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CHAPTER 23

Participating on a Team Using 
Project Web Access

A

If you’re curious about the structure and fl ow of information among Project Web Access, 

Offi ce Project Professional, and Offi ce Project Server 2007, see Chapter 20, “Understanding 

Enterprise Project Management.” 
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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 fi nd 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
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Logging On and Off

1. 

2. 

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.

3. 
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Figure 23-2 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, 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). 

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, 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). 

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

Using the Quick Launch Task Bar

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

Getting Started with Project Web Access 831
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Working with Tables

HelpHelp

HomeHome
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Menus Toolbar

Check
boxes

List
items

Figure 23-4 You use tables throughout Project Web Access to view and edit project-related 
information.
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Working on Your Assignments and Updates

Reviewing New and Changed Assignments

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

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

Rejecting an Assignment

1. 

2. 

NewNew

Delete Delete 
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3. 

4. 

5. 

Reviewing Changed Assignments

Update rejectedUpdate rejected

Assignment 
Updated 

Assignment 
Updated 

NotesNotes
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Reassigning a Task to Another Resource

Note

In Microsoft Offi ce Project 2003, you could delegate a task to another resource and 

choose whether you see update information about the task. In Microsoft Offi ce Project 

2007, a resource can reassign a task to another resource. Those with resource manager 

privileges can review task updates, status reports, and timesheets.

1. 

2. 

3. 

Figure 23-7  Use the Task Reassignment page to reassign tasks to other resources on the 
project 

Note

In Microsoft Offi ce Project 2003, you could delegate a task to another resource and 

choose whether you see update information about the task. In Microsoft Offi ce Project 

2007, a resource can reassign a task to another resource. Those with resource manager 

privileges can review task updates, status reports, and timesheets.

Reassign WorkReassign Work
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4. 

5. 

Assigning Yourself to New Tasks

Assigning Yourself to an Existing Task
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Figure 23-8 Use the New Task page to assign yourself to an existing task or to propose a 
new task in one of your projects.

2. 

3. 

4. 

5. 

6. 

7. 

Assigning Yourself to a Team Task
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Note

For you and your project manager to be able to use team resources, your project server 

administrator needs to have defi ned the team assignment pool in the enterprise resource 

pool. The administrator also needs to have identifi ed you as a member of the team as-

signment pool.

1. 

2. 

3. 

4. 

Proposing a New Project Task

1. 

2. 

3. 

Note

For you and your project manager to be able to use team resources, your project server 

administrator needs to have defi ned the team assignment pool in the enterprise resource 

pool. The administrator also needs to have identifi ed you as a member of the team as-

signment pool.

Self-Assign Team 
Tasks

Self-Assign Team 
Tasks

Assign Task 
To Me

Assign Task 
To Me
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4. 

5. 

6. 

7. 

8. 

Note

Creating and assigning yourself to new tasks is a permission granted according to the 

user profi le set up by your project server administrator. 

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

1. 

2. 

3. 

4. 

5. 

Note

Creating and assigning yourself to new tasks is a permission granted according to the 

user profi le set up by your project server administrator. 
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Figure 23-9 Specify the tasks for your to-do list or mini-project by using the New Activity page.

6. 

7. 

8. 

9. 

1. 

2. 

3. 

4. 

5. 

Link TasksLink Tasks
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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

Note

In Microsoft Offi ce Project 2003 and earlier versions, the My Tasks page was is called the 

Timesheet. In Microsoft Offi ce Project 2007, there is a new page with specifi c Timesheet 

functions separate from those on the My Tasks page.

Viewing or Updating Assignment Fields

Note

In Microsoft Offi ce Project 2003 and earlier versions, the My Tasks page was is called the 

Timesheet. In Microsoft Offi ce Project 2007, there is a new page with specifi c Timesheet 

functions separate from those on the My Tasks page.

Working on Your Assignments and Updates 843
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Arranging Information in the Table

Viewing Your Tasks in a Gantt View

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

Rearranging Your Assignments

Scroll To TaskScroll To Task

Zoom InZoom In

Zoom OutZoom Out
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1. 

2. 

3. 

4. 

5. 

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

6. 

7. 

8. 

1. 

2. 

3. 
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4. 

5. 

6. 

7. 

Glimpsing the Big Project Picture

1. 

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

2. 
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Figure 23-13 View the entire project schedule in Project Web Access.

Note

Whether you’re reviewing a project summary or all the tasks within a project, you can set 

view options, sort, fi lter, group, and search. Click Settings and then click View Options, 

Filter, Group, or Search. 

Project Documents, Issues, and Risks

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.

Note

Whether you’re reviewing a project summary or all the tasks within a project, you can set 

view options, sort, fi lter, group, and search. Click Settings and then click View Options, 

Filter, Group, or Search. 

Project Documents, Issues, and Risks

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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Note

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

Own Another Resource’s Assignments

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 fi eld 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. 

Note

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. 

or more information, see the section titled “Managing Documents, Risks, and Issues”

in Chapter 22.

Own Another Resource’s Assignments

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 fi eld 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

Working with Progress Update Requests

Note

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.

Note

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

1. 

2. 

Figure 23-14 Enter actuals in the General Details section on the Assignment Details page.
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3. 

4. 

Protecting Actuals

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.

Protecting Actuals

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.

or 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

1. 

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. 

3. 

4. 

5. 

6. 
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7. 

Logging Time Using Timesheets

Note

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.

Submit 
Unrequested 

Report

Submit 
Unrequested 

Report

Note

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

Figure 23-16 Timesheets for each of your organization’s reporting periods are listed on the My 
Timesheets page.
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Figure 23-17 The timesheet for a particular period includes fi elds for each day in the reporting 
period.

1. 

2. 

3. 

4. 

5. 

Note

In previous versions of Microsoft Offi ce 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.

Note

In previous versions of Microsoft Offi ce 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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Copying Items Between My Tasks and My Timesheets

1. 

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

2. 

Import Task 
Progress

Import Task 
Progress

Add LinesAdd Lines
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3. 

4. 

5. 

Note

Data already entered in the My Tasks page or the My Timesheet page can be overwritten 

by imported data.

Requesting Nonproject or Nonworking Time

Note

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.

1. 

2. 

3. 

Note

Data already entered in the My Tasks page or the My Timesheet page can be overwritten 

by imported data.

Note

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.

Plan 
Administrative 

Time

Plan 
Administrative 

Time
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4. 

Figure 23-19 Identify vacation, sick time, or nonproject working time in the Administrative 
Time dialog box.

5. 
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Setting Your E-Mail Alerts and Home Page Reminders

1. 

2. 

3. 

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

4. 
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Working with Project Tasks in Outlook 

Setting Up Project Web Access and Outlook Integration

1. 

2. 

3. 

4. 

5. 

6. 

7. 
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1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 
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Importing Project Assignments into Outlook

1. 

2. 

3. 

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

4. 

Import New 
Assignments
Import New 
Assignments
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Updating Assignments in Outlook

1. 

2. 

3. 

4. 

Figure 23-22 Enter progress information from within Outlook.

5. 
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Managing Resources in Project Web Access

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
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