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TIME!
8 How to Move a Task below another Task

, Access level: Project Manager, Director and System Administrator Figure 1: Main Menu -> Project Administration -> Search Project -> Edit Project

Project Tasks

. . Actions: [ Modify Timetable... | Move Tasks... | MS Pm&u{x art... 1
Learn: How a project task structure can be edited. e
[ il JationieJenaote Jraicrpe ] 70| ot | et | . | |
1 H H ini 1 H H 4 New Project task Lacation
While Creatlng and malntalnlng prOJeCtS it can be necessary to move a pI’OJect S — PR DN E D s o E— T L
task. 1 00+ CesionofDatsbase  |zsoi/zoo7 |[®) [oaiosizoor (Bl | pesign v O 3,000 EY + 37060 [ Ede | Delete ]
2 0005 Developmentin.Met 230772007 |®) [0sjosjza0r |[B] [Bugs andrest v O 7,500 [ %z 2061 [ Edt | Delote]
3 0003 FrojsctManeoement | 23i07/z007 (B [13masz007 B | project manag v O 1,200 1z 32 0060 [ Edt [ Delete ]
. =4 0006 Delivery 06/08/2007  13/08,2007 3,000 25 [ 00 [Edt]
Mo‘"ng a taSk below anOther taSk 41 0008 Implementation osjosrea07 |[®) [13j08/2007 |[E] O 3,000 25 0 006 [ Edit | Delete ]
. . . 5 noo7 Evaluation 13j08fz007 | ®) [16fosfzo07 |[E] _ [ 5,000 50 59 001 [ Edit | Delete ]
— Open a project with Search Project (F6). Totol * waw 12 w1 s
Figure1: Main Menu -> Project Administration -> Search Project -> Edit Project Figure 2: Main Menu -> Project Administration -> Search Project -> Edit Project -> Edit
4 N 2
— Select the task that needs to be moved @ by clicking the task’s name or the Task "Project Management
||nk [Edlt] to the rlghtg EDIT TASK = ASC [ Search (F2) | Personal Profile | Help (F13 | Log out ]

Main Menu -> Project Administration -> Search Preject -> Edit Praject -> Edit Task “Project Management™”

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

INFORMATION  PROJECT TASKS  ALLOCATED HOURS  FINANCE  GANTT CHART  MILESTONES  STATUS REPORTS

Edit Task "Project Management™ Navigation
- Select which task the task is going to be located below by opening the drop- o Tskeme: ok araprens e erer P
. . N . 2 Development in .MNet
down menu Task will be located under: © and click on the Update button. T e customers flessers 333555Managemem
. . . .. . . . . } Task willbe located under | (inder Deivery 1% | 4.1 Tmplementation
Figure 3: Main Menu -> Project Administration -> Search Project -> Edit Project Dacmert Lik: I . e
-> Ed |t Ta S k " P rOJeCt M ana ge me nt" thrtDDtata: 23§D7§2007 @ are creating a project plan with tasks on
ndLate: 13/08/z007 different levels.
Budget (Hours): 12
- The task Project Management is now a subtask to the task Delivery @. Fudget (ELR): 1200
Fixed Price Task: F
Active:

For instructions on how to move a task to a different project see = G5. Figure 3: Main Menu -> Project Administration -> Search Project-> Edit Project -> Edit

Task “Project Management”
I 4 [ srch (£2) | Fersena rofie | el 1) | Log 0t

MaQMenu - Project Administration -> Search Project -> Edit Prajact -> Edit Task "Project Management"

INFORMATION  PROJECT TASKS  ALLOCATED HOURS  FINANCE  GANTT CHART  MILESTONES  STATUS REPORTS

Edit Task "Project Management” Navigation
Project Task Mame: Project Management Praject Name: .Met - Outlook integration click on a task to edit it
Task no. Project no.: MET.07.0002 1 Design of Database

) 2 Development in .Net

" Customer: Metsters
Task Type: Project management v 3 Delivery
Billable: .1 Project Management
Task will be located under:| Under Delivery - 3.2 Implementation
Document Link: 4 Evaluation
By lacating 5 task undsr another task yau
Start Date: 23o7jzo0r | ) ) )
E‘ are creating a project plan with tasks on

End Date: 13/08/2007 differant levels,
Budgest (Hours): 12
Budget (EURY: 1,200
Fixed Price Task: O
Active:
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