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Name the ColuUnN ~~ eee hts = Page Preview has two functions: 

Choose Date Display . the 
Name: [Stert Date | L for date columns » To display the schedule on screen exactly as it will 
Format Display appear when printed. 

Format columns O Text Format: - To provide a drawing layer over the schedule for headers 
as Text, Start 

, 

Date or Finish @® Start date Example: 04/13/90 footers, and overlays. The drawing layer can contain 
Date ictures and text. 

© Finish Date pict and text 

To choose to display or (Apply) (_Cancel_} [[__ok J k col 
"hide" cotumns and the Double click column Pp : age Map ———___ 
order (i D) heading io apen the Stows the layout of al he 

ran pages iv a schedule, Glick oliyer "Activities Manager, 0 St 
Pus*. Activities Manager it Sof 1990 pes |. ‘TPienningPhase 

! i “GG | Feb | Mae" Ape May us” oa” eee _ ope ee eee ed ’ “Planning Phase any : : | 1 TE Drawing Tools O08 P geoge af rent telat an Barosisbosiwsd 

“t gegen nae Ee Gare v Gmina tia Ggieu 7” bsfiristoiozst 
| Scope cf Work Detention Barosroaaaiare, aitsre =, t eT __ [iain 07 1 dnt 

7 heated fara Orgad Bivitsasars ~~ nym” restive team will chhsist of Icons “2 tpsign Bhass 7” wm bggge bd cen 
ae + wg ee ey ites, ’ mt m ' 

- «Bessette PNR Re Click to enter Page Number, [ ~ ape teen Raa 

* Design Phase Rey a Current Date, or Current *Pebenia ciety sient 
 Seaipitesnac ~~ Beart tt gel Time | seria _ . LDene em wo OOO | Yotomm Freeay Hay 4 _ Fa + Concepts + Meating with 05705700 : i 

—— | pros for mocks, a All Pages ——_—___~ | iReview Bhose 
|__| 1000am Fridey.tey4 ee Displays all pages of a Wall Ad Ree Ea Tenis "aaa 

3 Review Phase Fort Chart | gene” aerator 
4 ee "7 Development Phase 1 See 0 Renew Desrgn Dscumenietion Der TRRd rosie ? . : 

___feewsisa” rn srnta5 my te taced aeycenere te Print Area —__——__— } rreaitening [TTT Wana 
4 ‘Development Phase Chartie further Mustrate your Shows the maximum | + asetren - i sarbeiafiae 

* Production Meeting Bare eea dT ao" 7 T printable area 
| TivstetypePe OO reaaoiaa” ' ae a ee ot 

See ae Sass See 4 ae | =a se a Page Display 

Main Activity column can be in outline tor Sty rolumn can ve formatted Key Combinations/Short Cuts 
format and formatted fine by line for ‘or Style, Font and Alignment 
Style, Font and Alignment. Q Zoom In - When zoomed out, hold down the # Key and click. 

Q Zoom Out - When zoomed in, hold down the % Key and click. 

ey Scroll - When zoomed in, hold down the Option Key and drag. 
Key Combinations/Short Cuts 

38 V Paste - Paste pictures from the Clipboard. 
¢)> Insert Column - With the cursor in the Activity Column heading, hold 

  

down the Option Key and click. Copy Page - Select Copy Page from the Edit Menu and copy the 
di i Pi . +; Arrow Keys - Move through columns. int current page display into the Clipboard as a Picture 

Ints; 

Tab Key - Move through columns or indent main activity column, . + Items can be selected, moved and sized at any time—zoomed in or 

Enter Key - Move down to next activity within a column. zoomed out. 

* Text can be entered and edited only when the page is zoomed in. 
% and R - d ivity withi 

eturn Keys - Move down to next activity within a column. The page will automatically zoom in when you use the text tool. 

* Items are unique and saved separately with each layout type— 

Standard and Wall Chart. 
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astTrack Schedule™ 1.5 Schedule Items FastTrack Schedule™ 1.5 Bar Setup 
    

Bar setup allows you to define activity bars and milestones. 

Start Point End Point 

Bar 

ar : Text Item 
Text Activity Bar with dates Milestone Text tem with border        
     

       

  

         
    

  

  

Wrap \ Date Columns Fill (work-in-place) 
Text tool 

Bar tool pe tivities = Manager tae one. to Click to edit End Point 
mm Picture tem Click to edit 

Arrow tool Planning Phase Y 
i 

- . - i. a + 
Seon ct Work Deteetiot 2rOxd OF 10-90 ae 

  

   

        

    

      

* Creative Tens Olpazed . BO ae 

Bar Click to select a pattern , 
Double click to Click to adit Click to select a color 
edit existing bars Start Point / 

SSS ba Set) SSS 
   

  

” Beaget Meeting Click to select 

an existing bar 

  

Ife team will cay 
Amy, Randy, Charhedy 

“1 Robin & Kathy os 

? “Design Phase\   

      

    

  
    

  
      

         

     

        

  

                

  

    

  

      
     
      

  

    
  

      
  

           

          

  

    
      
    

   

      
    
   

      

and milestones 

: . a) . \ i ‘ Cot Point or milestone ~ centinnn si Add additional — Click to adit a Nn Pattern / Color Point Click to select 

type Concests Heid 8 Picture Item bar by holding en Fil ” Back | [None [<> an existing prianties ter ecc—ups i with border and down the Option A i TOGO ari Frndey, Moy 4 ' “pa ; whit oint type 
i “heview prose wwe shadow Key and clicking —/) Hint: Enter 0.5 i: aT 1} Vv | point ye : i i Red 

_sinietomnticmnetiion "fren e | in the Size Box Size: “+2 
Bering 058 ray be placed anywhere Lo Text Item with Edit after select- to ore ate 2 ® Point Green |} 2 | 4° Development Phase @anie” J lrurther tilusteate your f-> ing by holdin hairline outline —__| ein _ oO 

echedule border and Ing by Holding r~ © Point Outline a 
 tredationnerieg 0" Elgar shine shadow down the & Key ; — Double click ~ petdiypeRige amo aa oP ~4—f = r Point Offsets Cyan to define new 
tos ee et anneal TT - + paren . 

I = oo e Enter values Hore: [0 | Magenta | point types Ks * Activity Bar Doubie click to to define the | 3 
without dates define new bars position of r Yert: ; 7 Yellow oD 

and milestones points a 

Click to show date 

Click to edil Click to edit — pnd 
Start Dale ;- Finish Date 

Key Combinations/Short Cuts: Click on grid points to create 
= eee Oole Ninh) ee | custom polygons 

* + . dit Exam ple 
h Select Items - With the Arrow Tool selected, click an item. @iuriove rian tet \ \Point setup 

; To close a ? i 
Draw bars - With the Bar Tool selected, click and drag in the marra/a9 ‘alee polygon, click and 

Difsals: drag to an @ Patygon Graph area. weer fo J vet EBT) closing paint OFiciure —- Paste in 
. ; a ictures 

+> Fill bars - With the Bar Tool selected, hold down the Shift Key a a) i from the Size [@ Poot } Bale Format Clipboard 

ipboar - [Short 4 Click and dra 
owe Ge) | wt Coker 9 and click and drag on an existing bar. 

    

  

    
                    

    

  

cor, Care] | Ota visting pol pop 
| New text item - With the Text Tool selected, click on the we Caiign might) |} Goegoay | or existing point 11 web «x? 

1 

schedule. Enter vaiues to define " Select Date Format 

I Edit Text - With the Text Too! selected, click on an existing the position of dates 
text item. Key Combinations/Short Cuts 

36 V Paste - Paste Bars, Text, Pictures, and Activities. = Insert Bar/Point - With the cursor in the Bar or Point Column, hold 
down the Option Key and click. 

op Select Bar/Point - Hold down the % Key and click. Selected bars/ 
milestones can be cut, copied, and pasted. 

3 and Tab Keys - Move through Tools. 

FastTrack Schedule™ + Quick Reference Card : FastTrack Schedule™ + Quick Reference Card
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-astTrack Schedule™ 1.5 Schedule FastTrack Schedule™ 1.5 7 Schedule Items 

Change Scale Units and set ; 

        

      

Add additional ; . . 
columns by placing Size the Activity Size the Graph - the Schedule Start Date and 
cursor to right or left Column horizontally coun by clicking Finish Date by selecting 

. 

side, hold down the by clicking and and dragging Schedule Data trom the ‘ Activity Bar with dates . Text item 
Option Key and dragging Options Menu Wrap Milestone Text Itam with border 

  

         

  

  

  

  

            

   

    

    

      

  

      

      
  

  
    

  

  

    
    

  

   

  

          

  

      

click : ae TET Size scales Text tool : 
! ' i 

I ‘ aans > . . _. Apr 90 <—. E vertically by Bar tool Pnase Activities Manager O48 ON? ; 
+b Activities Manager" Sun ion Tues, Wed Thurs, Frimp ba Jef; 4} clicking and . —— : Tie Fn’ ~ asia =F} Picture item 

a-Mo 10 i! 42,43 14 dragging Arrow too! Planning Phase 7 
Enter Planning Phase Amy ' | scope ot Wort Retention - “ose tiie ate 

activities in deepe ot ert Batten” ste Bp te ryt se a Si fvit “reste Teams peszea aa ad oe 
outline format. Creatuee Tears O-gerted ; ss ; 7 +. eae ze Aclivilles ; * pagel teed Use Tab Key sedges estos Bb eee ee eee ee ee vee} pec. 1 vertically by Click to select _ Baeinediog 

eG : . 44 5 ted an existing bar 2 ‘Design Phase 
and Delete Design Phase Randy : clicking and , 

De ee draggin or milestone ~ pesugs Team wai 
Key to change Design Tearn Kick t . [_ : : gging type ~ Tentects = Heetmg stn : activity levels towests “booster wb be ee bee eee ee Picture ltem 

Review Phase Kart | 7 | prreeris tr eet ea wilh border and 

Dertenfangateeurentation “Po TTT ot voted 3 Review Phase 0 kw vot ify Shacow 
Collapse and jedaiek Schedule aenentersgstecrrante ee acreptaasigeggt eet a 

ae THT be ee he i __Terten Bear nentetion : i Tent bh raph expand activities Development Phase; c= Date Line Re «CEN, may be placed any here tof Text Item with 
by clicking to the soineeins of es eee done ee * .Devetopment Phase | Sie farther Hlustrate your border and 
right of the rofetyee Paseo Bn ~ prectatuetieting TAR AD OTA : wep ee ; ; shadow 
activity name  “Subemt Protetyee 7 t t : r ” ProtetypePrese “aredasoloseni gd 

- Woon — ae vies = a st siéerat Protedaee ae - Fears, a4. aa 

Add additional a =e i saeermeeabee } Activity Bar 
Aciivity rows by without dates 
holding down the 

Option Key and 
clicking 

Key Combinations/Short Cuts: Key Combinations/Short Cuts: 

Collapse Activity - Click to the right of an expanded activity name. Select Items - With the Arrow Tool selected, click an item. 

Expand Activity - Click fo the right of a collapsed activity name. Draw bars - With the Bar Tool selected, click and drag in the 
Graph area. 

Scroll Schedule - With the cursor in the Graph, hold down the Option p 
Key and drag. Fill bars - With the Bar Tool selected, hold down the Shift Key 

fa . ' a and click and drag on an existing bar. 
insert Activity - With the cursor in the Activity Column, hold down the 

Option Key and click. New text item - With the Text Too! selected, click on the 
schedule. H

t
 

+7
 

Insert Colurnn - With the cursor in the Activity Column heading, hold 

down the Option Key and click. Edit Text - With the Text Tool selected, click on an existing 
text item. 

Select Activity - Hold down the % Key and click. Selected activities 
can be cut, copied, pasted, cleared or deleted. 
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V Paste - Paste Bars, Text, Pictures, and Activities. 

FastTrack Schedule™ + Quick Reference Card FastTrack Schedule™ + Quick Reference Card
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™ i ™ FastTrack Schedule™ 1.5 Page Preview FastTrack Schedule™ 1.5 

i i . , New Schedule ... -—— Creates a new schedule 
Page Preview has two functions: Open Schedule ... 0 | ——— Opens an existing schedula 

. eer Open Schedule Format ... —— Opens structure (bar types, duration, scale) only—no data 
+ To display the schedule on screen exactly as it will Save Schedule 35 Saves currently selected schedule 

appear when printed. Save Schedule As... ——— Saves currently selected schedule after naming the file and its destination 
. Save Backup Schedule As ... | -——- Saves a backup fila without it becoming active 

° to provid’ a arawing ayer “ray the sohedtle for headers, Import into Schedule ... ——— Imports tab delimited ASCIi Text Magenta 
00 ers, and overlays. @ drawing layer can contain Export from Schedule ... ——— Exports as tab delimited ASCil Text Yeltow 
pictures and text. 

Page Setup ... ——— Options of paper, size, orientation and special effects—can be viewed & changed from Page Preview 
Page Options ... —— Options about type (wall chart/standard}, alignment, margins—can be viewed & changed in Page Praview 

Page Map ——_____ Page Preview ... #1 | ——— View schedule as it will appear when printed; overlay for placing text and graphics 
Shows the layout of all the | Print ... #P | —— Options regarding page range, number of copies, etc. 

ages ina schedule. Click se case | etetey! 
fo selact a page Ed" e+ Activitles Manager: sete | oie : quit #Q | --—-- Quits the program 

|. Planning Phase o_ i : 1 | 

Drawing Tools of © Teese caries dares wT Ho v7 *New-FT Sch Lists all open schedules in the order created 

ee 
Bear | Gretna teenaged 9 Ba FtiFefodered | “ss Rerdty, Cha 

Icons ; Sains” - heel | Oo , 

* ‘Design Phase Semi f 9 Pong 

Click to enter Page Number, ~ -taee Oo i —— v0 Shows (or hides) Tool Box —— Show Tool Bor eT 
Current Date, or Current oe arena chien aN bsresray CPT 12 

Time ; Taeoeneineee tant fia re Detines parameters of overall schedule—units, dates, grids —— | Schedule Data... 
All Pages -—-_-----_+ ty tReview Press ee eb pf Pots 26 Allows for naming and formatting of columns-——— | Column Display... 360 
Displays all pages of a Wall tt aeans ee Bice” EO raat tee = aay 36 Specifies if you want text in one activity row to be viewed in other rows Cajumn Data ... 

Chart = ee ailPhae _ RISTO AR may be paced nywtare fo in Other ... Delines which columns will appear and in what order -—- | Activity Data ... 
Print Area ————__— } = 9 mare —— ~ 7 — - ~‘asvntniand —t sgt vPlala Sats height (pixels) of selected activily rows Item Bata... 

Shows the maximum _. {eee aoe ween coe de if Bold Sets border and/or background for a text box ——— Item Border... 
printable area ——= : bots Halle 

n rine . = 

Outing Sets the currant schedule date and time | Schedule Date/Time ... 

Page Display Shaders . 
v Align Lett Aligns text Customizes the way dates, times, and numbers are handled Display Formats ... 

Key Combinations/Short Cuts Align Center > within a Sets the horizontal and vertical scrolling rate —— | Preferences ... 
Align Bight text block ‘ 

Q Zoom In - When zoomed out, hold down the #% Key and click. or activily 

Q Zoom Out - When zoomed in, hold down the % Key and click. . , 
Lists all available fonts on your system --| Athens Standard items, but also Undo 987 

ey Scroll - When zoomed in, hold down the Option Key and drag. Ay £ Page Provien P vie from 
: : Clipboard Pict Cut 36H 

38 V Paste - Paste pictures from the Clipboard. ie pooareasanvomre Copy 90 
. Grids ... ~~~ Defines the units for horizontal and vertical grids Paste Pict 2U) 

Copy Page - Select Copy Page from the Edit Menu and copy the Show Grids 98H Shows grids as defined aste Picture 
: ' : : . Clear current page display into the Clipboard as a Picture. “Snap to Grids aéG | ——— Causes items to snap to (or be attracted to) defined grids 

inte: Delete Hints: 
* Items can be selected, moved and sized at any time—zoomed in or Bar Alignment... —— Defines alignment parameters for selected bars c p 

zoomed out. Text Alignment ve —— Defines alignment parameters for selected text blocks opy Frage 

Picture Alignment ... | ——\ Defines alignment parameters for selected pictures 
* Text can be entered and edited only when the page is zoomed in. Align -—-~ Applies defined alignment rules 

The page will automatically zoom in when you use the text tool. 

» lems are unique and saved separately with ht tt Bring to Front 3éF | —— Puts a selected object behind all other objects within an activity 

unig avec separately with eacn iayoul type Send to Back 38 Brings a selected object in front of all other objects       
  Standard and Wall Chart. 

FastTrack Schedule™ +« Quick Reference Card FastTrack Schedule™ + Quick Reference Card


