@ Job Aid | Creating the project schedule in Project for the web

Overview

This Job Aid defines the steps to follow to develop the project schedule in Project for the web.

There are five (5) core actions required to develop the project schedule.

EF IV S

Build the team

Identify the work
Assign resources
Estimate the work
Establish dependencies

Build the team

@
[

Project Manager ﬁ Project for the web

e.

ASSIGN TEAM MEMBERS TO MICROSOFT 365 GROUP

Open the project schedule in Project for the web.
Click Group Members from the top right corner.

= Mobilize Sales Team Grid Board Timeline Y o o Group members |-

May 4 - Aug 14 [—

Based on organizational group policies Create group (recommended) or Add to group.
Search for and select the team members and stakeholders.

% Filters (0) & Group members -+

Group

Add members to create @ group. Already
have 00se an existing group.

°|Cmategroup Add to a group |

‘ e MDPI\IZE Sales Team ‘
Private

Connie Campaign |

o @ connie Campaign

Albert Connell

Click Create to create team as a Microsoft 365 group.
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@ Job Aid | Creating the project schedule in Project for the web

=7 Filters (0) ;f‘ Group members -+

Group

Add members to create 3 group. Already
have one? Choose an existing group.

Create group  Add to a group

Mobilize Sales Team
Private

Enter a name to add a member |

e Connie Campaign

O =3

[dentity the work using the Timeline view

& Project Manager ﬁ Project for the web

1. CAPTURE PROJECT DELIVERABLES

a.  Open project schedule in Project for the web.
Click Timeline from the ribbon.

Mobilize Sales Team G”o Timeline
May 4 - Aug 14

c. Create a project start milestone as the first line in the new schedule. Replace "Add new task' with a project start

milestone.

~  Mobilize Sales Team Grid Board Timeline
o Apr14 - Apr 14
M Aug Aug 20
o @) Project start milesetone
[ ]
D ‘ Name ‘ Assign:

d. Hover your mouse over the milestone name to activate the i Icon and click on it to open the task pane.

Mobilize Sales Team Grid Board Timeline
& Apr14- Aprid
4 Aug 23 a0

1 O Project start milesets @ :
~ Open details (Alt+])
_ Name RS

e. Setthe Duration to zero to make it a Milestone.
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@ Job Aid | Creating the project schedule in Project for the web

S X

O Project start milesetone

A, Assignto

Add a note...

Start m

‘ 04/14/2020 | ‘ 04/14/2020 |

Duration % Complete
[0 | fé |
Bucket

Bucket 1 v

~ Effort

Completed Remaining Total

Eg. "gh" ‘ + ‘ E.g."8h" | = ‘ E.g."16h"

Depends on

This task doesn't depend on other tasks

Add dependency

f.  Define the first phase of the project by typing the phase name in the 'Add new task' area.
g. Continue to add the first deliverables in the same way.

Mobilize Sales Team Grid Board Timeline
Apr14 - Apr 14

B

Aug 23 Aug 30

1 (@) Project start milesetone

0; () Project kickoff
o 1 Add new task

h. Hover your mouse over the deliverable name to activate the ellipsis and click on them to open the task sub-menu
i.  Click Indent task to make it a "child" of the Phase.

Mobilize Sales Team Grid  Board  Timeline
Apr 14 - Apr 14

< B

Aug23 Aug 30 =
1 (O  Project start milesetone
2 (O  Project kickoff

3 O PrcjedNurmaandCuHob : ||

Add new task (D Open details

o |1 Make subtaskg

X Cuttask

[y Copy task

»E Insert task above

[l Delete task

@ Copy link to task

(© Complete task

j. Continue to add Milestones, Phases and Deliverables in the same way.
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3

Mobilize Sales Team Grid Board Timeline
@ Apr 14 - Apr 14
< Aug 23 Aug 20

Project start milesetone

() Project kickoff

Project Norms and Col...

o

Add new task

2. CAPTURE PROJECT SUB-DELIVERABLES

a.  With the Phases, Deliverables and Milestones identified, the high-level Work Breakdown Structure (WBS) is complete.
Now we need to decompose the WBS into sub-deliverables (if needed) and tasks (to be discussed in the next section).
b. Insert a new line between the first two deliverables by selecting the second deliverable.
Hover your mouse over the deliverable name to activate the ellipsis and click on it to open the task sub-menu.

Click Insert task above to add the sub-deliverable.

Mobilize Sales Team Grid Board Timeline
Apr14-Ape 14

Aug 23 Aug 30

) v Projact kickotf

Project start milesetone

Project Norms and Collaboration Plan

C ‘ Project Management Plan | D
C Proje: ance Proce:

rocess and Procedures (0 Open details

|-} Make s

@ Complete task

e. Hover your mouse over the new sub-deliverable and select the ellipsis to open the task sub-menu.

f.  Click Make subtask to make it a sub-deliverable.
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@ Job Aid | Creating the project schedule in Project for the web

Mobilize Sales Team Grid Board Timeline
Aprid-Aprid

@ P! P

v 923 Aug 30

Project start milesstone

v Projeet kickoft

3 Project Norms and Collaboration Plan
ol 4 ‘ Project Site and Wark Hours O ‘l
5 Project Management Plan @ Open details

O OO0 O O »

i—| Promote subtask

Add new task

X Cuttask

[}y Copy task

>H Insert task above
W Delete task

@ Copy link to task

@ Complete task

g. Continue to decompose the WBS as required.

3. CAPTURE PROJECT TASKS
a. The final level of decomposition is to decompose the sub-deliverables into detailed tasks.

b. Insert a new line between the first two sub-deliverables by selecting the second sub-deliverable.
Hover your mouse over the sub-deliverable name to activate the ellipsis and click on it to open the task
sub-menu.

d. Click Insert task above to add the first task.

Mobilize Sales Team Grid Board Timeline
o Apr14 - Apr 14
v Aug 23 Aug 30
1 O Project start milesstone
2 ) v Project kickoff
3 :: ~ Project Norms and Collaberation Plan
4 C Project Site and Work Hours
o| 5 O ‘ Project Collaboration I\crmsl (:Do
[ O Project Management Plan © Open details

- =i M. L
Project Acceptance Process and Procedures l ake subtask

i=| Promote subtask
Add new task

& Cut task

:b Copy task

o 'S Insert task above

j[ Delete task

@ Copy link to task

)

() Complete task

e. Enter the new task and then hover your mouse over the new task and select the ellipsis to open the task sub-menu.
f. Click Make subtask to make it a sub-deliverable.
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@ Job Aid | Creating the project schedule in Project for the web

Mobilize Sales Team Grid Board Timeline
Apr 14 - Apr 14

g

<

Aug 23 Aug 30
1 O Project start milesetone

2 (O ~Project kickoff

3 o  Project Norms and Collaboration Plan
4 o Project Site and Work Hours
w Define core work hours by site @ ‘

6 Project Collaboration Norms (@ Open details

@]
7 (@) Project Management Plan o |1 Miake subtask
@]

<—\ Promote subtask

8 Project Acceptance Process and Procedures

% Cut task
Add new task

[ Copy task

»E Insert task above
[i] Delete task

%@ Copy link to task

@) Complete task

g. Continue to decompose the WBS as required.

[dentity the work using the Board view

e Project Manager ﬁ Project for the web

1. CONFIGURE THE BOARD

a.  Open project schedule in Project for the web.
b. Click Board from the ribbon.

Project

= Mobilize Sales Team | Board |Timeline
a Apr14-Apr14

c. Configure the board by creating buckets (columns, Kanban processes) as appropriate for the project delivery approach
by clicking Add Bucket and giving the new bucket an appropriate name.

~  Mobilize Sales Team Grid Board Timeline
PRI J—
< Bucket 1 °| Sprint 1 Add bucket
Enter a task name + Add task
&

d. Continue to add buckets until the board is fully defined.
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2. CAPTURE STOIES

a. Capture the first story for the project by clicking Add task from the appropriate column and capture the story.
b. Click Add Task.

= Mobilize Sales Team Grid  Board Timeline
@ Apr1a-Apris J—
v Bucket 1 Sprint 1 Sprint 2
+ Addtask o D Enter a task name + Add task
B Finish
A, asig

c.  Continue to add stories to the project in the same way.

3. ORGANIZE THE BOARD

a. Ensure the stories are in the correct column/bucket by dragging and dropping them into the appropriate location.

- Mobilize Sales Team Grid  Board Timeline
o Apr 14 - Apr 14
v Bucket 1 Sprint 1 Sprint 2
— Add task + Add task - Add task
(O Capture cwrre S
() Validate zip code
() Capture comm =

|dentity the work using the Grid view

e Project Manager ﬁ Project for the web

1. CAPTURE PROJECT DELIVERABLES
a.  Open project schedule in Project for the web.

b. Click Grid from the ribbon.

Mobilize Sales To Grid |Board Timeline
Apr14-Lprid

c. Create a project start milestone as the first line in the new schedule. Replace "Add new task' with a project start
milestone.
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iy

e

&

Mobilize Sales Team
Apr 14 - Apr 14

Name

Grid Board

Project start milestone

Add new task

Timeline

d. Ensure that the Duration column is visible.
e. Select Add column to add it is necessary.

Project

Mobilize Sales Team

Grid Board Timeline

N

Apria-Apr 14

Name

v

Assigned to ™

% complete

0

Project start milestone

Add new task

o Duration

Start Finish o - Add column

0%

f.  Set the Duration to zero to make it a Milestone.

Mobilize Sales Team
Apr1d - Apr 14

Name

Grid

Board

Timeline

Duration

ﬁ 0 days
Duration

g. Define the first phase of the project by typing the phase name in the 'Add new task' area.
h. Continue to add the first deliverable in the same way.

Mobilize Sales Team
Apr 14 - Apr 14

T O

Project start milestone

MName

Grid

Board Timeline

Name

O
O

Project start milestone

Project Kickoff

Mame

o
o

Hover your mouse over the deliverable name to activate the ellipsis and click on it to open the task sub-
menu.
j. Click Indent task to make it a "child" of the Phase.
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- Mobilize Sales Team Grid Board  Timeline
o Apr 14 - Apr 14 —

v Name Durstion ™ Assic

v Project start milestone

Project Kickoff

Praject Norms and Collaboration W () Open details
Add new task [} Make subtask |o

| Promote subtask

X Cut task

Iy Copy task

»8 Insert task above

il Delete task

@ Copy link to task

@ Complete task

k. Continue to add Milestones, Phases, and Deliverables in the same way.

- Mobilize Sales Team Grid Scard Timeline
o Apr 14 - Apr 14 J—
¥ Name

1 () v Project start milestone

2 () vProject Kickoff

3 O ‘ Project Norms and Collaboration @ ‘
o] B

o Add new task

2. CAPTURE PROJECT SUB-DELIVERABLES

a. With the Phases, Deliverables and Milestones identified, the high-level Work Breakdown Structure (WBS) is complete.
Now we need to decompose the WBS into sub-deliverables (if needed) and tasks (to be discussed on the next section).

b. Insert a new line between the first two deliverables by selecting the second deliverable.
C. Hover your mouse over the deliverable name to activate the ellipsis and click on it to open the task sub-menu.

d. Click Insert task above to add the sub-deliverable.
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~

Mobilize Sales Team
o Apr 14 - Apr 14 J—

Grid Board Timeline

Name

() v Project start milestone

Duration ™ Assig|

© | 3 “odetai\s

o

() vProject Kickeff
ERNNG) Project Norms and Collaboration
O Project Management Plan
o) Project Acceptance Process and Procedures

Add new task

|-} Make subtask
i+| Promote subtask
% Cut task

[ Copy task

o *8 Insert task sbove

Tl Delete task

@ Copy link to task

@ Complete task

e. Hover your mouse over the new sub-deliverable and select the ellipsis to open the task sub-menu.
f. Click Make subtask to make it a sub-deliverable.

Mobilize Sales Team
@ Apr14- Apr 14 J—

Grid Board Timeline

Name
~ Project start milestone
~ Project Kickoff

Project Norms and Collaboration

Duration ™ Assi¢

ol o O

Project Sites and Work Hours

@ i ||© Open details

oL

O O

Project Management Plan

Project Acceptance Process and Procedures

Add new task

|- Make subtask o

i Promote subtask
A Cuttask

[y Copy task
»8 Insert task above

] Delete task

@ Copy link to task

@ Complete task

g. Continue to decompose the WBS as required.

3. CAPTURE PROJECT TASKS

o

The final level of decomposition is to decompose the sub-deliverables into detailed tasks.

b. Insert a new line between the first 2 sub-deliverables by selecting the second sub-deliverable
c. Hover your mouse over the sub-deliverable name to activate the ellipsis and click on it to open the task sub-menu.
d. Click Insert task above to add the first task.

©2020 Sensei Project Solutions, Inc All rights reserved

Page 10 of 17



@ Job Aid | Creating the project schedule in Project for the web

Mobilize Sales Team Grid Board Timeline
™ Apr14- Apr 14 J—
4 Name Duration ™~ Assig
1 (O vProject start milestone
() vProject Kickoff

3 QO ~ Project Norms and Collaboration
4 O Project Sites and Work Hours

ols Q| Project Collaboration Norms | @] : Qdeta'\\s

—
s O Project Management Plan |-} Make subtask
70 Project Accaptance Process and Procedures =l Promote subtask
Cut task
Add new task £ cuttss
[y Copy task

o J2 Insert task above

W] Delete task

@ Copy link to task

(@ Complete task

e. ldentify the first task, and then hover your mouse over the new task and select the ellipsis to open the task sub-menu.
f. Click Make subtask to make it a sub-deliverable.

= Mobilize Sales Team Grid Board Timeline
@ Apr 14- Apr 14 J—
“ Name Duration ™~  Assig
1 (O v Project start milestone
() v Project Kickoff
0O ~ Project Norms and Collaboration
4 0O Project Sites and Work Hours
ol NG ‘ Define core work hours for each site @ ‘ @ Open details
& O Project Collaboration Norms |- Make subtask |°
70 Project Management Plan i<l Promote subtask
[INe) Project Acceptance Process and Procedures X Cuttask
[ Copy task
Add new task
»B Insert task above
M Delete task
@ Copy link to task
@ Complete task

g. Continue to decompose the WBS as required.

Assign Resources

& Project Manager &9 Project for the web

1. ASSIGN RESOURCES IN THE TIMELINE VIEW

a. Ensure you have the appropriate project open in Project for the web and ensure you are in the Timeline view.

Hover your mouse to the immediate left of the Gantt bar left hand border to show the hidden add resource icon
and click it.
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Moliilize Sales Team Grldo

Aug 23 Aug 30

1 () Project start milestone

~ Project Kickoff

3 O ~ Project Norms and Collaboration

RS} Project Sites and Work Hours o a

Define core work hours for each site

& O Project Collaboration Nerms

c. Search for and add the team member(s) to the task.

2. ASSIGN RESOURCES IN THE BOARD VIEW

a. Ensure you have the appropriate project open in Project for the web and ensure you are in the Board view.
Hover your mouse over the card to show the ellipsis and click on it and then select Assign task.

= Mobilize Sales Team Board |Timeline
@ Apr14- Apr 14

v Bucket 1 Sprint 1
+ Add task + Add task
(O Project Collaboration Norms (O Define core work hours for each

te|
R, Assign task

() Project Sites and Work Hours @ Copy link to task

i Delete task

(O Project Acceptance Process and

c. Search for and add the team member(s) to the task.

Mobilize Sales Team Grid Board Timeline
o Apr 14 - Apr 14
v Bucket 1 Sprint 1
+ Addtask + Add task
(O Project Collaboration Norms (O Define core work hours for each
site
() Project Sites and Work Hours

Enter text to search

Other team resources.

Project Acceptance Process
Procedures ‘r Deirdre Rogusky
‘ Bob Banker

o

o

Project Management Plan

3. ASSIGN RESOURCES GRID VIEW

a. Ensure you have the appropriate project open in Project for the web and ensure you are in the Grid view.

b. Ensure that the Assigned to column is visible
C. Select Add column to add Assigned to if needed.
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= Mobilize Sales Toﬁoard Timeline
@ Apr 14 - Apr 14
1 (O v Project start milestone o
(O vProject Kickeff 0%
3 O ~ Project Norms and Collaboration 0%
4 o] Project Sites and Work Hours 0%
O Define core work hours for each site 0%
3 O Project Collaboration Norms. 0%
O Project Management Plan 0%
s O Project Acceptance Process and Procedures 0%

d. Click in the Assigned to column and select the Add Resource icon
e. Search for and add the team member(s) to the task.

Mobilize Sales Team Grid Board Timeline
Apr 14 - Apr 14 —

@
7 Name Assigned to our
~ Project start milestone

~ Project Kickoff

“ Project Norms and Collaboration

o
2 C
3 O
4 O Project Sites and Work Hours o I
s C
6 O
C
O

Define core work hours for each site
Enter text to search.

Project Collaboration Norms Other team resources

Project Acceptance Pre d Procedures
roject Acceptance Process and Procedures l Sob Banker

Add new task

Estimate the work

°

e Project Manager ﬁ Project for the web

1. ESTIMATING THE WORK IN THE GRID VIEW

a. Ensure you have the appropriate project open in Project for the web and the Grid view selected.
Ensure that you have the Effort and Duration columns visible.
c. Click Add column to add one or both columns as needed.

Mobilize Sales Te Qam Timeline
Apr 14 - Apr 14

&

<

1 (O v Project start milestone 0%
(O ~Project Kickoff 0%
3 O ~ Project Norms and Collaboration 0%
4 @) Project Sites and Work Hours 0%
O Define core work hours for each site 0%

d. Enter the task estimate in the Effort column based on estimating the amount of work required to complete the task or
e. In the Duration column based on estimating how long the task will take.
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Mobilize Sales Team Grid Board Timeline
o Apr 14 - Apr 20 J—
4 Name Effort Duration ~
1 O ~ Project start milestone 40 hours 5 days

~ Project Kickoff 40 hours 5 days

@]

O ~ Project Norms and Cellaboration 40 hours 5 days
4 O Project Sites and Work Hours o 40 hours 1day
5 O Define core work hours for each site | 5 days
2. ESTIMATING THE WORK IN THE TASK PANE

a. Ensure you have the appropriate project open in Project for the web.
b. In any view, hover your mouse over a task to activate the i icon and select it to open the task pane.

- Mobilize Sales Team Grid Board Timeline

o s -

v Nome
1 (0 v Project start milestone
2 (O vProject Kickoff
3 O  Project Norms and Collaboration
4 Q| Project Sites and Work Hours ol 0] | |
3 m Dafin ra wark haurs far b sits

c.  Enter the task estimate in the Effort remaining box based on estimating the amount of work required to complete

the task or
d. In the Duration box based on estimating how long the task will take.

S X
Project Norms and Collaboration

O Project Sites and Work Hours

;Q+ Assign to

Add a note...

Start m

| 04/14/2020 ‘ | 04/14/2020 |

Duration p plete
= | |

Bucket

| Bucket 1 ~ ‘

~ Effort

Completed Remaining Total
0 hours 0 - |40 hours | F ‘ 40 hours
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Establish dependencies

@

am Project Manager

é@ Project for the web

successor task

fr

“

And release the mouse to create the dependency.

Gr‘o

Mobilize Sales Team
Apr 14- Apr 20

Mar 29 Apr3

() v Project start milestone

(O v Project Kickoff

O ~ Project Norms and Collaboration
4 O Project Sites and Work Hours

O Define core work hours for each site
6 O Project Collaberation Norms

O

Proiect Management Plan

CREATNG DEPENDENCIES IN THE TIMELINE VIEW

Ensure you have the appropriate project open in Project for the web and the Timeline view selected.

Apr 5d

IC 15 16 17 18 19 el

Apri2

Apr

Hover your mouse over the end of the Gantt bar for the successor, and then click and drag to the beginning of the

s O
& Ol

d. Create additional dependencies in the same way.

e.

A single task can have many predecessors and successors

o

v

Mobilize Sales Team
Apr 14 - Apr 27

Grid Board Timeline

v Project start milestone
~ Project Kickoff
 Project Norms and Collaboration
Project Sites and Work Hours

Define core work hours for each site

=z
O 0 O O O O é

Project Collaboration Norms

e &

Apriz Apr 19

Apr26

|j6:|:
I I

Mobilize Sales Team
Apr 14 - Apr 27

Grid  Board  Timeline

w0
v
~ Project start milestone
 Project Kickoff
v Project Norms and Collaboration
Project Sites and Work Hours
Define core work hours for each site

Project Collaboration Norms

=
b O O 0 O O O é

Project Plan

e e

Apr 12 Apr 19

Apr 26

i

CREATNG DEPENDENCIES IN THE GRID VIEW

Ensure you have the appropriate project open in Project for the web and the Timeline view selected.
Ensure the Depends on and Dependents columns are visible
Click in Add column to add one or both as needed,
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- Mobilize Sales T anm Timeline
a Apr 14 - Apr 27 —

Name
1 (O vProject start milestone
2 () v Project Kickoff

o

Depends on Dependents (aft..

Effort ™/ Duration ™
120 hours 10 days
120 hours 10 days

Assigned to

Finish o + Add column

d. Click in the Depends on column to add a predecessor task or

@

v

Mobilize Sales Team Grid Board Timeline

Apri4-

Apr20

Name

() v Project start milestone

() vProject Kickoff

o)  Project Norms and Collaboration
O Project Sites and Work Hours

Q Define core work hours for each site
O Project Collaboration Norms

Q Project Management Plan

Proiect Acceptance Pro and Precedur

Depends on ™

Dependents (aft.. ™

o Suggested tasks

4 Project Sites and Work Hours

129

129

129

e. The Dependents column to add a successor task.

@

Y

Mobilize Sales Team Grid Board Timeline
Apr 14 - Apr 20 J—

Name

~ Project start milestone

~ Project Kickoff

~ Project Norms and Collaboration

Project Sites and Work Hours

Define core work hours for each site

Project Collaboration Norms

Project Management Plan

[CRNCRNCRNCRNCRNCRNCRNG]

Project Acceptance Process and Procedures

Add new task

Depends on Dependents (aft..

Effort

120 hours

120 hours

120 hours

Suggested tasks

40 hours

o 6  Project Collaboration Norms

7 Project Management Plan

8 Project Acceptance Process and Procedures

f. Select the appropriate dependency from the auto-generated list or begin typing a task name or line number to

select a different task.

@

v

O O o0 O O O O

Mobilize Sales Team Grid Board Timeline
Apr 14 - Apr 20 —_

Name
v Project start milestone
 Project Kickoff
 Project Norms and Collaboration
Project Sites and Work Hours
Define core work hours for each site
Project Collaboration Nerms

Project Management Plan

Dependson ™

ﬁ wor

Dependents (aft..

Effort

120 hours

120 hours

120 hours

4

0 hours

4

4 Project Sites and Work Hours

0 Hours

3. CREATNG DEPENDENCIES IN THE TASK PANE

a. Ensure you have the appropriate project open in Project for the web.
b. Inany view, hover your mouse over a task to activate the i icon and select it to open the task pane.
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Mobilize Sales Team Grid Board Timeline
a Apr14- Apr 20 —

& MName ™

1 (O v Project start milestone

2 ()  vProject Kickoff

3 (@) v Project Norms and Collaboration
4 O‘ Project Sites and Work Hours ol o© ||
5 o Define rors work heirs for aach sit,

c.  Click Add dependency to add a predecessor task(s). You cannot add successor tasks using the task pane.
7o X

Project Norms and Collaboration

(O Project Collaboration Norms

,Q+ ‘ Bob Banker

Add a note...

Start m

| 04/14/2020 | ‘ 04/20/2020 |

Duration % Complete

5 days | ‘ 0 |

Bucket

| Bucket 1 ~ |

~ Effort

Completed Remaining Total

0 hours ‘ + | 40 hours | = | 40 hours

Depends on

This task doesn't depend on other tasks

Add dependency Q

d. Select the appropriate dependency from the auto-generated list or
e. Begin typing a task name or line number to select a different task.

TOTTETEET TETITaTTg TOTaT

Suggested tasks B

5  Define core work hours for each site o

4 Project Sites and Work Hours

" Search for tasks Ie
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