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Workfront for Plan licenses
Create a project
Try out what you’re learning as you complete the Planner fundamentals, Part 1: Create a 
project courses on Adobe Workfront One.

To complete many of these activities, you will need access to an Adobe Workfront instance. Talk with your internal 
Workfront team to learn how to access Workfront.

A C T I V I T Y  B O O K L E T

https://one.workfront.com/s/learningpath5/planner-fundamentals-for-the-new-workfront-experience-MCTOONVRZDLRD3FAIX6SQYSUAHDE
https://one.workfront.com/s/learningpath5/planner-fundamentals-for-the-new-workfront-experience-MCTOONVRZDLRD3FAIX6SQYSUAHDE
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Activities for Create a project
Master the basics of making projects. Start with finding requests, 
selecting a creation method, and using a template.

Activity #1

1. Where will you find incoming requests 
at your organization—a dashboard, a 
report, Workfront Home, the Requests 
area, or a Team page?

2. List the guidelines your team will use when determining if a 
request should be handled as-is or converted to a project.

3. What are some benefits of using project templates when creating a project? (Think back to what you learned in 
the “Convert a request to a project” video.)

4. What project templates have 
been built at your organization? 
What types of projects will you 
use each template for?

TEMPLATE NAME TYPE OF PROJECT
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There are several ways to create a project: from a request, from 
scratch, from a template, copying a project, or importing a file.

Activity #2

1. Learn about your team’s project 
workflow. Where do project requests 
come from at your organization?

3. Log in to Workfront. Practice creating 
projects using each method you learned 
in the Planner Fundamentals videos.

• Convert a request to a project

• Create a project from a template

• Create a project from scratch

• Copy an existing project

• Import a Microsoft Project XML file 
(optional; you may not have access to 
an XML file)

2. Where do you go in Workfront to create a new project (if 
you’re not converting a request)?

TYPE OF PROJECT CREATION METHOD

4. Which method will you use to create projects? Does the 
method vary based on the type of project?

Don’t forget to download The most important project details 
to learn about which fields Workfront recommends you fill out when creating a project.

5. What is one of the disadvantages of creating a 
project from scratch?

6. List a reason you would want to copy an existing 
project.

https://one.workfront.com/s/managed-content-guides/the-most-important-project-details-MCNTSLJGI7YVAUFLGRXPMMNGNRQ4
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Know your way around the project page to help you quickly change 
the status, review work updates, and upload documents.

Activity #3
Create a new project or open an existing project before digging in to this activity.

1. You want to view any files 
attached to your project, plus 
upload a few of your own. 
Where can you do that?

2. How can you see information 
about a task without leaving 
the main tasks list on the 
project page?

3. You want to know what 
status a project is in. Name at 
least two places you can find 
that information.

4. How do you activate the in-line editing 
on the task list?

5. How can you review the updates and other project 
communications without having to dig into each task?

It’s important to know how to easily find your projects 
so you can keep track of how work is progressing.

Activity #4

1. Go to the main Projects area. Try different Filters 
from the menu, listing the ones you think you’ll use 
most often.

2. Combine your Filter selections with different 
Views and Groupings. What’s the perfect 
combination to suit your work needs?
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Answers
Activity #1 

1. Where will you find incoming requests at your organization—a dashboard, a report, Workfront Home, the 
Requests area, or a Team page?

Answers will vary based on your team, your organization, the type of projects being created, etc.

2. List the guidelines your team will use when determining if a request should be handled as-is or converted to a 
project.

Answers will vary based on your team, your organization, the type of projects being created, etc.

3. What are some benefits of using project templates when creating a project? (Think back to what you learned in 
the “Convert a request to a project” video.)

• Faster project creation
• Consistent projects
• More accurate data for better reporting
• Serve as a framework for the project, with pre-set information

4. What project templates have been built at your organization? What types of projects will you use each template 
for?

Answers will vary based on your team, your organization, the type of projects being created, etc.

Activity #2

1. Learn about your team’s project workflow. Where do project requests come from at your organization?

Answers will vary based on your team, your organization, the type of projects being created, etc.

2. Where do you go in Workfront to create a new project (if you’re not 
converting a request)?

Click Projects in the Main Menu. Then from the Projects page, click New 
Project and select the creation method: from scratch (New Project), from a 
template (New Project from Template), or import a Microsoft Project XML 
file (Import MS Project).
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3. Log into Workfront. Practice creating projects using each method you learned in the Planner Fundamentals 
videos.

Complete the activity using the methods that are available to you in Workfront. 

4. Which method will you use to create projects? Does the method vary based on the type of project?

Answers will vary based on your team, your organization, the type of projects being created, etc.

5. What is one of the disadvantages of creating a project from scratch?

Possible answers include:
• You have to create every part of the project yourself—tasks, assignments, timeline, etc.
• It’s more time consuming. Using a project template speeds up project creation.
• You have to set all of the project details from scratch and information could be missed.
• Project plans could be set up inconsistently, which leads to inaccurate reporting.

6. List a reason you would want to copy an existing project.

Possible answers include:
• The finished project was successful and you want to do the same thing again.
• There are multiple deliverables that use the same project plan, have the same deadlines, etc. You can set up 

one project, make assignments, tweak the timeline, etc., and then copy that project to make the others.
• You might save time in setting up the project by copying a similar one that already exists.

Activity #3

Create a new project or open an existing project before digging in to these activities.

1. You want to view any files attached to your project, plus upload a few of 
your own. Where can you do that?

With the project open, click the left menu panel and select Documents. 
The main part of the Documents section displays documents and proofs 
that are already uploaded to the project. Click the Add New button and 
select Document or Proof to upload additional files.

Answers (cont.)
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Answers (cont.)

2. How can you see information about a 
task without leaving the main tasks list 
on the project page?

Select a task and click the Open 
Summary icon (at the far right of 
the project toolbar). The task side 
summary panel opens on the right 
side of the window. From there, 
you can post an update, see task 
details, log hours, and more.

3. You want to know what status a project is in. Name at least two places you can find that information.

• The status is listed on the far right side of the project header.
• Use the left panel menu to open Project Details, then view the status in the Overview section
• Select Edit from the More menu in the project header, then find the status in the Overview section.

4. How do you activate the in-line editing on the task list?

Double-click into one of the fields on the task list.

5. How can you review the updates and other project communications without having to dig into each task?

Go to the Updates section, using the left panel menu. Updates made on tasks roll up to this project-level view, 
allowing you to monitor the work being done.

Activity #4

1. Go to the main Projects area. Try different Filters from the menu, listing the ones you think you’ll use most often.

Answers will vary based on your personal preference and work needs. Workfront customers often use:

• My Projects • Projects I Own • Projects I’m On

2. Combine your Filter selections with different Views and Groupings. What’s the perfect combination to suit your 
work needs?

Answers will vary based on your personal preference and work needs.
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