
After creating a new project plan, it is important to capture the information about your project and
save it so that you and others can easily understand what the project is about. In this topic, you will
set options specific to your project, and then you will save your new file.

When you create a Project file, you are not prompted to supply any project information. A good
place to get started is the Project Information dialog box. The Project Information dialog box
captures high-level information about your project as a whole. By default, the Project Information
dialog box uses the current date as the project start date. Project calculates the finish date after all of
your task information is established and linked.

In the Project Properties dialog box, you can enter general project information, such as the
project name, the project manager’s name, the name of your organization, and specific keywords
related to the project. This information will help you organize and locate your Project files.
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Note: Filling in the project name and keywords in the Project Properties dialog box will help
search indexing on your local machine and in other shared file scenarios such as when using
SharePoint. It will help you and others in your organization find the project plan using the
Search command in Windows or SharePoint.

The project's beginning date is shown in the Start date field of the Project Information dialog
box. The project's ending date is shown in the Finish date field. You can change the Start date or
Finish date by selecting the down arrow on the right side of each field.

Projects can be scheduled either from a start date or a finish date, but not both at the same time.
The Schedule from drop-down list in the Project Information dialog box shows whether your
project is scheduled from the start date or the finish date. If the Schedule from drop-down list is
set to Project Start Date, the Start date drop-down list will be active and the Finish date drop-
down list will be inactive. On the other hand, if the Schedule from drop-down list is set to Project
Finish Date, the Finish date drop-down list will be active and the Start date drop-down list will
be inactive.

By default, Microsoft Project schedules all new projects from a start date. In this mode, all tasks are
automatically scheduled to begin as soon as possible, giving the maximum amount of schedule
flexibility.

Microsoft®�Project®�2019�(On-Premise�or�Online�Editions):�Part�1��|��

Lesson�2:�Defining�a�Project��|��Topic�B

Methods�for�Scheduling
Projects



If you choose to schedule a project from a finish date, all new tasks will be automatically scheduled
to begin as late as possible. This constraint, as well as others that may be applied in this mode, limits
schedule flexibility. It is advantageous to schedule a project from a finish date when:

• Your project has a firm deadline and you want to identify a date when the project must start in
order to finish on time.

• You are not sure when your project will begin.
• Your organization requires that this mode be used.
• It is better for the project to start as late as possible.

Note: If the Schedule from drop-down list is set to Project Finish Date during the planning
phase of your project, consider changing Schedule from to Project Start Date during
implementation. This will increase your flexibility to make schedule changes if necessary.

Access the Checklist tile on your CHOICE Course screen for reference information and
job aids on How to Set Project Plan Options.
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The My HR Manual.mpp file is open.

Now that you have created the project plan file you will use to manage your project, you need to
enter a few important items in the file. You want the project to begin on August 3, 2020; to schedule
the project from the start date; and to populate the file with some general project information.

Set�the�start�date�of�the�project.
a) On�the�ribbon,�select� .

b) In�the� �text�box,�type�

Schedule�the�project�from�the�start�date.
a) In�the� �text�box,�ensure�that� �is�entered.

b) Select� .

Update�the�properties�of�the�project�with�your�new�information.
a) On�the�ribbon,�select� .

b) Select� .
Verify�that�the� �dialog�box�opens.

c) Select�the� �tab�if�it�is�not�already�selected.
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d) In�the�text�fields,�enter�the�appropriate�information�as�depicted�in�the�following�image.
�

�

e) Select� .

On�the�ribbon,�select� �and�leave�the�file�open.
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