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Section
Page

Introduction
1

Notes for Project Managers
2

· Getting Started
2

· Example Files
2

· Workgroup Settings
2

· Master Project Files
3

· Resource Pool
3

· New Project Resources
4

· Saving Your Project
4

· Use of Baselines
5

· Assigning Tasks
5

· Custom Fields
6

· Required Columns
6

· Graphical Indicators
6

Notes for Team Members
8

· Getting Started
8

· Main Capabilities
8

· Entering Updates to Assignments
8

· Updating Your Manager
8

· Viewing Your Tasks
8

· Limitations of Project Central
8

· Some Useful Notes
8

Logging Into the System
9

Other Notes
9

System Administration
10

· System Admin Login

· Adding Users

· Deleting Old Projects

· Modifying Views

Project Process
10

· New Project
10

· Weekly Work
10

Introduction

These instructions are not intended to teach you how to use Microsoft Project 2000 but rather how to use it in conjunction with Microsoft Project Central Server.   This file also serves to document the standards and theory that managers use for project management via the Project 2000 and Project Central systems.

Project Central and Project 2000 have different purposes.  Project 2000 is where all projects will be created and changed.  Project Central has two roles, 1 – provide a way for executives, managers, and staff to view project information via a web interface, and 2 – provide staff with a way to see their assignments and enter data about their tasks assigned in order to keep the projects updated.  Project Central will not let you add new tasks, that must be done in Project 2000.  We create our projects only in Project 2000 but can update them in both Project Central and Project 2000.

Notes for Project Managers

Getting Started.  Here is what you have to do to start using Project 2000 with Project Central. 

· 
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  Install Project 2000 (ask MIS for the CD)

· Open a project within project 2000

· you should use the example file from the Project Central server, see \\server22\projectfiles\boilerplate.mpp
· the boilerplate file has all the right settings for group use

· remember to save your file to another name, however that file is marked as read-only so you will not be able to overwrite it anyway.

· Each department using has their own area on the \\server22\projectfiles area, here are the ones that exist now:
-- engineering\mis
-- engineering\ops
-- engineering\dev
-- marketing

Other folders and sub-folders can be created as needed.  

· You should not move a project file without coordinating with MIS since it will duplicate the file in the Project Central system.

Example Files.  There are several example files and a boilerplate file as well.  All those files already have the correct workgroup settings.   See \\server22\projectfiles\boilerplate.mpp for the basic file format.  The example files are located at \\server22\projectfiles\examples\   and are in the areas of typical projects that could occur.  The files there are:

· Example_BasicProject.mpp


· Example_BasicProjectWBS.mpp
project work-breakdown structure (wbs)

· Example_NewProduct.mpp
sample file 

· Example_SoftwareDevelopment.mpp

· Example_TaskOriented.mpp
Workgroup Settings.  This is important to save your files to the project server and to be able to collaborate using the server, all these steps need to be done.   Again, note that the example and boilerplate files have the correct settings already.  So if you start a project using the example project files and save the project with a different name, you can skip the steps below.

· Choose Tools from the main menu in Project 2000

· Choose Options from the Tools sub-menu

· Click on the Workgroup tab

· Change Default workgroup messages to ‘Web’

· Enter http://server22/projectcentral for the URL of the server

· Select the ‘Windows user account’ setting for the identification

· You won’t be able to create an account, so don’t try.

· Set the bottom three options as desired, but recommend all checked.

· Choose the OK button
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Master Project Files.  By consolidating related files into a master project, we can organize and manage complex projects or multiple related projects more effectively.  These are different than the example files.  Each department has a master file that has all the other department projects inserted.  For instance there is an OPS master project file that has all the ongoing Operations projects.  Another example is that several departments may have parts of a larger project, and a master project file for that project would be created.  Also there is an ENGINEERING master project file that has DEV, OPS, and MIS master project files inserted.  This provides management a better and easier insight into the projects ongoing.  The master project files are located in their respective subdirectories, engineering, engineering\mis, engineering\ops, engineering\dev and so forth.  If a project listed in the master project file is changed the master project file is automatically updated.

Resource Pool. All Project files will make use of the central company Staff Resources pool.  This is to ensure that we have standard resource names and can track tasks to staff members as well as assign tasks to the correct staff.  The Staff Resources file (StaffResources.mpp) is located on the Project Central server at \\server22\projectfiles\StaffResources.mpp and all projects will use that as their central resource list.  The boilerplate project file is configured to use the Staff Resources file.

When you open a file in Project 2000 you will get a message indicating that you need to open the Staff Resources file.  If you just want to open the project to make minor changes or print the schedule or something that does not involve changing resources you can choose the Cancel button on the following screen.  If you will add new tasks and/or make changes to resources assigned you need to choose OK on the following screen.
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When saving a file that uses the Staff Resources pool you will see the following window pop-up, choose the Cancel button.  We do not need to update the resource pool since we are mainly using it for a central source of staff members to assign to tasks. 
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New Project Resources.  Only staff members will be in the central staff resources file, other resources such as vendors or consultants can reside in the local project file’s resource list.  

For staff members, if you need to add a staff member you should send an email to the helpdesk with the staff members name and network login.  The Project Central administrator will add the staff member to the resource file.   

For vendors or consultants etc, if you have added new resources to your project like some external vendor called “Whiz Bang” that resource will be in your local project resources list but not on the Staff Resources list.  That is fine and how we want to use the system.  So you can create unique resources for your own projects that logically should not be in our central Staff Resources list.  

Saving Your Project.  If you haven’t done so already, now is a good time to save your project and save it to the server.  To make the project available on the Project Central server you will need to save it there.  This describes how to save it using the Universal Naming Convention (UNC) to a network share.

· Choose File from the main menu in Project 2000.

· Choose Save As from the sub-menu.

· For the File Name enter \\server22\projectfiles\dept_name.mpp where “dept” is an abbreviation of your department and “name” is your file name and \\server22\projectfiles will be the location of the server file.  The abbreviations in use now are dev = development, mis = info systems, ops = technical operations, mktg = marketing.

· There are subdirectories of the \\server22\projectfiles location.  Under Engineering there are directories for dev, mis, and ops.  There is a root directory for Marketing.  Others will be created as necessary.

· Now every time you save your project it will update the server.

Use of Baselines.  Once the manager has created his/her project and it is approved by the director or VP, a baseline should be set.  A baseline is a set of key, original project estimates. That consists of the original task, resource, assignment, and time estimates that you enter into your project plan.  To save a baseline within Project 2000 choose Tools then Tracking then Save Baseline.

A baseline is essential for tracking progress. The original estimates it contains are permanent reference points against which you can compare the updated task, resource, and assignment information that you enter into your project plan as the project progresses, including recorded actual information. Examples of actual information are actual task durations and work completed on an assignment.

You create a baseline after you've completed and fine-tuned your project plan. Because the baseline provides the reference points against which you compare actual project progress, it should include your best estimates for task duration, start and finish dates, costs, and other project variables you want to monitor.

If you create a baseline, you track progress by viewing the variances between baseline estimates and scheduled data.  Baseline information that consistently differs from current data shows that your original plan is inaccurate. Typically, this difference occurs if the scope or nature of the project has changed. If project stakeholders agree that the difference warrants it, then at any time during the project you can modify or rework the baseline.  Tasks can be added to the project without a re-baseline of the entire project.

Part of the reason that you cannot create projects within Project Central is that it supports the Project 2000 baseline and thus will not allow changes directly to the baseline.  Also, Project Central is not meant as a replacement for Project 2000 but more as a coordination and communications tool.

Assigning Tasks.  Just because you resourced a task to a certain person does not mean that Project Central Server knows to assign it to them.  One recommendations is to only assign the most relevant tasks to ensure your team is not overloaded with a bunch of tasks sitting in their Project Central inbox that are scheduled for the far out future or have a low priority with no deadline. Here is how to assign a task to a resource and ensure they know about it, this is done with Project 2000.

· Select the task you want to assign

· Choose Tools from the main menu in Project 2000.

· Choose Workgroup from the Tools sub-menu.

· Choose TeamAssign

· Choose Selected task instead of All tasks, you might not want to assign All tasks at one point.
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· If you change a task that has already been assigned, you can do a TeamUpdate from the Tools – Workgroup menu.

· Your team members will not see updated task assignments until you save them to the server AND send them the TeamAssign or TeamUpdate.  So save your file.

· Your team members should now receive an email in their regular email inbox telling them they have a task assigned.  They will also get a message within Project Central and will see the task under their assignments.

Custom Fields.  To meet company requirements there have been several custom fields created for projects.  Each project should contain these custom fields:

· Flags.  Indicate some alert on the task such as an external dependency or a new task or a task that is on hold, explained in the graphical indicators section below.

· Priority.  A setting from 1 to 3, 3 is default lowest, 2 is high, 1 is the highest.

· Completion.  A graphical indicator of the status of the project, explained in the section below.

New projects must contain these fields and custom indicators.  So the best method to start a new project is to use one of the example files or a copy of an existing project.  Do not modify the custom fields since it will cause problems with the views in Project Central.

Required Columns.  The following fields (columns) are required in each project in the Gantt Chart view and in this order:

· Indicators

· Flags

· Task Name

· Notes

· Priority

· Duration

· Completion

· % Complete

· Start

· Finish

· Predecessors

· Resource Names

Graphical Indicators.  These are the graphical indicators used in the standard company project plans.  Within Microsoft Project 2000 you can hover your mouse pointer over the icon to get a description of the indicator instead of just having to remember what they mean.  Do not modify the custom fields since it will cause problems with the views in Project Central. The legend below serves for understanding the various indicators and especially for use when the project is printed out.  There is a sample file that uses these indicators located at: \\server22\projectfiles\examples\Example_SimpleProject.mpp. 

Completion Column.  This column is automatically calculated off the “% Complete” column, you do not need to edit this column for it to update.

Percent Complete
Graphic
100
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90-99
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75-89

[image: image8.png]



50-74
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01-49
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0
blank

Flags Column.  This column is manually updated by the project manager to indicate a certain status or constraint.  The manager selects the text for the Flag Meaning from a pull-down list and the graphic is inserted.

Flag Meaning
Graphic
Explanation
New Task
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newly added to the project plan

Overdue Task
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not on schedule and important

External Dependency
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dependent on an external resource, dept, consultant, etc

Critical Dependency

[image: image14.png]



same as above, but a critical task

On Hold
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task is not being worked for a reason, see notes field

Dates TBD
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task added but dates need to be finalized

Indicators Column.  Microsoft Project automatically generates the indicators column.  The graphic symbols below are some of the more common indicators you could find in that column, but there are more than shown here.  The column heading looks like this:
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Graphic
Indication
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The task, resource, or assignment has a note attached to it.
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The task has a constraint, start on date, finish date, etc.
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Recurring task.
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Task is complete.

Notes for Team Members 

Getting Started.  Here is what you have to do to start using Project Central.

· do NOT need project 2000

· see the Logging Into the System section of this document

Main Capabilities. some brief notes

· Tasks – the tasks assigned to you 

· Tasks … Timesheet – where you enter actual hours worked on a task.

· Tasks … Personal Gantt – where you can see a graphical depiction of your tasks, when due, milestones, etc.

· Tasks … New Task – a task you enter versus one created by your manager.

· Views … Portfolio – all projects or at least those projects in which you have tasks.

· Views … Assignments – tasks assigned to you and the tasks of other team members you are set to allow to see.

· Status Reports – to your manager, as requested.

Entering Updates to Assignments.  You can use one of two methods, you can use the Personal Gantt or Timesheet within Project Central, the Timesheet view is preferred.

Timesheet Capabilities:

· Hours Worked.  Enter actual hours worked on a task and update other task information. 

· Sorting.  Sort, filter, apply AutoFilters, and group tasks by clicking the Filter and Grouping tab. 

· Delegate.  Delegate tasks by clicking the Delegation tab. 

· Dates.  Show tasks that are scheduled within a specific date range by typing or selecting the start and finish dates above your timesheet, and then clicking Apply. 

· New Task.  To add a new task, point to Tasks on the menu bar, click New Task, and then follow the instructions.  Note that after you create a new task, click Send Update on the Timesheet page to notify the project manager of your new task request.

Updating Your Manager.  This is very important!  There is a Send Update button in the Timesheet and Personal Gantt.  Whenever your manager adds tasks for you or changes tasks you will receive notice in your regular email inbox and your Project Central inbox.  You will receive lots of messages in your Project Central inbox to keep you informed about changes and additions etc.

Viewing your Tasks.  The easiest way to view your tasks is to choose the Views tab in Project Central and then the View Assignments option.  This will show you all the tasks you are assigned regardless of the project.

Limitations of Project Central.  The Project Central system is not meant to replace the use of Project 2000.  So you are not able to create new projects or make certain task changes/additions.  Project Central also limits the changes a user can make in order to preserve the baseline of the project itself.

Some Useful Notes:

· when viewing assignments, unclick this box to make the screen easier to view 
[image: image22.png]¥ Nonworking time




· you can do many other filtering options like the above in most screens

Logging Into the System

· go to http://server22/ProjectCentral or http://server22.corporate.com/ProjectCentral 

· will not have access if not coming in via Internet Explorer 4.x or using the Project Central browser client, both of which require Windows 95/98/NT/2000

· currently the Project Central system is only accessible via the internal network, work is underway to make it publicly and securely accessible

· if you use the http://server22/ProjectCentral address the system will attempt to automatically authenticate you using your current username and password, if that does not work the below screen will appear
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· user authentication is only via the NT Domain, so you need a valid account, however you don’t need to be logged into the domain at the time

· enter your User Name  (NT Account) and Password in the format below, entering the domain name first is important.

Other Notes

· 
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  There is an excellent online help capability for Project Central, tab is on the right of the screen.

· 
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  This is only really pertinent to laptop users.  You can do some limited work offline as a Team Member or Manager, not inside of MS Project itself.  Basically, before going home at night you would go to the Offline tab within Project Central and choose to Go Offline.  Then you would be able to do some functions while at home with your laptop or traveling.

· Outlook Integration.  You can have Project Central list your assigned tasks in the Task folder of Microsoft Outlook.  You can (and should) .

· Scheduling Vacation Time.  You use this mainly so that a project task will not be assigned to you during your vacation time and so that the overall project can adjust based on your time away from work.

· Entering Sick Leave.  Similar to vacation time, serves to note that you were not available to work on any project.

System Administration

System Admin Login

Adding Users

add resources to the Staff Resource file

add Users to Project Central

Deleting Old Projects


Single user mode, check connections first.

Modifying Views


Portfolio


Project

Project Process

New Project

· Start new project

· Re-use old project format

· Remove old tasks, add new tasks

· Estimate durations, enter start/end dates, assign resources, set priority field

· Add flags as needed to any task

· Get approval from Director or VP

· Set Baseline

· Assign Tasks to Resources

Work the Project

Weekly Work

· Task Updates and Changes

· Task Additions

· Reports

· Ensure Project 2000 files updated Friday
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