Change a task duration
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[bookmark: BMbacktotop]When you create an automatically scheduled task, Project 2010 assigns it an estimated duration (duration: The total span of active working time that is required to complete a task. This is generally the amount of working time from the start to finish of a task, as defined by the project and resource calendar.) of one day by default. You can modify that duration at any time to reflect the actual amount of time that the task requires.
NOTE What happens when you create or change a task duration differs depending on whether you are working with an automatically scheduled task (automatically scheduled task: This type of task is scheduled using Project's scheduling engine, taking into account task constraints, dependencies, project calendars, and resource calendars.) or a manually scheduled task (manually scheduled task: This type of task can be placed anywhere in the schedule without Project rescheduling it; it does not move as related information about the task changes.). By default, new tasks are manually scheduled and do not have default durations. To make new tasks automatically scheduled, on the Task tab, in the Tasks group, click Auto Schedule.
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1. If necessary, add the task to the project plan. See Create single and recurring tasks for full instructions.
2. In the Duration column for the task, type the duration in minutes (m), hours (h), days (d), weeks (w), or months (mo). 
NOTE Project does not convert the units if you change them. For example, if the duration is 1 day and you want to express it in hours, you must first calculate the number of working hours in a day and then enter the new value in hours.
3. If the new duration is an estimate, type a question mark (?) after it.
4. Press ENTER.
NOTE In Project 2010, you can change the duration of a summary task (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 called a "hammock task") without changing its subtasks. If the duration of the summary task becomes different than the total duration of its subtasks, the difference appears as a red line on the chart portion of the view.
Change the default units
1. Click the File tab, and then click Options.
2. In the Project Options dialog box, click Schedule in the left pane.
3. In the Duration is entered in box, select a duration unit.
Allow estimated durations
[bookmark: _GoBack]Some projects might not use estimated durations for automatically scheduled tasks. If your project does not use estimated durations and you type a question mark in the Duration column for a task, the value is not considered an estimate. To enable estimated durations in your project, do the following:
1. Click the File tab, and then click Options.
2. In the Project Options dialog box, click Schedule in the left pane.
3. [bookmark: BM2]Select the Show that scheduled tasks have estimated durations check box.
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