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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: 

 
 

 
Be sure to note that a Resource Name has been assigned for the tasks.  The item that we will be 
updating is the “Duration” field (which will affect the “Work” field).  Note that Task One has 2 days 
duration and 16 hours work. 
 
In Outlook, select the “Import New Assignments”. 

 
 
 

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

 
 
 

If all is going well, the next box that appears will be the communication box: 
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If you selected “Show Confirmation dialog” when you installed the add-in, you will see the tasks that are 
about to be imported.  The name of the schedule and the individual tasks will be displayed. 

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

 
 
 

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

http://www.pmpspecialists.com/


 

 
Page 3 of 8 

PMP Specialists 
Siloam Springs, Arkansas  Cleveland, Ohio 

WWW.PMPSPECIALISTS.COM      Ph: 479.220.0758   FAX: 347.905.9893 

 

 
 
This is how it might appear in a Calendar view:  

 
 
 

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 
tab, “Project Web Access” is identical to the view when opened from the Outlook Tasks screen. 
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When you open the Assignment in the task view it will appear like this: 

 

 
 

 
 

It is not normally necessary for the user to do so, but clicking on the “Go To…” buttons will open that 
item in PWA.  In this example, “Go to My Work” will open PWA and you will need to enter the password 
and userid that you are using in Project Professional. 
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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. 
 
After signing in, you will be at the “My Tasks” page. 

 
 
 

This can be used to view more details about the task that aren’t shown in Outlook.  
 
In Outlook, in the task’s information screen, you can enter the work information, attach files or add 
notes.  To add a file or other item from Outlook, select “Insert” from the top menu. 

 
 
 

After adding files or other items and updating the task in Outlook, you will notice that a message 
appears stating you haven’t saved the changes yet.   
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It is recommended to click on “Save and Close” and not on the button “Save to Project Web Access.”  
The “Save and Close” option allows you to modify many tasks and update the server in batch while the 
other option will be for this task only. 
 
In the example that we are using, for Outlook Task One I have modified the “Remaining Work” to be 
“0h”.  (Our current settings only allow for this field to be changed but that is fine for this example.)  
After clicking on “Save and Close” and modifying any other tasks, I select the “Update Project Web 
Access” button in the Project Server Outlook toolbar.  This brings up the sign in box again where I enter 
the password being used in Project Professional.   
 
The next pop up box that appears (if you selected “Show confirmation dialog before updating” in the 
setup) is the confirmation box.   
  

 
 
 

 
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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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.  This is done in PWA in the “Task Update” screen.  When a user updates their information, 
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. 
 

 
 
 

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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