Getting Started FastTrack Schedule™
Welcome to FastTrack Schedule™

Welcome to FastTrack Schedule's "Getting Started Demo." We have received a
number of requests for a brief on-screen guide* through the initial start-up process of
creating a schedule, and have included the following tutorial to offer that information.
This is meant to be an on-screen tutorial to use as you learn to create your own
schedules.

Please take about 10 minutes to experiment with the tutorial. Keep in mind that the
manuals that accompany the program offer a complete guide to the many features that
enable you to create, edit and enhance your schedules.

Five example schedules have been included on this disk to show how schedules can be
enhanced with graphics, text blocks, customized bar and milestone types, labels, and
dates. Look over these schedules to see the great versatility of the FastTrack Schedule
program.

FastTrack Schedule™ allows you to quickly and easily create and update Gantt Chart
Schedules. It offers a behind-the-scenes database that actually keeps track of the
dates that your activity bars represent. If you wish to change your schedule from a
format of weeks to months, the program will scale all of your activities to the new format.
You may also transfer data back and forth between other programs as ASCII Text
making FastTrack Schedule a Gantt Chart Generator for other programs, like
MacProject ™, or a front-end to other programs. It also includes an outline-type level
structure to show major phases versus sub-activities.

You should be familiar with the basic operations of the Apple® Macintosh® computer. You should
know how to use windows, scroll bars and pull down menus and be able to cut, copy and paste text
edit selections or graphics. If you need to learn these basics, see the Macintosh manual that came
with your system.
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Getting Started FastTrack Schedule™

To illustrate how easy it is to create presentation quality schedules, work through the
following steps.

Step 1: Double click the FastTrack Schedule icon.

% File Edit Diew Special =

O

18 itemns 42 424K in dizk 27 852K availabl

Step 2: After the program has loaded, Select New Schedule ... from the File Menu.

Select New —— LTI T=TilT] (=

T

Schedule ... Open $chedule ...
from the Open Schedule Format ...
File Menu Rapa tohaduls i

Saus dohaduis #s
Rave Had s $ohvduie By

Pmpard ints Soheduls
Fupard from Sehaduls .

Page Satun ..

Fage Bplinng ..
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Print .. P

Quit %0
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A schedule will appear with a format in weeks, starting with the previous month. Of
course, at any time, you can change the scale units, the range of the schedule and
other information associated with the overall schedule.

EFI=—————— Demo Schedule HE
Apr'90 | May 'S0 ! Jun 90 Jul'90 | Aug 9o
Activities A fopin ” e i
Default SH1TIZ2I291 & HIZIZ0IZVI 3 AI0N1Ti241 1 1 9 (15221200 5 H2I1D0i261 2
format is
weeks

]

To do this, Select Schedule Data ... from the Options Menu to change any of these
parameters.

Show Tool Box #T
Select Schedule schedule Data ...
Data ... from the Column Display ... 8D
Options Menu Eobumn Balsn .

Activity Data ...

Item Data ...

Item Border ...

Schedule Date/Time ...

Display Formats ...
Preferences ...

Schedule Data

rGraph Date Line [ ApoT ]

) Hours ) Months [4] Show Date Line [ﬁ
) Days I Quarters ) ) Lancel
" weeks ) Years Size (pixels): |3_| I i3 |
[ Fiscal Years Color: | Black I

’ rGrids

[ Seale 1 Grids
[ Seale 2 Grids

[ Generic: Units

Start Date: H h

FinishDate: [ ] : -

Duration: [ activity Horiz Grids
[ activity Yert Grids
[<] Graph Horiz Grids

week [ Starts |on:| Sun | || B Graphvert Grids
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In this demo, a generic schedule will be created that includes major phases (Phase 1,
Phase 2, and Phase 3) with sub-activities (Activity 1, Activity 2, and Activity 3), and
formatted Start and Finish Date columns.

Step 3: Add two additional columns by holding down the Option Key and clicking
twice to the right of the Activities column.

S[I==—————————————— Demo Sthedule ==———— =
Apr'a0 | May'S0  §  Jun 'S0 Jul'en i Aug'ed i
Activities A —— : b it
Hoddown ——M— [ B 15(22i290 6 (IZ{20{27i 3 (1017241 1 |8 (15{22{29] 5 [12{19{26] 2
the Option
Key and
click

=<

Additional columns will be added wherever you click.

SN Dlemo Sthedue =—— =
" Activities Urtitled | Lntitled o o b g OB i
Additional 2 i15i22iz9i & (1Zi20i27i 2 (10i17iz4i1 | 8 15224
columns
added
]
|
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Step 4: Format these columns as Start and Finish Date columns by double clicking
in the column heading.

SN Demo Sthedue =—— =

Apr90 © May 0§ Jun 'S0 Ol e
Activities INERTOR Lintitled b : ay [ dun u 3
S1DIZRI29 6 HIZI20027 2 H10i17i240 1 (8 1512210

Format -

these
columns by
double
clicking in
the
column's
heading

Q4]

You will be presented with a Column Data window that allows you to format the
columns.

Column Data

| Name: [Start Date |
Name the —]
column and Format Display
form.at it () Text Format: |_Short I
as either a
Start Date — {1 ® Start Date Example: 5414790
or Finish ) Finish Date
Date ([ epply J[ cemcel [0 ok
column
N Start | Fimish | @épr-s0 | Mayg s | Jun @0 Jut 90
Activities F ; 4 ; i
[ate [ate 81922290 6 1320027 3 (1017 i24:8 1 1 8 {15224

<]
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Step 5: Enter text in the Activities column: Phase 1, Phase 2, and Phase 3.

S=————— Nemo Schedule —0ee—o—o—————|
Activities Start | Fimish | #épr's0 |  May's0 | Jun 90 Jul 50 <
[ate Date |2 i15i22i29 6 {13i20{27! 3 HOi1Tiz4i 1 i g 15i22{3
Phasze 1
Phasze 2
Phase 3]

Step 6: To draw bars for these Phases, you will need the Tool Box. Use Command T
to open the Tool Box or select it from the Options Menu.

Options

Select $how Tool Box

Show Tool

Box ffom Schedule Data ...

the Options Column Display ... #0D
Menu

indgmn Bala .
Activity Data ...
Item Data ...

Item Border ...

Schedule Date/Time ...

Display Formats ...
Preferences ...
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Choose the drawing tool and the bar you would like to appear.

tool and
the bar

type

Select the \LﬂT

drawing —"5r
—
W
+

i

Draw bars of approximately 4 weeks next to all three activities. You will be setting
guidelines for each phase's duration.

S Demo Schedule =———— =
Activities Start Date Finizh Apr 90 :g M:ag a0 Jun 20 Jul o0 ﬁ
Diate 515122129 6 {113i20{27; 3 {(10{17i24i 1 {8 {15;2]
Phase 1 4415490 (5412790 ; i
Draw bars of Phase 2 5713490 6/9/90
approximately Phaze 3 6410490 ; 747490
4 weeks in
length
Dates are
automatica lly
entered in the
formatted
date columns
i
&
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Typically, these phases would be made up of sub-activities, so insert spaces for the next
level of activities. Hold down the Option Key and click to insert spaces.

S[[&=———————————— Demo Schedule

= =

ini bpron | May'sd [ Jun'an Jul 90
Activities StartDate 1 [1MSh L Aer A0 M - i i
Date |8 i1sizzieale rzizoioy! z hioli7izal 1 g 15123
Phaze 1 4415490 {5412/90 ek

Hold down  —————————— |fase 2 RV Y

the Option Fhase 3 610790 : 777490

Key and

click to

insert

spaces

=]
=]
Insert three spaces under Phase 1, Phase 2 and Phase 3.
E[I=————————— Demo Schedule b=
Activities Start Date Finizh Apr ':‘EJEI :g : Iay "20 Jun 90 Jul a0 i}
Date 5,15 22:29i 6 1320527, 3 1017,24: 1 ;8
Phase 1 415400 1 512590 b
Insert 3
spaces
under each
phase Phoae 2 E/13/00 ¢ 60700
Phase 3 610490 1 7/7/790
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Step 7: Tab over to create a second level. Enter Activity 1, Activity 2, and Activity
3.

EDE Demo Schedule EBEI
ini wpr'e0 | May 'S0 P Jun 'S0 Jul a0
Activities Start pate | 13N A R L - i
Date SH1D2ZI29 6 120V R II0MTi24i 1 1 B 1132
Phase 1 4/15490  5/12/90 e
Activity 1
Enter I v
Activity 1, hetivity 3
Activity 2, Fhase 7 YRR P
and
Activity 3
Phase 3 6410490 7/7/90

Step 8: Using the guidelines set, estimate approximately how much time is needed for
the completion of each activity. Draw 3 bars that will fit between the start and finish
of the first phase bar.

S[DY—————————n——u—-=— Demo Sthedule =i 0= F—————=
Activities Start Date Fimizh Apr 30 | May 90 i Jun 20 Jul 20
Date g i15izzizai s HBiz0izTi S i10i17izdai 1 ig {15
Phaze 1 41590 15512590
Activity 1 451590 (4521490 G
Activity 2 452290 {5590
activity 3 5/e400 SA12590 b
FPhase 2 5390 (6990
Phase 3 61090 | 74790
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Step 9: To save time, copy all of the sub-activities and insert them beneath the
remaining phases. Hold down the Command Key and drag the cursor down the

activity column until all three activities are selected.

Hold down
the
Command
Key and
drag the
cursor
down the
activities

.

El Demo Schedule =]
ini Apr 20 | May 30 Jun 30 Jul 30
Activities Start Date | |13 A ok " i
Date (8 15i22/29 6 1320027 3 1017i24 2 {15124
Phagze 1 4415590 15412490 o e,
22
Frrre e
=ﬂ= 60t
Mhoog 2 PEAE/00 PES0400
Phase 3 6410790 747490

Use Command C to Copy the rows. Select the 3 spaces beneath Phase 2 and
paste the copy. Do the same with the 3 spaces beneath Phase 3.

Sl Demo Schedule
Activities Start Date | FIMSh i Aer S0 [ May 'S0 Jun 20
[ate 8 i15i22:29 6 13i20: 27 10:17:24: 1

Phase 1 4715790 1 5/12/90

hetivity 1 TR0 AT

hetivity 2 4727790 i 5/5/90

hetivity 3 S/6/90 15/12/90 -
Phase 2 S/13/90 676780

hetivity 1 4715780 421780

hetivity 2 4722490 1 5/5/90

Activity 3 S/e7an TEi1EE0 -
Fhase 5 6/10/90 1777780

hetivity 1 4715790 4i21/907 bz

hetivity 2 47277890 15/5/80

hetivity 3 S/E7an VeI 1RG0 -
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Step 10: Next, create a temporary link between the three activities in both Phase 2 and
Phase 3 and adjust the bars to fit into the Phase time constraints.

To do this, select the Arrow Tool and drag a box around the three activity bars.

El Demo Schedule
Activities StartDate | [Mon L AECER G M R 2
[ate 815 22i29 6 (13120027 3 110:17:24
Phase 1 4/15/90 15/12/90 R
detivity 1 AFTETS0 TAFETE0E e
Betivity 2 A7E37a0 1575 a0
dotivity 3 Sigs00  TE/1E490 —
Phase & OA13490 8059490 :
detivity 1 ST AT
Usingthe ] delivity 2 4722750 57550
Arrow detivity 3 Ereia0 TEFTZ/900 -
Tool, drag Phase 3 R/10490 777490 3
a box dctivity 1 4715790 1 4721790
around the - ’ 2
three bars dctivity 2 4722790 5/5/40
Activity 3 /5490 CA12490

Drag the top bar to the right until its start point is directly below the phase start point.

Ell Demo Schedule HE
Activities Start Date Finizh fpr :9III :5 : May 90 Jun 20 Jul 90 G
Date | 8 (15:22i29 6 (1520027 3 (101724 g
Phasze 1 4415490 i 5412790 A
Activity 1 415490 : 47521790 =
Activity 2 4722490 545590
Drag the D tivity 3 S/6490 15412790
top bar \% 2
until it is Fhase 2 w G990
under the Activity 1 4/15/90  4/21/90 fmm— k
start point Botivity 2 4422490 5/5/90
of Phase 2 o
Activity 3 5/6/090 (5/12/90 e
Phase 3 610490 ; 7/7/90
Activity 1 4415490 P 45217490 =
Activity 2 4722490 :5/5/90
Activity 3 E/E/90 | S/12/90
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All three bars will automatically shift to the new position.

Ell Demo Schedule
Activities Start Date | [ oM AR B0 G Tl B0 un 20 Q20
Date 2 15i22:290 6 (1320027 3 i10:617:i24: 1 : 8
Phase 1 4/15/90 1 5/12/90
Activity 1 4715790 1 4/21/900 oz
Activity 2 4722790 1 5/5/90
Activity 3 S/6/90 15/12/90 _—
Phase 2 5/13/90 § 6/9/90 |
Activity 1 5/13/90 § 5/19/90 |-
Activity 2 5/20/90 | 6/2/90
Activity 3 6/3/90 §6/9/90 —
Phase 3 6/10/90 ¢ 7/7/90
Activity 1 4715790 1 4/21/900
Activity 2 4722790 1 5/5/90
Activity 3 S/6/90 §5/12/90
Do the same thing for the Activities in Phase 3.
Sl Demo Schedule
Activities Start Date Finish Apr "0 Fay "20 Jun 90 Jul a0
[ate 2 i15i22:29 6 1320027 3 1017 i24:i 1 1 8 15
Phase 1 4/15/90 15/12/90
Activity 1 4/15/90 147217900 oz
Activity 2 4/27/90 {5/5/90
Activity 3 5/6/90 15712790 _—
Phase 2 5/13/90 § 6/9/90 :
Activity 1 5/13/90 {5/19/90 1 -
Activity 2 5/20/90 i 6/2/90
Activity 3 6/3/90 {6/9/90 —
Phase 3 6/10/90 § 7/7/90
Activity 1 6/10/90 1 6/16/90 -
Activity 2 6/17/90 § 6/30/90
Activity 3 74190 747490 —
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Now delete the guideline bars for the major phases. Use the Arrow Tool to select the
bars and delete with the Backspace or Delete Key.

= Demo Sthedule =—————— 5
Activities StartDate | (SN | der’on L MaSh o nen 20
Date 8152229 6 13120027 3 10172481 i 5§ {15
Delete the Phase 1 o L
guideline —dctivity | TETAN T AIE R
bars for hctivity 2 4722780 878780
each major detivity 3 S/E/90 T5Ai2/90 —
phase Fhaze 2 T
dstivity 1 /12730 750 -
aetivity 2 20730 672750
activity 3 6/3/80 1679790 -
Phase 3
activity 1 810790 16716790 -
detivity 617790 V6730790
Activity 3 41490 rrarra-i)

At times you may only want to look at the major phases of your schedule. FastTrack
Schedule allows you to collapse sub-level activities so that you may view only the
higher level information.

Step 11: To collapse an activity, place the cursor to the right of the activity
column and click.

S[B—————————— Demo 5chedule gmgl
ini apr'90 | Mag o0 | Junton Jul 90
Activities Start Date | | A N —— ¥ i
Date 8 15i22i29; & (1Zi20{27; 2 (10{1724i 1 | & {152
Phase 1
Placethe — - e%
cursor to dictivity 1 4415790 FAF21790F
the right Activity 2 4422490 1 575790
of the ctivity 3 S/6/00 §5/12400 —
actlwty T
and click
Activity 1 5413490 1 5/19/90 ]
activity 2 S/20/90 FAS2/490
activity 3 6/3/90 6/9/90 e
Phase 3
Activity 1 AA10/90 FAS16790 ]
Activity 2 6417490 { 6/30/90 ;
artivity = 241090 F747490 I ees
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The sub-level activities will be hidden from view.

SV————————— Demo Sthedule =F—r—————F
ini apreo0 | May's0 1 Jun'90 Jul a0
Activities Start Date | | N A S Mt L " i
Date 8 i15i22i29i 6 {1Zi20i27i 3 {110{17i24i 1 {8 {15}2]
Phase 1... 415590 : 5/12/90 i
All three
major Phase 2... 5413490 § 6/9/90
phases Phase 3... 6410790 § 747790
have

been
collapsed

To view the sub-level activities again, place the cursor in the same position and click.

Step 12: You may add labels to some of the activities to enhance your schedule.
Select the Text Tool from the Tool Box.

Select
the Text
Tool
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Click in the first activity row to create a text block.

e lemoSthedle —r———————
Activities Start Date | [NSh L Apr 90 G Ty 90 Jun 20, Jut 90
Date B i15i22i291 6 {132 118013
Fhase 1 4715790 (5712790 ]
Fhase 2. EF1E780 Ve a0 '
Fhase 3. /10780 1717

With the

Text Tool,

click next to

the first
activity to

create a

text block

&

Type in "Concepté in

the text block.

S = flemo Schedule 06————7]5|
Activities Start Date | [IMSN L Apr S0 L Mey'SD L. 0 Juen M
Date (8 1522129} 6 (13i2027 3 (10i17i24] 1 | 8 15} 23
Phase 1.. 4/15/90 | 5712790 Toncaptd
Phase 2. S T5750  Brara0 A
Phase 3. ACICRRIEIET

FastTrack Schedule™
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Select the Arrow Tool from the Tool Box, click on the block you just created and
size (by grabbing the lower right handle) until the block is a good size.

S Nlemo Sthedule =—————[T=
Activities Start Date - T1MISH Apr ':90:5 :Mau ":I-JD: :_Iun:'QD: ME T
Date {8 15i22 251 6 131202 10i17i24, 118 11512
Phase 1... 4/15/90 15/12/90 ] T
Phase 2. 5713490 1 67990 Mi— "
Phase 3. /10790 [ 777080+ /

Selectthe — |
Arrow Tool,

click on the

block and

size it

Step 13: A status report can also be placed within the schedule. Place the cursor at
one of the activity grid lines. The cursor will change to allow you to expand the grid
line.

S[I=———-——"—""—"—"—— Demo Schedule EEEI
Activities StartDate L Mon L BECED G TBUED L0 s i
Date B 102229 6 (1320027 B 104172431 ¢ 8 11323
Phase 1 Concepts
Activity 1 41590 £ 44217490 =
Activity 2 42290 1 5/5/90
Activity 3 L 576790 (5412490 b
Mhage 2 +
/ Activity 1 513790 : 5419490 155
Drag —
down to Activity 2 ES20/90 (642590
expand Activity 3 6/3/90 0 (659590 =
activity Phase 3
area hotivity i &/10/90 8/ 16/50 -
Activity 2 &/17/90 { 6/30490
Activity 3 PRAA00 47490
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Drag one of the activity cell grids down to expand the activity area.

S[[E==———————————— Nemo Schedule EEEI
Activities Start Date | e fer 80 L M o0 20 i
Date 2 15:22i29i6 12.20i27i 3 10.17i24: 1 |8 (1523
Phase 1 Concepts
activity 1 415790 [ 47521790 A
activity 2 4522790 1575790
Activity 3 5/6/90 S5/12/490 b
Phaze 2
Activity 1 S5A13/90 (541990 ]
Activity 2 S/2090 (642590
Activity 3 6/3/90 6/9/90 A
Phaze 3

Select the Text Tool, click in the activity area to create a text block and Type in
"Meeting with Graphics Dept to discuss additions to design."”

S[EBe————————————— Demo Sthedule =—f"r—"—1[
Activities Start Date - TiMISN Apreo0 | May '?u L Jun 0 R
Date g i15i22i291 6 (13120027 3 11017i241 1 | 8 {1523
Phaze 1 Concepts
Activity 1 441590 (4521490 =]
getivity 2 442290 /590
Aotivity 3 5/6/790 512790 Er]
?,ichtotor}e T et AT
click in the Graphics Dept to
activity and g;a;;gu? additions to
type Phase 2
gietivity 1 EAZ90 15419400 B
Aotivity 2 5720790 16752790
Aotivity 3 643790 679790 F
Phaze 2

FastTrack Schedule™ Getting Started




Getting Started FastTrack Schedule™

Drag and resize the box to place it within the activity area. Hold down the Caps
Lock Key to move it to the schedule area or back to the activity area.

S[[E==——————————— Demo Sthedule =—Fi————
Activities Start Date | | 1on L ARC A0 G M DG om0 22
Date | 8i15i22i29 6 {13i20{27i T 10017i24{ 1| 8 {15
Phase 1 lfunéepté
Activity 1 415490 1 47421790 =
Activity 2 422790 (54590
Activity 3 S5/6/90 S5/A12/90 =
eeting with
) o oy v ey 8 i) Graphics Deptito
With the - discuss additions to
Arrow Tool, design.
select the
text block
toresize and Phase 2
position it Activity 1 5413790 i5/19/90 i
Activity 2 SAZ0/90 i 642790
Aotivity 3 &/3/00 (679400 T

The text block can be enhanced with borders and shadows. To do this, you would go to
Item Border under the Options Menu.

Step 14: A schedule can also be enhanced with graphics. Open the Scrapbook,
select any graphic and copy it. Go back into FastTrack Schedule and paste the
graphic on the schedule.

S[I=———————————""—"— Demao Schedule EEE'
Activities Start Date | MM L ARr 90 LM D L oD .
Date 8152229 6 (1Z{20{27; 21001 7i24i 1 | 8 {15
Phaze 2
Activity 1 5/13/90 i5/19/90 ]
Activity 2 S/20/90 (672790
Activity 3 6/3/90 (679490 = Y
Fhaze 3 %]
Activity 1 6710790 (6516790 ]
Activity 2 6417490 (6730790
Activity 3 7A1/090 PRS00 o
Celebrate
completion of
praject!
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Step 15: You may also design your own bar and milestone types to create different
effects. Double click on an empty bar cell in the Tool Box.

Double click ——
on an empty

bar cell in

the Tool Box

The Bar Setup window will appear. The Bar Setup window is where you can define all
aspects of each bar or milestone type.

s ==————-— Bar Setup
Pattern Color Point
Black ‘i}
FiTl: — e
Size: Red
@ Bar Green
{1 Bar Outline Elue
Faind Gffseis Cyan
Magenta
ellow ,g:_l_,
[ Alignment .. | Coappiy 1 fanest
[ Date Display ... ] b
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Select the Start Point area. Choose an existing point type; fill the point with color
and/or a pattern. Repeat with the End Point and the bar if desired. Clicking OK
will automatically include the new bar type in the Tool Box.

s I=——=—= Bar Setup
Pattern Color Point
Black Mone {f‘
‘white '&
Fill: - W
Fed
: Green &
0 Point 0
) Point Dutline Elue
Point Offzets Cyan
Horz: IE' Magenta
Vert: ID—I Yellow
o
Iy} [ J
EIEE

You can change any of the bar types on your schedule by selecting the bars and
clicking on a new bar type. In the following example, two of the bar types were changed
in the demo schedule.

S(e—————————— Nemo Sthedule ==———"—r1———[1=
Activities Start Date Finish Ape 90 1 May :BD : ;: Jun 90 Jul 30 Aug "0 7
Date SIS 2229 6 1F 20027 3 A0017:24: 1 8 152229 T i12:119:26; 2
Phasze 1 Concepts
Activity 1 4415790 4721790 =
Activity 2 4422790 ;575790 'E_‘.‘
Aetivity 3 576790 (5712790 M}‘
Meeting with
Granhirs Dept tn
dizcuss additions to
design.
Phase 2
Activity 1 5413790 5719790 Err]
Aotivity 2 5720490 i 6/2/90 ._—_-5;*
Aetivity 3 673790 (659790 EH,'.-'
Phaza 3
Activity 1 6410790 ;6416730 ]
Aotivity 2 6417790 ;6730790 ﬁ_—_‘
Aetivity 3 FAA90 0 P 7AR90 .L'H
Celebrate
completion of
project!
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You can also customize bar and milestone types. In addition, you can choose to have
the date displayed on the bars or milestones. See examples of various bars and
milestones in the Example Schedules included on this demo disk.

Now that you have created a schedule, you have the ability to view it in a number of
different ways. For instance, if you want to see this project schedule in months vs.
weeks, you can easily change the scale.

Step 16: To change the scale, select Schedule Data ... from the File Menu and click
Months. Click OK to return to the schedule.

rGraph Date Line
P _ ( Appiy

/g/:z:srs/ & M:I:uan:tl':rs =] Show Date Line ( Concel )
Click Months 0 weeks O Years Size (pixels): I_I3 m
to change the [ Fizcal Years Color: | Black |
scale of the A . -
schedule o - rGrids

] Generic Units 53 Seale 1 Grids

B<] 5eale 2 Grids
PV, rL, ow o iy

. A
i

Start Data:

Finish Date: [ ] -

Duration: B Activity Horiz Grids
B<] dctivity Vert Grids
E<] Graph Horiz Grids

'W'eekl Starts | on: | Sun | B<] Graph Yert Grids
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You can stretch out the scales and the bars automatically conform to the new scale.
Place the cursor over the second vertical grid within the top date scale until the
cursor changes to a cross hair with arrows pointing to the left and right.

S[[==———————————— Demo Schedule
ini 1990 1931
Activities Start Date | T MO
Date aefer 0 igt A SI0INID I JIF M AIMEL
Phase 2 |
Place the ——— | hctivity 1 S/1E7e0 7S940
cursor Activity 2 5/20/90 6427590 |55
over the Hetivity 3 6/3/90 169790 -
second .
vertical Mhaos 3 Lo
grid to Activity 1 E/10/90 8716490 a
expand getivity 2 6417/90 63090 E
the scale Activity 3 TR TS0 ) Y
- }
Celebrate
completion of
project!

Drag the cursor to make the scale larger or smaller—in this case, drag to make the
scale larger.

SE 7+ Nlemo Schedule gl
Activities Start Date | |1 : , 1220 i
[ate april ay June July August | September:  October
Phase 1 Concepts
Activity 1 415590 (4421790 E=
Activity 2 4422490 575490 .1.
Activity 3 SA6S90 (5712790 Py

Meeting with
Graphics Dept tn
dizcuss additions to

design.
Phase 2
Activity 1 5413790 : 5419790 oz
Activity 2 S5/20/90 1 6/2/90 b;g.

Activity 3 6/3/90 1679790 v .
Phaze 3 ?:-
Activity 1 6410490 6716490 N

Activity 2 617790 ; 6/30/90
Activity 3 7AA90 177790
\
Celebrate
completion of
project!

o5
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Step 17: FastTrack Schedule also offers an extensive Page Preview. Select Preview
... from the File Menu.

New Schedule ...

Open Schedule ... *#0
Open Schedule Format ...
Save Schedule S

Save Schedule As ...
Save Backup S5chedule As ...

Import into Schedule ...
Export from Schedule ...

Page Setup ...
Page Options ...
Select Page — MELEPLRg=IUL=T TN

Preview ... Print ... v wp
from the
File Menu Quit *®0

+ Demo Schedule
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Getting Started

FastTrack Schedule™

Page Preview not only lets you see what your schedule will look like on paper, it is
actually a second layer that allows you to place titles, notes, graphics, page numbers

and dates.

Select the Text Tool and click to create a text block in the in the upper right hand

corner.

LA Famg
[ Print &rea

Select the
Text Tool
and create
a text
block in
the upper
right
corner

Page

Preview
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Graphics Dept 4
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Getting Started FastTrack Schedule™

Type "My Project Schedule”. You can change the font, style, and size. Zoom out by
holding down the Command Key and clicking.
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Getting Started FastTrack Schedule™

Step 18: In the Page Options window, the schedule can be arranged in different ways.
For instance, you have the option of deleting the unused grids at the bottom of your
schedule.

Select Page Options ... from the File Menu and deselect "Fill Page."

g Sunheduie L
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Boen Bheduis Farmmat L
Save Schedule S

Save Schedule As ...
Save Backup Schedule As ...

bmnpnrd inin Boheduis
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Page Setup ...
Select Page —— RGN 0] T3
Options ... Page Preview ... |
from the Print ... *P
File Menu

frezi #i

« g Boheduis

Page Options

-Layout Alignment- ~Options
(@) Standard (@) Left [] Print Back to Front
() wall Chart g E?;;ir (<] Scales an every Page
[<] Break Page at Activities
-Margin (inches)————— | [] activities on every Page

Left: Right: [1.00 (<] Break Page at Columns

Top: (1.00 Bottom: | 1.00

-Blank Activities
Minimum: | 0 QFiH Page [

Maximurm: | 0
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Page Preview will show the schedule as it then appears.

g ] Page Preview
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From the Page Options window, you can also:
* Manipulate margins and alignment.
» Change between standard and wall chart layout
» Choose a variety of additional options such as:
—Print back to front
—Scales on every page
—Break page at activities
—Activities on every page
—Break page at columns

FastTrack Schedule™ Getting Started
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You can use the extra space on the page to add additional text information or graphics
to the schedule. For example, you may wish to add notes concerning the project or
additional graphics to enhance the schedule.
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This schedule shows ﬁumj
af the capabilities of th
FastTrack Schedule
program. Your schedules
can be as creetive and
unique a5 Yyou are!

Start using FestTrack
Schedule and you will be
well vn your way Lu
fantastic schedules an
qreat presentation
meteriala. ]

when project is
complete

Text blocks,
enhanced with
borders and
shadows (and
color), have
been added to
the schedule

Graphic
enhancements

In summary, FastTrack Schedule's flexibility gives you the power to take project
activities and organize them in multiple levels, design custom bar and milestones, place
labels and text where appropriate and enhance presentation further by adding a second
layer for titles, graphics, and status reports!
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Thank you for ordering the FastTrack Schedule Demo Disk. We hope you will enjoy
using it. If you have any questions or wish to purchase the program, call (703) 450-
1980 or (800) 346-9413. Again, we hope you enjoy the program.
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