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ADJUSTING SCHEDULE DATES AS NEEDED

Locate your desired project, contained 
within the 
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ADJUSTING SCHEDULE DATES AS NEEDED

2) Click Revise  to make changes to the 
Project Record.



ADJUSTING SCHEDULE DATES AS NEEDED

Once the record is in Revise status, 

3) Click on the Schedule tab.
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ADJUSTING SCHEDULE DATES AS NEEDED

From the Schedule tab, 

4) Edit the Plan Start date, which 
represents the initiation of the project.

5) Edit the Substantial Completion  date, 
which represents the date 
construction is to be completed.

6) Edit the Anticipated Financial End 
date, which represents the when all 
financial transactions should be 
completed and processed for the 
project.
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ADJUSTING SCHEDULE DATES AS NEEDED

Once the required fields have been 
updated, 

7) Click Save to keep all date changes.

8) Click Activate  to put the project 
record back into the Active status. 
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