Linking Tasks in Microsoft Project 2000TM
Five Ways

The following materials is excerpted from The Project Group, LLC’s Microsoft Project in One Day© course manual.  

Please contact us at 415-572-3084 or by e-mail at wizards@theprojectgroup.biz for additional information on Project Management Training or Microsoft Project training.

Visit us on the web at www.theprojectgroup.biz
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1. Selecting and Linking

The easiest method to link tasks is to select two or more tasks, then click on the link button: 

1. Open a news MS Project file and enter 10 fictitious tasks to use in this exercise.
2. In the spreadsheet, drag the cursor across Tasks # 2-4 to select them.

3. Click on the Link button.

To Link two non-continguous tasks, click on the task you want as a predecessor, hold down the Ctrl key and click on a successor task.

4. Click on task ID 5.

5. CTRL + Click on Task ID 7.

6. Click on the Link button.
2. The Mouse Method
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A second method of linking tasks uses the mouse on the right pane (the Gantt chart).  Place your mouse on a task and drag the cursor to the successor.

Be sure before you start dragging that your cursor looks like                and not             , or  

You can only use the Mouse Method to link two tasks at a time.  Be sure you are going in the right direction (predecessor to successor).

Use the Mouse Method to link tasks ID 8 and ID 9.
You can only link two tasks at a time with this method.

3. Task Information Box Method

The Task Information Box holds most of the useful information you'll need pertaining to a task.  Double click on a task, then click on the Predecessors tab.  You can enter the Task ID of the predecessor or use a Drop Down Box under the Task Name to see all the tasks in your project.


7. Double-click on Task ID 10.

8. Click on the Predecessor tab, then enter Task ID 9 as its predecessor.

9. Click on OK.

Unlinking Tasks with the Mouse Method

The Mouse Method to Unlink tasks is different from linking them.  In the right pane, put the point of your cursor on any link line and double-click to see the Task Dependency box.  Click on the Delete key to remove the dependency. 

Remove the Dependencies from Task ID 2 and Task ID 3.

Unlinking in the Task Information Box

The Predecessor Tab of the Task Information box allows you to remove rows in a spreadsheet by selecting the row and hitting the Delete Key.

10. Double-click on Task 7.  

11. In the Predecessors Tab select the first row and press the Delete key.

4. The Entry Table

The default Entry table in the left pane contains the Predecessors column.  Remove a link by deleting the contents of that column for a given task.

12. Using the Predecessors column of the Entry table, delete the predecessor for Task 4.  Use the Backspace key not the Delete key!

About Linking Summary Tasks
Be careful about linking Summary Tasks.  In the example below, in order to start Phase 2, you must finish all the tasks in Phase 1.  If any one of the tasks in Phase 1 is late, you cannot start Phase 2.  Under real world conditions this logic can cause difficulties.  By linking  Task J to the longest tasks in Phase 3 you assure more scheduling options.  
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5. Linking Tasks Using the Network Chart View

Some project managers like to use the Network Chart view.  You can link tasks in this view dragging with the mouse, just as you linked Gantt bars.
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