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Clear Microsoft Project Professional Local Cache

In order to clear the cachein Microsoft Project Professional we will start with the product openedwith a blank project
scheduleas shownbelow.

Important, DO NOT haveanyprojectschedules opened at this timein Microsoft Project.
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Continue with the following steps:
. . File L .
1. ClicktheFile tab then select Options inthe Quick Launch.
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2. OnceintheProject Options dialog, select the Save (1) page, then click the Clean Up Cache (2) button.

Project Options ? s

General

E Customize how projects are saved.
Display

Schedule Save projects

Save files in this format: | Project (*.mpp) hd
Default File location: C\Users\DanielBell\Documents Browse...
anguage Auto save every 10
Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins Don't show the Backstage when opening or saving files

| Show additional places for saving, even if sign-in may be required.
Trust Center

Save to Computer by default
Save templates
Default personal templates location: |C\Users\DanielBell\AppData\Roaming\Microsoft\ Templates\ Browse...
Cache

Cache size limit (MB): | 14,879
Cache location: C\Users\DanielBell\AppData\Roaming'\Microsoft\MS Project\ 16\ Cachel Browse...

e View Cache Status
Clean Up Cachi

OK Cancel

3. IntheClean Up Cache dialog performthe following:
a. Selectalltheprojectsinthe Remove projects fromcache section. Use Shift-click to simplify selection.
b. Clickthe RemoveFrom Cache button.

Note: Thescreenshot on theleftis before we cleared projects fromthe cache. Thescreenshot shows the cleared cache.

Clean Up Cache X Clean Up Cache X
The locally cached projects are listed below. On delete, selected projects are deleted from the local The locally cached projects are listed below. On delete, selected projects are deleted from the local
cache, Projects on the server are unaffected. cache, Projects on the server are unaffected.
Cache Details: Cache Details:
Description Size [MEB]) Description Size (MB)
Total Cache 5ize 4.41 Total Cache Size 0.91
Cache size limit 14879.00 Cache size limit 14879.00
Total size of global items 0.34 Total size of global items 034
Total size of Projects 4.06 Total size of Projects 4.06
Remove projects from cache Remove projects from cache
Project Filter | Projects not checked out to you ~ | Project Filter | Projects not checked out to you ~
d Out| Size (KB} | Modified File Name Checked Out| Size (KB} [ Modified
Acquisition Target Analysis 944 5at 9/30/17
Apparel ERP Upgrade System Mo 640 Sat 9/30/17
Dynamics NAV Upgrade Mo 672 Sat 9/30117
EVM - 100 Mo 352 Tue 10/317
Software Installation EA 976 Tue 10/317
€ > £ >
Total size of selected projects: 3584 Total size of selected projects: 0 KB
Bemove From Cache Remaove From Cache
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4. Whilestillinthe Clean Up Cache dialog, change the Project Filter to Projects checkedout to you viathedrop
down listbox.

Remove projects from cache

roject Filter | Projects not checked out to you |v
. Projects not checked out to you -
File M Modified
e Hame Projects checked out to you (KE) ocme
hW s .

5. Ifthereareany projects showing up in the cache now, performthe same procedure and clear them fromthe
cache(Important, ensureyou do not currently have anyprojects opened!)
a. Selectalltheprojectsinthe Remove projects fromcache (1) section. Use Shift-click to simplify
selection.
b. Clickthe Remove From Cache (2) button.

X
| The locally cached projects are listed below. On delete, selected projects are deleted from the local |

cache, Projects on the server are unaffected.

|
Cache Details:

Description Size [ME)
Total Cache Size 0.91

| Cache size limit 14879.00
Total size of global items 0.34
Total size of Projects 4,06

Remove projects from cache

Project Filter | Projects checked out to you b
File Mame ked Out| Size (KB} | Modified
Helmet with Integrated Sunvisar 576 Sat 93017

€

Total size of selected projects: 0 KB,
Bemove From Cache

6. Clickthe Close button when finished.

7. Note thatyou will nolongerbeableto open projects that arereferencedin your Recentitems list. You will need
to Navigate File > Open, Browse. Then in the Open dialog click the Show me thellist of all projects linkto
retrieve thelist of projects from Microsoft Project Online.

Marne B Cache Status Last Access Time
=3 Show me the list of all prn:-jects)
35 Apparel ERP Upgrade System 2/231811:13 AM
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