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Installing Project Online

1. Go to https://portal.office.com and login with
your account (you should have administrator
rights).

2. Choose: Other install options.

Install Oﬁ‘ice

Office 365 apps
Includes Qutlook, OneDrive for Business,
Word, Excel, PowerPoint, and more.

[«

Other install options
% Select a different language or install other
apps available with your subscription.

3. Choose: View apps & devices.

.&

¥ Office apps & devices

You can install Office on up to 5 PCs or Macs, 5 tablets,
and 5 smartphones

Install Office
[ View apps & devices
4. Choose: Project.
Project
Language Versio

Shgloh ST S tnstall Project

DEVICES

Before Starting Your First Project
Create a profile to connect to Project Server
or Project Online
1. Open Microsoft Project Online.
2. When the application has opened, press the
Esc key on your keyboard.
Click on the File tab in the upper left corner.
4. On the Info tab, click the Manage Accounts
button.

w

5. In the Project Web App Accounts dialog, click
the Add button. Give the account/connection
a name and specify the URL for your Project
Server/PWA/Project Online instance. Also,
check the Set as default account option and
click OK.

Account Properties X

Account Name:
Local Vanilla Admin

Project Server URL:
http:/few-svr0d:100

6. Select the Choose an account option and click
OK.

Praject Web App Accounts X

Ayailable accounts:

Mame URL Default
Computer

Local Vanilla Admin http://ew-svr04:100 Yes

Add... Remove Properties... Set as Default

Current account: Computer
To switch accounts, select Choose an account below, and then restart Project.
When starting

() Use my default account

(®) Choose an account

7. Close Microsoft Project Online.

Set application default options

1. Open Microsoft Project Online and click OK on
the login dialog.

2. When the application has opened, press the
Esc key on your keyboard.

3. Click on the File tab in the upper left corner.

4. Click Options to open the Project Options
dialog.

r
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5. In the General tab, uncheck “Show the Start 11. Select the Advanced tab.
screen when this application starts.”

Project Options
Project Optana T ox
- a Display
Schedule Gener:
Proofing 7 Se
Save Br
pr
Language o
Advanced
Project
Custemize Ribbon
Quick Access Toolbar
Plannir

12. Select All New Projects from the Display
6. Select the Schedule tab. options for this project dropdown.

| Preject Options T X

Disable hardwa

7. Select All New Projects from the Calendar em it
options for this project dropdown.
13. Check the Show project summary task
| rm oo option.

|| Genesa =
=l Change opticns related 1o scheduling. calendars, and calculm

| |- Sehectute Calendar options for this project: | @3 A1 Mew Projects = Project Options
T TN Ty ST TRy T, CeroTess, TTEErS; Mo groups cotme g
General
Disable hardware graphics acceleration
. . . Display
8. Set the calendar options for your organization. S Display options o ths project: [ BE AllNew Projecs =
Proofing Minutes: | min - Weeks: | wk
| Broject Dpsicns 7 £ Save Hours: hr - Menths: | mon
Language Days: day - Years: | yr
Achvanced | Add space before label
V| Show project summary task
Customize Ribbon | Underline hyperiinks

14. Click OK.
15. Close Microsoft Project.

9. Select All New Projects from the Scheduling

; o Starting Your First Project
options for this project dropdown.

Create a new project
1. Open Microsoft Project Online.

45 o 2. Upon opening, Project will automatically set
o you up with a blank project.
Open a project from an existing file
10. Select Auto Scheduled from the New tasks 1. Open Microsoft Project Online.
created dropdown. 2. Click on File in the upper left corner.

3. Click on Open.

Schedule

Sehedufing option for b project; | G5 ABNew Prcjets =

duted ore | Propeet Start Date =
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4. Select the appropriate folder and file and click 4. by clicking Details while selecting the holiday
Open. entry.
5. To change daily working time, click on Work
Open a Project from a template Weeks at the bottom. Click on Details. Select

. . . days of the week to be changed. Click the
1. O M ft P t Online.
pen Microsott Froject =niine third radio button on the right and change

2. Select the File tab. . . .
the working times. Click Enter.
3. Select the New menu item and click on the 6. Click OK to close the box.

template icon.

e
Crange Working tene pr - 28 = =

Forgienas St et Caenc) E Consa e Coend .

TR m S0

o
it ek mesk o chrdc St

Set the Project Start Date and apply the

; Project Calendar
New 1. Click the Project tab. Then click Project

Information.
e = 2. Enter the project Start Date.
T '} '5. 3. Select the project Calendar and click OK.
Project Information for 'Project!’ b4
) Start date: | Jeurrent date: [ man 1071016 03:00 -
= - i Ec: Finishdate: | Mon 10/10/16 09:00 Status date: | NA -]
; Schedule fram: | Project Start Date ~|[catendar: | stendara ~]
All tasks begin as soon as possible. Priority: 500 <
Adjust the Calendar Create Tasks
1. The default Microsoft Project calendar is called 1. Ensure the Gantt Chart view is active by
Standard. To view and change this calendar selecting the Task tab on the ribbon and
within Project, select the Project tab on the clicking the Gantt Chart button.
ribbon under Properties. Click on the Change g -
Working Time button. Fie Resource  Re
> Bis,
Task Resource Report Project  View Help Gantt Chart Form CGhEET. PE.Ste ~ Format Painter
View Clipboard
‘ @I B Get Add-ins E‘) —&H C%’ @% F@
R | Oy aggors - || O Cotam Mg Lk WES| | v
Insert Addins Properties 2. Click in the Task Name cells of the first empty
task row and enter the name for the
2. Once the Change Working Time dialog box task/summary task.
opens, you will be viewing the Standard e e e e
Z al
Calendar. E Momononsos*;t:oré
3. To set a holiday as a non-working day, click on —
@ iode - [TaskName 2 Duration | Start

the Holiday Date. Click an Open Exception T e eput Ddays Twion 071
line at the bottom. Enter the holiday name. ([Fren progectscrwmed ]

Click Enter. Recurring holidays may be entered
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3. Press the Tab key to move to the duration
column and enter the duration in days.

Mon 10/10/16 09:00

TIM

Task
0 Mode + Task Name ~ | Duration » Start
- < Projectl

0 ? Mon 10/10/16 05:(
1 - Plan project activities || 2| +IMon 10/10/16 09:01

4. Create additional tasks and milestones as
required for your project. Milestones are
created by specifying zero days of duration.

O [Hoda s 1ok i « Dusion + .
- 4 Prajectl 15 days? Man 10/10/16 09:00
- Plan project activities  2days  Mon 10/10/16 05200
- arkl G At lalavd  won i
- Kick OFF Odays  Mon 10/10/16 09200 & w/ip
- [T Tdays  Won 10710716 0300
- Busld 150ays  Mon 10/10/16 0500
- Test Bdays Mon 101016 0300
- Deplay 5 days Mon 10410516 05000

il o= et compete Odays ___ Mon 101101160900 # 15710 )

Creating a WBS/Outline Structure

Make a task (or milestone) a subtask of the preceding
one by selecting it and clicking on the Indent Task
button from the Task ribbon tab. You can select
multiple tasks if there is more than one subtask.

Task  Resource  Report  Project  View  Team Fe

=5 = ¥ Cut

=] . Calibri N A A
“Bi Copy -

Gantt  Paste LA. = ‘e o

Chart = + ¥ Format Painter BIu D-4 (- - '

View Clipboard Font [F] Sc
10/16 00:

2

s

=

= Start

= on 10/10/16 0200

Task
@ iode - | TaskName B Duration + | Start

o - 4 Projectl 15 days Mon 10
1 - Plan project activities 2 days Mon 10/
2 - 4 Sprint One Activities 15 days Mon 10/
3 - Kick Off 0 days Mon 10/
4 - Design 5 days Mon 10/
5 - Build 15 days Mon 10/
6 - Test 2 days Maon 10/
7 - Deploy 5 days Mon 10/
8 - Sprint Complete 0 days Mon 10/

Create Task Dependency Relationships

Creating relationships between tasks creates the
timeline of the project. Select a task, hold the Ctrl key
down, and select a second task. Then click the Link
button on the Task ribbon tab. The first task becomes a

predecessor, and drives the start date of, the second.
H ®- : Gantt Chart Tools

“ Task  Kesouece  Repest Project  Neew Team Formiat 9

=l G i mmmme T o

B Copy - % Respect Links.
Pate Er s . L) c3
e Frommpune 0 T Y ER = Inactivate

H

O i+ [ Tekiime Bl Durstion  Sun « | Fini
Men 10/10/16 03:00 Mo

Mon 10/10/16 05:00 Wt
Mon 10/10/16 09:00 Mo
wied 12/10/16 09:00  wint i

Mon 10/10/16 09:00 Mo
Mon 10/10/16 05:00 Mo

Multiple tasks and milestones can be linked by
selecting multiple rows (hold down the Shift and/or
Ctrl keys) when selecting task rows.

*\}F
3
L ]

Mon LO/10/16 0300 Mo
Ao /10160000 wee| [

wed o Mo
Wied LI/10/160900__ Wt
Wed 12/10/160090 W
Wed IN1N/I60900 Wk
WedDH11/160800  Whe
Mo 31/1/180%00 Mo
Mon 18/1/160500 M

AARAARNARND:

Best Practice Tip: Do not link summary tasks.

Inserting and Deleting Tasks

To insert a new task row into the middle of your
project schedule, select a task and either:

e Press the Insert key on your keyboard, or
e Right click the row and select Insert Task.

A blank row will be inserted above the selected task.

To delete a task from your project schedule, right click
on the task and select Delete Task.

Calibri -1 -5
B IMH-A-emci®E. g

b

Task
0 Mode «  Task Name

0 - 4 Projectl

1 | - Plan project activities I Amaie Ridan 1001016 09:
2 3 = Sprint One Activities | J¢ Cut Cel 1/16 09:
3 - Kick OFf By Copy Cel 316 09z
4 - Design ik Paste )/16 031
5 - Build Paste Special... )16 09z
¢ nid Test g Serollto Task /16 052
7 - Deploy 1/16 09:
3 -

Insert Task
Sprint Complete wnser e 1/1609:
Delete Task

Inactivate Task

A Manually Schedule

Best Practice Tip: Pressing the Del key will remove
the contents of the selected cell; it does not delete
the task.

Working with Resources

Build a team using enterprise resources
1. With Microsoft Project open, click on the View
tab on the ribbon bar and select Resource
Sheet under Resource Views.

= = Gantt Chart Tools

Task  Resource  Report  Project | View | Team Format
E [E] Metwork Diagram - E‘ D I3 Resource Usage - Al Eﬁ
=~ % ([ reourcesheet -] 2

& Calendar -

Gantt  Task Team Resource Sort  Outli

Chart » Usage = % Other Views - Planner~ Plan+ T OtherViews~ - -
Task Views Resource Views
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2.

Assign

Click on the Resource tab on the ribbon, select
Add Resources under Insert, and choose

Build Team from Enterprise.
Hoc =

Task  Resource | Report  Project  View  Team Format
(= &, E

Team  Assign Resource Add Add | Information Notes Details L
Planner - Resources Pool~  Engagement Resources= Sel

View Assignments Inse
F.lo Build Team from Enterprise...
Task &

©  ou - | TaskName

Gantt Chart Te

- 4 Projectl 09
1 - Dlan neniart e

In the Build Team dialog, select one or more
enterprise resources from the list on the left
side. Use the Shift and/or Ctrl keys to select
multiple resources at once.

Press the Add button to move the selected
resources to the list on the right side of the
dialog.

[T a— %

P

bosting fters. | AR

in Fen

1] Customize iter aptican]

o e
Select additional resources, if required, and
then click OK.

.

resources to tasks
Click the Gantt Chart button on the Task

ribbon to return to the Gantt Chart view.
HS s

Task  Resource  Report  Project  View

3 Cut Calibri BT

0

By Copy ~
¥ FormatPainter B I U - A
Clipboard Font [
© _Resource Name N 1ype  + Material
Adrian Balfour ‘Work

Gabrielle O'Donovan Work

Jennifer Darichuk Work

Rob White Wark
| ! 1

B w o

Click in the Resource Name's cell of a task you
wish to assign and click the dropdown arrow.
Select the resource or resources you wish to
assign to the task.

Resource jep 18
Task Name ~ Duration v | Start ~ MNames T ow T o
4 Projectl 35days Mon 10/10/16 09:00
Plan project activities 2 days Mon 10/10/16 09:00 ~
4 Sprint One Activities 33days Wed 12/10/16 09:00 [AAdrian Baffour
Kick Off 0 days Wed 12/10/16 09:00
Design Sdays  Wed 12/10/16 09:00 Sjﬁi‘gmi‘:”‘"”k
Build 15days  Wed 13/10/16 03:00 1/
Test 8 days Wed 09/11/16 09:00

Nanlnu = Aauc Man 21411 /15 na.nn

Alternatively, you can type resource names
directly into the Resource Name cell. If you
need to enter more than one, separate the
resources with commas.
Tatk Mame v Durati Hart - Resource Mames > o1
# Prejectl 35 days  Men 10/10/16 09:00

Plan project activities 2 days _Monlﬂflm‘lﬁm:m ||nunanBa|lour,GabnelleD'Domaﬂ VD

u Sprint One Adivities  33days  Wed 12/10/16 09:00
Kick Off Odays wied 12/10/16 09:00

View all Task and Resource assignments for a
project
1.

To view resource assignments for tasks, click
the Task Usage button on the View ribbon.

H %90 = Task Urage Tooh

Resource  Report  Project | View | Team Format T Te
3 Metvork Diagram = = —‘ 2 Resouwce Usage = Al +l £ ) Highligh
A Calendar = A AP fesouice Sheet - Z Y Filter
Team Resoutce = Sot Culine Tables
Plamner= Plan- T Cther Veews + 5 . - ElGuouptr
Resousce Views Daka
Task Name v Wtk - || Dets 5
- 4 Projectl 82 hrs Work 16h 16h
- 4 Plan Project Activities 32 hrs, | Work 16h 16h
Adrion Bolfour 16 hrs | Work 2h 2h
Gobriele O'Donovan 16 hrs Work 8h ah

- 4 Sprint One Activities Ohrs Work

To view task assignments for resources, click
the Resource Usage button on the View
ribbon.

Taik Resource Repert Projec

[P - [ Network Disgam -

- o R Calendar -
Garit res
Cham = Usage= =3

m. Unassigned
Kick Off
Design
Build
Test Ohrs | Werk
Daploy Qb | Work
Sprint Complete Ohes | Work
# Adrian Balfour 16 hrs | Work sh sh
Pian Project Activities 16 hrs | Work 8h Bh
+ Gabrielle O'Danovan 16 hrs | Work Bh Bh
#ion Brofect Acthities 16 hrs | Work ah #h
senndfer Darchuk Ohes | Work
Hob white ohrs | Work
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Assign a Calendar to a Task

Note that when a task needs to be performed outside
of normal working hours of the Project Calendar, a
Task Calendar may be assigned to alter the timeframe
for an individual task.

5.

To assign a Task Calendar, with Microsoft
Project open, select the Gantt Chart view.
Select the Task you wish to assign to the
calendar.
Double click the task or click the Information
button on the Task ribbon tab.

i

Tk Summary Milestone

Select the Advanced tab and change the
Calendar in the Calendar dropdown menu.

| General| Predecesioi Resaurce: n..r-\ | Eusvtam Fielas |

Hame: | Test Duuation: | 8 days 5| [JEstimated
Constrain task

Deadiine; :__rl_n ,_'

Constrain hge: A5 500N As Fossible | Constraint dage: ;ru

Task type: | Fea umits «| [Jertart arwen

| Calendar: | Hone

WES cude: 24

Esined yalue method: % Compite |

[ parke taske as milestone

re e

Click OK.

Working with Views

Select a View

1.

With Microsoft Project open, select the View
ribbon.

Under the Task View and Resource View
sections, select the view you wish to use.

Task Resource Project View Format
E lEr\let:wurkDiagrarrl' E _=§Reiour(e Usage ~
Te

= Calendar - (@ Resource Sheet -
eam
Planner = [ Other Views =

Resource Views

‘ Gantt | Task
Chart | Usage = [2b Other Views ~

Task Views

Change the way the data is viewed

1.

You can apply predefined filters and grouping
to the view by using the Filter and Group By
dropdowns in the Data section.

View Team Farmat Q Tell me what you want to do

7 [FEResourceUsage - A | [F £ 75 Highlight: |[No Highlight] | Tir
: 2l B e

W [ Resource Sheet -
ree Sort Outline Tables
1~ [T Other Views - - -

Filt Milestones  ~|) Dz
oup by: |[No Group] =

source Views Data

You can also filter a view using the quick filter
for one or more columns. Click the down
arrow in the column header to show filter
options.

H ©- 5 Gantt Char

Task Resource Report Project View Team Formi
p— [E Network Diagram = - [ Resource Usage =~ A
R B E2 z

IS Calendar - & [ Resource Sheet -
Gantt | Task ! Team  Resource i sc
Chart v| Usage - <3 Other Views - Planner~ Plan~ & Other Views -

Task Views Resgurce View

Task
B Made « | Task Name » | Duration | - | ftart

0 - 4 2| SortSmallest to Largest Mon 10/10/1
1 - Z| sortLargestto Smallest Mon 10/10/16
: :, Greup by R :ue 11]11},'157
2 . ue 11/10/16 -
4 - Wed 12/10/16
5 - Wed 15/10/16
3 - Filters b wed 09/11/16
’ = W] (3elect All |Mon 21/11/16
8 |: : S 0 days] Fri25/11/161

[2 days
15 days

[ 8 days
~[115 days
~[133 days
(135 days

To sort a view, select a sort order from the
Sort dropdown on the View ribbon tab.

Gantt Chart Tools

port Project | View Team Format Q Tellme
= S Resource Usage - f A [F Y-
=i 20 o
‘- & [ Resource Sheet - Al
Team  Resource Sort | Outline Tables
Planner~ Plan - & Other Views~ - - - |g
Resource Views by Start Date
| > Duration ~ Start by Einish Date '
P — [ by Priority
Guide Project 35 days Mon 10/1 ey
Project Activities 2 days Mon 10/1f by Cost diia
it One Activities 33days  Tue 11/10] by 1D T
-k Off 0 days Tue11/104 4| Sort By.. 11y1
ssign 5 days wed 12/10¥d60900

Alternatively, sort using the column dropdown

menu.
Ganft| Tesk T Team Resource " 77T
Chart~| Usage ~ <3 Other Views - Planner~ Plan~ & OtherViews -
Task Views Besgurce Vie
Task
@ iode - TaskName + |Jpuration
- 4 MPL %] SortitoZ 5 day
1 - PlZ]| sonZtoA days
2 - 1
5 T Group by 7733 day:
3 - 0 davs

Create a new View

1.

With Microsoft Project open, click on the
View tab.

To create a new task view, click on the More
Views option in the Other Views dropdown in
the Task Views section. To create a new
resource view, click on the More Views option
in the Other Views dropdown in the Resource
Views section.

For more information about Microsoft Project, visit our website at mpug.com Page 6
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Ho -

E [ Netwark Diagram -
LB

Calendar ~
Gantt  Task = -
Chart *| Usage - &1 Other Views = r

1 Built-In
0 Task Form
Task Sheet [

Timeline

@ SaveView.. o

e}

woE w2 o

When the dialog box opens, click on the New
button.

More Views x

Views:

Calendar

Descriptive Network Diagram

Detail Gantt Eoi-
Gantt with Timeline Lopy...
Leveling Gantt

Milestane Date Rollup Organizer..

Milestone Rollup
Multiple Baselines Gantt
Network Diagram hd

Apply Cancel

Select Single View and click on OK.

Define New View X

() Combination view

wo | (o) o

When the view definition dialog box opens,
name your new view, select the Screen (type
of view) you want displayed, and (when
appropriate) the table to be displayed. Then,
click OK.

HName: Project Baseline

Emen: [ Gantt chart V]
Table: ‘ Baseline ~
Group: | v‘
Filter: | ]

[ Highlight fitter
Show in menu

Help Concel

Add a Timeline

To view the timeline, check the Timeline
option on the ribbon’s View tab.

Timescale: Q @ T\melma -

Days Details
Zoom Entire S i

- Project
Zoom Split View

The timeline will then appear under the ribbon.

3. To add a task or milestone to the timeline,
right click it (in the Gantt Chart view) and
select Add to Timeline.

0 i
= n-A-mcm
- . i Mendi
- + Spaint One Activities X cuce
- Kick Off
- Dessgn
- D
- Test 2
- Deploy . T
- Sprint Complete

4. By default, a timeline view has only one
timeline. You can add additional timelines by
clicking the Timeline Bar button on the
Format ribbon tab. Note that the Format
ribbon is context-sensitive, so ensure that the
Timeline view has the proper focus by clicking
within it.

View  Team Format ©Q Tell me what you want to ¢
7 ¥ Overlapped Tasks +- = t
/] Pan &Zoom =
il Task Callout Mile
Jina Text Lines: [1 - Tack

w/Hide Insert

5. If you have multiple timelines, ensure you have
checked the appropriate one before adding a
task or milestone. Tasks and milestones can be
moved between timelines simply by dragging
and dropping them.

1700t [0a

start T
Mon 101076 200 | aan
Kick Off
Tue 11076 1700
(1T s 2400t 16

tart -

iy Sprint Ome Activities Y
Ll Te 11/40/16 17:00 - Fri 251116 17:00

Managing a Project

Set a Baseline

1. With Microsoft Project open, select the Project tab.

2. Under the Schedule section, click on Set Baseline.

Report | Project = View  Team Format ©Q Tell me what you want to do

|_—| mo |:| Ed Fl—iai E Status Date: [£

. EﬂUpdatEPr

Project  Custom Links Between WBS Change Calculate | Set Move
Fformation  Fields Projects *  Working Time  Project B 2
Properties

Status

m
lame ¥ | Duration + Start 25
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3. The Set Baseline dialog box will open. Select the 1. Under the View Reports section, select one
Baseline you wish to set. of the canned reports from Dashboards,
4. Select whether the Baseline will be for the Entire Resources, Costs, or In Progress.
Project or just for Selected Tasks. Click OK. g oo Repar To
File Task  Resource  Report  Project  View  Team Design
2 AENPEIRCEEEG
@ set baselipe Compare  New |Dashboards Resources Costs In Progress | Getting Custom Recent
’—E ; — Projects | Report ~ - - - M tartted *  + -
I -] projec Ve
Copy: | Scheduled Start/Finish
tnto; [ stany/Finnn 2. To create a new report, select the report
For:
style from the New Report dropdown.
Roll up baselines:
To all summary tasks H ©- s
Erom subtasks into selected summary taskis)
- Tack  Resource | Report | Project  View T
Set as Default EE i \:I Ij |;—| Ij ﬂ \:I
i i@ i
Help Cancel Compare New Dashboards Resou‘r:as Costs In Pm-g:r:ass tting
. Projects | Report= - - - - Sthrted -
| Project
| ys
. 1 3
2 5
Enter progress using Percent Complete | Il y
1. With Microsoft Project open, go to the F ank cran :
. . B s
Tracking Gantt chart view and select the Task 5 :
Name column. ; D iic
Click on a task you wish to update. il
. . Table Comparison
3. On the Task tab, click the appropriate update N <

percentage for the task in the Schedule _
Create a visual report

section.
—_ h mmssme T 1. Click on Visual Reports, under the Project tab.
_ "‘*}ReipectLinks
B I U &'év L2 él\é Em‘‘5\'%"—2‘5::.'-.:5 1
Font El Schedule Gantt Ehert fools
Report Praject View Team Format
— = = ¥=_
. (] i |:| Bl [JIE
4. Note the update values to the right of the RE' Q WEQL Getting c?:'m Recent] Visuzl
H . . - M - Started - - -
Gantt bars in the Tracking Gantt chart view. View Reports
Cunmrrial(umutﬁn; :mda;s u. rTElaie b Ve Sle oI
= General Conditions 384 days - _
St ol 2 b 2. When the Create Report Dialog opens, select
e i | A= the desired report from the tabs and click
Otwinbulldingperm  Sdays Jom— 7 .
el — View.
Best Practice Tip: % Complete represents the
e
percentage of task duration that's complete. % Work S S Hid e
Complete is the percentage of task work hours that are ooty
complete. You probably know that time can pass g e g ———
. : ) Rauslin Work Repoit B Lhnage Temedute...
without a corresponding amount of work getting done. it Qi neace e S| 020
. . 8% Cash Flow Report 0 Task Status Report
When the percent duration is updated, the percentage Rt Rtk Tt

. @ Crtueal Tasks Status Report
of work completed is updated also. St g l
e w il

ity
0 Recource Availability Repat
<

Reporting

wHgE dits port: [weers

it report templates from:

Create a project report

With Microsoft Project open, select the Report tab.
s | [Smvouns 5
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3. Your report will open in either Microsoft 7. Add a Task to the Board (under No Sprint
Excel or Microsoft Visio, depending on which Column) and move it to the proper Sprint

format you select. (drag and drop).

|9 e

Sprint Projects

In Microsoft Project Online, you can build an
Agile/Sprint Projects.

. . B | [ |
Create new sprint project = | = ‘
1. Open Microsoft Project Online. Click OK on the N
login dialog.

2. Click on the File tab in the upper left corner. 8. To see Sprint Progress for a Current Sprint,

3. Click New and choose Sprint Projects. click on the Sprints Tab and choose Sprint ->

Current Sprint. Set % Complete for the Not
Started, Next Up, and In Progress Columns.

H “ P

New e

]

Bdank Proect Sprints Project

9. You can move tasks around within these
Columns. Once a task is done, move it to the
Done Column and it will be marked as
completed.

4. The Sprint Planning Board View is created
with three Sprints.
5. To Manage Sprints, click on Sprint Tab, and

then choose Manage.
10. To see all tasks (not only in the current

Sprint), click on the Task Board tab, and then
choose Task Board.

Mo Sprint Sprint 1 Sprint 2 sprii

6. Change Sprint duration, Start Date, and/or
add a new Sprint.

Manage Sprints x

Name Length Start Finish :
o Sprint 0d MNA NA ]
Sprint 1 2w Thu 6.1.22 ‘Wed 19.1.22
Sprint 2 2w Thu 20.1.22| ‘Wed 2.2.22
Sprint 3 2w Thu 3.2.22 ‘Wed 16.2.22

EI[E]IE]|E]E]E

Add Sprint

Sprint Start: Thu17.2.22 ~

Duration: 2w

Add Sprint

For more information about Microsoft Project, visit our website at mpug.com Page 9
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Copy selection.

Ctrl+C

Cut selection.

Ctrl+X

Delete the selected
data.

Delete or Ctrl+V or Ctrl+Z

Delete a row.

Ctrl+Delete

Move to the first field
in a row.

Home

Move to the first row.

Ctrl+Up arrow key

Keyboard
The following table lists keyboard shortcuts for Project
Online:

Action Shortcut

Move the selection Alt+)

between the links on

the top link bar.

Move the selection Alt+W

from one Web Part to
the next Web Part on
pages that use
multiple Web Parts.

Move to the last field End
in a row.
Move to the last field Ctrl+End

of the last row.

Expand drop-down
lists.

Alt+Down arrow key

Move the selected
items from the source
list to the target list.

Access key+> (Single
right-pointing angle
guotation mark)

Move to the next cell
or row.

Right arrow key or Tab key

Move all items from
the source list to the
target list.

Access key+W

Move to the previous
cell or row.

Left arrow key or
Shift+Tab

Move all items from
the target to the
source list.

Access key+X

Move the selected
item from the target to
the source list.

Access key+ < (Single left-
pointing angle quotation
mark)

Access the check
boxes under the
Resource name check
box.

Spacebar

or row.

Move up. Up arrow key

Move down. Down arrow key or Enter
Go to the URL in the Enter

selected cell.

Move to cell header. Ctrl+Y

Remove focus from Esc

the selected cell.

Move to the last cell or | Ctrl+End

row.

Move to the first cell Ctrl+Home

Access the calendar in
a table cell.

Alt+Down arrow key (for
example, start date or end
date)

Toggle row highlight.

Ctrl+Spacebar

Expand a drop-down
menu in a cell header

Ctrl+Spacebar

Move to the next
month.

Alt+> (Single right-
pointing angle quotation
mark)

Expand or collapse a
grouping.

Ctrl+Spacebar

Move to the previous
month.

Alt+ < (Single left-pointing
angle quotation mark)

Expand a group.

Ctrl+Spacebar

Collapse a group.

Ctrl+Spacebar

Expand or collapse a
grid element with
children.

Ctrl+Spacebar

> (Single right-
pointing angle
quotation mark)

Alt+A

Toggle a check box.

Spacebar

>> (Right-pointing
double angle
quotation mark)

Alt+W

Open a drop-down
cell.

Alt+Down arrow key

<< (Left-pointing
double angle
quotation mark)

Alt+X

< (Single left-pointing
angle quotation mark)

Alt+O

Activate Edit Mode for | F2

a cell.

Up one page. Page Up
Down one page. Page Down

Indent selected task.

Alt+Shift+Right arrow key

Outdent selected task.

Alt+Shift+Left arrow key

Cancel entry or edit.

Esc
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