ ,.f j; 7 ¥

Mew | CGpen  Update Build Fe
- - is eam

In Project Professional

-__"g Fram SharePaoint List

= smL Praject Plan
_d Sample Proposal
+Z» EIS Business Portfolio Request

3. A Project Details or Project Information web page appears with project fields to be filled out.
Enter the related project information in the fields, and then select Save.
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Managing projects in Project Web App

Note: Any field name with a red asterisk “*” next to it is a REQUIRED field and must be filled out in
order for the project to be saved.

Site T Project
Sawe  Cancel
P%EK
— * Indicates a requred fil
rojects .
. Sample New Label - Project Inform ation
Project Center
Approval Center Sample New Label
Workflow Approvals Project Information
My Work Praject Fields
Tasks
Name*
Tssues and Risks Speciy a name for the SKL Project Plan
Description —
Resources 2
Resource Center
Status Reports
Strategy start Date* T — @
Driver Library
Driver Prioritization Owner [Fonne; katherine Kibler Brovse
Partfolio Analyses Responsible Org T
Enter in the organization responsible For executing the
project,
Owning Or
Settings 98re [
Enter in the organization that owns the project.
Personal Settings .
Project State T
Server Settings Select the project’s current state, as the project progresses
to the next state change the selection.
Libraries Proj Type I
Shared Documnents Select the type of project you are managing,
Program Structure Definition

The project information is saved and PWA opens the Schedule web page. To move between the
Project Information/Project Details page and Schedule page, click the link in the left navigation
column.

Status: Checked-out to vou since 3/10/2010 12:48

KKB PM Upgrade @ Mode
Schedule 0 =|::>
Sandia Project [
Infarmmation E\

4. With the Schedule page open, select the Save button on the ribbon.

Schedu

Site Actions - Project

= 4 Cut =
. “ = =
N =3 Copy =
Paste Edit Sawe  Publish
) Undao - -
Clipboard l%ject

A yellow message box appears in the top right corner of the project schedule, indicating the
status of the save operation. After the project has been saved to the database, this message will

appear:

Save completed successfully.

5. Itis important to note that at this point the project plan is saved in the Project Server 2010
draft/working database. It is not visible to others in the PWA Project Center until the project
plan has been published. If it is necessary for others to see the plan immediately, select the
Publish button in the Schedule Tools tab of the ribbon.

16
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Edit Sawe  Publish| C

-

Project
After the project has been published, a verification message in yellow appears in the top right
corner of the project schedule:

Fublish completed successfully

6. When you are finished setting up the project plan and have successfully saved and published it, it
is time to check in the project plan. Select the Project tab, and then click the Close button.
This ensures that you can modify the project plan in either PWA or Project Professional.

Site Acions = Browwse

Project

v Options
" I B Eﬁ l_ﬂ Cocuments
. [ 1s5ues
Edit Sawe  Close  Prgject Build
Site Team N Risks

Project MNavigate

The Close window appears. Select Yes to check in the project plan.

Help

Project: KKB PM Upgrade

The project is checked out bo wou,

Do ywou weant ko check in the project?

Yes Mo Cancel

Viewing and opening projects

You can manage your projects from the Project Center, including tracking associated risks, issues,
and documents; linking to the Project Workspace; analyzing and modeling projects; creating to-do
lists; and managing Administrative Projects. In addition, you can open projects in Project
Professional directly from the Project Center in Project Web App.

Note: Information and access to specific features is controlled by a set of permissions that a Project Server
administrator manages in Project Web App.

Viewing projects

You can view project data that is published to the Project Server database by using the Project Center
in Project Web App.

pTo view project data:

1. To view project data, log on to Project Web App. On the Project Web App Home page, click
Project Center in Quick Launch. The Project Center displays all of the projects that you have
permission to view.
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2. A number of viewing options are available on this page. To change the view that is showing, use
the View drop-down list to select a view.
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3. To open the detail view for any project, click the project name. It may be necessary to select the
Schedule link in the left navigation column to see the project plan.

By
Paste Edit Save  Publish

- -

Clipboard Project
Status: Checked-in Last Modified:

Metwork Defect (5]
Tracking System

Schedule

Cost and Ben%it
Project Details
Manage Checkpoint

This view is similar to the view in Project Professional, and the project tasks can be edited in
Project Web App by selecting the Edit button in the Schedule Tools, Task tab. This reflects
the most recent publication of the project to the Project Server.
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A number of different views at the task level are available in Project Web App. To switch views,
use the View drop-down list on the Data tab of the ribbon to select a view. For example, you
can select 2 Resources Work view.

The views that are available in the View list are customizable. A Project Server administrator can
create custom task, resource, and project views by using the Manage Views section of the

Server Settings page in Project Web App (PWA).

Using the Filter and Group By options in the Project Center

You can use the Filter and Group By drop-down lists to customize how you want to sort and group
projects. The Filter and Group By features are useful when the Project Center includes a large
number of projects. This feature includes the following options:

® Filter: Allows you to filter projects by using a custom filter.
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You can use a custom filter by selecting Custom filter from the Filter drop-down list and
defining the custom filter to be used.
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You can also choose to auto-filter tasks by selecting the down arrow to the right of the column
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® Group By: Allows you to group projects by specified values. In the Group By drop-down list,
either select a single grouping from the available list, which is all of the columns active in the
view, or create a custom grouping parameter in the Group by drop-down list. When creating a
custom grouping it is possible to set an additional grouping parameter from the Then by drop-
down list. The second parameter filters data within the data filtered by first parameter. To
remove grouping, select the No Group option in the Group By drop-down list.
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Opening projects

You can open projects directly in Microsoft Project Professional 2010 from the Project Center in
PWA as long as all projects that you open from PWA are of the same type (either enterprise or non-
enterprise). If you select ten or more projects, you have the option to open them all as either read-
only or read/write.

In PWA, click the Project Center link in the Quick Launch to open the Project Center. Highlight the
project plan you want to open. Select the manner in which you want to open the project from the
Open drop-down list.

Projects

] Mew + £ Build Team

":ﬁResource Plan

In Project Web App

In Project Web &pp for Editing M
In Project Professional [Read Cnly]

In Project Professional for Editing

Note: If you open multiple projects, the projects open in Project Professional as a consolidated master project.

The project opens in Project Professional 2010.
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Opening projects as master projects

Use the Open feature in PWA to open two or more projects in Microsoft Project Professional 2010
from the Project Center in Project Web App as a master (consolidated) project. You can select
projects individually in the Project Center or select them as a group by using the group header in the
Project Center. If ten or more projects are to be consolidated into a master project in Project
Professional 2010, you have the option to open them in a consolidated master project as read-only or
as read/write.

When you are working with master projects by opening them from the Project Center, note the
following:

®  You can open any number of projects as a master project, but if you attempt to open ten or
morte projects you have to select whether you want to open them all as Read/Write or Read
Only. Depending on the size of the selected projects, this action can take a significant amount of
time. If you select Read/Write, you are able to make changes to the projects and the projects are
checked out to you. If you select Read Only, you are be able to view the projects and associated
reports, but not make changes, and the projects are not checked out.

®  You can save a master project if you want to refer to it frequently. If you save a master project to
the Project Server database, give the project a name that other project managers, resource
managers, and team members can clearly identify. By clicking the master plan name in the
Project Center, you can view the subproject details in Project Web App.

® To show subprojects in the list of projects visible in the Project Center, in the Projects ribbon,
select the check box for Subprojects.
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Note: Only enterprise or non-enterprise projects can be consolidated into Project Professional 2010 as a
master project by means of the Open Project feature. You cannot create master projects that consist of both
enterprise and non-enterprise projects.

Open a master project in Project Professional 2010

In the Project Center in Project Web App, select the projects you want to open in a master schedule.
You can select how you want to open them in the Open drop-down list.

Select two or more projects in the Project Center. You can also select a group of projects by using an
Enterprise Project Outline Code heading in the Project Center.

The projects open in Microsoft Project Professional 2010 as a consolidated project. If any of the
projects are checked out to another project manager at the time that you attempt to open the
consolidated project, those projects will only be available as read-only projects in Project Professional
2010.

Forced check-in of a project

You might need to force a check-in of a project if a project has been left checked out. For example,
this could happen if your connection to Project Server 2010 is interrupted while a project is open or
if Project Professional is closed abruptly before you can check in a project. If a project is left checked
out, it appears as checked out in the Open from Microsoft Project Server dialog box. You can
force a check-in of your own projects by using the Check in my projects link in the Project Center.

Projects

|€R Build Team _‘%Check in My Projects
l_"fOpen- r‘jé‘Resource Plan &3 Close Tasks to Updat

-_:_lg Update List $ Project Permissions E Project Site
Project Mavigate

You must be granted the Check In My Projects permission to check in projects in Project Web
App. You can use this feature only to check in projects that you checked out; you cannot check in a
project that is checked-out to any other user. (Only a Project Server administrator can check in a
project that is checked out to any user.)

»To force a check-in of a project that you have checked out:

1. In the Project Center in Project Web App, in the Projects tab, click Check in my projects.
2. Seclect the project that you want to check in and click Check-In.

Note: If the project is still open in Project Professional 2010, an alert is displayed that indicates the project is
no longer checked out and asking you to either close the project (click OK) or save the project locally (click
Cancel, then save locally).
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Set up project permissions in PWA

This is a feature in PWA which allows a project manager with access to a specific project to grant
groups of individual users access to a plan and/or project site. This access is generally granted to
users/groups that are not a part of the project team, unless it is granted to allow the team member to
act as a backup who updates the project plan for the project manager.

After setting up the project plan, return to the Project Center to make sure stakeholders and
management have visibility into the project information.

»To set up permissions to a project:

1. Sclect Project Center quick link, click the cell to the right of the project plan name, and then
select the Project Permissions button.

Projects
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-~ ey g Chedk in My Projects I = =i Wiewn SUmma -
Ted BB P ? f] Sl ; a8 ¢
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Project N#}égate Zoorm Data Share
4 0 Froject Mame Start Finish % Complete ‘Waork Dratio
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2. Click the New button to add a user or group to the project permissions.

Permizsions

[ X
Rlewy Edit Remove Close

% Permissions

The resource pool is too large for the application to return all resources in a list. Enter the name
(first or last) in the Name field and click the Filter button.

Project Web App » Edit Project Permissions: Automated Software Design

- % {
Architecture Upgrade & v
Add users and groups to your project permission category and to set the permissions that you want to Ilikelt  Tags &
grant to therm. Motes
Project Web App | Home (7]
Save I Cancel |

Users and Groups
Select Users and Groups:

Select the users and groups ko whaom you wank bo grant

- - ; Users and Groups with
permissions on this project, IF vou add & user or group

- - = Available Users and Groups: Permissions:
that has been given a different set of permissions
already, those permissions will be reset o the values vou Shammi Mohamed ;I add = |
choose below, Shane Kim

Sharif Mograbi Add All == |
Shaun Beasley

Simon Pearson = << Remaove Al |
Stefan Hesse

Steve Kastner hd < Remove |

Current Item: Scott Bishop

Select the permissions that you want the user or group to have for the project plan and select
Save.
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Permissions .
Set Permissions:
For the users and groups in the section above, choose

the permnisgions you want to grant ™ @pen the project within Project Professional or Project Web App

I Edit and Save the project within Project Professional or Project Web App
™ Edit Project Surnmary Fields within Project Professional or Project Web App
™ Publish the project within Project Professional or Project Web App

I¥ \iews the Project Surnmary in the Project Center

[ \iews the Project Schedule Details in Project Web Spp

I Wiews the Project Site

Note: We recommend that a minimum of the last three permissions be granted to Stakeholders and
Management for the project.

3. The user/group and permissions granted for the project are listed. Review the information to
make sure that it is correct, and then select the Close button. As additional users that are not
part of the project team need access, the project manager has the ability to define the level of
access that he or she gives to the individual user or group.

Browisz Perm Esions

Perm sions
4
r Users and Groups < Parmissions
Projects " N N : " : " " : - :
) r Seott Bishop Wiew Project Surnmary in Project Center: View Project Site; Wiew Project Schedule in Project Web
Project Center App

Editing custom fields

You can edit or modify your project's information in the Enterprise Project Custom Fields by
opening the project details view in the Project Center in Project Web App. The enterprise custom
fields can also be modified directly in Microsoft Project Professional 2010.

»To edit a custom field:

1. In the Project Center in Project Web App, click the name of the project plan you want to open.
Select the Project Details view in the Quick Launch.

3

Edit Sawe  Close

Project
Status: Checked-out to

Hub Upgrade

Project Details
Strategic Imgéct
Cost and Benefit

Risk Ewvaluation

2. C(lick the Edit button.
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Site Actions =
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Edit Save  Close Stal
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3. Modify the information in the custom fields that need to be update or changed. Select Save and
then Close to check in the project. Once you close the project, you are returned to the Project

= E

Edit Save Close

Browse

Center.

Project

Changing ownership of a project

The member of your organization who first saves and publishes a project to the Project Server
database is assigned as the owner of that project. You can later change the owner of a project by
using Microsoft Project Web App.

»To change ownership of a project:

1. As the current owner, navigate to the Project Center in Project Web App, open the Project
Details view by clicking on the project plan name.
2. In the Quick Launch, select Project Details.
Edit Save  Close

Project
Status: Checked-out to

Hub Upgrade
Froject Details
Strategic Imgéct
Cost and Benefit

Risk Evaluation

3. On the Project Details page, select the Edit button. In the Owner field, click the Browse
button and find the user to whom you want to transfer ownership of the project.

When you are finished editing project details, click the Save button and then the Close button,
and confirm that you want to Check In the project.

4. The new owner will have to open and publish the project.

Exporting Project Center data to Excel

You can export project data to Microsoft Excel 2010 from Project Web App by using the Export to
Excel button. Project Web App also enables you to copy data that is displayed in the Project Web
App Grid Control and paste it into applications such as Microsoft Excel, Microsoft Word, or
Microsoft Access 2010.
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Note: The Project Web App project view has two sections: Project Web App grid data on the left and timesheet
data on the right. You have to copy and paste both sections and then align them in the application in which
you have pasted the data.

»To export Project Center data to Microsoft Excel:

1. In the Project Center in Project Web App, below the grid control, click the Export to Excel
button.

2. A file download window will appear. Select Open.

Do you want o open or save this file?

Lg j Mame: ProjectCenter.xls
HHl

Type: Micrasoft Excel 97-2003 worksheet, 62.0KE
From: project.contoso.com

Open Save | Cancel I

[V Ahways ask before opening this type of file

harm your computer. If you do nat truzt the source, do not open or

I ; 1 While files fram the Intermet can be useful, some files can patentially
5 save this file. What's the risk?

3. The Project Center view opens in Excel.

@ExpnrtGridExcel [Read-Cnly] (=N
2 B € D E F G H B
1 [IndicatordProject Name Project DiWaork Duration  Total Cosi Total Ben Risk Rang Start [
2 warkflow Fhas: 22,9880 106d 45,355, 000515, 740, 0C 12/24/700 |
3 Wworkflow Stage 10,732h  106d 12242001
4 Wworkflow Stage 12,256h 107d  [5,355,000%15, 740,00 6/10/2010 |
5 warkflow Fhas: 56,652.66F 867,490 419,684, 00543, 545,00 5/30/2010 |
3 workflow Stage 56,652.66t 867,490 419,684, 00543, 545,00 3/30/2010 |
7 workflow Phas: 4236h  207d  [91,335,000%3, 630,000 5/25/2010 1
g warkflow Stage 4,236h  207d  41,335,00053,630,000 5/75/2010 1=
g workflow Phas: 16,9100 146.75d '46,215,000%17,625,0C 8/5/2009 |
10 workflow Stage 16,9100 146.75d '46,215,000%17,625,0C 8/5/2009 |
11 Thisis an i Content Filterir IT 2,378h  145.75d 2a25,000.0%2,900,000 Low 9/6/2009 |
12 Thisis an Corporate Web Operatior 1,572h 111d %GDD,DDD.E’SQ,D?D,DDELDW 10/2/2009
13 |This is an1Expand raw mal Legal 1,364h  96d %84D,DDD.E'S2,665,DDELOW 8/10/2009 |
14 |Thisis aniImprove raw m: Legal 1,540h  108d 'SGED,DDD.E'SLMD,DDELDW 8/5/2009 ]
15 This is an i Network Defect 1T 2,332h  119d  @535,000.0%1,895,000 Medium  9/29/2009 ;
16 This is an i Remagte Daskto T 2,386 146.75d 2585,000.0%1,200,000 Medium  12/9/2009 "
17 Thisis anuWanjF}’ouse I IT 1,420h 1054 [@525,000.04900,000.C Low 5/29/2009°_
|i-‘_'l .N. Proje‘l:tl:el‘;ter %J 7 T o 'Jl-‘l-‘-_ T T J--’-lTi.:E

4. An Excel message might appear to ask you to verify the file extension. Click Yes.
M Microsoft Excel
The file you are trying to open, 'ExportGridExcel xls', is in a
! % different format than specified by the file extension, Werify that

the file is not corrupted and is from a trusted source before
opening the file, Do you want to open the File now?

es I Mo I

5. Click Save As on the File menu from Excel if you want to save the data as it is currently
presented. You can save the data in any supported Microsoft Excel format.

Note: You can also export grid data to Excel by using the Print Grid feature.
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Modifying project plans in PWA

Project Server 2010 enables the creation and modification of complex schedules online and assigning
multiple resources to each task. The ribbon interface provides a familiar and consistent navigation
experience regardless of whether the project manager builds the schedule on a desktop or on the
web.

» To modify a project schedule in PWA:

1. Open Internet Explorer, and then type the URL.
The Project Web App (PWA) homepage opens. Select Project Center in the Quick Launch.

3. Locate the project plan, and then click the hyperlink that is the project plan name. The project
plan details open.

Site Actions = By Frojects
ﬁ ~u ‘I €5 Build Team _?'E';Check in My Projedts !% Zoom In
= i - J N
= - j [7g Resaurce Plan % Close Tasks to Update (=L Zoom Out
Mew  Open Update
- - List 8 Project Permissions 5 Project Site S scroll to Project
Praject Mavigate Zoarm
4 a Project Marme Start

.

Projects = Training Proje% Plan 4/16/21
Project Center

aApproval Center

Select the Schedule link in the Quick Launch. The project plan schedule details appear. Click
the Edit button to modify the project plan.

"??

Edit
-
Training Project Plan [ I Mode | Task Mame WAETLE plizsL20lo 52
- R PSS TEP T Wi E PSS M T (W T NS TS
Project Details 0 “2. @ Training Project Plan &
Sch?dule 1 = Task 1 ==
Sa Project 2 < Task 2
Information
3 2 Task 3 ey
4 = Task 4 ='=
Projects S = Task 5
Project Center & gtb Task & =]

4. Click in the bottom Task Name cell in the EI row to add additional rows to the project plan.
Click the Mode drop-down arrow to select Auto Schedule or Manually Schedule for the task
mode. Enter the task information. Press the Enter key again to create another new task row.
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Note: You can change the information shown with the task name by using the View drop-down list in
the Schedule Tools Task tab.
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Select the Save button on the ribbon.
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A yellow message box appears in the upper-right corner of the project schedule, indicating the
status of the save operation.

After the project has been saved to the database, this message appears:

Save completed successfully,

At this point the project plan is saved in the Project Server 2010 draft/working database. It is
not visible to others in the PWA Project Center until the project plan has been Published. 1f it is
necessary for others to see the plan immediately, select the Publish button on the Schedule
Tools tab on the ribbon.
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ezl - i

Edit Sawe  Publish| C

Project
After the project has been published, a verification message in yellow appears in the upper-right

corner of the project schedule.

Publish completed successfully

Adding resources to a project plan

In order to assign resources to tasks in the project, it is necessary to create a project team. Enterprise
resources can be added to a project team through both PWA and Project Professional by using the
Build Team from Enterprise feature.

1. After publishing the project plan, select the Project tab, and then click the Build Team button.

Schedule Toals

Site Ackions = Brow Task Qptions

,__jDocuments jDe
H E t‘% -‘@ [ 1ssues Hpre

Edit Sawve  Close  Project  Build o
Site | Team | 4\ Risks g Re:

Project Mavigate

2. A large number of resources are shown when Build Team feature opens. To quickly locate the
resources needed, apply a Custom Filter. Select the Filter drop-down list and click Custom
Filter. Apply a filter. The example shown filters for Resource Names that begin with “Scott”.

F +1 i View: All Resources = b
| —_ J P Wy b3 -j—:,d
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4| i B

3. When the filter is applied, select the resource you want, and then click the Add button. The
resource name is added to the project team list in the right column. Click the Save & Close
button to save the changes and return to edit mode in Project Center.
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In the Project Center edit mode, assign resources to tasks, update task-level custom field
information and set up the duration and start date. Note that it is now possible in PWA to
assign multiple resources to a single task. However, the unit assignment for the resources is

100% on the task.
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Note: After modifying duration, percent complete, link/unlink tasks, and start or finish dates, it is
necessary to click the Calculate button for many of the changes to be reflected.

You can set up tasks and create project logic by establishing dependencies, insert new tasks,
delete tasks, mark percent complete on tasks, and adjust the indentation level of tasks by using
the icons in the Schedule Tools, Task tab on the ribbon. These features behave the same in
PWA as in Project Professional.

Percent Complete Insert/ Delete Tasks

Calculate Button
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Indent! Cutdent tasks Link Tasks/
Lnlink Tasks Selecttask mode
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6. After setting up tasks and creating scheduling logic, select the Calculate button to ensure that all
changes are reflected in the task data. Once the project plan is set up, select the Save button and
then the Publish button.

Note: Changes in the project schedule are not visible in the Project Center or on team members' Task
view until they have been Published to Project Server.

7. To close the project plan, select the Project tab in the ribbon and click the Close button. The
Close window appears. Select Yes to check in the project plan.

Help

Project: Training Project Plan

The project is checked out to vou,

Do you want to check in the project?

es I No I Cancel
L4
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Understanding resources and their availability to work on projects is important to a project manager.
This chapter describes how to use the Resource Center page in Project Web App to assist you in

such tasks as viewing resource availability, viewing resource assignments, adding a resource in PWA,
filtering for resources, and exporting Resource Center data to a spreadsheet in Microsoft Excel 2010.

Overview of the Resource Center

You can use the Resource Center in Project Web App to view, modify, and analyze information for
one or more resources who are assigned to tasks in projects that are published to the Project Server

atabase. Assignment information in the Resource Center tells you who is doing what in whic
database. Assignment inf ti the R Center tells y ho is doing what hich
project. The Resource Center displays a list of the resources in the Enterprise Resource Pool;
permission to view items in the Resource Center is granted by the Project Server administrator.

The following table lists the Microsoft Project Server 2010 permissions that are required in order for
Microsoft Project Professional 2010 and Microsoft Project Web App users to work with the
Resource Center.

Permission | Permission Description
type
Category View Enterprise Allows a user to view resources and resource data that is
Resource Data stored in the Enterprise Resource Pool, including the Build
Team, Resource Center
Category Edit Enterprise Allows editing and saving of resources in the Enterprise
Resource Data Resource Pool using Project Professional 2010 (optional)
Category View Resource Allows a user to view assignment details using Assignment
Assignments in view in the Resource Center
Assignment Views
Category Approve Timesheets | Allows a user to accept, but not approve, a timesheet (only
needed if using Timesheets)
Global View Resource Allows users to access the Resource Center from Project
Center Web App or Project Professional and view resource
allocation data
Global View Assignments Allows a user to view resource assignments in the Resource
View Center
Global View Resource Allows a user to access the View Resource Availability page
Availability to view resource allocation data in Project Web App
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The Resource Center ribbon

The Resource Center provides insight into enterprise resource information. The Resource Center
ribbon provides visibility into resoutce information, assignments and availability.
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You can do the following in the Resource Center:

® Modity information about resources. Some resource attributes, such as calendar settings, can
only be changed by using Microsoft Project Professional 2010.

® View and analyze resource information, such as the availability of resources and their allocation
across projects.

® Analyze project performance by exporting data to Microsoft Excel 2010.

View resource assignments at the task and project level, and by availability. Project managers and
resource managers can access this view; each group sees information that is specific to their
needs. By default, a project manager can only use the View resource assignments option; what
a project manager can view is determined by Project Server security categories and security
groups, and the projects that they are associated with. (A user in the default Project Manager role
in Project Server 2010 is not granted the Edit Enterprise Resource Data permission and
therefore cannot edit or save information related to resources in the Enterprise Resource Pool.)

® View and approve resource timesheets. Approving timesheets is useful for organizations that
have multiple departments, such as payroll departments and project management departments,
which require that timesheet approval be a separate process from updating task and project
status by using timesheets.

® Adjust actual work values on resource assignments that were submitted by team members. If
your organization uses the managed timesheets feature of Project Server 2010, users who are
assigned the appropriate permission can update or modify actual work entered by team members
in their timesheets and locked-down timesheet reporting periods.

Using the Filter drop-down and Group By features in the Resource Center

You can use the Filter and Group By drop-down lists to customize how you want to sort and group
resources. The Filter and Group By features are useful when the Resource Center includes a large
number of resources. This feature includes the following options:

® Filter: Allows you to filter resources by using a custom filter. You can use a custom filter by

selecting Custom filter from the Filter drop-down list and then completing the More Filters
dialog box.
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®  Group: Allows you to group resources by specified values. In the Group By drop-down list,
cither select a single grouping from the available list, which is all of the columns active in the
view, or create a custom grouping parameter in the Group by drop-down list. When you create
a custom grouping, it is possible to set additional grouping parameter from the Then by drop-
down list. The second parameter filters data within the data filtered by first parameter. To
remove grouping, select the No Group option in the Group By drop-down list.
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Resource types

When you use the Resource Center page in PWA, it is important to understand that there are three
different types of resources for projects:

Work: A Work resource is anyone or anything that works on a task in your project.
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® Material: Material resources are things that are kept on hand and used up by the tasks in a
project.

® Cost: A Cost resource is a cost with no time or quantity associated with it.

Viewing resource assignments

You can view current resource assignments by using the Resource Assignments page in the Resource
Center in Project Web App. Resource assignments are displayed in a timesheet that shows the data
for the current assignments that fall within the range specified for the view or are displayed in a
Gantt Chart view.

This view is similar to the Task Usage view in Microsoft Project Professional 2010. Assighments are
displayed in a grouped structure of tasks within projects within resources, including generic and
specific resources. (Only resources that are members of the Enterprise Resource Pool are available.)
Tasks are sorted by Task ID within each project. Only resource assignments in projects that the user
has permission to view are available.

»To view assignments for a resource:

1. In the Resource Center in Project Web App, select the resources whose assignments you wish
to view on the Resource Assignments page, you can elect to view the resource information in a
Gantt chart view or a Time-phased Data view.
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2. Below is an example Gantt chart view of the assignments for the selected resources. A table
appears showing resource assignments and other information about the assighments. By
selecting the check box, you have the ability to view Work hours, Overtime Work, Summary
Tasks, and time with date. Additionally, you can modify the date range showing by using the Set
Date Range button.
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An example of a Time-phased view of the assignments for the resources selected is shown

below.
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On the Resource Assignments page, in the View drop-down list, select the view that shows
the resource information that you want to review.

View resource availability

You can easily view availability information of specific resources on the Resource Availability page.

pTo view availability of a resource:

1. In the Resource Center in Project Web App, select the resources whose availability you wish to
view, and then click the Resoutrce Availability button.
2. You can check and uncheck the resources selected in the left list. This will adjust the numbers

used to create the graph. This view provides a graphical representation of resource information
that will help you assess whether a resource is available for work during the period chosen in the
Date Range. Vatious views exist that will help you determine the resoutrce’s availability, including
Assignment Work by project, Remaining Availability, and Work. The resource availability
Details are represented in tabular form on the lower portion of the page.
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You can edit the details of enterprise resources by selecting the resource and then clicking the Open
button. Note that this opens Project Professional 2010, which is required for editing the resource.

Note: Only users with who are assigned the Edit Enterprise Resource Data permission and who have Project
Professional 2010 installed on their local computer can edit resources in Project Professional 2010.

Create a new resource in PWA

You can add a new resource by using the New Resources feature on the Resource Center page.

»To create a new resource through the Resource Center:

1. In the Resource Center in Project Web App, select the New Resource button.
Specify the necessary properties for your resource.
In the Type section, complete the following:
o Type: Choose whether you are creating a Work, Material, or Cost resource.
o Budget: If the resource is a budget resoutrce, select the Budget check box.

o Generic: If the resource is generic, meaning that you will use it for planning and replace it
with at least one named resource further in the planning process, select the Generic check
box.

4. In the Identification Information section, complete the following:

o Resource can logon to Project Server: Select this check box if you want the resource to
also be a Microsoft Project Web App user.

o Display Name: Type the resoutce's name in this box. This field is required.

o E-mail address: If this resource has an e-mail address that he or she wants associated with
project work, type the address in this box.

o RBS: If your organization uses a resource breakdown structure (RBS), click the button next
to this field and select the appropriate RBS code for this resource from the list.
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Initials: This field is automatically populated with the resource's initials, based on the name
typed in the Display Name box. If you want to use different initials to refer to this resource,
type them in the Initials box.

Hyperlink Name: If this resource has an associated Web site, type the name of that site in
this box.

Hyperlink URL: If this resource has an associated Web site, type the URL to that site in
this box.

In the User Authentication section, complete the following:

O

User logon account: If you are using Integrated Windows authentication, type the user’s
account name in the form of DomainName\UserAccountName. If you are using forms-
based authentication, type the user account name in the form of
MembershipProviderName:UserAccount.

Prevent Active Directory Synchronization for this user: Select this check box to prevent
a user account from being synchronized during Active Directory Resource Pool
Synchronization.

Note: The User Authentication section only appears if the Resource Can Log on to Project Server
option is enabled in the Identification Information section.

In the Assignment Attributes section, complete the following:

O

Resource can be leveled: If you want to enable project managers to balance this resource's
workload based on his or her availability and assignments (leveling), select this check box.
Base Calendar: Choose the calendar that most closely represents this resource's overall
availability. For example, if your organization has a base calendar that accounts for specific
holidays or events, you can set that as this resource's calendar, and work assigned to this
resoutce will be scheduled around the calendar's nonworking days.

Default Booking Type: Choose whether you want this resource to be Committed or
Proposed when assigning work.

Timesheet manager: Type the name of the person who approves or rejects this resource's
timesheets, or click Browse to select the timesheet manager from a list. Resources may not
have separate timesheet managers.

Default Assignment Owner: Type the name of the person who approves or rejects this
resource's task progress, or click Browse to select the assignment owner from a list.
Resources may not have separate assignment owners. For example, if the resource is a
conference room, and the project manager tracks how long that the conference room is
used, the assignment owner may be the project manager.

Tip: You can set the assignment owner within the project on an assignment-by-assignment basis.

Earliest Available: Choose the date when the resource becomes available to assign to
tasks, if it is appropriate. If the resource does not have a set period of availability (that is, if
he or she is always available), leave this setting blank.

Note: The earliest and latest available dates correspond to the resource availability dates for a
resource, as seen in Microsoft Project Professional.

Latest Available: Choose the last date that the resource is available to work on
tasks, if it is appropriate. If the resource does not have a set period of availability
(that is, if he or she is always available), leave this blank.

Standard Rate: Type the resource's standard pay rate in this box.
Overtime Rate: Type the resource's overtime pay rate in this box.
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10.

11.

o Current Max. Units (%): Specify the maximum time period that a resource is available for
work, as a percentage. For example, if the resource is available full-time, type 100%. If the
resource is available half-time, type 50%.

o Cost/Use: If the resource has a flat fee associated with each use, type that cost in this box.
For example, a van rental may require a flat fee up front, with an added standard cost per
mile. The flat fee is its cost per use.

In the Exchange Server Details section, you can specify whether the user’s tasks should be
synchronized with Microsoft Exchange Server. Select the Synchronize Tasks check box if you
want to enable task synchronization by using Microsoft Exchange Server for this user. Exchange
integration must be configured for task synchronization to function.

For more information about how to configure task integration with Microsoft Exchange Server,

see Deploy Project Server 2010 with Exchange Server online in the TechNet library
(http://technet.microsoft.com/en-us/library/ff793353.aspx).

Note: The Exchange Server Details section only appears if the Resource Can Log on to Project Server
option is enabled in the Identification Information section.

In the Departments section, click the button next to the Resource Departments box, and
select which department or departments the resource is associated with. If the resource is not
associated with a particular department, leave this setting blank.

Tip: Associating a resource with a department narrows what the resource sees when they use Project

Web App. It can help the resource find what he or she is looking for more quickly, by removing things
from other departments that do not apply to his or her work.

If your organization created codes for grouping and costing purposes, in the Group Fields

section, complete the following:

o Group: Type the name of the group in this box.

o Code: Type the code for the group in this box.

o Cost Center: Type the cost center code for the group in this box.

o Cost Type: Click the button next to the Cost Type field, and then select the type of cost
associated with this group.

In the Team Details section, click the button next to the Team Name box, and select which

team the resource belongs to, if it is appropriate. If the resource will be managing and delegating

tasks that are assigned to the team, select the Team Assignment Pool check box.

Tip: Some organizations create a generic resource for each team so that tasks assigned to the team

first go to the generic resource. This way, no single resource takes on the task assignment before it is

appropriately delegated. If you choose to use a generic resource in this manner, set the assignment

owner for the resource as the team manager, select the Team Assignment Pool check box, and select
the team from the Team Name list.

In the System Identification Data section, type additional identifying information for the user
in the External ID box, if it is appropriate.

For example, your organization's HR department may use employee ID numbers to track data in
its HR systems. By providing that ID number in the External ID box, you identify an
association between the resource that you ate creating and the HR department's employee data.
The External ID box can also be used to facilitate the consolidation of reporting of resource
use beyond what Project Server provides.

Tip: If you are not sure whether you should be capturing any data in the External ID box, check with

other departments in your organization to find out whether it would be useful to connect resource data
with other systems, or merely leave this box blank.
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12. Once all the information is entered, select the Save button to create the new resource.

Adding resources to a project plan

In order to assign resources to tasks in the project, it is necessary to create a project team. Enterprise
resources can be added to a project team through both PWA and Project Professional using the
Build Team from Enterprise feature.

1. After publishing the project plan, select the Project tab, click the Build Team button.
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2. A large number of resources will be shown when Build Team opens. To quickly locate the
resources needed, apply a Custom Filter. Select the Filter drop-down list and click Custom
Filter. Apply a filter, the example shown looks for Resource Names containing the value
“Scott”.
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3. When the filter is applied, select the resource that you want and click the Add button. The
resource name will be added to the project team list in the right column. Click the Save &
Close button to save the changes and return to Edit mode in Project Center.
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4. In the Project Center edit mode, assign resources to tasks, and update task level custom field
information and setup duration and start date. Note that it is now possible in PWA to assign
multiple resources to a single task. However, the unit assignment for the resources is 100% on

the task.
@ IMode | Task Mame Resource Mares uiark | 91372010 &f22/2010
& S M T W T F & 5 M T %
1 = = Infrastructure Deph 2,411 W v
2 = = Scope s0h EE
3 =_|, Determine proje Michael Patten, 32h &
4 =_|, Secure project qMichael Patter, § v | 32h
= =
5 o> Define prelimin: [T amy Strande =
)
& e Secure core resd T Limor Henig
==
7 o> Scope complete [ Michael Pattan
L=
8 o = Analysi
= nalysis [ Scott Bishop !
] o = Review Current
= r Tormrmy Hartono
i0 =) Faview hardw -
Zainal Arifin
i1 =_|, Feview softwz ,

Note: After you modify duration, percent complete, and start or finish dates, and you link/unlink tasks,
you must click the Calculate button for many of the changes to be reflected.

5. Set up tasks and create project logic by establishing dependencies, insert new tasks, delete tasks,
mark percent complete on tasks, and change the indentation level on tasks by using the icons in
the Task ribbon. These features behave the same in PWA as in Project Professional.

Percent Complete Insert/ Delete Tasks

| Calculate Button

= o = - ] #1_ liview ndia Assign Repsu =
4 Copy H 2 =3 TEERS= Sf v - E‘ =] o wimen - v
Pate — -.:- v Publish Calculabe _&_ -5_ 1 D:?.-::;.'_I"I 3 !.::._‘ Pt Dinlate 'l|.l._.r|1 B Gooup Bt 1o Grous . .':.-\i:::.—
Indent/ Cutdent tasks Link Tasks/
Unlink Tasks Selecttask mode

6. After you have set up tasks and created scheduling logic, select the Calculate button to make
sure that all changes are reflected in the task data. Once the project plan is set up, select the
Save button and then the Publish button.
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Note: Changes in the project schedule are not visible in the Project Center or on team members' Task
view until they have been Published to the Project Server.

7. To close the project plan, select the Project tab in the ribbon and click the Close button. The
Close window appears. Select Yes to check in the project plan.

Help

Project:  Training Project Plan

The project is checked out to you,

Do you want ko check in the project?

Wes I+ No I Cancel |
s

Exporting Resource Center data to Excel 2010

You can export Resource Center data to Microsoft Excel 2010 from Project Web App by using the
Export to Microsoft Excel feature. Project Web App also enables you to copy data that is displayed
in the Project Web App Grid Control and paste it into applications such as Microsoft Excel,
Microsoft Word, and Microsoft Outlook.

1. In the Resource Center in Project Web App, click the Export to Excel button.

B &

Expartto  Print
el

Share
A file download window appears, allowing you to open or save the document. Select Open.

If the window shown below appears, select Yes.

Microsoft Excel E3

The File wou are trving to open, ‘ExportGridExzcel.xls', is in a different Format than specified by the file extension, Verify that the
l % fFileis not corrupked and is from a trusked source before opening the file, Do ywou wank to open the file now?

Yes | T I Help |

4. 'The Resource Center view opens in Excel.
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E_I]ExportGridExcel [Read-Cnly] o B E2
2 B £ D E F G H -
1 1Resource Nam Type Generic  Email Address Timesheet Manager
2 |Checked Brian Groth Work Mo briang@contoso Brian Groth
3 Checked Contosoadmiryork Mo Administrator@ Contoso Administrator
4 Checked svcFarm Wark Mo sveFarm £
5 |Unchecke Accountant Work Yes
6 Unchecke Brian Burke Work Mo brianb@contosoBrian Burke
7 Unchecke Dimple &rya  Wark Mo dimplea@conto:Dimple Arya
g Unchecke Don Funk wWark Mo donf@contoso.cDon Funk
9 Unchecke Lisa &ndrews  Waork Mo lisaa@contoso.c Lisa Andrews
10 |Unchecke Miraj Shah Work Mo nirajs@contosa. Miraj Shah
11 |Unchecke Uzi Hefetz Work Mo uzihi@contoso, ooz Hefetz
12 Unchecke &my Strande  Work Mo amys@contoso,Amy Strande
13 Unchecke Analyst W ork Yes
14 Unchecke Ben Spain Work Mo bens@contoso.cBen Spain
15 Unchecke Chris Gray Wark Mo chrisgi@contoso, Chris Gray
16 Unchecke Hatim Aiad Wark Mo hatima@contoscJan Kotas
17 \Unchecke Lori Penor W ork Mo loripi@contoso.c Lori Penar
12 rharlad Klartin Rarla Wl Mim martinh@eantnchdartin Rarlka

5. Click Save As on the File menu in Excel if you want to save the data as it is currently presented.
You can save the data in any supported Excel format.
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Managing task updates

This chapter describes how team members can update their tasks and then submit them for approval

through Project Web App (PWA). It also describes how project managers review task updates that
are submitted for approval.

Submitting task updates

Team members can report time against published assignments (Project Tasks) through the PWA
Tasks page. As the project manager, you can also update actual work directly in Project Professional,
but this should be done as the exception, not the rule, if you are accepting updates from PWA.

The following scenario outlines the interchange between a team member and a project manager
during the task update and approval process.

1. A team member logs on to Project Web App. On the PWA home page, the team member can
click Tasks in the Quick Launch to view tasks that are assigned to him or her.
2. Tasks that are assigned to the user appear on the Tasks page, as seen in the following image. On

the Tasks page, the team member can enter the actual hours worked in the grid based on the
days he or she worked.

Note: Hours can only be entered on detailed tasks. It is not possible to enter time against the project
summary task.
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E =y Views My Bssignments - = EM"H [~ Planned _.1“—‘ -
- = o = ED ye | E
“F Filter: Mo Filter - I [~ Owertime

Save send Insert Import Reassign Remowe  Prewious  Rest  Seledt ) Layout Units  Zoom  Zoom Scroll to Exportto  Print kil
Status = Row s Task Period B2 Group By: Project - - - In Qut Task [v Comment an Submit el Cale
Submit Tasks Period Data Display Show/Hide Share
Status: There are unsaved updates.
4 0 Task Mame Skark Finish | | Period Total Mon 816 | Tue &/17 | Wed 818 Thu8/19 | Frigjz0 | =
a
Projects =Planning Window: In Progress for Current Period Wed 7728 Fri 8,
Project Center HProject Name: JP Project Site for Template Update Wed 7728 Fri 8,
Approvsl Center r do this i wew wed 7/25  Mon 3
Workflow Approvals r test reassian task Mon 816 Fri 8/ 3h zh oh oh ih oh
ZProject Name: Plake Test Project 1 Tue 8/17 Wed |
My wark r task one for Katherine Tue 8/17  Thu & %h oh &h oh 3h IDh .ID
Tasks ZProject Name: Plake Test Project 2 Wed 8/18 Thu 8
Lssuss and Ricks r task for project2 wed 8/18 Thu 8 4h 4h oh
ZPlanning Window: Completed Mon 8/16 Fri 8,
ZProject Name: JP Project Site for Template Update Mon 816 Fri 8,
Resources
[l This is my first task Mon &/16  Fri 6/2 10h zh ah ah ah gh
Resource Center
r third Tue 8/17  Thu & 13h zh 4h 7h

The team member can use the buttons in the Period column of the ribbon to navigate to a
previous week or later week by selecting the buttons. The team member can also select a specific
time period by clicking the Select Period button.

o & B

Previous Mext  Seledt
Period

Period

The following image shows the Tasks page with actual hours updated by the team member.
Note that the status bar for the page reads, “There are unsaved updates.”

H é_g - E _a _é % oy Wiews: My Assignments - % "gﬂd_ [ Planned AQ,—‘ HEP ﬁ
‘39 = Fitten Mo Filter - = = [~ Ouertime ME &
VRN, e Tmeom Ressen Rongve Fredous Nt RS BEcrounfy o L fmos s e SRR YU @ commentonsuenie DBRET T calendar
Submit Tasks Period ) Data Display Show/Hide Share
Status: There are unsaved updates.
4 @  TaskMame Start Finish R | Period Total Sun7{4 Mon 75 | Tue 7j6 | Wed 77 Thu7fa Fri
-
Projects =Planning Window: In Progress for Current Period Frid/16 Fri8f20 2
Project Center HProject Name: JP Project Site for Template Update Wed 7/28 Frigf20 1
Appraval Center HProject Name: KKB PM Upgrade Mon 89 Tue 8710 3
Workflow Approvals =Project Name: Plake Test Project 2 Wed 8718 Thu 8/19 4
HProject Name: Training Project Plan Fri4f16 Thudjfzz 1
My work - Mew Task in Project Plan & sew Fri /16 Maon 4/19 1
Trgle r Task 1uew Maon 7/5 Wed 7/14 21| 14h th &h h ah gh Oh
Issues and Risks |l Task Finew Tue 746 Tue 7413 3| 6h oh ah |Eh !Dh oh oh
r Tashk & ey Maon 7/5 Tue 7/13 3 | 10h oh zh oh gh oh oh

The following image shows a task’s Process Status on the Tasks page. The current status of each
task is listed in the Process Status column. If the Process Status for a task is highlighted, it is
calling attention to an update for that task.
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@ | TaskName Skart Firish Remainil | % Waork | Wark Actual ¥ | Process Status
-

=ZPlanning Window: In Progress for Current Period Fridaf16 Fri&f20 26Zh 304h 42h
ZProject Name: JP Project Site for Template Update Wed 7728 Fri 8/20 149h 152h 3h
- do this & wew wed 7/28  Mon 8/9 144h 0%: 144h oh Manager Updated
- test reassign task Mon 8/16  Fri /20 Sh 38% gh 3h Awaiting Approval
=ZProject Name: KKB PM Upgrade Mon 89 Tue /10 3h 63%  8h Sh
r Task 1 Mon 8/9 Tue 810  3h 63% gh sh Rejected
=Project Name: Plake Test Project 2 Wed 8/18 Thu 8719 4h 50% 8h 4h
- task for projectz Wwed §/1& Thu &/19  4h S0% &h 4h Awaiting Approval
—ZProject Name: Training Project Plan Fri 416 Wed 7714 106h 136h 30h
- MNew Task in Project Plan @ wew Fri 4/16 Mon 4419 16h 0%: 1&h oh
r Task 1 Mon 745 wed 7/14  Zeh 35% 40h 14h Mot Subrnitted
r Task & Mon 7/5 Tue 7713 30h E5% 40h 10h
r Task 3 Tue 76 Tue 7413 34h 15% 40h &h Mot Submitted
=Pl i Wind C leted Mon 816 Mon 823 0Oh 100% 32h 32h
=ZProject Name: JP Project Site for Template Update Mon 8716 Fri 8f20 0h 100% Z23h 23h
r This is my first task Mon 8/16  Fri 820 oh 100%  10h 10k Awaiting Approval
- third Tue /17 Thu 819 0h 100%  13h 13h Awaiting Approval
=ZProject Name: Plake Test Project 1 Tue 8f17 Mon 823 0h 100% 9h 9h
r task one for Katherine Tue 8/17  Mon 8/23  0oh 100%  9h ah Awaiting Approval

4. Subsequent to associating actual hours with a task assignment, the following steps have to be
addressed, depending on whether the task is now complete. The team member can save updates,
but not send them to the project manager, by clicking Save. Updates can be sent at a later time
by selecting one of the Send Status options.

o If the task is complete, the user should make sure Remaining Work is 0, and the system will
indicate 100% complete. If the task indicates that there is work remaining but in fact the
task is completed, the value should be changed to zero.

o If the task is not finished with the task, the team member should update the Remaining Work
with the hours expected to complete the task. This may be more or less than the hours
shown, which was calculated based on the original task work estimate and the hours that
have been entered so far. The act of entering Remaining Work hours will recalculate the “%
Complete” and “Work” values.

In our scenario, the team member requests additional work hours to complete a task,
specifically 60 hours instead of the 40 hours that was an automatically calculated value. Ten
of these hours have already been worked. Additionally, the team member attaches a
comment to the update submittal. This process enables the team member to communicate
to the project manager the reason why additional time is needed to complete the task.

Note that the team member has selected only the one task to update. (Alternately, additional
assignments can be updated by selecting them with a checked box or by clicking the Send
Status >All Tasks button.) Also note that the Send Comment box is checked before the
user clicks Send Status > Selected Tasks. The following image depicts task updates ready
to be submitted.
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When a team member is ready to submit a task update to the project manager, she or he
selects the check box of the row for the status update. He or she then clicks Send Status to
view the following options:

e  All Tasks: Quickly send an update for all tasks updated to the Project Manager

e Selected Tasks: Enables submitting updates for specific tasks at a time to the
Project Manager

Hid @5 8 &

Save send Insert Import Reassign Remowe P
Status «|  Row s Task

—10 = ANl Tasks
Status Save and submit all task status

updates for manager approwal,
4

E o Selected Tasks I
. Save and submit selected task status
Projec

updates faor manager approwal, b I
=T ™

e L

Clicking Selected Tasks submit a status update for the selected task.

5. When the Send Status > Selected Tasks button is clicked, the following comment box appears
to receive the comment associated with the assignment update.
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Submit Changes -- Webpage Dialog

Type comments explaining these task updates to your Project Manager
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After the assignment update is submitted, the Process Status column reflects the current status

of the task.
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Task viewing options

Team members can select different task viewing options to change the way task information is
displayed to them on the task page. These options can be selected on the PWA ribbon.

H s
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The following task viewing options are available on the PWA ribbon:

® Import: Imports status data from the timesheet.

® Layout: Allows for the following viewing options:

Gantt Chart

i £,

Display the data in the Gantt chart

Flar
=_| | BT r
b [~ Ouwe
Layout| Units  Zoom  Zoom  Scroll to
- - In Out Task v Car

3

ata

othet time increment level.

Sheet

=
=
z Timephased Data
d Display the data at the day, week or

Display the data in a table format,

Tiue HITID 36
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o Gantt Chart: Displays the data in Gantt chart view.

o Timephased Data: Displays the data by the day, week, or other incremental time level. If
this option is not selected, the date column grid does not appear for time entry.

o Sheet: Displays the data in a table format.

® Units: Allows the following viewing options for Duration, Work, and Date information.
o Duration

=  Minutes

= Hours
= Days
= Weeks
o Work
=  Minutes
=  Hours
= Days
= Weeks
o Date
= 1/28/2010
= 12:33 PM

= 1/28/2010 12:33 PM

* Thursday, January 28, 2010

®  Thursday, January 28, 2010 12:33 PM
* Thul/28

= January 28

= January, 2010

® Filter: Changes the task information displayed to utilize a standard filter or create a custom filter.

=l Viewn My &ssignments - [E

“F Filter: Mo Filter TR
Ij!

:GI’DUD B All Incomplete Tasks

Cwerdue Tasks
Mewsly &ssigned Tasks

Campleted Tasks
gress for Cu

act Site for T o MO Filter |
W Custom Filter.., L.

Task update approval

After a team member has submitted an update, you as the project manager can then review the
submittal and make a determination to accept it into the project schedule or reject it.

The image below shows a project manager’s home page in PWA and the pending approval. Clicking
the pending approval opens the Approval Center.
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Project Web App

4

Projects
Project Center
Approval Center

Workflow Approvals

My Work

Tasks

Issues and Risks
Resources
Resource Center

Status Reports

P.| Project Web App » Home

Home
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Tasks
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Y
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3 new tasks assigned to you

provals

You have | task update from resources pending your apgsdval

Status Reports

i) Youhave no overdue status reports

Issues and Risks

3‘-? You have no active risks assigred to you

G4  You have no active issues assigned to you.

Notes

p (7]

On the Approval Center page, you can view all submitted tasks updates that are pending your
approval. Details about the task update — such as the resource who submitted the update or
comments — are displayed on this page. Clicking a task on this page displays additional task details
about the update, as shown in the image below.

_

o
- Actud Work On 7/8/2010 — 6h
B Actudl Work On 7/9/2010 - 8h 4
Submitted: 8/23/2010 6:01 PM <Boone; Kathermne Kibler >
We wil need to remove 3 drop ong panels 10 fly assess scope
=

Catwnl

- Eal s Fil v .
P . =a)| v fikan O Filter IR Frome /42010 IR b [ Panned [~ Non-Bdlabse —
o o —=  Bicroup By Mo Group - = W = =
Accept  Reject w Scoll To Set Date To: 7/18/2010 hgonto Print [T Overtme [T Time with Date  History Manage
aates Update Range el . Rule’
Aion Data Date Range Share ShowrHide Nawvigate
»
oval Type " e Type esource o ransaction Comm  Senk D¢ Totad b 201
T Mame Progect Update T R Owner T tion C Sert D Tok /52010 7/6i2010 717/2010
Actual 14h &h
T Status Update  Task 1 Traming Project Task update Boons; Katherine Boone; Katherim 8/23/2
Planned 40h 6h
Actual 24h zh sh
Status Update raming Project Task update 00ne; Kathenn Boone; Katheriry We will need to r 8/23/2
s T 9 Praj T d B h B hy Il need to r 8/23/2
Plannied 40h zh 8h

You can then accept or reject the task update by selecting the check box next to the task, and then
clicking the Accept or Reject button on the ribbon. With either choice, you can optionally submit a
comment back to the resource about the task update. In the image below, the project manager has
determined that the assignment update should be incorporated into the project schedule and notifies
the team member by using a comment.
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Processing task changes and requests

The Approval Center page in Microsoft Project Web App enables you to review changes to project
tasks and working times that team members submit by using the Tasks and Timesheet pages. You
can use the Approval Center in Project Web App to review changes to project tasks and resource
working times, and to update projects with the latest information.

The following types of changes appear in the Approval Center in Project Web App:

® Task changes

® New task requests

® Task delegation requests

® Resource declined assignments
°

Resource declined task delegation requests
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You can update project information based on the task changes that appear in the Approval Center in
the following ways:

® Manually You can update projects for each task change that a team member submits by
clicking Accept on the Approvals tab in the Approval Center. If you don’t want to approve a
task change request, you can click Reject, and provide a comment to the resource submitting the
request to give an explanation of the rejection. When you reject a change request, it is removed
from the list in the Approval Center until the team member resubmits the request.

® Automatically (by using rules) You can create and run rules to automatically update projects
with changes that do not need to be reviewed before approval. You can create rules that run for
specific projects, for all projects, for specific resources, or for groups of resources at a specific
location in the Resource Breakdown Structure of your organization. Even if you enable rules for
automatic approval, you will need to publish the project before tasks will be fully rescheduled.

The following table lists the Microsoft Project Server 2010 permissions that are required in order for
Microsoft Project Professional 2010 and Microsoft Project Web App users to work with task
updates.

Global Permission Description

Manage Rules Allows a user to access the Updates page
in Project Web App and create rules that
determine how update transactions are
automatically processed.

Manage Allows users to access the Updates page in

Task Project Web App to get task updates, and

Changes view, accept, or reject a resource’s
transactions.

Processing Task Changes from the Approval Center

Project team members use the timesheet that is available in Project Web App to report changes to
their assignments. Project managers automatically receive a notification when changes are submitted
by team members assigned to tasks in projects that they manage. Project managers can choose to
accept or reject each task change.

Changes submitted by team members do not affect projects until they are published; only approved
task changes are applied to projects that are published to the Project Server database and only
approved task updates appear in projects as reported actual work. If you know that team members
have changed tasks, added new tasks, delegated tasks, or declined tasks, but the submitted changes
are not available in the Approval Center, your team members might not have actually submitted their
changes.

Before you accept or reject task changes from project team members, it is important to be aware of
your organization’s timesheet processing cycle. For example, if your organization has a weekly
timesheet cycle, you should plan to process all timesheet and task changes at least once per week,
after all team members submit their status, but before the end of the weekly timesheet cycle. This
helps to ensure that the correct data is submitted and accepted/rejected and also helps to prevent the
publication of incorrect data as a result of updates.

The Updates page has the following characteristics:
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Managing task updates

® ]fateam member sends multiple changes for a single task element, only the change that was
submitted most recently is displayed.

® [fateam member delegates a task, one row is displayed in the update list. If the team member to
whom the task was delegated rejects the delegation, the rejection appears as a separate row and
the Accept field cannot be edited.

® The tracking mode of the pending update determines whether to display a timesheet or a Gantt
Chart view. If specific hours are used for any update, the timesheet is displayed. A Gantt Chart
view is displayed for all other updates.

® If an update is rejected, the team member who sent the update is notified by e-mail and an icon
is displayed in their timesheet.

® After a task change is approved, a record of the change is added to the History page. Any
changes that were not approved or rejected are pending and remain in the Approval Center until
they are accepted or rejected and processed.

Approve or Reject Task Changes Submitted by Project Team Members

1. On the Quick Launch, under Projects, click Approval Center.

2. Select the check box in the left column for the task update row that you want to accept or reject.
3. On the Approvals tab of the ribbon, click Accept or Reject.

I Approval Center - Project Web App

Site Actions ¥ Browse Approvals

j Y Filter: A
=) =8
== B= Group By:

Accept Reject jPreview Scroll To
pdates Update

Approval T

Projects V | status Upi

Note: If you accept a task delegation request and update a project, you cannot reject the task
delegation later.

Viewing Task Change History

You can view a history of all task changes that were processed within the previous 60 days. This
history is for review purposes only; it cannot be modified. This enables you to review the history of
updates made for all projects and resources. The update archive displays the updated tasks in a
similar format to the Update task changes page. The Customization tabs display the same options
that the Updates page displays. The Show Task Changes button in the action menu re-directs you to
the Update task changes page. The number of days that are available in the task update history
section is set by the Project Server administrator.

Note: Task changes appear in the grid, after you have processed (either accepted or rejected) them. To
navigate quickly to the page where you can process task updates from team members, click Show Task
Changes. If you want to adjust actuals for resources, go to the Resources page, and click Adjust Actuals.
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1. In the Approval Center in Project Web App, on the Approvals tab, click History. From the
menu, click Status Updates or Timesheets.to view history on task updates for either..

System Account ~

& Status Updates
= Timesheets
2. Task updates made within the previous 60 days appear, presented in a grid format. In the task
updates history, scroll to the right to view details about each update. Details include whether or
not the task was accepted, current status, the Project Web App user to whom the task is

assigned, the user who approved or rejected the task, and the actual work associated with the
task, and other information about the task.
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Managing issues, risks, and documents

The beauty of the EPM solution is the collaboration capabilities that are native to the product
because of the components that have been incorporated into the solution mix. This function is
greatly enhanced by the use of Microsoft SharePoint Foundation as the framework from which team
collaboration can be better managed.

Project artifacts such as Risks, Issues, and documentation can be stored, linked and attached to
projects, and/or tasks. A project site (subsite) is automatically created for a project when a project
plan is published in the Microsoft Project Professional environment. Each subsite is created with its
own library so that risks, issues and documents can be linked.

When you use Microsoft® Project Server 2010, the following collaboration features are enabled:

® Risks: Risk management involves proactively identifying and tracking events and conditions that
have the potential to affect future planning for a project. Risks can be rated by severity and
assigned an estimate for how likely they are to occur.

® Issues: Issues can be used to track work items that are not easily identified as assignments or
tasks within projects. Project managers, resource managers, and team leads can then determine
whether the issues will have an effect on the project and identify strategies to manage the issues
before they become larger problems.

® Documents: A document library provides a location for team members to collaborate and share
documents and other project artifacts with project team members.

® Project Site: A project site can exist for each project saved to the Project Server database. The
project site enables additional collaboration features (for example, announcements, alerts,
deliverables and the ability to link these to your project tasks) by providing a Web site for each
project that makes the capabilities of SharePoint Foundation available to a project team.

As a project manager, it is important to know how to understand and manage the collaboration
capabilities of project sites that you manage.

Project risks

Risks are events or conditions that can have a positive or negative effect on the outcome of a project;
in many ways, managing risks is critical to the success of managing projects. Risk management
involves proactively identifying and tracking events and conditions that have the potential to affect
future planning for a project. Identifying risks is different than tracking issues because it involves
identifying an event or condition that can affect the outcome of a project as opposed to tracking an
actual effect on the outcome of a project. Risks can exist in the present time and can have up to a
100 percent probability of occurring. Risks can also exist in the far future and have up to a 100
percent probability that they will eventually be a factor in the lifecycle of a project.

56



Project risks can be submitted and tracked on the project site. This allows greater communication
between team members and provides a central repository for concerns. Risks can be accessed
through Microsoft Project Web App (PWA).

Adding project risks
Use the following procedure to add a project risk through PWA.
»To add a project risk:
1. From the Project Center, sclect the project and the Project Site button, and click the project
that will store the risk information.
2. When the project site opens, click the Risks option on the Quick Launch bar.
3. When the Risks page opens, click Add New Item.

4. Enter the Risk information on the Risk Template (this template can be modified by the system
administrator).

Risks - New Item

Custam Commands

WE 00y

Sawe  Cancel Paste AtFt‘a‘Ech Spelling

Commit Clipboard Actions  Spelling
Title * I i
Qwner ‘ |§.{ [
Assigned To ‘ |EV\LU
Status (1) Active -
Categary (2) Categoryz =
Due Date | [ [12 am =[oo =]
Probability * lu—%
Irmpact * 5

The magnitude of impact should the risk actually happen
Cost o
The cost impact should the risk actually happen

Description

The likely causes and consequences of the risk

Mitigation Plan

5. You can Attach a file to this risk, or Link Items to this risk by selecting the associated button
in the Risk ribbon.
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Managing issues, risks, and documents

Custom Commands Custom Commands

H B8 0I5 D\

Sawe  Cancel Paste AtFtalch Spelling
ile -
Commit Clipboard Actions/ Spelling
N\ / Custom Commands

Viewing and managing risks
Use the following procedure to view project risks that are assigned to you. When viewing the risk,

you have options to make changes to the risk, such as adding an item, deleting, or managing
permissions.

pTo view the risks assigned to you:

1. From the PWA Quick Launch bat, click Issues and Risks.

Project Web App » Home

Froject Wweb App Home

4 Reminders
Projects Tasks
Project Center & vou have 113 new tasks ad

Approval Center Timesheets
wiorkflow Approvals =:§ fou hawve no lake fimeshes
=:§ You hiawe no unsubmitted

Iy W ark

Approvals
Tasks %5 ou have no task updates
Issues and Risks %5 ou have no timeshests Fr
5 fou have no administrative
Resources

Status Reports

Resourcs Center B ouhave 28 overdue staty

Status Reports

Click the Project name with the risk that you wish to open.
From the project site Risks page, choose the risk you wish to view or modify.

You can Add a new item, Edit the risk, Delete the risk, Manage Permissions on this form, or
set an alert by using the SharePoint Foundation notification mechanisms, if enabled.

Project issues

Issues tracking can be an integral part of project management. Issues are best used to capture work items that
are not easily identified in assignments or tasks within projects. Team members and project managers can use
the Issues page in the project site. Project managers, resource managers, and team leads can then determine
whether the issues will have an effect on the project, and they can identify strategies to manage the issues
before the problems become larger.

Adding project issues
Use the following procedure to add a project issue through PWA:
»To add a project issue:

1. From the Project Center, select the project and the Project Site button, and then click the
project that will store the issues information.
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2. When the project workspace opens, click the Issues option on the Quick Launch bar.
When the Issues page opens, click Add new item.

4. Enter the Issue information on the Issue Template (this template can be modified by the system
administrator).

5. As with Risks, you can Attach a file to this risk, or Link Items to this issue by choosing one of
the buttons on the Issues ribbon.

Custom Commands
=C) 4 Cut a @
=H &8 o0

Save Cancel Paste At;t_alch Spelling
ile -
Coammit Clipboard Lctions/ Spelling

Custo efimands

Viewing and managing issues

Use the following procedure to view issues that are assigned to you. On the issue details page, you
have options to add items to the issue, delete the issue, and manage permissions for the issue.

pTo view the issues assigned to you:

1. From the PWA Home Page, click Issues and Risks.

Project Web App » Home

Project Web App Home

4 Reminders

Projects Tasks

Project Center & Youhave 113 new kasks a3
Approwal Center Timeshests

warkflow Approvals By vouhave nolake timeshes

=:§ Yo have no unsubmitted £

Iy Wark
Approvals
Tasks 5 ou have no task updates
Issues and Risks 5  ou have no timeshests Fr
5 ou have no administrative
Eesources

Status Reports

Resource Center ﬂ fou hawve 28 overdue skat

Status Reports

2. Click the Project Issue that you wish to open.
3. From the Issues page, choose the issue you wish to view or modify.

4. You can Add a New Item, Edit the issue, Delete the issue, Manage Permissions on this
form, or set an alert by using the SharePoint Foundation notification mechanisms, if enabled.

Project documents

Project Server 2010 integrates document management into the overall project management process
by incorporating the SharePoint document library feature. A document library can be associated with
any project that is published to the Project Server database, and it can provide a location for team
members to collaborate and share documents (including Microsoft Word, Microsoft Excel, and many
other document types and formats) outside of a project. In addition to document libraties, a public
library can be used to store documents that are related to all projects in your organization.
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Managing issues, risks, and documents

You can access the document management feature of Project Server 2010 by clicking the Libraries
link in Project Web App, by selecting Shared Documents, or by directly navigating to the project site
from PWA. You can create document libraries for each project that is published to the project site.
Documents are used to capture non-structured, project-related information that is not otherwise
available in a typical project.

Adding project documents

Use the following procedure to add a document to a document library on a project site:

»To add a project document:

1.

2,

3.

From the Project Center, select the project for which you want to open the Project Site, and
then click the Project Site button in the ribbon.

tﬂ1 Project Center - Project Web App {-} - m o rl,-,q v Page » Safety » Tools

System Account

Site Actions ¥ Browse Projects

oy = idT | & I3 ' -
_:| New [ Build Team e \4{ ZoomIn i_[:J =3 Summary @ I__, (;_j
L_j Open~ "ffg Resource Plan ) :{ Zoom Qut ' N | No Filter a ' =
B Outline __ Share Show/Hide Chang
=l Update List & Project Permissions % Scroll to Project +  BE ' NoGroup il -
Project Navigate Zoom Data Project Ty
4 @ | Project Name Start Finish % Complete 8/28/2011
S FIEISSSIMIT IW
Projects =]  Project 1 8/26/2011 9/2/2011 0% @

When the project site opens, click the Project Documents option on the Quick Launch bar.

site Actions - RIS

@@ Project1

Project 1 Search this site... pe)

Librage

Project Documents

Welcome to your site!

Lists

Issues

—n Add a new imana rhanne thic walrnmea tevt ar add new licte tn thie nane hv rlickinn the adit hittan
The Project Document page opens.
When the Project Documents page opens, click Add document to upload or import one or

more files into the document list. You can also modify list settings and process with the proper
permissions by clicking the Library tab, Library Settings.

60



|| Project Documents - All Documents - v Y pm v Page~ Safety

Library Tools
System Ac

Site Actions v @ IEIIRS Documents Library

$

Project 1 » Project Documents » All Documents ~

Create a document library when you have a collection of documents or other files that you want to share. Docume
support features such as sub-folders, file versioning, and check-in/check-out.

Project 1 Search this site... £

Libraries [T Type Name Modified Owner Status Modified B

Project Documents There are no items to show in this view of the "Project Documents”® list. To add a new item, dick New™.

2 % Add document
Lists

4. TFrom here you can View or Edit Properties, Manage Permissions, Edit or Delete the
document, Send to using e-mail if it enabled, Check Out (a function of SharePoint Services that
manages version control), or set an alert (for any revisions to a document).
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Managing status reports

Status reports provide a simple method for communicating descriptive information about the status
of specific tasks or an entire project. Status reports are narrative descriptions of the status of or
progress on assigned tasks, and they enable you to automate the process of requesting and receiving
status information. Project managers can send team members status report requests and team
members can then respond to them by providing the information requested. Team members can also
initiate the submission of status reports. Project managers can configure status reports so that they
receive individual submissions and a merged or compiled status report that consolidates responses
into a single status request. You can manage status reports, including status report requests, from the
Project Web App Status Reports page.

The Status Reports feature in Project Web App enables project stakeholders to send status reports to
any persons involved with a project (as long as they are also Project Web App users) to provide
information about the status of their tasks. When you are configuring status reports, you can do the
following:

® Specify the title of a status report and the frequency at which it must be submitted.

® Identify the team members who will receive and respond to the status report request.

® Specify the information that team members will report.

® Send the request.

Note: Status reports are different than resource updates to task assignments. Use the Approval Center page

in Project Web App to review updates to project tasks, to work with resource working times, and to update
projects with the latest information.

The following table lists the Microsoft Project Server 2010 permissions that are required in order for
Microsoft Project Professional 2010 and Microsoft Project Web App (PWA) users to work with
status reports.

Global permission Description

Edit Status Report Requests | Allows a user to access the Request link in Project Web App.

Edit Status Report Allows a user to access the Responses link in Project Web App.
Responses

Status reports are typically submitted on a scheduled, recurring basis. For example, a project manager
might want to receive a weekly status report from each team member assigned to tasks in a project.
The default status report form includes headings such as Major Accomplishments, Objectives for
the Next Period, and Hot Issues, but these can be customized to meet the status reporting needs
of different organizations.
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Froject Web App » Status Reports 2 J

Manage your Status Reports requests and view responses you need to subrmit. Ilikelt Tag:s &
Motes
Project Web App Home 0
1 Requests
F‘rDjECtS Requests are used to manage Status Reporks you want to receive from your resources,

Project Center Mew ™ | actions ™ |

Approval Center

£Edit Request | Delete Request | SWiew Respanses |
workflow approvals
Title =
ly W ark
Tasks
. Responses
Tirmesheet

. Responses are all Status Reports wou need ta submit that have been previously requested From vour manager or another resource.
Issues and Risks

actions ™ | GoTo ™ |
Resources iﬁ}z Submit Unrequested Report |
Resource Center
Title & Due ko Due on

Status Reports

You can complete the following activities from the Status Reports page:

® Requests Allows project managers and project stakeholders to create a reporting template and
sent out a status request to team members for reporting progress. You can create a new status
report for your team, edit an existing status report request, delete a request, view individual
responses, or consolidated responses to requests.

® Responses Allows team members to reply to a status report sent by their project manager or
by any other Project Web App user.

® Submit unrequested report Allows any project stakeholder to return a status request or define
and submit a status report to any other selected project stakeholders in Project Web App. Users
can respond to upcoming status report requests or create and submit an unrequested status
repott.

® Viewing an archive of submitted status reports Allows you to view and edit sent and unsent
status reports.

For example, as a project manager you might need to create a weekly report that covers the overall
progress of a project. By using the Requests feature, you can set up a status reporting template for
team members that, when completed, provides information about important activities during a
specified time period. You can configure status report requests to be sent out automatically at
specified intervals to team members. Team members are then notified on their Project Web App
Home page of the pending status report that requires a response. Project managers and team
members can also use the Task Alerts and Task Reminders features to customize e-mail
notifications and reminders. By using the Responses feature, team members can complete the status
report and send the response back to the project manager. You can group responses, which allows
you to verify the response rate for a status report request, and then you can merge completed status
reports and view the consolidated responses from team members.

Users must be granted the Edit Status Report Responses and/or Edit Status Report Requests
Project Server permissions by the Project Server administrator in order to submit status reports, view
status reports, submit unrequested status reports, and manage status report requests. By default, only
members of the following Project Server security groups have the permissions required to request
status reports and view group responses: Executives, Project Managers, and Resource Managers. Any
Project Web App user can submit a status report, either in response to a status request or of their
own initiative.
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The following tips are helpful when you are creating status reports:
® Include a department name or project name in the title for the status report.
® Microsoft Project Server 2010 automatically generates the first status report at the start date

specified in the setup pages for the status report, and generates status reports on the first day of
each reporting period thereafter.

Requesting and updating status reports

You can request and update status reports by using the Status Reports page in Project Web App.
Status reports are forms that team members use to provide specified information about the current
status of their work. Unlike task updates, status reports are not associated with a project, do not
contain information about a project (unless it is added to the text of the status report itself), and
cannot be used to update a project schedule. Status reports can be used to provide detailed
information about accomplishments, goals, issues, and other factors that affect a team member’s
work. When you create a status report request, you must define the sections that it contains, who
must respond to it, and how frequently it is sent out and replied to.

When you request a status report, a notification appears on the user’s Home and Status Reports
pages in Project Web App. The user can reply to the status report request by selecting that report on
either page. Team members can submit unrequested status reports on any topic in the Responses
section by using the Submit Unrequested Report option. This displays a page from which a team
member can create a status report and send it to the appropriate Project Web App user.

Note: Unrequested status reports are not recurring; they must be submitted individually and in addition to any
required recurring status reports.

»To request a status report

1. On the Project Web App home page, in the Quick Launch, in the Resources section, click
Status Reports.

2. On the Status Reports page, in the Requests section, click New, and then click New Request.

Mew = | actions = |
i1 Mew Request %h

3. In the Report Title section, in the Title box, enter the name of the new status report.

Report Title
* Title:

INew Status Report

Mame the status report request,

4. In the Frequency section, specify the frequency in which the status report must be submitted
and the day of the week, month, or year on which the status report is due.
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Frequency
Recurrence:

[0 eekly . monkhly . wearly

* Dug Ievery - I week on:

™ sunday [ Monday [T Tuesday [ Wednesday
harsday [ Friday [ saturday

Indicate how aften the repart is due,

5. In the Start Date section, in the Start box, specify the date to begin the period that the status
report will cover.

Starkt Date
* Skart:
whien does the First reporting period begin?

[11/11/2010 i}

6. In the Resources section, in the Available Resources list, select the resources who should
respond to the status report request.

Click the Add button to add the resources to the Resources Who Should Respond list.

= Remaove |

The selected resources will appear in the Resources Who Should Respond list.

* Resaurces \Whao Should Respond:

Scatk Bishop
add = I Stewe Masters
Caral Troup

< Remove |

7. To remove a resource from the Resources Who Should Respond list and return them to the
Available Resources list, highlight the resources name, and then click the Remove button.

< Remaove |

8. To create the Status report sections, click the Insert Section button and indicate the topics that
you want your resources to report by entering a title and brief description for each section of the
status report. Three titles are listed by default: Major Accomplishments, Objectives for the Next
Period, and Hot Issues. You can delete those rows, change the name and include a description.

Sections

B ) [ )
Specify the status report seckions. £ Insert Section | E& Delste Section |
Indicate the topics wou want your resources ko report on Name Descripkion
by entering a tithe and a brief description For each section - -
of the report. Major decomplishments:

Objectives for the Mext Period:

Hat Issues:

Complete the following:
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Managing status reports

e In the Name column, type the names of the status report sections, for example,
“New Section for Information”.

e In the Description column, provide any additional descriptive text that you want to
provide, for example, “Please enter Additional information about the project”.

Sections

|23 : I .
Specify the status report sections. 5% Insert Section | 5 pelete Section |
Indicate the topics you wank vour resources to repork on Marne Description
by entering a title and a brief description For each section - -
of the report, Major Accomplishments:

Objectives for the MNext Period:

Hak Issues:

Mew Section For Information Please Enter any additional imporkant information|

e C(lick Insert Section to insert a row at the bottom of the list.

L3 Insert Section
e Click Delete Section to delete the currently selected row.
[EE.) .
5% Delete Section

9. To send the status report request to the selected team members, click the Send button. Use the
Cancel button to exit the status report creation, recognizing that all previous work on this status
report request will not be saved.

Send Zancel

The new status report will be available on the Status Reports page in the Requests section.

Project Web App » Status Reports 2 )
Manage your Status Reports requests and view responses you need to submit. Tlikelt  Tags &
Motes
Project Web &pp = Home e
4 Requests
Projects Requests are used ko manage Status Reports you wank to receive From your resources,

Froject Center | Mew ™ | actions ™ |

Approval Center

< Edit Request | Delete Request | Eview Responses |
workflow Approvals

Title &
Iy W ork Mews Status Regori
Tasks

Tirnesheet

»To edit a status report request

1. On the Status Reports page in Project Web App, in the Requests section, select the row with the
name of the status report you want to edit. Click the Edit Request button.
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Requests

Reguests are used ko manage Status Reports wou wank fo receive from your resources,

Mew ™ | Actions = |

] R [
ﬁEdit Request | & Delete Request | g'-.-'iew Responses

N

Mews Skatus Report

Title &

The status report request page opens. Edit the report as necessary.

2. When you are finished, click Send to send the status report to the individuals identified in the
Resources Who Should Respond list.

Viewing status reports

You can view individual team member status report responses as a group status report as well as
status reports that you did not request. You can use the Group merged reports by feature to view
consolidated responses to a status report request by either resource name or response date. A
notification also appears on the Home page in Project Web App if you requested a status report.

The View Responses button shows the individuals who have responded to the status report request,
grouped by reporting period. Icons indicate whether a report was submitted, and whether it was
merged into a consolidated report.

Miscellaneous reports are created when unrequested status reports are submitted or when a non-
project team member was copied on a requested status report. You can access these through the
Status Reports page in the Responses section, selecting Status Report: Miscellaneous from the
Go To drop-down list.

Responses can be exported to Word on the Status Report Responses page or Excel in the Requests
section Action drop-down list on the Status Report page.
pTo view status report responses

1. On the Status Reports page in Project Web App, click on the report name in the Requests
section.

2. In the View Responses page, highlight all the resource’s responses that you wish to view in a
merged file, and then click the Open button.

’ Open |
Resource Mame 121712010 - 12/17}2010 12/16/2010 - 12/24/2010
Ay Strande ﬂ ﬂ
Carol Troup °_1 §

3. The Status Report Responses page shows the responses either merged or individually, depending
on how you elected to view the information. Select the Export to Microsoft Word command to
pull the responses out of PWA and into Word.
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Managing status reports

e To view the details for an individual Project Web App user, select the user and click
Open.

Lj Dpen

e To merge the details from an individual Project Web App user into a consolidated
status report, select the user and click Merge.

Note: Pending status report responses are also listed on your Project Web App Home page
immediately after you log in.

Viewing the status report archive

The Status Reports Archive contains all the status reports sent or received by the current user. This
archive allows you to access these reports, view and update. This will allow text to be added to each

topic section specifying any update to the original comments. Pressing the Send button resends the
selected status report in the Status Reports Archive.

Note: This feature is only available for status reports that have been sent, received, or saved.

p To view the status report archive

1. In the Status Report page in the Responses section, select Status Reports: Archive from the Go
To drop-down list.

Responses

Responses are all Status Reports you need to submit that have been previously requested From your manager or another resource,

actions ™ | GoTo ™ |
£ submit L Status Reports: Archive

Status Reports: Miscellaneous
Title ~ Due to Due on
Exabyte Launch Kickaff Party Carol Troup 12f24f2010
Mew Status Report Carol Troup 12f24f2010

2. To view a specific status report within the Status Reports Archive, click the report name in the
Report column. After you select a report, you can:

¢ Add more information to the status report.

e Add a new section to the report
The update view opens with a new section in which you can type updated status report
information. To add an additional section to the updated status report, click the Click to add

section button. Click Save to save the updated status report to the Status Reports Archive. Click
Send to send the status report to the Project Web App user identified in the To field.
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Title:
* Title:

Mame of the unrequested status report
Upgrade to Windows 7

To

_ ) Ay Strande
Select the resources whom you would like to receive a

copy of this skatus report response

Period
* Define the stark and end of the time period:
From: 1z2f18f2010
Ta: 12172010

Sections

Marketing Campaign

Launch Day activities will include a Windows Phone 7 give away

Click to add section

Send | Save | Cancel |

3. To return to the Status Report page, select Status Report link in the Resources section of the
PWA left navigation column.

Fesources

Resource Center

Status Reports
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Configuring e-mail notifications and
reminders

You can use e-mail notifications to be alerted to changes to, or actions required for, projects that you
or resources that you manage belong to. You can use reminders to be alerted to upcoming or
overdue actions that you or resources that you manage are responsible for. Alerts and reminders are
triggered by specific events in Microsoft Project Server 2010, and they generate e-mail messages that
are sent to the appropriate users’ e-mail accounts. The Manage My Alerts and Reminders and Manage My
Resources’ Alerts and Reminders pages allow you to configure how you or resources that you manage are
alerted to changes related to your tasks, status reports, or queue job failures. The notifications that
you receive can provide hyperlinks to the appropriate pages in Microsoft Project Web App (PWA)
from which the recipients of the notification or reminder can take further action.

Note: Manage My Alerts and Reminders is configured at the user level; each Project Web App user must
subscribe and unsubscribe to their own notifications. In some cases, depending on security settings, a
resource manager in Manage My Resources’ Alerts and Reminders can configure e-mail notifications and
reminders for the resources they manage.

The following table lists the Microsoft Project Server 2010 permissions that are required in order for
Microsoft Project Professional 2010 and Microsoft Project Web App users to configure e-mail
notifications.

Global permissions Description

Manage Notification and Reminders | Allows a user to manage the Alerts and Reminders
settings within Project Web App Server Settings.

Manage Personal Notifications Allows a user to access the Manage My Alerts and
Reminders link in the Personal Settings section of
the Project Web App navigation column.

Manage Resource Notifications Allows a user to access the Manage My Resources’
Alerts and Reminders link in the Personal Settings
section of the Project Web App navigation column.
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Overview of e-mail notifications and reminders

Notifications are generated by a wide range of user-initiated events. These events can be the actions
of other team members and project managers; for example, a project manager sending a new task to
a resource can trigger a notification to the team member who is assigned to the task so that that
person is aware of and can act upon the new assignment.

The following user actions can generate e-mail notifications:
Publish

Reassigns Tasks

Task Updates

New Tasks

Overdue Tasks

Status Report Requests

Status Report Responses

Overdue Status Reports

New Issue is Opened

New Risk is Opened

Issue Assignment

Issue is Modified

Document Changes (New, Delete, Modity)
Task List Delegation

Queue Job Failure

The following actions generate e-mail notifications by default (users cannot unsubscribe to these
notifications):

Rejected Assignments (by Resource)

Rejected Task Updates (by Manager)

Rejected New Tasks (by Manager)

Rejected Calendar Updates (by Manager)
Rejected Reassign Task Requests (by Manager)
Rejected Remove Task (by Manager)

Removed from a Status Report (by Manager)

Reminders are triggered by timed events. For example, if a task is due to be completed by a resource
on a certain date, a reminder is sent to the resource indicating the current status of the task. Project
Server 2010 checks for and submits reminders at an interval specified by the user or resource
manager/project manager with rights to Manage My Resources’ Alerts and Reminders.

Project Web App users can define when Project Server sends e-mail notifications or reminders to
themselves. Project managers and resource managers can define e-mail notifications and reminders
for themselves and for their team members. Team members cannot unsubscribe to e-mail
notifications or reminders that are configured for them by their project manager or resource
manager.

The Project Web App Personal Settings section of the Project Web App navigation column includes
the following links that you can use to configure e-mail notifications and reminders:

® Manage My Alerts and Reminders Use this link to configure e-mail notifications for changes
to your tasks and status reports. Notifications for tasks and status reports are configured
separately.
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® Manage My Resources’ Alerts and Reminders Use this link to configure e-mail notifications
for changes to your resources’ tasks and status reports.

As a project progresses, you might want to adjust the type and frequency of e-mail notifications and
reminders. For example, you might initially set a longer reminder for overdue tasks, such as several
days or several weeks, and then shorten it when you are closer to project completion so that the
reminders are sent out as soon as a task becomes overdue. You also might want to unsubscribe to
notifications.

E-mail notifications and reminders for tasks, projects, resources, status reports, and updates are
configured by the Project Server administrator. In addition, e-mail notifications and reminders can be
customized.

Configuring personal notifications and reminders

All users of Project Web App can configure the types of e-mail notifications and reminders that they
want to receive.

Subscribe to personal e-mail notifications and alerts

You can configure your own personal e-mail notifications and alerts by using the following
procedure.

»To subscribe to personal e-mail notifications and alerts
1. On the Project Web App Home page, in the Quick Launch, click Personal Settings, and then
select Manage My Alerts and Reminders

Note: The e-mail address to which alerts are sent is listed at the top of the Manage My Alerts and
Reminders page next to E-mail address.

2. To configure alerts for tasks, expand the Tasks section, and configure the following:

e If you want to receive e-mail immediately upon the occurrence of specified events,
in the Alert me immediately when section, select the appropriate check boxes to
set e-mail alerts to be sent when you receive new task assignments or when your
tasks are modified or updated.

Task Alerts

Alert me immediately when:

¥ Ireceive anew task assignment in my projects

¥ My project tasks are modified

e If you want to receive e-mail at specified intervals, in the Task Reminders section,
select the appropriate check boxes to set e-mail alerts to be sent before tasks start,
before tasks are due (and overdue), for incomplete tasks, and for overdue tasks. For
each interval, specify the frequency.
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Task Reminders
W send me a reminder |1 |Da\,-'(s) ;l before my basks skart
¥ send me a reminder |1 |Da\,-'(s) ;I befare my kasks are due
[¥ Then continue ko send reminders |Ever\; ;I |Day ;I urikil ry basks are completed ar they become averdue
W send me a reminder IEvery ;I IDav ;l about my incomplete tasks
¥ Send me a reminder when my tasks are |1 |Da3-'l[s]| ;I overdue
|7 hien continue to send reminders |Everv ;I |Da§.-' ;I unkil my tasks are complete

3. To configure alerts for status reports, expand Status Reports section, and configure the
following:

e If you want to receive e-mail immediately upon the occurrence of specified events,
under the Alert me immediately when heading, select the I receive a new status
report request check box to set e-mail alerts to be sent when you receive a new
status report request.

Status Report Alerts

Alert me immediatel: when:

¥ 1receive a new status report requesk

e If you want to receive e-mail at specified intervals, under Status Report
Reminders, select the appropriate check boxes to set e-mail alerts to be sent when
status reports are due, when your status reports are overdue, and when status
reports are submitted or have become overdue. For each interval, specify the
frequency.

Status Report Reminders

W Send me a reminder when my status reports are due in |1 |Da';.-'l[s]l ;I
¥ =end me a reminder when my status reports are |1 |Da';.-'{s]| ;l overdue
¥ Then continue to send reminders |Ever§.-' =] |Da';.-' = | until my skabus reports have been submitted

: Send me a reminder |Every ;I |Day ;I unkil vy skatus reparks have been submitked or they become overdue

4, To receive alerts about queue job failures, expand the Queue Job Failure section, and configure
the following:

Queue Job Failure Alerts

Alert me immediakely when:
¥ any of my Queue Jobs Fails

5. If Multilingual User Interface Packs (MUI Packs) are installed for Project Server 2010, select the
language in which you want to receive your e-mails from the Language Settings drop-down
list.

Language Setting

Eniglish - Text -
Select the preferred language for receiving notification e I £ _I

-mails.

6. Click Save.
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Save I Cancel |

Unsubscribe to personal e-mail notifications and alerts

If you want to no longer receive personal e-mail notifications and alerts, use the following procedure.

» To unsubscribe to personal e-mail notifications and alerts

1. On the Project Web App Home page, in the Quick Launch, click Personal Settings, then select
Manage My Alerts and Reminders.

Note: The e-mail address to which alerts are sent is listed on the Alert Me about My Tasks and Status
Reports page next to E-mail Address.

2. To unsubscribe to alerts for tasks, expand the Tasks section and clear the check box for the
specific type of alert and reminder from which you want to unsubscribe.

Task Alerts

Alert me immediatels when:

[T 1receive anew task assignment in my projecks

[T My project tasks are modified

Task Reminders

[T send me a reminder |1 |Day{s]l ;l before iy tasks skart

[T Send me a reminder |1 |Da§.-'|{s]| ;I before iy kasks are due

[T Then continue ko send remindsrs |Every ;I |Da~,.f ;I unkil my tasks are completed or they become overdue

[T send me a reminder |Ever§.-' ;I IDa',-' ;I about ey incomplete tasks

[T Send me a reminder when my tasks are |1 IDay(s} ;I overdue

[T Then continue ko send reminders IE\-'er\,.r ]| IDa\,.n' = | until my tasks are complete

3. To unsubscribe to alerts for status reports, expand the Status Report section and clear the I
receive a new status report request check box and all check boxes under the Status Report
Reminders section.

Status Report Alerts

Alert me immediately when:

[T Ireceive a new status repart requeskt

Status Report Reminders

[T Send me a reminder when my skabus reports are due in |1 IDay(s) - I
[T Send me a reminder when my skatus reports are |1 IDay(s) - I overdus

[T Then continue to send reminders |Every ;I |Day ;I until iy status reports have been submithed

[T send me a reminder |Every ;I |Day ;I until me skakus reports have been submitted or they become overdue

4. 'To unsubscribe to alerts for queue job failures, expand the Queue Job Failures section and
clear the Any of my Queue Jobs fails check box.
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Queue Jobh Failure Alerts

Alert me immediately when:

Ay of my Quewe Jobs Fails

5. Click Save.

Save I Zancel |

Configuring notifications and reminders for your resources

Users of Project Web App who manage resources can configure e-mail notifications and reminders
to be sent to their resources when specific actions occur.

Subscribe your resources to alerts and e-mail notifications

If you want to configure alerts and notification for resources that you manage, use the following
procedure.

» To configure e-mail notifications for your resources
1. On the Project Web App Home page, in the navigation column, click Personal Settings, then
select Manage My Resources’ Alerts and Reminders.

Note: The e-mail address to which alerts are sent is listed on the Manage My Resources’ Alerts and
Reminders page next to E-mail address.

2. To configure alerts for your tasks assigned to your resources, expand My Team Members’
Tasks, and configure the following:

e If you want to receive e-mail immediately upon the occurrence of specified events,
in the Task Alerts section, select the appropriate check boxes to set e-mail alerts to
be sent when your team members submit new tasks and assignments, reassign tasks,
and when team members update tasks.

Task Alerts

Alert me when team members;
W Submit Mew Tasks and Assignments

¥ Reassign Tasks
W Update Tasks

e If you want to receive e-mails at specified intervals for upcoming tasks, under Task
Reminders, select the appropriate option to set e-mail reminders to be sent before
tasks are due and have the alerts sent only to you, only to your team members, or
both to you and your team members. You can also specify the number of days,
weeks, or months in advance of the due date for the upcoming task that the e-mail
is sent.
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Task Reminders

¥ =end a reminder |1 |Da',.f|{s]| ;l before team member's tasks are dus

£ Send e-mail ko me anly

£~ Send e-mail ko team members only

" Send e-mail to me and ko team members

e If you want to receive e-mail alerts at specified intervals for overdue tasks, in the
Task Reminders section, select the appropriate check boxes to set e-mail alerts to
be sent when tasks are overdue (and again until the overdue task is completed) and
select the appropriate option to set the alerts to be sent only to you, only to your
team members, or both to you and your team members. You can also specify the
number of days, weeks, or months past the due date for the overdue task at which
the alert is sent and the frequency at which reminder e-mails are sent until the task is
complete.

¥ send a reminder when a team member's task is |1 IDay{s} ;I overdus

¥ Then continue to send reminders I Ewvery - I I - I until the keam member's task is complete

% Send e-mail to me only

= Send e-mail to team members only

= Send e-mail to me and to tearm members

e If you want to receive e-mail at specified intervals for tasks that have been in
progress but have no actual work, in the Task Reminders section, select the
approptiate options to set e-mail alerts to be sent when a task is started, but has no
reported actual work, and have the alerts sent only to you, only to your team
members, or both to you and your team members. You can also specify the number
of days, weeks, or months after the task has started at which the alert is sent.

¥ Send a reminder when a beam member's task has been in progress For |1 |Dayl{s]l ;l but has no actual work,
% Zend e-mail ko me only
™ Send e-mail ko team members only

™ Send e-mail ko me and ko team members

3. To configure reminders for your resource’s status reports, expand My Resources’ Status
Reports, Status Report Alerts, and configure the following:
e If you want to receive e-mail immediately when your resources send a status repott,
in the Status Report Alerts section, select the check box to set e-mail alerts to be
sent when your resources submit a status report.

Status Report Alerts

Alert me when my resources:
¥ Submit a skatus report

e If you want to receive e-mail at specified intervals for upcoming status reports, in
the Status Report Reminders section, select the appropriate option setting e-mail
alerts to be sent when a resource’s status report is due and have the alerts sent only
to you, only to your resources, or both to you and your resources. You can also
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specify the number of days, weeks, or months in advance of the due date for the

status report at which the alert is sent.

Status Report Reminders

' send e-mail to me only

" Send e-mail to my resources only

¥ send a reminder when their skatus reports are due in: |1 IDay(s} ;I

€ Send e-mail to me and ko my resources

e If you want to receive e-mail at specified intervals for overdue status reports, in the
Status Report Reminders section, select the appropriate options to set e-mail
alerts to be sent when a resource’s status report is overdue (and until the status
report has been sent) and have the alerts sent only to you, only to your team
members, or both to you and your team members. You can also specify the number
of days past the due date for the status report at which the alert is sent and the
frequency at which reminder e-mails are sent until the status report is submitted.

W Send a reminder when their skatus reports are |1

| Dranyis) ;I overdue

% send e-mail to me only

" Send e-mail to team members only

™ send e-mail ko me and to team members

;I IDay ;I unkil their skatus reports are submitted

If Multilingual User Interface Packs (MUI Packs) are installed for Project Server 2010, select the
language in which you want to receive your notifications from the Language Settings drop-

down list.

Language Setting

Select the preferred language For receiving notification e
-mails,

IEninsh - Text ;I

Click Save.

Save I Cancel

Unsubscribe your resources from e-mail notifications

If your resources are currently configured to receive personal e-mail notification and alerts, use the
following procedure to unsubscribe them.

» To unsubscribe to personal e-mail notifications and alerts

1.

On the Project Web App Home page, in the navigation column, click Personal Settings, then
select Manage My Resources’ Alerts and Reminders.

To unsubscribe to alerts for your resource’s tasks, expand My Team Members’ Tasks and in
the Task Alerts section clear the check box for the specific type of alert from which you want to

unsubscribe.
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Task Alerts

Alert me when tearm members:
[T Submit Mew Tasks and Assignments
[ Reassign Tasks

[T Update Tasks

3. To unsubscribe to e-mail notifications sent when your resources send status reports, expand My
Resources’ Status Reports and in the Status Report Alerts section clear the Submit a status
report check box.

Status Report Alerts

Blert me when my resources:
[ Submit a status report

4. C(lick Save.

Save Cancel
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