Contents at a Glance

Introduction ... ... ... axifi
Partl e Introducing Microsoft Project 2002.......cccceeeeennscneosccsnssccnssans 1
Chapter 1 ® Project 2002 Basics ... ...ovvuiiiiiiiiii i 3
Chapter 2  Understanding Project Management ........................... 19
Chapter 3  Understanding Project Management Tasks .......... ... ... . ... 31
Chapter 4 ® Project 2002 Quickstart . ... 39
Part 1l ¢ Creating a Project from StarttoFinish............ccciieiieiieiieenrennns 69
Chapter S  Working in Project 2002 .......... ... 71
Chapter 6 ® Building a New Project ........ ... ..o oo 91
Chapter 7 o Entering Project Tasks ......... ... o i 107
Chapter 8 o Scheduling and Linking Project Tasks ............ ... 127
Chapter 9 o Defining Project Resources and Costs ............... ...t 151
Chapter 10 o Assigning and Scheduling Resources and Costs ................ 177
Chapter 11 ® Preparing Your Project for Publication ....................... 209
Chapter 12 o Tracking Project Progress ............ .. .. .. ooiiii. 231
Part 111 » Juggling and Managing Projects . .....ccoeeeeeesecoesscsesscscsscsnnns 247
Chapter 13 o Assessing and Managing Risks . ........... .. .. .. .. ... .. 249
Chapter 14 o Sharing Resources and Tasks among Multiple Projects .......... 267

Chapter 15  Communicating Project Information ................. ... ... .. 293



vill | CONTENTS AT A GLANCE

Part IV ¢ Evaluating and Analyzing ProjectData .........cccoeeeeeeescceoscnnnss 315
Chapter 16  Using Views to Evaluate Data ........... ... ... ... ... .. 317
Chapter 17 o Using Reports to Analyze Data ........... .. .. ... ... .. 353
Chapter 18 o Importing and Exporting Project Data ....................... 379
Chapter 19 o Closing a Project ... 445
PartV ¢ Using Microsoft Project Server.......ccveeeeeesccoesscsesscsnssssnnns 457
Chapter 20 o Installing and Administering Microsoft Project Server . .......... 459
Chapter 21 o Using Project Server 2002 for Enterprise-Wide Projects . ........ 499
Chapter 22  Using Web Access for Group Projects ....................... 533
Part VI ¢ Customizing and Automating Project 2002 ........cccceveeveencencannnn 583
Chapter 23 o Customizing Project 2002 ......... ... ... i, 585
Chapter 24 o Creating Project 2002 Macros . ...t 609
Chapter 25 ¢ Customizing Fields and Forms .......... ... ... ... 627
Chapter 26 ® Automating Project 2002 with VBA .......... ... ... ... ... 655
Chapter 27  Advanced Programming in Project 2002 ..................... 687
APPeNdiX..iooeeiiteteeitecsesesssssssssssssssssssssssssssssssns 727
GloSSaATY .. ovviitiiiiteeenneesssssscessssossssssssssssssssosnnnnas 731



Contents

Introduction ... ... . . . xxiii
Part1 ¢ Introducing Microsoft Project 2002 ........ccveeeeeeecnocsnscnsccscnsons 1
Chapter1 ® Project 2002 BasiCS .« oo ccvvtivenreneoscccnsscsnssccnssasnns 3
Understanding Project Management . ...t 3
What IsaProject? ... 4
Understanding the Project Cycle ... 5
Project Management Tools ... ... i 3
Project 2002 Editions and Architecture ... 9
Project 2002 Standard ... 11
Project 2002 Professional ........ ... o i i 11
Project 2002 Server . ...t 11
What's New in Project 2002 ... ..o 12
Ease of Use o\ ittt e e 14
Collaboration and Enterprise Functionality . ............ .. ... oo 15
VAt S INEXE .+ ettt et et e e e e e e e e 17
Chapter 2 * Understanding Project Management . ........cccoeeeeeeoscnas 19
Analyzing Project Activities . ... ..ot 20
Identifying Tasks and Times ..... ... .. i 25
Estimating Project Costs ...t 27
Developing the Project Schedule . ...... .. .. ..o o i 27
Determining Performance Standards . ......... ... o oo 29
Communicating Project Information ......... ... .o i i 29
Managing Project Security . .........o i 30
W hat's NeXt © oottt e e e 30
Chapter 3 * Understanding Project Management Tasks . . .....ccocevunenns 31
Getting Started .. ... 31
Monitoring Project Progress . ... i 32
Analyzing Project Variances ........... o 34
Managing Project Schedules ......... ... ... oo 34
Managing Resources .. ......ouuiiiniiiii i 35
Managing COStS . ..\ttt 36
Managing Project Scope ... ... 36
Project Reporting . ... 36
Creating Reports for the Project Team ..., 37
Creating Reports for Other Managers ..., 37
Creating Reports for Stakeholders .......... .. ... i 37

VAt S INCXE .+ ettt et e e e e e e e e e e e 37



X

CONTENTS

Chapter 4 * Project 2002 Quickstart .......ccevveetteeeeccccneconnnnnas 39
Building a Project . ... ..o 39
Defining the Project ......... .. i i 40
Planning Project Activities ........ ... ..t 43
Entering Resource Information .......... ... .. .. i i 47
Estimating Project Costs ... .. ovviiii 50
Optimizing the Plan . ... ... ..o i 51
Communicating the Project Plan . ... oo 5§
Tracking and Managing a Project ......... ... o o i 58
Setting Up Project Communication . ...........ouuiiiiiiiiiiniiiiiiiiine . 59
Managing Project Scope ... ..o 63
Managing the Project Schedule and Costs ........... ..o 64
Managing Project Resources . ... 66
Closing the Project ... ..o 67
WV hat's INCXE .+ v ettt ettt e e e e e e e e s 67
Part 1l ¢ Creating a Project from StarttoFinish ..........cciiiiiiiiiiennccnnnnes 69
Chapter 5 ¢ Working in Project 2002. . ......c0ccvettceesccsnosconnncsns 71
Exploring the Project 2002 Application Window .......... .. ... ... oo 71
Opening More than One Project ..., 72
Working with Menus and Toolbars ............ooo i 73
Using the Project Guide ........ ... o i 75
Changing VIEWS . ...ttt 76
Getting Help in Project 2002 ... .. 79
Ask 2 QUESHION .« vttt et 80
Contents and Index . ..ottt 80
The Office ASSISEANT . . oottt ettt e ettt et ettt 81

R erenCe o o\ttt e 82
Getting Started ... ... L 82
What's ThiS? oot e 82
Officeonthe Web ..o e 82
Detectand Repair ... 83
Opening an Existing File ........ ..o o i 33
Navigating with the Places Bar ........... .. ..o i 84
Using the Toolbar ........ ..o 85
Opening Files ... ..ot 85
Saving Project Files ... o 86
Using the Save As Dialog Box ........... i 86
Using the AutoSave Option . ........ooiuiiiiiiii i 86
Printing in Project . ... . 87
Using Print Preview ... ... 87
Changing Page Setup Options ............c.oiuiiiiiiiiiiiiiiiiin.. 89
Sending the File to the Printer .......... ... .. ..o i 90
Closing Project Files ... i 90

VRt S DN .+ ottt ettt e e e e e e e 90



CONTENTS X1

Chapter 6 ¢ BuildingaNewProject. .......ccoeeeeeeeeeeoscscosccanscsns 91
The Office Decentralization Project ... 91
Setting Up Project Information ........... ..o i 92
Displaying Statistics .. ... ..uiuiint i e 94
Defining the Project Calendar ........... .. ... ... .. i 95
Setting the Standard Calendar .......... .. ... ... ... i 95
Changing the Default Calendar Options ......... ... ..o, 96
Changing Working Times ...... .. oot 97
Creating Additional Calendars ............. ... ..o o i 100
Printing Calendars ........ . .. 100
Setting Project Properties . ..... ..ot 102
Using the Summary Tab ... o o i 102
Viewing the General, Statistics, and Contents Tabs ................ ... . ... ... 102
Customizing the Properties . ... ... ... i i 104
WV hat's INEXE & ottt ettt e et e e e e e e e 105
Chapter 7 e Entering Project Tasks . . .« oo civveeiineteneescnenscannnnns 107
Types of Tasks ..o 107
Planning Project Tasks ... i 108
Top-Down Planning ....... ... 108
Bottom-Up Planning .. ........ o 109
Working with Tasks in Gantt Chart View ............oooi i, 109
Entering Tasks .. ... ..o 111
Editing Tasks .. ... 115
Using the Outlining Features ......... .. ... .. ... . .o i i 117
Entering Milestones . .. ... 120
Entering Recurring Tasks ... i i 120
Entering Tasks in Other Views ........ ... i i 122
A Quick Look at Spelling and Corrections ... ... 123
Correcting Spelling Errors ... .o i 123
Checking Words in Other Languages ........... ... .. ... .. oo .. 124
Automatic Correction of Common Errors . ... 125
WV hat's INEXE © vttt et e e e e e e 126
Chapter 8 ¢ Scheduling and Linking Project Tasks ......ccccvveveeennnes 127
Creating a Project Schedule ........ .. o o i 127
Identifying Predecessor and Successor Tasks . ... 128
Using Different Types of Relationships ........... ... ... i, 129
Establishing Links ... .. o 131
Linking Tasks by Using Toolbar or Menu Commands ......................... 131
Linking Tasks by Using Forms and Tables ............. .. ... ... .. .. ... 132
Linking Tasks Using Drag-and-Drop ........ ... ..., 136
Modifying Task Relationships ......... ... ... o i 137
Unlinking Tasks ... 137
Modifying Links with the Task Dependency Dialog Box ........................ 137

Using Forms and Tables to Modify Links . . ....... .. ... oo 138



X1

CONTENTS

Using Autolink to Repair Broken Links .......... ... .. .o .o oo 139
Creating Links in an Outlined Task List ......... ... ... .. o .. 140
Allowing for Task Delays and Overlaps .......... ... i 141
Understanding Lags and Lead Time ......... ... o i, 142
Entering Lags and Lead Time .. ... i 142
Splitting Tasks .. ... oo 144
Changing the Duration of a Split Task .......... ... .. .. ... .o . 145
Removing a Split . ... ... i 145
Constraining Tasks . ... ... . 145
Understanding Constraint Types .. .....oooiiiiiiiiii i 145
Applying Constraints ... .......iiitit i 146
Flexible vs. Inflexible Constraints .. ... ....vuuuttuit ettt 146
Reviewing Constraints . .. ... oouuttitt i i 147
Removing Constraints .. .....o.utiiii it 148
Resolving Constraint Conflicts . ..... ... 148
Not Honoring Constraint Dates ............ ... ..o i i 149
Setting a Deadline ........ ... 149
WV hat's INEXE & ottt et et e e e e e e e 149
Chapter 9 * Defining Project Resources and CostS. . .....cccvveeeecannnns 151
Understanding Resource Tracking .......... ..o i 152
Estimating Resource Requirements . ... 152
Determining Types of Resources ......... ... .. ... o o i 152
Mapping Out the Necessary Resource Quantities . ......... ... 153
Obtaining Resources . .....o.ouiii i 155
Preparing to Enter Resource Information into Your Project ..................... 156
Entering Resource Information in Project .......... ... ..o, 156
Adding Address Book Resources with the Assign Resources Dialog Box ........... 157
Adding New Resources with the Resource Sheet ......... .. ... ... ... . ... 158
Entering More Information with the Resource Information Dialog Box ............ 161
Adding Resources Using Resource Pools ........... ... i, 174
Adding Resources Automatically .......... ... ... o i 174
Entering Other Cost Information ........... ..o i i 175
Entering Fixed Costs .. ... ... 175
Understanding Total Costs .. .....ouviuii i 176
Viewing and Printing Resources and Costs ..., 176
VAt s INEXE © oottt et e e e e e e e e 176
Chapter 10 ¢ Assigning and Scheduling Resourcesand CostS .. ......cce00e 177
Working with Resources and Assignments . ... 177
Understanding Duration, Work, and Units . .............0oo oo, 178
Viewing Work, Duration, and Resources ........... ... . ..o i 180
Assigning a Resourcetoa Task ......... ... oo i 181
Working with Resources: An Example .......... ... .. ... ... 181
Changing the Way Project Recalculates .......... . .. ..o i, 186
Fixed-Unit Tasks . . ..ottt 187

Fixed Unit, Effort Driven Tasks .. ...ttt i 188



CONTENTS

Fixed Work Tasks ..o vt 188
Fixed Duration Tasks ... ..ot 189
Fixed Duration, Effort Driven Tasks .. .. ovutr et e 190
Setting the Default Task Type ... 191
AsSIgNINg RESOUICES © ..t v vttt ettt ettt e 192
Assigning Resources from the Assign Resources Dialog Box ..................... 192
Assigning Resources Using the Task Form ........ ... .. ... .. ... . .. 193
Assigning Resources in Project Professional ............. ... .. ... .. ... ... 194
Assigning Material Resources to Tasks .......... ... .. ..o o i 194
Reviewing ASSIGNMENTS ... ... ..utriit it 195
Applying a Different Rate Table to an Assignment ............................ 197
Contouring ASSIGIMEIITS . ...\t et ettt et ettt 198
Applying a Predesigned Contour ......... ... .. o il 199
How Task Types and Contours Interact .......... ... .. ... i i, 206
Editing a Contour . ...t 207
VRt INEXE © ottt ettt e e e e e e e 208
Chapter 11 ¢ Preparing Your Project for Publication..........ccc0cevueens 209
Identifying Overallocations ........ ... ..o 209
Locating the Overallocated Segments . ........ ... oo 210
Viewing Tasks with Overallocations ............. . ... ... i 215
Resource Leveling ...... ..o 216
Using Project’s Leveling Feature .. ............. oo o i 216
Leveling Resources On Your Own ... 221
Preparing for Project Sign-Off ... ... .. o 223
Tools to Avoid Scope Creep . ..o vvviiii i 224
Capturing Baseline Data to Track Progress ......... ..., 226
Tracking Interim Plans ....... ... . 229
IV hat’s Xt © vttt e e 230
Chapter 12 ¢ Tracking Project Progress. . ... .veocceesscoesscscosccsnnsas 231
Updating Tasks with Actual Data . ............. oo i 231
Understanding the Project Update Fields ........... ... ... oooiin. 232
Entering Task Update Data ...........o i 234
Tracking Timephased Actual Work ... o oo 238
Reviewing Variances from the Baseline .. ......... ... ... o oo 239
Viewing and Printing Summary Reports .......... .. ... . oo il 240
Using Earned Value Analysis to Analyze Project Performance ................ ... ... 241
Calculating Earned Value Varfances . ........ ..., 243
Calculating Earned Value Ratios ........... ..o 243
Calculating Cost Estimates . ... 243
Analyzing Variances and Ratios .......... ..o i 244
Analyzing the Cost Estimates ........... ... .. .. i i 244
Applying Earned Value Analysis to Resources and Assignments .................. 245
Keeping the Project on Track ... i 246

VRt s INEXE © ottt ettt e e e e e e e 246

X1



X1v

CONTENTS

Part 111 ¢ Juggling and Managing Projects . .......ceeeeeeeeeeosccessccassssnnss 247
Chapter 13 ¢ Assessing and ManagingRisks. .........ccvevtviereennnnns 249
Assessing Risk ... ... o 249

Viewing Tasks with Uncertain Duration ............oooiiiiiiiii 250
Viewing Tasks with External Dependencies .............. ... .. ... .. ... 250
Viewing Tasks with Long Durations .......... .. ... .. oo i i, 251
Identifying and Managing Other Risks ............. ... . ... o iiiiin, 253
Identifying Environmental Risks .......... ... 0o oo i 25858
Using PERT to Estimate Duration ......... ... i 257
Developing PERT Estimates . ...........oouiiiiniiiiiiii .. 258
Calculating PERT Estimated Duration .......... .. ... ..o o i, 260
Using the PERT Views . ........ i 261
Changing the PERT Weights . ... i 262
Viewing the Critical Path ... o o 263
WV Rat'S INEXE .+ ottt ettt e e e e e e e e e 265
Chapter 14 ¢ Sharing Resources and Tasks among Multiple Projects. ....... 267
Working with Multiple Projects at Once . ... 267
Opening and Viewing Multiple Projects ........... ..., 267
Saving a Workspace ... ... 268
Arranging Open Projects ... ... 269
Understanding Master and Subprojects .......... ... oo i 270
Dividing a Project into Smaller Pieces ........... .. oo 271
Creating a New Master Project from Open Projects . .............. ... 271
Working with Master and Subprojects .......... .. ... o i 275
Linking Tasks That Cross Projects .......... ... o i i, 281
Reviewing and Updating Project Links between Files .. ............ ... ... ... .. 284
Deleting Links Between Projects ......... ... .. ..o i i 286
Using Resources from Another Project or Resource Pool ......... ... ... .. 287
Accessing a Resource Pool from Your Project ........... ..o, 238
Working with a Resource Pool ... oo i 288
Closing a Project with a Shared Resource Pool .......... .. ... ... .. .. ... 289
Opening a Project with a Shared Resource Pool .......... .. ... .. ... .. ... 289
Opening and Editing a Resource Pool ........ ... ..o i 290
Creating a Master Project from a Resource Pool and Sharer Files ................. 291
Removing a Shared Resource Pool ... 291
Sharing Resources Across the Enterprise ......... ... i 292
WV hat's Xt © oottt e e e 292
Chapter 15 * Communicating ProjectInformation ..........cce0eeeueens 293
Understanding Project Communication .............oouiiiiiiiiiiiiiiine ... 293
Communicating from Microsoft Project ......... ... ... .. ... i 294
Using E-Mail to Communicate Project Information .............. ... ... ..., 294
Accessing E-Mail Addresses ......... ... o i 29S8
When Microsoft Outlook Doesn’t Recognize a Name . ...............ooi.. 296
Sending and Receiving Workgroup Messages .......... ..., 298

Setting Up an E-Mail System for Team Collaboration . ................ ... ... ... 298



CONTENTS| Xv

Configuring a Project for E-Mail Communication ........... ... ..o ... 298
Assigning Tasks to Workgroup Members ......... ... ... ... . o 299
Sending Task Updates ... ... 303
Resending Task Assignments . ...........oouiiiiuiiiiiiiiiiiiiiinani.. 303
Sending and Receiving Status Reports . ... 304
Initiating Status Reports by Team Members ......... ... e, 306
Updating Project Tasks in Outlook ....... ... .. ... .o i 308
Sending a Schedule Note ........ ... .. .. . i i 310
Routing a Project File ......... o 311
Posting to a Public Folder .......... ... o o i 313
Customizing Workgroup Messages .. ...t 313
WV hat's INEXE © ottt et et e e e e e e e 314
Part IV ¢ Evaluating and Analyzing ProjectData .......cccceveeceenscccnsccnnns 315
Chapter 16 ¢ Using ViewstoEvaluateData .......cevceeeseceesccnnnnas 317
Calendar View ..ot 318
Choosing Dates to Display ............ i 318
Formatting the Calendar ......... .. ... .o i i 320
Other Task VIeWs .ottt ettt e e e e 322
Gantt Chart VIew ..ottt e 322
Network Diagram View ....... ..o i 326
Task Usage View .. ..ot 329
Tracking Gantt View . ........c.o it 331
ReSOUICE VieWS ittt e e e e e e e e 332
Resource Graph . ... 332
Reesource Sheet . . oot 333
Resource Usage ...t 334
MoOTe VWS o ittt et e e e 335
Examining Data with Tables ........... ... i i 336
Task Tables ..ottt 336
Resource Tables ...ttt e 337
Creating and Formatting Your Own Tables .............. . ... ... .. 337
Formatting, Creating, and Saving Views .. ..o 339
Formatting Views . ... 339
Creating and Saving Views ......... ..o 340
Using the Organizer to Import Views—and Other Elements ........................ 341
Sorting, Filtering, and Grouping ........ ... 342
Sorting @ VIEW ..ottt 343
Applyinga Filter ... o 344
Grouping VIEWS ..ottt 349

WV hat's NEXE © vttt e e e e e e 351
Chapter 17 ¢ Using Reportsto AnalyzeData. ......cevceeescceesccsnnnes 353
Setting Up the Printed Page ......... ... .. .. i i i 353
Adjusting Page Settings . .. ....c.oouiii 354

Using Headers, Footers, and Legends ............. ... ... oo 355



XVl

CONTENTS

Printinga View ... o 356
Printing Part of a View ... . 357
Displaying Additional Columns ........... .. ..o 358
Hiding Downtime . ... i 358

Using and Managing Reports ....... ... 359
Overview Reports ... i 359
Current Activities Reports ... o i 360
Costs Reports ... v 361
Assignment Reports . ... 362
Workload Reports .....oovvui 363
Other Reports ... ..vui 364

Customizing Reports . ...t 365
Changing the Appearance of aReport ........... ... .. . o il 366
Changing the Content of aReport ....... ... .. .o o i 366
Using Graphic Objects in Views and Reports ..., 368
Using the Drawing Tools ... ... 371
Copying a Picture of Your Project ... 374
Using Hyperlinks . ... ..o 375

Creating a New Report ... ... o i i 377

IV hat’s DN Xt © oottt e e e 378

Chapter 18 ¢ Importing and Exporting ProjectData .......cccvvveeeennns 379

Import and Export Basics . ... 379
Understanding File Formats ......... ... . o i 380
File Formats Supported by Project 2002 . ... 380
Predefined Data Maps ... ..ot 382

Importing Non-Project Data .. ... 385
Selecting a File with Importable Data ........... ... .. ..o o i 385
Using the Import Wizard ....... ... .. i 386

Importing Data from Specific Applications ............ ..., 391
Importing from Previous Versions of Project ............. ... i, 391
Importing Microsoft Excel Workbooks ........... ... ... oo 392
Importing Text Files .. ... 396
Importing Data from Databases ......... ... .. ... . o i 399
Importing XML Data . ... 404
Importing Task Lists from Microsoft Qutlook ............ ... iiiiin, 405

Exporting Data from Project ... oo i 4006
Using the Export Tools ...... ... 406
Defining the Data to Export ... i 406
Exporting to Specific Applications ........... ... o i 409

Converting, Linking, and Embedding with Project .......... ... .. .. ... .. ..., 423
Converting ObjJects .. .....vuiii i 424
Linking vs. Embedding Objects ............ ... ..o o i 424
Hyperlinks . ... ..o 425
Embedding in Project ...... ... i 426
Linking Data to a Project ....... ... .. i i i 429

Moving or Copying an Object within Project .......... .. ... .. ... .. .. ... 430



CONTENTS| Xxvi

Displaying Project’s Graphics Areas ... 431
Inserting Specific Objects in a Project File ........ ... .. ... .. ... . .. 432
Copying and Pasting Data and Objects from Project .............. ... ... .. ..., 442
VRt s INEXE © vttt et e e e e e e 444
Chapter 19 ¢ ClosingaProject .. ...ccvvvteveereeesscceoscssnssssnnsas 445
To Close or NOt 0 ClOSE . v\ vttt ettt e e et 445
Closing a Project . ... 446
Conducting a Project Review . ... 447
Creating End-of-Project Reports and Views .......... .. ... oo, 449
Communicating Project Results ......... ... ... o oo 455
Preparing for the Next Project ......... ... .. i i 456
VRt INEXE © ottt ettt e e e e e e e e 456
Part V ¢ Using Microsoft Project Server ..........cceeeeeeeescccnssccasscnnnss 457
Chapter 20 ¢ Installing and Administering Microsoft Project Server........ 459
Introducing Project Server .. ... 459
Installing Project Server ........ ... 460
Reviewing the Roadmap ......... ... .. .o i i 460
Managing the Installation ........ ... ... i i 463
Logging On to Project Server ....... ...t 467
Configuring and Administering Project Server .......... ... i 469
Managing Users and Groups ..ot 469
Managing SECULILY ... oottt ettt ettt 476
Managing VIEws ...t 484
Managing Organization ... ..........uieiuiitonuiiairteaait i 486
Managing SharePoint Team Services . ... 488
Managing Enterprise Features . ... 488
Customizing Web Access ... i 491
Managing Licenses . ........oiiiiii 497
Managing the Project Server Database ............ ... .. ... .. . o i 498

WV hat's INEXE & ottt et e e e e e 498
Chapter 21 ¢ Using Project Server 2002 for Enterprise-Wide Projects ....... 499
Planning an Enterprise-Wide Project ......... .. ..o o i 499
Planning Consistent Processes ............ oo 500
Planning Consistent Data Tracking ........ ... ... . ... o i 500
Planning Appropriate Responsibilities ........... .. ... o i 502
Logging Into Project Server from Project Professional ............ .. .. ... ... ... 503
Configuring Project Professional for Project Server Use .................. ... ... 504
Logging On to Project Server ...t 505
Using the Enterprise Management Features ............ ... ... oo, 506
Managing the Enterprise Global Template .......... ... 506
Employing Enterprise Outline Codes . ..., 510

Creating Enterprise Custom Fields ............... oo oo 513



XVII

CONTENTS

Managing Enterprise Projects ... o i i 514
Creating and Saving a New Project .......... ... ... .. ... oo 514
Checking Out an Existing Project ....... .. ... .. ... ... o i 515
Importing Older Projects into Project Server ........ ... . ... i, 516
Applying Custom Fields and Outline Codes ............. ... ... oo .. 518
Working with Project Versions ..., 520

Managing Enterprise Resources ... i 520
Working with the Enterprise Resource Pool ......... ... ... ... .. 521
Adding Enterprise Resources to a Project ........... ... ... ... . L 526
Working with Generic and Actual Resources ..., 528

VRt S INEXE .+ ettt ettt e e e e e e 532

Chapter 22 ¢ Using Web Access for Group Projects ........cceeeeeeeessns 533

Introducing Project Web Access ... 533

Accessing Web Access ... ..o 534
Logging On with a Web Browser ........ ... .. ..o i, 535
Access from Project Professional ......... ... .. ... .. . i 536

Working from the Home Page .......... ... o i i 537
Working with the Navigation Tabs ........ ... i 538
Using the Home Page . ... i 539

Managing Tasks and Assignments . .......... .. . oo 544
Viewing Your Tasks ........o i i i 544
CreatingaNew Task ... i 547
Delegatinga Task ... ... 548
Rejectinga Task ... 549
Sending Updates to Your Manager .............oiiiiiiiiiiiiiiiiiiiiaa. 550
Changing Your Working Days ............. oo i 550
Transferring Nonworking Time from Qutlook ........... ... .. ... ... ... ... 551

Viewing and Managing Projects ......... ... ... i i i 551
Viewing Projects ..o 552
Working with To-Do Lists . .....o.ooiiiiii i 555
Working with Portfolio Models . ... 558
Creating Portfolio Analyses for Managers ... ... 563

Managing Resources and Assignments . ... 567
Viewing Enterprise Resources ....... ... 568
Viewing Resource Availability .......... ... ..o o i 569
Editing Custom Resource Fields .......... ... ... ... oo i, 570
Viewing Resource ASSIgNMENES . ..ottt 570
Analyzing Resources in Portfolio Analyzer .............. ... .. ... .. 570

Updating Project Status .. ...t 571
Requesting Status Reports ... ... oo 572
Responding to a Status Report Request ............ ... ... i, 573
Submitting an Unrequested Status Report .............oo i, 574
Viewing Status Reports ... 575

Viewing Project Updates ......... ... i 577
Accepting and Rejecting Task Changes ........... ... .. ... o i 577

Viewing Past Updates .......... .. i 578



CONTENTS| XiX

Viewing Calendar Changes .......... ... ... . i i i 578
Setting Rules for Automatically Accepting Changes ................... ... ... ... 578
Tracking Issues ... ..ot 579
Using the Document Library ... o i 580
IV Rat'S INEXE .+ ottt ettt et e e e e e e 581
Part VI ¢ Customizing and Automating Project 2002 . ......ccveteveescceosccnnss 583
Chapter 23 ¢ Customizing Project 2002 .......ccvvvteveescscnsccnnnnns 585
Setting Project Options ...t 585
Types of OPtions ..o vttt 586
View OPLONS oottt ittt et 586
General OPLiONs . ...ttt 587
Edit Options .. ... 588
Calendar Option . ..... ..ot 589
Schedule Options ...... ... i 590
Calculation Options . ........c.oiuiiiiiii i 592
Spelling OPtions .. ..o vttt 593
Collaboration OPtions . ........ouiiuieii i 593
Save OPLONS .ottt 594
Interface OPLions . . ... o.ouiii i 595
Customizing Toolbars and Menu Bars ........... .. ..o i i 595
Changing Menu and Toolbar Options . ... 596
Customizing Menus and Toolbars .......... ... i 597
Creating and Using Custom Project Templates ... i, 599
Opening Templates .. ...t 599
Using the Sample Templates ... ... il 600
Creatinga New Template .......... . i 602
Modifying Template Files . ......... .o o i 603
Making Changes to the Global Template ........... ..., 603
Working with the Organizer ........... .. o i i 603
Copying Items from One Project to Another ............. .. ... oo, 605
Renaming Items with the Organizer .. ...... ... .. oo i 606
Deleting Items . ... 606

IV hat’s IRt © oottt e 607
Chapter 24 ¢ Creating Project 2002 MaCIOS .. ..ccversceeoscscosccnnnsas 609
Creating a Macro ... 609
Preparing to RecordaMacro ........ ... ..o i 610
Storing a Macro .. ..ot 612
Setting Absolute and Relative References ........... ... . .. ... o i 612
Recording Your ACtiOns . .......oouiiii ittt 613
Recording a Sample Macro ... 613
Running Macros—Manually . . ... 615
Editing Macro Code ... ... 617

Deleting Macros .. ... ovvii i 618



XX

CONTENTS

Adding Macros to Menus and Toolbars ........... .. o o i i 618
Step 1: Create the Reports and Record the Macros ................. ... ... ... 618
Step 2: Plan Your Custom Menu .. ..o ovuiiiii i 619
Step 3: Create the Custom Menu ... 620

Protecting Against Macro Viruses ...........ooiiiiiiiiiiiiiiiiiiiiiiiaii.., 623
How to Protect Against Virus Infection ......... .. ... ..o 623
Understanding Digital Certificates . ... 623
Configuring Project’s Security Settings .............cooiiiiiiiiiiii ... 624

WV hat's INEXE © vttt e e e e e e 626

Chapter 25 ¢ Customizing Fieldsand FOorms ........ccceeveeeescccnnces 627

Working with Custom Fields ............ .o o i 627
Custom Task Fields ...t 628
Custom Resource Fields . ... i 629
Custom Assignment Fields ... oo 630
Where to Use Custom Fields . ... e 631
Creating Custom Fields .. ... o o o 632
Deleting Custom Fields .. ... o 638

Using Custom Outline Codes ...... ... 639
Creating a Custom Outline Code ........... o i 640
Using a Lookup Table with an Outline Code ............ ..o, 642
Using Custom Outline Codes to Group Tasks and Resources ................. ... 643
Sorting by Outline Code ......... ... i 645

Creating Custom Forms .. ... 645
Why Create Custom Forms? ... ..o 646
Opening a Custom Form ... o 647
Creatinga Custom Form . ... 647
Working in the Custom Forms Editor . ........ .. ... oo oo 649

IV hat’s INEXt © oottt e e e 653

Chapter 26 * Automating Project 2002 With VBA .......ccccvvenccnnnnns 655

What Is Visual Basic? . ..ottt e e 655

Understanding the VB Editor ............oo i i 657
Opening the VB Editor ..., i 657

Writing Programs with VBA ... ... oo 659
Understanding Objects and Events ...............c i, 660
Understanding Controls and Properties .......... ... .. o o oo 661
Understanding Visual Basic Code ........ ... .. ... oo i 662
Understanding Procedures ....... ... ... o i i 663

Understanding Parts and Functions of VBA Code .............. ... ..o, 668
Keywords ... 668
COllECtIONS o v vttt ettt ettt e e e e e 668
Methods ..ot 669
COMSEANTS &\ et ettt ettt e e e e e e e 669
Variables ... 669

VBA OPerators .. ......tutnuit ittt 675



CONTENTS

Structures Used in VB Code ... vi i e 676
Sequential SEFUCTUIES .. ..\ttt 676
Using Conditional Structures . .........o.iiuitiniiiiiiiiiiiiaaia 677
LoOPINg SErUCTUIES ..o\ttt ett it ettt et e e e e it 678

Using Message Boxes . ..ot 680

Using Input Boxes ... 684

WV hat's Xt © oottt e e e 685

Chapter 27 * Advanced Programming in Project 2002 ........cceceeueens 687

About the Custom Applications ......... ... oo 687

Understanding the Project Object Model ......... .. ... .. .o oo, 688
The Application Object ... ooii i 690
The Project Object . ..o.ointi i e 693

Creating User Forms ... 697
Selecting Controls . ... i 698
Placing Controlsona User Form ......... .. ... oo i 700
Adding Codetothe Form ........ ... . i i i 702

Creating Project Applications . ......... ..ot 709
Managing Project Applications . ........... ..o i 709
Automating Other Applications from Project ............ ... 711
Creating the Charged Cost Budget Application .............. ..., 712
Creating the Linked Expense Application ............ .. .. ... oiiiiiiia.. 715

AFmal Word ..o 726

APPENAiX .ttt ivttiieereesescesesscsssscssssssssssssesscssssssnnss 727

Microsoft Project ... i 727

Project Management Tools ......... ... i i 728

General Project Management Sites ...........ouiuiiiiiiiiiiiiii 728

GloSSATY .o oottt ttitteeeennossssssscessssosssssssssssssssscsnnnnas 731

XX1



