 Working Offline
 
This is a great option. As a project manager you can take your project plan from the enterprise and save it to your local drive. This allows you make changes without having to be online. This option is great for working on project plans from home (okay maybe it isn’t that great) or when traveling. It does have one quirk. You cannot save a project off line when you have opened the project from the WEB, such as after you have updated your resources task updates. This is a MS undocumented feature.
 
Saving a Project Plan Offline Procedure
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       Sign onto the tool using the connect option
[image: image2.png]


       Click on the File Tab > Open
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       Choose your project 
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       Click on the open button
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       Once the project has loaded 
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       Click on the File Tab > Save Offline
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Note: While the project is offline, the only way to load the off line project is from the Project List. This is done on purpose. The plan on your desk top has to integrate back into the MS SQL database when you save it back which requires special coordinating information to be associated with the project plan. Warning: “playing” with the offline project plan outside of MS Project will cause massive unpredictable results and you will lose the changes you have made.
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       To save it back up to the enterprise
         Open MS Project
         Sign onto the enterprise
         Click on the File Tab > choose the project name from the Projects List
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         Once loaded, click the File Tab > Save Online
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         Answer “Yes” the question about saving it online
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       What happens if something goes wrong?
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       When your project is Saved Offline is locked from any updates by the enterprise (or anyone else)
[image: image14.png]


       For various reasons you may not want to save the changes made off line
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       Contact the tool administrator, who can “check in” the original project and make it available for updates
 
Note: If the administrator has to “check in” your project, all offline changes are lost. This is a great option, but you must follow the procedures. 
 
 
