microsoft sharepoint project management template

Microsoft SharePoint project management template is an essential tool for organizations looking to
streamline their project management processes. This template harnesses the power of SharePoint, a web-
based collaboration platform developed by Microsoft, to provide teams with a centralized space for
managing projects effectively. By incorporating various features like document management, task lists,
calendars, and reporting tools, the SharePoint project management template enhances communication,

organization, and efficiency across teams.

Understanding SharePoint Project Management Templates

What is a SharePoint Project Management Template?

A SharePoint project management template is a pre-designed framework within SharePoint that enables

users to manage projects more efficiently. It typically includes:

- Task Lists: A structured way to assign and track tasks.
- Document Libraries: Centralized repositories for project-related documents.
- Calendars: Visual representation of project timelines and important deadlines.

- Dashboards: Overview of project status, milestones, and key performance indicators (KPlIs).

These templates can be customized to fit the unique needs of a project or organization, making them

versatile tools for project managers.

Benefits of Using a SharePoint Project Management Template

Utilizing a SharePoint project management template offers several advantages, including:

1. Improved Collaboration: Teams can work together more effectively with shared access to project
documents and updates.

2. Increased Visibility: Project stakeholders can easily track progress and identify potential bottlenecks.

3. Customization: Templates can be tailored to fit specific project requirements, allowing for flexibility in
management styles.

4. Centralized Information: All project-related information is stored in one location, reducing the chances of
miscommunication or lost documents.

5. Automated Processes: SharePoint allows for automation of repetitive tasks, freeing up time for more

strategic activities.



How to Create a Microsoft SharePoint Project Management

Template

Creating a project management template in SharePoint can be done in a few straightforward steps. Below is

a guide to help you set up your own template.

Step 1: Define Project Requirements

Before creating a template, it is crucial to understand the specific needs of your project or organization.

Consider the following:

- Project Scope: What are the primary objectives and deliverables?
- Team Structure: Who will be involved in the project, and what roles will they play?

- Key Milestones: What are the critical deadlines that need to be tracked?

Step 2: Set Up Your SharePoint Site

1. Access SharePoint: Log in to your Microsoft SharePoint account.
2. Create a New Site: Choose to create a "Team Site" or "Communication Site" based on your project needs.

3. Name Your Site: Give your site a descriptive name relevant to the project.

Step 3: Add Essential Components

Once your site is set up, begin adding key components:

- Task Lists:
- Navigate to "Site Contents" and select "Tasks."

- Create a new task list and define columns such as Task Name, Assigned To, Due Date, and Status.

- Document Libraries:
- Click on "Site Contents" and select "Document Library."

- Create folders for different document types, such as project plans, reports, and meeting notes.

- Calendars:
- Go to "Site Contents" and choose "Calendar."

- Input important dates, such as project kick-off, milestones, and review meetings.



- Dashboards:
- Utilize SharePoint's built-in web parts to create dashboards that display project metrics, timelines, and

progress reports.

Step 4: Customize Your Template

Tailor your template to meet the unique needs of your project:
- Modify Views: Adjust how task lists and document libraries are displayed for optimal clarity.
- Add Workflows: Implement workflows to automate processes such as task approvals or document

reviews.

- Set Permissions: Control who can access and edit specific parts of the site to maintain security.

Best Practices for Using SharePoint Project Management

Templates

To maximize the effectiveness of your SharePoint project management template, consider the following

best practices:

Regular Updates and Maintenance

- Daily Check-Ins: Encourage team members to update their task status regularly.

- Document Reviews: Schedule periodic reviews of project documents to ensure all information is current.

Encourage Team Collaboration

- Utilize Comments: Encourage team members to use the comments feature on tasks and documents for
discussions.
- Hold Regular Meetings: Schedule frequent team meetings to discuss project progress and address any

concerns.

Utilize Reporting Tools

- Dashboard Monitoring: Regularly monitor dashboards for insights into project performance.



- Export Reports: Use SharePoint's reporting features to export data for presentations or stakeholder

updates.

Integrating Other Tools with SharePoint

Microsoft SharePoint can be integrated with various other tools to enhance project management capabilities.

Consider the following integrations:

Microsoft Teams

- Real-Time Collaboration: Use Microsoft Teams for discussions and quick updates.

- File Sharing: Easily share files stored in SharePoint during Team meetings.

Microsoft Planner

- Task Management: Planner can be connected to SharePoint to provide a visual task management board.

- Progress Tracking: Use Planner for tracking task progress and managing deadlines.

Power BI

- Data Visualization: Integrate Power BI to create visual reports from SharePoint data.

- Advanced Analytics: Gain deeper insights into project performance and resource allocation.

Common Challenges and Solutions

While using a SharePoint project management template can be highly beneficial, users may encounter

certain challenges. Here are some common issues and their solutions:

Challenge: User Adoption

- Solution: Provide training sessions and resources to familiarize team members with the SharePoint

interface and its capabilities.



Challenge: Template Customization Complexity

- Solution: Start with a basic template and gradually add features as users become more comfortable with

the platform.

Challenge: Information Overload

- Solution: Establish guidelines for document management to prevent clutter, such as naming conventions

and version control.

Conclusion

In conclusion, the Microsoft SharePoint project management template is a powerful asset for teams seeking
to improve their project management workflows. With its ability to enhance collaboration, increase
visibility, and automate processes, the template serves as a strong foundation for effective project
management. By following best practices and integrating other Microsoft tools, organizations can leverage
SharePoint to drive project success and achieve their strategic objectives. Whether you are managing a
small team or a large project, the flexibility and functionality of SharePoint templates can significantly

contribute to your overall project management success.

Frequently Asked Questions

What is a Microsoft SharePoint Project Management Template?

A Microsoft SharePoint Project Management Template is a pre-designed framework within SharePoint
that helps teams plan, execute, and manage projects efficiently by providing tools for task management,

document sharing, and collaboration.

How can I create a project management template in SharePoint?

To create a project management template in SharePoint, you can start by customizing a site or list using
existing templates, adding necessary columns for tasks, timeline, resources, and then saving your

configuration as a template for future use.

What are the benefits of using SharePoint for project management?

Benefits of using SharePoint for project management include enhanced collaboration, centralized document



management, version control, real-time updates, and customizable workflows that improve team

productivity and project tracking.

Can I integrate Microsoft Project with SharePoint Project Management
Templates?

Yes, you can integrate Microsoft Project with SharePoint Project Management Templates using the Project
Web App feature, allowing for seamless synchronization of project schedules and tasks between both

platforms.

Are there any free SharePoint project management templates available?

Yes, Microsoft and various third-party providers offer free SharePoint project management templates that
can be downloaded or accessed through the SharePoint template gallery to help kickstart your project

management efforts.

How do I customize a SharePoint project management template?

You can customize a SharePoint project management template by modifying existing lists and libraries,

adding custom fields, creating workflows, and adjusting permissions to fit your team’s specific project needs.

‘What features should I look for in a SharePoint project management

template?

Key features to look for in a SharePoint project management template include task assignment, Gantt
charts, document libraries, reporting tools, and integration capabilities with other Microsoft tools like Teams

and Planner.

Is training required to use SharePoint project management templates

effectively?

While training is not strictly required, it is highly recommended to ensure users understand how to
navigate SharePoint, utilize the templates effectively, and leverage its features for optimal project

management success.
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