Using the Project Server Add-In for Outlook

This document explains how the Project Server add-in for Outlook works to import and update
Assignments. It is assumed that you have already installed the add-in and that it is working properly.

For purposes of this document, a sample schedule has been created, saved and published to the Server.
That is shown here:

Task Name Duration |% Complete |  Work Start Finish Predecessors  |Resource Names
=l Collin Outlook Testing 12 days 0% 64 hrs Wed 8/5/09 Thu 8/20/09
| Outlook Task One ] 2days 0%  16hrs  Wed8/509  ThuS®09 Collin Quiring
Outlook Task Twa 2 days 0% 16hrs| Tue8M1/D3 Wed 81209 1 Collin Quiting
Outlook Task Three 2days 0% 16hrs ThuBM309  Tue 81309 2 Caollin Quiring
Outlook Task Four 2 days 0% 16hrs Wed 81909  Thu 8720008 3 Collin Quiring

Be sure to note that a Resource Name has been assigned for the tasks. The item that we will be
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duration and 16 hours work.
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E‘dgmport Mew Assignments I 57 Update Project Web Access E

Ny Import new assignments from Project Web Access[

The password box will appear. Enter the password that you are using in Project Professional.

To peocesd, you must erter the password for your Project
Web Access sccount:

[ Username:  colin.quing

C Pasoword: [

To use o dfferent user name, choose Options from the Tooks
menu, ard then select Advanced from the Project Web Access
tab. From there, chck Enter logn information to ecter 8 user

name.
[T ] ce |

If all is going well, the next box that appears will be the communication box:
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about to be imported. The name of the schedule and the individual tasks will be displayed.

% Import Assignments from Project Web Access _)_(_l

e 1L
Q:jj The following items will be updated in Outlaok:

=l Collin Outlook Testing i
B Outlook Task One 8/5/2009 8:00 AM 8/6/2009 5:00 PM
7@ Outlook Task Three 8/13/2009 8:00 AM 8/18/2009 5:00 PM
e Qutlook Task Two 8/11/2009 8:00 AM 8/12/2009 5:00 PM
7@ Outlook Task Four 8/19/2009 8:00 AM 8/20/2009 5:00 PM

a1 ,»l:'l

I Don't show this dialog in the Future, just import

Cancel

After selecting OK, the Assignments will be imported to your Tasks or Calendar:

Project Server Communication

Processing assignments. ..

In this example, the tasks are dropped into the Tasks view:
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| Due Dake

4[5 [Outlook Task Fous - Colin Outock Testing Th 8202005
1347 | Outlodk Task One - Colin Outlook Testing Thas/6/2009
e iOUﬁookTaskThee-Coh Qutlock Testing Tue 8/18/2009
Fl= | Outiook Task Two - Colin Outiook Testing Wied 8/12/2009

This is how it might appear in a Calendar view:
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Note: In the Calendar view, the calendar item box will appear with the same information but with
another tab ¢ the common Outlook Calendar Appointment view. This lists the task and the project and
the amount of time as the Assignment. The first tab will appear like the example below and the second

tabat N22SOG 2SS0 ! O0Saa¢ Aa ARSyGAoOlrt G2 GKS @ASs

© File Edit Wiew Insert Format Tools Actions Form Layout  Help

: [l save and Close | 4@ Start NetMesting | @ Join NetMeeting | %'v’h‘:w Windows Media | &3 Il | A¥Reat

Appointment ] Project Web Access ]

Subject: IEmaiIs 47 - Admin Time - Quiring

Location: l

Start time: |Thu 81342009 x| [s:ooam w| T Allday event

End time: [Thu 81372009 ~| [soopm ~|

IV Reminder: |15 minutes _1' «f)il Show time as: II:I Free 3
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When you open the Assignment in the task view it will appear like this:

B2 Outlook Task One - Collin Outlook Testing - Project Web Access Task = IDL)Q
© Fle Edit View Insert Format Tools Actions Help
lelsaveandClose | 0 “u 0% (I | ADVRecurrence.., | (i AssignTask |y @ | X | @ - # v »@!
i e :
_ "1.0ffice Project Web Access
Subject: IOutlook Task One - Collin Outlook Testing
Task name: IOutlook Task One | Task hierarchy: Collin Outlook Testing > Outlook Task One
Project name: ICo!lin Qutlook Testing ]
Start: |Wednesday, August 05, 2009 | [s:00am | Finish Thursday, August 06, 2009 | [s:00pm |
Task health: | ;_I
Percent of work complete: | 0% |
Remaining work: | 2d l
Total work: i 2d l
Planned work:
Actual billable work: < Copy.from Planned
Actual non-billable work:
Overtime billable work:
Save to Project Web Access
Overtime non-billable work:
IV And submit to project manager
To submit your timesheet after saving, click Go To Web
Timesheet
)| GotoProject Workspace I Go To Web Timesheet | Go ko My Work | Help I
W Romindr
I = |
== |
Contacts | | Categories: | Collin Outlook Testing
It is not normally necessary for the user to do so, but clickingoni KS a D2 ¢2 X¢ o0dzid
itemin PWA. Inthisexample,a D2 02 aé 22NJ€¢ oAttt 2Ly tz2!1 |
and userid that you are using in Project Professional.
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User name: |coliin.quiring

Password: lliooooooo.

[T sign me in automatically

Note: The Sign me in automatically checkbox may or may not work consistently based upon IE cache
settings and other internal settings to the server and client machines.

' TGSNJI aA3dyAy3a Ays e2dz gAff oS G GKS dae ¢l alagég LI
My Tasks

MNew* | Actors® | GoYo* |

l % feasmgn Wik N Tew | % pelete | ¥ trport Timeshest | (et | 5 |
Task Name - Start Finish Progress

4 Colin Outiook Testng
Outiook Task Four | ew

Outicok Tak One | new

r
r
T Outiook Task Three | new
r

Outiook Tagk TWo | 1w

This can be used to view more details aboutthe G I &1 G KIF G F NByQl aK2gy Ay hdzif
InOutlook, A Y (G KS G &1 Qa yduvaFeathdhe vibik Eﬁfgfrmaﬁlc@ Ntk §16s or add
y20Sao ¢2 FRR I FTAES 2NJ2uKSNJAuSY FNRBY hdzit221=2
|
© File Edit View m Format  Tools
;Hgaveandclos[lm File... I VR

Item...

rf &) Miroscft Wl Obiject
71.0ffice Prorcce vvewmoces

After adding files or other items and updating the task in Outlook, you will notice that a message
F LIJSEFNB adrdAy3a @2dz KF @Sy Qi al SR (GKS OKIFy3aSa &Si
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i Outtook Task Doe - Tolbn Dvtloak Testing - Progect Web Access Tk

rzla?i'ce Project Web Access

i by
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other option will be for this task only.
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AdnKEé D rent dettinygsordydiiid for this field to be changed but that is fine for this example.)

' TGSNI Ot AO1TAYy3 2y a{I @S IyR /t24S¢ IyR Y2RAFeAy3
1 00S&aa¢ odzidz2y Ay GKS t NB 2 SupthesigndNdd SEdidwhedziliehter2 { G2 2 €
the password being used in Project Professional.

The next pop up box that appears (ifyouselectedd { K2 g O2Yy FANXIF GA2Yy RAFE23 o6ST¥
setup) is the confirmation box.

B tpdate Avagnments Lo Progect Web Access %]

L2 Tha foownq tome il be codated 1 Progect Web Accese:

: o]

T ponk show this dalog i 2 future, Just update

After selecting OK, Project will be updated. As the user, you do not have to open PWA and there is
nothing else required. After updating this task, you can see that it shows as completed in the Tasks view
in Outlook.
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[ |4 subject  ~

|Due Date

Click here to add a new Task

Outlook Task Four - Collin Outlook Testing

bl ol T ool O
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‘ Qutlook Task Three - Collin Outlook Testing

Thu 8f20/2009

Tue 8/18/2009

j [ |Outlook Task Two - Collin Outlook Testing

wed 8{12/2009

For the Project Manager to complete the process and to update the schedule the following steps must
take place. The Project Manager can accept (or reject) the task update and update the schedule
accordingly. ThisisdoneA Y
an email can be sent to the Project Manager directly from the system (as set in Personal Settings
emails). When the Project Manager goes to the Task Update page, they see the list of tasks, sorted by
Project, and what was modified, that is ready for them to approve or reject. In this example, there is
only one task waiting for an update.

Task Updates

t 21

Ay

iKS

Gelk &l
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Tas

Actions ™ | GoTo™ |
P sciectai | Eeraview | W Accept: | Reject | | | & |
1] MName Assigned To Type Sent % Complete | Work | ActWork Rem Wor Start Finish
[=! Collin Outlook Testing Task update NA oh oh oh| 8/5/2009 | 8/5/2009
Qutlook Task One Collin Quiring Taskupdate  |3/5/2009 0% oh oh Oh| 8/5f2009| 8{5/2009 |t
r

After selecting and updating the task, the Project Manager has completed their work and the schedule is
updated. The next time that the schedule is opened the task will display with the new update. In this
case, note that Outlook Task One shows the modification that we made ¢ changing the duration and
work fields to zero from the original 2 days duration and 16 hours work.
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€ TaskName Duration |% Complete | Work Start Finish  |Pr
0 = Collin Outlook Testii 10 days 0% 48 hrs Wed 8/5/09 Tue 8/18/09
1 Outlook Task One 0 days 0% Ohrs  Wed8/5/09  Wed 8/5/09
2 Outlook Task Two 2 days 0% 16hrs  Wed 8/509 Thu 8609 1
3 Outlook Task Three 2 days 0% 16hrs. Tue8M109 Wed 81203 2
4 Outlook Task Four 2 days 0% 16hrs Thu 81308 TueSMB8M09 3
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