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Learn: How a project task structure can be edited. 

While creating and maintaining projects it can be necessary to move a project’s 
task. 

Moving a task below another task 

– Open a project with Search Project (F6).  

Figure1: Main Menu -> Project Administration -> Search Project -> Edit Project 

– Select the task that needs to be moved  by clicking the task’s name or the 
link [Edit] to the right   

Figure 2: Main Menu-> Project Administration -> Search Project -> Edit Project -> 
Edit task ”Project Management” 

– Select which task the task is going to be located below by opening the drop-
down menu Task will be located under:  and click on the Update button. 

Figure 3: Main Menu -> Project Administration -> Search Project -> Edit Project      
-> Edit Task ”Project Management” 

– The task Project Management is now a subtask to the task Delivery .  

 

For instructions on how to move a task to a different project see G5. 

Figure 1: Main Menu -> Project Administration -> Search Project -> Edit Project 

 
Figure 2: Main Menu -> Project Administration -> Search Project -> Edit Project -> Edit 
Task ”Project Management” 

 
Figure 3: Main Menu -> Project Administration -> Search Project-> Edit Project -> Edit 
Task “Project Management” 

 

 Access level: Project Manager, Director and System Administrator
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