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ADJUSTING DUE DATES, STEP 1:

e |n project list view, hover over the
task due dates and a calendar box

will pop up.

STEP 2:

e Determine if all dependent tasks also need
to be adjusted in correlation to the first

the first fask out 3 days, all subseqgquent task
timelines will move forward 3 day as well.
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STEP 3:

e [f you don't want all dependent tasks to move
forward in correlation with the task you're
updating, then click on the Adjust Dependent
Tasks button at the bottom of the calendarr,
and select Adjust This Task Only.
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STEP 4.

e Make sure the timelines on any adjusted tasks
align with our standard turnaround fimes, unless
otherwise approved by the Project Manager.
Follow the guidelines here to confirm correct
task start and due dates.
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