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How to use a Template

This article demonstrates how to start a new Project by using a Template. To start a project by
using a pre-defined template, open Project Professional 2016, go to File and click on New. The
following screen should appear (if you are connected to a Project Server). If you are not

connected to Project Server the screen will look similar but not have the “Featured” or
“Enterprise” links.

New

Search for online templates

Business  Construct Marketing ~ Products

FEATURED  ENTERPRISE

-y : O
] ) Eﬂ* Strtec

New from Excel workbook

Blank Project New from existing project New from SharePoint Tasks List Welcome to Praject Commercial Construct

SOFTWARE
DEVELOPMENT
PLAN

CREATE A BUDGET

Software Development Plan New Product Launch Create a budget Residential Construction Market Research Schedule New Business Plan

SOX COMPLIANCE & = = A —
TECHNOLOGY OPTIONS =

sixsiGmA S

o [l — | Eaie—
DMAIC CYCLE o ATVE Tt

There are a number of options at this point. To select a Template that your organization has

already created, select “Enterprise” and a new screen will appear showing all the templates
that you have permissions to view within your organization.

Page 1 of 2

EPM Strategy
Siloam Springs, Arkansas
WWW.EPMSTRATEGY.COM Ph: 479.373.1374  FAX: 347.905.9893



http://www.epmstrategy.com/

EPMStrategy

Improving Project Management Every Day

New

Search for online templates

Suggested searches:  Business  Construction  Marketing  Products

FEATURED EMTERPRISE

Ji

I Sample Template I
Account

If you want to use a Template that is available online you can either enter a template type in
the “Search for online templates” at the top of the screen or you can select one of the
templates from the listing of templates that are displaying on the screen already in the
“Featured” selection”.

Once you have selected the template you desire to use, it will open. Make any adjustments
needed to the Template and then save the schedule as a new project.

You could also selected “Featured” which are Project Templates that Microsoft has approved to

be used as general guidelines. Or, you can search in the Online Templates bar at the top of the
page for any existing templates that have been created by Microsoft or Microsoft Partners.
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