
  

Gettin

Quick

CREATE 

Project ope

1. Click t

2. Click N

3. Click B

4. Click C

CHANG

There are t

 Manua

examp

 Autom

start fi

should

To change

 In the 

 

ng starte

k Refere

A NEW PR

ens by default w

the File tab. Th

New. 

Blank Project.

Create. 

E THE TASK

two types of ta

ally scheduled

ple, you can cre

matically sche

elds. These tas

d begin in relati

 the task mode

Task Mode co

d with P

ence Ca

ROJECT 

with a new proj

he Backstage v

 

K MODE FO

sk modes: man

d  Ma

eate a duration

eduled Aut

sks use this inf

ion to other tas

e of a task, do t

olumn for a task

 

 

Project 20

ard 

ject. To create

view appears. 

OR A TASK

nually schedule

nually schedule

n of “Soon” for a

tomatically sch

formation (alon

sks. 

the following: 

k, click Auto S

010 

 additional proj

ed and automa

ed tasks allow 

a manually sch

eduled tasks re

ng with calenda

Schedule ( 

jects, follow the

atically schedul

greater flexibil

heduled task w

equire specific 

ar information) 

 ) or Manually

ese steps: 

led: 

ity in how a tas

without Project d

types of value

to help determ

y Scheduled ( 

sk is scheduled

displaying an e

es for duration a

mine where task

 ). 

d. For 

error. 

and 

ks 



LINK 2 T

Linking tas

another on

or problem

after the ot

1. Select

then h

2. Click t

3. To cha

 Fi

tw

is

 St

tw

be

 Fi

ha

fin

 St

be

fin

OUTLIN

Outlining a

created by 

becomes a

sometimes

1. Select

2. On the

TASKS 

sks allows you t

e ends. You w

ms will occur. In 

ther. 

t the two tasks 

hold down the S

the Task tab, a

ange the link ty

inish to Start (

wo tasks, "Cons

 the most com

tart to Start (S

wo tasks, "Pour

egins. 

inish to Finish

ave two tasks, 

nishes. 

tart to Finish (

e used for just-

nishing late if it

E A PROJEC

allows you to br

indenting or m

a subtask of the

s referred to a p

t the task that y

e Task tab, in t

to create relatio

wouldn’t want th

this case, you

that you want t

SHIFT key whil

and then in the 

ype, double clic

(FS) The

struct fence" an

mon type of de

SS) The

r foundation" an

h (FF) The

"Add wiring" a

(SF) The

-in-time schedu

ts dependent ta

CT TO CREA

reak down your

moving a task to

e nearest prece

phases. 

you want to ind

the Schedule g

onships betwee

he Design phas

 would link the 

to link. Select t

e clicking the s

Schedule grou

ck the line betw

e second task c

nd "Paint fence

ependency. 

e second task c

nd "Level conc

e second task c

nd "Inspect ele

e second task c

uling up to a mi

asks slip. 

ATE A PHAS

r task list to ma

o a lower outlin

eding task at a 

ent under its p

group, click Ind

en tasks. For e

se of a project, 

Design phase

the first task by

second task. 

up, click Link T

ween the linked

cannot start un

e," "Paint fence

cannot start un

crete," "Level co

cannot finish un

ectrical," "Inspe

cannot finish un

ilestone or the 

SE WITH SU

ake it appear m

ne level in the T

higher outline 

phase, or summ

dent Task ( 

example, you m

say, to begin a

e to the Constru

y clicking its na

Task (  ). 

d tasks, and se

ntil the first task

e" can't start un

ntil the first task

oncrete" can't b

ntil the first tas

ect electrical" ca

ntil the first tas

project finish d

UBTASKS 

more organized

Task Name co

level. Tasks at

mary task. 

 ). 

may want one t

at the same tim

uction phase so

ame in the Task

lect one of the 

k finishes. For e

ntil "Construct f

k starts. For exa

begin until "Po

sk finishes. For 

an't finish until 

sk starts. This d

date to minimiz

d and readable.

lumn. When yo

t the highest ou

task to begin af

me as construct

o that one start

k Name colum

following: 

example, if you

fence" finishes.

ample, if you h

ur foundation" 

example, if yo

"Add wiring" 

dependency typ

ze the risk of a 

. Outlines are 

ou indent a tas

utline level are 

fter 

tion, 

ts 

n, and 

u have 

. This 

have 

ou 

pe can 

task 

k, it 

 


