Create and schedule a new project
1. Click the File tab, and then click New.
2. [bookmark: _GoBack]Make sure that Blank Project is selected, and then click Create on the right pane. 
3. On the Project tab, in the Properties group, click Project Information.
[image: Project Properties graphic]
4. Schedule the project in the Project Information dialog box:
· To schedule from the start date, click Project Start Date in the Schedule from box, and then select the start date in the Start date box.
· To schedule from the finish date, click Project Finish Date in the Schedule from box, and then select the finish date in the Finish date box.
TIP Schedule from the finish date if you need to find out how late you can start a project. However, we recommend that you change this setting to schedule from the start date when work begins on the project.
5. If you are using Project Professional 2010, you can include enterprise custom fields in the project. In the Enterprise Custom Fields section, click the Value field for a custom field, and then select the value.
NOTE You must enter values for required enterprise custom fields, marked by an asterisk (*), or you won't be able to save the project.
If your plans change, you can change this initial project information at any time in the Project Information dialog box. However, if you have applied actual data, such as actual start or finish dates, to tasks, the tasks will not be rescheduled based on the updated project information. In addition, if you have put constraints on tasks, moving the project's start or finish date won't necessarily move all tasks relative to the new date. 
· If you want to save the project as an enterprise project, you should connect to Project Server before creating the project.
· If you create and save the project locally and then decide to save it to Project Server later, the project will be updated with settings from the enterprise global template (enterprise global template: A collection of default settings, such as views, tables, and fields, that are used by all projects across the organization. These settings exist within a special project in Project Server.). Your project may be updated with different views, tables, fields, and other items. In addition, any formatting that is inconsistent with the enterprise global template will be lost.





[bookmark: BMdefine]Define file properties for your project
1. Open the project. 
2. Click the File tab, and then click Info.
3. On the right pane, click Project Information and then click Advanced Properties.
[image: File Properties menu image.]
4. On the Summary tab, type the relevant project information in the boxes.
5. On the Custom tab, type the custom information in the Name, Type, and Value boxes, and then click Add.
6. Click OK.
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