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Introduction

This document was created to assist you in working with, and/or managing Task Lists located within PRIME (Livelink).  The document covers each feature of tasks.
A

task list provides a simple way to manage and track the details of individual and collective work assignments. A task list contains tasks, sub-tasks, milestones, and task groups that can be added to any Livelink location. Using task lists to manage assignments in a Livelink Project is especially useful, since it allows all participants to remain informed of tasks' status. 
You open a task list by clicking its link. The Task List Workspace displays all tasks, sub-tasks, milestones, and task groups contained within it, including tasks that have been completed and canceled. Each task's listing includes the name of the task, a Functions menu, the Livelink user name of the person to whom the task is assigned, the due date of the task, its priority and status, milestone, task group, and the name of the person who created the task. 

If you click the link of a task or click Edit on its Functions menu, the Task Workspace appears. On this page, you can add new sub-tasks and update existing tasks. Adding sub-tasks allows you to divide up complex assignments. This page also allows you to create milestones and task groups. 

Note: 
If you want to view only those tasks that are assigned to you, choose Assignments on the Personal menu to access your Assignments page. 

Only the task's creator, the project coordinator(s), and the person to whom the task is assigned can modify the information on the Task List and Task pages.  

Creating a Task List

You can create a task list that groups task for a project or initiative you are working on, or to track all tasks you need to complete by a certain date.

	Steps to create a Task List

	ACTION
	RESULT

	1. Click Task List on the Add New Item menu.
	The Add Task List window will display

	2. Type a name for the task list in the Name field, if desired.
	

	3. Type information about the task list in the Description field, if desired.
	

	4. To modify custom categories and attributes, click the Edit button.
	

	5. To place the item in a location other than that which appears in the Create In field, click the Browse Livelink button, navigate to the container where you want to place the task list, and click its Select link.
	

	6. Click the Add Item button.
	


Table 1:  Steps to create a Task List
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Figure 1:  To add a Task List

Add a Milestone

Before you create a task, you may want to create a milestone. A milestone can be used to associate a task with a particular stage of a project or a date.

	Steps to add a Milestone

	ACTION
	RESULT

	7. Choose Milestone on the Add New Item menu.
	

	8. Type a name for the milestone in the Name field, if desired.
	

	9. Type information about the task in the Description field, if desired.
	

	10. Click a month, date, and year in the appropriate Target Date drop-down list to specify the target date.
	

	11. To modify custom categories and attributes, click the Edit button.
	

	12. To place the item in a location other than that which appears in the Create In field, click the Browse Livelink button, navigate to the container where you want to place the task list, and click its Select link.
	

	13. Click the Add Item button.
	


Table 2:  Steps to add a Milestone

Add Current and Acutal Dates to Milestones

Once you have created your milestone, you can add a current date and an actual date to it.

	Steps to add a Current and Actual Dates to Milestones

	ACTION
	RESULT

	14. Click the link of the task list you want to add or edit dates.
	

	15. Click the Edit icon [image: image3.png]


.
	

	16. Click a month, date, year, and time in the Current Date or Actual Date drop-down lists.
	

	17. Click the Update button.
	


Table 3:  Steps to add a Current and Actual Dates to Milestones

Edit a Milestone

When you edit a milestone, you can either modify specific tasks or all of the tasks within that group.

	Steps to edit tasks in a Milestone

	ACTION
	RESULT

	18. Click Functions icon for the milestone you want to edit, and choose Edit Items.
	

	19. Select the Change check box for each item you want to modify.
	

	20. Change any of the following fields:

· Assigned To
· Due Date
· Priority
· Status
· Milestone
	

	21. Select the Apply To check box for each task you want the changes to apply to.
	

	22. Click the Update button.
	


Table 4:  Steps to edit tasks in a Milestone

Add a Task or Sub-Task

It is important to provide detailed instructions for completing a task or a sub-task, and to set a priority as well as a due date for each. You can add a task to a task list or to another task as a sub-task.

	Steps to add a Task or Sub-Task

	ACTION
	RESULT

	23. Click Task on the Add New Item menu.
	The Add Task window will display

	24. Type a name for the task in the Name field, if desired.
	

	25. Type information about the task in the Description field, if desired.
	

	26. To modify custom categories and attributes, click the Edit button.
	

	27. To assign the task to a particular Livelink user, do the following:

· Click the Choose User or Group icon  [image: image4.png]


 

· Click one of the following search areas in the Search drop-down list:

· User Last Name

· User First Name

· User Log-in

· Group Name

· Type your search term in the for field.

· Click the Find button.

· Click the Select link of the user or group you want to choose.
	Livelink performs a case-insensitive starts with search. For example, typing van for User Last Name displays information about Livelink users whose last name begins with van or Van.  

Leave the field blank to retrieve all records of the type specified.

	28. Click a month, date, year, and time in the Start Date and Due Date drop-down lists, if desired.
	

	29. Click Low, Medium, or High in the Priority drop-down list.
	

	30. Click Pending, In Process, Issue, On Hold, Completed, or Cancelled in the Status drop-down list.
	

	31. Type directions for task completion in the Instructions field.
	

	32. Type any other information relevant to the task in the Comments field.
	

	33. To attach an item from Livelink

· Click the Browse Livelink button next to the Add Livelink Attachment field

· Browse to the item

· Click its Select link.
	

	34. To attach an item from your computer

· Click the Browse button next to the Add Desktop Attachment field

· Browse to the item

· Click it, then click the Open button.
	

	35. To locate the task in a location other than the one that appears in the Create In field

· Click the Browse Livelink button

· Browse to the container

· Click its Select link.
	

	36. Click the Add Item button.
	


Table 5:   Steps to add a Task or Sub-Task
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Figure 2:  To add a Task

Working with (modifying) a Task

Once a task has been created and added to a task list, the Livelink user to whom it is assigned can view the task. In the context of a project, all team members can view it. Only the person who created the task, the coordinator(s), and the person to whom the task is assigned can modify it. The coordinator and the creator of the task can update all the fields on the Task page: Name, Start and Due Dates, Priority, Instructions, Comments, Assigned To, and Status. The task's assignee can update the task's Status and modify the Comments field.
When you update certain fields on the Task page, the information in the corresponding fields on the Assignments and Task List pages are updated as well. 

Example:
If the Priority field on the Task page is updated, the same field on the Tasks and Task List pages reflect this change.  Once a task's due date has passed, the information in the Due Date field appears in red on all three pages. 

	Steps to modify Task or Sub-Task information

	ACTION
	RESULT

	37. Click the link of the task or sub-task that you want to update.
	The Task window will display

	38. Edit any of the items listed above.
	

	39. Click the Update Task button.
	


Table 6:  Steps to modify Task or Sub-Task information

To Delete a Task List

Deleting an item permanently removes it from the PRIME database.  PRIME does not allow an item to be deleted if:
· The item is reserved by another user.

· Any versions are locked (documents, workflow maps, and queries only).

· The item is referenced by a generation. 

NOTE:
When you delete a folder, all the items in the folder are deleted as well.  

You cannot delete a folder that contains reserved or locked items.  

Deleting an item does not remove any aliases based on that item; however, an alias of a deleted item is invalid and must be removed manually.  

To examine an item's aliases and generations, view the item's References Info page.  

You must have the Delete permission to delete an item. 
	Steps to Delete an object

	ACTION
	RESULT

	40. Click the item's Functions icon, and choose Delete.
	

	41. In the confirmation dialog box, click the OK button.
	


Table 7:  To Delete an object
	Steps to Delete several objects from within a location

	ACTION
	RESULT

	42. Click the container's Functions icon, and choose Configure.
	

	43. Click the Delete radio button for each item you want to remove from Livelink.
	

	44. Click the Update button.
	

	45. In the confirmation dialog box, click the OK button.
	


Table 8:  To Delete several objects from within a location

Add a Task Group

Task Groups are an efficient way to organize tasks within specific projects, folders, and so on.  You can store a group of tasks that relate to each other in a task group.  They can be given separate milestones, be assigned to different people, and take place at various stages within a project.

	Steps to add a Task Group to a Task List

	ACTION
	RESULT

	46. Choose Task Group on the Add New Item menu.
	

	47. Type a name for the task group in the Name field, if desired.
	

	48. Type information about the task group in the Description field, if desired.
	

	49. Click a milestone in the Default Milestone for tasks drop-down list, if desired.
	

	50. To modify custom categories and attributes, click the Edit button.
	

	51. Click the Add Item button.
	


Table 9:  Steps to add a Task Group to a Task List

Edit a Task Group

When you edit a task group, you can either modify specific tasks or all of the tasks within that group.

	Steps to edit Tasks in a Task Group

	ACTION
	RESULT

	52. Navigate to the task group you want to edit, click its Functions icon, and choose Edit Items.
	

	53. Select the Change check box for each item you want to modify.
	

	54. Change any of the following fields:

· Assigned To
· Due Date
· Priority
· Status
· Milestone
	

	55. Select the Apply To check box for each task you want the changes to apply to.
	

	56. Click the Update button.
	


Table 10:  Steps to edit Tasks in a Task Group
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