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How to synchronize Microsoft Project file with SharePoint task list
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This post will show you how to synchronize tasks from your Microsoft Project planning with

SharePoint. This typically addresses users/companies that do not want to invest in the full version of

Project server, but would like to share task list and project information with some stakeholders.

Create a Microsoft Project simple project

Here is a very simple project that contains 2 summary tasks with 3 subtasks.

o Task Name ~ | Duration _
o ~ MySimpleProject 11 days
1 ~ Phase 1 6 days
2 Task 1.1 4 days
3 Task 1.2 2 days
3 Milestone of phase 1 0days
5 ~ Phase 2 5 days
6 Task 2.1 2 days
7 Task 2.2 3 days
8 Milestone of phase 2 0days

Create a task list in SharePoint

Start

v

Tue 05.07.11
Tue 05.07.11
Tue 05.07.11

Mon 11.07.11
Tue 12.07.11
Wed 13.07.11
Wed 13.07.11
Fri15.07.11
Tue 19.07.11

Finish - Predecessors

Tue 19.07.11
Tue 12.07.11
Fri 08.07.11
Tue 12.07.11 2
Tue 12.07.11 3
Tue 19.07.11
Thu 14.07.11 4
Tue 19.07.11 6
Tue 19.07.11 7

v
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Jérémy Cottino
Jérémy Cottino
Jérémy Cottino

Jérémy Cottino
Jérémy Cottino
Jérémy Cottino
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Jérémy Cottina
Jérémy Cottino
< 19.07

Open your SharePoint site, go to ‘view all site content’ and click on ‘Create’

My Site My Newsfeed My Content My Profile  Forus

Site Actions ~

[

Jérémy Cottino » All Site Content

Displays all sites, lists, and libraries in this site.

Jérémy Cottino

Lists

MyMultiSelectList

MyProjectTaskList

Libraries

& site Workflows

Document Libraries

A

Customized Reports
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Create a list from ‘Project Tasks’

Note that you can also use simple task list, for which there are small differences in the views

provided.

Create

Browse From:

Installed Items
Office.com

Filter By:
All Types
Library

List >

Page
Site

All Categories >

Blank & Custom
Collaboration
Communication
Content

Data

Meetings
Search
Tracking

Web Databases

>

Title « Type

L)

Announcements

]

Custom List

=
M=

External List

Languages and
Translators

e

Calendar

Custom List in
Datasheet View

s

Import Spreadsheet
c=]

Links

Synchronize Project tasks to SharePoint

In Microsoft Project, click on the ‘File’ tab, select ‘Save & Send’ and then click on ‘Sync with Tasks

List’.

Type the site URL, and select your list.

EI

Sl

“ Task  Resource  Project

I save
B save As
[Z5 Open
[ Close
Info
Recent

New

Print

Help
1] Options
Exit

Save & Send

g

View

L3 Send as Attachment

Developer

Team Format

Select Language: | English

85

Contacts

Discussion Board

P

b

Issue Tracking

Project Tasks

Sync with Tasks List

Search I

Project Tasks

Type: List
Categories: Tracking

A place for team or personal tasks.
Project tasks lists provide a Gantt Chart
view and can be opened by Microsoft
Project or other compatible programs.

MySimpleProject

:Creaﬁ\ [ More Options |

MySimpleProject.mpp - Microsoft Project

Use this place to create and synchronize with a tasks list in SharePoint Server. You can share tasks with team
members and collect status updates by synchronizing the changes back into the plan.

ol

Sync with Tasks List

Save to SharePoint

File Types

ﬂ Save Project as File

Site URL:

P

b-i.c

Validate URL

Select an existing tasks list, or enter a new name:

MySimpleProject
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Click on ‘Sync’.

SharePoint Synchronization

]

Sync to task list progress:
Reading list items

The following warning message will pop up. This is one of the limitations of the standard Microsoft
Project to SharePoint synchronization - only Manually Scheduled tasks can be synchronized.
Microsoft Project will convert all your tasks from Automatically Scheduled to Manually Scheduled.

Microsoft Project

2] = |

Clicking Cancel will not change the tasks and will not synchronize the project plan.

(o) (o

Was this information helpful?

The Automatically Scheduled tasks of the project plan will be changed to Manually Scheduled, which may modify your schedule.

Open your SharePoint list and check synchronization

Summary tasks are supported and displayed.

My Site My Newsfeed | My Content | My Profile  Forus

Site Actions ~

e mi e

L

o t:j %, ZoomIn [ Modify View . Current View: ’ é F 3 oz = Create Visio Diagram Jlﬁ B3 1 & List Permissions

‘ A i -8 O 7 & 85, I

A 2| @ zoomout D o creste Coumn | rojectasks =] 4 —= & Y& @ openwith access < B & workflow Settings .
Standard| Datasheet  New Create Emaila Alet RSS  SynctoSharePoint Connectto Exportto Customize List

View | View Row 9 scrolitoTask  View 4 Navigate Up Current Page Lk~ Me. Feed Workspace  Outlook  Excel () Open Schedule Form 75|  Settings

View Format Datasheet Gantt View Manage Views Share & Track Connect & Export Customize List Settings

Lists [} Title Start Date Due Date % (3/2011 7/10/2011 7/17/2011 7/24/2011 7/31/2011 8/7/2011 8/14/2011| *
MTIWIT FEISISIMTWTFISSMTWTF SISIMITWTIFISISIMITIWTI|FISISIMITIWIT|F|SiSIM TV
MyMultiSelectList Phase 1 7/5/2011 7/12/2011 0% PPy
MySimploRrgiect Phase 2 7/13/2011 7/19/2011 0% e 4
&+

Vihrarioa

If you click on one of the summary tasks, you will find all sub tasks.

My Site My Newsfeed | M:

| My Profile  Forus

L

Browse

ion History

= . 4

Item Permissions =
New  View Edit Attach Alert Workflows Approve/Reject Ilike Tags &
Item. Folder Item Item X Delete Item File Me It Notes

New Manage Adtions _ Share & Track Workflows Tags and Notes
Lists 0 ‘ Title Start Date Due Date % Complete | Task Status Pri¢ 3/2011 7/10/2011 7/17/2011 7/24/2011 7/31/2011 2
[ G M T WTFSSMTWTEFSSMTWTFSSMTWTEFSSMTWTE
MyMultiSelectList ﬂ Task 1.1 7/5/2011 7/8/2011 0% Not Started @)
MySimpleProject | Task 1.2 7/11/2011 7/12/2011 3 Not Started 2) ‘::1,
Milestone of phas 7/13/2011 7/13/2011 0% Not Started @ ¢

Libraries

Personal Documents



L]
blue-infinity

2-way Synchronization

Make a change on SharePoint, for e.g. update task % complete for task 1.1 to 100%

My Site My Newsfeed | My nt | My Profile Forus

Site Actions ~ @ Browse

Version Hist \
J . ersion History Q s

Item Permissions

New v View  Edit Attach Alert ‘.‘.‘nrlgﬂmvs Approve/Reject  Ilike Tags &
Item Folder  Item  Iem < Delete tem File Me~ It Notes
New Manage Actions  Share & Track Workflows Tags and Notes
Lists @ Title Start Date Due Date % Complete | Task Status Pri¢ 3/2011 7/10/2011 7/17/2011 7/24/2011 7/31/2011 2
,,,,, | M TWTIF[s sMTWTIFssiMTwWTFsSsMTwTFls[sMTWTIF
MyMultiSelectList | Task 1.1 7/5/2011 7/8/2011 Imn % Not Started @
MySimpleRycisc: Task 1.2 7/11/2011 7/12/2011 0% Not Started (&) C:],
Milestone of phas 7/13/2011 7/13/2011 0% Not Started @ ¢
Libraries @
Personal Documents
chan
On the other hand, create a new task in Microsoft Project (New task 1.3)
[} Task Name . | Duration _ Start - Finish - %% . |Prede _ Resource Names _ | |04 Jul'11 [111ul'11 [18Jul 11 [251
|Comp | M[TIW[T[F[s[s[M[TIW[TIF[s[s[M[TW[T[F[s[s[m["
0 ~ MySimpleProject 12 days Tue 05.07.11 Thu 21.07.11 33% S @
1 = Phase 1 7days Tue05.07.11 Wed 13.07.11 57% I
2 [~/ Task 1.1 4days  Tue05.07.11 Fri 08‘07‘11|100% S| Jérémy Cottino érémy Cottino
3 Task 1.2 2days Mon11.07.11  Tue12.07.11 0% 2 Jérémy Cottino Jérémy Cottino
4 New task 1.3 lday Wed13.07.11 Wed13.07.11 0% 3
5 Milestone of phase 1 Odays Thul4.07.11  Thu14.07.11 0% 4 Jérémy Cottino
6 ~ Phase 2 S5days Thu14.07.11 Wed 20.07.11 0%
7 Task 2.1 2days  Thu14.07.11 Fri15.07.11 0% 5 Jérémy Cottino y Cottino
8 Task 2.2 3days Mon18.07.11 Wed 20.07.11 0% 7 Jérémy Cottino Jérémy Cottino
9 Milestone of phase 2 Odays Thu21.07.11  Thu?21.07.11 0% 8 Jérémy Cottino ¢ i107

Run synchronization, and check the update in SharePoint/Microsoft Project.

My Site My Newsfeed | My ¢ nt | My Profile  Forus

#  Browse

7J Version History 2 )

Item Permissions
Edit Attach Alert Workflows Approve/Reject  Ilike Tags &
Fi It

Item. Folder Item  Item X Dejete Item Me. Notes
New Manage Actions  Share & Track Workflows Tags and Notes

Lists [o | rie Start Date Due Date % Complete | 3/2011 7/10/2011 7/17/2011 7/24/2011 7/31/2011 8/7/2011 -
| - M TWTFSSMTWTEFSSMTWTFSSMTWTEFSSMTWTEFSSMTWTEF

HyulSelsc et Task 1.1 7/5/2011 7/8/2011 100 %

MySimpleBeoiach Task 1.2 7/11/2011 7/12/2011 0%
| Newtask 1.3 7/13/2011 7/13/2011 0% Dbl

Libraries Milestone of phas 7/14/2011 7/14/2011 0% ¢

Personal Documents &

Shared Documents
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Available view in SharePoint

We already saw the default Gantt view; you can also create a calendar view

My Site My Newsfeed | My Co

t | My Profile  Forus

Calendar Tools

Site Actions - @ WCICUZEMN ftems  List Calendar

| Jérémy Cottino » MySimpleProject » CalendarView 7 v
< Ilikelt  Tags &
Notes
Jérémy Cottino Search this site... »p (7]
4 2011 » I S
Jan Feb Mar & @ uly,2011
i 7 =L Sunday Monday Tuesday Wednesday Thursday Friday Saturday
M Aug Seg 2 27 28 29 30 1 2
Oct Nov Dec
Today is Tuesday, July 05,
2011
Lists 3 4 5 6 7 8 9
MyMultiSelectlist Task 1.1
MySimpleProject
10 1 12 13 14 15 16
Libraries Task 1.2 8:00 am - 5:00 pm Task 2.1
Personal Documents New task 1.3 8:00 am Milestone of phase 1
Shared Documents
Drop Off Library 17 18 19 20 21 22 23
Task 2.2 8:00 am - 8:00 am
Milestone of phase 2
Pictures
Shared Pictures 24 25 26 27 28 29 30
(&) Recycle Bin
(& Al site Content 31 2 3 4 5 6
Receive update notification
There is a standard feature in any SharePoint list or document library that allows the user to be
notified of any changes that occur to any item in a list.
. . . PR . . . ) .
To subscribe to notifications, open the ‘List’ option and click on ‘Alert Me’. You will then have to
select the frequency of notifications and the type of modification to be reported.
Site Actions ~ @ Browse i List
= * ZoomIn —  [[[y Modify View . Current View: T - - —)
)| B - ) . =1" AN Sa 0% §d
e 2| ‘=, Zoom Out 7 Il Create Column  Project Tasks 2 L ot s
Standard| Datasheet New = Create E-mail a | Alert RSS Sync to SharePoint Connect to Exportto
View View Row o] 3 Scroll to Task View 3 Navigate Up . Current Page Link Me | Feed Workspace Outlook Excel
View Format Datasheet Gantt View Manage Views Shi 4" Set alert on this Nsu Connect & Export
Lists o Title Start Date Due Date % € 3/2011 & —712/2041
) : M TV Set alert on this list W T Fls
MyMultiSelectList Phase 1 7/5/2011 7/13/2011 57¢| P 2 T
MySirmsleBroieck Receive e-mail or mobile notifications
¥oImpIerroe Phase 2 7/14/2011 7/20/2011 0%

when any item in this list is changed.
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Synchronization issues

You can face some synchronization issues; the first of which is the conflict. The same item has been
modified both in SharePoint and Microsoft Project. In this example the %complete has been
modified on both sides with different values. The synchronization process pops up the conflict
resolution window to help you to resolve this issue.

The following task has a confiict indicated by the highlighted row(s). Select the task version you would like to keep,

Column Project Version SharePoint Version
Title Task 2.2 Task 2.2

Start Date 18.07.2011 08:00 18.07.2011 08:00
Due Date 20.07.2011 17:00 20.07.2011 17:00

% Complete 60% 50%

Assigned To Jérémy Cottino Jérémy Cottino
Predecessors Task 2.1 Task 2.1

j ] 2 7

This task was last modified in SharePoint by Jérémy Cottino on Tue 05.07.11.

| Keep SharePoint Version |

| KeepProject Version |

[T Keep the selected version for all remaining conflicts in this synchronization.

Another synchronization issue is related to resource assignment. SharePoint can only synchronize
resources that exist within its environment. In this example the user named “Test User 1” is assigned
to a task in Microsoft Project, but as it does not exist in SharePoint, the synchronization cannot be
completed. The resource assigned to this task is therefore removed in SharePoint.

Microsoft Project 0

i Unable to publish resource *Test User 17 to the tasks list because the resource does not exist on the SharePoint server,
“® % The resource will remain assigned to tasks in the project plan.

o ]

Was this information helpful?
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Manipulate Custom Fields

You can create custom fields in Microsoft Project and synchronize them with SharePoint. In the
following example, | have created a text column called ‘Location’ and assigned some values.

o Location - |Task Name - | Duration _
0 ~ MySimpleProject 12 days
1 ] ~ Phase 1 7 days
2 v Onsite Task 1.1 4 days
3 Onsite Task 1.2 2 days
4 Offshore New task 1.3 1day
5 Onsite Milestone of phase 1 0 days
6 ~ Phase 2 5 days
7 Offshore Task 2.1 2 days
3 Offshore Task 2.2 3 days
9 Onsite Milestone of phase 2 0 days

In Microsoft Project, select the ‘File’ tab, and then click on ‘Manage Fields’.

Task Resource Project View Developer Team Custom ‘ Format
[ save . . .
s Information About MySimpleProject.mpp
&l Save As
C:\Users\jcottino\Desktop\Project and SharePoint\MySimpleProject. mpp
[5 Open
[ Close

Project Server Accounts

_ @ Not connected to Project Server

Manage
Recent Accounts
New

— Sync to Tasks List
Print J\;Ig Your project plan was last synchronized with a SharePoint tasks list on05.07.11 11:34
SharePoint site: http://sharepoint.b-i.com/my/site/jcottinc
Save & Send Sync Tasks list: MySimpleProject
L%Manage Fields

Help
] Options

Organize Global Template

Move project elements such as views, reports, and tables between two local files, or
between a local file and the global template file,

E3 Exit

[]uu]

Organizer
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Select the ‘Text1 (Location)’ project field. The corresponding column in the SharePoint list will then
be created upon the next synchronization.

Manage Fields

The selected Project fields will be synchronized with the corresponding SharePoint
columns.

Add Field

Select a field from the project plan and enter the name of the column you want to
create in the SharePoint tasks list. The column will be created the next time you
synchronize with SharePoint.

Project Field: SharePoint Column:

Text1 ( Location ) v | Location

[ oK T]l Cancel ]

Site Actions ~ @i

J Version History é
g 5 Item Permissions =
New New View Edit Attach Alert Workflows Approve/Reject Ilike Tags&
Rem. Folder Item Item X Delete tem File Me~ It Notes
New Manage Adions _ Share & Track Workflows Tags and Notes
T T
Lists ) Title Start Date Due Date % Complete Task Status Priority Predecessors Assigned To Location 3/2011 7/10/2011 7
MTWTIFISSIMTWITIFISIS
MyMultiSelectList [ Task 1.1 7/5/2011 7/8/2011 100 % Not Started (2) Normal Jérémy Cottino  Onsite
MySimpleProjact Task 1.2 7/11/2011 7/12/2011 0% Not Started (2) Normal Task 1.1 Jérémy Cottino  Onsite
Milestone of phas 7/14/2011 7/14/2011 0% Not Started (2) Normal Newtask 1.3 Jérémy Cottino  Onsite *
Libraries New task 1.3 7/13/2011 7/13/2011 0% Not Started (2) Normal Task 1.2 Offshore

Personal Documents *

Shared Documents

Restrictions
Here are the restrictions of such synchronization processes:

e  Only works with SharePoint Foundation or SharePoint Server 2010

e Only works with Project Professional

e Only works when Project Professional is not connected to Project Server

e Synchronized tasks become Manually Scheduled tasks (cannot keep Auto Scheduled)
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Comparison between this method and Project Server

Project Sync Project server

Synchronization 2-way 2-way
Tasks Yes Yes

Task work Yes Yes
Project meta data Task fields Yes
Resource assignment Yes Yes
Work No Yes
Portfolio/program level rollup No Yes

Field mappings Task only Project, Task, Resource
Task modes Manual only Auto or Manual
List mapping Yes No
Projects per site Single Multi




