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e Scheduling Bar — create tasks and dates
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Scheduling
Project Tab
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Calendar ‘Standard’ is a base calendar.

Click on a day to see its working times: December 1, 2013 is nonwaorking.
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Add tasks here, using the button shown below.
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You can also edit the tasts with resources required and predecessors, i.e. tasks that have to be finished before

this one can begin.
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Linking Tasks
Tasks can be linked together several ways:

e Setting dependencies when creating tasks

e Highlighting groups of them and using the link item from the task ribbon

e Dragging and dropping one on the other



The purpose of linking a task is to indicate that one requires the other’s completion

*NOTE: Relationships can be edited to put a “lead” or negative time stamp if one task can be started before

another
Resource Basics

Resource Sheet

On the Resource Ribbon choose Resource Sheet, shown below.
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Notice the named resources. They can be assigned to different types (materials, work, or cost) and given

different values.

Assigning Resources
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Hold down Ctrl and click to select multiple resources




After assigning resources to tasks:
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Hold down Ctrl and dlick to select multiple resources

Budgeting
Cost Table
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| Task: Virtualize OPACs

Allows adding fixed costs rather than creating additional resources.

Problems

Red items in information column indicate a resource over allocation.
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To fix this go to the resource tab and Level Resource.
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This rearranges scheduling so that no resources are double booked.

Tracking
Tracking chart and tables allow you to view progress of project as a whole and individual tasks. Remaining

duration, actual cost, etc. are all presented in the tracking table.



