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CHAPTER 24

Making Executive Decisions Using 
Project Web Access

E

Project server administrators and portfolio managers should see Chapter 21, “Administering 

Your Enterprise Project Management Solution.” Project managers can refer to Chapter 22, 

“Managing Enterprise Projects and Resources.” Resources can fi nd information designed for 

them in Chapter 23, “Participating on a Team Using Project Web Access.” 

Chapter 23, along with this chapter, are provided as stand-alone e-chapters on the Bonus 

Content tab of the Companion CD. 
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Getting Started with Project Web Access

Logging On and Off

1. 

2. 

Figure 24-1 If you are set up with a Forms account, you see the Sign In page whenever you 
start up Project Web Access.
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Figure 24-2 After a successful logon, the Project Web Access home page appears.

Create Shortcuts to Project Web Access 

Because Project Web Access is your “command center” for project activities, consider 

adding it as a favorite Web site. When the Project Web Access Sign In page appears in 

Internet Explorer, click Favorites, Add To Favorites. Enter a name in the Name box and 

then click OK. 

You might also consider adding a shortcut to Project Web Access on your Windows desk-

top. In Internet Explorer, click Favorites. Right-click the Project Web Access favorite you 

just created, point to Send To, and then click Desktop (Create Shortcut). 

Note

If your project server administrator set you up with a separate project server Forms ac-

count, add a password the fi rst time you log on to Project Web Access.

On the Quick Launch task bar, click Personal Settings. Click Change Password. Follow the 

instructions on the page that appears and then click Save. 

Create Shortcuts to Project Web Access

Because Project Web Access is your “command center” for project activities, consider 

adding it as a favorite Web site. When the Project Web Access Sign In page appears in 

Internet Explorer, click Favorites, Add To Favorites. Enter a name in the Name box and 

then click OK. 

You might also consider adding a shortcut to Project Web Access on your Windows desk-

top. In Internet Explorer, click Favorites. Right-click the Project Web Access favorite you 

just created, point to Send To, and then click Desktop (Create Shortcut). 

Note

If your project server administrator set you up with a separate project server Forms ac-

count, add a password the fi rst time you log on to Project Web Access.

On the Quick Launch task bar, click Personal Settings. Click Change Password. Follow the 

instructions on the page that appears and then click Save. 
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1. 

2. 

Finding Your Way Around 
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Figure 24-3 The Quick Launch task bar is your navigation center, taking you to all the areas of Proj-
ect Web Access.

Viewing Project Portfolio Information
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Figure 24-4 Go to the Project Center to review the list of enterprise projects.

Working with Pages and Controls

HelpHelp

HomeHome
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Working with Tables

Check boxes

Menus

List items

Toolbar

Figure 24-5 You use tables throughout Project Web Access to view and edit project-related 
information.
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Understanding Fields

Rearranging View Information

Sorting Information

1. 

2. 
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Note

Although not every table can be sorted like this, most of them can, including the tables 

on the Project Center, Project Details, and Resource Center pages.

Grouping Information

1. 

2. 

Figure 24-6 A pane with grouping controls appears when you click Settings, Group.

3. 

4. 

5. 

Filtering Information

1. 

2. 

3. 

4. 

Note

Although not every table can be sorted like this, most of them can, including the tables

on the Project Center, Project Details, and Resource Center pages.
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Figure 24-7 Use the Define Custom Filter dialog box to set up your filter for project information.

5. 

6. 

7. 

Working with the Project Portfolio
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Viewing the Portfolio of Projects

1. 

The Project Center also lists any published proposals and activity plans. These are dis-

cussed in the section titled “Creating Proposals and Activity Plans” later in this chapter.

2. 

1. 

Figure 24-8 View individual project details.
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2. 

Analyze Projects by Using a Gantt Chart

Whether you’re working on the Project Center page or the Project Details page, the de-

fault view contains a Gantt chart. In a Gantt chart, the left side of the view is a table, and 

the right side displays the Gantt bars showing the start, duration, and fi nish of each item 

(project, task, or assignment) across the timescale. The current date is shown as a dashed 

vertical line. 

You can click the Zoom In or Zoom Out buttons to see more or less detail in the time 

span shown in the chart area.

Opening a Project in Project Professional 

For details about making changes to project information and publishing those changes to the 

project server, see the section titled “Managing Your Project Files on the Server” in Chapter 22.

INSIDE OUT Projects, programs, and portfolios

One enterprise project can be inserted into another to create a master project–subproj-

ect relationship between projects. Using this technique, in Project Web Access a program 

can be modeled to refl ect projects being implemented under a specifi c program in your 

organization. The overarching program can be represented as the master project, with all 

the projects within that program set up as subprojects within the master project. There-

fore, as established through Project Server 2007, a program is a set of related projects 

that are often set up in a hierarchical relationship.

For more information about modeling programs in PWA, see the section titled “Setting 

Up a Program of Projects” in Chapter 22.

Analyze Projects by Using a Gantt Chart

Whether you’re working on the Project Center page or the Project Details page, the de-

fault view contains a Gantt chart. In a Gantt chart, the left side of the view is a table, and 

the right side displays the Gantt bars showing the start, duration, and fi nish of each item 

(project, task, or assignment) across the timescale. The current date is shown as a dashed 

vertical line.

You can click the Zoom In or Zoom Out buttons to see more or less detail in the time

span shown in the chart area.

Zoom InZoom In

Zoom OutZoom Out

Button NameButton Name

SIDE OUT Projects, programs, and portfolios

One enterprise project can be inserted into another to create a master project–subproj-

ect relationship between projects. Using this technique, in Project Web Access a program 

can be modeled to refl ect projects being implemented under a specifi c program in your 

organization. The overarching program can be represented as the master project, with all 

the projects within that program set up as subprojects within the master project. There-

fore, as established through Project Server 2007, a program is a set of related projects 

that are often set up in a hierarchical relationship.

or more information about modeling programs in PWA, see the section titled “Setting

Up a Program of Projects” in Chapter 22.
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By contrast, a portfolio is simply a collection of enterprise projects being implemented as 

well as those currently under consideration by an organization as refl ected in the project 

server. They might or might not be related to one another, and they might or might not 

be set up in a hierarchical relationship.

Either way, all projects are listed on the Project Center page in Project Web Access, wheth-

er they are part of a program, and whether they are a master project or a subproject. 

Reviewing Program Information

Project Portfolio Server 2007

New in Offi ce Project 2007 is the option to confi gure and implement Microsoft Offi ce 

Project Portfolio Server 2007, which can provide additional portfolio management ser-

vices as part of your integrated enterprise project management solution. Offi ce Project 

Portfolio Server 2007 is a separate product that also includes the Microsoft Offi ce Project 

Portfolio Web Access client. Project Portfolio Server 2007 includes sophisticated tools to 

help organizations identify, select, and manage portfolios compatible with their business 

strategy. It also provides tools for resource management, billing, and invoicing. 

For more information about Project Portfolio Server, go to the Microsoft Offi ce Project 

Portfolio Server page on Microsoft Offi ce Online at www.microsoft.com/offi ce
/portfolioserver.

Project Workspaces and Documents, Issues, and Risks

By contrast, a portfolio is simply a collection of enterprise projects being implemented as 

well as those currently under consideration by an organization as refl ected in the project 

server. They might or might not be related to one another, and they might or might not 

be set up in a hierarchical relationship.

Either way, all projects are listed on the Project Center page in Project Web Access, wheth-

er they are part of a program, and whether they are a master project or a subproject. 

Project Portfolio Server 2007

New in Offi ce Project 2007 is the option to confi gure and implement Microsoft Offi ce

Project Portfolio Server 2007, which can provide additional portfolio management ser-

vices as part of your integrated enterprise project management solution. Offi ce Project 

Portfolio Server 2007 is a separate product that also includes the Microsoft Offi ce Project

Portfolio Web Access client. Project Portfolio Server 2007 includes sophisticated tools to 

help organizations identify, select, and manage portfolios compatible with their business

strategy. It also provides tools for resource management, billing, and invoicing. 

or more information about Project Portfolio Server, go to the Microsoft Offi ce Project 

Portfolio Server page on Microsoft Offi ce Online at www.microsoft.com/offi ce
/portfolioserver.
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For details about creating and viewing documents, risks, and issues, see the section titled 

“Managing Documents, Risks, and Issues” in Chapter 22.

Figure 24-9 By default, as soon as a new enterprise project is published, a new workspace is cre-
ated for it. 

Creating a New Project
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Figure 24-10 You can create a new enterprise project in Project Professional. 

For more information about creating a new project, see the section titled “Creating a New 

Project Plan” in Chapter 3, “Starting a New Project.” When you’re ready to save, publish, and 

check in your new project, see the section titled “Managing Your Project Files on the Server” 

in Chapter 22.

Creating Proposals and Activity Plans

Note

Proposals and activity plans all operate only in Project Web Access; there is no visibility 

to these plans in Project Professional. However, when they are published (rather than just 

saved), they do appear in the Project Center for all to see.

Note

Proposals and activity plans all operate only in Project Web Access; there is no visibility 

to these plans in Project Professional. However, when they are published (rather than just

saved), they do appear in the Project Center for all to see.
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Creating a Proposal or Activity Plan

1. 

2. 

Figure 24-11 Start to create a proposal on the New Proposal page.

3. 

4. 

5. 

6. 
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7. 

8. 

9. 

10. 

Viewing or Changing a Proposal or Activity Plan

1. 

2. 

3. 

4. 

5. 

Link TasksLink Tasks
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Adding Resources to a Proposal or Activity Plan

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

Converting a Proposal or Activity Plan to a Project

1. 

2. 

3. 

4. 

Build TeamBuild Team

ConvertConvert
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5. 

6. 

Working with Resource Information

Viewing the Enterprise Resource Pool 

1. 

Figure 24-12 The Resource Center displays your enterprise resource pool.

2. 
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1. 

2. 

3. 

4. 

Viewing Resources for Specific Projects

1. 

2. 

Figure 24-13 Apply a resource view to the Project Details page to see the resources on a 
specific project.

Edit DetailsEdit Details
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Note

If you want to see the resources assigned to specifi c projects, you can also open the proj-

ect in Project Professional and then display the Resource Sheet.

Reviewing Resource Assignments

1. 

2. 

Figure 24-14 The assignments for the selected resources appear on the Resource Assign-
ments page.

3. 

4. 

Note

If you want to see the resources assigned to specifi c projects, you can also open the proj-

ect in Project Professional and then display the Resource Sheet.

View 
Assignments

View 
Assignments

Return To 
Resource Center

Return To 
Resource Center
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Reviewing Resource Availability

1. 

2. 

Figure 24-15 The assignments for the selected resources appear on the Resource Assign-
ments page.

3. 

4. 

5. 

View AvailabilityView Availability
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Reviewing Resource Plans

For more information about resource plans, see the section titled “Creating a Resource Plan” 

in Chapter 22.

Note

By default, executive privileges do not include the ability to create or edit resource plans. 

However, if you need that capability, talk with your project server administrator.

1. 

2. 

3. 

4. 

Requesting and Responding to Status Reports

Note

By default, executive privileges do not include the ability to create or edit resource plans. 

However, if you need that capability, talk with your project server administrator.

Resource PlanResource Plan
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Requesting a Status Report 

1. 

2. 

Figure 24-16 Use the Status Report Request page to design a narrative periodic status re-
port.

3. 

4. 

5. 

6. 

Insert SectionInsert Section

Delete SectionDelete Section

C
h

a
p

te
r 2

4

888 Chapter 24 Making Executive Decisions Using Project Web Access

C24623279.indd   888 4/29/2007   9:23:43 PM



Figure 24-17 A box appears for each status report section you specified in your request.

Reviewing the Compiled Status Report 

1. 

2. 

3. 
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4. 

5. 

6. 

7. 

Responding to a Status Report Request 

1. 

Figure 24-18 The table on the Status Reports page shows all your different status report 
requests, which manager receives them, and when the next one is due.

2. 

3. 

4. 

OpenOpen

Export To WordExport To Word
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5. 

6. 

7. 

Analyzing and Reporting on Project Information

Submit 
Unrequested 

Report

Submit 
Unrequested 

Report
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For more information about how the OLAP cubes are built by the project server administra-

tor, see the section titled “Setting Up Project Report Cubes for Data Analysis” in Chapter 21.

1. 

2. 

3. 

Data AnalysisData Analysis

Show Field List Show Field List 

Expand Expand 

CollapseCollapse

SaveSave
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For more information about working with PivotTables and PivotCharts, click the Help button 

on the PivotTable toolbar. Categories of topics include “Getting Started,” “Using PivotTable 

List Tools,” “Adding and Removing Fields,” and “Filtering Data.”

Setting Your Alerts and Reminders

1. 

2. 

3. 

4. 

HelpHelp
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