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CREATING A NEwW ONTRAC TASK

1. Loginto ProjectWeb.

2. Select desired Project.

3. Right-click, select appropriate type of Task to create. The Create
New Task window will appear.
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Enter a Subject.

Select the Type of Task from drop-down menu.

Select Security level. Open allows all members of Project team
to view the Task, Secure only allows members listed on Task and
Locked prevents any changes to be made to the Task.

7. Select aDate Required and time for Task to be completed.
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8.  Select the appropriate team member(s) to approve/review the
Task according to L evels of approval (if required). The CC...
option is for members to view the Task, but no work isrequired
by them.

9. Click the appropriate L evel button starting with Level 1.

10. Select the desired team members.
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11. Click[>> to select the team member.

12. If selecting multiple members for one level, select And or Or.
And indicates all selected members must approve/review the
Task. Or indicates one of the members must approve/review the
Task.

13. Click| ok

14. Select membersfor Level 2, if required.

15. Enter any necessary information into the Detail s textbox.
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16 Attach any necessary documents.

17. Click "2 E-mail notification sent automatically to all
team merrbersllsted on the Task
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LINK NEW ONTRAC TASK TO EXISTING ONTRAC TASK

1. Logininto ProjectWeb.
2. Select appropriate Project.
3. Click OnTracllnk
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4. Right-click on existing OnTrac Task.
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5. Select appropriate new Task to create.
6. Follow previously outlined stepsto create anew OnTrac Task.

LINK NEW ONTRAC TASK TO EXISTING DOCUMENT

Login into ProjectWeb.

Select appropriate Proj ect.

Locate Document to link with new OnTrac Task.

Click inthe 1 or 1+ checkbox of the required Document.
Ri ght—cllck on the Document.

grwNE

P oo e e st St E

Project Folders
I

E£5-L2009Mar1 6CLdoc
mzchanical Reom L

E5-L2009Mar16CL.doc

) - ar
j [ O/ e10:0005.006

Sep 28,09
Junz2, 08

Sep 28,09
Junz2, 08

View
Download Selected...
Delete Selected...
Properties.
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6. Select appropriate new Task to create
7. Follow previously outlined stepsto create anew OnTrac Task.
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ACCESSING/RESPONDING TO PROJECTWEB - ONTRAC

ACCESS VIA SWITCHBOARD

1. Loginto ProjectWeb.
2. From Switchboard page, select desired Project.
3. Click OnTraclink.
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4. Select appropriate OnTrac Task from list. Task details appear.
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5. Click on Task name to open and view details.

ACCESSVIA EMAIL

1. Notification via email received.
2. Click the EroiectVeb |ink,
CN -test user access rights - Notice of Attention

ProjectWeb to me

Dear dave brown,

The Task CN - test user access rights has been submitted.,
requiring responses by 10/30/2009 3:00:00 PR

Your action is required.
Please logon to Project\Web to take appropriate action.

Click here to learn how to action on Tasks.

Regards.
ProjectWeb Team

3. Loginto ProjectWeb. The Task details will appear.
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Thursday, November 12, 2000

Logged-in User: carl Brown Switchboard | ProjectWeb | Help | Update Profile | Logoff
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4. Click onrequired Task to open details.
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5. Review Task requirements. Attachments and previous Task
history available at bottom of page.

26209: BC Chairs

Back to List

Project Name: Evans Dema Site

Task: Supplementary Instruction
Subject: [BG Chairs
Type: Query s

Humber: s1

Custom #: 26300 |

* Aute Sequanca Number will be ignered if Custom Sequence Number is provided.

Security: @ secure O Open [iocked
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Action: Ook OReject Oeditonly

Detail: ‘
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Original Query and Responsas:

Response 1: Evan Shkolnik on Oct 08, 2009 11:24AM
Carl please review

Originator: dave brown on Oct 08, 2009 11:19AM
Test for BG

Attachments:

File Name/Task # Description/Subject Attached By

=7 p101.pdf First Floor dave brown
=7 p102.pdf Second Floor dave brown
=7 p103.pdf Third Fleor dave brown
P~ D31-CELINE-ting GB Chairs dave brown

Task Modification History

Back to List

ok
6. Select appropriate Action.

Action: ) Edit Only

) Reject

7. Enter details of response into the Details textbox

Detail:

Attachments: File
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9. Click "EEE to submit your Task response.

Description
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