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Adding Tasks and Milestones

Published on 01/04/2016

What's the difference between a Task and Milestone?

The main difference between tasks and milestones is the intent behind their
creation: tasks are generally for individual to-do items and milestones are for
larger, project management goals.

Creating Tasks & Milestones

To create, edit, or delete tasks and milestones, click on the'View Details'
button in the 'Schedule’ section of the Project Dashboard:

WORKSPACES ¥ MY REVIEWS (2) CONTACTS ~ TASKS ¥  REPORTS  ACCOUNT v

Summer Print Ad Overview Schedule Files (0)

Priority ~ Normal - Status  In Progress - + SAVE ARCHIVE & DUPLICATE &
Overview EDIT Schedule VIEW DETAILS Team Members EDIT
Project Name: ™ ; " oned Owner:
Summer Print Ad ere are no tasks or milestenes assigned yet Grace Deng
Started: Other Team Members:
Tue 05/098/17 9:00 AM Grace Deng, Mike Malone, Pam Martel, Paul Morad
Due:
Mon 05/29/17 5:00 PM
Comments

Created:
Mon 05/08/17 5:07 PM

Project Group:

Print

Requester Insights:

Enabled

Email comment to team
Budget:
Not Set This has been approved - we can kick this project off!
Paul Morad, Tue 05/09/17 10:17 AM Ecit Comment

Requests Details EDIT

Initiated by: Proof.

Megan Diaz roots

Mon 05/08/17 4:47 PM

No Proofs found.
Request:

View | Send

Files:
1. Spring Print Ad.pdf

On the next screen, simply click'Add’ or the + icon to add the first Task or
Milestone.

After you've entered in your task information, click the Save button at the
bottom of the window pane. Repeat this until you've completed all your
tasks/milestones. You can automate this process by using a Project
Template.
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WORKSPACES ¥ MY REVIEWS (2) CONTACTS  TASKS v  REPORTS  ACCOUNT v

Summer Print Ad Overview Schedule Files (0)
+ Back to Schedule Overview
(o] 0 )
TASKS OVERDUE DUE TODAY DUE THIS WEEK Add Task/Milestone

Details
= Sort | Custom v

Type
O Task

Name

No tasks or milestones.

Description

Start Date

Level of Effort

0

Assigned To
() Grace Deng
7 Mike Malone:
[Pam Martel
()Paul Morad

Tags <

Milestone

mins

Status

Incomplete

Due Date

Estimated Cost

Resources & Workloads

CANCEL SAVE
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