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Bulk Shift Task Dates

Published on 09/14/2016

If you need to move some or all of your tasks and/or milestone dates forward
or backwards, you can use the bulk shift feature. This feature respects
working days/hours. To bulk edit, click 'View Details' in the Schedule column
of the Project Dashboard.

Schedule VIEW DETAILS
% Create V1and post for review \’:}
Grace Deng

Start: Mon O116/17 5:00 AM
Due: Mon 0116/17 5:00 PM
Level of Effort: 3 hrs

Time Spent: 0 Hours

Provide feedback on V1 \’:)
Christy Drucker, Megan Diaz, Paul Morad

Start: Tue OVI7A7 9:00 AM

Due: Thu 0119417 5:00 PM

Level of Effort: 30 mins

Time Spent: 30 Minutes

o

o

Create V2 and post for review \’:}
Grace Deng

Start: Fri 0172017 9:00 AM
Due: Fri 0%/20/17 5:00 PM
Level of Effort: 30 mins
Time Spent: 0 Hours

Approve V2 Figs)

wo
Christy Drucker, Megan Diaz, Paul Morad g

Start: Fri 0172017 9:00 AM
Due: Fri 0120417 5:00 PM
Level of Effort: 30 mins
Time Spent: 0 Hours

Then, click the Bulk Shift Dates icon.

Next select the criteria that you'd like to edit. You can choose all or some
tasks, start dates versus due dates, as well as determine whether the tasks are
moving forward or backwards by hours, days, or weeks.

o 'Start & Due Dates' will allow you to shift forwards or backwards.

'Start Dates Only' will allow you to shift backwards.
'Due Dates Only' will allow you to shift forwards.
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After clicking next, you'll confirm the tasks that you want to switch and ensure
the dates align with the changes you intended to make. Then click 'Save.'
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