Outline tasks into subtasks and summary tasks
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[bookmark: BMbacktotop]You can break down your task list to make it appear more organized and readable by indenting (indenting: Moving a task to a lower outline level [to the right] in the Task Name field. When you indent a task, it becomes a subtask of the nearest preceding task at a higher outline level.) and outdenting (outdenting: Moving a task to a higher outline level [to the left] in the Task Name field.) the project's tasks (task: An activity that has a beginning and an end. Project plans are made up of tasks.) to create an outline (outline: A hierarchical structure for a project that shows how some tasks fit within broader groupings. In Project, subtasks are indented under summary tasks.) of the summary tasks (summary task: A task that is made up of subtasks and summarizes those subtasks. Use outlining to create summary tasks. Project automatically determines summary task information [such as duration and cost] by using information from the subtasks.) (also known as "hammock tasks") and subtasks (subtask: A task that is part of a summary task. The subtask information is consolidated into the summary task. You can designate subtasks by using the Project outlining feature.).
[bookmark: BM1]Choose a method to organize your tasks
When organizing the tasks for a project, you can group the tasks that share characteristics or that will be completed in the same time frame under a summary task. Project managers sometimes call summary tasks "hammock tasks." You can use the summary tasks to show the major phases and subphases in the project. Summary tasks summarize the data of their subtasks, which are the tasks that are grouped beneath them. You can indent the tasks as many levels as needed to reflect the organization of your project.
There are two methods for organising your task list: 
· With the top-down method, you identify the major phases first and then break the phases down into individual tasks. The top-down method gives you a version of the plan as soon as you decide on the major phases.
NOTE If you can think of tasks that don't fit under the phases that you defined, you are probably missing a phase.
· With the bottom-up method, you list all the possible tasks first, and then you group them into phases.
After you decide on a method for organizing your tasks, you can begin outlining them into summary tasks and subtasks in Project.
[bookmark: BM2]Create summary tasks and subtasks
Create an outline for your tasks by indenting and outdenting them to create the summary tasks and subtasks. By default, the summary tasks are bold and outdented, and the subtasks are indented beneath them. Keep in mind, that a summary task can also be a subtask of another task above it.
1. In the Gantt Chart view, click the row for the task that you want to indent as a subtask or outdent as a summary task.
2. [bookmark: _GoBack]On the Task tab, in the Schedule group, click Indent to indent the task, making it a subtask.
[image: Task tab Schedule group]
TIP You can indent or outdent a task quickly with the mouse. Point to the first letter of the task name. When the pointer changes to a double-headed arrow, drag right to indent the task or drag left to outdent the task.
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