Create single and recurring tasks
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Add a task to a task list 
1. On the View tab, in the Task Views group, click Gantt Chart. 
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2. In an empty Task Name field, type a task name and then press ENTER.
Insert a task between existing tasks
1. Select the row below where you want a new task to appear.
2. On the Task tab, in the Insert group, click the top part of the Task button. 
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3. Type the task name in the inserted row. The task IDs are automatically renumbered after you insert a task.
Add a task in the Network Diagram view
1. To switch to the Network Diagram view, on the View tab, in the Task Views group, click Network Diagram. 
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2. On the Task tab, in the Insert group, click the top part of the Task button. 
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3. Type the task name in the new task box.
[bookmark: BM2]Create multiple tasks
If you are adding several tasks with resource assignments (assignment: A specific resource that is assigned to a particular task.) and task dependencies (task dependencies: A relationship between two linked tasks; linked by a dependency between their finish and start dates. There are four kinds of task dependencies: Finish-to-start [FS], Start-to-start [SS], Finish-to-finish [FF], and Start-to-finish [SF].) at one time, you may find it helpful to enter this information into your project by using the Task Form view.
1. On the View tab, in the Task Views group, click Gantt Chart. 
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2. On the View tab, in the Split View group, select Details. 
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The window is split to display the Gantt Chart view on the top and Task Form view on the bottom. You cannot view the timeline while viewing this split view.
3. In the Gantt Chart view (top), click the first empty row at the end of the task list.
4. In the Task Form view (bottom), type information about the new task:
· In the Name box, type the new task's name.
· In the Duration box, type the task duration.
· If you want the task duration to remain fixed regardless of resource assignments, select the Effort driven check box.
· In the form columns, type detailed information about the task (such as the assigned resources and predecessor tasks).
5. Click OK to save the new task, and then click Next to move to the next row in the Gantt Chart view.
NOTE: You cannot use the Task Form view to enter subtasks into your project. To create subtasks, indent and outdent tasks in the Gantt Chart view.
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If a task repeats at set intervals, enter it as a recurring task (recurring task: A task that occurs repeatedly during the course of a project. For example, you might define the weekly status meeting as a recurring task.). If it does not repeat at set intervals, enter it as a regular task every time that it occurs.
1. On the View tab, in the Task Views group, click Gantt Chart. 
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2. Select the row below where you want the recurring task to appear.
3. On the Task tab, in the Insert group, click the bottom part of theTask button and then click Recurring Task. 
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4. In the Task Name box, type the task name.
5. In the Duration box, type the duration of a single occurrence of the task.
6. In the Recurrence pattern section, click Daily, Weekly, Monthly, or Yearly.
7. Select the check box next to each day of the week that the task should occur.
8. In the Start box, enter a start date and do one of the following:
· Select End after, and then type the number of occurrences for the task.
· Select End by, and then enter the date you want the recurring task to end.
NOTE: If you don't enter a date in the Start box, Project uses the project start date.
9. In the Calendar for scheduling this task section, select a resource calendar from the Calendar list to apply to the task. If you do not want to apply a calendar, select None.
TIP If you want to apply a calendar, but not tie that calendar to scheduling for the task, select the Scheduling ignores resource calendars check box.
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