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project plan might make an impressive report or boardroom presentation. But with-

out resources to implement the tasks, that lovely project plan is nothing more than
fiction. As a project team member, you know that it falls to you to help achieve the goals
of the task. You also know that you must regularly inform the powers that be of your
progress so that they know how the project is doing overall.

This is where you and Microsoft Office Project Web Access come on the scene. You use
Office Project Web Access, the Web-based application for project team members that is
a companion to Microsoft Office Project Professional 2007 (used by project managers).
You use Project Web Access to maintain a detailed list of the tasks under your responsi-
bility, to know when they're due, and to understand how they fit into the larger project
picture. You also use Project Web Access to track your progress on assignments and
submit that information to your project manager. If needed, you can use Project Web
Access to log the amount of time you're spending for other tasks—project-related or not,
billable or not.

Project Web Access doesn’t limit you to just one project, either; rather, you can use it for
as many projects as you're contributing to. And if you're working for two or three proj-
ect managers at a time on these multiple projects, you can use Project Web Access to
keep all this information straight and keep all project managers well-informed.

With project management more automated like this, you can spend more time working
on your tasks and less time worrying about keeping management up to date. To this
end, this chapter is designed for the project team members, team leads, and resource
managers, all of whom use Project Web Access to carry out their project-related respon-
sibilities.

To start using the Microsoft Project enterprise and team collaboration features, you
use your Web browser to connect to your organization’s installation of Microsoft Office
Project Server 2007. You can then log on to Project Web Access.

If you're curious about the structure and flow of information among Project Web Access,
Office Project Professional, and Office Project Server 2007, see Chapter 20, “Understanding
Enterprise Project Management.”
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828 Chapter 23 Participating on a Team Using Project Web Access

After your project manager publishes a project to the project server, you can see and
work with the list of tasks to which you're assigned in Project Web Access. You can add
more tasks and assign yourself to other tasks as needed. Project Web Access becomes
the central location for all your project tracking activity.

With your assignments in place, your way is set to start working on those assignments,
according to the established start and finish dates. While you work, you can record
how far along you are on each assignment or even how much time you're spending on
each assignment. You can make notes about any potential problems, significant accom-
plishments, issues, or potential problems. Then you have progress tracking informa-
tion in place when your project managers ask for a progress update or status report.

The microcosm of your own tasks draws your focus most of the time. But sometimes it
helps you to see the tasks that others on the project team are working on at the same
time. You can use Project Web Access to review the full project schedule, which shows
who’s doing what when.

Through Project Web Access, you have access to collections of project-related docu-
ments, issues, and risks as well.

In addition to everything else you do, you might have resource management respon-
sibilities. This might be something as simple as reassigning a few tasks to peers on
your project team. Or, you might be the team lead or supervisor over a larger group
of project team members. You might be a resource manager responsible for building
teams and managing all resources on one, two, or many projects in your organization.
Resource management features in Project Web Access make sure you have the tools
you need.

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.” Managing stakeholders can find pertinent
information in Chapter 24, “Making Executive Decisions Using Project Web Access.” Chapter
24, along with this chapter, are provided as standalone e-chapters on the Bonus Content tab
of the Companion CD.

Getting Started with Project Web Access

The first step, of course, is to start. You use your Web browser to connect to your orga-
nization’s installation of Project Server. You then log on to the server from Project Web
Access using the user identification established for you by the project server adminis-
trator.

After you're logged on, browse around to orient yourself to the layout of Project Web
Access. This will give you some idea of how you can use Project Web Access as a part-
ner in your assignment-tracking activities.
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Logging On and Off

To log on to Project Web Access, follow these steps:

1.
2.

Start Microsoft Internet Explorer (at least version 6.0).

In the Address box, enter the URL for your organization’s project server and then
click Go.

Your project manager or project server administrator provides you with the URL
you need. Enter the URL exactly as provided, including any case sensitivity.

If you are set up with a Forms account, the Project Web Access Sign In page ap-
pears (see Figure 23-1).

Sign In

User narme: |

Password: |

Sign In |

[ =ign me in autornatically

Figure 23-1 If you are set up with a Forms account, you see the Sign In page whenever you
start up Project Web Access.

Enter your user name and password as set up by the project server administrator
and then click Sign In.

Your user name here might be the same as for your corporate Windows account
that you use to access your corporate network, e-mail, and so on. If your project
server administrator set you up to use your Windows account, the Sign In page
does not appear, and you connect to Project Web Access immediately.

Alternatively, your project server administrator might have set you up with a sepa-
rate project server account, called a Forms account. In this case, you'll need to
enter that user name and the password that have been provided to you. You might
need to add or change your password after you log on the first time.

Your Project Web Access home page appears (see Figure 23-2).



830 Chapter 23 Participating on a Team Using Project Web Access

Project Web Access welcome Mixan Toby ~ | @)

09 Sfce Project Web Access [reseRd [ [A]
| Home |

My Work
= My Tasks

= My Timeshests Tasks
[ Vouhave 2 new tasks assigned ta you.

Reminders M

® Issues and Risks

Projects Timesheets

= Froject Center T vou have no unsubmitted timesheets,

= Proposals and Status Reports
Ackivities []  Vou have no overdus status reports,

Resources i
Issues and Risks

6 vou have no active risks assigned to you,
Personal Settings 83 vou have no active issuss assigned o you,

= Status Reports

Documents

= shared Dacuments

Project Workspaces -

pr— e perr || view: [Alviarspeces |
Project Name = Date Created Owner
CET Implementation 51252006 Rowe Todd

Figure 23-2 After a successful logon, the Project Web Access home page appears.

Because Project Web Access is your “command center” for project activities, it's a great
idea to add the project server URL 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).

If your project server administrator set you up with a separate project server Forms ac-
count, add a password the first 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.

When you are finished working with Project Web Access for the time being, it’s impor-
tant to log off. Because you have special permissions set up just for you in your Project
Web Access user account, and you have access to possibly sensitive or proprietary
project information and documents, it’s important to practice your normal standards of
corporate security.
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To log off of Project Web Access, follow these steps:

1. In the upperright corner of any Project Web Access window, click the Welcome
button.

2. On the menu that appears, click Sign Out.

Finding Your Way Around

Working with Project Web Access is like working with most Web sites—you have con-
tent, links, and multiple pages.

On the page that’s currently displayed, review what's available. Remember to use your
scroll bar if it’s showing. Click around and orient yourself to the content and controls.
If you have used Microsoft Windows SharePoint Services or previous versions of Project
Web Access, much of the site will seem familiar.

Using the Quick Launch Task Bar

The Project Web Access home page and other major pages show the Quick Launch task
bar on the left side of the screen (see Figure 23-3). The Quick Launch task bar includes
a list of links to all the major areas and functions throughout Project Web Access, for
example, the Project Center, the Resource Center, and Shared Documents. Simply
click a link on the Quick Launch task bar, and the page changes to show the item you
clicked.

—

My Work
= [y Tasks
= [y Timesheets

= [ssues and Risks

Projects

= Project Center

= Proposals and
Activities

Resources

= Skatus Reports

Personal Settings

Documents

= shared Documents

Figure 23-3 The Quick Launch task bar is your navigation center, taking you to all the areas of Proj-
ect Web Access.

Working with Pages and Controls

The home page is the first Project Web Access page you see when you log on. By default,
itincludes a list of items that need your attention, for example, tasks that have been
newly assigned or progress updates that are being requested by your project manager.
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Help

Home

Your project server administrator sets up your home page to include the content most
appropriate for your organization.

All pages throughout Project Web Access have certain standard controls, as follows:

e Welcome button In the upperright corner of every page is a button that says

Welcome with your user name. Click this button to see a menu that includes My
Settings, Sign In As Different User, Sign Out, and Personalize This Page.

Help button Next to the Welcome button is the Help button. If you ever need
assistance while using Project Web Access, click the Help button. The Project
Server Help window appears. A Help topic pertaining to the current page appears,
but you can find other Help topics by typing a phrase or question in the Search
For box or by clicking the Home button in the Help window and then browsing
through the Contents.

Home The Home tab is visible on every page. Click this tab to quickly move from
an inside page on the Project Web Access site to the home page.

On most pages, such as the My Tasks page or the Project Center, there are additional
standard controls, as follows:

e Settings Click the Settings menu on the right side of the menu bar. On most pag-

es, this menu includes View Options. This opens a pane that provides methods
for you to control what you're seeing in the table, for example, a type of filter or a
date range. On other pages, the Settings menus might also include commands to
Filter, Group, and Search. Clicking one of these commandsalso open a pane pro-
viding the necessary controls.

Select a view Click the arrow in the View box to see a list of views. Views are dif-
ferent versions or layouts of content related to the current page. Some pages have
just a single view, whereas others might have seven or eight views.

DSEttings' | Wigw: ISummary 'I

[Aug 12, '07 [Aug 19, =
IS!SIMITIWITIFIS!SIMITIWI

Working with Tables

Several pages throughout Project Web Access include a grid, or table, which lists infor-
mation such as tasks, timesheets, or projects (see Figure 23-4).
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Menus Toolbar

My Tasks
1
Mew ™ | actions | GoTa ™ |
‘;‘2 Reassign Wark, Q‘ Self-assign Team Tasks | % pelete | E# Import Timesheet =] print |
(| al Task Name Start Finish
= ‘Wingtip Toys Development
Il | Develop plan | new 2f1fz007 /12007
- % Conduct marketingftechnical review 4/4/2007 a/9/2007
Il % Redesign process {if necessary) 8/10/2007 8232007
- % Modify protobype process a/24/2007 9132007
I Produce product For customer evaluation | yew /142007 10/1&/2007
Il Develop plan For customer product testing 9/14/2007 QZ0/2007
- % Conduct marketingftechnical review | new 11/16/2007 11/19}2007
|I— | Prepare prefiminary manufacturing design | vew 11/20/2007 12/17}2007
Check List
boxes items

Figure 23-4 You use tables throughout Project Web Access to view and edit project-related
information.

The following elements are present in most tables:

Listitems The main feature of a table is the list of items. In most cases, you can
click an item to drill down, for example, to edit task details or review project de-
tails.

Check boxes Some tables include check boxes next to each listed item. Selecting
the check box marks the item for further action, typically with a menu item. Items
that are selected can be viewed to the right of the table.

Menus Two or three menus are typically above a table, for example, New, Actions,
and Go To. Click the menu name to view the drop-down menu of commands.

Toolbar Several buttons are on a toolbar directly above the table. Typically, these
buttons are for frequently used commands that are also available on a menu. For
example, the My Tasks page includes buttons for Reassign Work, Delete, and
Print.

Print the table You can print the My Tasks, Gantt view, Timesheet, Project Cen-
ter, and Project Details pages, among others. Click Actions, Print or Print Grid.
A printable version of the table appears. Use the Print command in your Web
browser to print the table.

Export the table to Excel You can export tables to Microsoft Office Excel. On the
page with the table, click Actions, Export Grid To Excel. The contents of the table
appear in an Office Excel spreadsheet. Save the spreadsheet.
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Working on Your Assignments and Updates

When the project plan is developed and tasks are assigned to resources, the project
manager publishes the project plan to the project server. Then when you log on to Proj-
ect Web Access, you see the tasks from that project that have been specifically assigned
to you.

When working with your assignments, you can do the following:
® Review your new assignments and any changes to existing assignments
e Assign yourself to team tasks or reassign your tasks to other resources
e View the full project plan to see the context of your work

e Enter and submit progress information about your assignments

Reviewing New and Changed Assignments

As soon as you log on to Project Web Access, your home page lists any new notifications
that require your attention. Notifications come from new or changed assignments or
progress requests published to the project server for you by the project manager. The
following are examples of notifications or reminders you might see in the Project Web
Access home page (see Figure 23-5):

e New tasks have been assigned to you.
e Task information on an existing assignment has changed.
® The project manager is requesting a progress update on your assignments.

® Astatus reportis coming due.

Reminders

Tasks
@ ‘fou have 22 new tasks assigned to you,

Figure 23-5 New assignments are posted on the home page.

When you want to see more details about one of the notifications, simply click the noti-
fication link. The page containing the details of the notification appears.

Reviewing New Assignments

The home page always includes notifications when a new task has been assigned to you.
Click the notification link, and the My Tasks page appears. The other way to open the
My Tasks page is to click My Tasks on the Quick Launch task bar.

The My Tasks page shows your list of tasks along with the fields appropriate to the
progress tracking method that has been chosen by the project server administrator and
your project manager. Typical fields might include the amount of scheduled work for
each assignment, scheduled start date, scheduled finish date, and percentage complete.
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When you receive new task assignments, they are marked with the !New assignment
icon next to the task name. You don’t need to take any further action to accept your new
assignments. You can review the summary information on the page, or you can click
the task name and review additional assignment details such as other resources as-
signed, predecessor and successor tasks, and notes (see Figure 23-6).

Assignment Details: Conduct marketing/technical review

Recalulate | save Cancel

= General Details

Wiew and update status on this
assignment Taskname: [Conduct marketingftechnical review

Task path: Wingtip Toys Development > Technical Produck Evaluation > Conduct marksting/technical review
Task Progress

Total work: 92d

Percent complete: 100%

Task Properties
Ll [44/2007 =
Finish: l—afgjzmm ﬁ
Remaining Wark: [

Transaction Comments and Task
History
Attachments

Contacts
Related Assignments

Notes

Recalculate | save || cancel |

Figure 23-6 Click an assignment name to see additional information on the Assignment Details
page.

All projects you are working on, even those owned by different project managers, show
on your My Tasks page. By default, all your assignments are grouped by project.

Also by default, only assignments for the current period are listed. If you want to see
all your assignments, first make sure that you have saved any changes to your assign-
ments. Below the table, click Save All. click Settings, View Options. Clear the Show
Only Current Tasks check box and then click Apply.

Rejecting an Assignment

On occasion, you might find it necessary to reject an assignment. Maybe the assign-
ment is a duplicate of another one you already have. Maybe you feel you're not qualified
to carry out the assignment. Maybe you have a scheduling conflict and cannot do it dur-
ing the required time. Whatever the reason, if you need to reject an assignment, follow
these steps:

1. On the My Tasks page, select the check box next to the assignment(s) you need to
reject.

2. On the toolbar above the table, click Delete.
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x|
Update rejected

S

Assignment
Updated

Notes

3. Click OKin the alert that appears.

A strikethrough line appears through the assignment row.

4. Below the table, click Submit Selected.

A dialog box prompts you to enter a comment about the task update you're about
to submit.

5. Type a comment explaining to the project manager your reason for rejecting the
assignment and then click OK.

Entering a comment is not required to reject an assignment; however, it is a good
communications practice.

This comment will be stored as a transaction comment with the assignment and
can be seen on your Assignment Details page in the Transaction Comments And
Task History section.

This task update will appear on the project manager’s Task Updates page, along with
the comment you entered. If the project manager accepts your update, the project plan
is changed to remove you as an assigned resource on the task. The project manager will
then likely assign another resource to the task.

However, if the project manager rejects your update, the assignment will come back to
you. In this case, the project manager is, in effect, rejecting your rejection of the assign-
ment, and the project plan will remain unchanged in this regard. The strikethrough line
is removed from the assignment on your My Tasks page, and the assignment is marked
with the Update Rejected icon. If the project manager entered a comment about the rea-
son for the rejection, you can read it on the Assignment Details page in the Transaction
Comments And Task History section.

Reviewing Changed Assignments

During the course of a project, task information often changes. New tasks are added,
durations change, and then there is a ripple effect for related tasks throughout the proj-
ect. When the project manager publishes the project with the changed tasks, if any of
your assignments are affected, they are marked with the Assignment Updated icon in
the indicators column on the My Tasks page.

Review the assignment information in the table—the cells of changed information are
highlighted with another color. You can also click the assignment name to review the
details.

If the Notes icon appears with an assignment, either you or the project manager has
added a note about the task. Double-click the icon to read the note. You can respond to
or add to the note by clicking in the lower pane. When you submit this task, the note
appears on the project manager’s Task Updates page. When the project manager ac-
cepts your task update, your note shows as a task note in the project plan.
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Reassigning a Task to Another Resource

By default, resources can transfer an assignment to another resource. This can be use-
ful in groups that are used to shifting workload according to the skills, availability, and
preferences of members in the group. This can also be useful in organizations in which
a team lead or resource manager decides who should handle a particular assignment. In
such a case, the project manager can assign the task to the team lead or resource man-
ager, and that individual then reassigns the task to the right person.

This function is made possible by permissions set by the project server administrator.
The individual project manager can also allow or disallow task reassignment.

In Microsoft Office Project 2003, you could delegate a task to another resource and
choose whether you see update information about the task. In Microsoft Office Project
2007, a resource can reassign a task to another resource. Those with resource manager
privileges can review task updates, status reports, and timesheets.

If you have the capability to reassign tasks, do so by following these steps:

1.
2.

3.

On the My Tasks page, click Reassign Work.

On the Task Reassignment page, in the Select New Resource(s) section, find the
task you want to reassign.

Click in the Select Resource box to see the list of resources for this project (see
Figure 23-7).

Task Reassignment

Submit: Cancel

1. Select New Resource(s)

Select a resource for each Reevisw prefiminary investigation criteria 1/22/2008 1232008 Mary Baker Select Resouree [
taskon the right. Review preliminary trial results sfesfzong  4fi0jzons  Mary Baker Select Resource
Review trial plan and requirements /152008 2/21f2008  Mary Baker Select Resource
Risk analysis 1/22/2008  2}4/2008  Mary Baker
schedule/reserve pilot production Facilicy 2/15l2008  zf21fz008  Mary Baker
Start trial material production 2[202008  4/10j2008  Mary Baker
Update financial anlysis 1/8i2008 1212005 Mary Baker
Team Producti
2. Start Date
Specify the date you would S
fiks the new assigrment 2/ziz007 =

tesource(s) to beain working

Figure 23-7 Use the Task Reassignment page to reassign tasks to other resources on the
project
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4. Change the Start Date or enter a comment if necessary.

The project manager will see your comment when reviewing the task update re-
flecting this reassignment. Unless the reassignment is routine, it's a good idea to
explain your reason for the reassignment.

5. Click Submit.

This task update will appear on the project manager’s Task Updates page as a task
reassignment request. If the project manager accepts the update, the project plan
is changed to show the reassigned resource on the task. If the project manager
rejects the update, the assignment will return to you, and project plan remains
unchanged.

Assigning Yourself to New Tasks

You can assign yourself to existing tasks you see in the project that you want to work
on. If you're a member of a team assignment pool, you can assign yourself to a task as-
signed to a team of which you are a member.

You can also propose an entirely new task for a project you're working on and assign
yourself to it. You can also create a mini-project or to-do list for your own personal use.

Assigning Yourself to an Existing Task

Your project manager might have published project information without assigning
tasks to resources. By default, you can assign yourself to tasks in a published project in
which you are a resource.

To see all the tasks in a project, first click Project Center on the Quick Launch task bar.
Click the name of the project. The project details appear, including the task names.
Take note of the summary task that contains the task you want to assign yourself to.

Once you have this information, you can assign yourself to the task by following these
steps:

1. On the My Tasks page, click New, Task.
The New Task page appears (see Figure 23-8).
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1. Task Location
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Project:

4. Timesheet

Figure 23-8 Use the New Task page to
new task in one of your projects.

the project plan? |Select Project ;I
Subordinate to Summary task:
2. Name
Type the name of the new task or select an & New Task
existing kask ko assign to yourself, Task name:
[ Existing Task

Assign the Following task to myself:

=1
3. Task Dates
Specify the start and finish dates of the task S
to be added ko the project plan. |2."2."200?— i
Finish:
T —

assign yourself to an existing task or to propose a

2. In the Task Location section, click the project name.
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The Project drop-down list includes all the projects in which you are a resource.

3. In the Subordinate To Summary Ta

sk box, click the name of the summary task

that contains the task you want to assign yourself to.

4. In the Name section, select the Existing Task option.

5. In the Assign The Following Task To Myself box, click the task you want.

This box contains the list of tasks under the summary task you selected in step 3.

6. Complete the fields on the rest of the page as appropriate.

7. When finished, click Submit.

Your request will appear on the project manager’s Task Updates page as a new
assignment request. If the project manager accepts your request, the project plan
is changed to show you as an assigned resource on the task.

Assigning Yourself to a Team Task

Instead of selecting and assigning an individual to a task, sometimes a project manager
prefers to specify that a particular department or group be responsible for the task.
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]
Self-Assign Team
Tasks

gk,
Assign Task
To Me

Members of that group can then decide for themselves who will actually carry out the
assignment.

This is the idea behind team assignment pools, also known as team resources, a new
feature in Microsoft Office Project 2007. A team assignment pool might be a depart-
ment, such as Business Development, or a group of individuals doing the same job,
such as Analysts. When a project manager assigns a task to a team resource, that task is
considered a team task.

For you and your project manager to be able to use team resources, your project server
administrator needs to have defined the team assignment pool in the enterprise resource
pool. The administrator also needs to have identified you as a member of the team as-
signment pool.

To assign assign yourself to a team task, follow these steps:

1. On the My Tasks page, click Self-Assign Team Tasks.

Any tasks that have been assigned to the team to which you belong are listed in
the table on the Team Tasks page.

2. Select the check box next to the team task to which you want to assign yourself.

w

Click Assign Task To Me.

b

To return to the My Tasks page, click Go To, Tasks.

The team task is now listed as one of your assignments. The project manager is
notified on the Task Updates page.
Proposing a New Project Task

Suppose you're working on a project and you see that a task should be added. To pro-
pose the task to your project manager and to ensure that your work on the project is
accounted for, you can create and submit a new task to the project manager.

To propose a new project task, do the following:

1. Identify where the new task might belong in the context of the whole project.
Click Project Center on the Quick Launch task bar and then click the name of the
project. On the Project Details page, take note of the summary task that should
contain the new task you are proposing.

2. On the Quick Launch task bar, click My Tasks.

3. On the My Tasks page, click New, Task.
The New Task page appears.
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In the Task Location section, click the project name.

In the Subordinate To Summary Task box, click the name of the summary task
under which your proposed task should be added.

In the Name section, be sure that the New Task option is selected.
Complete the fields on the rest of the page as appropriate.
When finished, click Submit.

The new task appears in your task list. Your request also appears on the project
manager’s Task Updates page as a new task request. If the project manager ac-
cepts your request, the new task is added to the project plan with you as the as-
signed resource.

Creating and assigning yourself to new tasks is a permission granted according to the
user profile set up by your project server administrator.

Creating a To-Do List or Mini-Project Using an Activity Plan

In the course of carrying out your assignments, you might have a number of smaller ac-
tivities that aren’t big enough to be called tasks. With an activity plan, you can create a
to-do list or mini-project for yourself to keep track of these kinds of tasks. Although an
activity plan is stored on your project server, it has no connection to any project plan.

To create an activity plan, follow these steps:

1.

On the My Tasks page, click New, Personal Activity.
The New Activity page appears.

Near the top of the page, make sure that the Summary Information option is
selected.

In the Name And Description section, enter a name for your activity plan. Type a
description if you want and then enter the start date.

In the Project Custom Fields section, complete the field information for any
custom fields you want to add to your activity plan.

When finished, click Save.

The new activity plan is saved to your project server, and the Work Details view
of your new activity plan appears. Make sure that the Work Details option is now
selected (see Figure 23-9).
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Figure 23-9 Specify the tasks for your to-do list or mini-project by using the New Activity page.

Enter the details of your activity plan. Enter task names and durations. Use the
buttons on the toolbar to indent outline levels or insert new tasks as needed.

If you want to link tasks with a finish-to-start task relationship, select the
predecessor task by clicking the row header. Hold down Ctrl and then click the
row header for the successor task. Click the Link Tasks button.

Anicon in the indicators field shows that the two tasks are linked. In an activity
plan, you can only link tasks with a finish-to-start task relationship.

Click Save to save the activity plan to the project server but keep it to yourself.
Click Save And Publish to save the activity plan to the project server and also
make it available for others to see and use.

Unpublished activity plans are useful when you just need to keep a personal to-do
list for yourself. Published activity plans are useful when used as a mini-project
that you want to be able to share with other resources.

When finished working with your new activity plan, click Close.

Your activity plan is listed on the Proposals And Activities page. If you published
the activity plan, others will be able to open it. If you only saved the activity plan
without publishing it, only you can see it in the list.

To view and change summary information or change task details about your activity
plan, follow these steps:

1.

2.

On the Quick Launch task bar in Project Web Access, under Projects, click
Proposals And Activities.

On the Proposals And Activities page, click the name of your activity plan.
By default, the Work Details view of the activity plan appears.
Make any changes you want to the task information and then click Save.

If you need to view or change summary information, above the table, select the
Summary Information option.

The Summary Information view of your activity plan appears. In this view, you
can review or change the activity plan description, the start date, the activity plan
owner, and so on.

When finished, click Save or Save And Publish. Click Close.
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For information about adding resources to an activity plan or converting an activity plan to a
project, see the section titled “Creating Proposals and Activity Plans” in Chapter 22.

Working with Your Assignment Information

The My Tasks page is your hub for your project assignment information and is likely the
place where you spend the most time when working in Project Web Access.

On the My Tasks page, you can update progress information. You can show all your as-
signments or just the ones for the current period. You can switch to a Gantt Chart view
and then view, filter, and group your assignments. You can print a table or export it to
Excel.

In Microsoft Office Project 2003 and earlier versions, the My Tasks page was is called the
Timesheet. In Microsoft Office Project 2007, there is a new page with specific Timesheet
functions separate from those on the My Tasks page.

Viewing or Updating Assignment Fields

Although the fields in the table of the My Tasks page show the summary information for
your assignments, you can see and update specifics by clicking the assignment name to
open the Assignment Details page. Here you can:

e Update progress information.

e Review the history of communications on this assignment between you and the
project manager.

® Review any issues, risks, or documents associated with this task.

® Seealist of and send e-mail to the other resources on this project.

® Review this task’s predecessors and successors.

® Read and respond to task notes stored with this task in the project plan.

In certain fields in the My Tasks summary table, you can also enter progress tracking
information, for example, % Complete or Remaining Work. You can simply double-click
in the field and change the value.

Certain types of custom fields might have been created and added to your Tasks list by
the project manager or project server administrator. Some of these custom fields can
contain a value list from which you can choose an appropriate option. If such a custom
field is part of your Tasks list, and if you have read-write permission, click in the field.
A drop-down list shows all the choices. Click a choice, and that value now appears in
the field. This procedure makes it easy for you to enter the correct form of information
while maintaining project data integrity.
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Arranging Information in the Table

You can customize your view of assignments to show, hide, or sort information, as follows:

To show only tasks for the current time period in your Tasks list, click Settings,
View Options. Select the Show Only Current Tasks check box. This check box is
selected by default.

To show all tasks to which you are assigned, clear the Show Only Current Tasks
check box.

You can sort assignments by a field in the Tasks table—for example, by Task Name
or Finish Datemjn. To do this, click the heading of the field column you want to
sort by. The field is sorted in either ascending or descending order. To sort in the
other direction, click the column heading a second time.

Viewing Your Tasks in a Gantt View

You can switch to a Gantt chart view of your assignments. In the My Tasks page, click
Go To, Tasks Gantt View. A Gantt chart showing your assigned tasks appears (see Fig-
ure 23-10).

Resource Assignments

actions ™ | GoTo™ | Tsettings = | View: [summary =]

=
B Rt o Ressouree Conter | @ 1 G 1 &7 |

| roseane =] wor x| R T S R
=l Wingtip Toys Development 1,936h ——
3 vial plan and requirements son|| -
Redesign process (F necessary) aoh
Review preliminary trial results a0h
Develop plan For customer produck testing 40h
Schedulereserve pilot production Facility 4on)|| .
Start trial material production 240h
Conduct marketing/technical review 736h
Manitar customer trigls 1600
Resolve raw material and Finish products logistics <an|| [
Wodify protatype process 120h [

Figure 23-10 The Gantt view shows a graphic view of your assigned tasks.

On this page, you can:

&
Scroll To Task

®

Zoom In

Q

Zoom Out

Click a task and quickly display the Gantt bar for it by clicking Scroll To Task.

Zoom the chart area in to expand the length of the Gantt bars and see shorter in-
crements of time, for example, from days to hours.

Zoom the chart area out to compress the length of the Gantt bars and see larger
increments of time, for example, from days to weeks.

To return to the My Tasks page, click the Back button on your browser.

Rearranging Your Assignments

In the Gantt view, you can filter, group, or search your assignments by criteria you
choose.
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To filter assignments via a built-in filter, follow these steps:
1. On the Quick Launch task bar, click My Tasks.

Click Go To, Tasks Gantt View.

Click Settings, Filter.

In the filter pane that appears above the Gantt chart, click Custom Filter.

mos W N

In the Define Custom Filter dialog box, in the Field Name box, click the field you
want to filter by, for example, % Work Complete or Finish (see Figure 23-11).

/3 Define Custom Filter -- Web Page Dialog = |
Field Name Test ¥Yalue And / Or
® | Project Mame =1 | =l I I =l

% ‘Work Complete
Comments

Project Marne
Remaining Work.
Resource Marme
Start

Task Mamne
Work

Validate Filters | 0K Cancel

Figure 23-11 Click the field by which you want to filter your assignments.

6. In the Test field, enter the test criteria, for example, Equals or Contains.

7. 1n the Value field, enter the value for the field and then click OK.

The task list changes immediately to show only those tasks that meet your filter
criteria.

8. To see all tasks again, click All Assignments in the Filter box.

You can also select the AutoFilter check box to add the AutoFilter arrows to each col-
umn in the Tasks table. Click one of the arrows and then select a value by which to filter
the list. To see all tasks again, click the AutoFilter arrow and then click (AlD).

To group assignments by a particular field, follow these steps:
1. On the Quick Launch task bar, click My Tasks.
2. Click Go To, Tasks Gantt View.

3. Click Settings, Group.
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7.

In the group pane that appears, click the arrow in the Group By box to see your
grouping choices in the drop-down list.

Click the field you want to group by.
The task list changes to reflect your grouping.

If you want a subgroup within the group, click the second field in the Then By
box.

When you want to return to the original nongrouped order, click None in the
Group By box.

To search for an assignment on this page, click Settings, Search. Search controls appear
in a pane.

To close the Filter, Group, or Search pane, click the X (close) button in the upper-left
corner of the pane.

Glimpsing the Big Project Picture

By default, you can review a list, the summary information, and component task infor-
mation for all the published projects in which you're a resource. This is helpful to see
the overall context of your assignments.

To review information about projects you're working on, follow these steps:

1.

On the Quick Launch task bar, click Project Center.

The Project Center page appears. The projects are listed in a summary project
Gantt Chart (see Figure 23-12). Summary information typically includes the proj-
ect start and finish dates, percentage complete, amount of work, and the owner or
project manager.

Project Center

To add content, open the tool pans and then click Rich Text Editor.

Project Center -
new ™ | actions = | GoTo~ | Bsettings = 1 view: [summary =]
Pled | ERedit project properties | BB puid Team | BBResourceplan | & | & I &7 |

a ] FS Feb 4, 07 Feb 11, T a
Froject Name Start Finish Sponsor Organizatior| % Compl FI51s M T WTIFI5 S M1 ¥
5 | 2007 Bond Communications 1/29/2007 | 1430/2007 0% =
o Coho Winery Froject 2{27)2007 | 2(27(2007 0%
WMarine Satelite Radio Product Dev | 3/22/2008| 5/16/2007 | Sales and Marketing 51%

Figure 23-12 Go to the Project Center to review the list of your projects.

Click the link for the project whose tasks you want to review.

The Project Details page appears (see Figure 23-13). The tasks, along with their
durations, start and finish dates, and current progress are listed.
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Project Details: Marine Satellite Radio Product Dev

Project Details

Mew ™ | actions ™ | GoTa~™ | :Settings' |

Bledt | B edit project Properties | BBEuldTeam | & | & | &7 |

8 |ap Task Mame Duration Stark Finish % Complete | Wark,
1 Project Management 275d 32212006 4/10/2007 S0%: 5500
2 El Development Stage 80.83d | 3/22/2006| 7/12/2006 100% | 1,292h
25 Marine Development Compl od 6/14/2006 6/14/2006 100% oh
26 Marine Development Compl od 6/14/2006 6/14/2006 100% oh
27 | Pilot Stage 45d | 6/14,/2006| 8/16/2006 100% | 1,008h ]
48  |= Commercialization Stac 195d | 8/16/2006 | 5/16/2007 13% | 4,760h
74 Marine Satelite Radio Prod. od 5/16/2007 5/16/2007 0% oh

Figure 23-13 View the entire project schedule in Project Web Access.

Whether you're reviewing a project summary or all the tasks within a project, you can set
view options, sort, filter, group, and search. Click Settings and then click View Options,
Filter, Group, or Search.

Depending on your user permissions and how your project server administrator has set
up views, you might be able to review the project by different sets of information. In the
upper-right corner of the Project Center or Project Details page, click the View box and
review your choices.

You can also open the Web-based workspace for the project, a new feature in Project
2007 based on Windows SharePoint Services. In the workspace, you can read an-
nouncements or calendar information. You can see any documents, issues, or risks as-
sociated with the project. You can view and participate in discussions about the project.
To open a project workspace, from the Project Details page, click Go To, Project Work-
space. The workspace opens in a separate Web browser.

Documents, issues, and risks can be added, tracked, linked with tasks, assigned responsi-
bility, and eventually closed. They all become an important aspect of seeing the project
through to a successful completion. They are also instrumental in capturing project ar-
chival information for use in planning future projects.
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By default, Project Web Access resources are set up with the permission to view docu-
ments, issues, and risks. Depending on how the administrator has set up Project Server
and Windows SharePoint Services, resources might also have the permission to add and
edit risks, issues, and documents.

For more information, see the section titled “Managing Documents, Risks, and Issues”
in Chapter 22.

Tracking Assignments and Submitting Progress Updates

After your assignments are established, you're ready to work on those tasks. Of course,
your project manager wants to be informed periodically of what you're accomplishing,
as well as any snags you might be running into. You will provide up to three categories
of progress information, depending on your organization’s time and status tracking
requirements:

Specific work hours or percentage complete on your individual assignments, also
known as actual work, or actuals

Text-based status reports in a format set up by your project manager

Hours or days spent on different categories, such as billable and nonbillable time,
nonproject administrative time, nonworking time, and so on

When the project manager assigns a task to a team member, by default, that resource
becomes the assignment owner, that is, the person responsible for providing status up-
dates about the assignment.

However, certain resources do not have Project Web Access readily available to them or
have some other reason they cannot provide status updates. Sometimes the resource
responsible for carrying out a task is a piece of equipment, and status updates will be
required on the progress of that equipment.

In these cases, the project manager can designate an assignment owner who is different
from the assigned resource. If you are designated as an assignment owner for another
resource’s assignments, those assignments appear on your My Tasks page. If the Re-
source Name field is present in the table, it shows the other resource name. Click an as-
signment name, and the Contact section in the Assignment Details page shows the name
of the assigned resource.

As the assignment owner, you are not responsible for carrying out the other resource’s
assignments, but you are responsible for progress updates and status reports to the proj-
ect manager about these assignments.
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Tracking Progress Information

While you work on your assignments, it’s good practice for you to keep your My Tasks
page updated. At the end of each day, for example, you can log the percentage complete,
the remaining time on an assignment, or the number of hours worked on each task.
Which of these three you update depends on how your My Tasks page has been set up
by your project server administrator.

If all the fields you need to update are showing in the assignments table on the My
Tasks page, you can double-click the value in a particular field and type the new value.
Or, click the assignment name to open the Assignment Details page. In the General
Details section, update the appropriate fields. When finished, click the Save All button
below the table. This saves your information without submitting it for review by your
project manager.

Keeping your assignment progress information up to date each day will make it all the
easier for you to quickly send a progress update when your project manager asks for it.

Working with Progress Update Requests

As soon as you have assignments on your My Tasks page, you have the ability to submit
progress updates. Your project manager and the rest of the project team might have
agreed on when progress updates should be submitted, for example, every Friday at
noon or the last day of each month. Your project manager might submit a project update
request at those times or just expect you to submit a project update without a reminder.
Your project manager can also explicitly request progress updates at any time. Either
way, such requests appear as a reminder on your Project Web Access home page, and
you also receive an automated e-mail notification.

Whenever your project manager submits a progress update request, a question mark
icon appears next to the assignment on the My Tasks page.

2 9 Produce product for customer evaluation 1 yew
;}}\ Develop plan For customer product testing

- & Project Manager has requested an update for this task.

= [TheP k14, h. ted date for this kask,
2 = ==

% Prepare prefiminary manufacturing design | vew

The project manager who created the project is typically the project owner. By default,
this project manager is also the status manager. A status manager different from the
project manager can be designated for a project. This person is responsible for reviewing
and accepting or rejecting progress updates and status reports for a project. You can see
who the project manager and status manager are in the Contacts section of the Assign-
ment Details page.
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Submitting Progress Information

Submitting your progress updates, or actuals, on your individual tasks is the heart of
the Project Web Access functions. Submitting your assignment actuals ensures that
your project manager is well-informed about how you're doing on your tasks and also
knows whether you have too much work or whether you need more time or assistance.
In addition, the actuals you submit help everyone on the project team anticipate poten-
tial problems or bottlenecks and come up with solutions before they become crises.

You've already seen how you submit changes to your assignments, such as when you
reassign a task to another resource, or when you create a new task for the project. The
project manager is notified of your task update and decides whether to reject your
change or accept it for incorporation into the project plan.

Submitting progress updates containing your actuals works the same way. You enter
your actuals on your assignments and then submit them to the project server. Your proj-
ect manager reviews your actuals and accepts them. This acceptance then updates the
progress information in the project plan.

To enter and submit a progress update of assignment actuals, follow these steps:

1. On the My Tasks page, click the assignment name to open the Assignment Details
page.
2. Under Task Progress or Task Properties, enter actuals for your assignments in the

fields designated for this purpose by your project server administrator and project
manager.

If your project tracks percentage of work complete, the Task Progress section
includes the Percent Complete field. Use this field to report percentage complete
on each of your assignments at this point, for example, 15%, 50%, or 100% (see
Figure 23-14).

= General Details
‘Wiz and update stabus on this assignment

Task nams: |Modlfy prototype process
Task path:  Wingtip Toys Development = Technical Product Evaluation > Modify prototype process

Task Progress

Total work: 1&d
Percent complate: 5%

Task Properties
Start: 5j24/2007 =
Finish: 9/13(2007 |
Reemaining Work: 114h

Figure 23-14 Enter actuals in the General Details section on the Assignment Details page.

If your project tracks total actual work and remaining work for the reporting time
period, the section includes the Actual Work and Remaining Work fields. In the
Actual Work field, enter the amount of time you spent on each assignment. In the
Remaining Work field, enter the estimated number of hours needed to complete
the assignment.
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If your project tracks hours of work done per time period, time periods such as
days or week are provided. In the timephased fields for each time period (day or
week), type the amount of time you spent on each assignment.

You might do this for all your current assignments or for those assignments
marked with the update request (question mark) icon. It’s perfectly fine to report
on more assignments than the project manager requested. In fact, it’s good prac-
tice to submit an update whenever there is a significant change or accomplish-
ment on an assignment.

3. To save the changes you've made to your tasks while still updating your actuals,
click Save.

4. To submit your progress updates, on the My Tasks page, select the check boxes
for all the assignments you want to submit and then click the Submit Selected
button below the table.

The Submit Changes dialog box appears, in which you can type a comment re-
garding the task update. The same comment will show for all assignments in this
group you're submitting. Click OK.

The progress updates for your selected assignments are submitted to the project
server and your project manager. When your project manager reviews and accepts
your update, your actuals update the task progress information in the project
schedule.

If you're updating assignments from multiple projects or multiple project managers, you
don’t need to do anything special. When you submit updates from multiple projects or
for different project managers, the project server makes sure that the information is dis-
tributed to the correct managers and ultimately updates the correct project schedules.

Depending on how your project server administrator has set Project Web Access options,
the integrity of actuals that you and other resources submit can be protected. This is cru-
cial if your actuals are directly submitted to your organization’s general ledger system to
produce customer invoices.

If your project tracks progress by hours of work per time period, your project server ad-
ministrator can restrict when you can enter actuals on your My Tasks page. Locking the
time periods ensures that you report hours only for current time periods, not for time
periods in the past or future.

For more information about how the project server administrator sets up the My Tasks
page, see the section titled “Setting Up Team Member Work Pages” in Chapter 21.
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Submitting Text-Based Status Reports

Your project manager might design a status report for you and the other resources to
complete and submit periodically. This is different from your progress updates, which
deal strictly with assignment information such as actuals, new assignments, or reas-
signed tasks. Status reports are completely text-based and are not incorporated into the
project plan. The project manager sets up the time period and the topic headings, such
as “Accomplishments,” “Goals,” and “Potential Problems.” At the designated time peri-
ods, you write your status report and submit it to the project server. When everyone’s
status reports are in, the project manager can review the compiled team status report.

After the project manager first sets up the status report, you'll see an automated re-
minder notification on your Project Web Access home page whenever a status report is
coming due.

To create and submit your text-based status report, follow these steps:

1. On the Quick Launch task bar, under Resources, click Status Reports.

The Status Reports page appears, showing a table of status reports for different
projects (see Figure 23-15).

Responses

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

actions * | GoTo™ |

|i;§: Subrmit Unrequested Repork |

Title ~ Due to Due on
Initiative 22 Status Mary Baker ziofzo07
Wingtip Toys Staktus Report Mary Baker 4j5fz007

Figure 23-15 The table on the Status Reports page shows all status reports for your various
projects, which project manager receives them, and when the next one is due.

2. Inthe table, click the name of the status report you want to write.

The Status Report Response page appears.
3. Change fields in the To and Period sections if needed.

4. In the Sections area, type your status report in the boxes provided.
The headings of the boxes reflect the points that the project manager wants all
resources to report on for each status report.

5. If youwant to add another section of information, click the Click To Add Section
button. Type a title for the section and then click OK. In the new box, enter your
additional information.

6. If you just want to save your report and update the project server later, click Save.

This option is useful if you're not quite finished with your status report, or if
it’s not time to submit the report yet. It’s a good idea to enter status information
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whenever you have a significant accomplishment or encounter a possible blocking
problem. Then when the status report comes due, you'll have most of your infor-
mation in place already.

7. When you're ready to submit your status report to the project server and your
project manager, click Send.

Your status report is submitted to the project server. The project server automati-
cally merges your status report with the status reports from the other resources
for the same time period for your project manager to view.

B You can also send a status report that's separate from the normal status report format
Submit or that’s going to a different resource. You can specify your own status report title, the
Unrequested resources who should receive the status report, and which sections it should contain.
Report To do this, on the Status Reports page, click Submit Unrequested Report. Complete the
fields on the Unrequested Status Report page. In the Sections area, click the Click To
Add Section button. Type a title for the section and then click OK. In the new box, enter
your additional information.

Logging Time Using Timesheets

Not every minute of every day can be devoted to your project assignments. You know
that you have to take time taken for nonproject tasks such as attending staff meetings
and participating in training workshops. And then there are also vacations, holidays,
and personal time off.

Project Web Access has a new method for tracking different categories of time—
timesheets. With timesheets, you can log how you spend your time throughout the
workday and the workweek, whether it’s on project tasks, nonproject working, or non-
working time.

Such detailed tracking is important in organizations that have specific time reporting
requirements, either for their own internal purposes or for working with their custom-
ers. For example, certain organizations need to see all billable and nonbillable time,
scheduled and actual time, overtime, and so on. Your project server administrator sets
up the format for the timesheet as it is to be used for your organization’s needs.

If your organization does not need such exact time tracking, it might not have imple-
mented the timesheet feature. If this is the case, either you will not see it in Project Web
Access, or it will be an empty page.
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Working with Your Timesheets

You submit timesheets to your timesheet managers on a periodic basis based on your
organization’s reporting period. Common reporting or fiscal periods include calendar
months or 4-week periods. When you log on to Project Web Access, your list of remind-
ers includes any timesheets that are coming due.

To see a list of timesheets for your reporting periods, click My Timesheets on the Quick
Launch task bar and then click My Timesheets. The list of timesheets appears (see Fig-
ure 23-16).

My Timesheets

?ﬂ‘ Plan Administrative Time | & Surrogate Timesheet | |Q Refresh |
Timesheet Name Period ~ Total Hours | Status Mext Approver
Iy Timeshesat 51 (4/16/2007 - 4/22/2007) oh In progress
Iy Timeshesat 50 (4/9/2007 - 4/15/2007) oh In progress
Click to Create 49 (41212007 - 4/5{2007) Mot et Created
Click to Create 43 (3126/2007 - 4/1/2007) Mot et Created
Click to Create 47 (31192007 - 3/25/2007) Mot et Created

Figure 23-16 Timesheets for each of your organization’s reporting periods are listed on the My
Timesheets page.

To see a different set of timesheet periods, click the arrow in the View box and then
click the set of timesheets you want.

The first time you open your list of timesheets, the entry in the Timesheet Name field
for all of them might be Click To Create. Your project server administrator has already
set up the information your timesheets are to include, as follows:

e Task assignments taking place during this reporting period
® The list of all projects to which you are assigned
® No tasks or projects; only the administrative time categories

In spite of this default, you can create your timesheet with the choice you want of these
three. Rest your mouse pointer to the right of the Click To Create link until an arrow
appear and then click the arrow. The drop-down list shows four options, the first one
being to create with the default setting.

Timesheet Name Period ~

My Timesheet 51 (4/16/2007 - 4/22/2007)
My Timesheet 501 (4{9/2007 - 4{15/2007)
Click to Create 40 (4{2}2007 - 4/8/2007)

E‘{Treate with Default Setting
Create with Tasks

Click ko Create
Click ko Create
Click ko Create
Click ko Create
Click to Create | & | Do not Autopopulate

Click to Create FA (2T TA7Z007 - Z]25] 2007

Create with Projects
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Make a selection and then the timesheet appears (see Figure 23-17).

My Timesheet

few | actions ~ | GaTo~ | Flsettings = | View: [My Tmeshest =
Serine | [ addiines | FoeleteLines | WlReplace Actual with Planned | @inport Task Progress | (8 pefresh |
N " Billing Approval Mon Tue Wed Thu Fri  Sat §
[ | Project Name Task name,/Description Comment L0 ey Status | 472 | 4/3 | 414 | 4/5 | 4/ 4/7| 4
[~ | winatip Toys Development  Conduct marketingjtechnicsl review Standard gh sh | &h
Asnned Bh | 8h | 8h
[ | Administrative Auto-generated Administrative [#]
Faaned
[ | Administrative Auto-generated Sick tme: (@]
Aanned
[T | Administrative Auto-generated Wacation Q
Flannsd
Totaf gh | 8h | &h
2| I
Total: 2dh Recalcate | save | saveandswmt | cancel |

Figure 23-17 The timesheet for a particular period includes fields for each day in the reporting
period.

To complete and submit your timesheet, follow these steps:

1. In the Timesheet Name column, click the name of the timesheet for the period for
which you want to log your time.

2. To enter time on a day for a certain category, whether it's a project name, a task
name, or administrative time such as Vacation, click in the day field for the
timesheet item and then type the number of hours, for example, 8h.

3. To save your changes to a timesheet, click the Save button. It's a good idea to keep
your timesheet up to date as you work through the period. This way, when your
timesheet comes due, it will be nearly complete and ready to submit.

4. When your timesheet is due and ready to submit to your timesheet manager, click
the Save And Submit button.

5. In the Submit Timesheet dialog box, type a comment if you'd like, and then click
OK.

The timesheet is saved, and your timesheet manager will see a notification that
your timesheet is available for review and approval.

Your timesheet manager could be your supervisor, a resource manager, or other
person in your organization who is responsible for reviewing and approving
timesheets.

In previous versions of Microsoft Office Project Web Access, the task progress page was
called the timesheet. Now in Project 2007, the timesheet is a different page and serves a
different, but complementary, purpose to the task progress page, which is now called the
My Tasks page.
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Import Task
Progress

B
Add Lines

Copying Items Between My Tasks and My Timesheets

Items in your timesheets can be used independently of the assignments on your My
Tasks page, or they can work together. You can bring assignments from the My Tasks
page into a timesheet. You can also bring timesheet items from the timesheet onto your
My Tasks page. Doing this can help consolidate your time tracking for the different cat-
egories and save you some effort.

If a timesheet has already been created without your tasks for that period and you want
to add them, click Import Task Progress. In the alert that appears, click OK. Tasks for
that period appear in your timesheet.

You can also use the Add Lines command to add any existing assignment or create an
entirely new item as a line in your timesheet. To do this, follow these steps:

1. In the timesheet to which you want to add an assignment line, click Add Lines.

The Select Task dialog box appears (see Figure 23-18).

73 select Task -- Web Page Dialog x|
‘Wingtip Toys Development ;I
Complete customer trial monitoring
% Select fram existing  |----Develop plan
assignments ----Conduct marketingftechnical review —
----Redesign process {f necessary)
----Modify prototype process LI
=
& Type a name for the
new timesheet lineis)
=

Line Classficatian

Cormment: |

Ok | Cancel |

Figure 23-18 Specify whether you want to add a timesheet line from an existing assignment
or create an entirely new line.

2. Toadd aline from one of your task assignments, make sure the Select From
Existing Assignments option is selected and then click the name of the
assignment in the box.

To create a new line, select the Type A Name For The New Timesheet Line(s) op-
tion and then type the name for the line.
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3. In the Line Classification box, select the billing category for the new line. These
classifications are preset.

4. Enter a comment if necessary and then click OK.

The new line appears in your timesheet.
5. Click Save.

To import timesheet items onto your My Tasks page, go to the My Tasks page and
then click Import Timesheet. In the Timesheet field, select the reporting period of the
timesheet you want to import. Click Import.

Data already entered in the My Tasks page or the My Timesheet page can be overwritten
by imported data.

Requesting Nonproject or Nonworking Time

If you are planning a vacation or an upcoming week of training, for example,you can
account for this in your timesheet by requesting administrative time. Certain categories
of administrative time are set up by your project server administrator to reflect common
types of nonproject working time or nonworking time. You can specify when you plan
to need administrative time, and it becomes a part of your timesheet. Some categories
require management approval; others do not.

In Project 2003, the administrative project was introduced, in which users could create
nonproject working time and nonworking time categories and then assign themselves
to these categories. In Project 2007, this feature has become a part of the timesheet as
administrative time.

To specify administrative time, follow these steps.

5 1. Inyour list of timesheets, click Plan Administrative Time.
Plan The Administrative Time dialog box appears.
Administrative
Time 2. In the Category box, click the category for the administrative time you are

planning, such as Vacation or Administrative (nonproject working time).

3. In the Period box, click the reporting period during which the event will take place.

The timesheet updates to reflect your selected reporting period.
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4.

In the timesheet area, enter the number of working hours you will use for the
event in the appropriate day. Notice that the timesheet area has a Committed and
Planned field for each day. If the event is in the future, enter the number of hours
in the Planned field for the day (see Figure 23-19). If the event is in the past, for
example, for Sick Time, enter the number of hours in the Committed field.

a Administrative Time -- Web Page Dialog

Category |Vacati0n ;I Approval not required
Work Type |N0n Work,
Description |Aut0-generated
Periad |51 (4/16/2007 - 4/22/2007) =1
Mon Tue Wed Thu Fri Sat Sun
4/16 4/17 4/18 4/19 4/20 4/21 4/22
Comrmitted
PFlanned ah ah ah ah ah
Save I Cancel |

Figure 23-19 Identify vacation, sick time, or nonproject working time in the Administrative

Time dialog box.

Click Save.

The administrative time is saved. When you open the timesheet for the time peri-
od in which you entered the administrative time, it reflects the hours you entered.

If you have chosen a category that requires management approval, your timesheet man-

ager will get notification of it and then accept or reject your request.

Setting Up E-Mail, Reminders, and Calendars

Through Project Web Access, you have tools at your disposal for making your life a little
easier. You can set up automated notifications so that you can receive e-mail reminding
you about various aspects of your project and progress tracking. You can specify when
you want to see reminders appear on your Project Web Access home page regarding
your assignments and status reports. You can also integrate your project tasks into your
Microsoft Office Outlook calendar.
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Setting Your E-Mail Alerts and Home Page Reminders

To configure automated e-mail alerts and reminders to yourself, follow these steps:
1. On the Quick Launch task bar, click Personal Settings.
2. Click Manage My Alerts And Reminders.

3. Review the options in the Tasks and Status Reports sections, and select the check
boxes and make further specifications for the events for which you want to be
notified via e-mail (Task Alerts) and see reminders on the Project Web Access
home page (Task Reminders).

Clear the check boxes for events for which you do not want an e-mail notification
or reminders.

You can set up notification and reminder options for new or changed tasks, up-
coming tasks, overdue tasks, and for status reports (see Figure 23-20).

Manage My Alerts and Reminders

Use this page to receive e-mal notifications when there are changes b your tasks and status reports. To change the e-mail address, conkact your server administrator,

E-mail address:

 Tasks
Create task alerts and Task alerts
reminciers to help you work

bettar, Alert me immediately when:

[¥ Ireceive a new task assignment in my projects

[# My project tasks are modified

Task Reminders

I Sendme areminder [ [Davts) =] before my tasks start
I Send me a reminder [I_| [Dayl(s) =] before my tasks are dus
I Then continue to send reminders [Every =] [Day 2] untilmy tasks are completed or they become overdus
I Send me aeminder [Every =] [Day =] about my incomplets asks
I Send me a reminder when my tasks are [ [Dayts] =] averdue
T Then continus to send reminders [Every =] [Day 2] until oy taske are complets

@ Status Reports
Create alerts and reminders Status Report Alerts
ta help yau submit timely

status reports, Alert me mmediately when:

¥ Ireceive 5 new status report request

Status Report Reminders

Figure 23-20 Set up your e-mail alerts and reminders about tasks and status reports.

4. When finished, click Save.
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Working with Project Tasks in Outlook

If you use Office Outlook, you can keep track of your assigned tasks in your Outlook
Calendar, along with your other appointments. You can update progress on your project
assignments in the Calendar and report the status back to your project server directly
from Outlook.

Project tasks can be displayed as free or busy time, just like any other Calendar entries.

As an alternative, you can also add your assigned project tasks to your Outlook Tasks
list. Either way, you can get Outlook reminders for your project tasks, and report prog-
ress on them back to Project Web Access.

If you choose to integrate your project assignments with Outlook like this, your assign-
ments are still published from Project Professional to the project server. At that point,
your assignments appear in Outlook as well as in Project Web Access. You still use Proj-
ect Web Access for the custom fields, project views, status reports, and other project-re-
lated features. However, you now have a choice to work in either Project Web Access or
Outlook to review, track, and update your project assignments.

From Outlook, you can update your assignments and send actual progress information
back to the project manager via the project server. As usual, the project manager re-
views and approves your updates and incorporates them into the project plan.

Setting Up Project Web Access and Outlook Integration

The first step in working with your Project Web Access assignments in Outlook is to
download the Outlook integration add-in. To do this, follow these steps:

1. On the Quick Launch task bar, click Personal Settings.
2. Click Set Up Outlook Sync.

3. Read the Synchronize Your Tasks With Outlook page, which explains what you
can do with Outlook integration, as well as system requirements and download
instructions for the Outlook integration add-in.

Click Download Now.
In the alert that appears, click Run (or Open).

In the security alert that appears, click Run.

N o »un &

Work through the Microsoft Office Project 2007 Add-In For Outlook Setup
Wizard pages until the add-in is successfully installed.
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To establish the connection between Outlook and Project Web Access, follow these
steps:

1. In Outlook, click Tools, Options.

2. In the Options dialog box, click the Project Web Access tab.

3. Under Integrate With, select Outlook Tasks or Outlook Calendar.

4. Under Date Range, specify the time period from which you want assignments to

be imported.

If you want to import assignments from the standard reporting time period set up
in Project Web Access, select the Project Web Access Date Range option.

If you want to import assignments from a different time period (for example, the
next 4 weeks), select the Next option and then select the date range.

5. Under Advanced, click the Advanced Options button.
6. Click the Enter Login Information button.

7. In the Project Web Access URL box, enter the address to your project server, for
example, http://servername/projectserver.

If you click the Test Connection button, Outlook tests the URL you entered and
makes sure that it’s a valid project server. If your project server account uses a
Forms account for authentication (rather than Windows authentication), you will
be prompted for your password.

8. Under When Connecting, specify whether you should be validated with your
Windows user account or whether you're using a separate Project Server account
name. If your project server account uses Forms authentication, click the Use A
Project Server Account option and enter your user name if necessary. Click OK.

9. In the Advanced Options dialog box under Assignment Import, specify your
availability for other appointments during the time of your assignments.

Just as with other Outlook appointments, you can show your availability as free,
busy, tentative, or out of the office. The setting you choose becomes the default for
all project assignments in Outlook. You can still change the availability for indi-
vidual assignments as needed.

10. Under When Importing From Project Web Access To Outlook, specify whether
you want reminders. Click OK.

11. In the Options dialog box, click OK.
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Importing Project Assignments into Outlook
To import assignments from Project Web Access into Outlook, follow these steps:

1. Open the Outlook Calendar view or Tasks view.

Which one you choose depends on whether you selected integration with Out-
look Tasks or Outlook Calendar on the Project Web Access tab in the Options

dialog.
2. Ifnecessary, show the Project Web Access toolbar by clicking View, Toolbars,
Project Web Access.
gy 3. On the Project Web Access toolbar, click Import New Assignments.
Import New If the Enter Password dialog box appears, enter your Forms account password.

Assignments
The Import Assignments From Project Web Access dialog box appears, listing

your project assignments (see Figure 23-21). These are the assignments within the
date range you set previously in the Options dialog box.

'Fg Import Assignments from Project Web Access ﬂ

% The Following items will be updated in Outlook:

[=1 CBT Implementation
)9 Bug Fixes 11{14/2006 1:00 PM 11{21/2006 12:00 PM
)gl Develop Recording Module 10/27}2006 1:00 PM 11/3{2006 12:00 PM
)gl Install in Test Environment 11/10/2006 1:00 PM 11{14/2006 12:00 PM
)gl Add all Employees to CBT Website Access List 12/8/2006 &:00 AM 12/8/2006 12:00 PM

™ Dot show this dialog in the Future, just import

Cancel |

Figure 23-21 Review the assignments that will be imported from Project Web Access into
Outlook.

4. Click OK.

The listed assignments are imported into your Outlook Calendar or Tasks To-Do
List.
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Updating Assignments in Outlook
To record progress on a project assignment from Outlook, follow these steps:

1. Open the Outlook Calendar view or Tasks view.

Which one you choose depends on whether you selected integration with Out-
look Tasks or Outlook Calendar on the Project Web Access tab in the Options
dialog.

2. Double-click the assignment for which you want to record progress.

The appointment form appears, showing assignment details.

3. Ifyouintegrate with the Outlook Calendar, on the Project Web Access
Appointment tab, in the Show group, click Project Web Access.

4. Depending on the tracking method configured for your project, enter the hours
worked per time period, percentage complete, or actual work and remaining work
(see Figure 23-22).

[N ER Develop Recarding Module - CBT Implementation - Project Web Access Appaintment -BXx
fragp 2= = %
Praject Web Access Appointment | Insert  Format Text ]
| [3] Calendar m ‘["_‘1 Project Web Access &0 rree L|¥Recurrence 7 A&G ‘F:
X Delete ® Time Zones ==
Saved Appointment S 1S minutes -~ = Spelling || Meeting
‘ Close L-gp Forward - ” H mm Categorize - § - ” Notes ‘
Actions Shaw Options % || Proofing || Onehiote

o Lt .
13.0ffice Project WebAccess [ttt

Task name: ‘Develnp Recording Module | Task hierarchy: CBT Implementation = HR Activities =
Development > Develop Recording Module

[cer ion

Project name:

Task Managsment | Timeshest |

Task health: o schedue =
Percent of work complete: ‘ 75% ‘ :I
Remaining works [tz5d |
Tokal wark: [1w |
Actusl work: [3754 |

GatoMyWork | Saveto Project Web Access

¥ and submit ko project manager

Options... | Go to Profect Workspace | Help

Figure 23-22 Enter progress information from within Outlook.
5. To save the updated information to your project server, click the Save To Project
Web Access button.

To also submit the information so that your project manager can see a progress
update, select the And Submit To Project Manager check box.
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Managing Resources in Project Web Access

If you're a resource manager supporting a project, you have additional capabilities
available to you in Project Web Access. You can add to and edit the enterprise resource
pool. You can build a project team based on skill sets. You can assign tasks to the right
resources. You can review and approve task progress reports and timesheets.

For detailed information about the different resource management functions in Project
Web Access and Project Professional 2007, refer to the appropriate section in Table 23-1.

Table 23-1 Resource Management References

Go to this section In this chapter
“Creating the Enterprise Resource Pool” Chapter 21
“Finding Resources to Meet Your Needs” Chapter 22
“Finding Enterprise Resources that Meet Specific Criteria” Chapter 22
"Assigning Tasks to Enterprise Resources” Chapter 22
"Exchanging Task Progress Requests and Updates” Chapter 22
"Requesting and Receiving Status Reports” Chapter 22
“Tracking Billable and Nonbillable Time by Using Timesheets” Chapter 22
“Creating a Resource Plan for a Proposal or Activity Plan” Chapter 22
"Setting Up E-Mail Notifications and Reminders” Chapter 22

Team leaders can also perform certain resource management functions, which include
viewing resource assignments in assignment views, editing status report requests, and
managing e-mail notifications and reminders.
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